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Review from Computer Basics I & II

Start Menu Quick Launch Toolbar
(single click)

Taskbar Notification Area

Program Icons
(double click)

Desktop

Start Menu

Choose 

from short 

list of  

frequently 

used 

programs.

Windows 

START button

.

Click here to 

see ALL 

Programs Get HELP!

.

Click here to 

open a  file you 

worked on 

recently.

Personalize or 

change computer 

Settings.

Search Box:  Find programs or 

files by typing in search terms.

Click here to go 

to the Internet.

Your personal 

files & folders

Turn off or restart your computer.

Start > All Programs > Accessories

The view after 

clicking ñAll 

Programsò

Accessories
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How to Get HELP

ÅF1 button

ÅHelp menu 

ÅIndex, Contents, Search Box, Answer 

Wizard

ÅSTART Button

ÅHelp and Support

ÅMicrosoft Online Help 

Åhttp://support.microsoft.com/

ÅOnline User Groups
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Two Ways to See All Programs

Start > 

All Programs

Start >

Computer > 

Local Disk (C:) >

Program Files

Start

Start > Computer > Local Disk (C:) >Program Files

Start

Start >

Computer > 

Local Disk (C:) >

Program Files
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WordPad
Title Bar

Maximize

Minimize CloseMenu Bar

Toolbars

Task Pane

Status Bar

From:

Start > 

All Programs > 

Accessories >

WordPad

Personalize appearance & sounds

From:

ÅStart > 

ÅControl Panel > 

ÅPersonalization

Personalize 

Start Menu, Taskbar, 

Quick Launch toolbar 

& Notification Area

From:

ÅStart > 

ÅControl Panel > 

ÅTask Bar & Start Menu

Adjust Taskbar Area & How 

Windows Are Displayed

Right Click
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Cascade Windows Choose Desktop Icons
Put WordPad Icon on Desktop

From: Start  > All Programs  >  Accessories  > WordPad

Right click & Drag  
OR

Right click, copy & 
paste on desktop

Desktop

Select 

�³�&�U�H�D�W�H���6�K�R�U�W�F�X�W�V���+�H�U�H�´

Choose Quick Launch Icons

Put Calculator Icon on Quick Launch 

From: Start  > All Programs  >  Accessories  > Calculator

Right click & Drag  
calculator to 

Quick Launch 
toolbar

Arrange Quick Launch Icons
Click & Drag Icons where you want them 

on the Quick Launch toolbar


