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The Windows Desktop

Arranging lcons on the Desktop
Arrange Icons By Marne
A Rightclick on theDesktopand choosérrange Icons By. Refrash

Size

A Show Desktop Icond Hides orshows all desktopicons i
A Auto Arrange - Automatically arrangethedesktop ¢ons on the

Undo Move Chri+Z
Ieft Of the SCI’een e N Auto Arrange
0 ChooseName, Size, Typeor Modified to specify tle ropertis v Hlian to Grid
order inAuto Arrange . e, ¥ ShOW Dskkop Ioons

Lock web Ikems on Deskkop
Run Deskiop Cleanup Wizard

A Note: A checkmark in front of an item, it is active.

Working with Windows

[ ] My Documents

Common Features of Open Windows H e
A OpenMy Documents(Start C My Documents) | (2w oocumans VB
A T|t|e Bal’ .|. The CO|OI’ed bar at the tOp File and Folder Tasks £ /l CCWing 2
o Control Mendi Left button (23 Mk & e el
0 Minimize Button B ] ot
0o Maximize/Restore Button kst
0 Close Button p— ] e
A Menu Bari (File, Edit, View, Favorites, etc.) i -
A Toolbars (View U ToolbarsU ...) g -
o Standard Buttons S e
0 Address Bari Displays location of the — R
selected folder. 7y e e a
A Enter a web address and click o= S . T

Goto go to a web address.
A Status Bar(View U Status Ban

A Scroll Bars (optional)i If the information does not fit in the windosgroll bars are available on the side,
at the bottom, or both.
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Working with Scroll Bars

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

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

A Click above or below the scroll bar to advancelbscreen at a time.

A 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

A OpenMy Documents(Start C My Documents)

A Click onView
o Filmstrip (Only available foMy Picturesfolder and folders with picturek.
o Thumbnails (good for viewing photos and graphics)
o Tiles, Icons, List andDetails (shows name, size, type and date modified)

Manipulating Open Windows

Minimize/Maximize/Restore a Window
A Click the appropriate button ingtuppefright corner of the window

Minimize button- Reduces the open window to a button on the taskbar
@ Maximize button- Expands the open window to fill the entire screen
Restorebutton- Restores a maximized window to its previous size

A
A
A
A Closebutton- Closes a window and removes its button from the taskbar
A Note- Double click on théTitle Bar to maximize/minimize the window.

Moving Open Windows

A Click on theTitle Bar and drag the window to the desired location
A Note: A window displayed fulscreerncannotbe moved.

Resizing Open Windows

A Placethecursorovera border or corner of the windolhe cursobecomes a doubleeaded arrowe )
A Click and draghe window to the desired size.
A Note: A window displayed full screecannotberesizel.

Tips and Tricks

A Presswindows+D on the keyboartb minimize all open windows.
A Presswindows+D againto maximize all windows
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Navigating Using the Toolbar

Qback - O - ¥ | O search Folders [T

Icon Description
) Back ~ Returnsto the previous window.
O - Movesforward to the next window.
] Movesup a level. (Notice the address on the address bar.)
o Opens the Search Companion window to allow séagdbr documents, pictures,
- music, etc.
Ll Changes the view of tHeft side of thewindow to show a list of storage locations
and folders rather than a list of common tasks.
- Allows quick changs ofthe view of the windowChoose betweeRilmstrip ,

Customizing the Taskbar

The Start Menu

Thumbnails, Tiles, Icons, List or Details.

A Left Side - Access to programs/items most commonly used by the user
A Right Side- Access to most commonly used Windows folders

Cathy Larsen
I
i 1

My Documents
My Pictures
My Music

The default storage location for files of all kinds;luding
pictures, music, and moviedly Documentscontains the
default folders oMy Music andMy Pictures.

My Recent Documents

Contains a list of documents worked on recently.

_J My Recent Documents >

O 0ve ¢V §@U U

My Computer

The default folder that stores information about drives
conrected tahecomputer.

My Network Places

Contains information about other computers and share
folders onthe network.

Control Panel

The default location for managing all kinds of programs
and services othecomputer.

Network Connections

A folder that containghedial-up and broadband
connections, as well as local area network connections

Printers and Faxes

Shows installed printers and fax printers and hilps
addng new ones.

Help and Support

Windows XP help and support feature that can answe
guestions and locate answers on the Internet

Search Helpsfind items onthe computer or items on the Internef
including other people!
Run TheRun dialog box can be used to open programs,

folders, documents or web sites.

Log Off/Turn Off
Computer/Switch User

These standard icons enatile useto log off, shut down
or restart the computer, or switch the user.
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Start Menu Style

(Windows XPor Windows 95/98 style)

Rightclick on theStart buttonand choos®roperties.
Click on theStart Menu tah.

ChooseStart menu to select th&Vindows XP Start menu.

Too Too To T T I

Click onOK.

Start Menu Appearance

Rightclick on theStart buttonand choos®roperties.
Click on theStart Menu tah.

Click onthe Customizebutton

SelectLarge iconsor Small icons

o I

programs usgmost often.

To  ToToTo

Start menu. Remove thecheckmarko not displaythese options.
Click onOK.

Customizing the Start Menu

Rightclick on theStart buttonand choos®roperties.
Click onthe Start Menu tab.

Click on theAdvancedtahb.
In the Start menu settingssection,

0 ChooseOpen submenus when | pause on them with
mouseto opensubmenusvhen the mouse is over an
item.

0 ChooseHighlight newly installed programs to have
newly installed programs highlighted

In the Start menu itemswindow, select thalesiredtemsand
options(i.e. Display as link vs. Display as menu)

In theRecent Documentsection,check the boxo showrecent
documents in the Start men(Click on theClear List button to
clear the current list.

Click onOK.

Too Too Jo Jo Io

A

Pinning a Program to the Start menu

items list above the separator line on 8tart menu.)

desiredposition.

ToTo oo T o
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ChooseClassic Start menuto select th&Vindows 95/98Start menu.

Select theNumber of programs on Start menu Thisis alist of shortcuts to

Select thdnternet browser andor E-mail program to display themn the

Click onStart € All Programs C andlocate thedesiredorogram
Rightclick on the name of the program and choBseto Start menu. (The progranis displayed in the

Taskbar and Start Menu Proparties

Taskbar | StartMenu

Intermet Evplorer

Microsolt Office Outlaok

v

v

Click on theCustomizebutton next tdstart menu or Classic Start menu

General | Advanced

Stait menu settings

Gipen submenys when | Rause an hem with me mauss

Highliaht newily installed proarams

Start men items:
3 Control Parel
() Display as a link
© Display as a menu
O Don't display this item
Enable dragging and dropping
[] Favorites menu
IZ] Ualn snd Cimna
Recent documents
Select this option to provids quick access o the documents you

List my most recently opened documents

opened most recently. Clearing this list does nat delete the documents.

[ Geatn

o J [

Unpin aprogramby right clicking the program name arahoosingUnpin from Start menu.
Change the order of the programglie listby clicking anddragging the name of the program tioe

Note - Itemsin the Classic Start menucannotbe pinnedor unpimed
Notice the option t&ort by namewhen rightclicking in thePrograms menu
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Adding a Program Shortcut on the Desktop

A Click on theStart C All Programs C and locatehe program
A Rightclick on the programandchooseSend toC Desktop (reate shortcut)
Changing the Taskbar Appearance
A Rightclick on theStart buttonand choos®roperties. T — A5
A Click onthe Taskbar tab. Teeesml Cop e
A IntheTaskbar Appearancesection chose thedesiredtems Taskbal sppastance
0 Lock the Taskbari Locks theTaskbar to prevent changes 2 Z 8 5[5 2mtenet, [ fm Fold
0 Auto-hide the Taskbari The Taskbar remains hidden
until the cursor is over it. ke AERER.
o Keep the Taskbar on top of other windows§ The fLZfSl'Z'[ﬁT“m
Taskbar stays on top. Motfoaion oren
0 Group similar Taskbar buttons i Multiple buttons of the P
same program are grouped (stacked) together. —
o] S.h.ow.Quick Launch 1 Quick I__aunch is displayed. Yol e e s ey g o
A IntheNotification area, Pmpsethe desiredtems (5] e st ioons
0 Show the clocki Displays the clock.
o Hide inactive iconsi Hides icons that are not active.
A Click onOK.
Display Properties 3]
Customizing the Desktop

Setting a Desktop Background

To T o I I

Picture from a Website

oo o o To

T>o I

Rightclick on theDesktopand choos@roperties.
Click on the Desktoptah.
In theBackground window, choose the desirééckground

Background:

Click on the down arrow in thBositionbox and choose to position | r5cism 3
of thebackgroundCenter, Tile or Stretch). B oare Fuston
Note: For a solid colo chooseNoneasthe backgroun@ndthen B Corter 8
click onthe Color button to choosthe desiredackgrounctolor. Som 9| (o)
Click onOK.

o J (Cooea )

Opentheweb browser and find a graphic or picture on a web site to ube dssktop background
www.desktoppictures.coifelick on Free Pictureg
If possible choose a graphic that matchiesscreen resolutionf the compute(800x600, 1024x768:tc).
Note: To see the screen resolution settingthefcomputer,

0 Rightclick on theDesktopand ¢cooseProperties.

o0 Click on theSettingstab.
Rightclick on the graphic or picture and cho@&et as Background
To see the background time Desktop, pressVindows D to minimize all open windows. Preggndows
D a second timé& maximizethe open windows.
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http://www.desktoppictures.com

Saving a Picture from a Website

A

To T T Po o o Do

Locate the desired picture on the Web.

Rightclick on the pictureand thooseSave Picture As...

Notice the location the picture will be saved theMy Pictures folder (in theMy Documentsfolder) is
the standard location.

Click on theCreate New Folderbutton on the toolbar at the top of the window.

Type in a name for the folder and préssger.

Doubleclick on the folder to open it.

Renamethe picturef desired.

Click onthe Savebutton.

Using a Picture in the My Pictures Folder

A
A
A
A

Setting the Screen Saver

A
A
A
A
A
A
A

A

Changing the Screen Resolution

A

A
A
A
A

Click onStart C My Pictures.

Display Properties.

Locate and click on the picture be usel as a background
UnderPicture Tasksin the left menu, chooseet as desktop background

OR 1ight click on the picture and chooSet as desktopackground. -

Soieen saver

Rightclick on theDesktopand choos@roperties.
Click onthe Screen Savetah. S

Click on the down arrow in th&creen saverboxand choose the desired .
screen saver.
Note: TheMy Pictures Slideshowshows a slideshow opicturesin a folder
onthecomputer (Click on the Settingsbutton andhenBrowseto the folder of picture¥

Click on theSettingsbuttonto change the settings of any screen saver (i.e. speed, color, texEath.)s
different.

To preview thechose screen saver, click on tiRreview button.

To stopthe screen saver preview, move the mouse.

Click onOK.

Themes | Deskiop | Screen Saver | Appearance | Settings

Rightclick on theDesktopand choos@roperties.

Click onthe Settingstah.

In the Screen Resolutiorsection, tick and drag the slide bar to change froi
800x 600 to 1024 768, etc.

Note: The larger the screen resolution, the smaller the icons, text, and ot 7~
items on the desktop appear. g ==l __8

Click onOK.
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Theme

Changing the Desktop Theme
A Note: A theme is a backgrounaiith a set of sounds, icons, and other

EET— elements to help personalitescomputer.

A Morethemescanbepurchasd fromMicrosot.

A Rightclick on theDesktopand choos®roperties.

A Click on theThemestab.

A Click on the down arrow in thEhemebox and boosethe desied theme

A Note: There is a desktop theme #findows Classicwhich make the
Desktopappealike previous versions of the Windowgerating system.

A Click onOK.

Changing the Appearance of Windows Elements

Rightclick onthe Desktopand ¢tooseProperties.

Click on theAppearancetah.

Click on thedown arrow of thVindows and buttonsbox andchoose
Windows XP styleor Windows Classic $yle.

Click on thedown arrow of theColor schemebox andchoose the
Default (blue), Olive Green or Silver color scheme

oo o PoToI»

Defaut (blue) v

Click on thedown arrow of thd-ont sizebox andchoose a fonsize
Click onOK. 3 oo

Using Windows Accessories

Games

A Click onStart € All Programs C Games

Calculator

A Click onStart € All Programs C AccessorieC Calculator.
A Performing a simple calculation

o Enter the first number in the calculation
o0 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.
A Thenumeric keypadn the keyboardan be uséto enter numbers and
operators.
0 Make sure th&lUM LOCK Kkey is selected.

A To find out what specific keys ddght click on the key and
chooseNVh at 6 s Thi s ?
A Performing scientific calculations

0
0
0]

0]
0]

On theMenu Bar, dick onView C Scientific.
Choose &Number System(Dec, Bin, etc.).

Choose the display. (i.e. for decimal numbers, the
choices are degrees, radians, or gradients.)
Notice the additional keys available.

Performthe calculation
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