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Recycle Bin Start button 
Quick Launch toolbar Notification area 

 
 

The Windows Desktop 

Arranging Icons on the Desktop 

Å Right click on the Desktop and choose Arrange Icons By. 

Å Show Desktop Icons ï Hides or shows all desktop icons.  

Å Auto Arrange  - Automatically arranges the desktop icons on the 

left of the screen. 

o Choose Name, Size, Type, or Modified  to specify the 

order in Auto Arrange . 
Å Note: A checkmark in front of an item, it is active. 

Working with Windows 

Common Features of Open Windows 

Å Open My Documents (Start Č  My Documents) 

Å Title Bar  ï The colored bar at the top. 

o Control Menu ï Left button 

o Minimize Button 

o Maximize/Restore Button 

o Close Button 

Å Menu Bar ï (File, Edit, View, Favorites, etc.) 

Å Toolbars (View Û Toolbars Û ... ) 

o Standard Buttons 

o Address Bar ï Displays location of the 

selected folder.  

Á Enter a web address and click on 

Go to go to a web address. 

Å Status Bar (View Û Status Bar) 

Å Scroll Bars (optional) ï If the information does not fit in the window, scroll bars are available on the side, 

at the bottom, or both. 
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Working with Scroll Bars 

Å Click the up or down arrows to move slowly through the screen. 

Å Click and drag the scroll bar to the desired location. 

Å Click above or below the scroll bar to advance a full screen at a time. 

Å The wheel on the mouse can also be used to scroll up or down when the cursor is in the window. 

Changing the View of Icons in Open Windows 

Å Open My Documents (Start Č  My Documents) 

Å Click on View 

o Filmstrip  (Only available for My Pictures folder and folders with pictures.)  

o Thumbnails (good for viewing photos and graphics) 

o Tiles, Icons, List  and Details (shows name, size, type and date modified) 

Manipulating Open Windows 

Minimize/Maximize/Restore a Window 

Å Click the appropriate button in the upper-right corner of the window. 

Å   Minimize  button - Reduces the open window to a button on the taskbar. 

Å   Maximize button - Expands the open window to fill the entire screen. 

Å   Restore button - Restores a maximized window to its previous size. 

Å   Close button - Closes a window and removes its button from the taskbar. 

Å Note - Double click on the Title Bar  to maximize/minimize the window. 

Moving Open Windows 

Å Click on the Title Bar and drag the window to the desired location. 

Å Note: A window displayed full screen cannot be moved. 

Resizing Open Windows 

Å Place the cursor over a border or corner of the window. (The cursor becomes a double-headed arrow. ę) 

Å Click and drag the window to the desired size.  

Å Note: A window displayed full screen cannot be resized. 

Tips and Tricks 

Å Press Windows+D on the keyboard to minimize all open windows.  

Å Press Windows+D again to maximize all windows. 
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Navigating Using the Toolbar   

Icon Description 

 
Returns to the previous window. 

 
Moves forward to the next window. 

 
Moves up a level. (Notice the address on the address bar.) 

 
Opens the Search Companion window to allow searching for documents, pictures, 

music, etc. 

 
Changes the view of the left side of the window to show a list of storage locations 

and folders rather than a list of common tasks. 

 
Allows quick changes of the view of the window. Choose between Filmstrip , 

Thumbnails, Tiles, Icons, List  or Details. 

Customizing the Taskbar 

The Start Menu 

Å Left Side - Access to programs/items most commonly used by the user. 

Å Right Side - Access to most commonly used Windows folders. 

 

 

 

My Documents  

My Pictures 

My Music  

The default storage location for files of all kinds, including 

pictures, music, and movies. My Documents contains the 

default folders of My Music  and My Pictures. 

My Recent Documents Contains a list of documents worked on recently. 

My Computer  The default folder that stores information about drives 

connected to the computer. 

My Network Places Contains information about other computers and shared 

folders on the network. 

Control Panel The default location for managing all kinds of programs 

and services on the computer. 

Network Connections A folder that contains the dial-up and broadband 

connections, as well as local area network connections. 

Printers and Faxes Shows installed printers and fax printers and helps in 

adding new ones. 

Help and Support Windows XP help and support feature that can answer 

questions and locate answers on the Internet 

Search Helps find items on the computer or items on the Internet, 

including other people! 

Run The Run dialog box can be used to open programs, 

folders, documents or web sites. 

Log Off/Turn Off 

Computer/Switch User 

These standard icons enable the user to log off, shut down, 

or restart the computer, or switch the user. 
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Start Menu Style 

Å (Windows XP or Windows 95/98 style) 

Å Right click on the Start button and choose Properties. 

Å Click on the Start Menu tab. 

Å Choose Start menu to select the Windows XP Start menu. 

Å Choose Classic Start menu to select the Windows 95/98 Start menu. 

Å Click on OK. 

Start Menu Appearance 

Å Right click on the Start button and choose Properties.  

Å Click on the Start Menu tab. 

Å Click on the Customize button. 

Å Select Large icons or Small icons. 

Å Select the Number of programs on Start menu. This is a list of shortcuts to 

programs used most often. 

Å Select the Internet browser and/or E-mail program to display them in the 

Start menu. Remove the checkmark to not display these options.   

Å Click on OK . 

Customizing the Start Menu 

Å Right click on the Start button and choose Properties. 

Å Click on the Start Menu tab. 

Å Click on the Customize button next to Start menu or Classic Start menu 

Å Click on the Advanced tab. 

Å In the Start menu settings section,  

o Choose Open submenus when I pause on them with 

mouse to open submenus when the mouse is over an 

item. 

o Choose Highlight newly installed programs to have 

newly installed programs highlighted. 

Å In the Start menu items window, select the desired items and 

options (i.e. Display as link vs. Display as menu). 

Å In the Recent Documents section, check the box to show recent 

documents in the Start menu. (Click on the Clear List  button to 

clear the current list. 

Å Click on OK . 

Pinning a Program to the Start menu 

Å Click on Start Č  All Programs Č  and locate the desired program. 

Å Right click on the name of the program and choose Pin to Start menu. (The program is displayed in the 

items list above the separator line on the Start menu.) 

Å Unpin a program by right clicking the program name and choosing Unpin from Start menu. 

Å Change the order of the programs in the list by clicking and dragging the name of the program to the 

desired position. 

Å Note - Items in the Classic Start menu cannot be pinned or unpinned. 

Å Notice the option to Sort by name when right clicking in the Programs menu 
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Adding a Program Shortcut on the Desktop 

Å Click on the Start Č All Programs Č  and locate the program. 

Å Right click on the program, and choose Send to Č Desktop (create shortcut). 

Changing the Taskbar Appearance 

Å Right click on the Start button and choose Properties. 

Å Click on the Taskbar tab. 

Å In the Taskbar Appearance section, chose the desired items. 

o Lock the Taskbar ï Locks the Taskbar to prevent changes. 

o Auto-hide the Taskbar ï The Taskbar remains hidden 

until the cursor is over it. 

o Keep the Taskbar on top of other windows ï The 

Taskbar stays on top. 

o Group similar Taskbar buttons ï Multiple buttons of the 

same program are grouped (stacked) together. 

o Show Quick Launch ï Quick Launch is displayed. 

Å In the Notification area, choose the desired items. 

o Show the clock ï Displays the clock. 

o Hide inactive icons ï Hides icons that are not active. 

Å Click on OK . 

Customizing the Desktop 

Setting a Desktop Background 

Å Right click on the Desktop and choose Properties. 

Å Click on the Desktop tab. 

Å In the Background window, choose the desired background. 

Å Click on the down arrow in the Position box and choose to position 

of the background (Center, Tile or Stretch). 

Å Note: For a solid color, choose None as the background and then 

click on the Color button to choose the desired background color. 

Å Click on OK . 

Picture from a Website 

Å Open the web browser and find a graphic or picture on a web site to use as the desktop background 

Å www.desktoppictures.com (click on Free Pictures) 

Å If possible, choose a graphic that matches the screen resolution of the computer (800x600, 1024x768, etc.).  

Å Note: To see the screen resolution settings of the computer, 

o Right click on the Desktop and choose Properties. 

o Click on the Settings tab. 

Å Right click on the graphic or picture and choose Set as Background. 

Å To see the background on the Desktop, press Windows D to minimize all open windows. Press Windows 

D a second time to maximize the open windows. 

http://www.desktoppictures.com
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Saving a Picture from a Website 

Å Locate the desired picture on the Web. 

Å Right click on the picture and choose Save Picture As...  

Å Notice the location the picture will be saved to. The My Pictures folder (in the My Documents folder) is 

the standard location. 

Å Click on the Create New Folder button on the toolbar at the top of the window. 

Å Type in a name for the folder and press Enter. 

Å Double-click on the folder to open it. 

Å Rename the picture if desired. 

Å Click on the Save button. 

Using a Picture in the My Pictures Folder 

Å Click on Start Č  My Pictures. 

Å Locate and click on the picture to be used as a background. 

Å Under Picture Tasks in the left menu, choose Set as desktop background  

Å OR right click on the picture and choose Set as desktop background. 

Setting the Screen Saver 

Å Right click on the Desktop and choose Properties. 

Å Click on the Screen Saver tab. 

Å Click on the down arrow in the Screen saver box and choose the desired 

screen saver. 

Å Note: The My Pictures Slideshow shows a slideshow of pictures in a folder 

on the computer. (Click on the Settings button and then Browse to the folder of pictures.) 

Å Click on the Settings button to change the settings of any screen saver (i.e. speed, color, text, etc.). Each is 

different. 

Å To preview the chosen screen saver, click on the Preview button.  

Å To stop the screen saver preview, move the mouse. 

Å Click on OK . 

Changing the Screen Resolution 

Å Right click on the Desktop and choose Properties. 

Å Click on the Settings tab. 

Å In the Screen Resolution section, click and drag the slide bar to change from 

800 x 600 to 1024 x 768, etc. 

Å Note: The larger the screen resolution, the smaller the icons, text, and other 

items on the desktop appear. 

Å Click on OK . 
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Changing the Desktop Theme 

Å Note: A theme is a background with a set of sounds, icons, and other 

elements to help personalize the computer.  

Å More themes can be purchased from Microsoft. 

Å Right click on the Desktop and choose Properties. 

Å Click on the Themes tab. 

Å Click on the down arrow in the Theme box and choose the desired theme. 

Å Note: There is a desktop theme for Windows Classic which makes the 

Desktop appear like previous versions of the Windows operating system. 

Å Click on OK . 

Changing the Appearance of Windows Elements 

Å Right click on the Desktop and choose Properties. 

Å Click on the Appearance tab. 

Å Click on the down arrow of the Windows and buttons box and choose 

Windows XP style or Windows Classic style. 

Å Click on the down arrow of the Color scheme box and choose the 

Default (blue), Olive Green or Silver color scheme. 

Å Click on the down arrow of the Font size box and choose a font size. 

Å Click on OK . 

Using Windows Accessories 

Games 

Å Click on Start Č  All Programs Č  Games. 

Calculator 

Å Click on Start Č  All Programs Č  Accessories Č  Calculator. 

Å Performing a simple calculation 
o Enter the first number in the calculation. 

o Click on + to add, - to subtract, *  to multiply, or / to divide. 

o Enter the next number in the calculation. 

o Enter any remaining numbers or operators. 

o Click on the = sign. 

Å The numeric keypad on the keyboard can be used to enter numbers and 

operators.  

o Make sure the NUM LOCK  key is selected. 

Å To find out what specific keys do, right click on the key and 

choose Whatôs This? 

Å Performing scientific calculations 
o On the Menu Bar, click on View Č  Scientific. 

o Choose a Number System (Dec, Bin, etc.). 

o Choose the display. (i.e. for decimal numbers, the 

choices are degrees, radians, or gradients.) 

o Notice the additional keys available. 

o Perform the calculation. 


