Information Resource Center Training Center Petaluma

Shutting Down A Standard Workstation Properly

Simply turning the power off to a workstation is not good for the workstation or the
software and can cause a variety of problems!

Shutting down  This job aid will show you how to properly shut down (power down) a
a workstation Standard Workstation III. This is referred to as a “Controlled

Shutdown”

Step Action

1. Save all work and close all running programs.

2. Press the Start button, located in the lower left corner of the
screen.
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3. Click on the Shutdown option.
4. Scroll down to Shut down and Click OK.

Shut Down Windows o

Ends wour session and shuts down Windows so that
you can safely turn off power,

5. The workstation will take several minutes to save information.
At this point, it is safe to power down the workstation using the
power button on the front of the CPU.
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