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The Desktop

Read pages 1 to 7 before working on the practice activities on page 7. In this
course, you will be learning basic computer information to become more
comfortable with the Desktop.

The Desktop is the screen you first see when you start your device.
It may look different on each computer.

The Desktop has icons (pictures) of Apps and files.

It is called the Desktop because most of the important files and programs are
there for easy access.

Much like what might be kept at a desk.

Folders
Documents and pictures can be saved on the computer in folders.

A folder icon (picture) on the computer looks like this:

You can double click (click twice) with the left button of

your mouse on a folder to see what is inside.

The material saved inside is called a file (or files).
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You can create folders on your desktop.
Desktop applications (programs) are also stored on your computer.
Some applications will appear on the Desktop.

The Windows Button
You click on the Windows Button on your screen to see the Apps that are not
on the Desktop. The Windows Button is on the bottom left of the screen.

The Windows Button is also on some keyboards.
The Windows button opens the start menu/screen on the computer.

You can press the Windows Button on your
keyboard or click the Windows Button on
your Desktop to get to your Documents,
Pictures, and Settings more quickly.

You can click on the Power icon d)

to either turn off the computer, putitin
power-saving rest mode, or restart your
device.

OB Gonle Cheome
£ [iype here to search

Documents

Bd  Pictures

*Click on the Windows button on your screen now

#8  Settings

to see the start menu.

Power.

After, try turning your device off by clicking Power.

L |rype here to search
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About Apps

B The term Apps is short for applications. Apps are
programs that help you do different tasks, and
B some are just for fun.

2
B o
o
@ o
0 oo
3 B com
> -

Apps have icons (pictures) to show you what they are.

For example: The App for the Chrome browser is an icon of a red, ‘.
yellow, and green circle with a blue center.

Some apps are already on your computer and do not need Internet to run.

Others are web-based apps and will need the Internet to run. Some web-
based apps are:

‘a M Yol » L J

Facebook Google Mail YouTube Google Play  Twitter

Searching for Apps and Files

If you cannot find the App, folder, or file you need on the main screen than
you can search your device for it in the search box on the Desktop.

O Type here to search
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YouTube m MS Word >

A
Social Media Platform APP

search the web Documents - This PC
L youtube music - see web results " Transitional Words >
Search bar examples. 7 o s e

£ youtube kids - S

2 youtube to mp3 @ revision down to 506 words.docx >

£ youtube canada Settings

R youtube website Highlight misspelled words >

A youtube to mp4 Autocorrect misspelled words >
Autocorrect misspelled words >
Search the web
O words - see wab results >
L2 words with friends cheat >

‘ P youtube R word5|

The search bar is on the bottom left of the screen.

If you do not see the search box at the bottom of the screen, click on the
Windows button to see it.

Type what you are looking for beside the magnifying glass and press the
Enter Key on the keyboard.

Note: The magnifying glass is the icon used on computers to show a
search.

Left Click and Right Click
You use the left button of the mouse to make choices.

Choosing what you want to open or where you want to go.

You click the right mouse button to see a menu of options, for example to
delete or rename.
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Example of an options menu after right clicking on a document.

Open
Edit
New

Print

@ Share
Copy Link
Manage access |
View online tion
Version history
Always keep on this device

Free up space

T-Zip
CRC SHA

E Scan with Windows Defender...
Open with...

NS

v

Give access to

Restore previous versions

Send to

v

Cut
Copy

Create shortcut
Delete

Rename

Properties

In this course you will be doing some practice activities on the computer to
become more comfortable with the Desktop.

Practice #1 — Searching for Apps
Go to the search bar on your Desktop and click in the box.

H A2 Type here to search O

Use this box to search for the Notepad App.
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Pyp— Type Notepad in the search bar.

I Notepad
Desktop app

The computer will find this App for you.

Ed Notepadx
B Notepad 8 n CliCk On NOtepad-

Search suggestions

L notepad - See web result

| The Notepad will open.

To close a search window:

Click any unused spot (blank area) on the desktop where there are no icons
(pictures).

The search window will close.

Practice #2 - Use the Search Bar to Find the Documents File on Your
Computer

Best match

Documents

1. Click on the search bar. = File Folder in uc21693

Last modified: 3/6/2018

Folders

2. Type Documents.

Documents efault

3. Find the Documents folder. public Documents

Sample Documents.Ink - in Kurzwei

Store

4. Click on a spot on the desktop where there are

e Documents for VK

no icons (nothing) to close the search. -
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The Recycle Bin

When you delete files, they move to the Recycle Bin. E

Recycle Bin

The Recycle Bin is on your Desktop.

The Recycle Bin icon (picture) will change when there are files placed inside
it. The icons will show papers in the bin.

Empty Recycle Bin Full Recycle Bin
Y = L |
%

N U
'l.é‘ Y“_._
e >
Click on the Recycle Bin icon to view what is inside.

This will open the Recycle bin window.

i | B = | Manage Recycle

Home Share View Recycle Bin Tools

4 lal *+ Recycle Bin

o Mame

7 Quick access
B Cecktop -+
* Downloads o

@ 312449400_873703087120984_39545...

@ 313512737_1447716699366291_6E6DT...
[&] 212817552 A24n@0R40000141 T4182

You can right click (click the right button of the mouse) directly on a file in
the Recycle Bin to see options. Then you can left click to choose the option
you need.
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Mame

[&] 312449400 873703087170984 39545... 4 C:\U
|£:'| 313 Restore !

CE:

s 313

IE:-l 313 Delete

&| 213 Properties C:AU
& 31337ETSY BOZYUOIAUYTARAY 38, (U4

Restore — to put a file deleted accidentally
back on the computer. It will return to
where it was before being deleted.

Delete — Remove file permanently (for
good) from the computer. Note: In
devices with Windows 11 delete will be a
basket icon.

Practice #3 — Saving to the Desktop

1. Using the search box, search for the Notepad application on your

computer.

2. Click on the search results to open the Notepad.

3. Click in the white typing area and type a

short sentence.

4. Click on File.

5. Click Save As...

”j *Untitled - Notepad
File Edit
I am learning a lot.

Format  View Help

File

Edit Format View Help
Mew Ctrl+M
Mew Window Ctrl+Shift+M
Open... Ctrl+0
Save Ctrl+5
Save As... Ctrl+5hift+5
Page Setup...

Print... Ctrl+P
Exit
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6. Click on Desktop. This will tell the computer that you want to save your
note to the Desktop.

Mj Save As

*a « 4 B s ThisPC » Desktop »

Organize « Mew folder

”

@ Onelrive - Upper Canada ~ A-H{
[ This PC

_J 3D Objects

[ Desktop ?

7. Beside File name type ‘For the Bin’.

For the Bin will be the name of this file.

8. Save this file to the Desktop.

j Save As

« v 4 B> ThisPC » Desktop »

v 0 S Search Desky
Organize = Mew folder

”~

@ OneDrive - Upper Canada ~A-H(©)

[ This PC -
3D Objects | | |
B Desktop n n
[£| Documents

‘ Downloads @ Facebook files @ Desktop?
J’! Music

| Pictures iy = _
k ’ J“' i k g

B videos e

. OSDisk (C:) = = -

£

Save as type: | Text Documents (*.xt)

Encoding: [ UTF3 .

+ Hide Folders

9. Close Notepad.
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Practice #4 — Restoring and Deleting a File from the
Recycle Bin

1. Go to the Desktop.

2. Right click on the For the Bin file on your Desktop. _w_

You will see many options. "o

3. Left click on Delete from these options. )
3 e

Note: If your device has Windows 11 your delete option will be i

an icon instead of a word. >

4. Click on the Recycle Bin icon (picture) to open the Recycle Bin. e
5. Find the ‘For the Bin’ file and right click on it.
6. Choose the Restore option by left clicking on Restore.

7. Check your Desktop to make sure the file has been restored to the
Desktop.

8. Right click to Delete this file once again.

This time when you go to the Recycle Bin pick the Delete option to remove
this file from your computer.
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The Taskbar

o Type here to search

The taskbar is located at the bottom of the screen.

You can move between some programs and Apps by clicking on their icons
on the taskbar.

For example: You can open Word while on the Internet and click back and
forth between Word and the Internet browser by clicking on the icons for
each program on the taskbar.

You can also look at all the folders and files on your computer by
clicking on the File Explorer icon at the bottom of the screen.

You can left click on File Explorer and then left click on where you want to go
on your computer to view your files and folders.

= v Drive Tools  Primary Drive (C:) - m} X
Home Share View Manage o
< i =
» _} . foveta ¥ Delete ~ o] Vv £
L £+ |
Pin to Quick Co aste oyt Rename New Properties Select Toolbars
access L) folder v v
Clipboard Organize New Open
== 2 ¢ = Search
& v P ‘& > ThisPC > Primary Drive (C:) v 0 Search Pri.. 0
~* Show Cortana button
i This PC Lo Name Date modified Type
4 3D Objects Logs File folder " Show Task View button
NVIDIA File folder
[ Desktop A L : Show People on the taskbar
*:| Documents FR=008 ) g Vu‘t‘
& Downloads Program Files v Filefoides ./ Show Windows Ink Workspace button
Program Files (x86) File folder
D Music ShadowPlay File folder Show touch keyboard button
& Pictures Users File folder
B videos Windows File folder Show touchpad button

Cascade windows

Note: You can right click on any unused spot (spot

without an icon) on the taskbar to see options like SoR R

Undo Show all windows side by side

those shown here.

Task Manager
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You can view different Desktop and taskbar options; including choosing to
view everything you are working on at the computer at one time by clicking
the Show Windows side by side option.

Creating a New Folder on Your Desktop

In this lesson, you will create (make) a folder.

View
Sort by

1. To do this, right click on a blank, unused space on g

your Desktop. | asteshortan

Undo Rename Ctrl+Z

Intel® Graphics Settings

2 You will see an option menu.

fl Display settings

3; Left click on New and slide the mouse across to the & .

menu that shows up.

4. Click on Folder.

( Folder )
ortey

B Microsoft Access Database

W Bitmap image

[E= Contact

@) Microsoft Word Document
Microsoft Access Database
Microsoft PowerPoint Presentation
Microsoft Publisher Document
Rich Text Format

IS

Text Document
B Microsoft Excel Worksheet
i Compressed (zipped) Folder

A New Folder will show up on the Desktop.

Mew folder
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5. Right click directly on this new folder and choose
Rename from the options. You can then type the name
Practice for the new folder. Press the Enter key or click
on a blank, unused area of the Desktop after typing the
name.

Note: If your device has Windows 11, your rename
option will be an icon instead of a word.

renave (R

Sorting and Changing the File View in Folders

You can make choices for how your folders are organized.

Open

Pin to Quick access

Add to VLC media player's Playlist
Play with VLC media player

& Share
View online
Always keep on this device

Free up space

7-Zip
CRC SHA
£ scan with Windows Defender...

Double click (click twice) on the Practice folder on the Desktop or click File
Explorer from the taskbar, choose Desktop from the left menu and then

double click to open the Practice Folder.

Click on View at the top of the folder window.

“ Home Share View

|if| Documents

Date modified

&« v g » ThisPC » Desktop » Practice
G Mame Status
3 Cuick access )
folders.bxt @ 11/5/20
I Desktop IJ ) )
|=] learning. it &) 11/5/
& Downloads
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e You can choose different Layout
&8| Extra large icons |&=| Large icons =t=| Medium icons Optlons SUCh as LISt and Large
= Small icons T List 1== Details icons to choose how the files in
=17 Tiles := Content ¥ .

your folder will look.
Layout

Click on Sort by to pick how you want your files sorted.

Sorting files by name will sort them alphabetically.

pedium cons || You can also sort files by the dates they were changed or by

Details
Sort |,

»- i the dates they were created.

®  HMName
Status

veeneares | This will help you find your newer files faster.
- Note: Sorting results can be displayed in Ascending or
fner Descending order. For example, when sorting by

Tags

Title

e Name, Ascending means the files and folders are arranged
pescending from A to Z, while Descending sorts items from Z to A.

Choose columns...

Practice 5: Creating A Folder Inside a Folder

You can create folders in other places on the computer,
not just on the Desktop.

You create folders in the same way that you have
learned in this course.

You can make folders in the Documents and Pictures folders on your
computer and even create folders inside of other folders that you have
made.
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1. Open the Practice folder (that you made earlier) on the Desktop.

2. In the Practice folder, right click on an unused spot in the file to create a

new folder.

3. Create a folder in the
Practice Folder.

4. Rename this folder using the name of the current month.

Search Results in Desktop » Practice

Folder
#| Shortcut

B3] Microsoft Access Database

|&| Bitmap image

Iz Microso ft Word Document t

Text Document

Text Document

View
Sort by
Group by
Refresh

Customize this folder...

Paste

Paste shortcut

Undo Rename

Share

View online
Always keep on this device

Free up space

Give access to

New

Properties

Ctrl+Z

et

4 |
& learning. & folders.tx
t

5. Close the Practice folder.

Personalizing the Desktop

You can make changes to how your Desktop looks.

To do this right click on an unused space (one with no icons) on your

Desktop.
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This menu of options will appear. View >
Sort by >
Refresh

Select the Personalize option to make _—
dslE

changes. Paste shortcut

Undo Rename Ctrl+Z

& Share
View online
Always keep on this device

Free up space

Mew >

1 Display settings
&2 Personalize

Here you can make changes to your Desktop themes, background and writing
styles (fonts). You can also design how your Taskbar will appear.

==

@ Home Background

Find a setting 2 |

Personalization

3

Background

Colors

Background

dhemes Solid color v ‘

(o]
@
Cd Lock screen
[=4]
A

Fonts

Choose your background color
Start

_ ENEEEEN
9 [ [ [ 1 [

0
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Practice #6 — Changing the Background on the Desktop

1. Right click on an unused area of the

@ Home Themes

ave theme

Desktop.

Change theme

2. Left click on Personalize. 9 come . .

3. Choose Theme from the menu. o

4. Choose a theme. '§E«

5. Click on that theme to change the look of the Desktop.

Final Task

Qi Please read over this task before starting.

After reading, return to the start of the list and do each of the following steps
in order.

Note: You can look over the lessons in this resource at any time if you need
help finishing this task.

1. Create a New Folder on your Desktop.

2. Rename this folder. The folder name will be Final Task.

3. Search for Notepad in the Search box.

4. Type the sentence ‘I am practicing my computer skills.” in Notepad.

5. Go to File and Save As...
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Click Desktop on the left side of the window to find the Final Task folder and
double click to open it.

6. Save this file to your Final Task folder using the filename ‘Skills’
7. Close the Notepad program.

8. Open Notepad once again and type this sentence in the new note. ‘Il am
learning about the Desktop’.

9. Go to File and Save As... Save this file to your Final Task folder using the
filename ‘Desktop’. Close the program.

10. Go to the Desktop and open your Final Task folder.

11. Sort the files in the Final Task folder by Name (Ascending).
12. Change the Layout in View to Medium icons.

13. Delete the ‘Skills’ file from your Final Task folder.

14. Close the folder.

15. Go to the Recycle Bin and delete the ‘Skills’ file from the Bin.

16. Personalize your Desktop by changing the background (you can pick
which background). You can choose to change the colour or a picture from
the drop-down menu.

o Congratulations you have completed this course!

Al
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