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When you turn your computer on, Windows (the master supervisor program, also called the “operating system”) starts and, after a few moments, displays your start screen called the Desktop. This is where you begin using your computer and decide what you want to DO with your computer – that is, select what program you want to run. On the Desktop are: 

ICONS – those little symbols with words underneath them. Most of these icons represent programs and you “double-click” your left mouse button on the icon of the program you want to run and use. Each program runs in a “window” (hence the term

“Windows” for the operating system). The programs you use should have an icon on the desktop. However, most people new to using a Windows computer may not realize that your computer – all computers – come with many programs already installed on the computer. And, over time, you (or someone else using your computer) may have downloaded or installed more programs. Not all these programs have icons on your desktop. 
To see ALL the programs on your computer, left click once on the “Start” button (or “Start orb”) which is in the lower left corner of your desktop screen. This will open the start MENU which has all kinds of goodies. On this start menu, very near the bottom, is a rectangular box with the words “All programs” on it. Move your mouse arrow to that box and wait - it will open a list of ALL your programs on your computer. There are two important things about this list that you should know. First it is a long list and you will have to use the scrollbar on the right side to see the whole list. You can “scroll down” by putting your mouse arrow on the scrollbar gray slider, hold down the left mouse button, and then drag the mouse down. This will “drag” the scrollbar and show you the rest of the list. The second thing is that there are so many programs they are organized into FOLDERS. Scroll down this list until you see the list of folders – a “folder” has a small yellow icon that looks like folder to the left of the name. 
The first FOLDER in the list should be the “Accessories” folder of programs. It is this particular folder that we will use for the rest of this article because all Windows computers have it (no matter what version of Windows you are running on your computer). Left click once on the Accessories folder to open it. This will give you a list of all the programs in that folder. All these programs come with Windows so they are on ALL Windows computers. To open or run any program from the “All programs” list, you just left-click once on the name of the program you want to start.

We are going to look at three of these programs, so left click on each of these to open them: 
· Click on “Calculator” and a small calculator window will appear on your screen. You can move this window around by dragging the top part of the window with your mouse. It works just like any calculator – just click on the keys with your mouse. Notice that you can click on the “View” menu and change it to a “scientific” calculator and you can click on the “History” option (Windows 7 version or later) to see a list of your calculations. The nice thing about using this calculator is that you can “Copy” and “Paste” any result into your document or email.

· Click on the “Paint” program and you can draw and have fun creating your own work of art. You can learn how to use this enjoyable program by clicking on the small blue circle with a white “?” in the upper right of the window. 

· Click on “WordPad”. This is a free word-processing program that works just like the Microsoft Word program – except that WordPad has far less features. It works fine for writing letters and creating documents. The beauty of using WordPad is knowing that everyone who has Windows has it, whereas not everyone may have the Word program.

The “All Programs” list contains all the programs on your computer and you can run any program on this list by left-clicking on it once. But to REMOVE a program from your computer you need to use the “Uninstall or change a program” feature which we will not go into here. 
If you want to create a shortcut on your desktop to one of these programs, here is one way to do it: Find the program you want on the all programs list. Move your mouse arrow on that program:

1. Hold down the “Ctrl” key (the Control key) on your keyboard
2. Hold down the left mouse button and DRAG to your Desktop area

The reason you must hold down the Ctrl key first and hold it down while you drag is so that you will make a COPY (also called a “shortcut”) icon on your desktop and NOT MOVE the program from the all programs list. You should ALWAYS keep ALL programs on your All Programs list. If you DELETE a program icon from your desktop, you will not be deleting the program from your computer, only removing the “shortcut” icon from your desktop.

You can also find any program from the start menu by entering the name of the program you want in the “Search programs and files” box just below “All programs”. 
Personally, I find the Calculator, WordPad, and Paint programs fun and helpful, and I am sure you will too. I have made icons (shortcuts) for them on my desktop. 
