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INTRODUCTION  

The Desktop  

THE TASKBAR  
 

1.  The Start Menu icon 

2.  Quick Launch  

3.  The Background Programs 
section 

4.  The Clock (Time/Date) 

THE DESKTOP I CONS 
 

5.  My Computer 

6.  Recycle Bin 

7.  My Network Places 

8.  Program Icons 

 

My Computer 

Recycle Bin 

Icons 

Start 
Button Clock Taskbar 

Quick 
Launch 

Background 
Programs 
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Opening & Closing Programs  

 

OPENING A PROGRAM  
 

To open a program, locate a program icon and double cl ick on 
the icon.  

 

¶ Notice: the program starts and a new icon appears on the 
active programs section of the taskbar.  

CLOSING A PROGRAM  
 

To close a program, click on the fi le dropdown menu and select 
exit.    

 

¶ You can also click on the Close button                              
on the top right hand corner of the window to                 
close the program.   
 
You may be prompted to save your work.  
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Manipulating Windows  
 

M INIMIZE  
¶ Click on the Minimize button                         in the upper 

right corner of the window.  

¶ Or click on the program icon on the taskb ar.  

MAXIMIZE  
¶ Click on the Maximize button                          in the upper 

right corner of the window.  

¶ Right cl ick on the program icon on the taskbar and choose 
Maximize. 

¶ Or click on the program icon on the taskbar.   

RESTORE 
¶ To restore a window to i ts original size, click the Restore 

 
button                        in the upper r ight corner .  
 
 

¶ Or right cl ick on the program icon on the taskbar and cl ick on 
Restore. 

CLOSE 
¶ Click on the Close button                          in the upper right 

corner of the window.  

¶ Or right cl ick on the program icon on the taskbar and cl ick on 
Close. 

 
 
 
 
 
 

 

 Complete Exercise 1  



 

Looking Into Windows  6 

 

Window Structure

Scroll 
Bars 

Toolbar 

Title Bar 

Menu Bar 

Status Bar 

Minimize, 
Maximize, and 
Close Buttons 
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Using the Recycle Bin  

DELETING A FILE  
 

1.  Right cl ick on a fi le to display the shortcut menu, click on 
Delete, and click on ñYesò.  

2.  Double click on the Recycle Bin icon on the desktop. 

¶ Notice the f i le is in the Recycle Bin.  Files in the Recycle Bin 
cannot be used unless they are 
restored.  

3.  Click on the fi le to select i t , cl ick on 
the File dropdown menu, and se lect 
Delete. 

¶ The fi le is now irretrievable ï it is really GONE.   Using the 
Empty Recycle Bin command wil l  delete all f i les in the Recycle 
Bin.  

RESTORING A FILE  
 

1.  In the Recycle Bin, select the fi le to restore  

2.  On the left side menu choose Restore this item  

¶ Notice the f i le is no longer in the Recycle Bin.  The fi le is back 
in i ts original location.  I t  can now be used.  

3.  Close the Recycle Bin 

 

      Empty                Full 
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Customizing Settings  

The Control Panel  
 
The Control Panel is used for modifying many computer settings.  To 
open the Control Panel: 
 

1.  Click on the Start menu at the bottom left corner of the 
screen. 

2.  Click on Control Panel. 

3.  On the left side of the screen is a menu you can switch from 
Category View or Classic View. 
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Cust omizing the Desktop  
 
 
The Appearance and Themes is used to modify the monitor settings, 
such as color, wallpaper, screensavers, and general appearance. 
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Customizing Mouse Settings  
 
 
The Printers and Other Hardware allows you to select Mouse that i s 
used to modify the mouse settings, such as button configuration, 
motion, and mouse pointer.  
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Adding & Removing Programs  
 
The Add or Remove Programs is used 
for install ing or uninstall ing software 
on the system.  
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Modifying Clock Settings  
 
 

The Date, Time, Language, 
and Regional Options is used 
to modify the computer date 
and time, as well as language 
settings.  
 
 

 


