
Essential Apps on your Desktop and Taskbar 

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

 

 

 

 

 

I 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 

 

 

 

 

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. 

The Recycle Bin is next for when I have finished with a file or folder I 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. I 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. 

 

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. I 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 I will 

double click on where I now live at 26 Palmbrook Avenue. Note that I have lived in 

other places. 

 

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

 

These are the folder on the top line. 



These are some folders lower down 

 

Note that I always create a folder for the seasons of the year for the photos I have 

taken at that time. If I open “Spring 2024” here are some of my photos.  Again 

named and in alphabetical order  

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

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

 



There is one item I should mention and I 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. 

I frequently 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 I keep emails down to a minimum probably about 10 maximum from about 20 I 

receive every day 

 

The other three email programs I use are in a folder called “Mail Folder”. Again I 

only save important information outside the program 

The last of the important programs is the important Downloads folder. I download a 

large amount of information, files, videos, music and programs. Much is then 

distributed to other drives and folders but I do keep the .exe links here of important 

programs. For example I like 

CCleaner but when I need it I run it 

from my Downloads folder. I do not 

want the associated spam programs 

that come with it to be installed in 

my main drives. I also use the .exe 

files to reinstall programs if 

necessary and to give to friends who 

want a program without they having 

to download it.   

Here are some programs in my 

download folder. 



Programs (Apps) on my Taskbar 

I 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. 

I need space on the taskbar for if I have several apps open at once I need space on 

the taskbar for them, Too often I see a myriad of apps on people’s computers which 

are very small and all crushed up. 

Here are taskbar shortcuts on the left  

And on the right 

From the left the Windows Icon opens my Tiles and Alphabet of all my apps. 

 

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 I 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 



 

The next two icons are more specialised. 

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. 

 

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. I have used this tool in creating 

this document and virtually all my tutorials. I wouldn’t be without it. 

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

etc. 

The last Icon is the Calculator which is quite 

amazing in what it can do in calculations, changing 

weights, sizes etc. for example moving from 

Imperial units to Metric ones 

The right hand side of the Taskbar is called the 

system tray and contains items such as your 

calendar, sound levels, language setting, and 

internet access. 

 

 

 

 

 

 

 

 

********************************************************************************************* 

I have seen desktops without This PC on them. It is essential. Here is I 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. 

 

 

 

 

 



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

half the screen 

Now by dragging you can 

put your important 

libraries on your desktop 

 

 

 

 

 

Well we are finally there and you have an idea how I use my computer and what I 

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. I keep a desktop with 

a clear space in the middle. At the bottom of the desktops will be files and folders 

that I am working on and when I 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 

 

 

 

 

 

 

 

 


