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Module 2 vl Josdg0ll
Using the computer & Managing computer files
wlaloll axdleog yiguostl pliasuiawl
(Windows XP) ov S| j9)i9

1) To turn the computer on: s sgsash jlga Jadl
el Sl 53 500 Qglhal il e SOLSH S Jua s e SE

CD I 5 & el Gl BY) & jae Jala (m f dga g aae (e b

(Usd) Jsil ~lae e Jaaal

Jeadl 8 Aala fas |

AL Juant (pe 2S5 celld Chang o1 13

TN G

2) What is a desktop? <iall b s La

3) The mouse buttons: (3_&ll) cuskad) 3
JJ\ ?i ¢ BJMZ\&AJ@JSSMM\AAJ(M@K) J.uei)“ sl JJGA.HQMAJJJ‘ ils ¢ Guils 4l el 'y

COOPPPP00000000000900090

Double clicking: g g2l _adl

L X 4

4) What is the start button? i ;5 s L

MJ)J:L@AmenU M—I\ﬁ)@-k—!ﬂy\wJLAS\Jf&M\m;M‘ckuwﬂy\éJ\&dﬁﬁJJﬁ
AT Al el Gal) Guslall 50 adle Jaraall die &) Sleall e Zialal gl il 4l sale) 5 Jlead 2] o

.-

“SearCh") (415 JL@A.j‘ ?M GA‘)A UAJ-C ‘}A‘j “EXp'Ore") ("\J.I\" M.Ilﬁ Q_ILIJ.\M ua)d Gﬁj“open") L@_‘
(Osisl A il e Gl aoadis a

L X2 2 2 2

Ways of displaying the Start menu: "' el (a e Gb B8
@ Using the mouse “left click” "Jlad <L L slal aladinly 8
@ Pressing (Ctrl + Esc) in the keyboard. (Ctrl + Esc) LA:: C_uu,d\ ia ,s uﬁ EUPRCH P .L.u.su
@ Pressing “Windows key” in the key boards. i) da gl e sl Flide e darially

Task Bar plyall b s

5) “Drag and drop” moving: <Y) g cead) 48 s aladiuly Jadl
TJM Warn J.ugi)(\ u.nJLAS\ JJ.}J::M.}JL@J&J ‘5\ L@SJJA.I J.IJ.I Lfd\ MJMY\ ‘5\ ).aa.uj\ J\.\.\;\.} 4\3.\)}:3\ PRV N
u.n‘jbd\ JJ AJJ.LIJ 4\.\]\ ds.\]\ J\)Aj\ uls.qj\ L:J\ )..A.uj\ \J.g.} &_\AA.I

6) “Drag and drop” coping: <&y 5 caad) 48y jh a)adialy Fwdl
eilial da o) g Ctrl lite o Jasal) ae A8l 48, ) puiy S5

7) To close the Start menu: "ja" 4aid il

“{ e -
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¢ 8) To properly shutdown the computer: dassua g dulia 48y Sleal) i

Turn off options: jlad &e < La
Stand By dasiu) pa g

)
— T3 S \gle Lol 5" i el 31" Turn off computer leie jid) ¢ 4ald sk ¥
Turn off e jial sale < b &0 L A8LA Caatiine A 8281 jelai Y

¢

Turn off leal el

9) To restart your computer: &jlga Jads e}
I

10) To close down an application which is not responding: cuaie ¥ Gkl ey

gl Start ili e el sl 5 ekl

NE\CL O B PPN (R KV

Restart jleall Juadi sale)

Start 4 e () @ -)
Turn off Computer 3 Je & -¥
Restart ) e il -v

il Aa 5l (e b Crl + Alt + Del milial) (e baray) e jam -

"iagal cled" End Task L) e i & Not Responding cusivg ¥ 3 (Gulall jia) —¢

11) To view the “System Properties” and see the version of Windows you are using:

"aledl e’ Task Manager s3dl jelss - ¥
"kl Applications cu i 8 <lil oSl - v

s——

v Performance and Maintenance

Pick a task...

[$| See hasic information about your computer

COPOVPOPPPPPVPPVP00000 0000000000009 009990999099099909999999999%99%9%9%9%9%9

Tgaddind Al aish () Jlaal g "aUAL (el " Ay 0
Start ) e 8 -)

"a&aill 4a 4" Control Panel ) Je &) -
"lall 5 £12Y1" Performance and Maintenance syl Je & -¥

"dlea o daulad Glegle 45 ' See basic information about your computer syl e i - ¢
lea e Alagleall L 338l jelat -0

| System Properties

System Restore [ Automatic: Updates I Remate [

General | ComputerMame | Hardware | Advanced |

Suysten:
Microzaft Windows XP
Professional
Yersion 2002
Service Pack 2

Fegistered to;
bohzen
Labib
BR274-640-229R253-23395

Computer:
Intel(R] Celeron(Th) CPLU
1000kMHz
1.00 GHz, 448 ME of Rak

L 0K ][ Cancel ] Apply

& 2429677 | 0140829980 il (s ;e
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4 12) Change the Date and Time: < gl 5 i) s

aleall Jay i e deludl B ad e 7o all il 351 A3y ) -

EN &) 4:23PM

Jtas 5 Date, Time, Language and Regional Options ial s Control Panel sSaill 4a fl =gy —¥

Pick a task...

"l 5 2l st Change the date and time

Date, Time, Language, and Regional

y N

]
i Options

[3] change the date and time

13) The volume setting: < gall aaa hua
veme | algall day pd e deludl il 8 sa gall (08 S0all) gl L)) e a6

L‘_' el B Sounds, L. ER, l'%.; 4:35 PM

TR PR L
Control Panel —» Sound, Speech and Audio Devices — Adjust the system volume

14) To customise the Windows Desktop: «isall phaw (amais
G o e ey IS -

k .
Arrange Icons By Aaial L e "l 53" Properties s - ¥

: RETER Tl ot Ased Lo 328l jelduy -V
Gle ginge Themes
N SN[ W RIEN Desktop

«adgill 43G Screen Save
shidl § jedadl  Appearance
L ga g sl calalae) Settings

Properties

15) To set screen resolution and colour quality settings: L5 sa s dasdiwall o oY) 22 Jasa
S rhas o (e LS )
Uawidl 486 (e "Gl A" Properties jiss - Y
"Sldae)" SEttings ¢ sims a5 Gualdll Cugnll RS Cly o Al Lgn 328l el - Y
LiSa WS (pixels dusSill haucall 138 s ) Screen Resolution dsbil) 48 Jaya 32800 oda (e iy — €

Ao s s deadindl o) oY) dasa
16) To modify screens appearance: a&lil) jghaa s o Jaaad

B ALY Sl o5 il &) 5 o gl Aa il B 380l o Y1 ok il ABIA (e Ky (Ledaall)
Appearance il cueill jidig VYo b8 ) & dslul < gladll s

17) To change the desktop background or to apply a theme:
g yasa Gk o Sl mhw A8 s
Background &) s Themes Js¥) by sl cu il g Yo o8 ) b sl < shall s

18) To select a screen saver: «ib gi 4dld yaas g La)
Screen Saver Bl cugil Jlidig V10 o8, 8 Asla) <l gadl) s
"8 5a' OK ) doiad o Alial) Al (g Lebiats ) dalial) Cad gl Al s
Why do we use a screen saver? ¢ il Adild asdiud )il
ot AL Tas . Jlead e dae ol Lead somn ¥ B i ey 48N o ddadlall (gl A8l 6] )5 (e Caagd
Ll 3 Lg3eliS e i culliy o e LilE Y & i
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4 19) To set the language used by the keyboard: gtiall 4s sl ddau g3 dediicaal) 42l Jasa

&oul" Date, Time, Language and Regional Options tias; Control Panel -Saill as ¢l xids -
aadBY) G Al 5 Aallly il

"2alll 5 (mal8y)) dakaidd @l A" Regional and Language Options jtias - ¥

edaid 32U iy (e "daalsd’ Details ) Ao o & "l Languages cu b leie U 33l jelai -
il ds gl dad ddls) el el Add ) e i s Al B3l

Fiegional Options | Languages | Advanced |

Date, Time, Language, and Regional ] -
Options ezgnd input langu
i o change the languages an odz you can uze to enter

20) To format a diskette (floppy disk): ¢ gasdl digs Jas
Aoy axd ol Clasles 4 o § 8 (e pa i )
Al 48 e Explore sl Start ) Je o <LK -
Windows Explorer " s ol CaiSing' 3380 clald et (o =¥
3% Floppy [A:] & sad e G el 4l o ) Claladll (ye -

@ Desktap "Ganti [ A Format el U Alavsdll L) ey 3581 ol e ey olIS —0

Elg My Computer "l Tal" Start ) 4k s ﬁ‘ G me st e 1

-2 EE Gkl JS ey o 4 p s () Jaall 138 o) J i & jdat Al e -
- Master [C] ol el cilabeall

LS Gl o gl o @ pan Al @l aan jelain s OK ) =A

21) Uninstalling a software application: g cud 8 ciS gal y 41 )
"wal 2 43 J i)' Add or Remove Programs Lgse sy oSaill da 5l peids - )
"3 " Remove e i o sagaaty @lld 5 4l ) costhal) mali b -

22) To use the print screen facility: "4dLall dhil )" LaL&Y delda 3 e aladiud
A e ) oL JUAS 5 ) pea 3AY miliall 4a ) 8 Print Screen plide e i -)
Print Screen & Y of Alt #Uide Jaaas b je 090 £3L3D) e 35 g gall ddaiil) 338003 ) g f ALl 32Y 5 - Y

23) To take the Windows XP Tour: =+ (w8 jeigh Ao i aill 4 gay aLl
Start — All Programs —— Accessories wlaldl —— Tour Windows XP

24) Help within the Start Menu: "fa" 4aild Jala aslual)
1- Start — Help and Support acall 5 sac Lol

@ Help and Suppart

Leeadind Al o ) gl A (it Cilaslee gl Leie ias Help and Support s3ib jelss - ¥

25- To search for Help: claglza oo Eanll
1- Start —» Help and Support
<l bl Keyboard shorteuts (JUell Juw Jle) Search caad) aud 8 (oS jeldas A 28l (e =Y
Sle el Ay Windows keyboard shortcuts overview <ulalSl jliass Sl aglis &5 "rildal) 4s )
B3N e ) calal)
diule o Laidl"  General keyboard shortcuts e Jaxai dalall JLaia¥) milia 5 5 Sl 5 -Y
(338L) (g sall po el e ) anl) el Al "mdlaal) da gl

1 222 2222 X2 X X2 XX 2 X222 2 X2 XXX 222222 X222 2222 X2 2 X2 2 X2 X222 XXX 22X X2 X 2L 4
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: Text Editing g guaid! i v

€ 26) What is WordPad? €ab 2,940 sa La

: 138 K1 Accessories déalall mal b 252 g0 58 5 MiCrosoft Word 25 < s 5 Saall 40 43 s

* s e sgd el 355l L) e USH piay Y gali

¢ Aoy Cilatiue L) W
: oadl g s ol W
¢ Lall o) s TN
¢ gl g gl &1 ) W
4 de bl dlas 4l W
: i) ) duals W
¢ 27) To start WordPad: s 3,98 (i) fas <

: Start — All Programs —» Accessories wlialdl  — WordPad

4

¢ 28) To enter text into WordPad: by a5l Jals pai Ji)
ol L iy A e lall de ) dadiall 4 iSs Tad ol daliy S5 2y

29) To save a WordPad file: ab a5 <ila Jadal
Nl &k Save L) Je it o § "hia' Save ¥ s "Cald' File il (e -)
— "auly Lain"  Save as sl el Y
) agud) sy lld g 4 Ladsin 3 Sl S L) a8 his" Save in — gl el & -Y
Save in: | B My Documents v{q— :d:\.ia'.'mml\ Ot és Aﬁ}d\
T —— alall sy 3 Al au¥) i< "Galdl aul” File name sy - ¢
Save L &5 gl Lisll ¢ ¢ lias g s Lis" - Save as type culay -0

File narne:

30) To create a new document within WordPad: sk 2,95 Jala saa b sl
NEg &R New Lgif e Juai of 4 "ana’ New oY1 jtias"Gald' File 4l oy -
— OK Jaiamiy oual 891 HLEaY! B85 o 5 sl ol Lga ids 538U jglasi - Y

31) To open an existing WordPad file: J& ¢ slikiia g 3590 2l 3,59 cila idl
Dl &Sk Open asf el of f "= Open ) s "cals' File dald e -
S—— Open ) haacai & 4t o slladl) atiiall (S0 4t 2085 (5 ) all o jall jeday =Y

32) To save a file to a specific folder (directory): (saaa Juda o) daaa alaa A Cile Bia
wsd (S okl (Sl " ot My docUmeNts v alae 8 cile o aiie (of ads 2y Lual jid) - )
Aaid) 4@ e &l sl | ity @lld g Jagall jlise
Save n; |[Ei My Documents v{ii ot IEED N—HJ o 7 -
33) Creating a new folder in which to save your documents: il aliue 48 Jdad yaa alaa ¢ L&)
Save as ) sl g el 832 5a sall 5 "aas Al oLy Create New Folder &5 e daxas -
e i LS alaall asd JAY e by "was s’ New Folder o siny e s ))ss aye Jeday Cagas =¥
"G s’ OK L) dascas &8ssl an) s ¥

Save In: i .D by Documents A i e 1}. y "'

34) To close an editing application: e gaill il Guki P
Atisall Cpal) S el 853 5m sl o) peal) (SY) Adle e (Lin ) baaai -
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¢ 35) To move a file or folder: Alaa g il &by i ¢ Jis
(oY) uslall 3 3as) g daiea agle Jaraally clldg) alés o) pall alaall g ol jliss -
O alaall Y s & iilial) da g & Shift #Uide laia pe o) Gl 30 anidl ae Jarcai -
Shift 7 ia sy sl o Jaxaall @ 5 5 agl) Jaall o
Al jeduid gl ) @i B ayd) Jal ay A alaall ) caadig ) el ) e daraas of S -Y
"La Jau" Move Here lgie [as 486 Aasie

36) To copy a file or folder: Al ¢ cile fus
(oY) uslall 3 3as) g Aaiea agle Jaraally cllyg) alés o) pall alaall g ol jliss -
3y AiEl il g 4 Gl 3y 3 A S ) caads & "mud Copy eY) s s Edit A e - Y
"Gual' Paste Yl L judig g Al
oY) Fewdl o A 5ok dUa (4 gale
Alsadl 46 e Copy Jlas s alaall o calall e e LIS
cilial da gl 8 lee Ctrl + C alide Jaray & (4allla) s o el aladdl o calall sass 0
Al ks uslal) ) & sy 48 el 3 i oA alaall Y cadig G Gaslall e ) e Jans W
L il Copy Here leie jlias 4lah dlaie
G sl Y g Bl i A Ctrl Zlide o baral) ae ) Guslall 5 condl e Jaras W
Ctrl zlta s Guglall ) & 55 4 geasill oy 5

37) To create shortcuts: Laid¥l jga sldd)

e S mdas ) laia) Jee 3 535 Partition (Local Disk C, D, E, F) Jala LS 13

AEl Uavie A8 Helais G glall @y iiSal) s ) iy a1 esladl )3 el ae Jarai -
"La juaidl ey o' Create Shortcut Here g juids

skl 5 iy (Sl mhan ) caadiy Ctrl zlise e haaall g ) Gustall 3 conadl e aaai -
Ctrl z e

LA (e 228 33U jelai ¢ Shorteut & ddawiall 4@l e New sy iSall mlaw e ey <LK -
" A Next L o5 ¢ "Gl " Browse g elldg 4l jaia) Jee 35 @l alaall §f cald) L
S e e jlaid) Jee Jid "eled” Finish &

Desktop «iSall o
38) Desktop Applications: «uiSal) guaw il

&) Access usl, Excel Jus)yWord 255 Jie iSall mlass o L danlas mal ol ol jlaial &l

39) To select a Desktop icon: ciisal) phaw Ao 43 aaad ¢ LAl
Ptk oline 2aat (Y L Allke Laaas Lle Janiall 0 jaays Ao slaal) 435801 e saal 5 ddakia Taxacally G132y

) .: : W
q :

u Bﬁf F-!.E!E':,-'EE! Bin

40) To customise your desktop icon alignment: aaly ciua & agleay ciSall pda il ghyl Qamads

Gl &) i Arrange 1cons By el lgie s Alawie 408 jelais CiSall i e Gaey Gl )
Gua) Type o (aud) caus) Name Jie e ji L Lie a5 a0 e i 4aili Lgie jelas 5 "o
Ade Lacally iy g (Jand AT ciws) Modified o (<ild) asa s Size S (5 530

pgeany Can AAY A8 Hhay il 8O0 sl S Led s " S s 5 Auto Arrange JLiaY) Lead ella - Y

1 222 2222 X2 X X2 XX 2 X222 2 X2 XXX 222222 X222 2222 X2 2 X2 2 X2 X222 XXX 22X X2 X 2L 4
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@ 41) To create a Desktop shortcut icon: casall gl Ao juaial 45 ghyf Jaad
Ll DU Calculator daulad) AU jLaidl) Jee &y 5 LS 1Y)
Start —> All Programs —> Accessories <laaldl — Calculator
i)l el skl 3 Calculator—) casws g L Ctrl #lie §f Ctrl + Shift abise laacas

Work with Windows ) ¢il) Jala Jeall

42) The different parts of a window: 338Ul (< g<e) Adlidal ¢) JaY)
(o) 5 Lg Al Lgie Janati 48 US55 8l ) il oy yd Jil) 348 by i The Menu Bar
(Clisa) (e de sana 4ng o) il Jay i Jand) 51 Loy The Tool Bar 7
(& sl Jie i 8 jeday g3 yilue aleal) by 35 358) Al Ly s The Status Bar
(ALY ey Jeog Al doy y5 358 50le alSay) el oy i The Scroll Bar 1
(Jau) 833l e day i A1) pleadl Ly yad The Task Bar r°

43) To move up and down within a window (using the scroll bar):
(il Jag y& aladialy) 338U JAIa Jiud Mg Aol ) & ail
Ao Sl @iy v Jad ) asiad pend AT el ) astial gl aladily ey

44) To move right to left within a window: 338L) Jala ) jluw g Lisay & jal)
Mo Jalbellyy € Sl D aaidl aedl 3 el ) Aniiddl aend) pladiialy elld 5y

45) To scroll through a window at speed: ds_ywy 338 A & jail)
/ sy o) Ly ¢ Jaul o oY amsy Al el oo pall o jud) Gaglall 5y Jarally @lld 5y

46) Maximise. Minimise, Restore and Close Buttons:
AL Lgtalatiad) ¢ (Lghadal) Lguanli ¢ B pa g )
Sl an Minimise 33l (ol W
Sle i Maximise 33Ul aw gl I
e v Restore salll salainy N
aleall Loy i Lgale il lldy aleall Loy i e (g 3300 salaid My W
| untitled - Paint O raodule 2 - Micros. ..

47) To make a Desktop window taller or shorter, narrower or wider:

raeus) o adal ¢ el g ol quisal) b o 338U Jaal

a5 Gl e (ags ) Gustall JSE o ) 52800 41 Gl LY ) G slally cands Jghal Leland W
A0 deud) oLl US g Jand ) s 3800 e ) Calally S ¢ e )

i 5 s Cpagas ) Gosball JSE ity of () 33U AEY) LY ) sl aa sl Lebeal W
ALl Jeud) oLkl US o el ) o ff 328l el Calaly US gl Jadd )

i o (s Cpagas ) o sball JSE ity o ) 83U Al 5l Gl Y e sbally s g Lebaad W
3Ll ) Gkl B e Y s f 83800 el ol US 1 cpad)

st (s Cpagus ) aslal) JSE aaty o ) 3380 A N LY ) e slally ol gl Leland 0
B30 ) GOkl US gl cpadd) Y as f 3800 ) cahall US  lad) Y

48) To resize a Desktop window in two directions at once:
15aa) 9 b e Cpalad) gﬁ i) mha e R asaad dals)
O sfie (ppage (el JSS ety o (Y 33 S ) e S ) (Y sl sdise @ a -
& 2429677 | 0140829980 sl (s ;i) > v« Windows XP : i J g3 sal
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2222222 22 2222222 2 22 2 22X X2 22X X2 2 2 22 2 2 2 2 X & 2 X 2
comstall [ g S Yo Ay A8y phay ) aglall 5 condl g Jaami Y

49) To switch between programs (using the Task Bar):

(Pl da i phadd) A i) gl ) o ot
. :JJJ)]\ t’,):’) Jus) G.Atu,u u..yds.\ﬂ\ éé\ﬂ\ S Lé :Lgﬂa.d\ :%jjﬁg‘)(\ é&: (JA.J\) .i:uua]\.a ei“ﬁé
4 45 ta rt [ @ Module 2 - Micros. .. B3 Microzoft Excel - ...

50) To switch between programs (using a keyboard shortcut):
:(ilial) da gl &l latsl aladiuly) da gidal) gl G JaS
ildall sl & Alt + Tab alise Je larally el Sy

Managing Files <Adlall 3 4
51) The Windows Explorer Window: (5sish (i o) Jslas) 5 gaig 28U
Explore jtas, Start e gaer b doe A (4o Lgy Sl

52) The Window Explorer Toolbars: jstish G miue ¢ cidSioay dualdl)l e g dda i

Sl I @Eack - - .? /"_.] Search ‘[E" Folders v g JS:J'J\ i

' ,L l v sl

S e | |Y iy Iy el e

&L‘){A&\J JW\&LUAJM\
53) The Windows Explorer Views: ;slus jyxiy ag e

‘. 3 ypeall ) sall e Al Glalad) s cilill a2y Thumbnails
] Thumbnails | L_AJ‘L dS..Iu ‘L’\M\J <lalal) U‘ﬁ TileS -l-
7 ® Tiles Gl (S8 b Clalaal g Cldld) i ey lcons T
¢ ‘LFDt”S Adld (3 6 clalad) g clalall (o ey List
15 - . -
Details Slaladl 5 lilall Jualds (i ey Details

12

54) To create a new folder within the Windows Explorer: sl jgaig Jala daa alaa ¢ UL
Explore Jtas, Start Jle (e <LK -
"Aad' Folder s due ,dll 40 ey New ey jias "cald' File 4ald o - Y

55) To create a folder directly on the desktop, using a popup menu:
F(Aadiall) dBiial) Aailll a)adiuly ciSal) mhu Ao bl JS8 Alaa ¢ LA
s e al Al e 5 NEW Lo Jiss Aali el (oSl mdans e § 8 e ol 8 e (e <L
Folder

56) To view folder attributes: alaall § juaal) cliall g clawd) 4%

v

Thurmbnails

JJ,L.HAS. \j}ﬁj'&ﬁuéﬂ—\
Details uis, Views J) cad -

Tiles

Icons
List

& Details

57) To view folder properties: alaall (al o3 45
"ual A" Properties Lo jlias a8 Hela alaall e ey LK
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Working with Files: eibidbb Juutdl
58) To determine file types: cililal g) g5l saai
OV calall Gl alxial) s 1Y 1dds pale) sy g adde Caaty ST G aai ol aga o 2 sa g odlaid) ga caldll g g
148 5 jaal) LY Gy Gl 5 (i)
(Uesaill i yat) 355 s See doc 9T
(papaiill (g yall) aiy sy 50 g 5 Saa . PPE ]
(bl Jg)an) Jus) g s Sua XIS T
(bl ae) g8) sl b ga g Saa .mdb qT
Sead el ghin mdi .exe ]
s il Lgif / .jpg q1
o2 b S b pdf 9T
oo sl dallas a8 Jaés 43y ylay (als rEF ]
hid i e g iy calay (ald L EXE ]
Audio & sa ala WAV q]
Video saé cilile \MPG, .AVI, MOV 9]
compressed ik gae cilile rar, .zip ]
temporary i, e (ala . tmp, .temp 9]

59) To count up the number of files within a folder (including sub-folders):
(e AN Clalaall agsd Lay) alaall Jala cililal) a3e Glua / 5
JJ}L\.NS\ j}i}j'&ﬁﬁéﬁl -\
Properties {awidl 46l (e Jlidiy ajde Gae LIS Janiy dlae o I Caadi =Y
Glaladll s cldld) e o i " e s siad CONtAINS ¢ jall DA (e L pailadll 3380 jela -

60) To count files of a specific type in a folder:
(e 8 clile o 5 giag V) alaa JA)3 daaa £ o8 clile Gl
DSl §gai g BAL ks )
Details juss;view J) cad -Y
gl s laldl 5 al e ' Type dalS e darias -
Ul & 5o 5 el i e il AT e darias & Shift #lide Jaacai s Cale J5f Jls aaose il - ¢
33l lef 8 anaxe 5 55 Cagu s Properties s Aol Aald) (e 5 Alllaad) clila) o ey €K -0

61) To count files of a specific type in a folder (which contains sub-folders):
(de s clile Jo (g ginyg) alaa JAI2 2aaa £ g cilile Gl
"Gy Search juss, Start Jde Jled LS -
"l s lila) aea” - All files and Folders el @jeds 33800 (e jlias - Y
UK L kte el o D8 sl JSE paitu =V
Lo alae 8350 Glile paa laad *.d0C iS5 JY) b)) -8
A 2l clile Gl e 3y 55 A sl S "8 G LooK N e s -0
More advanced options e Laai Liay axd s ) alaall Jals doe 5l cilalaal) of St -1
Search sub-folders culas (m el Jals el m Adle pcai 5 "daaiia <l jlad”
"“ay' Search e | pal haai -V
el e Lpway cilaldll g ladl e calaladl aae jedai Eanall amy - A

62) To write protect a file: kié ¢} il Aleqsg 48 LU (po Cila paad S
Properties jaas a&iaal Aailal ge g e Gaey SLIS Qo g 408 LESD (g ailes 3y 5 63 il s )
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0000000000000 0000000000000000000000000090
Read-only culay aosall Jals b "cilad  Attributes awd ¢ 3l 35 Properties s3b ;e =Y

OK Lz 5 g jall Ji0a eeall Badle jglait "Ladd 56 lf

63) To change a read-only file to a read/write file: 4Ll g 3¢ AU Cila ) Jadd 3¢ AU (il il
OK Larcai i a all (& 5541 3 pe Ty rall ddle 35 A8l @ shadl) iy o 585

64) To sort your Windows Explorer file listing:  slaus) jgaig cilila ail g8 5 8
DSl §gai g B s - )
fJeatll ay A clild) jelaia Details jias g view ) cadi -¥
Name aw¥! cua Sizeansll i Type ¢ sl caua Date Modified Jywill &,

65) To rename files or folders using the Explorer: slusy) aladiuly cialaal) g cildlal) dand 3als)
Algandi 33le) 3 5 A alad) § caldl sl -
SUas Alaial) A (e g e LS Jee (S ) "ad sale) Rename ey s File Al e =Y
(Rename
owadll asll Enter #Uide haaas & paall Al G5 - Y

66) To view file name extensions using the Windows Explorer:
Jusheas) jaaig aladialy cililal) caaial Ay )
Explore Jtas, Start Jle (e <LK -
il st dry )| L 28l el "ilalaall <) jLa" Folder Options s " sal" ToOlS 4ailE (e - ¥
Gils (el Adle di i "dealie Slalae)' Advanced Settings avd (s View cusd jlias =Y
OK e Jarai o5 "4 5 pall il ¢) 5 cidlsial ial" Hide extensions for known file types

67) To select a continuous block of flies: clilall (r dla) gia de gana (Julli) waas
(Layaan) Lelillas &y 5 A Alaldl e cile Jf Ao Jarzas -
Shift 7lide & ji & LIS de ganall daas 2 cililall & cale JAT e Jakiai g Shift - Uide Jaras -

68) To select multiple flies which are not in a continuous block:
s Cnlaal gia ) g (S0 9 5 08 cildla Laas
(Laass) il &y 5 Al clalall e cale Jf e Jasaai -
clide i 5 by Al de genall paas b lay yi Al cldld) g cale S e darii g Ctrl o lide Jascas -
Ctrl

69) To copy files or folders: cialaal) g cililal) Frudl
Copy las Edit 48 o =)
Copy Aawiall dailsll Q,qjl:\sjjwmjgﬁ\ el e deﬂs =Y
L|_L|<— 81 Iyt s Copy i GJ;J:MJ\ ~

70) To cut or move files or folders: cialaa ¢ clila Ja5 5 (b

Cut s Edit L8 e =)

Cut Uawiall AGEN (o ids g aald b 5 oY) o L8 o Cpay LIS Y
T 8 Aa s e Ctrl 4 X galiie L -
%ea\y\f\@ﬁ‘;cmug\&muz
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¢ 71) To paste files of folders: cialaa g cilila Guall

Paste s Edit 4ad e =)
Pasteumuusus\mﬁgjm@au\m}dﬁ\o&s\@j'@tjo&gumdﬁ -Y
dd—u\JJY\hy@PaSte @ﬁ\‘;;.uas\-z

72) To delete a file or a folder: aaa g cils Cadal

Explore Jtas, Start Jle (e ¢l -
ciliall da ) b Delete s Lui b adia o sall Calal s -
OK Lo . cadall oSl Al el —Y
Delete & Shift Laai cilagal) dls ) cilalall o328 caadi o 50 lile Cadal 148 gala

73) To restore deleted files or folders: 48 giaal) cialaal) g clilal) (3alaiad) 33 il
Recycle Bin cBlagall dlu e s 53 e Uniia ot =)
Ll i 3 el claladl o culalal) Leia A5 D Lagal) Al 3380 e las ¥
Restore lgie jliass File dald qidiy alaall f il aass ¥

74) To empty the Recycle Bin: cdlagall 4l 13
Recycle Bin cBlagall dlu e s 53 e Uniia ot )
"Q).A.@_‘J\ A t\_)ﬂ\" Empty the RecyC|e Bin L@_\A Jt\ii QM\ L. 328l )@_1::3 -y

Searching !
75) To search for a file, or folder, by name: aw) aladiul; laa g cila ¢ Caalt
"Giay' Search Jtiass Start e Juad el -)
"Slalaall g il asen” - All files and Folders ol @ yels G_J\ 328l (e as Y
M.Lum )@_i:uj 3 5804 dS...u J:\a_\:\u -y
Search JJM;‘W «_1;..\.195;]\ cald) A c._uS.u Js¥) Jelaiedl) &

76) To search for a file using wildcards instead of the full name:
(Slals au) SXGS Al gf SalS Cilal) ad g Al 6l) and) (a8 5a pladdaly Eiayl)
7% Gyl Julatiee & S0 7 o Lgand a0 calald) S e aanll -
za* il Jiliue b iS5 78 0 all Leand Ta 3 UL JS e Caall - Y
Gaal) Jelaionn 8 CESE Chg pa Aed (e pu¥) ()5S 5 780 (b adls Leand Tay () clilal) S e Gaall -
za???
IS g a Al e an) (S s 78 G oall e Ta ) Jes) G gy Sae cilile S o Gannll - ¢
za???xls sl Julaioa

77) To find a file containing a specific word or phrase:disa dals i 5 e Ao (o siay cila (o Gl
All files and Folders e haas & Search s sl ajell miss -
G (52 Calall 830 ga g0 iS5 jle f 4alS s A word or phrase in the file @ awdl ¢ 320 & -Y
Search ) hacai & LOOK iN (& Gl jlose st Koy LS ¢ a3

78) To find a file created on or around a certain date: s La g e f b 8 oULES Cila sy
All files anfi Ifolders e baacai &5 Search ) sl a el mis -
fele Gsin A ) misad jedad "t Je ' When was it modified? e s - ¥
Don’t remember «3Lid) & 5 <3 Y
Within the last week =l ¢ sy Dla &

& 2429677 | 0140829980 sl (s ;135 > < Windows XP : ) J g3 5al
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222X XX 22X 2222222222 22222222222 2222222222 & &4
Past month o=l el Pl
Within the past year dualdl daul S
Specify dates &) &l 2a (Modified Date Jaill & )6 [from ... to ... ... A ... o]
Search ) lawcas & LOOK iN (o8 Canll jloce daas 53 JLEY) (Bre LS )l aaas -

79) To find files of a particular type: (uald) e g 58 <l clila oo Eal)
toe S o w1k ool mali ) s Lald Gl Search qis Levie Ll ss ddadll o328 - )

C Pictures, music or video s ol (lel) ise ¢ Hga
C Documents (word processing, spreadsheets, etc.) (&l ¢ Sl Jglas ¢ 2555) Slaiie
C All files and folders lalaall g cutalal) <
C Computers or people JERERR R RO

80) To view recently used files: Uiia dasdivial) cililall 5 55 S
calall Hlias due @ AL ey " Slatie Gaal AT My Recent Documents s s Start s
e g aat o gl

Compressing Files wilidl| Laua

¢ 81) What is file compression? ¢cils hias 3 gualall e

It allows you to make the file size smaller. This allows you to save disk space. It is useful
when sending files over the internet.

RERgEN

COPPP0000000000000009090%90

L X 2 2

L 2

¢ 82) To compress files using WinZip: <3y gl afadialy il Jaduad S

GETEEEmETE—— s £l L Gy L e ey 2L )
T HNIUCEeE D | Add to Zip jsas
by Oy Favoribes Ao Exrack W Chand ok wiamd d:‘js UJAQ \J‘\) Q_.QSAS\ ?m\ O.C mm B.Aéu IN. _\J

¥ hrthimd in yeas Faaorn Sp Folders posd | P

: %
2T tinint o | 30 L., 10215 0% 1,020 w. (‘ AP ;::5‘5 Vdao e ‘e
':t,"hi.ldmhn- 5] L 1 ... TEAE P ME .- " -~ . S

| 8 immgeind 1 vamz S L2 = 3 . H - . . Py
.ﬂl-mz':‘ ::‘r:zl:m:: 1282 ™R Lam : Add to arCh'Ve (S—'J:I-'A-A-\A-Qj.~ ) <& —aldll ?.m\ uds-’ -y
| M mage it 1271202000 1., LG4 4 LO2% ... wn . s & .. "

| 1] mnginid g 1E{ L0 1... e 13 = ‘ !32. A% NG '9: . A

| =] mmage 00t ipg |:'|2||:m|| 657 1% 14,9% e Add 2D ~ - Jy\ LA;‘ a2 ;\
s s e = ol Jia 538U gl i gus ¢
':_'jhaqe-m 1.9 15{ 152w 1. oS TR B B

| =] et 18/ 124200 1 BAEI 14w A o, =

Gelsand 0k, Obytes ot 1701 flees, woEE @l

83) To extract compressed files using the Windows Explorer:

D oosts) Jedig aladinly 4 gl clilal) g Al S
o grae Cale 85 ) shs) a8 )
e R 338l el caldl e s g0 e Unza araay -

il K~ asul Extract all files
" Next e Lo Jaaaai o Al 53l el - v
o LS adle a1 o il e el of L el 338l el —
Finish 3 Jaaas -0

84) To extract files using WinZip: <3y aladials clila z) Al
.L‘MQ_QXAJI:\A‘J JJM‘\ j}i}}éﬁ\ -
Lol ol id Sal aaaiy EXEract to leie s dlaie 4aild jelais Cilal) e ey LS -
& 2429677 | 0140829980 sl (s ;135 > v | € Windows XP : ) J g3 5al
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Open with WinZip
Print
| Open With »
B8 Extract files...
ES Extract Here
B Extract to ITY,
L';l|_=| WinZip

Printing askadadl

85) To change the default printer: dul 8y daglal) il

"Gl y eyl Printers and Faxes Jbiasy Start xués -

P e s Ale \gide delydally pgi Al dxgldal) g ilaga JISGE Le Lol 52l el - ¥

& Dell Laser Printer 1700 3\ hp deskjet 845c
0 Eé : g 0
= offline Ready
Set as Default Printer dacia)) 4l ;e a0 Lale ey SIS Jand (5 jal 3aa) 0 Aagdal) sl -V
"Agal il dagllS Ledavl"

86) To install a new printer: saas dagls it

RrinteE bl 2 "Gl y el Printers and Faxes i, Start wis -
[G] Add a printer <« Add a printer e juas clagla JISE Lead Jaadls 330 jeldas ¥
"aa_]l.k .« in

Finish JJ duas s Next & Next ) b 5 al 32l el -Y

87) To print from application: Ak sl ¢« dslill
| 54—@\}5&\ Lyjd sagmsal "Aell' Print L e bl el 2 -
OK L) o e larai 320 elas Print ) ias s File da s of § -Y

88) To print to a file: cils ) dcldall
Print to file culay (aed) (S baally) mea ddle pnid 3380 el Print oY) Jlias s File 48 i -

0000000000000 0000000000000000000909090%9%9%9%

89) To view print jobs: Asldal) alga 4358
Laie 5 . algall Loy pi Ao degldall 45 i D gl dayllall alge

:

Prinker

Marne: | % DellLaser Printer 1700 v Properties

Skakis: Idle _ Find Prinket,.,

Twpe: Cell Laser Printer 1700

Where:  USBOO2 [ rint bo file} ¢———
Comment: [ ] Manual duplex

c&d\y\&%eﬂﬂ@&\&nhﬂ\mﬁw ucdbz\mbjem‘,‘}s;gl_, JEEJ:IAJJJAHZ\-I)L}X\GJLI
Cladaal) sae s Owner il calias (Aelik dla 3) Status sl s Document Name 4adsi 53

Llee 4y, Aa oo delih fadi ) ey

Jla) kil &l Size ld) aas s Pages

COPOPOPPPPPVPPPVPP000P0P 0000000000009 909990990999999999999999%99%9%9%9%9%9
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0000000000000 00000000095

COPOPOPPVPPPPPPPPVP00000 0000000000909 99099009990999999999999999%999%9%9%9%9%9

Windows XP : ) J g3 gal
0000000000000 000

PDF created with pdfFactory trial version www.softwarelabs.com



http://www.softwarelabs.com
http://www.softwarelabs.com

0000000000000 00000000000000000000000009%0%9090

L 2
Pl & Dell Laser Printer 1700

® | Printer Document View Hel

¢ . < B 3% 254 Pm
Document Mame Status Cwyrier Pages Size
| Microsoft Word - Module 2.doc Printing Mohsen 1 166 KB/166 KB

90) To control print jobs using the Print Manager: 4Lkl i aladiuly dslbl) alga & asadl)
pleall Ty i 8 Al Al B8 e Jarias uld "delda dlee ai g3 S To pause a print job -
sy’ Pause Printing ,aY) Jias "daia’ Printer 4dl oe ¢ Print Manager e s 380l el
"ie Lkl
Jbas Printer 46l (e "cas g a8 calS delda e ¢y aal' T restart a paused print job -¥
(Pause Printing caula (e goall ke Jy 35 Cases 550 23¢3)  Pause Printing eV

& Dell Laser Prin

Document  Wiew

v Sat As Default Printer
Printing Preferences..,

Pause Printing “

Cancel All Docurments

Sharing...
3 el Calall JUas §f sassg deldall pae 33l i Lils "delib dlee 2L S To delete a print job -v
ilidl da gl 8 Delete Fliie o darcai g 45la))

Q 1 & Advertising ErEE
File Edt Mew Faworit=s  Tools  Help |",.
|._J -,\_) lj; )—-j Searca H___:" Folders '

Address |E3 ChDooarrerts and S2kkngstUseri My DounentsyAdwvertising Vl [Ch}
Haine Siems | Tyoe Crale Modiied
Filc and Folder Tasks . . .
Bl addressList PNER  Microsof: Access Appliza... 204112004
j o e e @Expansas A7kO Microsof: Excal Warkbaa,,, 1zp0sjz008
€8 Fubist this folder bothe ] Loge raKE  JPEG Image 16jUs {208
Wieh &lCappirg I0KE  windows Media aodiogpi... 1040052004
E Sha-e -his Falder [EPhotes 13nkR  Zompressed (zipped) Fal... 20022004
B nirvvice z40kE “icrosof: Word Dooure., .. SHIUT2U0e
H:nlida\,.- pics FI0KE  icrosof: PowsrPoint Pre. .. 171032004
Other Places
i-.‘-g My Metwork. Places
=) My Docunents
G- Zarkrel Panel
Details
<1 I vV
7 abel s 5,56 ME 3i My Zomputer

Arrange the files in the right-hand pane by name.
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0000000000000 00000000000000000000909090%9090

Q 2 & Advertising
File Edt Wew Favoritzs Tools  Help #’
() u ﬁ; )—j Searc H__T Molders '
Address (23 CiDoaarrents and SsttngslUseriMy Dozunents, adwertising V| [Cha]
Haie = Sk Tyae Dale Mo
Filc and Foldcor Tasks .
[Zh] A ddressList KR Mirrnsnf- A-ress apnli-aine 21120
L -7 Cappirg | IOKD  windows Media dudioMiceo Mk 2211200
8 Fubist this folder tothe B Ecpret STKE  vlicrosof: Excel wiorksheet 22112
wieb Lﬂj‘]H:ulida';.- pics JI0KE  Microsof: PawsrPaoint Presentation 22011200
£ chave chis Folder In'-.-'l:il:E ANER Mirensnf- Ward Doooireene 22011200
@ Lugu FSKEE JPEa [mage Z2f1 11200
[E IPhatos 130KE  Zompressed (zipped) Folder z2flzm
Other Places
g My Ketwark Places
=) My bocunents
Gﬁ Corkrcl Parel
Details
£ I | )
7 abel s 5,56 VB E My Zompuber

Clapping is selected.

Hold down the appropriate key and click once to extand this selaction to include all files down
to and including Logo.

&= roject
Fie Edt “ew Favoritzs  Tools  Help #
O Q lj p SEarc @," Folders =
Address [[£3 Oy Dozuments ard SekingsiUszr Wy Documents), Projed: V| [Ca]
Filz anc Felcer Tasks [j [j [ij [ij
'-_j Make o 1w [uble: wiurk Buuks Tax Brels Tine Slieels MarkeLing

B} Pubist this folder ko the
YWeb
ﬁ Shae :his Folder

F.3

ather Places e

Details A

4 by My \Zormpuber

Create a new folder in the Project folder and name it Report.

Press the Ender key when you have finished,
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0000000000000 000000000090

0000000006000 0000

File Edt Mew Fawvoritzs  Tools  Help

k\) Back '\_-} ,ﬁf:j Searca

L

Expenses Twnire

‘i stan o G @ Bisines

Create a shortcut on the Desktop for the Expenses file.

Q 4 e Recyclz Bin = [
File Edt Wew Favorit=s  Tools  Help ?
k‘) -\_) ﬁ )-\J Searca H__f' Folders '
Address -.__EJ Recyde Bin V| [Ch)
harre = 0riginal Location Diake Diel. ..
Recycle Bin Tasks @ Pett _ash 2\bocdmen:s and settngsisen,..  4E200E
@ Empty the Recvcle Bn @ Expensas Z\Oocarmenzs and Sekbngsiised. . 432008
' Res-nre all Trems
uther Flaces
Letals
Z ubijels
Q 5 & Business

v

Hecyce Bin

Tl S

COPOVOPPPPPPPPVPPVPP0P 0000000000009 009090099999909909999999999%99%9%9%9%9%9 9
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COPPP00000 0000000000000 00000000000000000%090990
sees ‘ ———— p¢
. Q. 5 - ¢
'S e ""! L {2 ¢
‘ Tteriet: dale ‘
: e rlofep i :
. ey
* ~"~ag = 1 *
23 S )¢
2 2
2 2
2 2
2 2
2 2
‘ Wit saht: ‘
¢ Exeel ¢
2 2
2 2
2 2
2 2
2 2
. .
2 ﬂ 2
‘ Hecycke Bin ‘
Histan S s & %
: Change the status of the file Library to read-only. :
2 2
2 2
2 2
: Q.7 :
2 - - 2
‘ LlEni L ‘
2 2
2 2
2 2
2 2
2 2
2 2
2 2
2 2
2 2
2 HiGHasaTi @ =i L 2
¢ Everel ¢
2 2
2 2
2 2
2 2
4 O 512 MB 4
: © 256 MB :
O 128 MB
: O 64 MB :
2 L 2
V'S iy Stan V'S
: Find out how much RA is installed on this PC. :
¢ Salact the appropriate radie hutton, and click SUBMIT. ¢
2 2
2 : - 2
& 2429677 | 0140829980 il cina 13122 >Twi( Windows XP : 2l dgagall ¢
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:00000000000000000000000000000000000000000:
+ Q8 ¢
L 4 L 4
L 4 L 4
L 4 L 4
L 4 L 4
L 4 L 4
L 4 L 4
L 4 L 4
L 4 L 4
L 4 L 4
L 4 L 4
L 4 L 4
L 4 L 4
L 4 L 4
L 4 L 4
L 4 L 4
L 4 L 4
L 4 L 4
: :
: o E S :
‘ Using this simulated Windows desktop shut down the computer. ‘
: Mote: Do not use Cirl = Alt + Delete. :
: HCAILLLICI- 30979 E-THUC :
: Q o] P Conirol Panel :
P File Edk Wew Favoritzs Tools  Help P
: O Q lj p SEarc % Folders - :
: E' Cankrol Panel :
: Hf Control Panel P .i C k a Cat Egﬂ ry :
¢ o L 4
L 4 sty Nat Wﬁ' Appearance and ‘6 Printers and Other 'y
: ‘ " Themes ﬁ Hardware :
‘ ff"-.:n Net ke and Ink 4 ‘
: : ,::n:;t'i:; S User Accounts :
. .
L i~ Add ar Remove ;i Date, Time, Language , *
‘ . g Frograms \ and Regional Options ‘
L 4 L 4
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Which keys do you use to access the Task Manager?

O Ctri+Alt+Delete

O Am+Shift+Tab

O CtrivF4

 Cirl+Shift+Delete

b

SUEMIT

Click on one of the radio huttons. You can change your response if necessarny.

Click SUBMIT when you have finished,

AT -1 o G HCIILLLIDI-9 D9 79E-TNUC 41 mins

%HyUniv&rsc WordPad
Fie Edit View Irsert Formak Hela

AFE &4 44 FBR < 5
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Thz Budr Syslem =2

As far as we know there are nine planets lozkad in obiz arodand the Sur. Only are, our 2w Esrth,
suaports ife. Bu: these are countless other suns throughout courtless galaxies soattered acroes
the exparse of the universe. We still don't know f life exisis on aqcther alanet in some cther
FEERYS

But we do kncw mare anc more 3ll the ime aboct our owr solar system. Duing the past 15 years,
space prches suck as Mariner and Yayvager missions Fave Jiven us tremendous detail abous all
the plangls in thiz systerr. Tiny by compsrison to the Wilky WWay, cur colar systern is awesarme,
neverthaglt%, wher considerec in huran scale.

Mercury
Marmzd for t1e wng-footee messenger of the Raman gods, Mercury races around its orbit at a
dizzying speed of 30 m les(48 kilormeters) per sezond, making thz Mercarial year anly 83 Eath

days long. 11 contrast, ona rotatian around its ax s-0r & single day-takes amost £9 Earth cays. =

Geolagy

2

Fur Hedp, press F:

Close the WordPad application.
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