Basics of settings and file management in the Windows operating
system environment
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Machine language: To process data automatically, the machine (computer)
deals with various data and commands using the digital language (the binary
system 0/1), where the data is represented in the form of strings of different
order and length consisting of 0 and 1 (the value of 1 There is an electric
current and 0 is not).
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How can | deal with the machine? The user will not be able to deal with the
computer in the language of 0 and 1. In order for the user to be able to exploit
the computer, he must use programs that provide him with an interface through
which he can deal with and exploit the machine, which are called operating
systems.

Sy 81T 50 A smladl e Jalay ) asiiosall b (1 € AIY) e Jalail) Sy LS
e Jalaill LA (e gl Agal 5 4l i 58 el Gmitay O ang G guidal) Pl (e p280all
Ll Aadail e LdDlaia) 5 AV

Definition of operating system: It is an intermediary program between the
machine and the user that allows the user to exploit the machine.

Windows 7 operating system: It is a multi-user graphical operating system
developed by Microsoft for personal computers that is based on the window
method in the user interface.
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How to log into Windows: Press the computer’s power button, where the
computer performs some tests to ensure the integrity of the connections and
connected devices, downloads the necessary files, and finally loads the
operating system from the HD hard disk to the main memory RAM.
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The Windows 7 welcome screen displays the names and pictures of the active
user accounts if the device contains more than one user. You can switch to
another account by clicking on (Switch User)
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If the user account is password protected, you must enter the password in the
“password” box, then press the enter key, then Windows 7 opens and the
desktop appears, or what is called the Graphical User Interface.
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Desktop icons:

System icons: programs, files, and folders related to the operating system,
such as: computer, trash, network, etc.

User icons: programs, files and folders created or installed by the user.

Shortcuts: They are distinguished in form by a small arrow below the icon.
They contain a title that shortens the path to the original file.
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Basic operations on the operating system: Two types of operations that the
user can perform in Windows are controlling some system settings and
managing files and folders.




Windows operating system settings: The user can control the management of
some operating system settings such as

Desktop: arrangement and size of icons, bars, desktop background...etc

User accounts: adding a new account, deleting an account, inserting a
password,...etc

Program management: uninstall a program, choose default programs, etc
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files and folders management
File : is a group of homogeneous data stored under one name and related to:

Name: A series of letters in two parts, written as: extension. Name, such as:
.docx, search.

Type: The “extension” extension, which is the part that appears after the last
dot in the file name, allows us to know the type of the file, as well as the
programs for dealing with it, such as docx. A text file for the Microsoft Word
word processing program.

Path: It is an address that specifies where the file is stored on the computer in
storage drives (hard disk, CD, flash disk, etc.) and is written in a hierarchical
structure so that it is easy to deal with. We express the storage drives in Latin
letters (A, B, C, D,...)

And write: C:\lettres arabes\premiere\tp.docx

The letter C represents the hard disk in the computer, then the letters and
premiere are main and subfolders, and .docx search is the stored text file.

Size: It is a value that determines the file capacity needed in storage racks and
IS measured in capacity units:



A bit /a byte = 8 bits / kilobyte = 1024 octes / megabyte = 1024 kilobytes
gigabyte = 1024 megabytes / terabyte = 1024 gigabytes.
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First: Create a new file:
1 -Right-click in the contents panel for documents or desktop — choose a new
command — choose a file type

2 - Using the program through the menu bar, File menu «— New command «

Word document or text file.
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Second: Rename files and folders:
1- Select the file you want to rename — right-click on it — select the rename
command from the menu
2- Select the file or folder — press the (F2) key on the keyboard — write the

new name.
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Third: Determination

1- Select all:

-Using the keyboard, press ctrl+A

-From the toolbar — click on the Organize button — select All
2- Select adjacent folders or files:

-Clicking on the first file to select it — pressing the shift key on the keyboard
while continuing to press it — clicking on the last file in the group that the user
wishes to select — all files or folders located between the first file and the last
file will be selected
3- Select separate folders or files:

-Clicking on the first file to select it — pressing the Ctrl key on the keyboard
and continuing to press it — clicking on each file separately until the user has
finished all the other files or folders that he wishes to select
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Fourth: Transferring files
1- Select the files you want to move — press the right mouse button
(R.C) — choose from the menu the Cut command — Move to the
new location or the place to which we want to move the files or
folders — (R.C) in the new location — choose the Paste command
2- Using the keyboard — select the folder or file — cut = ctrl+x —
move to the new location — paste = ctrl +v
3- By dragging and dropping with the mouse
*There will be only one copy of the files
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Fifth: Copy files
Select the files or folders to be copied — press the right mouse button (R.C)
— choose from the list the Copy command — move to the new location or the
place to which we wish to copy the files or folders — (R.C) in the new location
— choose the Paste command
-1Using the keyboard — select the folder or file — copy ctrl+¢c — move to the
new location — paste ctrl+v
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Sixth: Delete files:

1- Select the files or folders to be deleted — press the right mouse button
(R.C) — choose the Delete command from the menu — Windows will
display a message confirming the deletion process — Windows will
move the files to the Recycle Bin

2- Using the keyboard — select files or folders — pressing the del key
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Seventh: Installation of application files (programs(

To add a program to the computer, we install it by following its installation
steps And uninstall application files (programs)

To remove a program from the computer, it is not enough to use the deletion
process, but you must use the uninstall program from the control panel tools



