HOW
Place an icon on the desktop
Delete and Restore an icon
Use the Recycle Bin

When you first switch on your computer the screen you see is referred to as the ‘Desktop’
display.
The desktop show

s some’ Icons ‘which relate to programmes on your computer.
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Why are they there? They are used as ‘shortcuts’ to open programmes on your computer.
The alternative to using these shortcuts is to ‘left click’ on ‘Start’, select ‘All Programmes’,
select the programme you wish to open and then’ left click’ on it. This of course is time
consuming, hence the use of ‘shortcuts’ to make the process as quick and easy as possible.

So, how do we place an icon on the desktop?

First left click once on ‘Start’ and you will see the following display
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Place your cursor over ‘All Programmes’ and you will see the following display
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Now select the programme for which you wish to place an icon on the desktop.In this case
we will select Microsoft Office. You will notice that by the side of this programme is a small

arrow D

This indicates that there are extra elements to this programme as shown. Left click once on
Microsoft Office and the following display is shown
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From the list now shown we will select Microsoft Excel. Place your cursor over this
programme (which will be highlighted in dark blue)and right click once. This will bring up a
‘Menu’ as shown
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Now place your cursor over the section on the Menu which reads ‘Send To’. (Note the small
arrow which denotes an extra element.)This will then be highlighted(in dark blue) and a
further menu will be shown,as below
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