Ministry of Higher Education and Scientific Research
University of Baghdad

College of Science

Department of Biology

Computer Science-1
2021-2022

dsibcall g Agalaall Ol all = 3 g¥) dda yall
dj\z\ g—*ﬂbﬁ‘ M\

daal 3 g i) .p




Computer Laboratory First Class/ Biology Department

Lecture (1)

What is a computer?

A computer is an electronic device, operating under the control of instructions stored in its own memory, that can accept data, process the
data according to specified rules, produce results, and stores the results for future use.

Data and Information

Computers process data into information. Data is a collection of unprocessed items, which can include text, numbers, images, audio, and
video. Information conveys meaning and is useful to people.

Information Processing Cycle

Every computer system is made up of multiple electronic components. These components fall into four broad categories that serve different
purposes in the information processing cycle.

The information processing cycle is the four-step process that data moves through as it is processed by a computer. It consists of input,
processing, output, and storage.

Dutput

Input: Components that help humans put data into the computer. Examples include a keyboard, mouse, and touch screen.

Processing: Components that move and process the data inside the computer. The motherboard and its processor and memory chips fal
into this category.

Output: Components that provide the results of the processing to humans. The monitor is the primary output device; other exampled
include printers and speakers.

Storage: Components that store software and data until it is needed. Storage components include hard drives, USB flash drives, and DVDs
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Window 7

Desktop Components:
1. Start Menu.
2. Taskbar.

3. Desktop Icon.

desktop

Notification Area

Start Menu
The Start menu is the main gateway to the computer's programs, folders, and settings. It's called a menu because it provides §
list of choices.

Use the Start menu to do these common activities:
e Start programs.
e Open commonly used folders.
o Search for files, folders, and programs.
o Adjust computer settings.
o Get help with the Windows operating system.
e Turn off the computer.
 Log off from Windows or switch to a different user account.
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8 (W picrosoft word 2010
| ,‘_-/- Paint pc

Documents

*:] Motepad

Pictures

| Calculator

Music

_‘;| Getting Started 3

= Games
a Windows Media Center
d Computer
IL:‘ Microsoft FowerPoint 2010
Control Panel
Sticky Notes
Devices and Printers

Default Programs

Help and Support

Getting started with the Start menu

—

.y N
To open the Start menu, click the Start button & in the lower-left corner of the screen. Or, press the Windows logo key
&% on the keyboard.

The Start menu has three basic parts:
e The large left pane shows a short list of programs on the computer. The computer manufacturer can customize this list
so its exact appearance will vary. Clicking All Programs displays a complete list of programs.
e At the bottom of the left pane is the search box, which allows the user to look for programs and files on the compute
by typing in search terms.
e The right pane provides access to commonly used folders, files, settings, and features. It's also where the user goes tq

log off from Windows or turn off the computer.

Using Windows Accessories
Windows comes with several accessories, built-in programs that are extremely useful for completing everyday tasks.

Frequently Used Windows Accessories

Program Description

Calculator Performs arithmetic calculations

Notepad Creates, edits, and displays text file using basic text formatting
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Paint Creates and edits bitmap pictures
Run Open program, folder, or document
Snipping Tool Captures different parts of the screen
Sticky Notes Creates color notes on the screen
WordPad Creates, edits, and displays text document with complex formatting
e Disk Defragment
System Tool e Disk Cleanup
e System Restore
e Ease of Access Center
e  Magnifier
Ease of Access e The on-screen keyboard
e  Speech recognition
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Computer types
The computer is a device that receives input from the user through a mouse or keyboard, processes it, and displays the resul
on a screen. The computer is classified into different types of computer according to their size, work, brand, model, and
purposes.

1. Computer types are based on purpose.

2. Computer types are based on size.

3. Computer types are based on the operation.

4. Computer types are based on the operating system.

Computer Components

Every computer is composed of two basic components: hardware and software. Hardware includes the physical features
which are every part that the user can either see or touch. The software includes the features responsible for directing the
work to the hardware.

Hardware
e Input Device: This allows you to enter data and instructions into a computer such as a keyboard and a mouse.

e Output Device: Hardware component that conveys information to one or more people such as to monitor and speaker
e System Unit: Case that contains the electronic components of the computer that are used to process data.

e Storage Device: Records (writes) and/or retrieves (reads) items to and from storage media.

e Communications Device: Enables a computer to send and receive data, instructions, and information to and from one

or more computers or mobile devices.

monitor

optical disc drive {output device)

(storage cevice)

printer
(output device)

w“reen

Web cam
{input device)
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system unit
{processor, memary,
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\
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R microphane { ’(
TS e . [input device) ;‘,:
@ {storage device) |/
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card readeriwriter ¥ g
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external hard disk
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{stovage device)
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Window 7

Start the computer and log on securely using a user name and password.
e First, check that all cables are plugged securely into the rear of the machine.
e Then check that the monitor is turned on.

o Locate the power switch on the system unit (tower) and press it once to turn on the computer.

Shut down the computer using an appropriate routine.

o Click on the button that represents Start @

e Click Shut Down.

L
]
~

1]

[

e
]
A
1
L

| :
Switch user

Log off
Lock

Restart

Sleep
Hibernate

e Switch User: A Windows feature that enables another user to log in without the original user logging off first.

e Log off: To close a user account's session, closing all open programs and data files, and unloading all of that user'
settings.

e Lock: Locks up the computer while you're away from it.
e Restart: Reboots the computer.

e Sleep mode: A power-saving mode that retains all running programs and open windows in computer memory for a super-
quick restart.

e Hibernate mode (found only on laptop computers): Puts the computer into a low-power mode after saving all running
programs and open windows on the machine's hard drive for a quick restart.

To place the computer in one of these modes, select it from the Shut Down button's menu on the Start menu.
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Searching

The Search utility allows the user to search for files. To open the Search dialog box:
e Click on the Start button.
e Write the file/folder where the user has Start Search.

e  Automatically it will start searching.

Search programs ond files

Use available Help functions.

o Click on the button that represents Start &

o Click on Help and Support

Calculator
Help and Support

> All Programs

| | Search programs

e A window will load up. In the Search, Help box write what the user needs to search.

. _ - -
@ Windows Help and Sl.!gpu_rt . A & ‘ [ K g
) s .\‘_@ gj il 9:% Ask Options =
pm——

< | Search Help 2| \.>
—— e

*

() Find an answer quickly

Enter a few words in the search box above.

Not sure where to start?

m How te get started with your camputer
® Learn about Windows Basics i

m Browse Help topics

More on the Windows website

y Check out the Windows website, which has more
information, downloads, and ideas for getting the
most out of your Windows 7 PC.
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Taskbar

The Windows interface includes a special application desktop toolbar called the taskbar. The user can use the taskbar fo

switching between open windows and starting new applications.

Add Toolbars to the Taskbar

The user can add toolbars to the taskbar by right click on the taskbar and select Toolbars,

i — H
Address Toolbars E

———

LilE Cascade windows
LB T3 Show windows stacked
Desktop

Show windows side by side

Ll 50 e e Show the desktop

Mew toolbar...

Start Task Manager

!

v Lock the taskbar
I W oPertes |
Or right-clicking (or press and hold) on a blank space on the taskbar and choosing Properties, then the Toolbars tab.

-~

b Taszkbar and Start Menu Properties | 22

| Taskbar I Start Menu |--TDD"3EII'S

Select which toolbars to add to the taskbar.

] Address

[ Links

] Tablet PC Input Panel
7] Desktop

Manage multiple windows
All open windows are represented by taskbar buttons. Arrange the windows. The user can arrange open windows in one of
three ways:

e Cascade, which puts windows in a single stack that has been fanned out so that the window titles appear.

e Stacked, which puts windows in one or more vertical stacks depending on how many windows the user has open.

e Side by side, which places each window—open, but not maximized—on the desktop so the user can see all thdg

windows at once.

[ | O TR, N T T A

Arrange windows in a cascade (left), vertical stack (center), or side-by-side pattern (right)



https://msdn.microsoft.com/en-us/library/windows/desktop/cc144177(v=vs.85).aspx

Computer Laboratory First Class/ Biology Department

Lecture (2)

To arrange the open windows, right-click an empty area of the taskbar, then click Cascade windows, Show windows stacked
or Show windows side by side.

Show the desktop: to show the desktop window.

Toolbars k

Cazcade windows
Show windows stacked

Show windows side by side

( Show the desk‘tap)

Start Task Manager

v Lockthe taskbar
i Properties
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To start task Manager
Task Manager displays the programs, processes, and services that are currently running on the computer. The user can usq

Task Manager to monitor the computer's performance or to close a program that's not responding. Open Task Manager by
right-clicking the taskbar, and then clicking the Start Task Manager.

Toolbars »

Cascade windows
Show windows stacked
Show windows side by side

Show the desktop

Start Task Manager

v | Lock the taskbar

Properties

Shut down a non-responding application.
Sometimes a program/application fails to respond. In such a case, the user needs to start the task manager to shut dowt]
(close) the program:

o The easiest way to use Task Manager is to press Ctrl + Alt + Delete on the keyboard.

e A window will occur. The user will see a list of things that the user can choose from. The user must click on Star

Task Manager.

> Lock this computer

<> Switch User

! Cancel

e This shows a list of all currently running tasks, or programs. If a program is having trouble, the status will likely show

"Not responding.” Click on the program that is not responding and click End Task.
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: T —— . (5. 6 o]

B Windows Task Manager l":"'"El"' |
.

| File Options View Windows Help

‘ Applications |_Focesses-| Services | Performance I Metwarking I Users |

-

Task Status
@dntx - Microsoft Word (Product Activation Failed)  Running
&0 Untitled - Paint Running

E www must.edu.egfintranet/ICOLfecdl_v4_mod2... Running

€ enatask Y swichto || MewTask...
u

e The End Program dialog box will be displayed.
e Click the End Now button.

Changing Windows 7 Taskbar Properties
The user can customize the Taskbar by hiding it, making it bigger or smaller, or doing other things to it, to get to thd
customization window, right-click an open area of the Taskbar and left-click the "Properties" title.
e Lock it. When "Lock the taskbar" is checked, no one can make changes to its size or placement on the desktop.
o Auto-hide. If the user checks this box, it will hide the Taskbar, so that the user can't see it.
e Use small icons. This will shrink the Taskbar and icons, freeing up more space but still allowing the user Taskba
functionality. This is a good option on small screens like laptops or netbooks where space is at a premium.
e Move the Taskbar. The drop-down menu "Taskbar location on screen:" allow the user to move the Taskbar to the top, o
either side, of the desktop. Again, most people are used to seeing it at the bottom and leave it there.
o Taskbar buttons. Here the user can change the appearance of the icons in the Taskbar. The user can turn off
"combining™ of icons, meaning that if the user has three Microsoft Word documents open, for example, each document

will appear as its icon in the Taskbar, rather than two "hiding" behind a single Word icon.
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it Taskbar and Start Menu Properties &

Taskbar |;;t,_3n_; Menu iquIbars|

Taskbar appearance
[¥] Lock the taskbar

] Auto-hide the taskbar

[T Use small icons

Taskbar location on screen: |Battnm v]

Taskbar buttons: [Always combine, hide labels ¥ |

MNotification area

Customize which icons and notifications appear in the [ o ctomize. ..
notification area.

Preview desktop with Aero Peek
Tempararily view the desktop when you move your mouse to the

Show desktop button at end of the taskbar.
[¥] Use Aero Peek to preview the desktop

How do T customize the taskbar?

| [ Ok ] [ Cancel Appl

To Modify the Power Button
Under the Start Menu tab, the user can modify how the Power Button responds. To make modify the power button, right-click
the taskbar, select properties, and select the start menu and then change the power button action.

., Taskbar and Start Menu Properties ﬁ

-
| Taskbar | Start Menu |Too|barsl

To customize how links, icons, and menus look and Customize...

behave in the Start menu, dick Customize.

IPower button action: |5hut down - |

Privacy
[¥] Store and display recently opened programs in the Start menu

| Store and display recently opened items in the Start menu and the
taskbar

Notification area
The notification area is located at the right end of the taskbar and contains program icons that provide status and notifications
The notification area is to provide:
o Easy access to different system functions: the date and time, volume, network, the action center, the active keyboard
input language, etc.
1:26 PM
5/23/2013

o System notifications: the notification balloons that pop in the notification area. For example, when a USB stick ig

~ 5l 92 W) ENG

successfully removed, the user is notified about it.
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@ safe To Remove Hardware ¥ X

The 'USE Mass Storage Device' device can now be safely
remnaoved from the computer,

o Easy access to applications that display their icon in the notification area.

-

-
-~ >

:’I Show the \“
'\ Desktop !

The simplest way to access this window is to click or tap the arrow displayed on the left side of the notification area and ther]

the Customize link.

Tl S BN

= - T 32 PM
= LI By
v @ ) NG o o0r3

G\——‘_’j |=—=J=. e All Corteol Panel lems ¢ Netification Arealoons b | | Search Control- Poe) h |

Select which icons and notificstions appear on the taskbar

F you cheose to hide icons and notfications, you won't be notified about changes or updates, To view hidden
icons atany time, cick the amow ner 1o the natification area on the taskhar,

Tcons Behaviors ‘“

| <y | Show icon and notifications - |
Sedve PC issues: 1 importan! messoge.

H c;wer iy (41553 rermaining |5how icon and notifications. -J 1

) =

O Windoos Ephere [ Showws scan and ntifictions -
Bivetooth Devices - hen X

= N.ﬂ, SNEIN [ntermet actess |5h0v\-il:0ﬂar|dnutificitions =

8 Mchuere (st =
Speakers: 87

Turn system icons an or off
Restore defauit icon hehaviors

| Always show all icons and notifications on the taskbar
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External components of the system unit
External components are the visible parts of the system unit:

Internal components of the system unit
1.

No ok~ wd

Categories of Computers

Lecture (4)

Power switch.
Reset switch.
Disk Drive.
Case.

USB ports.

Motherboard sometimes called a system board is the largest electronic circuit board in the computer. Many
electronic components attach to the motherboard; others are built into it. A motherboard connects CPU, memory
hard drives, video card, sound card, and other ports directly or via cables.

The CPU.

RAM and ROM memory.

Hard disk.

Fan.

Video card.

Slot.

Personal computers

Mobile computers and mobile devices

Game consoles
Servers
Mainframes

Supercomputers

Embedded computers
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Pinning
In Windows 7 the user can pin favorite programs anywhere on the taskbar for easy access. The user can pin individua

documents and websites to jump lists on the taskbar.

Caleulator

&= Pin this program to taskbar
B3 Close window

File and Folder
All the data on the hard drive consists of files and folders.

File Folder
A file is commonly referred to as a document and is A folder is a container for programs or files and a
usually created from within a specific program. method of organizing information.
s Ez'-. (4 -3
] W] —:—J :/17 L—
2 - text
My Docurments ECDL Moktes
Courses_5c... Chapter 6.doc message.txkt r
Files store data, whether text, music, or film Folders store files and other folders.
Files are represented with an icon and usually include a Folders are represented with a yellow icon.
symbol of the associated program.
Each file has its extension. A folder does not have any extension.
Files are taking spaces on computer memory. Folders are not taking space on computer memory.
- The user can create different types of files or
The user cannot create any folder or subfolder within a . yp
file subfolders in a folder.
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Selecting Files, Folders, and Sub-folders
e To select an individual file/folder simply click once on the file/folder. The file/folder will be highlighted in blue.

] 5Control Panel.docx T804/ 1 p 17T Microsoft Word D... 2,551 KB
@ Any Video Converter T 1818 a0 Shortcut 1 KB
@ AppsHat AR F YA AL T 4§ Shortcut 3 KB
com.sunstar.death.shooter.commande3... Y+10/+0/1) p +50 - WinRAR ZIP archive 9363 KB
@ download (1).jpg T-1ef«V/ 1 p 1T:TH ACDSee 15 JPEG L. 5 KB
@ download.jpg T+18/-W/+1 p 1T:TA ACDSee 15 JPEGI... 3 KB

e To select several adjacent files/folders. Click on the first file/folder in the block the user wishes to select, then presq

Shift with Arrow key and keep pressing these keys whilst clicking on the last file/folder in the block.

com.sunstar.death.shooter.commandod...
@ download (1).jpg

@ download.jpg
driverrobot_setup.exe
Ibox_Diamend2_V1.61-04-11-2014 Y2G5..,

F index.htm

TE;E:J installer_beach_head_2002_Arabic.exe \

EE, Microsoft Visual Basic 6.0 _.T ]

(3] Microsoft Word 2010

[#] Module2.pdf || v -

e To select several non-adjacent files / folders. Click on the first file/folder that the user wishes to select. Then press thg

Ctrl, whilst clicking on the other files/folders that the user wishes to select.

@ Any Video Converter

(#F AppsHat
com.sunstar.death.shooter.commando3...
@ download (1).jpg

@ download.jpg

driverrobot_setup.exe
Ibox_Diamond2_V1.61-04-11-2014 V2G5...
G index.htm

ﬁEJ installer_beach_head_2002_Arabic.exe
Eﬁ, Microsoft Visual Basic 6.0

{#l] Microsoft Word 2010

[#] Module2.pdf

Creating Folders / Sub-folders
e Identify the area where the user will create the new folder, e.g. Desktop or My Documents.
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¢ Right-click in space, point to New, and then click Folder.

o A new folder will be created and the user can use the keyboard to type a name for the folder.

—

Shortcut

Microsoft Access Database

¥

Graphics Properties
¥ Configure Switchable Graphics g Bitmap image

> Contact
View >

Sort by L B
Refresh =

®] Microsoft Word Document
%] Journal Document
[E  Microsoft PowerPoint Presentation
Paste [El] Microsoft Publisher Document
Paste shortcut IE8  WinRAR archive
Bitdefender L4 ## ATL MFC Trace Tool settings file
=
&
L0
=)

5] Shared Folder Synchronization » Tt Dacurncit

po ] pe Microsoft Excel Worksheet

ol ks WINRAR ZIP archive

Briefcase

B8  Screen resolution
@Y Gadgets
g’ Personalize
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Central Processing Unit (CPU) the central processing unit (CPU), also called a processor, is located inside the computer case
on the motherboard. It is sometimes called the brain of the computer; it consists of the following features:
+« CPU performs all types of data processing operations.

«»+ It stores data, intermediate results, and instructions (program).

¢ It controls the operation of all parts of the computer.

The CPU contains following elements:
1. Control Unit: The control unit is responsible for controlling the sequencing and timing of the other elements making

up the CPU.
2. Arithmetic Logic Unit (ALU): The ALU performs the mathematical calculations using data stored within the CPU

registers.
3. Registers: The registers are memory storage areas within the CPU that hold the data that is worked on by the ALU.

4. BUS: The computer bus transports data between the memory and registers.

Machine Cycle
For every instruction, a processor repeats a set of four basic operations, which comprise a machine cycle (Figure 4-5): (1
fetching, (2) decoding, (3) executing, and, if necessary, (4) storing. Fetching is the process of obtaining a program instructior]
or data item from memory. The term decoding refers to the process of translating the instruction into signals the computer car
execute. Executing is the process of carrying out the commands. Storing, in this context, means writing the result to memory.

The Steps in a Machine Cycle

Astudent snters 3 math Step 1
problem into the The contsol unit fetches
a 3 tha math problem’s
nstructions and data

Step 2

g\teergnj‘ts o themath MEMERY The mcmhd unit decodes the
in math probiam’s instructions
g and sends the nstructions

menary.

PROCESSOR

and data 12 the ALU.

Step 3
The ALl porforms
calawlations on the data
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Changing the name of a Folder / File
¢ Right-click on the folder/file.
o Click Rename.

e Typeinanew name.

Open
Edit
Mew

Print

[% Convert to PDF with Mitro
[[3 Combine files with Mitro
O pen with »

Share with »
Add te archive...

Add to " sdes.rar”

Compress to " sdes.rar” and email

Compress and email...
E=a

Bitdefender 3

Restore previous versions

Send to 3
Cut

Copy

Create shortcut

Delete

Rename

Properties

Saving a File
When the user saves a document for the first time, the user needs to give it a name. To save a file, follow this procedure:
e Click File, Save As.
e From the Save in the drop-down box select the disk and folder where the document file will be saved.
e Type a name for the document in the File Name: box.
o Click Save.
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il Untitled - Notepad E=SFRA > |
[ File| Edit Format View Help
Mew Ctrl+M -
Open... Ctrl+0
Save Ctrl+5
Save As...
Page Setup... i
- |
Print... Ctrl+P
Exit il
L
]
# K
7| Save As - - &
‘\Ju |! Desktop  » - | *5 | | Search Desiton yo |
Organize = Mew folder b= = (7]
s F . Mame Size Itemn type Date modified
» Favorites =
| ‘ o Libraries
Bl Desktop : 2 Hp
w2 Librariec ‘M Computer
il Documents ‘ hy Metwork
& Music App File folder Y
| Pictures J Apr09 2015 Fite folder Tl
E Videos , Data File folder T I T/ T p<TikO
| B Hp
H
M Computer
£L, Local Disk (C3)
a Local Disk (D) -
File name: m -
Save as type: |Te>n. Documents (™.xk) = |
- Hide Folders Encoding: [ AMNSI v] [ Save J [ Cancel J

Duplicating (Moving) Files and Folders from one folder/directory to another.
o Select the files/folders that the user wishes to duplicate/move.
o Click Edit, Copy (to duplicate) OR Cut (to move).

e Open the folder where the user wants to paste the files/folders and click Edit, Paste.
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Open
Open in new window

Manage with ACDSee 15

Share with »

Add to archive...

Add to "Azhar & Suhila.rar”

Compress and email...

Compress to "Azhar & Suhila.rar” and email

5] Shared Folder Synchronization >
Restore previous wersions

Bitdefender 3

&  jetAudio »
Include in librarny »

d to

Create shortcut
Delete

Fename

Properties

Deleting Files
e To delete afile, simply right-click on it and click Delete. The same procedure applies to a folder.

e Files and folders that the user deletes are placed in the recycle bin, from where the user can permanently delete a filg
or restore it.

Include in library 4
Send to >
Cut

Copy

Create shortcut

Rename

Properties

To permanently delete a file/folder:

¢ Inthe Recycle Bin right-click on the file/folder that the user wishes to remove permanently, then click on delete.
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Restore
e~ Cut
i
g Properties

Restore files, folders from the recycle bin

To restore a file/folder:

¢ Right-click on the file/folder (in the Recycle Bin) and click on restore. The file will be restored to its original location.

Cut

Delete

Froperties

Empty the recycle bin.
To empty the Recycle Bin:

e Double click on the Recycle bin to open it. Click, Empty Recycle Bin.

[ Open

& Empty Recycle Bin

Bitdefender C

Create shortcut

Rename

| Properties

Creating Desktop Shortcut Icons
Sometimes it might be necessary for the user to create a shortcut on the desktop. Usually, the reason behind this is that
the user uses a particular file/folder regularly and the user wants to be able to open it easily and quickly. To create a new
shortcut:
¢ Right-click on a file / folder.
e Move the pointer to send to.

o Click Desktop (Create Shortcut). A shortcut to that file/folder will be created on the desktop.
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Open
Open in new window

Manage with ACDSee 15

Share with »
Add to archive..,

Add to "Azhar & Suhila.rar”

Compress and email.,

Compress to "Azhar & Suhila.rar” and emnail

Shared Folder Synchronization b
Restore previous versions

Bitdefender 4

VW =

jethudic »

Includein library »

Send to 4 8 Bluetooth device
Compressed (zipped) folder

@esktop create shnrtcu_t]::

Documents

Cut

Copy

Create shortcut
Delete

Fax recipient

Mail recipient
Web_Publishing_Wizard
DVD RW Drive (F;) Audio CD

& U B m

Rename

Properties

Creating a Shortcut to another Location on the Computer
¢ Right-click on a file / folder.
o Click create a shortcut.

e  The shortcut will be created next to the selected file/folder.
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Lecture (5)

Open
Cpen in new window
Manage with ACDSee 15

Share with

Add to archive...

Add to "Azhar & Suhila.rar”
Compress and email...

Compress to "Azhar & Suhila.rar” and email

wBEBE

Shared Folder Synchronization
Restore previous versions

Bitdefender

Ve

jetfAudio
Include in library
Send to

Cut

Copy

Paste

Delete

Rename

Properties

First Class/ Biology Department

Number of files
contained within
the folder

sub-folders)

(including files in

Open a window to display folder name, size, and location on a drive.

e Click Properties. The following window will appear:

| . ECOL w5 Properties

Gonerd | Snarng | Seuty | Custenios

ECDL VS

Type Fie Folder (.5) et o
Location C:\sare' onfl :em::o-_--

Se 17 2 ME (1B.096.071 bytes)

Sqeeomdek. 173 ME (18 283.584 bytes)

Location of the
Folder in your
computer

>

3 _.J..§&%£_~:[!f1€,!f:t!a's'f_l

Cordans,_~72 Fles, 21 Folders

’_H-
i Cmated Wedrmedday, dbv 08, 2005, 82329 FM
Arrindes il Readonly Cnly apcbes to fes i folder)

QK Cancal

Number of folders
within the folder
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Memory: consists of electronic components that store instructions waiting to be executed by the processor, data needed by
those instructions, and the results of processing the data (information). Memory stores three basic categories of items: (1) thd
operating system and other system software that control or maintain the computer and its devices; (2) application programg

that carry out a specific task such as word processing; and (3) the data being processed by the application programs ang
resulting information.

Memory is divided into two types:

1. The main Memory Unit (MMU) is used to store data and instructions. It is the storage space in the computer, wherg
data is to be processed and instructions required for processing are stored. It categorized into two:
RAM: Random Access Memory.

ROM: Read Only Memory.

7
°

e

S

The following table compares RAM and ROM.

RAM ROM
Store the currently active programs and their Stores certain fixed routines such as the boot-up
data. routines.

RAM is volatile: When the computer is

switched off, the contents are lost. ROM is non-volatile: When the computer is

switched off, the contents are not lost.

The contents of RAM can be changed or The contents of ROM cannot be changed or
deleted. deleted.

2. Secondary Memory is used for storing data/information permanently. It is slow and the cheapest form of memory
CPU cannot process this memory directly, to do any processing on this memory, firstly it has to be copied into the
primary memory. It stores data permanently; the most common forms of secondary storage devices:
Hard (Fixed) Disks.

CDs/ DVDs.

USB flash drives (Universal Serial Bus).

7 7
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Ports: A port is the point at which a peripheral attaches to or communicates with a system unit so that the peripheral can send
data to or receive information from the computer. An external device, such as a keyboard, monitor, printer, mouse, ang
microphone, often attaches by a cable to a port on the system unit.

Parallel ports

Serial ports

PS/2 Port

USB (Universal Serial Bus) ports

VGA Port
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Desktop Icons
An icon is a small graphical representation of a program or file. When the user double-click an icon, the associated file o

program will be opened.

iV

e My computer icon. MlSs

e Document icon.

pc
e Recycle bin icon. EEREEE

Minimize

Close
Window \Elzﬁ_nlwwi ndow

Maximize/Restore
Window

The Windows Explorer Views

The Views icon allows the user to set the view to display files. Open document icon from desktop, select view

Share with = Mew folder @ .ﬁ-
Documents library

[ Favorites SIS
B Deskiop Includes: 3 focations
& Downloads Hame = Date modified Tope Sze .

£l Recent Places
4 My Documents {16}

Chllsershpe

i Libranes
% Documents Hisuite # Filefoider
___ My Documents [BM File folde 1]
) Puglic Documents DSExpress File folder g
8 pe ] My Daka Sources M Filefolder
o Music My Endote Library Data File folder
[ Pictures Iy Web Sites File fotder
B Videos Plzgiarism Dezector reports File fotder
PlzgiarismChecker) 04PN File folder
1% Compguter \iberDownlozds 1AM File folder
f_ Local Disk () Visuz| Studio 2008 File foider

Visuz| Studio 2010 d  File folder

6 Network Visuzl Studio 2015 File fatder
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Or clicking on the down arrow displays the following options.

E| Extra Large Icons

| Large Icons

=%

sia| Medium Icons

Small Icons
& List

== Details

EIZ Tiles

5‘% Content

o Tiles: Displays only the file titles.

o Small Icons: Displays all objects as icons.

column.

Sort files

e Click View, Details.

e Medium and Large: Displays picture files as a series of small pictures.

e List: Displays all files/folders in list format split into multiple columns.

o Details: Displays all files and associated file details such as name, size, type, and last accessed date in a singldg

The files displayed in the My Computer window can be sorted by name, size, file type, and the date/time last modified:

& Extra Large Icons

| Large Icons

a5 Mediurm Icons

Small Icons

#&F List

i,‘; Tiles

jE Content

o Click the appropriate header:

First Class/ Biology Department
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Customizing the Desktop

Click on Desktop Background.

¥

@)

@uw|£y » Computer » Local Disk (C) » - ‘ 4 | |
Organize « Share with Burn MNew folder il i@
 Favorites (‘ Mame Date modified Type 459

Downloads File folder

B Desktop ) frames File folder

. Libraries J Intel File folder

|| Documents | Perflogs File folder

2 My Documents . Program Files File folder

Public Documents ) Program Files (x86) File folder

Graphics Properties

Configure Switchable Graphics
View

Sort by

Refresh

Paste

Paste shortcut
Undo Copy Ctrl+Z
Bitdefender

Shared Folder Synchronization
sl o lmsh.

pas 2L

MNew

Screen resolution

Gadgets

E

Personalize

L& 4

Right-click in an empty spot on the desktop. A shortcut menu appears. It offers various options. Click on Personalize.

@@.!ﬁ » Control Panel »

~[&][s

Control Panel Home

Change desktop icons

Change the visuals and sounds on your computer

Click 2 theme to change the desktop background, window color, sounds, and screen saver all at once.

Change mouse pointers My Themes (1)

Change your account picture

Aero Themes (6)

Windows 7

S

Unsaved Theme

Get more themes

Landscapes

.

online

See also
Display
Taskbar and Start Menu

Desktop Background

Ease of Access Center o

.

4
Window Color Sounds Screen Saver
Sky Windows Default None

=y

®©




Computer Laboratory First Class/ Biology Department

Lecture (6)

Select a picture then save the change. Or click on Browse. Select background from file browser windows. Click Open.

o RS

@\_}"E“ Appearance and Persanalization ¢ Fersonalization ¢ Desktop Background VI'?: Search Controd Ponei =
P — - — — i = = — — = = = =

Choose your desktop background
Click a picture to make it your desktop background, or select mor dglure to create 2 clide chow.
Picture location: |Windows Decktop Backgrounds tJ | Browse... Select all Clear zll

- Wallpaper (1)

4 Windows (1)

Change picturs every:

B minutes | Shuffle
Fill -
Nhien using battery power, padce the chde show Lo save power

Save changes Cancel
9

—

Change the Screen Saver
Click on Personalization then on Screen Saver. From the window given choose the screen saver by clicking on the arrow undel

the text Screen Saver and choose from the list given

RNy [ S - = i |
Q@v & ) Control Penel » Appearence and Personalization » Personelizetion v I ‘e H Search Control Pans! yel
—_— - - - — —— - - — -
Contrel Pane! Home < 3 Q
Change the visuals and sounds on your computer
Change desktep icons Click 3 theme to change the desktop backaround, window celor, sounds, and screen saver zll at once.
Change mouse peinters My Themes 1} -

Change your account picture F- ~——
Sl E
=]
Bl
Unsaved Theme

Set more themes online

Aero Themes (6

A TS

Windows 7 Archtecture Characters Landzcapes -
=3 S

See alsa
r 2

Taskbar and Start Menu 2 g \ "
Desitop Background Window Color Sounds Screen Saver
Eas= of Access Center Harm ooy Skey Windaws Defaul None




Computer Laboratory

B Screen Saver Settings

Lecture (6)

First Class/ Biology Department

Screen Saver

Screen saver

Blank

| Bubbles
Mystify
Photos
Ribbons

‘FE‘.‘?“F’. "
|

g, display logon screen

ence by adjusting display

Change power settings

[

Ok

] | Cancel

e Preview to see how the screen saver looks like. Also, change the minutes to wait before the screen saver show up.
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Software
A series of related instructions, organized for a common purpose, tell the computer what task(s) to perform and how td
perform them. Software today often has a graphical user interface. With a graphical user interface, you interact with thg
software using text, graphics, and visual images such as icons. There are three types of software:

e Operational Software (Operating System).

e Applications Software.

e Programming language.

Operating System An operating system is a set of programs that coordinates all the activities among computer hardware
devices. It provides a means for users to communicate with the computer and other software. Many of today’s computers use
Microsoft’s Windows, Mac OS, and Linux.

When a user starts a computer, portions of the operating system are copied into memory from the computer’s hard disk. These
parts of the operating system remain in memory while the computer is on.

Applications Software consists of programs designed to make users more productive and/or assist them with personal tasks.
Application software has a variety of uses:

1. To make business activities more efficient.

2. To assist with graphics and multimedia projects.

3. To support home, personal, and educational tasks.

4. To facilitate communications.

Examples include:
- Word-processing programs (for producing letters, memos, etc.).
- Spreadsheets (for doing accounts and working with numbers).
- Databases (for organizing large amounts of information).
- Games.
- Graphics programs (for producing pictures, advertisements, manuals, etc.).

Programming Languages is the commands that users activate to complete a task.
- Low-level language or Machine Level Language

- Assembly Level Language or Middle-level language
- High-Level Language

A programmer develops software or writes the instructions that direct the computer to process data into information.
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Change Screen Pixel Resolution

e Right, click in an empty spot on the desktop. A shortcut menu appears. It offers various options. Click on Screer]

Resolution.

From there one can change the Resolution.

Print Screen

The user may be required to print screenshots of regions or full-screen images from the computer to do this:

o Locate the print screen button on the keyboard and press it once. This will take a picture of the current screen.

()| « appesrence and Per

P

(o)

Lecture (7)

Graphics Properties

Configure Switchable Graphics
Wiew

Sort by

Refresh

Paste

Paste shortcut

Undo Copy

Bitdefender

Shared Folder Synchronization
Py | il

g |l s

Mew

Screen resolution I

scnalization

Gadgets

Personalize

v Display ¥ Scresn Resciution

Change the appearance of your display

Display:

Fesolution:

Wha display =

= test and othe

|1 Mabile PC Display =

enting |

[ 1366 % 768 (recommended)

+' ! B00 =600

1386 = 768 [recommended) -

Cancel

First Class/ Biology Department

Ctrl+Z

| Detect

| Identty
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Cleaning Up the Disk
The user can safely remove redundant or unnecessary files from the hard disk by using the Disk Cleanup program. These fileg

consist of temporary files Windows creates or makes copies of when installing or uninstalling programs, paths to Web sites

visited, temporary data files, or the status of an application program when it stopped responding.
Disk cleanup can be run using one of the following methods:

o Click Start, All Programs, Accessories, System Tools, Disk Cleanup, select the hard drive the user wants to clean up

and click OK.

e Open My Computer. Right-click the local disk to clean up, then click Properties. Click the General tab and ther]

Disk cleanup.

' Disk Cleanup lﬁ I

&

Disk Cleanup is calculating how much space you will be

_‘::} able to free on (T3}, This may take a few minutes to
complete.
I Calculating...
[ Cancel |

Scanning: System emar memorny dump files

[ x 4

The length of time to calculate the space depends on when this command was last used. Once Disk Cleanup finished
calculating the amount of space the user may be able to free up, the user will see a dialog box similar to:
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|\ = Disk Cleanup for (C) =
|
Dizk Cleanup i |
|
&3 = You can use Disk Ceanup to fres up to 2.08 GB of disk
space on () |
Fles to dslete
o2 Temporary Irtemet Files 356MEB ||
[ '@ Recyrle Bn 0 bytes ' —
1| | Seiup Log Fies 13.0K8
Bl Temporary files 158GB -
Total amount of disk space you gain: 102 MB
Diescription

Downloaded Frogram Files are ActiveX controls and Java soplets
downlcaced automaticaly from the Irtemet when you view cetan
pages. They are temporarily stored inthe Dowrloaded Program
Filzs folder on your hard disk.

| 1B Clean up systen fies | ‘iew Files |

bow coes Dis< Clearup work?

ok || Cameel |

Defragmenting the Disk
Files are stored in blocks called allocation units or clusters. A file may be stored in a single contiguous space or the first spacsg

available. Over time, a disk becomes fragmented based on the number of files, folders, or programs on the system. The Disk
Defragmenter program reorganizes how information is stored on a hard disk so files reside in a contiguous section. This is alsd
called the "Defrag" command, and a common method to reduce problems with accessing information or speed up the access

time.
Disk Defragmenter can be run using one of the following methods:

e Click Start, All Programs, Accessories, System Tools, Disk Defragmenter.
e Open My Computer. Right-click the local disk to defragment, then click Properties. Click the Tools tab and ther

Defragment Now.

7 T e

tas Dick Demgmenter

gt Dok Defragmenter consobdates fragmented files on your compuber's hard disk fn Fmprove system
IS performence. Teil me more shout Dk Oefragmerser
Schatuli:
Schedulin dafrageentation i tumed o  Corfigure schedule,.
Fun 3t L0 A6 avery Wednesday
Mt scheduled run: 3/21/2007 138 AW
J| Cument ststus:
Dizk Laet Fon Progrez:
| &icy 25/ 207 1347 P % fragmented)
|| | casinrem Resarved S/ARHAT 63 PW % Fragrmented]

Only disks that can be defragmented are shown,
To best determiimeif your d frag 3 yeu need to fi reeyout disks.

7 bk dick ¥ Defragmer disk

Clone.

Control Panel
The Control Panel in Windows 7 is the place to make changes to various settings of the computer system and to contro

most Windows commands and features using the various options and sliders in the Control Panel.
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To open the Control Panel, click the Start button on the taskbar and then click Control Panel on the Start menu
Windows 7 has three different views for looking at the computer's Control Panel.

\_,/"\./' |L§ v Control Panel » - | +,| | Legrch Control Panei 0 |

Adjust your computer's settings View by: Category =

User Accounts and Family Safety
® Add or remove user accounts
ﬁ' Set up parental controls for any user

.ei System and Security
k. g

L 3 Review your computer's status
p = Back up your computer
Find and fix problems

g Network and Internet
@ﬂ View network status and tasks

— Choose homegroup and sharnng cptions

Change the theme
Change desktop background
Adjust sereen resolution

Hardware and Sound

/!
%' View devices and printers
Add a device

Connect Lo a projector

Clock, Language, and Region
Change keyboards or other input methods
Change display language

P Appearance and Personalization
1—‘

Adjust commonly used mobility settings _- Ease of Access
[ J Let Windows suggest settings
§{ Programs

[— = Optirmize visual display
k ‘_J Uninstall a program

A.Category view

By default, the Control Panel is displayed in Category view, which is separated into eight categories: System and Security, Use

Accounts, Network and Internet, Appearance and Personalization, Hardware and Sound, Clock, Language, and Region, Programs and Easg
of Access.

QQ |hﬁ v Control Panel » - |v¢ || Search Control Panel pe |
Adjust your computer’s settings View by:  Category =
i & Category

= System and Security
'ﬂ: Review your computer's status
3 Back up your computer

Find and fix problems

. Network and Internet
@i View network status and tasks

“%=_. Choose homegroup and sharing options

User Accounts and Famiiyl:

Large icons
B Add or remove user accounts

- Small icons
¥ Set up parental controls for arg

Appearance and Personalization
Change the theme

Change desktop background

Adjust screen resolution

./ Hardware and Sound F Clock, Language, and Region
‘ﬂ. View devices and printers Ik Change keyboards or other input methods
Add a device Change display language

Connect to a projector s
[@l

Ease of Acress

Let Windows suggest settings

Adjust commonly uzed mobility settings

"“-T Programs Optimize visual display

Uninstall a program

B. Icon views
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The Control Panel's other two views are the Large Icons view and Small Icons view. When the Control Panel is in ong

of the icon views, Windows displays an alphabetical listing of the more than 50 Control Panel programs on the system.

-
0 I ® B8 » ContretPamel & All Contsol Panel Rems » - X -
Adjust your compater’s settings
W

w4 i3

v a -

/?,A k :{ 'J;

@ r 2 1 ¢ o c e :
E’ y ? ﬂ’ D £ 0 | i

b @ - )

A . o) Homes:

= 5 o

i e A sring

= sensor » i o
- B ra / e

- _', f" ‘ A ‘_ at _:’:; N
@ o = R TS
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Booting is the process of starting or restarting a computer. When turning on a computer that has been powered off completely
you are performing a cold boot. A warm boot, by contrast, is the process of using the operating system to restart a computer
With Windows, for example, you can perform a warm boot by clicking a menu command. When you install new software of
update existing software, often an on-screen prompt instructs you to restart the computer. In this case, a warm boot ig

appropriate.

Switch user
Log off
Lock

— i
. — Perform warm booting
estart

Sleep
Hibernate

Measurement of storage capacity
A bit (short for binary digit) is the smallest unit of data in a computer. A bit has a single binary value, either 0 or 1. They

are designed to store data and execute instructions in bit multiples called bytes. In most computer systems, there are eight bitg

in a byte.

There is also binary code for uppercase and lowercase letters:

A: 01000001 a: 01100001
B: 01000010 b: 01100010

Byte: There are eight bits in a Byte.

KB - Kilobyte: There are 1024 bytes in a KB
MB - Megabyte: There are 1024 KB in a MB
GB - Gigabyte: There are 1024 MB in a GB
TB - Terabyte: There are 1024 GB ina TB

How a Letter Is Converted to Binary Form and Back

Step 1 > Step 2
A user presses the capital fetter The scan code for the capital letter N
T (SHIFT=T keys) on the keyboard, T is sent to the system unit

wehich in tumn creates a spedial code,
called a scan code, for the capital letter T.

Step 4 == Step 3 ==

After processing, the binary Thie system unit converts the scan
code for the capital letter T code for the capital letter Tto its
is convertad to an image and ASCll binary code {D1010300) and

displayed on the cutput device. Auto Care stores it in memory for processing.

ON-SITFE

CLEANING ‘ T



http://searchdatamanagement.techtarget.com/definition/data
http://searchcio-midmarket.techtarget.com/definition/binary
http://searchstorage.techtarget.com/definition/byte
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Control Panel

System and Security

View the computer's basic system information

e Click on system and security in Control Panel.
-

US-

B8 » Control Panel »

Adjust your computer's settings Wiew by Category =

System and Securi
{EVIEW WOUF COMPULER S Status
Back up your computer

Find and fix problems

User Accounts and Family Safety
"‘;' Add or remove user accounts
'F:!'i' Set up parental controls for any user

Appearance and Personalization
Change the theme
Change desktop background

Network and Internet
View network status and tasks

Choose homegroup and sharing options Adjust screen recolution
l—}ardwgre and ‘T-ound ] Clock, Language, and Region
View devices and printers i : :
Adldis Huiies Change keyboards or other input methods
Connect to a projector L Ease of Access
Adjust commenty used mobihity sethings I:@I Let Windows suggest settings
ke Optimize visual dizpla
Programs E X
Uninstall a program
e Double-click on the System icon.
- e
j= ¥ + Control Panel b System and Security & =] %5 N Sea it Pl 2|

Cantral Panel Home . Ak i

Review your comp

ange User &
¢ camputer to an earlier time

ar's status and resofue issues | 6 nunt Control settings

Troublesheot cammon compuser problems | Restor

= System and Security

Metwork and Internet.
Wi -
Hardware and Sound * Windows Firewall

Check Firmwall statur Al n pregram through Windoes Frewal

Programs

User Accounts and Family
Safety

Appeamance and
Personalization Wir

eed Check the Windows Experience Index
vamme of this Computer B9 Device Manager

lows

y Power
é' Change batte: Require a p

Change what the power buttons da

Clack, Language, and Region ating onoroff | Check for update: View installed updates
Ease of Access

word wher the computer wakes

ange whan the computar chosp

Jtta Backupand Restore

“u> Backup your computer | Restore fites from backup

By Windows Anytime |
—=M Getmoie feat t

on af Windaws 7

Mg Create and format hard disk pertiions

e The following window will be displayed:




Computer Laboratory First Class/ Biology DepartmenJ

Lecture (8)

Centrol Pang Home " e
View basic information about }'GUI'CC'I"::'.TC[

':; Device Manager Windaws edi

% Femots setfings '.'.'i-do-m?Hnm:FlemOIHﬂ;I"E i I
& Sistem protection Capynght & 108 Microsoft Comporatian. Al nga;.aem.‘l Vessina I
B Advanced sysbem sefings SencePartt
{ie: miwe festures with & rew edion of Windows 7
Syctem
Manufacturer Hewlett-Packand®
Rating M icsrde
Brnceson TntekR] CoreThl i7-361 108 CAY 8 2105H: !.'rIIGH?
Installed memory (RAM): - G00GE™Y HAN
System fype B4-Eit Diperiing System
Penand Toudt Mo Pen ar Touch It is available for this Display
Hembett-Porkard € suppart
Phone number: 1004746556 [1-B0-HP-Fveent)
Support hows: Tnihe Unibed Siates, 2 hours 2 day, T days awesh
‘Webste: 0

Also to view the computer's basic system information right-click on the My Computer icon on the desktop and select

Properties from the drop-down window.

Manage

Map network drive..,

Disconnect network drive..,

Create shortcut
Delete

Rename

Properties

Hardware and Sound

Mouse: In the Control Panel, click Hardware and Sound and then click Mouse under the Devices and Printers heading.

. / Devices and Printers
=i

Add a device = Add a pnnter B Device Manager

B

This will open the Mouse Properties dialog box:
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Buttons iPmemJ Pointer Options | Whesl | Hardware

Button configuration
[ switch primary and secondany buttons P

Select this check bax to make the bufton on the
right the ane you use for primany functions such
as selecting and dragging.

Daubla-click speed

Double-click the folder to test your setting. ¥ the
folder doas not open or closs, try using a shower
satting

Speed: Slow f Fast

Click Lock
[] Tum on ClickLock

Enables you to highlight or drag without holding down the mouse
button. To set, brefly press the mouse button. To release, click the
mouge button again

Left Handed if the user is left-handed; he needs the reverse the function of the left and right mouse buttons.
Double Click Speed the double-click is an important skill that needs to be masters. Double-click can launch an application of
open a file folder or CD.
Change the mouse pointer looks on the pointers tab the user can choose the type of pointer the mouse is to have when if

moves when it is busy when it is used etc.
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r ¥ Mouse Properties ﬁ
| Buttons | Painters | Painter Options | Hardware |
Scheme
’Windnws Aero (zystem scheme) v] [/‘\y‘
Customize:
| |
| |
|
|| | Help Select [/\\sgn &
Working In Background I}‘”
o
Precision Select —l— -
[#] Enable painter shadow [ et l ’ T ]

[¥] Mllow themes to chanae mouse pointers

[ QK ]l Cancel ] Soply

Mouse Pointer Speed
Sometimes changing the speed with which the Mouse reacts by moving the pointer on the line. To move the pointer
drag and drop it onto a new position. Click on the Pointer Options tab. Drag to slide to the right to increase the pointer speed.

_* Mouse Properties w
]Eul‘ti'ls | Pointers Pairter Options Hardware!

Mation

[} Select a pointer speed:
Slow U Fast
[¥] Enhance pointer precision

I Snap Tao
[7] Automatically move pointer to the default button in a

—
i |—|1} dizlog b
Wisibility

&v [ Display poirter trails

akarl Long
[ 2 [¥] Hide pointer while typing

\ h [7] Show location of pointer when | press the CTRL key

[ oKk || Cancel Apply
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Install, view, and manage devices
To see all the devices connected to the computer, open the Devices and Printers folder.

e Click Hardware and Sound in Control Panel. Click Devices and Printers.

= T % » ControlPanel + Hordware snd Sound » Devices and Prnters

Adobs POF Canon LEPI0O00 Fax HP Deckger 1510 Microgalt 205 POF Arckiteet 2 POFCraztar
555555 Document Writer

Wy g - S

ol

< o

Changing the Default Printer
The default printer is the printer to which a computer sends documents when selecting the Print command without first

specifying which printer wanting to use with a program. There is only one default printer; it should be the printer that is using
most often. To set a printer as the default printer:

e Click Hardware and Sound in Control Panel.

e Click Devices and Printers.

e The Devices and Printers window appears, showing a list of printers that will be displayed.

e Right-click the name of the printer to set it as a default printer.

e Click Set as Default Printer. The icon of the selected printer will display a checkmark on the top right corner.
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4 Printers and Faxes (6)

Open in new window o ==

H e Mitro PDF Creator Send To
scewhat s printing (Pro 9) OneNote 2010

ll I Set as default printer I

Canon LBP3000

Printing preferences

Printer properties

Create shortcut
- HP Deskjet F2100 series
- Troubleshoot
P— Remowve device
: m Properties —
= I ' e

Setting the computer sound volume
In this case, be careful not to make any changes, but simply know how to make setting the computer sound volume.

e Click on the Hardware and Sound command in Control Panel.

# g

o

"
Iy
4
B

e This will display the Hardware and Sound dialog box.
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./ Devices and Printers
=i 9l Addasdevice | Adda printer | Add a Bluetooth device | Mouse | B Device Manager

AutoPlay
& Change default settings for media or devices | Play CDs or other media automatically

€ _\h, Sound

A Adjust system velume | Change system sounds | Manage audic devices

R{Q Power Options

Change battery settings | Change what the power buttons do
Require a password when the computer wakes | Change when the computer sleeps
Adjust screen brightness

! Display
¢ Make text and other items larger or smaller | Adjust screen resclution | Cennect to a projector
Connect to an external display

Windows Mobility Center
Adjust commeonly used moebility settings | Adjust settings before giving a presentation

Biometric Devices
Use your fingerprint with Windows | Manage your fingerprint data | Remowve your fingerprint data

Within the Sound section click on the Adjust system volume link. The user will see a slider control display and modify theg
computer volume.

i & Volume Mixer - Speakers (Conexant 20585 SmartAudio HD) Iﬂ‘
Device Applications
© B
Speakers System Sounds
= =
) ©

Change the power setting

The user might want to change plans to save battery power on the laptop or reduce energy consumption on a desktop at homg
or the office.

o Click Hardware and Sound, click "Power Options"
o Click "Change battery settings". Select the power profile the user desire.
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Programs
Adding/Removing Programs

Sometimes, programs can stop being useful or even start harming the computer, so it necessary to remove

Category view, click the "Uninstall a program" link under the "Programs™ category.
e Pmowmwedfewes - aE%

(&) =~ T [ » ControlPanel + Pragmms » Frograms and Festures w G| | SearchProgoms and Festures 9
Cone} Berton® Uninstali or change a program
Wiew install=d updaies To uninstalt 3 prograrn, select i friom the list and then click Uninstail. Changs, or Repar,
Turn Windews features an or
off Organize = - @
Hame ; Publisher Installed On  Size A
=) ACDSee 13 ACTH Systerms International Inc. 138 ME
- Adohe Acrobat 9 Pro Extended - English, Frangais, De.. Adnbe Systems
&1 Addobe Acrobat 9 Pro Extended B4-bit Add-0n Adobe Systems Incosporated 303 ME 94
Bleccne Render iy Aclobe Systems Incorparsted 12ME 11,
B Bitelefendes Total Security 2003 Bitdefendes
{3 BicToment BicTarrent Inc.
& Cancn LEP3000
£ COWIOMN Madia Cortar - jabAudia Basic COWON
1B cybertink Media Suite Essertials CybesLink Corp, 115 GB
@ Dell Backup and Recovery Dell Ine.
@ Dell Bechup end Recovery - Support Software Dell Inc. 02013
2 Dell Dhgitat Delivery Dell Products, LP Ll
[ Dell Touchgad Synaptics Incomarated /2013 26AME
£ Dell Upekate Dell Inc. 200 ME
il Dell WLAN and Bluetacth Client Installztian Dell Inc.
@l Dotfuscator Softwsre Senicss - Cammunity Ediion FreEmptive Solutions 544 MB
T Fres BAPA Video Canverterversian 5.0.40.022 DVDVideaSoft Led 151 ME
& Google Chrame Google Inc
B Gongle Earch Gongle 180 ME
I intel ® HD Graphics Driver Intel Comporation 4.2 ME
i Intel ® Management Engire Components Intel Comemation 2AME 8
R Intel ® Rapid Storage Technology Intel Comperation 184ME 11707013
a9 Internet Download Banager Tones Inc,
7 K-Lite Codec Pack 3.5.7 Full 357 v

7 currently installed programs T 102 GB

lia B e TP

Appearance and Personalization

Changing the Desktop

e Clicks on Appearance and Personalization.

3 !D@

G@v@g » Contro! Panel
EE— - C =

o]l

Adjust your computer’s settings Viewby: Category v

Review your computer B Add or remave user accounts

System and Security % User Accounts and Family Safety

Back up your comp ‘.’ Set up parental controis for any user

Find and fix problems —
: Appearance and Personalization
Netwark and Internet - MEnge M heme
&i View networl and tasks Change desktop background
-< Choose homeg and sharing options Adjust screen resolution

/ Hardware and Sound q Clock, Language, and Region

and printers i
Change keyboards or other input methods

Connect to a projector @l Ease of Access
Adjust commonly uszd mobility settings | Let Windows suggest settings

E=# Programs
h“‘/ Uninstzll & pregram

them. In
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i « |8 » Control Panel » Appearance and Personalization »
2 PP

Control Panel Home

Systermn and Security
Network and Internet
Hardware and Sound
Programs

User Accounts and Family
Safety

e Appearance and
Personalization

Ease of Access

e Click on Desktop Background.

Clock, Language, and Region

E.‘ Personalization

Change the theme
Change sound effects

Change desktop background
Change screen saver

Change window glass colors

Display
Make text and other items larger or smafler
Connect to an external display

Adjust screen resolution | Connect to a projector

| Desktop Gadgets
== Add gadgets to the desktop | Get more gadgets online
Restore desktop gadgets installed with Windows

Uninstall a gadget

@ Taskbar and Start Menu

Customize the Start menu | Customize icons on the taskbar | Change the picture on the Start menu

.-”_"‘I Ease of Access Center

Accommodate low vision | Use screen reader | Turn on easy access keys | Turn High Contrast on or off

l]?_"] Folder Options

Specify single- or double-click to open | Show hidden files and folders

Fonts

Preview, delete, or show and hide fonts | Change Font Settings

Adjust ClearType text

f@@ﬂq » Control Panel » Appearance and Personalization » Personalization
— 3 = - = -

Control Panel Home

Change desktop icons
Change mouse peinters

Change your account picture

See also
Display
Taskbar and Start Menu

Ease of Access Center

Change the visuals and sounds on your computer

Click a theme to change the desktop background, window celor, sounds, and screen saver all at once.

My Themes (1) 2

e’

s

Unsaved Theme

Get more themes online
Aerc Themes (6)

Architecture

Windows 7 Characters Landscapes -
Desktop Background Window Color Sounds Screen Saver
Harmony Sky Windows Default None

¢ Select a picture then save the change. Or click on Browse. Select background from file browser windows.

o Click Open.
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Change the Screen Saver
o Click on Personalization. Click on Screen Saver.
e From the window given choose the screen saver by clicking on the arrow under the text Screen Saver and choose fronj
the list given

: Lol
FREN o e : 3 = Pt ]
Q@v & ) Control Fencl » Appearence and Personalization » Perscnalizetion v | iy ‘ | Search Control Pane! pel
- - - - —— - ~ — =
@

Contrel Panel Home T 2
Change the visuals and sounds on your computer

Change desktop icons Click 3 theme to change the desktop backaround, window celor, sounds, and screen saver 2ll at once.

Chaenge mouse peinters My Themes 1) -

) |

Changes your account picture

Unsaved Theme

Get more themes online

Aero Themes (6!

n ¥ g‘
(L™
! L 2
[ “ ‘ . ‘ =
Windows 7 Architecture Characters ) LGd:‘capes L

See alsa ( | ‘J, ~x
m | 2[5

Taskbar and Start Menu

Desitop Background Window Color Sounds Screen Saver
Ease.of Access Canter Harmony ey Windows Defaul Nons

BS Screen Saver Settings ﬁ
Screen Saver

ag
15y

4 % [T

|

|
a2 ‘
e

|

. — -
o

Screen saver
‘(ang]_ v’ | Settings... Preview

e ——— e, display logon screen
Blank
|Bubbles
Mysti
Phyotgz ance by adjusting display
Ribbons

Change power setfings

[ oc [ cancel ]| apoy

e Preview to see how the screen saver looks like. Also, change the minutes to wait before the screen saver show up.




Computer Laboratory First Class/ Biology DepartmenJ

Lecture (9)

Open Taskbar and Start Menu from Control Panel
Open Taskbar and Start Menu Properties by clicking Control Panel, clicking Appearance and Personalization, ang

then clicking Taskbar and Start Menu.

mv!'@ + Control Panel » Appearance and Personalization »

Contrel Panel Home P
Personalization

Change the theme
Change sound effects

|

=

Change desktop background
Change screen saver

Systern and Security Change window glass celors

Metwork and Internet
Display

Make text and other items larger or smaller

Hardware and Sound = . !
Adjust screen resclution | Connectto a projector
Programs Connect to an external display

User Accounts and Family

Safety =3 I_Zlesktop Gadgets
. R orearance and —E  Add gadgsts to the desktop | Get more gadgets online | Uninstall a gadget
Pll:rsonalizathn Restore desktop gadgets installed with Windows

Clock, Language, and Region

EER ITaskbar and Start Menu I

Ease of Access Customize the Start menu

@ Ease of Access Center
¥ Accommodate low vision

jL?-_] Folder Options

Fonts
Preview, delete, or show and

Show Hidden Files

Windows 7 hides important folders and files to keep users from modifying or deleting their files and subsequently

Specify single- or double-click to open

Customize icons on the taskbar | Change the picture on the 5tart menu

Use screen reader | Turn on easy access keys | Turn High Contrast en or off

Show hidden files and folders
hide fonts

Change Font Settings | Adjust ClearType text

damaging their systems. Windows 7 does not show hidden files by default.

o Click on Appearance and Personalization.
Adjust your computer's settings
,?| System and Security g;
Review your computer's status
3 Back up your cormnputer \—;
Find and fix problems
=, Network and Internet
“I View network status and tasks
= Cheoose hemegroup and sharing options
, / Hardware and Sound P
%‘- View devices and printers 15
Add a device
Connect to a projector P
Adjust commonly used mobility settings I®
e
B~ Programs
L‘: iJ Uninstall a program
e Click Folder Options.

View by:  Category ~

User Accounts and Family Safety
B Add or remove user accounts
J‘.\' Set up parental controls for any user

I Agljearance and Personalization ||
% Change the theme

Change desktop background
Adjust screen resolution

Clock, Language, and Region
Change keyboards or other input methods
Ease of Access

Let Windows suggest settings
Optimize visual display
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Personalization
Change the theme | Change desktop background Change window glass colors
Change sound effects. | Change screen saver

Connect to an external display

Desktop Gadgets
Add gadgets to the desktop | Get more gadgets online | Uninstall a gadget
Restore desktop gadgets installed with Windows

! i Taskbar and Start Menu

Customize the Start menu | Customize icons on thetaskbar | Change the picture on the Start menu

! Display
Make text and other items larger or smaller | Adjust screen resolution Connect to a projectar

Ease of Access Center
Accommedate low vision Use screenreader | Turn on easy access keys Turn High Contrast on or off

Folder Options

Specify single- or dou le-click to open | Show hidden files and folders

Fonts
h Preview, delete, or show and hide fonts Change Font Settings | Adjust ClearType text

e Click on the View tab in the Folder Options window.

mvh@ v Control Panel » Appearance and Personalization b
s — - ———
Folder Options ﬂ

Con
Syt Semed| View |Seamh Biop background | Change window glass colors
Folder views Ereen saver
Net = You can apply the view {such as Details or lcons) that
Han [: = | you are using for this folder to all folders of this type.
o emaller | Adjust screen resolution | Connect to a projector
Prog Apply to Folders Reset Folders
Usgy
Safd)|
= ﬁﬁl' Advanced settings: imore gadgets online | Uninstall a gadget
Perd)| Files and Folders - Ii_'th Windows
Clod||

[] Mways show menus

Ease [¥] Display file icon on thumbnails

[¥] Display file size information in folder tips
ay the path in the title bar (Classic theme only} .

[] Mways show icons, never thumbnails ‘
|

m

dmize icons on the taskbar | Change the picture on the Start menu

reen reader | Turn on easy access keys | Turn High Contrast on or off

@ Don' show hidden files, folders, or drives
() Show hidden files, folders, and drives
[¥] Hide empty drives in the Computer folder
[] Hide extensions for known file types
[¥] Hide protected operating system files {(Recommended) =

Restore Defautts |

0K || Canest || ppy

ben Show hidden files and folders

nts | Change Font Settings | Adjust ClearType text

Adding Fonts
e Click Appearance and personalization command in Control Panel.
e The fonts that are installed on the computer can be seen by going to the Fonts Window. It is installed as part of thg

Operating System (OS).
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Personalization
Change the theme
Change sound effects

03

Change desktop background
Change screen saver

Display
Make text and other items larger or smaller
Connect to an external display

Desktop Gadgets
Add gadgets to the desktop
Restore desktop gadgets installed with Windows

Taskbar and Start Menu

Customize the Start menu

Ease of Access Center
Accommodate [ow vision

oF & &

Use screen reader

Folder Options

Specify single- or double-click te open

b
[+]
s |

Fonts
Preview, delete, or show and hide fonts

>

Then Click on the font. The user will see the following:

@\\“)wl Ak Control Panel .b}\ppearanceand Personalization + Fonts b

Get more gadgets online

Customize icons on the taskbar

Adjust screen resolution

Uninstal

Turn on easy access keys

Change Font Settings

=

First Class/ Biology Departmen

Change window glass colors

| & gadget

Show hidden files and folders

Connect to a projector

Change the picture on the Start menu

Turn High Contrast on or off

Adjust ClearType text

| | Search Fonts

o] o))

Control Panel Home

Font seftings %
Organize

Get maore font information

online

Adjust ClearType text
Find a character ﬁhg

Change font size

Seeal=p

Text Services and Input
Language

Arial Unicode MS Baskerville Old

Agency FB Aharoni Bold
AngsanaldPC Aparajita

ABG

Algerian Regular

g

Arabic
Typesetting
Regular

Batang Regular

Preview, delete, or show and hide the fonts installed on your computer

aal

Andalus Regular

Abg

Avrial

BatangChe

| - (7]

Angsana Mew

Abg

Arial Rounded
MT Bold

Abg

Bauhaus 93 2
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Factors affect computer performance
1. Speed of CPU.
2. Size of RAM.
3. Speed and size of the hard disk.
4. Multiple processes running on the computer.
5. Video card.
It is important to realize that it is not just the speed of the CPU that affects the overall performance of your computer. There ig
no point in having a very fast CPU if the other parts of a computer may slow down the overall performance.

Security and Keeping Information Safe
Information Security is a general term used to describe all kinds of security in a computerized environment. The risk of
computer operating problems greatly increases. This can lead to serious problems including loss of privacy and control
Protecting the computer from external risks, such as viruses, spyware, phishing, and malicious hackers is a necessary step in
safe surfing of the internet.

The ways a virus can be transmitted onto a computer
« Downloads from the Internet.
« Pirated software.
« Exchange of diskettes.
« In attachments to emails and emails themselves.
« Indocuments. Macro-viruses can be hidden in ordinary documents, spreadsheets, and presentations.

There are several measures the user can take to protect themself from viruses:
+ Install good anti-virus software and update it regularly.
» Scan all diskettes before reading them and be careful of using diskettes from unknown sources.
» Enable the auto-protection feature on the anti-virus software to scan emails.
+  Be wary of emails from unknown sources, particularly if they contain attachments.
» Do not download files/software from unknown Internet sites.
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Control Panel

Clock, Language, and Region

Modifying the computer date and time

e Click on the Start button. Click on the Clock, Language, and Region command in Control Panel.
Adjust your computer’s settings View by: Category ~

System and Security

Review your computer's status

Save backup copies of your files with File History
Find and fix problems

User Accounts and Family Safety
r?}'".:hange account type
"'g' Set up Family Safety for any user

Appearance and Personalization
Change the therme
Change desktop background

MNetwork and Internet

View network status and tasks

§ &

Choose homegroup and sharing options Adjust screen resolution

Hardware and Sound s Clock, Language, and Region
View devices and printers 1 a language

Add a device / Change input methods

Adjust commonly used mobility settings Change date, time, or number formats

E—J Programs y # W ECase of Access
l;‘ i—q\J Uninstall a program \_//I Let Windows suggest settings

Optimize visual display

e To set the date and time, click on the Date and Time command. This will display the Date and Time dialog box
allowing you to change the date or time.

| Panel .
Control Panel Home Date and Time

Setthetime and date | Changethetimezone | Add clocks for different time zones

System and Securi
y 5 Add the Clock gadget to the desktop

Network and Internet

Hardware and Sound @ Seglon an_d La”guage " "
i Change lecation | Change the date, time, or number format | Change keyboards or other input methods

Programs

User Accounts and Family
Safety

Appearance and
Personalization

¢ Clock, Language, and Region

Ease of Access
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| Date and Time | Additional Clocks | Internet Time

Date:
Monday, June 28, 2015

} Time:

5:07:48 PM

I| 'w:'nll:hangediteandtime... |I

Time zone
(UTC+04:00) Abu Dthabi, Muscat

Change time zone...

Daylight Saving Time is not observed by this time zone.

Ok Cancel Apply

Click on the Change date and time button and can use the controls to change the date and time as required.

[ ]
v Date and Time Settings
Set the date and time:
Date: Time:
i
4 March 2010 L4 / \ ,"'q;&
Mo Tu We Th Fr Sa Su -I,.-"‘* -
22 23 M B 2 27 B I -
T \= s
...8. 9 10 11 12 13 14 W ~
(15716 17 18 19 20 21 \\ A s
22 23 M 25 6 27 28 Seeltrvlio g
23 3 X X I R )
1846 PM | =
Change calendar settings
[ oK | [ Cancel l

The user can also access date and time by clicking the Date/Time displays on the far right ends of the taskbar, and click Adjust
Date/Time from the shortcut menu that appears. The Date and Time dialog box appears. Click the Change Date and Timg

button.
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Friday, October 06, 2017

« October, 2017 ’ ol B,

: # 4 [ /\\\_
Su Mo Tu We Th Fr Sa i~ /\
4 25 26 27 18 29 30 i : }

& 9 10 11 12 13 14

L 1516 17 18 19 20 21 & sl
2324 25 6 27 28 =
gl 2

12 3 45{2&3?['\‘
W

8:00:30 AM

ime settings...

@ Control Panel- 2018 Ttle Add atitle Size: 3.01 MB Tags: Add atag Content status: §)
Microsoft Word Document Authors: Add an author Date modified: 10/5/2017 9:49 PM Categories: Add a category Content type:

= i&_

Change Region, and Language
e Click on Clock, Language, and Region command in Control Panel. Click on Region and Language dialog box wil

be displayed.

Eé& lq ¢ Control Panel » Clock Language, and Region

Control Panel H :
S SRS Date and Time

Set the time and date Change the time zone Add clocks for different time zones
Add the Clock gadget to the desktop

System and Security

Metwork and Internet
Hardware and Sound 9 Region and Language | s .

e Change location Change the date, time, or number format Change keyboards or cther input methods
Programs

User Accounts and Family
Safety

Appearance and
Persenalization

e Clock, Language, and Region

Ease of Access

e Click on the Change location link. If necessary click on the down arrow to display a list of countries, from which picK

the particular country.

¥ Region and Language w

Formats | Location | Keyboards and Languages I Administrative |

Some software, including Windows, may provide you with additional content
for a particular location. Some services provide lecal information such as news
and weather.

Current location:

= |

IIraq

e Click on the Keyboards and Languages tab. Click on the Change keyboards button. This will display a dialog boX

allowing selecting and change the Default input language
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'Region and Language

Farmats |_Locatior| Keyboards and Languages | Administrative

Keyboards and other input languages

To change your keyboard or input language click Change keyboards.

i_ Change keyboards... ]I

How do I change the keyvboard layout for the Welcome screen?

Adding or removing keyboard settings can also be done. To add a new keyboard language:

e Click on the Add button.

eneral | Language Bar | Advanced KeySeﬁings|

Default input language
Select one of the installed input languages to use as the default for all input

figlds.
| English (United States) - US -
]
Installed services
Select the services that you want for each input language shown in the list.
lUze the Add and Remove buttons to modify this list. ]
[Z1] English (United States) |
% Keyboard
B e
----- « Cther
= |nk Comection {54Bit Onfy}
[ Arabic (rag) T Rerove |
fgg—_'j Keyboard PEmMOoVE
e Prahic (101) ShE
----- = Cther - — '
i |k Comection {548it Only) [ Mave Lp
Move Down

ok [ Gancsl Apply




