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The Start Menu  
 

The Start Menu Button  is the launching pad for Vista and all of  

your applications. It is represented by the Office Button on the  

left side of the bottom of your screen  (Fig 1, 1) . 

 

Use the Start Menu Button to open applications, or files and even  
search for items on your computer. The log off or shutdown features  
are also located in the Start menu.  

 

Identify components of the 

Start Menu:  

Some of the primary components of 

the Start Menu and their uses:  

1.  Application List  -  pointing to 

an individual application will  
display a description of that  
application's purpose  

2.  User Folder ð provides access 
to files connected to the user 
name listed (in the illustration, 

the name is ñAmyò) (Fig 1, 2) . 

3.  Recent Items ðdisplays list of 

most recently used items  
(Fig 1, 3) .  

4.  Computer ð displays the disk 
drives and other devices  
connected to your computer i.e. 
flash drives (Fig 1, 4) . 

5.  Control Panel ðdisplays the  
customization panel where you 

may personalize the appearance 
and accessibility of your  
computer (Fig 1, 5) . 

6.  Search box ðused to locate 
files, folders and applications on 

your computer system (Fig 1, 
6) .  

7.  Shutdown options ðused to 

logoff or shutdown your  
computer (Fig 1, 7) . 

Figure 1  
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The Start Menu  

1.  Identify Components  

2.  Access Programs  

3.  Pin Applications  

4.  Locate Items  

5.  Access Recent Items  
 

The Control Panel  
 

1.  Adding Programs  

2.  Removing Programs  

3.  Changing Screensaver  
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Access Programs :  

Software applications or programs are also located on the Start menu .  

1.  Click the Start button.  

2.  Click All Programs  

3.  Click on the desired program  

NOTE: Some programs are stored in groups that look like Folders. In that case, click the folder for 

the program and then the desired program. Microsoft Office is a folder that contains Word, Excel and 

other applications.  

 

Pin an Application to the Start 

Menu:  

You may pin or attach an application 
name to the top of your Start Menu  for 
easy access.  

1.  Click the Start button.  

2.  Click All Programs  

3.  Right ïclick on the desired program  

4.  Choose  Pin to Start Menu  from the 

displayed menu (Fig 2, 1) . 

The pinned application will appear at the 

top of your Start menu the next time you 

click the Start button.  

 

Locating Items using the 

Search box:  

 

1.  Click the Start button.  

2.  Click in the Start Search  box  

(Fig 2, 2) .  

3.   Type the name of the file or a word 

within the file that you are trying to 

locate.  

 

The Search function begins as soon as you type the first letter in your search. And the results of your 

search will be displayed immediately above the Search box.  

4.  Click the desired item  and it will immediately open on your computer.  

 

 

 

Figure 2  
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Figure 3  

Access Recently Used Items:  

You may view a list of recently accessed files.  

1.  Click the Start button.  

2.  Click Recent Items>  

3.  Click your desired item.  

NOTE: You may clear your Recent Items list by right -clicking the menu item Recent Items  and 

choosing Clear Recent Items List . 

The Control Panel  
 

The Control Panel  is the customization and personalization center of your computer. There are a 
variety of tools in the Control Panel that allow you to change your screen display; the responsiveness 
of your mouse and keyboard; the appearance of your desktop, etc.  

The Control Panel in Windows Vista has two modes ð Control Panel Home  and Classic View   
(Fig 3, 1) . Classic View displays a Control Panel identical to the Control Panel in previous  

versions of Windows, such as Windows XP. The instructions here relate to the Control Panel Home  
view.  

Adding Programs  

If your computer is a Towson 

University machine:  

1.  Click the Start button.  

2.  Click Control Panel  

3.  Click Programs  

(Fig 3, 2).  

4.  Click Run Advertised 

Programs  

5.  Choose the desired  

program from the list  

6.  Click Run . 

If your computer is NOT 

Towson University machine:  

1.  Click the Start button.  

2.  Click Control Panel  

3.  Click Programs  

4.  Click Get Programs  

5.  Make your selections 

based on the location of 

the program you wish to 

install.  

 

1  

2  



4  

 WINDOWS V ISTAðSTART MENU AND ADD/REMOVE PROGRAMS 

Removing Programs:  

1.  Click the Start  button.  

2.  Click Control Panel  

3.  Click Programs  

4.  Under the Programs and Features icon, click the  Uninstall a Program  link  

5.  Make your selections based on the location of the program you wish to install.  

 

Changing your Screen Saver:  

Your screensaver is the automatic display that appears to protect and hide the current documents 

visible on your computer screen. It can be customized and there are several options to personalize 

its appearance.  

1.  Click the Start  button.  

2.  Click Control Panel  

3.  Click Appearance and Personalization (Fig 4, 1) . 

4.  Under the Personalization icon, click the  Change Screen Saver  link (Fig 4, 2) . 

 

 Figure 4  
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6.  Choose the desired screensaver image from the dropdown list (Fig 5, 1) .  

7.  Click the Settings button to see a range of different options for displaying 

your screen saver (Fig 5, 2) . 

8.  Click the Preview button to 

see a full screen preview of 

how your screen saver will 

appear.  

NOTE: Do NOT move your mouse 

during the preview or the  

screensaver will be stopped.  

9.  Indicate how long you would 

like your screen to remain idle 

before the screensaver  

appears (Fig 5, 3) . 

10.  Click OK  to apply your 

screensaver.  

Figure 5  
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