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Arranging the Desktop

There are times you’d like to put your desktop icons where YOU want them, not where the computer wants them.  Likewise, there are times you’d like the computer to do the arranging.  


To let the computer arrange the icons the way IT wants to:
· RIGHT-click on your desktop space (not on top of an icon).  A menu appears. 

· Put your mouse arrow on ARRANGE ICONS, and  another menu list appears.  

· Click on AUTO ARRANGE. The computer will now automatically arrange your icons into the space it wants.

· Notice that you can also select to have your icons arranged by Name, Type, Size, and Date.


To arrange the icons the way YOU want to:
· Make sure that AUTO ARRANGE is NOT chosen – if a black checkmark is in front of AUTO ARRANGE, click on it and the checkmark should go away. 

· Click and drag your desktop icons to where you want them.  They will stay there unless you move them.
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Changing the view (%) in Microsoft Programs to see information larger or smaller (Word, Power Point, Excel, Publisher)

On the Menu Bar you should see the ZOOM control.

To change the % do one of the following:

· Click on the percentage showing. Type in the percentage you want and press Enter.   OR  . . . 
· Click on the down arrow and choose which % or view you want.

If the ZOOM control is not showing, look for the double arrow in the shortcut bar.  

When you click on the double arrow, you’ll get a listing of shortcuts that cannot be shown on the Menu Bar – due to space limitations.  Choose the zoom setting you want and it’ll take place, as well as put the zoom control on the Menu Bar.
Happy computing . . . 
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