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To customize the Quick Launch Toolbar:   

 Click the START button   

 Select the program to add to the toolbar 

 Drag it to a blank area on the Quick Launch Toolbar to add a shortcut icon to Quick Launch Toolbar. 

 Release the mouse button.  

Click on the toolbar-sizing handle  button on the Quick Launch Toolbar to resize the list of icons. 

 

 

When the program icons are hidden, click the expand  button  display.  

Sidebar 

All Programs: click to open 

To quickly find any file, 

folder, or program:  

Search text box  

  

The START       button, at 

the lower-left corner of the desktop, 

displays a menu where you can 

launch programs, access system 

features or shut down when you 

click it. 

 

Power button 

Logging off or turn off 

Task bar 

 Start button 

Quick Launch Toolbar: 

Displays shortcut icons for 

quick access to programs 

Notification area: 

Shows current time,  

program icons,  

and system status 

  

  

  

   

 

Active tasks:  

Indicates currently  

running programs 



Open a Program from the START menu 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

To Search for a Program or File from the START menu 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 Click on All Programs to display the list of programs and 

                 available features. 

 

 
 

 Click the folder/icon contains the program.  

 Click the program name. 

 

For example, to open the Notepad program: 

- Click  to open the START menu 

- Click All Programs to open All Programs submenu 

- Click Accessories to reveal the contents of  the 

Accessories folder  

- Click Notepad to launch the program 

 

 

 

 Click  to open START menu 

 In the Search text box area:     

  
type the name of the program or file you want. (Search 

results will display as soon as you start typing.) 

 Click on the program or file when it appears in your 

search results to open. 

 

For example, if you want to search the file name “Radiographic”: 

- Click the START button   

- Type “radio,” - a list of available files displays as you type.  

 

 

 



 

to Open Files and Folders 

Double-Click on the  Computer shortcut icon  , or the Document shortcut icon  from desktop; 

or,  Click on the START button, then choose Computer/Document at the right pane, the window below will display: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

to Move or Copy Files and Folders 

Open either the Computer or Document window: 

 

- Click folder on the left pane to display a list of specific files or folders 

- Select one or more folders or files displayed in the right pane  

- Right-Click on this selection, Click Copy or Move  

- Right-Click on the folder where you want to copy/move the files/folders, Click Paste 

 

To use the drag-and-drop method, select one or more files, hold down the left mouse button, and then drag them to 

another location. When you release the mouse, the files are copied/moved. 

 

When you drag a file into a folder on the same hard drive, the file is moved to the destination folder.  

When you drag a file into a folder on a different hard drive, the file is copied to the folder on the destination drive. 

 

to Delete Files or Folders 

- Find the files or folders that you want to delete 

- Right-Click the files or folders to delete 

- Click Delete  

 

A file or folder deleted from the hard drive, is stored in the Recycle Bin until the bin is emptied.  Files and folders are 

immediately deleted from a USB drive or floppy disk. 

 

 

- Move the Scroll bar from the 

left pane.  

 

- Choose the location that 

contains the folder or file you 

want to open. The list of 

folders or files in this folder 

will display on the right pane 

area. 

- Double-click the file or folder 

on the right pane to open it. 

[Double-clicking a file  also 

opens its associated program.] 

 

Left  pane 

Right pane 


