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The desktop (overview)

m

The desktop is the main screen area that you see after you turn on your computer and log on to Windows. Like the top of
an actual desk, it serves as a surface for your work. When you open programs or folders, they appear on the desktop. You
can also put things on the desktop, such as files and folders, and arrange them however you want. |

The desktop is sometimes defined more broadly to include the taskbar. The taskbar sits at the bottom of your screen. It |
shows you which programs are running and allows you to switch between them. It also contains the Start button €9,
which you can use to access programs, folders, and computer settings.

For more information about the taskbar, see The taskbar (overview).

Working with desktop icons

Icons are small pictures that represent files, folders, programs, and other items. When you first start Windows, you'll see at
least one icon on your desktop: The Recycle Bin (more on that later). Your computer manufacturer might have added
other icons to the desktop. Some examples of desktop icons are shown below. I

A

Computer Control Panel

Examples of desktop icons

53, More support options
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1. Using your mouse
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2. Make the mouse easier to use

3. Change mouse settings . g:) ' 00 Q LAil_\;?

4. Usethe computer without the mouse or keyboard _ >
5. Paits of a computer tiL\JS UL:v Esc Lgds.aSjJ u_\_v‘)s‘ 2 A
6. Add a wireless or network device: frequently asked questions . . v .

| Aol A 5 Saua 4l (S
7. Make the keyboard easier to use N M

8. Add a Bluetooth enabled device . 634-3;‘% 03 (393 ‘Lsd‘—"""‘s_v"’

9.  Use Speech Recognition to click anywhere on the screen

[

10.  Check for solutions to software problems

11. Working with windows

12. What accessibility features does Windows offer?

(§) Windows Help

&) @ ig) il 8\3) Ask Options ~
[mouse o

>

Working with windows

W]

Whenever you open a program, file, or folder, it appears on your screen in a box or In this article |
frame called a window (that's where the Windows operating system gets its o Parts of a window o
name). Because windows are everywhere in Windows, it's important to ® Moving a window
understand how to move them, change their size, or just make them go away. e Changing the size of a

window

Parts of a window
o Hiding a window

e Closing a window
a Switching hetween

Although the contents of every window are different, all windows share some
things in common. For one thing, windows always appear on the desktop—the

main work area of your screen.
parts. The work area on a computer screen where you can put things that you

want easy access to, just as you arrange objects on top of your actual S
desk. On your computer desktop, you can arrange icons such as the
Recycle Bin and shortcuts to programs, folders, and documents or other  [vs using
files.

¥ DI310] DOXE
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A file icon (left) and a shortcut icon (right)

¥ To add a shortcut to the desktop
1. Locate the item that you want to create a shortcut for. (For help with finding a file or folder, see Find a
file or folder. For help with finding a program, see The Start menu (overview).)

2. Right-click the item, click Send to, and then click Desktop (create shortcut). The shortcut icon deSktop
appears on your desktop.

» To add or remove common desktop icons 2 Md\_, (é:"xs o 17'

» To move a file from a folder to the deskto, £ v
3 5 (50940 g2 090 sts_l

» To remove an icon from the desktop
. S . v
Moving icons around . 0 9 4_\_’) La.u_l_i > ) lA

Windows stacks icons in columns on the left side of the desktop. But you're not stuck with that arrangement. You can
move an icon by dragging it to a new place on the desktop.

m

You can also have Windows automatically arrange your icons. Right-click an empty area of the desktop, click View, and
then click Auto arrange icons. Windows stacks your icons in the upper-left corner and locks them in place. To unlock
the icons so that you can move them again, click Auto arrange icons again, clearing the check mark next to it.

Note

e By default, Windows spaces icons evenly on an invisible grid. To place icons closer together or with more
precision, turn off the grid. Right-click an empty area of the desktop, point to View, and then click Align icons to
grid to clear the check mark. Repeat these steps to turn the grid back on.

Selecting multiple icons

To move or delete a bunch of icons at once, you must first select all of them. Click an empty area of the desktop and
drag the mouse. Surround the icons that you want to select with the rectangle that appears. Then release the mouse
button. Now you can drag the icons as a group or delete them.

& More support options
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Managing your music

An easy way to keep track of music on your computer is to use the Music library. By default, the Music library shows all
the music located in the My Music folder, but you can include other folders in your Music library, too. For more

information, see Include folders in a library. . v v V. .
.G Se0 (i 9o Pﬁ‘\—‘-’“lg

Note

» To listen to music in Windows, you need a program designed for playing music files. If your computer didn't come QE’A s 054:‘ "’ A 4_1 4:‘ ‘3

with such a program, you'll need to install one before you can listen to music on your computer.

ic il v o. é v é v
~ To open the Music library 0‘5‘\_’ N S - U A s 4 ‘ Sj,).—.‘
o = Click to open the Music library. * o &
» To open a file in the Music library “IV,S \ IS da 4\55 N )9 o}d\ L S )
» To arrange files in the Music library
%0 search fhe Mini Hirary - 0940 lS_' 02

» Toinclude a folder in the Music library

Managing your music LIl s MUSIC als clgadn (uglyal Iailivas saSaigal v/

.0‘9‘93‘)‘37\:‘4_15 uLA
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More support options

If you didn't find an answer here, try these additional support options.

Ask a person for help

e Get a friend to help you over the Internet @

If you have computer-savvy friends, use ® Windows Remote Assistance to let a friend access your
computer over the Internet and help you fix a problem. You can watch what they're doing and
interact with them while they're helping you.

e Ask experts and other Windows users

There are many knowledgeable people in online communities who can answer questiong like yours. ‘
The Microsoft Answers website is a great place to start.

e Contact technical support

Go online to contact your computer manufacturer or Microsoft Customer Support for technical
assistance. Microsoft support is also available by e-mail, chat, or phone.
Other resources

e Get more on the Windows website

The Windows website has more information, downloads, and ideas for getting the most out of your
Windows 7 PC,

e Find info for IT professionals

If you're an IT professional, go to the Microsoft TechNet website to find in-depth technical
information,
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4S5 Add a printer saeSss jawad cLIS JulSlaia iyl ol 4

GLaid (538 A 5o gl HaSAl 0548, AS6a ) s oed §1EAR 4 5Kas o
- 99y sol&ida ojdklﬁégﬁoa 13090 4 (mda Y (dudd 0gaSaSiny
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@ 1 Add Printer () = Add Printer

Choose a printer port What type of printer do you want to install?

A printer port is a type of connection that allows your computer to exchange information with  printer. .
< Add a local printer
8 Use this option only if you don't have a USB printer. (Windows automatically installs USB printers
©® Use an existing port: LPTL: (Printer Port) - whenyou plug them in)

Create anew port:

Adobe PDF Port Monitor
< Add a network, wireless or Bluetooth printer
Make sure that your computer is connected to the network, or that your Bluetooth or wireless
printer is turned on.

== (==
@ (= Add Printer @ (=1 Add Printer

Type a printer name Install the printer driver

Printer name: [Canon Inkjet MP540 seri ” Choose your printer from the list. Click Windows Update to see more models.
) To install the driver from an installation CD, click Have Disk.

This printer will be installed with the Canon Inkjet MP540 series driver.

Manufacturer || printers

Adobe ‘} (5] Canon Inkjet iP100 series

Brother 5] Canon Inkjet iP1100 series

53] Canon Inkjet iP1300

Epson 5 Canon Inkjet iP1700
Lesve. s i onisas

5] This driver is digitally signed. Windows Update | [ HaveDisk.. |

Tell me why driver signing is important
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\J = Add Printer

Printer Sharing

If you want to share this printer, you must provide a share name. You can use the suggested name or
type a new one. The share name will be visible to other network users.

©) D not share this printer

Sharename:  Canon Inkjet MP540 series
Location:

Comment:

=5

\J /= Add Printer

Installing printer...

Q = Add Printer

default printers...

test page.

Print a test page

You've successfully added Canon Inkjet MP540 series

You can choose a default printer for home, work, and other places you go. Set up multiple

To check if your printer is working properly, or to see troubleshooting information for the printer, print a

Network (5,55 S3,dcio ,n (Sasljaals

ad 5aSoyalsiesS Ha8al (3800 aSe Aty ot ndo Installation aiiiasls o508

oy 8505 o)alin g4t Sy Cuilgien gdd CinIa ydiiy cliajde A g 1aS35,3

L6E SoAi

Add a network, wireless or Bluetooth 1. as,, 53,8 L) ¢550a0 4 4

O Y0 alas printer

The aal cLiS Cutlgios oganjads jaSas «i,afes Al i aShang GLIL 4

.45, printer that | want isn't listed

a8 AS 0 jAl G SRA Cilgies 1asgilala sojaatdsa]

@ = Add Printer

Searching for available printers...

Printer Name Address

e —

# The printer that Twant isn't listed

e

A4S 0,50 (5Hdn0gh A0 (5,8 dedd Tayin) ) 4l

() % Add Printer

What type of printer do you want to install?

{9 Addalocal printer
Use this option only if you don't have a USB printer. (Windows automatically installs USB printers
when you plug them in.)

< ]

Make sure that your computer is connected to the network, or that your Bluetooth or wireless
printer is turned on.

Next -Can:el
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_
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Browse for 3 printer

Find a printer by name or TCP/IP address

@ gelect a shared printer by name

Browse... |

Example: \\computername\printername or
http://computername/printers/printername/.printer

Add a printer using a TCP/IP address or hostname

Add a Bluetooth printer

Cancel

)l'us‘-gég
salgy 1al,a8 a3 5 START

Printers 5 (.ugv0s  Printer
oo ala
0545;\;' P 9 Ctrl 64\_4333333

L\:Ugoqlq

slaxd awdd Gy oY msbe
Create Shortcut gaSe asis,
Set as Loy Gl oY SIS
Default Printer

S, 4S04y st] LIS oo

sl

<Y eSS

Pause 4 12456 5 jal aSainia Sy

Y Sl

Cancel 5 1240 5,4 aSaisiasSyo
SIS IS ,at y sy0alph ad
545_7450)4_\_\_1_)_")@4_‘ k:\.u.l“) Ls‘ﬁ

Cancel All Documents

&:\.w")

‘)4.4.-;4\_1

LL..u‘J

oslpaly,

sdawad LIS 1aSuls i ybal
Ly 4SS START 54850
Ldwad cLIS 4 Control Panel
4% Printer

print s File

Lo 5 aSy anli aSe iy
Properties

ALISl,  ASeydlin,, slels
S O @FSans jAs
Lo 5 4 anli aSe iy
Manage default printers
lass Printer o 0al3e
what's printing

Lass Document g s
Pause

Las Document 5o s
Cancel

Printer et Ja
Cancel All Las 134805 4l
Documents

See

Add a 1ojain g ealzeal
printer

MDJ‘U\JJ;U o_9
e (6945300

soosd
0 5AliHasy

N

CliiniesSho
0 gazaSaal S50
GlLS A I8
Lopdlingn 5 o4l

L_\_I‘\S_V gy

u—“‘o‘)d‘;“.’
SES N NPy ST W

queue o4 ias,
SR PRU RSN

S R

Gotd oty el jalihg
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BIE\R L IPRER A SATPTIPI AP CHES P I

DOm0 090,)sa anYla pdd (g b Jadldy add

HiatgSos (S 5 Sy ol O3a

L 20lass8 g Screensaver Lo
i gSos soadhs sesid Oa

Ppiian o clols (opd 5 oSk Do il (3

A A A A

1OSda yde
a0l sosaatds JaSal (ja,Sadaals sLilgs Vv

Sy Aailai € VoY

S50 5 @3Sy (SISAsLasS

53,8540l sosdadds Ad OlSesaniay 5 oRSals ol (SSaK S asailansS gans))

L850 alaal &yl gtes Personalization
Control Panel sas8gs Lah cluls iyl jawad S START ganSgs jawad cLIS <
Jdwad LIS Lans 4<, Appearance and Personalization S jawald cLaS LGL 4

4%, Personalization
o» Personalization saiss Search saslaad LaiaS, START salgs Hawald cliS oL

co,alaa Personalize Loy QpiSists jawal oYUy Saia ol Gl ¥ SalS GL J'&

-0 X

igﬁ. Edit Yiew Tools Help

Control Panel Home o SRS
Change the visuals and sounds on your computer

Change desitop icons Click » theme to change the desktop background, window color, sounds, and screen saver all at once.
Change mouse pointers

Change your account picture

Unsaved Theme
Sevetheme  Get more themes caline
Aero Themes (6) !
TR g
‘ e
[ | § ] d |
Windows 7 Architecture Characters Landscapes

A
| oo -
Scenes

o A =2 IS

>

Nature

Taskbar and Start Menu

Ease of Access Center
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il 5 il (Sal50ds
adan3S 950 ad Jiunlgad aS Cuyindas GLSan iy ad dds Cunlgies T SHanls (s daidsal
Basic and o5 (,Seajadl lea nliss 5 sl Sy sosil asleas Aero Themes (o el
=S5y oy andd LSS Sasegid § (Khe, qcu Jsaslas High Contrast Themes
Al 5 sl osid 30 4 Aero Themes vdd‘uﬁ awl SLLE Y iy Ji
50 adS 5yAlaedS o (Aedd LSS adaeiS Al (yiegs SEHL 0saslnlSaslsa

S sl 4858

Ol 9aS 50 g Seyaandy Koo,

.a<, Window Color a.al cLIS Personalization . ;<54 ol o yaanda a1 4
A (508 EiSal a5 &y (S0 jaatds sosialsa Koy Cuilsies 130, 4
C (oo (wlal) G99 QLSoJA‘;_‘,af o, s Enable transparéncy u.;gljﬁu
CndSes adS 5 3L A.Sdf_wg Y Color intensity s4Ss50,4504S500) g <
JASE O3a s 4 5lSa&ss ) Culsies Show color mixer A ad Ga,S s 4 4
LA Cung s ) Kooy 5 CndSy

A « Personalization » Window Color and Appearance ~ | 45 | ‘Secrch Contral Panel

Ede fdt Yiew Tools Help

Change the color of your window borders, Start menu, and taskbar

- oo i
e e

Current color: Customuzed

V' Enable transparency

) Enadling transparency on this computer might affect peformance. Help me decide

Color jntensity: J‘

v Show color muer

Sevechanges | | Cancel

0L 3 Dojaniay (Ko, adgeed 3o 258 laaSailis 4l GSay LR aSae @
Unsaved Theme (sl 5 o050 dm dilasy aSauslioy ledd gl ,8SL asals 35,00 4
Sl g oS a Gutlgios iung jaSal gl San dhan Julins alls Goy8e3 50y

Ve

117



& Window Color and Appea:nnce - a ‘ &

Window Color and Appearance

Inactive Window

Active Window

Normal Selected
Window Text :J

Message Box x|
Message Text

oK

To turn on Windows Aero, select a Windows theme. Colors and sizes selected
here apply only if you have selected the Windows 7 Basic theme or an Ease of
Access theme,

»‘ Ttem: Color1:

Desktop v | B4
B
N
OK Cancel

Desktop Background 4.4l cL.iS Personalization | as s j)Ssauls g0 aaids
4y

054y )Ly (LSS Cutlghos 4S (5000 GLILY an3iSiy S4SL gl SSag
sailg aaly ogdli sy Gl g duwdd aSdlinly gadlind (a0 Ao Ghyads Gl adily
oegle L;J‘-&»—'Sb ao CnaSy oL 1ada8ad Loyl

a5 Suyiialan HLSALy gsedd Ciilsios o5 Select all saSss siaan 0gat als
CndosaY Glalinnad HLgsedas Clear all sa.8gs

aSanty Slalins &0yl gtes 1o Picture position 554l 13050 lsa ddoal

ASALLE (59l cdasly dnoly 4SASs (S1asLE oy QFtiSits Haadd G yanan K,
il yogls ad asaly 3|).£Z;\S|¥ oL

aSanig cladga ada (SL CudSss o,La 1o Change picture every 554l Lasg 4
can (519 ad g @38,

B oSt 5 sanel ,8SL Sl gies o4 Picture location oAl 913090 yA hdnal
(WGOlSes Hlndn lasansy ada aS3any g Windows Desktopv Backgrounds ag4.0
SAoaiy G Cuslgies Gl aSeangl SSL saidg 4o (uos GLdwad 53)S cbLilS 4,
ASAs 1950 al3e & A St yafes Browse... jawald 53,8 LIS 4y & yiaias 3
- OKlasd § CaSos (SIS anfals

S_’aw clas 15 Solid Colors Jla ad cuslgies 15 Picture location it a0

g RS Bo Cupiatan

Save changes awal cLilS 13sg0,)sadd Cuilgios o Jods ColSa L0138 jalas
LBls0s 558 oS4, 38 Cancel LuSas cuass

<

<

LIS 12aSo datds sogo)lsn  landal LIS 0
¢naSe s Advanced appearance setting u_néjcuc\_l
Window Color and  ogais;Ses 5 Sdass,daid
Windows x84 s 4l ,a845 120 5 Appearance
Coa Sy LI L3 sl Giuaylialas o 7 basic
OWodantas B 0,5 ogdoiiSuty ogid 4l

CESSAEGU 5 el 5 plolsaly S

PLY

Q3iSuts a9l ,ASL (Saslatel

o5l ysla aSasdives anad s (L LIS 2ian) 0,548 555 o,Las saiis @)

deaS Quality Sas)jia aShga Cyols LI Glea (Gl aidn) (haSgsan H5) dlls
A Jgad 1l 8SL dn CndSy oliAds Sulgtes J25dS 0 )algaae S glidl Claailg jae ‘Jﬁ,\
.Set as desktop bakground _Ila s, ldds g aSassy janal sl Y SIS
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Colloes « Perso... » Desktop Background ~ | 49} Search Contrai Pore

1’ £dt Yiew looks Hep
Choose your desktop background

Click a picture to make it your desktop background, or select more than one picture to create a slide show.

Picture location: [.Mopaoz&gmnd '] >Elowsc...

[ Setectan | [ Clearan |

+ C\Users\Darko\AppData\Local\Microsoft\Windows\Themes\Tigers\DesktopBack... (6)

v v v v
o %
2 § ' ‘I')Q'.‘z,

™

Picture position: Change picture every:

(15 minutes | [shuffle

- |
Nl il v

V| When using battery power, pause the slide show to save power

[_Savechanges ] [ Concel |

e ydy Screensaver jiailas S

Q:x:l;\_ibo.l ado daogle Qﬁojﬁwﬁ CUlS  aS dulaogdld soboaydn sagew
055 Saesle 3o cliyinige jaSal ogad a8 Cyiuls oge s (SlwdS gagVal ulSe aasday
L O0A1600 poads ASAiSy (SHHdoie 050D g (e loA (550 Ao Glay GLIL Handidy j4d

12,884 Ll 5o daias al 4
LIS o40,1 924t Personalization
.4S, Screen Saver a4l

I> Screen saver saicilal 4
5 o s atan Lyl b sdn
slga CudSes ,La 1y Wait gaslaad
0945 S Cladga da

Screen saver . . - .
[Bubbls vH Settings... I [ Preview ] ‘_‘:‘_“‘9—'0‘3 Ulso):")l?'o‘{)d‘.—:' al LSJ—‘M 4

Wait: 10 7 minutes ("] On resume, display logon screen )—' L'J 69 Settl ngs 6“5‘9 Sl (_5—{\/)“

Z
Power management : u“_\'v‘a_'js_' L‘_.'

Conserve energy or maximize performance by adjusting display

brightness and other power settings. k_\_u lj.! 0 09 PreV|eW Lsd‘-‘“gﬁ 8] LS‘EJB‘\—' 4

han wer ings

C0 94803500 (i Sty

¥ 3 On resume, display log on screen _si5das Jla 555 aveae @
S0y ASEag (high edlgy (e dSe) e 40
23S Cayds gyl gedd CnaSes 55,0158 (pada o5 Change power settings 5yl

JaSinaa,le 5 Hiange 5094535176 90595
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QS Hdus (SSLIA (535S 0Ly 5 adS g GailansS

3
Y

hasa,Sha uls 50 ydands 4l 4
LIS adaa Y «J Personalization

Desidop icons .4<. Change desktop icons ja.4d

V] User's Files [¥] Control Panel J‘\""‘d‘—, ‘.JP u—L'd"“‘ Lﬁl“‘-‘-‘b L@-“\—‘ lJqud"‘“d‘—]

(7] Network ‘ 594803500 EiSts

Al 2 (.:. }: ‘ Olasa,hadas Ja oS Vs 4 4

[ Desktop lcons ‘

Co:ap:nef Doko  Newok  Recyde B ! =S Laid Culghion 13090 ydu bdodl

= . P Cain 500 @3S Hdadd Gl S
Rec;;’e&, OASA3OLL Culgies Taegeylea Saal 4

g | GS LS ay 3K (84S goa Lata)

[ Cienge loon... | [ Regtore Defaut s Change lcon a.8gs Haual

[¥] Allow themes to change desktop icons | . ‘—‘—'_)—v')—‘j 4 )_’ Q;S—Y‘—' §5_'Lj

— ' Restore saalgs jawal jo,8 cLiS 4, 4
— ] oy oAU ClilS 55040 Defaults
L 0944S 0 o] ul._aj}u_vu

4 Ligy Allow themes to change desktop icons s 53,8 dylaa 4
.Qeéi_; s sl add o0 (LS s

LC0dS6s OK el eI d:\_uegi 590dd Clogyan 4

Screen Resolutions aSaili 3,99 oa3lases

Screen resolutions 5 a<, 135Sy YA (Sada al Sl oY (SIS 4
ad 5L 4a8aS 5 aSASLE (o) (HalaneS B 0gaii Ses )5 (Saojaatd, 4

COmang8ea sl gdd geudd (eSS, 5iage

. B <o) :Display
ke ™ « Displ... » Screen.. s Wl Search Control Panel = B 2| . . . .

File Edit View Tools Help - - U8 b_\.u:M 03450J44‘9f31.4‘95¢\_"45
! Change the appearance of your display D) lT’ D 454_:_, [_;:, = 2599 Resol ut|on

|l

' LCdSe
-4 - o
I I@l =lell asaill ,L :Orientation

ook Yot Ok sy
Resoltion: NETIBLANEW.)
Orientation: Landscape - make text and ‘5:‘1..&‘)4_&&14.-‘ ;]N IS

Advanced settings y e s . other
Connect to a projector (or press the &F key and tap P) 5 (Cha® éd‘TmJ i M
Make text and other items larger or smaller . v .
0,Lad  5gddyad A4S 5445800
What display settings should I choose? SOk 3 -v) 5
_

L0094 d Sy & 05948 HlSa i ing

7= SFER 0T o

120



° V 5y g9 b

START (aSifiasd (g il Adllai g Y-y

OSTwed eaiie S al )9 (S8 2L

oA SGn an (alnal 15A 5 aSanl ) (o, Gues aiie 3iSulaal afa
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4SaLls L a8 0 4S 050,45, 002130 545
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ASeuugla ds 0945 K00 (3,0 o (5psita 4
LAY o dn 1050 d ohdn 4 ASLaia

- # Pin to Start menu 3
“ Getting Started v

e Internet Explorer

. Connect to a Projector

J2& Microsoft Office Word 2007 »

ob
2 e aal S50 545 oLEL All Programs L START «
% - Ly Al o 5 aliSol) 5 dliwdsds aS o yydas
30 epng:ioat ault Programs

etk Prog aSaiid 0s START L Programs

Help and Support

| Caleulator

<l XPS Viewer
& Windows Faxand Scan

4S Jad i gad dASdgle Ciivlgion 9694t ;S0
ad 4S8y 5 laie jaad Cusl,y Y SIS sgal
.Pin to Start Menu 5 3iSs (L aSaiu]
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.4<, Start Menu
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add 0l o oS0 y0a0s ol 3

L0545 ,S 05 450 500038 (5 amdd 5o ,S cLiSas 43 Display as a link -

U (olSasal 09aSShy (Jjad spawad (2SS LS4,y asly Display as a menu -
Lol Clog 00 LA 4S6 50008

034 GLInY dlan L 643 as1g Don't display this item -

You can customize how links, icons, and menus look and behave on the
Start menu.

[ . To customize how links, icons, and menus look and
| @ Display as a link | behave in the Start menu, dick Customize.

() Display as a menu
~ © Don'tdplay this item Power button action: |Shutdown -
|| Connect To |

§ 18 Control Panel Privacy
@ Display as a link S
P Display as a menu [¥] Store and display recently opened programs in the Start menu
O Don'tdisplay this item [¥] Store and display recently opened items in the Start menu and the
[V] Default Programs taskbar
[¥] Devices and Printers
| 73 Documents

© Display as a link

©) Display as a menu

©) Don't display this item

| 4 Downloads
| © Display as a link

Start menu size
Number of recent programs to display:
Number of recent items to display in Jump Lists:
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