The desktop handout 
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When you start your computer, the first thing you see is the desktop. The desktop is your work area. 
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Discussion Questions:

1.   What do you think a shortcut means?  Do you have a shortcut to school or home?
      What do you think “shortcuts” are on the desktop?

2. Do you “recycle”?  What do you think the “recycle bin” on the computer is for?

3. What can you see when you open “my computer”?  Double-click on the words and look at what is there.

4. What types of programs do you people should have on their desktop if they work in an office?  

Try It Out:  With a partner, open and close some of the icons on your desktop.  Don’t try to use them.  Just look and see what they do.  Be ready to share with the class what you learned.


	Icons


	Icons are small pictures that represent a program, document, folder, etc.  
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	Taskbar


	The taskbar is located on the bottom edge of the desktop. The taskbar shows what you are currently working on.
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	Quick Launch Toolbar
	The quick launch toolbar located at the bottom edge of the desktop and is part of the taskbar.  This is where you can keep the MOST often used programs.  You only have to click (single-click) on any of these programs to open.
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	My Computer
	The My Computer icon provides access to the resources on your computer. You can access your drives and other peripherals by clicking on the My Computer icon. You can also access the Control Panel through My Computer.
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	Internet Explorer
	The Internet Explorer icon opens so you can “see” information on the Internet. There are several other FREE “browsers” you can use such as Mozilla (Fire Fox) and Netscape.
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	The Recycle Bin
	When you delete an object, it goes to the Recycle Bin. If you want, you can restore something that is located in the Recycle Bin or you can permanently remove them.

[image: image7.png]Recycle
Bin





	Shortcut icon
	Icons with an arrow in the lower left corner are shortcut icons. Shortcuts are great for programs you use often or for a document you are working on.  
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	Program, Folder, Document icons
	Program, folder, and document icons do not have an arrow in the lower left corner. They represent the actual object and provide direct access to the object.
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NOTE:  Avoid saving to the desktop too much!  It’s best to save to a disk whenever possible.
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