Essential Apps on your Desktop and Taskbar

It is a personal choice but | have six important Apps on my Desktop

This PC Recycle Bin Documents Pictures . Windows Live Downloads -
' ‘ Mail

Main«Desktop shortcuts

| also have other folders that contain several Apps related to the names. Some are
obvious such as the graphics folder which containing programs related to graphics

Graphics Skype _ Trade Me Utilities _Favourites My Websites Mail folder Google

Secondary Shortcuts

The most important on the Desktop is My PC which provides very powerful links to
the libraries and drives on my computer. That is why it is top left. Opening This PC.

3D Objects Desktop 4. Documents
Downloads Music Pictures
—
3 J =
qumy, Videos These are called Libaries for they contain a huge number of

folders files and information. Click on one and it will jump to that library
Vv Devices and drives (5)

P510 - Local Disk (C3) Local Disk (D2)
R N e , |
- ™% 564 GB free of 465 GB ™% 163 TB free of 1.81 TB
Expansion (E:) BASIC CP GP (F)
[ | | —1 |
1.69 TB free of 1.81 TB Wy 10.8 GB free of 14.8 GB

This lower area is reserved for Drives. The C drive is the main storage in a computer. The D
and E drives are backup drives. The P 501 drive tells me that my camera is plugged in and |
can access all its photos and videos. The “Basic CP GP” is a Flash Drive that is plugged into a
USB port. If | plugged my cell phone into a USB port it would also show up as a drive & | could
access all the information on it and copy it to other drives.

The Recycle Bin is next for when | have finished with a file or folder | can drag it
there or send it there. You can “Right click” on any item in the Recycle Bin to
restore to where it original came from.

The next icon is the shortcut to My Documents which contains a huge number of
folders and a few files. | use Folders for storage of specific information and these
folders will contain many sub folders. It is essential that you name all folders, sub
folders and files for then you can easily find them and search for them.



Here a few of the folders in Documents. Microsoft always puts them in alphabetic
order but if the name has a number at the front these will come first.

1 » This PC » Documents v 1 | Search Do,
s Quick access . ¢ 00 U3A Committee 2024 Custom Office Templates Geology 2022 Microsoft Office code
I Deskiop » i 0 Tutorials 1 Domininion Post L Geology 2023 Microsoft Word
3 Downloads + L 1 Mail Folders Elive computing L Geology Files MiniTool MovieMaker
) . 2 Family History photos & Birthdays Email settings L Geology The Earth Model Flying H.B
Documents * . . ]
L 3 Christmas Newsletters & others Emirates L GFl backup Movie Maker
= Pictures g ; - ] - .
AA Insurance Excel Tips Gifford Devine solicitors My Stationery
d Music * [ Abbyy Fine Reader Exec Files L Gmail Nikon P510
<2 G\ * Address Bk & Favourites family letters GomPlayer Norris
s BASICCPGP (F) A . Address Lists Faststone . H.B. Mineral club Norris' eml Stationery
Christmas Card 2024 . Adobe PDF converter FFOutput . Hastings GH.S NZU3A
e An Airpoints™ Store Online Fonts Hastinas U3A One Drive

The quick access column on the left allows you to jump between drives or you can
quickly access folders that you have recently been using. For an advanced user
you can drag files and folders from one drive to another. | will always repeat that
naming files and folders is essential.

The next icon is a shortcut to the Pictures library. Note that it is full of folders and
all named. Numbers come first then folders in alphabetical order. First of all | will
double click on where | now live at 26 Palmbrook Avenue. Note that | have lived in
other places.

Home Share View

4—.—-—_
. View. By clicking on this you can change the way the folders
A =l » This PC » Pictures are dlsplayed
% Quick . T
Quick access T : = Y
L | E ~] ¥, = &
I Desktop » il &éi kd
¥ Downloads » 1 Marina 14 llford 14 liford 19 25 26 49 69 Marina
. Avenue Place Place1975 Brookvale Kingsgate Palmrook Durham Avenue
Documents * Sutton St P.N.1975 A Road Avenue Avenue Drive Sutton St
&= Pictures P's Helens Havlock ... Helens
b Music * e Ta ‘*% -; | ai ]} r%"

. [P A L K, !
26\ * oot ﬁa i l 4 N lﬁ
w BASIC CP GP (F) - Australia Camera Cartoons Cats&t David Days of Diane Diane's

. Oct 2018 Roll animals Skiing Week Wonder Wedding
Christmas Card 2024 .
South Trip

Flvindonnn e nceenladbne A0 [P P,

If | double click on the 26 Palmbrook Avenue folder this is what | see.

1 House Design 2001 to 2005 AA Our house Autumn 2005 Autumn 2006 Autumn 2018 Autumn 2020 Autumn 2021

~

These are the folder on the top line.



These are some folders lower down

W

Summer Summer Summer 2013 Summer Summer Summer Summer Summer 2017
2010-11 2011-2012 2013-2014 2014-2015 2015-2016 2015-2016 A Gill & Mike

e

Summer Summer Summer Summer 2021 Summer Summer Summer Dec Summer Dec

2017-2018 2019-2020 2020-2021 2022 2022-2023 2023-2024 2016 to Jan 2018-2019
2017

Note that | always create a folder for the seasons of the year for the photos | have
taken at that time. If | open “Spring 2024” here are some of my photos. Again

r

Lilies Lilly 2024.JPG Lilly close Neffi Nov

Patio Photo 1
(Large).JPG up.JPG 2024.JPG Nov 2024
(M).JPG

Patio Photo 1

Patio Photo 1 Petunia 1.JPG petunia 2.JPG Pink Geraniums Red Geraniums Tidy back with

Nov 2024 Nov 2024 Nov 2024.JPG Nov 2024.JPG climbing
(2).JPG (3).JPG geraniums Nov
2024.jpg

My Pictures Library has a huge number of folders such as our travels.

I INL Leuy ENED
d B - 8 F & 8 A
New Norris Norris Pinhole PowerPoin R & N Sigs Rita & Rita and Rita Early
Zealand Early years  Memories Camera t Norris's Norris years 1
Scenes of Sutton Backgroun / travels Wedding
etc ds etc

If I open our travel folder there are many sub folders, for example here are a few.

Adelaide to Arizona, Grand  Benidorm 1971 Butlins 1967 Christchurch Coober Pedy Diane at the Florida

Alice Springs Canyon, Nov 2005 1986 Grand Canyon
1986 Monument 2001

Valley 1991



There is one item | should mention and | put an arrow on it a few pictures back and
that is the tab called “Views”. If you have a folder open and click on “view” you have
several ways of viewing what is in the folder.

File Home Share View

Here are 8 different ways of viewing what is in a Drive or Folder

[Tl Preview pane B Extralargeicons &= Large icons Medium-sized icons + : l | Group by * Item check boxes

- Eﬁﬁ Small icons §§ Details — [ ']Add columns ~ File name extensions
Navigation [TH petail B - E= - Sort Hide

pane ¥ ['E Details pane L Tiles k E= Content ‘ T byr O Sizeall columnstofit Hidden items

I frequ"ently use “large icons” or “List”. You choose the one which looks best on
your computer.

The next Desktop icon is my major email program. A double click and it opens.
Note | keep emails down to a minimum probably about 10 maximum from about 20 |
receive every day

=0 4 &% = |Inbox - Windows Live Mail
File Home Folders View Accounts
=X = —~ ~ I ~ A - r .
= ‘Q K : S N = 1 B Flag 4] Copy to =FE ‘ E
\ ( @LeE D ‘1,) ] - S Watch Copy —
Email  Photo  Iltems Junk  Delete Reply  Reply Forward Instant Addto Unread/ Move ., . i Work Sign
message email = © all = message | calendar read o g Encoding &% Find ~ Receive > offline in
New Delete Respond Actions Tools
rita-norris@xtra.co.nz [
Inbox (2} . i
Cloud eight(4) ! From Subject Date ~ Size
=) Barrie Russell Propwash #165 6/12/2024 5:57 pm 55KB
Geology & comp... (1)
H =1 Cloudeight InfoAve Daily Saturday Bonus Questions and Answers - 113024 1/12/2024 3:32 pm 52KB
ar
v =1 Cloudeight InfoAve Weekly  Cloudeight InfoAve Weekly - Issue #1103 - November 29, 2024 30/11/2024 2:42 am 73KB
Health . . .
<85 Avida Although | receive very many emails | either delete them or save the contents
Stationery in a folder in My Documents. | keep a few in folders in the left hand column

The other three email programs | use are in a folder called “Mail Folder”. Again |
only save important information outside the program

The last of the important programs is the important Downloads folder. | download a
large amount of information, files, videos, music and programs. Much is then
distributed to other drives and folders but | do keep the .exe links here of important
programs. For example | like

CCleaner but when | need it | runit & ScreenPalsetup.exe

from my Downloads folder. | do not @ ScreenPalSetup_9bc01c63-be11-46b8-a386-1903e5f35aa9.ex
want the associated spam programs “m uBlock Origin Lite An Excellent Adblocker That Works with G
that come with it to be installed in Windows Sound Recorder Installer.exe

my main drives. | also use the .exe  |ong time ago (74)

files to reinstall programs if
necessary and to give to friends who
want a program without they having
to download it.

(| Alphabet poster.potx

@, aTube_Catcher v4.18.95.501.54.exe
i audacity-manual-2.3.3.zip

[ audacity-win-2.3.3.exe

Here are some programs in my € audacity-win-3.3.3-x64.exe

download folder. #) CalendarPal-InstallFull v21.exe



Programs (Apps) on my Taskbar

| don’t keep a huge number on the taskbar for important ones are launched from the
main and secondary folders on the desktop or from Tiles or from the context menu.
| need space on the taskbar for if | have several apps open at once | need space on
the taskbar for them, Too often | see a myriad of apps on people’s computers which
are very small and all crushed up.

Here are taskbar shortcuts on the left

Taskbar Shortcuts

And on the right

B EH B -——b—+
11:10 pm |:|

b/12/2024

A
- ABBYY FineReader 6.0 Sprint Vv
Microsoft PowerPoint

E Adobe Photoshop Elements 2.0 Edge 2013

&1 AMD Radeon Software

Audacity 9 L \
Googl

Chrome Animation... My Drive -...

T
Calculator

L @ 22
=::: Calendar

My files - O...  Havelock N...  Screencast-...

" Camera

Tiles are just shortcuts to favourite folders and Apps. You can add, remove and
move them around, They open with a single click and save room on my taskbar.

The next icon is the Search bar. It opens when you click on it.

Next is Task View which keeps a record of all the files and folders | have used. A
single click on one and it opens. Great for a bad memory of where you saved it.

The next icon is the cog wheel of Settings. This is a link to anything you want to see
or change on your computer
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The next two icons are more specialised.

System
Display, sound,
notifications, power

Personalisation

Background, lock screen,
colours

Gaming
Game Bar, captures, Game
Mode

Update & Security
Windows Update, recovery,
backup

Devices
Bluetooth, printers, mouse

Apps
Uninstall, defaults

Ease of Access

Narrator, magnifier, high
contrast

]

K
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Mobile devices
Link your Android, iPhone

Accounts

Your accounts, email, sync,
work, family

Search
Find my files, permissions

Network & Internet
WiFi, flight mode, VPN

Time & Language
Speech, region, date

Privacy
Location, camera,
microphone

The Control Panel. Microsoft said Settings would replace this. But they still
kept it. It is still very useful to access important items but not necessary to be on the
taskbar for a casual computer user.

L
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Administrative Tools

Colour Management

Device Manager

File History

Keyboard

Phone and Modem

Region

Speech Recognition

_ Taskbar and Navigation

Work Folders

| Adobe Gamma (32-bit)

Credential Manager

Devices and Printers

Fonts

Mail (32-bit)

Power Options

RemoteApp and Desktop

Connections

Storage Spaces

Troubleshooting

AutoPlay

Date and Time

Ease of Access Centre

Indexing Options

Mouse

Programs and Features

Security and Maintenance

Sync Centre

User Accounts

¥

y 3
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Back up and Restore
(Windows 7)

Default Programs

File Explorer Options

Internet Options

Network and Sharing
Centre

Recovery

Sound

System

Windows Defender
Firewall

File Explorer, the next icon (a yellow folder) is a record of what you have recently
accessed and you can open them.

The next icon is Google Chrome. No need to explain this, everyone uses it.

The pair of Scissors icon is the Snipping tool. Useful if you want to snip out a
section of what you see on the screen

The feather icon is a Snipping tool on steroids called Light shot. You can snip out
anything you see such as alter the snipping size, add text, lines, arrows, change



colours and much more. It has to be downloaded. | have used this tool in creating
this document and virtually all my tutorials. | wouldn’t be without it.

The “W’ icon is a new Word Document ready to be accessed when | write tutorials
etc.

B Calculator — (| X
The last Icon is the Calculator which is quite _ 9
amazing in what it can do in calculations, changing N A
weights, sizes etc. for example moving from Calculator
Imperial units to Metric ones | B Standard 0

The right hand side of the Taskbar is called the T S
system tray and contains items such as your —
calendar, sound levels, language setting, and ®
internet access. ¢/> Programmer

Date calculation

4:56113 x

Saturday, 7 December 2024 & Currency B
Vol

Brisbane St. Helens, @ Volume

1:56 pm Today 3:56 am Today B Length B +

December 2024 A €3 Settings =
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1
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| have seen desktops without This PC on them. It is essential. Here is | put it on the
desktop.

Type “This PC” into your search bar. Right click on the icon and choose

“Pin to Start”

Although you can’t pin it to the desktop this is the next
best thing. When you click on the windows icon you will
see This PC as one of the tiles and now you can just
drag it as a link to your desktop and put it top left.

-

This PC

System

1 Open

<3 Ppin to taskbar




Once This PC is on your desktop double click on it and “restore it down” so it is
half the screen

v rolaers (/)

Now by dragging you can
put your important
libraries on your desktop

3D Objects

Desktop

Documents

= 5

Drag to Desktop

Downloads

Music
e

Well we are finally there and you have an idea how | use my computer and what |
think is important. You may have other choices. However life is easier if you
immediately name new downloads & pictures etc. and either put them in a known
folder or on your desktop while you think what to do with them. | keep a desktop with
a clear space in the middle. At the bottom of the desktops will be files and folders
that | am working on and when | am finished they will go to a previously named
folder or a new one you create.

Cheers Norris
P.S. This is a No-No




