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Lock the Taskbar XP, Vista & Windows 7

Right click in an open area of the taskbar

Click Lock the Taskbar

Move the Taskbar XP, Vista & Windows 7 

Note: Taskbar has to be unlocked to move Taskbar.

In an open area of the Taskbar, left click the mouse and hold the button down, now drag to the top or sides of the desktop.  When the taskbar appears, release the mouse.

Resize the Taskbar XP, Vista & Windows 7

Move the cursor to the top of the taskbar until it turns into a double-ended black arrow, hold the mouse button down and drag. 

Hide the Taskbar XP, Vista & Windows 7

Right click on an open area in Taskbar

Click Properties
Click Taskbar
Under Taskbar Appearance put a check mark in “Auto-hide the Taskbar”

Click Apply & OK
Show Windows Preview (Thumbnails)

Right click on an open area in Taskbar

Click Properties
Click Taskbar
Under Taskbar Appearance put a check mark in “Show windows previews (Thumbnails)”

Click Apply & OK

Group Similar Taskbar Buttons 

This is an interesting setting and one that is new with Windows XP. When this option is turned off, a single button on your taskbar represents each window that you have open on your computer. If I have several Internet windows open, they would each have their own button on the taskbar. 

With The Group Similar Taskbar Buttons option turned on, the Internet windows will be shown as one button on your taskbar.  When you click on that one button, you would then be able to choose from a list of the open Internet windows.
Have all Open Window Appear on the Taskbar in XP & Vista

Right click on a blank spot on the taskbar 

Click Properties.

On the Taskbar page, remove the check mark that is in front of Group Similar Taskbar buttons.

Click Apply & OK.
Windows 7: This is not an option.

Put Speaker Volume Control in Taskbar

XP: Click Start
Click Control Panel
Click Sound & Audio Devices
Under the Volume, place a check mark in “Place volume icon in taskbar”

Click Apply & OK

Vista: Right click in the System Tray and then click Properties
In Notification area put check mark in Volume, click Apply & OK.
Windows 7:  Right click in the System Tray and then click Properties

Click the down arrow on Volume On, then click Off and OK.

Lock System Tray Icons XP & Vista

Right click in an open area on the System tray

Click Properties
In Notification area remove the check mark from “Hide inactive icons”

Click Apply & OK

Windows 7: This is not an option.

Desktop Icons

To Show Desktop Icons

Right click on an open area of the Desktop

XP: On the dropdown menu, select Arrange Icons by
Vista & Windows 7: On the dropdown menu, select View
Click Show Desktop Icons 

Organizing Desktop Icons

Right click on an open area of the Desktop

XP: On the dropdown menu, select Arrange Icons by
Vista & Windows 7: On the dropdown menu, select View
Make sure there is no checkmark by Auto Arrange.
If there is a checkmark, select Auto Arrange to remove the checkmark.

Now you can arrange your desktop icons by dragging & dropping them to any location you wish.

Vista & Windows 7: Change Icon Size

Right click on an open area of the Desktop

On the dropdown menu, select View

Click on the desired Icon size

Change Viewing Icon Size XP, Vista & Windows 7

Hold down the control key and roll the mouse wheel.

Note: this only changes your viewing Icon size; it does not change the font size.

Change an Icon XP & Vista

Right click on the icon

Click Properties
Click Change Icon
Select the icon you want, click Apply and OK.

Note: If you only have a few icons follow the following instructions.

Click Browse
The Change Icon window opens, scroll over and double click on a dll icon.  

It normally says no Icon available, click OK.

When it goes back to the previous window you should have many icons to choose from.

Windows 7 you only have a few options.
Shortcut Icons

What are Shortcut Icons?

A shortcut icon is a quick way to start a program or open a file or folder without having to search for its exact location on your computer.

Note: Shortcut Icons have tiny black or blue arrows in their bottom-left corner. The arrow indicates the icon is a shortcut. Each shortcut points to the location of a file, folder, drive or program.

How to make a Shortcut Icon

Right click on your program in the All program list and go to Send To
Click Desktop (Create Shortcut)

Example: Click Start and hover over All Programs
Right click on Internet Explorer
Click Desktop (Create Shortcut)
To Delete a Shortcut Icon

The file or program it points to remains on your computer. However, if you delete the file or program itself, not only will it be gone for good but any existing shortcuts to that object will no longer work.


To Rename a Shortcut Icon

This means you can give your shortcuts highly descriptive names, without affecting the file.

To rename a shortcut, right-click it and choose Rename from the pop-up menu, then type in the new name and press Enter.
