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Customizing Windows XP   
 

Mouse Moves 
 

Click Always lets you select something.  It may be an icon, a button, or a menu 
command. 

Double Click Click the mouse (or trackpad) 2 times on an icon to open that document or 
application. 

Left Click Most of the time you will be using the left mouse button.  It launches an 
action like selecting something or opening something. 

Right Click It provides help in the form of a menu of choices - a context sensitive 
menu - what this menu contains depends on where you click.  Try right 
mouse clicking on any button.  You may see What’s this?  This will take 
you to the help feature built into windows. 

Opening Programs:  There are 3 ways to open a program on your computer 
1. From the Start Menu select programs and navigate to the program you want.  Left 

click on it to open it. 
2. Find the icon of the program you want to open  on your desktop.  Double click it 

to open it. 
3. Find the icon of the program you want to open in your taskbar. Left Click on it to 

open it. 
 
 
Setting up the Desktop 

 
Customizing the desktop 

1. Right click in an empty 
space on the deskop. 

2. In the dialog box that 
appears you can 
customize several 
settings. 

3. Click the Desktop Tab 
and the customize 
desktop button. 

4. Click the 4 checkboxes 
at the top so that they 
will now appear on your 
desktop like you are 
familiar with in other 
versions of Windows. 
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Interpreting the 
Desktop 
 
My Computer:. Contains 
icons of the hardware 
attached to your computer 
that you have access to and 
the Control Panels and 
Printers. You can use it to 
manage files and folders. 
 
Network Neighborhood: 
Appears if you are 
connected to a network and 
gives you access to other 
computers and printers on 
the network. 
 
Recycle Bin: Use this to 
delete things from your 
computer. It must be 

emptied to actually delete files. You can 
empty trash by right clicking on the recycle 
bin and choosing Empty Trash or double 
clicking on the Recycle Bin and then 
choosing Empty Trash from the File Menu. 
 
Other icons on your desktop include files, 
folders and "shortcuts' to programs you use 
frequently.  
 
Right click on the Taskbar and select 
properties to customize it. 
 
The Taskbar is a strip that runs along the 
bottom of the desktop. It includes the Start 
Button any open files or folders and the 
Notification Area that contains the clock. 
The Taskbar will move if you drag it to the 
top, left or right sides of the desktop. To 
change the size of the taskbar move the 
mouse to the edge and it will change to a 
double headed arrow. Click and drag to 
resize. Lock it if you do not want it to 
move. 
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If the taskbar disappears: make sure it is not behind a window or so narrow that it is 
hard to see.  It might be set to Autohide press Ctrl Esc on your keyboard. To turn 
Autohide off, choose Settings from the Start Menu and then Taskbar. 
 

 
Using the Start Menu 

Click Classic Start Menu if you would 
like the Start Menu to look like it does in 
Windows 98. 

Programs: 
Select a program 
listed here to 
start it. 
 
Documents: can 
quickly open a 
document that 
you have 
recently used. 
You msut have 
the disk that that 
document was 
saved on though. 
 
Settings: The 
Control Panels 
and Printers are 
here 
 
 

Search: Use this option to search for files or folders. 
 
Help & Support: Online Help for Windows. 
 
Run: Use this to run applications that are not in the Start Menu. 
 
Log Off: In Win 98 you can use this command to Log Off if you will be leaving your 
computer. 
  
Shut Down: Choose this option to Shut Down or Restart Windows. You must Shut 
Down before turning off your computer. 
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Creating a shortcut:  A shortcut is an icon that will find and open a program or document. 
1. From the start menu select Programs and navigate to the 

program you would like. 
2. Right click on the program and Select Send To. 
3. Choose Desktop (create shortcut).. 
4. To delete a shortcut drag it to the recycle bin. 
5. You can drag a shortcut to the taskbar and use it from there. 

 
Control Panels 

 
You can access the Control Panels from the Start Menu  and Settings. 
 
 
Switch to Classic 
View to make it 
look like 
Windows 98.  
Add/Remove 
Programs: Use 
this to add new 
software 
Date/Time: set 
the proper date 
and time 
Display: set color 
and pattern of 
your desktop, 
adjust screen 
saver, set number 
of colors the 
monitor displays 
Mouse: adjust movement 
and click speeds of the 
mouse 
Keyboard: set key repeat 
rate 
Printers: add printers, 
change the default printer, 
stop print jobs 
Folder Options: Use 
Windows classic folders to 
make all your folders look 
like Windows 98. 
User Accounts:  You can 
add users to your computer 
and set passwords here.

Microsoft Word.lnk



Trumbull County Educational Service Center                     12/29/06 5 

Managing Windows 
 

 
 

 
 
 
 

Minimize: shrinks window and put it on the Taskbar. 
 
Maximize: enlarges the window to fill the screen. 
 
Restore: only appears when the window is already maximaized. Clicking on it will 

restore window to original size. 
 
Close: closes file or exits program. 

 
You can also resize a window by placing mouse pointer on any edge and clicking and 
dragging. 
 
You can move a window by clicking in the Title Bar and dragging. 
 

Title Bar 

Drop down 
menus 

Bottom right corner 
will resize the window.

Scroll 
bars 
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The View Menu 
 

Use the View Menu to change the way files are displayed. Large 
Icons, Small Icons, List or Details. The Bullet signifies the one 
that is chosen now. Checkmarks also identify chosen items. 
 
 
 
 
 
 
 
 
 
 
 

 
 

 
File Management 

Your computer's filing system contains files, folders and drives. 
 
Everything saved on your computer is a file. You can store files in folders and in turn 
store folders within folders. Using different folders helps to keep you organized. Files 
and folders are stored on drives. Each drive is assigned a letter name with A being the 
3.5" floppy disk drive, B the 5.25" floppy disk drive (which we don't see much of 
anymore) C the hard drive, D the CDROM drive or sometimes another hard drive, and F-
Z other drives on a server that you might have access to. 
 

File Management Tools 
 
My Computer 
Depending on what you have selected the File Menu will allow you to Open files, Delete 
files and Rename Files etc. 
 
Windows Explorer 
The Windows Explorer can do the same things as My Computer.  In XP it is located in 
Accessories. 
 
Click Start Programs and Accessories and then Windows Explorer. The window is 
divided into two "panes" with containers on the left and their contents on the right. (You 
can adjust the size of the panes by dragging the dividing line left or right. To display 
contents of a folder in the right pane double click on it. Plus signs next to folders signify 
that there is more in that folder if you click on the plus sign. To collapse the folder again 
click on the minus sign.  
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More On File Management  This is done on the desktop. 
 
To Open a File or folder: double click to Open folder or drive that contains file and then 
double click to open file. 
 
To Delete a File or folder:   

1. Right click on the file and then choose delete from the menu  
2. Drag the file to the Recycle Bin.  

a. Note: If you drag a file from a disk to the recycle Bin it deletes 
immediately. 

b. The file is not really gone until you right click on the recycle bin and 
select Empty Recycle Bin 

 
To Rename a File or Folder:  
Right click on the item and then choose rename from the menu. 
 
To create a new folder:  

1. Open the folder or drive that you want the folder in.  
2. Menu Method: 

a. From the File Menu choose New Folder.  
b. New Folder will be highlighted.  
c. Type in a name to name your folder. 

3. Right Click Method 
a. Right click in an empty space 
b. Select New and then Folder from the menu that appears. 
c. Type in a name to name your folder. 

 
To move a file to a new folder: 

1. Drag Method 
a. Make new folder. 
b. Click on file and drag it to folder (folder will turn blue) 
c. Drop file in folder by letting go of the mouse. 

2. Right Click Method 
a. Right Click on the file you want to copy and select copy. 
b. Go to the location where you want the file to appear. 
c. Right click on the file and select paste. 

 
Creating a Shortcut:  

1. Menu Method 
a. Click on the file and choose Create Shortcut  
b. Drag the Shortcut to the desktop. 

2. Right click Method 
a. Right click the item and drag it to the new location. 
b. Release the mouse and select Create Shortcut Here. 
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Working with Floppy Disks 
 
Formatting a disk: Put floppy in 3.5" disk drive. Double click My Computer. Double 
click 3.5" floppy. Be patient. A dialog box will appear and ask if you want to format the 
disk. Click yes. On next screen choose Full. Select Start. 
 
To see what is on a disk: Double click on My Computer. Double click on 3.5"floppy. 
 
Saving on a disk: Create your document/file in whatever program you choose. From the 
File Menu choose Save As. Name your file. From the Save In pull down list choose 
3.5"floppy. 
 
To delete a file: Double click My Computer. Double click 3.5" floppy. Right click on file 
and choose Delete. 
 
To copy a file from hard drive to floppy: 
 Right click on file choose Send To and choose 3.5" floppy. 
 
 
 

 
 
 
Saving within an application 

1. From the File Menu select Save. 
2. When the save dialog box appears select the location of your file.   
3. Double click on that location. 
4. Whatever name is on the top of the screen in the Save In box is where you will be 

placing your document. 
 
Lost and Found 
If you cannot find a file, select Start and then Search.  You can type a part of the name in 
and search your computer or any file server. 


