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To identify the structure of the computer
Computer device that accounts quickly and accurately in a particular order determined by the number of instruction
called computer programs. The computer is a device that handles the information provided to him and puts the results

of this treatment in the service of man

s
Monitor
—

Keyboard
AL Tl

Evolved computers in the last thirty years is rapidly and used in different areas and a variety of forms,
where they found computers with private use and used in leading aircratt and spaceships and control in
industrial machinery and the leadership of telephone exchanges and even in some housekeeping as toys
video recorders and cameras .... etc.. And may become personally use a computer for each individual

so the computer industry companies have tended to make the PC

PC consists of two main sections:

First: - Entity steel Hardware
Appliance Group is perceived that we are dealing with touch and movement
And divides the entity to drive to your computer, and three units:
(Input units - units of output - central units)
e Input units (Input device)
Is a set of devices that you enter the data, namely: -
Mouse, keyboard, scanner, camera, touch screen, stylus, touch pad ... etc.
¢ units of output (Output device)
Is coming out of the user output data processing (information), namely: -

Printer, screen, speakers, etc. ....
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e Central units

Is one of the components of the computer you are interpreting instructions and data processing
software which is included in: -

(Motherboards - Processor - Memory - vector - Place placed the card)

Second: - flexible entity (software) Software
[t is a set of systems and software that controls the entity steel
Flexible entity can be classified into two main types:
e Operating systems (OS)
Is the means by which manages all of the application software operating systems known:

Windows from Microsott Corp. - Macs from Apple - Net ware from Novell ..... ete.

e Application programs

Are programs in which a user to view his work and completion of the most important
applications:

Office software MS-Office - Accounting Software - software designs - Games - recreation and
entertainment.

The units of measure computer

Volumes of information in a computer are the units that are used to calculate the areas of
memory in a computer, which reflect mainly on the amount of information stored and is usually
measured in bytes and its multiples and decide is the smallest volume possible, every bit a box
and one of the binary number has two possibilities only either be a deciding 0 or be 1 byte
usually consists of 8-bit,

1 kilo bytes equal to 1024 bytes

1 megabyte equals 1024 kilobytes

1 Gigabyte is equal to 1024 megabytes

1 terabyte is equal to 1024 GB 1
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Getting started with Windows?

When you start the computer, we must wait for the operating system until the sequel to quit and make
sure to quit the full emergence of the surface is called the desktop by special codes work we of which
deal with the computer and computer software on the desktop note the existence of shares we control
its mouse device according to the movement of the user's mouse moves the cursor on the desktop
vertically and horizontally on each desktop.

MOUSE

Mouse 1s used to interact with the elements on the screen, such as using hands to deal with objects in
reality. You can move objects, open, or changed or dropped, and other things you can accomplish.
Should work when you turn the computer mouse, then it becomes possible to make some changes to
her job and the appearance and behavior of the mouse pointer. For example, you can switch the role of
the mouse buttons, or adjust the double-click speed. For the mouse pointer, you can change its
appearance, or improve clarity, or set to disappear while typing. And contains two buttons on the main
two:

e secondary mouse button: it is the right button on the mouse button, which we use to display the
shortcut menus or other features for the programs.

¢ primary mouse button: left button is in most of the devices we use the mouse button to click or
double click. And its many functions, namely:

1 single-click the left mouse button 1s pressed and drop to determine what code.
2- Double-clicking pressure and drop the mouse button twice in a the symbol specified in the screen

3- clouds notation on one of the items displayed on the screen and then the constant pressure on the left
mouse button and then shift the mouse to a different place and drop button.

Fundamentals interface Windows operating system: -

Desktop :

Desktop represents the main area of the screen that appears after the computer starts, works in the
desktop computer as the roof of your business, you can practice it. When you open programs or
folders, these programs and folders appear on the desktop. You can also put things on the desktop.,
such as files, folders, and arrange them how you want it.

The desktop is defined broadly to include sometimes the taskbar. There taskbar bottom of the screen.
Shows the programs that are running on the computer at the moment, and allows switching between
them. It also contains the button "Start"€, which you can access programs, folders, and computer
settings,
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Taskbar:

Is a long horizontal bar at the bottom of the screen. Unlike the desktop that can disappear behind open
windows, the taskbar 1s often visible all the time.

The taskbar provides ease of identifving one of the windows, then point to the button on the tape Baa
tasks. When referring to a bar buttons BE preview window in miniature, whether these window
containing a document or a picture or even a video running. These are the preview is especially usetul
in the case cannot be identified on one of the windows through title only.

Taskbar consists of three main sections:

e button 'Start'®, which opens the Start menu.

e middle section, which shows programs and open files and allows you to switch between them
in an expeditious manner.

e part notifications, which includes an hour and icons (small pictures) which refers to the case of
some programs and some computer settings.

To view the program in the taskbar Task bar, follow these steps: -

1. click, right-click the program you want to display at the top of the Start menu.
2. of the sub-menu that appears, as in the following figure choose Add to the list the "Start" (Pin
to Taskbar).

Pin to Taskbar
Pin to Start Menu

Restore previous versions

Send to >

3. program is displayed in the list of items added in the region, the highest line in the Start menu.

Delete the program from the taskbar Task bar, follow these steps: -

1. Click Right-click the program you want to delete 1t at the top of the Start menu.
2. Of the sub-menu that appears choose Add to the list the "Start" (unpin this program from
Taskbar).

= Magic Desktop
o Unpin this program from taskbar

b,

3. i1s deleted the program taskbar Task bar.
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Menu (Start) | @

The list "Start” main gate to computer programs and Mozart and settings. The list of so-called because
they provide a list of choices, and it seems from the word 'Start', is this list is the place to move him to
start or open things. You can use the menu "Start" to do these common activities: -

Start programs

Open folders commonly used

Search for files and tolders, and programs

Adjust your computer's settings

Get help for Windows operating system

Tum off your computer

Log off from Windows or switch to another user account

P P e e B

Getting started with the menu "Start":

To open the Start menu, click the Start button ®located at the bottom-right comer of the screen. Or
press the®® Windows logo key on your keyboard. Never menu appears, as in the following figure.

Consisting "Start" of three main parts :

1. the right pane displays the great small list includes programs on your computer . The company
can customize the computer manufacturer on this list, and therefore , their appearance can vary .
Clicking All Programs to view a complete list of programs.

2. There 1s a search box down the left pane , allows you to search for programs and files on your
computer by typing search terms .

3. pane allows access to folders and files , settings, and features commonly used . It is also the
place which moves him to log out of Windows or turn off your computer .

5=l wordPad

@D Microsoft Visual Studio 2008 >

€3 siore

(W2=E ' ricrosoft Office Word 2007 >

- -

|4 Microso ft Office Access 2007 >
] Games

| E03 | Microso ft Office PowerPoint 2007 »

= Computer
>

Gugy Paint »

Control Panel

63!‘ ¥ahoo! Messenger
Devices and Printers

-' Getting Started » T
6 VouTube Downloader L
EB wirrar >
»  All Programs
[ Search programs and fies 2] | S [
Bl o @ = <
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Open programs from the menu "Start" :

The opening for the programs installed on your computer of the most common uses of the "Start”
menu . To open an existing program in the left pane of the menu " Start," click it . Program opens
and closes the menu "Start" .

If the program does not appear in front of you that you want, click All Programs bottom of the left
pane . The right pane displays a long list of existing programs in alphabetical order , followed by a
list of folders .

And clicking a program icons , are running this program and close the menu "Start" . Now what is
inside folders ? More programs . Click Accessories , for example , to show a list of programs
saved 1n this folder . Click any program to open it. To return to the programs I've seen when you
open the menu "Start” the first time , click the back near the bottom of the list.

If you were not sure what a program is doing, Move the cursor over the symbol or name. Then, the
box appears often contains a description of the program. For example, the signal lead to the
"calculator" to display this message: "perform basic mathematical tasks using the calculator on the
screen." This service also works with the items in the left side of the menu "Start".

You might notice that over time , changes in existing programs User Menu " Start " . This happens
for two reasons . The first is that when you install new software , will be added to the menu , " All
Programs ." Second , reveal the Start menu software you use more , and are placing them in the
right pane to help you access them more quickly .

To view the program at the top of the Start menu:
1. click, right-click the program you want to display at the top of the Start menu.
2. submenu that appears choose Add to the list the "Start” (Pin to Start Menu).

Pin to Taskbar
Pin to Start Menu

Restore previous versions

Send to 4

3. program is displayed in the list of items added in the region, the highest line in the Start
menu.

Delete the program at the top of the Start menu:
1. Click Right-click the program you want to delete it at the top of the Start menu.

2. of the sub-menu that appears choose Add to the list the "Start" (unpin from Start Menu)
or command (Remove from Start List).
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| B Run as administrator

Pin to Taskbar
Unpin from Start Menu

Remowve from this list

Properties
P E——. T

3. 1s deleted the program in the list of items added in the region, the highest line in the
Start menu.

Search box:

'Search box' is one of the most convenient ways to search for things that exist on the computer. It
does not matter exactly items site, where they are through the square 'Find' Search programs and
all of the folders in your personal folder (which includes documents, photos, music, and desktop
and other common locations). It also looks at the e-mails and instant messages saved,
appointments and contacts.

Search box in the Start menu

To use the Search box ', open the Start menu and start typing. Do not need to click inside the box
first. As vou type, search results appear above the search box in the left pane of the Start menu.
The program will show the file or folder, or as a result of the search results in.

Recycle Bin Recycle Bin:

When you delete a file or folder, 1t cannot be deleted in the final truth - but 1t goes first to the
Recycle Bin. This is a good thing, because if you change your mind and decide you need a deleted
file, you can restore it again. For more information, see Recover files from the Recycle Bin

- -
Recycle Bin "when empty (to the right) and when they are tull (to the left)

If you are sure you will not need the deleted items again , you can empty the Recycle Bin. This
will permanently delete items and restore the disk space that you use.

Recover files from the Recycle Bin

When you delete a file from your computer , it actually moves to the " Recycle Bin " where it is
stored temporarily until it is empty " Recycle Bin ." Allowing the opportunity to restore files that
have been accidentally deleted and returned to their original locations .

1. Open the Recycele Bin by double-clicking the Recyele Bin on the desktop .
2. Do one of the following:
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* To restore a file , click it, right-click, and then click "Restore”,. As in the following figure.

&y = WRA3670

— P et
==} ] Restore [

Cut
Delete

Properties

*» To restore a file, click it, then click Restore this item, from the toolbar. As in the following figure

» To restore all files, make sure you do not specify any file, and then click "Restore all”, the
restoration of all the items from the toolbar.

Will restore the tiles to their original location on your computer.

T = [

I -[T v w BES e

.\"NI -
Restore this
item

Tip“o" CLIf you delete a tile from a site that does not exist on your computer (such as a network
folder), the file will be deleted permanently and will not be stored in the Recycle Bin.

=~ @ @

= 130 ME

Permanently delete files from the Recycle Bin

To permanently remove files from your computer and take advantage of any hard disk space
previously occupied by these files, should be deleted from the Recycle Bin. Can choose to delete
individual files from the Recycle Bin or discharged all at once. Then Paljra Next

1. Open the Recycle Bin by double-clicking the Recycle Bin on the desktop.
2. Do one of the following:

* To delete a single file permanently, click it right, then press 'delete’ delete, and then click OK.

3 @ ~WRA3GTO0

—D Dy Mg ent
-Lf;E_éJ' ;- VIA'_ Restore ["'1

Cut

Delete

Properties

* To delete all the files, in the toolbar, click Empty "Recycle Bin", and then click Yes.

% r Recycle Din ~ | #2 || Search Regycic B

Organize Empty the Recycle Bin Restore this item B - | (7]

st e ~WRA3STO
79 Microsoft Word Backup Document
B Decktop Sf=zi= ] Miress “
& Downloads i
o
% Recent Places DRt
53 Libraries

Emptylng the -
Recycle Bin

ad\AppData\Roaming\Mic... Dote modified: TL/-1/-F a ~£&
Backup Document Size: 136 MB
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Hint: - p

* You can empty the Recycle Bin without opening it by right-clicking it, and then clicking Empty Recycle Bin.

Empty Recycle Bin

Create shortcut

Rename

Properties

TUU UG

* You can delete a file permanently from your computer without sending it to the Recycle Bin by clicking on the file, and
then pressing the (Shift + Delete).

My computer:

oy
X oSl Sl

The computer appears the contents of the floppy disk, the contents of the hard disk, and CD-ROM
drive, and network drives and control panel to open "My Computer”, click Start, and then click My
Computer in Windows system's new in the new system can hide or show My Computer icon on the
desktop of the following.

All Programs:

A list containing shortcuts to all the programs that have been prepared on a computer and also all the
programs and operating system applications

MY Documents:

A folder where you save all files for a particular user and can also save the images and audio files can
hide and show of the My Documents folder and on the desktop.

Control Panel :

Control Panel is a window containing several custom tools, which are used to change the modus
operandi of Windows and how their behavior and help these tools in settings that make using your
computer more enjovable. To open the control panel:

1. open the classic Start menu and then choose Control Panel.

2. When you open the Control Panel window to show the elements of the window are classes and
a view particularly in the Windows XP operating system to switch to the classic view of the
window on the right of the window interface pull the switch to Classic View.
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Shut Down:

Must be at the end of the work the computer shut down the computer safely and 1s done by pressing
right mouse left on the Start button and then choose the command to tum oft the computer "Shut
Down" When vou click on this button closes the computer safely and when you click the arrow next to
button Shut Down "" to display a menu containing additional options, namely: - to switch users
(Switch user), Logout (Log off), reboot "Restart”, hibernation "Hibernate"”, Lock "lock", dormancy
"Sleep "

Computer

Control Panel

Switch User
f.
Default Programs Lo arE

Devices and Printers Lock

Restart
Help and Support

Sleep

¥ Shut Down | % Hibernate

e User: - ( Switch User ) software , which remains open behind the new window when the user
logged on until the end of work and logs off in order to return to the first user logged on again

" Log Off: - which closes all programs and remains the calculator is operated so that the user last

logged on from it.

" Lock: - which prevents anyone from entering except for authorized persons to enter the

calculator.

» Restart: -, which suspends the calculator and then re- run

Shut Down: - where close all programs and stop the calculator to work

" Sleep: - ( dormancy (where saves operating system interface to work and remain in the sleep

state

Way to show icons (computer control panel documents) on the desktop and Windows 7

After the focus of Windows 7 show desktop interface as in the figure below .. where we note only
[con "" Recycle Bin

First Class 10



Assistant Lecturer Py Diyala university/College of Engineering

Omar Abbood Imran w#jo;mﬂ Windows7 Electronic Department
2014 - 2015

To show icons on the desktop in Windows 7, follow these steps: -
1. From the Start menu Kl
2. Right-click on the desired icon shown on the desktop
3. and then choose Show on Desktop matter

Thus, the rest of the icons except for documents "MY Document” choose Send to Desktop.

Show time: display a digital clock on the taskbar and displays time and time as specified by the hour
internal computer and can Pointing to time to display the date and clicked to set the time and date. And
to change the computer's time to click on the "change date and time setting" as in the figure below.

LTL/p oa/ <L
I
4 VEYE p s r
£ . .
w < o A 2 e (4 | \
ra - - A ey \ v = ~% ==
‘B o 1 v A ® 1
1e ] 'Y T 1} e ik < ey
W A 19 Y- ™ L il ..t
TL Yo T TA 3 S
¥ ¥ - 09:56:59 =
_.-5.
Change date and time settings..
, p— = - S—

Q;@@dﬂc'ln |

Windows:
Working with windows :

When you press the right mouse left on the icon clicks consecutive Double click show his window key
when you open a program, file, or folder, appears on the screen in a box or frame called a window for
so-called operating system running Windows, because any program or code when you open i1t opens a

window and her the name of the operating system,
Parts of the window :

Although the contents of each window differ from one window to another , but that all windows share
some things in general . It is of these things in common , windows always appear on the desktop -
which represents the main working area of the screen . In addition , majority of the windows contain

the same basic parts .
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i ] I = | [E] S
Q (> —‘ » Libraries » Music » Kﬁ]_)v l 3 | l Search Music KS) =

Organize - Share with - Play all Burn MNew folder @ t_) @
S Pocuments Music library R remiiseing Bt~
Arrange Wi Folde

@' | Music Includes: 2 locations

|| Pictures =
E Videos MName Contributing artists Alburm = T

Sample Music
1™ domputer

&L.] Local Disk (C2)
( 1 5 4 Recowvery (D:)
HP_TOOLS (E) |=

- =

“|DVD RW Drive (F:

“-‘-‘!ll Network

IJ"_}F’ 1 item o @ ’ ’

1- Part of the window is to ease the navigation pane to gain access to libraries , folders and saved
searches and even all hard disks .
And libraries. You can also expand " Computer” to browse folders and subfolders .

2- button @front and ®dback : - Use the Back button and the Forward button to move to other
libraries or folders you already opened a without closing the current window . Working with those
buttons " address bar " , and after using the " address bar " to change folders , for example, you use the
button " back " to return to the previous folder . Or by clicking on the arrow button next to the forward
and backward menu appears which we can navigate between folders that have opened as in the
following figure

Sample Music
~  Music
Pictures

Libraries

3 -toolbar Use the toolbar to perform common Tasks , , Such as changing the shape files and folders ,
copy files on a disk

Compressed , or start a slide show of digital photos. Change the toolbar buttons to display only the
relevant tasks .

Above the music file .

4 -Use the title bar of the address bar to go to the library or folder or refer to a different folder or
library previous

5- search box , type the word or phrase in the search box to search for an item inside the folder or
library. The search begins once you start

Writing .

6- details pane , use the details pane to find out most common properties associated with the file that
was specified . File Properties

»a information about the file, such as author , date of last file your changes and any descriptive signs
have been Characteristics to the file.
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7- preview pane button , use the preview pane to find out the contents of most of the files . If you select
an email or a text tile or Image , for example, and you can To find out their contents without open in a
program . If you cannot see the preview pane , click the Preview Pane button in the toolbar to run .

8- button to view files and folders and Rearranged when you open any folder or library , you can
change the shape of the files in the window. For example , you may prefer to be the biggest icons ( or
Smaller ) , or a view that allows you to display different types of information about each file .

Through the address bar we can move the window:

1. pressing Right Mouse left with continued pressure on the title bar
2. pull the window to the desired location

3 and then liberate the left mouse button.

!
Hinto : When the window in case enlarge to the maximum extent cannot move the window.

=l Enlarge the window: we can enlarge the window any maximum take her and is the size of the
screen during the maximize button on the title bar

8=l When you enlarge the window to the maximum extent turns the zoom button to restore down
button by pressing it is restored to its former size window to any size the last time the window is
maximized.

= Minimize the window: You can also minimize the window through the Minimize button on the
title cop to a minimum and 1t 1s to put the window on the taskbar button 1s to be able to restore
the window to its former size, and this is called the restore to regain top.

A B3 Close Window: it is shutting down the window of the Close button on the title bar.

But can also shut the window of several places:

1. consecutive clicks on the icon or window title bar of the program.

2. a single click on the code window of the sub-menu that appears choose ordered shut down.

3 open the file menu and then choose ordered shut down.

4. note of the taskbar button for the window pressing right mouse button on the right window and then
choose ordered shut down.

5. use the keyboard shortcut Alt+ F4.

To switch between windows or programs operated

» Program to click on the button on the taskbar.

» or switch to another program or open a document by pressing keys ALT+ TAB, or move between
open windows by pressing ALT constantly repeating pressure TAB.

Dialog boxes:

A special funds appear to change certain settings, especially given object example of this Special Fund
characteristics of the taskbar or the Special Fund to change the settings for the properties of any
desktop box contains three main buttons (OK - Cancel command - application).
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OK: When you press the OK button is applied to the selected setting with the closure of the dialog box
for this setup.

Cancellation 1s: When you press this button 1s cancel all the settings that are set with the closure of the
dialog box.

Application: When you press the button to apply specific settings are applied with the new box to keep
the dialogue for the implementation of another setting.

Display Settings:

Can control the desktop and screen saver settings and can be accessed this window by pressing a
button on the desktop, and drop-down window can choose Customize "Personalize" window appears,
as in the tigure below
Add Tools Desktop Gadgets

We mean the tools desktop Gadgets which additional elements which we can show on the desktop,
such as clock, notepad and many other tools and to add a tool to your desktop, there are two ways: -

First: From the Control Panel, then choose the command Appearance matter desktop gadgets

8’ Backup and Restore

@ Credential Manager

@ Desktop Gadgets
Bl Display

A Fonts

Second: Right-wing to click on the desktop in an empty place and choose the command Gadgets.

View >
Sort by
Refresh

Paste

Pacte chortcut
New >

BN Screen resolution

ey

Personaliz

Show us a window to add tools as the following
picture Where we pull the tool icon and then leave it
to be added over the side to be put out, and we can
right-click on the right-wing tool of some displayed
on the desktop to control its options
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Change desktop icons

To change the desktop icons to click on the right-wing empty area in the

Desktop and choose customize it as the picture to show the following

window

Change desktop icons

View
Sort by
Refresh

Paste
Paste shortcut
New

E=| Screen resolution
(=5,
=

Gadgets

Personalize

L TR

To change the desktop icons to click on the right-wing empty area in the Desktop and choose

customize it as the picture to show the following window

We choose them it change desktop icons - change the desktop icons to appear the following window

E= Decktop Icon Settings

Decltop lcone |

=

Dsektop icone

Recycle Rin
tempn)

[Flcemputer =] Recycle Bin
[ User’s Mies Elcortrol Mranai
Enevwork
= =
- nl =
s =X, A
Cormipn mer Ahmed-soirae Merwark Recyris Bin

Fuly

Chianus oo | [ Rostore Defaul |

|5 Allows themes to change desktop icons

L

Aty

ok =~ 'S coancet ] 1
e

Where we choose the upper section of the icons

to be displayed on the desktop ticking true

beside the icon to change what can be clicked to

change icon button after selecting one of the

icons of the lower section to show us a window

to choose the icon and choose when completing

the push ok.

First Class
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Deskiop icons
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C:\Windows\System32\imageres. dil [ Browse. .. J
§| Select an icon from the list belgw:
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Create a new user account

To create a new user account, open the Control Panel and choose up

user accounts

To show us a window user accounts and choo

another account as in Fig.

S =T ¢ Controi Panst + AN Control Fanel Beme » Uier Accounts

To show us the next window that displays
all our existing accounts currently on the

system

The ones we choose 1t Create a new account

to show up the following window

First Class

g, Parental Controls
o e
=y Phone and Modem

& Recovery

Connections

& Sound

se which 1s Manage

—[ %

Make changes 10 your user account

@\7/.- R, « Al Control Panel Rems + - | %3 | [ Searh co

User Accounts » Manage Accounts
Choose the account you would like to change
Ahmed-source Guest

Adrministrator
Password protected

Guest account is off

@\‘)- B, « User Accounts » Manage Accounts » Create New Account -

MName the account and choose an account type
This name will appear on the Welcome screen and on the Start menu.
Ninjawy

Standard user

Standard account users an use most software and change system settings that do not affect other users of
the security of the computer.

dministrator

Administrators have complete access to the computer and can make any desired changes. Based on
notification settings, administrators may be asked to provide their password or confirmation before
making changes that affect other users.

We recommend that you protect every account with a strong password.

2 standard account recommended?

[;._cfii‘i“_‘.‘_“_“a‘_x'(?‘c'”‘" ]
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Where we write the name of the account you want created and then define the powers and better to be

@\ﬁ)- 52, « All Control Panelltemz » User Accounts » Manage Accounts

administrator Then push button Create account

Choose the account you would like to change

e ———
| Ahmed-saurce 4] G
- ™
ﬁ L o 2 R
Password protected =

e

] Guest
Guest account is off

¥ Parental Controls

= Phone and Modem

Connections

Modify or cancel your password

To change the password in Windows To our account open the

Start menu and choose the command - Control Panel control panel and choose Control Panel is -

Accounts users' User Accounts as the picture

To show us the following window

o) v (B, » ContolPa ool Paned lizars. » User Actuun B
@u L+ Cunbol Panel » All Contul Panel Uher Actuunts 7

Catral Panel Hare %
IMake changes 10 your user account

Manage jour credentsls

Create a namword reset disk
Link online Ds

*#| Ahmed-source
Adminisiator
Paseword piatected

Change my environment B Mans
vanables

% Parental Controls

And we choose them up Change your password to show us the following

window

e
Q‘v" 8, « UserAccounts » Change Your Password

Change your password

'1 Ahmed-source
Administratar
Password peatected

sssesee

nitsins copital letters, they must be typed the same way every time you log on.

The password hint will be visible 1o eeryens who uses this computer.

[ Er‘nngep.umrv Cancel

First Class
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Where we wrote our own password and then push the button Change password - is to change the word

and save modifications As to delete the password from the window control user accounts as the picture

@\:__/- SR » Control Pansl 3 AN Control Pansl Beme 5 Llcar Arcoamts ~ | 45 Il Searh Crntmnt Gone o |

Make changes to your user account

#§ Parentsl Controls

We choose to remove the password - e —
Remove your password to show us a window
confirm the deletion as the picture .

Change the image of your account

Right-wing to click on an empty space on the desktop and choose to customize it to show up the
tollowing window

w| B » Control Paned » Al Control Panel tems » Personalization -+ e o
- ’

Cantrol Pand Home

the visuals and sounds on your computer

Chay

Chck & theme 16 change the deskiop background, window color, sounds, snd screen saver all a1 once
r-—-:l |

Unied States

Windows 7 Basic. i 1 Classic o
el — = 'S

-

Ditplay
Tatkibar and Start Menu

Ease of Access Center

And we choose it change your account picture to show up the e

tollowing window
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And from here can choose from a pre-existing images or puta o

G =& computer » tocalDik () »

picture of our choice from outside this group and clicking a T
B Desidop 2 MName
. . & Downloads .
button to browse for more pictures to show the following L | =
Users
: o || Gt
window i;:“ | == .
H videos
/% Computes
& Local Disk (C)
i Network
Paevme. a0 - [sepm gt~

1 Open, % Cancel

Make changes to your user account

And define the place of the image you want

selected and push open the following window

appears to confirm the operation and display

the image

And define the place of the image you want selected and
push open the following window appears to confirm the
operation and display the image And become the new

image appears in the main screen to enter

Files and folders

Most tasks require work in Windows files and folders . Windows uses folders to provide a system for
storing files on your computer , just as they used cardboard folders to arrange the information in a file
cabinet . Can contain folders on many different types of files , such as documents , music, images,
videos , and software . It can copy or move files from other sites , such as another folder , or a
computer , or the Internet , to folders created. It can also create folders within folders . For example , 1f

you create and store files in the My Documents folder . you can create a new folder within the
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documents containing the files. If you decide to transfer the new folder to another location , it can be

easily transported with its contents by selecting it and dragging it to the new location.
Kile:

The file 1s the basic unit of storage which enables the computer to distinguish a range of other
information. It is a set of data the user can be retrieved, changed, or deleted, or saved, or sent to an

output device, such as a printer or e-mail program

Create files: =] = = =l R T L7 =]

Kindi Laladl dad Kindisamples Assembly kindi Ciw
There 1s a quick way to create a short put some programs to create files in an expeditious manner as

tollows:
» Right pressing the right mouse on the desktop or in any tolder.
» choose from the sub-menu that appears New.

» afternoon submenu choose other ones desired file.

The types of files:

When creating a file and when writing the file name to note that writing the name of any file consists
of two parts:

The first part 1s the name of the file can put the name of the file up to 219 characters.

Section II: is the file extension (kind) and always consists of three characters exclusively in English.

Separates the file name and type a period (.) As shown in the figure below )
= = @quﬁw\l
£ ey T ey
Folders :

Container for programs and files in the application of graphical user interfaces, are encoded on the
screen by a graphical image (icon) of a file folder. Volume 1s intermediate to organize programs and

documents on the disk and can accommodate additional files and folders. For example,

Create a new folder

1 Open any folder, for example, documents.

2 Right-to click on an empty place, click the "New" Create a new folder "Folder". New folder is
displayed with the default name is specified, a new folder.

3.aketb a name for the new folder, and then press ENTER.
First Class 20
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Hint‘oi " You cannot create any folder or file inside the My Computer window.

Change the name of a file or folder:

There are several ways to change the name of a file or folder.

1. define the folder or file you want to change the name.

Then to click a single click on the name of the folder write the new name and then pressing Enter.
2. define the folder or file you want to change the name.

From the keyboard push button F2.

We write the new file name and then pressing Enter.

3. pressing right mouse right on the folder or file you want to change the name.

Hint‘o‘ " You cannot change any folder or file name belonging to the system or any program that can
change the name of the folders and files that I run just about any user.

Copv — Cut — Paste

Copy : take a copy of the file and put it in another place while retaining the basic version .
Cut: move a file from one place to another .

Paste: Copy command to install and shear when implemented warrants that any copying and shear is
not only the implementation of the Paste command

Copy command can be executed and the shear number of ways :
First: - Copy the files from the list Organize
1. define the file or folder you want to copy ((copy
2. open the Organize menu and choose the command to copy them .
3. open window where the desired mode version .

4. Organize choose from a list of Paste command.
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Second: - .alnsch using the right mouse button :

1.nhaddd file you want to copy.

2.ndguet Right mouse right on the file and choose Copy command .
3.nfath window where the desired mode version .

4 ndguet Right Mouse right in the empty place inside the window and from the sub-menu that appears
choose Paste command .

Third: - copies using the keyboard shortcuts :

1. detine the desired file copy.

2. using the keyboard pressing buttons on the CTRL +C to Copy command .
3 open window where the desired mode version .

4 of the keyboard shortcut, use CTRI. +V to Paste command .

Fourth: - Copy using drag -and-drop mouse Right- left:

1. two windows open source window that contains the file or folder to be copied and the destination
window where you want to place the copy .

2. pull the file or folder by left mouse button window toward the destination.

3. above the window by clicking on the destination we CTRI. button on the keyboard and then take a
file that we withdraw it.

Fifth: - Copy using drag-and-drop mouse Right right:

1. two windows open source window that contains the file or folder to be copied and the destination
window where you want to place the copy.

2. pull the file or folder by right mouse button window toward the destination.

3 we threw the file or folder within the destination window (the window where you want to place the
copy). |

Lol 135 o)) s

b sall 130 o)) Ji5
Bipall 138 g &l jlustial 2Lib3)
)g’ﬁi slal)
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Note: Cut the implementation is the same six stages that passed us earlier implementation of the Copy
command, but with no major version to keep in place a process of transferring from one place to
another.

Sixth: - the shortcut Shortcut

A quick way to run a program that the user frequently or open a file or folder without going to the site
to install it.

The benefits of the road Manual:
1 quick access to the program without resorting to menus.

2-saving storage space on the hard drive because it 1s not only the size of a small book.

3 pertorms the same task the original file.

There are several ways to create a shortcut:
* Using the processor ..

* Copy and paste shortcut.

Create a shortcut using the wizard: A T o S SR B

helps you to creste chortcuts to local of network programs, files, folders, computers, or

1. Click Right-click the desktop, point to New, and |
then click Shortcut. ‘ s

2. In location of the item box, type the path and

name of the file or program you want to add as a
shortcut, or click Browse to search for the file name, - — =
and then click Next.

@ o et Shovtouk

What would you like to name the shortcut?

3.aketb name you want to ,

Iwvpe a name for this shortcut:
appear under the shortcut, then computed
click Finish.

Click Finish to create the shortcut.

* When you click on the icon (Emen ) [ Conce

appears to end the shortcut on the desktop shortcut known of the arrow on the icon, for example,

First Class 23



Assistant Lecturer Py Diyala university/College of Engineering

Omar Abbood Imran Windows7 Electronic Department

2014 - 2015 Windows 7

ok B
) . & z]w

Create a shortcut using the Copy and Paste Shortcut:

1. open the window that contains the icon for the program, which will take him to the shortecut.
2. pressing right mouse right on the program icon.

3 to choose from the sub-menu that appears instruction copies.

4. pressing right mouse right on the desktop.

5. Choose from the submenu that appears to paste the shortcut.

Paste
Paste shortcut
Undo Delete Ctrl+Z

Pyl pailash...
Pyl &l s &

MNew »

B Screen resolution

. Gadgets

.To change the properties of the shortcut, right-click, right-click the shortcut, and then click Properties

| General | Shortcut | Security i Details ! Previous Versncms-:

|m computer
Target type: File folder
Target location: asp.net
Target PASP net - =Ll oS R S L files]
Start in:
Shortout key: None
Run: Normal window -
Comment
Open File Location ‘ ‘ Change lcon... | Advanced... |

[ ok ][ cancel

Find Objective: when you forget your place the program or master file can be clicking on this finding

the file and select it.

Change the icon: You can change the icon image by clicking on this button and choose the desired

from the dialog box that appears.
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Notes:

1. I we deleted the original file, the file does not delete the shortcut , but it does not work in the

absence of the original file and the file the shortcut does not delete the original file.

2.If change the original file name of the program or what his place and then we used the shortcut to

gain access to this program, the system will be looking for this file, and then finds it occupied by
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