Customizing Icons on the Quick Launch Tray and the Desktop

Using the Start Menu to find and run programs can be a real test of patience. You have to
remember exactly where to find a program, and then you have to navigate the many, many
menus to get to your program.

Windows has a wonderful tool called a shortcut, which allows you to jump
m instantly to a program, document, picture, or folder — any location at all on your
computer — with a single click.

Icons for shortcuts are easily recognizable by the arrow in the bottom left corner
of the icon.

You'll never have to navigate through the Start Menu maze again once you’ve saved the
shortcuts to your programs to either the Desktop or — better yet — to the Taskbar.

There are four steps involved in doing this:
1. Find the icon you’'d like to clone.

no

Copy it (Right click, Copy)

w

Navigate to the location you want to put the icon.
Paste it. (Right click, Paste)

B

Once we’ve customized the Desktop and the Quick Launch tray, we’ll also discuss using the
icons and removing items from both locations.
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Customizing Icons on the Quick Launch Tray and the Desktop

Let’s look at these four steps in a bit more detail. In the following example, we’re going to
copy the shortcut for Free Cell to the Quick Launch bar.

1.

FIND THE ICON YOU’D LIKE TO CLONE.

To save a
shortcut, you'll

BIwindows XP Part 1b. doc
Elle Zdit ¥ew Ireert Rormiat Tooks 1

AT
= ACT) 2afrmPilck Liee
& Aot Acrobat 40

¢ [ Micoenft PowerPolr
b B Meronoft Droject
b B Mcoosoft Publisher

. L e ST AT Rr=reiagion "
need to navigate RO NI .o - Lo L O tE
to the location of B free AL & Lnliic Iamet. (g Alr e 2030 LS
-‘—-l R (178 ToeLmant @ brk Monhor P ntermet Baragammon
the ShOI’tCUt at i Cear Cffice DecLmart & [_rFm'\.'l-_;w _— ' b : r?:rn’_jr ICIh;c’.m: r,\.tj’
least once (1) Rosions Py S A0 S o e e i =
' . e i Kok ¢ @ FEmet Rewec)
. W Twzoh-xp @ | ffx v @ Tntormet Spacks |
Click on the Start f_‘I} kS B L feFx Facsipress bl Mineswesge =
" iz & 7 Mailvusshe * @ Pinihall
Button. Position R @ Merosef: CFice \ @ Scltaie
the cursor over S i e e Tl
.?3 Yehioo! Messerger 5 I":‘rl:rlni‘.llil-.:t Deskizp :rl .
A” Programs | S P 3|3 Powartovs for Windows X b g_‘
Games | Free ) toares - : |
Cell. i [ St :
7 Tuasst - xF v
E s Search ¥ ;'U‘-:J:fn: k i
é € Helpad Support @ WordSmily d I;L'
2 =1 Bun M vahno! Messendger ¥ i I
* & Fone _dx 4 -
E ] Log OFf burry., & "'np"ﬂ‘l 3m_: E".ﬁif ] | blﬂ
| B ps
?‘-. Shut Dowr.. B Mirowf: Access
b T e e
¥ B Miu U'_F_'!-: "J_.'JU'.'I‘.__ 5
2. CoPY IT (RIGHT CLICK, COPY)
Right click. Select Copy Ml Garre: @) Zore com D2l Gares ¥ H
from the list. @ Graprics Apps - Mg
. (ipen
@ d b Fur as
E 1= Pesniroes ' : 1 Arislyee tie wid Fileflyzzr
: rierres Apps k Il
NOt.e' . R — ,::FR 1Y ‘S:al;witw Flizrbar Ak inas
If this works correctly, it @ Cpos N P g
. - ir- =k o
will appear that @ Zoard Apps FRdE Pir Lo St meru
NOTHING HAPPENS! B pyhrit - Seah o Destroy b S To g
.. o » T U
This is because the E i } :’E
icon for Free Cell has i j :
been copied into the o et Pl Gelsswalad
, @ WinHPOF ’ Co el
_comput_e_r S memory, @ zivio b Reorame
just waiting for you to & 2o Labs b Sort by Mare
do Somethmg with it. 88 Albam Zrzaxr Foper-es
Copyright © 2004 Galloping Visions, Inc. Page 2 of 5

Last Updated: 09/04



Customizing Icons on the Quick Launch Tray and the Desktop

3.
4.

NAVIGATE TO THE LOCATION YOU WANT TO PUT THE ICON AND

PASTE IT. (RIGHT CLICK, PASTE)

We’'ll copy this icon to two locations: the Desktop and the Quick Launch tray.
Why both locations?
% The desktop is a handy place to keep your favorite programs — but it can get cluttered

very fast.

% Keeping icons in your Quick Launch tray keeps the desktop uncluttered, and gives you

access to your programs in no more than 2 clicks.

Let’s copy the icon to the desktop first.

a.
b.

Press the ESC key (in the top left corner of the keyboard) until the menus go away.
If there are any programs open and you can’t see the desktop, minimize all programs
by pressing @ M.

Find a clear area on the desktop. (Make sure the cursor is not over the top of another
program.)

Right Click. Click Paste on the menu.
You did it!

Copying the icon to the Quick Launch tray takes just another few steps.

f.

Find the icon you just copied to =S| ]E =] 4]

the desktop. Draw~ & & | AutoShap  Copy Here 14l
Position the cursor over the icon. Page 20 Sec | zo;st | Move Here g
Hold down the right mouse

el Cancel b
button and drag to icon to a e W I i
location between two existing BN
icons on the Quick Launch. You'll
see a black bar appear on the
Quick Launch tray.

When you see the black bar,
release the right mouse button.

A menu will appear with the
choices Copy Here, Move Here,
Cancel. Click Copy Here.

That’s it! You've copied the icon onto
the Quick Launch tray!
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Customizing Icons on the Quick Launch Tray and the Desktop

USING THE DESKTOP ICON
To use a Desktop icon, position the cursor over the icon and double click.
NOTE:

If a double click doesnt work for you, single click the icon and press Enter (on the
keyboard).

USING THE QUICK LAUNCH TRAY
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Customizing Icons on the Quick Launch Tray and the Desktop

WHAT IF | CHANGE MY MIND AND DON'T WANT THE SHORTCUT ON THE DESKTOP OR TASKBAR?

If you want to delete an icon from either the
Desktop or the Taskbar, simply right click
the icon and select Delete.
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