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Instruction Sheet 1      Learning Guide # 25 

 
This learning guide is developed to provide you the necessary information regarding the 
following content coverage and topics – 

 Creating and Customizing Desktop icons  

 Selecting, Opening and Closing desktop icons to access application programs       

 Manipulating Application windows to return original conditions 
This guide will also assist you to attain the learning outcome stated in the cover page. 

Specifically, upon completion of this Learning Guide, you will be able to – 
 

 Create and customize desktop icons 

 Select, open and close desktop icons to access application programs   

 Manipulate application windows and return desktop to original conditions  
 
Learning Instructions:  

1. Read the specific objectives of this Learning Guide.  

2. Follow the instructions described below 3 to 6.  

3. Read the information written in the information ―Sheet 1, Sheet 2 and Sheet 3‖ in 

page -3, 11 and 13 respectively. 

4. Accomplish the ―Self-check 1, Self-check t 2 and Self-check 3‖ in page -10, 12 

and 14 respectively.  

5. If you earned a satisfactory evaluation from the ―Self-check‖ proceed to 

―Operation Sheet 1, Operation Sheet 2 and Operation Sheet 3‖ in page -

15,17,18 respectively. 

6. Do the ―LAP test‖ in page – 19 (if you are ready).  

 
 

 Your teacher will evaluate your output either satisfactory or unsatisfactory. If 
unsatisfactory, your teacher shall advice you on additional work. But if 
satisfactory you can proceed to the next topic. 
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Information Sheet 1 Creating and Customizing Desktop icons  

1.1. Desktop Overview 

A computer desktop provides you with an easy way of identifying, organising and 
accessing stored data and programs on your computer.  

A computer desktop can display shortcuts to get to application programs and storage 
devices (such as the hard drive). You can also create your own shortcuts to places on 
a hard drive or network, so that you can open particular websites or files and folders 
quickly. 

All these shortcuts are displayed on the desktop as icons. There are different styles of 
icons depending on what they represent (although later you find out how you can 
change an icon graphic to suit your preference). To go to the shortcut, you double-click 
on the icon. 

 

 

Icon for Internet 
Explorer. Double-
click this icon to 
open the program 

 

Icon for accessing 
shared files on a 
network. Double-
click this icon to go 
to the network 

 

Icon for a shortcut 
to a folder that is on 
the computer‘s hard 
drive. Double-click 
this icon to go to 
open the folder 

 

Icon for a shortcut 
to a website. 
Double-click this 
icon to go to the 
website 

Figure 1: Different styles of icons you might find on the desktop 

The desktop loads after you start up a computer that is running a windows-based 
operating system like Microsoft Windows 7 or Other OS. 

If you are using a Microsoft Windows operating system you will see the Start button (to 
get to the Start menu) on the bottom left and some desktop icons. 
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1.2. Create desktop icons/shortcuts 

Now try customising your own icons/shortcuts on your desktop. For the following 
examples, the operating system Windows is used. We will practice two ways of creating 
a desktop icon: 

1.  Click and drag an item from a menu. 

2.  Use the Create shortcut command in a window‘s File menu. 

Create a desktop icon to open the Control Panel 

Follow these steps using your own computer. 

1. Click on Start on the Task Bar. 
2. Click on the menu item Control Panel but keep the mouse button held down and 

drag the mouse pointer from the Control Panel to the Desktop. 
3. The following icon will now be on your desktop: 

 

 

 

You have now created a desktop item which will allow you to open the Control Panel 
from the desktop instead of going through the Start menu. 

Create a desktop icon to open a program 

1. Click on Start on the Task Bar. 

2. Click on All Programs. 

3. Under All Programs, click on Accessories. 

4. Under Accessories, click on Paint and drag this item to the desktop. (If you don‘t 
have Paint on your computer then select a different program.) 

5. You should now have an icon/shortcut to the program on your desktop. 
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1.3. Create a desktop icon to open the DVD/CD drive 

You can also place shortcuts to storage media drives on the desktop. You would do this 
if you are regularly using these items. 

1. Double-click on My Computer (on the desktop).  

2. Click DVD/CD Drive and drag this item to the Desktop. 

3. The following icon will now be on your desktop:      

 

1.4. Create a desktop icon to open a folder 

When you have a lot of folders stored on the computer, shortcuts to folders you 
regularly use are very handy. 

1. Double-click on My computer (on the desktop).  
2. Double-click on one of the drives listed under Hard Disk Drives. You will now 

see a list or group of folders that are stored on that drive. 
3. Click once on one of the folders stored on the drive. The name of the folder will 

now be highlighted (which means it is selected). 
4. Click on the File menu at the top of the window and move down the menu and 

click on  
Create Shortcut. (See Figure 2.) 
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Figure 2: Create Shortcut under the File menu 

5.  A new folder called ‗Shortcut to… (the name of the folder)‘ appears in the 
window. Click and drag this shortcut item to the desktop. 

6. The following icon will now be on your desktop (but with a different folder name): 

 

 

 

1.5. Customize the appearance of icons 

Rename an icon 

You can rename any icons on the desktop such as a shortcut to a folder. 

1.  Right-click on the icon you want to rename so that a menu appears. 

2.  Move the mouse down the menu and select Rename. The name of the icon is 
now highlighted (which means it is selected). 

 

Figure 1: Right-click on an icon to rename or delete an icon 

1. Use the keyboard to type the new name for the icon. The text that you type will 
replace the highlighted text. 

2. Press Enter on the keyboard OR click anywhere on the desktop to save the new 
name. 

Delete a shortcut/icon 

You can delete a shortcut when you no longer need it. Note that if an icon is actually the 
file to open a program, and not just a shortcut to it, then you probably don‘t want to 
delete this! 
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Delete the shortcut to the DVD/CD drive: 

1.  Right-click on the DVD/CD icon/shortcut so that a menu appears. 

2.  Click on Delete. 

3.  Click on Yes to confirm you want to delete this icon. 

The desktop icon/shortcut for the DVD/CD drive will be deleted but you will still be able 
to access the drive through My Computer. Only the shortcut has been deleted. 

Change the picture for a shortcut/icon 

You can change the picture for a shortcut/icon by selecting from a range of icons 
provided by the operating system. 

1. Right-click the shortcut/icon you want to change so that a menu 
appears. 

2. Click on Properties. 

3. Under the Shortcut tab, click on Change Icon. (See Figure 4.) 
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Figure 2: Changing the picture for an icon  

4.  Click on the icon picture you want then click the OK button. (See 
Figure 5.) 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 3: The globe icon is selected for My photos shortcut 



 

      

P a g e  9 | 21 Author: Federal TVET 
Agency(FTA) 

IT Support Service Level 1 Date: Oct 2019 

Version: 1 
 

Change the size of icons 

You can change the size of icons and the text related to the icons. 

1. Right-click on an empty area of the desktop—not on an icon. A menu appears. 

2. Click on Properties. A Properties box appears. 

3. In the Properties box click on the Appearance tab. 

4. Click on the Advanced button. 

5. Select ‗Icon‘ from the Item drop-down box (See Figure 3.) 

6. Change the size of all icons by clicking on the down or up arrows under Size: (for 
Item:). 

7. Change the size of the text related to icons by clicking on the Font size arrows. 

8. Click OK to make the changes OR Cancel to return to the desktop without 
making changes. If you want to make the changes, note the original settings (so 
that you can return and put the sizes back to their original settings). 

Figure 4: Changing the size of an icon (Item) and the size of the icon text (Font). 
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Self-Check -1 Written Test 

 

Directions:  Answer all the questions listed below. Use the Answer sheet provided in 

the next page: 

Matching Type.  Match Column A with Column B. (1 point each) 

Column A                         Column B 

________ 1.  Icons    A.  Icon for a shortcut to a website 

________ 2.      B. Icon for Computer Networks 
 

_______ 3.      C.  Icon for a shortcut to a folder that is on the  

Computer’s hard drive 

__  ___ 4.      D.  Shortcuts are displayed in the desktop as 
 

_______ 5.                   E.  Icon for Internet Explorer  

 

 

 

 

Answer Sheet 

 

 

Name:  _________________________             Date:  _______________ 

Score = ___________ 

Rating: ____________ 

Note: Satisfactory rating - 3 points            Unsatisfactory - below 3 points  
You can ask you teacher for the copy of the correct answers. 
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Information Sheet 2 
Selecting, Opening and Closing desktop icons to 
access application programs 

2.1. Arrange icons on the desktop 
When you have a lot of icons or shortcuts on the desktop you may want to 

organise them according to either: 

 Their name (alphabetical order) 

 Their size (the amount of data that the icon points to) 

 Their type (group icons for files made with the same program) 

 When they were modified (group the icons according to when they were last 
customised). 

When you arrange the icons according to any of the above preferences they will 
regroup on the desktop and be laid out in rows (if Align to Grid is also selected). 

1. Right-click on an empty area of the desktop—not on an icon. A menu 
appears. 

2. Click on Arrange Icons by, then from the sub-menu choose your 
preference. (See Figure 1.) 

 

Figure 1:  Arrange Icons by sub-menu showing preferences for how icons can be 
arranged on the desktop (with Align to Grid selected) 

2.2. Select, open and close desktop icons to access application 
programs 

You can now open an application program from the desktop icon. Click on the 
icon/shortcut for Paint (or another program you have made a shortcut to) to open the 

application.   To close this application, click on the Close button at the top right of the 
window.  
Try opening some other items on the desktop. Remember to close them when you have 
finished. 
Notice that any items you open; it will appear on the Task bar at the bottom of the 
screen. You will need to close all of these items before you shut down the computer. 
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Self-Check -2 Written Test 

 

Directions:  Answer all the questions listed below. Use the Answer sheet provided in 

the next page: 

 

 MATCHING TYPE: Match Column A with Column B.  Write the letter of the correct 
answer on the space provided before the number. 

  

COLUMN A    COLUMN B  

_____1.  Input   A. Deleting files from the recycle bin   
_____2. Computer desktop B.  Displays icons and shortcuts   
_____3.  Directory    C.  Retrieving files from the recycle bin 
_____4. Word Processor  D.  Another name for Folder   
_____5.sub-directory  E.  Creating another copy of a file to another location 
_____6. Empty Recycle Bin          F.  A folder inside the main folder  
_____7.  Restore Files  G.  Application Software  
_____8.  Copy and Paste  H. data that is entered into the computer.  
_____9.  Cut and Paste  I.  A small white or black arrow   
_____10. Mouse Pointer  J.  Moving a file to another location  
 

 

 

 

 

 

Answer Sheet 

 

 

 

Name:  _________________________             Date:  _______________ 

 

Score = ___________ 

Rating: ____________ 

Note: Satisfactory rating - 3 points            Unsatisfactory - below 3 points  
You can ask you teacher for the copy of the correct answers. 
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Information Sheet 3 
Manipulating Application windows 
to return original conditions 

 
 
All programs that are loaded on the computer can be accessed from the Programs option on the 

Start menu.  The Start menu is found at the bottom left-hand corner of the screen. 

 

A menu is a list of choices. Sometimes the menu leads to a sub-menu, which contains another 

list of choices. 

 

Opening an Application from the Start menu 

 

Follow these instructions to open a program from the Start menu: 

 

1   Using the mouse click the Start button in the left-hand corner of the screen. 

2   Slide the mouse up to Programs. 

3   Slide across and click on a program, e.g. Microsoft Word. 

Exiting a file 

To exit a file, follow these instructions:  

1.  Click on File in the top menu bar.  

2.  Select Close. 

3.  A dialog box will appear on the screen asking if you want to save changes you made to your file.             

Select Yes.  A blank screen will appear. 
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Self-Check -3 Written Test 

 

Directions:  Answer all the questions listed below. Use the Answer sheet provided in 

the next page: 

Go to the Start menu and follow the instructions previously given. 

 

a) List three programs that appear from the Start menu. 

 __________________________________________________________________________ 

 __________________________________________________________________________ 

 __________________________________________________________________________ 

 

(b) List three programs that have a sub-menu (shown by an arrow).  

 

 __________________________________________________________________________ 

 __________________________________________________________________________ 

 __________________________________________________________________________ 

 

 

 

 

Answer Sheet 

 

 

 

Name:  _________________________             Date:  _______________ 

 

Score = ___________ 

Rating: ____________ 

Note: Satisfactory rating - 3 points            Unsatisfactory - below 3 points  
You can ask you teacher for the copy of the correct answers. 
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Operation Sheet 1 Creating and Customizing Desktop icons  

 

Task 1: Create desktop icons/shortcuts 

1.  Click and drag an item from a menu. 

2.  Use the Create shortcut command in a window‘s File menu. 

Task 2: Create a desktop icon to open the Control Panel 

Follow these steps using your own computer. 

1. Click on Start on the Task Bar. 
2. Click on the menu item Control Panel but keep the mouse button held down and 

drag the mouse pointer from the Control Panel to the Desktop. 
3. The following icon will now be on your desktop: 

 

Task 3: Create a desktop icon to open a program 

1. Click on Start on the Task Bar. 

2. Click on All Programs. 

3. Under All Programs, click on Accessories. 

4. Under Accessories, click on Paint and drag this item to the desktop. (If you don‘t 
have Paint on your computer then select a different program.) 

5. You should now have an icon/shortcut to the program on your desktop. 

 

Task 4: Create a desktop icon to open a folder 

1. Double-click on My computer (on the desktop).  
2. Double-click on one of the drives listed under Hard Disk Drives. You will now 

see a list or group of folders that are stored on that drive. 
3. Click once on one of the folders stored on the drive. The name of the folder will 

now be highlighted (which means it is selected). 
4. Click on the File menu at the top of the window and move down the menu and 

click on  
5. A new folder called ‗Shortcut to… (the name of the folder)‘ appears in the 

window. Click and drag this shortcut item to the desktop. 
6. The following icon will now be on your desktop (but with a different folder name): 
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Task 5: Delete the shortcut to the DVD/CD drive: 

1.  Right-click on the DVD/CD icon/shortcut so that a menu appears. 

2.  Click on Delete. 

3.  Click on Yes to confirm you want to delete this icon. 

Task 6: Change the size of icons 

You can change the size of icons and the text related to the icons. 

1. Right-click on an empty area of the desktop—not on an icon. A menu appears. 

2. Click on Properties. A Properties box appears. 

3. In the Properties box click on the Appearance tab. 

4. Click on the Advanced button. 

5. Select ‗Icon‘ from the Item drop-down box (See Figure 3.) 

6. Change the size of all icons by clicking on the down or up arrows under Size: (for 
Item:). 

7. Change the size of the text related to icons by clicking on the Font size arrows. 

8. Click OK to make the changes OR Cancel to return to the desktop without 
making changes. If you want to make the changes, note the original settings (so 
that you can return and put the sizes back to their original settings). 
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Operation Sheet 2 
Selecting, Opening and Closing desktop icons to 

access application programs 

 

Task 1: Steps to Arrange Icons 

1. Right-click on an empty area of the desktop—not on an icon. A menu appears. 

2. Click on Arrange Icons by, then from the sub-menu choose your 
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Operation Sheet 3 
Manipulating Application windows 
to return original conditions 

 

Task 1: Follow these instructions to open a program from the Start menu: 

 

1   Using the mouse click the Start button in the left-hand corner of the screen. 

2   Slide the mouse up to Programs. 

3   Slide across and click on a program, e.g. Microsoft Word. 

Task 1: To exit a file, follow these instructions:  

1.  Click on File in the top menu bar.  

2.  Select Close. 

3.  A dialog box will appear on the screen asking if you want to save changes you made to your file.             

Select Yes.  A blank screen will appear. 
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Lap Test Practical Demonstration 

 

Name:  _____________________________   Date:  ________________ 

Time started: ________________________  Time finished:  ________________ 

Instructions: Given necessary templates, tools and materials you are required to 

perform the following tasks within --- hour. 

 

 

Perform the following: Remarks 

1. Arrange the icons 
 

2. Create Desktop Icon of Drive C: 
 

3. Create Desktop Icon on one of the 
items in control Panel 

 

4. Change the picture of one icon 
 

5. Create a desktop icon to open a 
program 

 

6. Change the icon size and font size 
of one icon in the desktop 

 

 

 

 

 

 

 

 Your teacher will evaluate your output either satisfactory or unsatisfactory. If 

unsatisfactory, your trainer shall advice you on additional work. But if 

satisfactory, you can proceed to the next topic. 
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