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Learn in English

@ The desktop is the main screen area that you see after you turn on your computer and
log on to Windows. When you open programs or folders, they appear on the desktop.
You can also put things on the desktop, such as files and folders, and arrange them
however you want.

® The taskbar sits at the bottom of your screen. It shows you which programs are
running and allows you to switch between them. It also contains the Start button.

@ Icons are small pictures that represent files, folders, programs, and other items.
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Learn in English

Personalizing your computer

You can add a personal touch to your computer by changing the computer's theme, color, sounds,
desktop background, screen saver, font size, and user account picture. You can also select specific
gadgets for your desktop.

® Desktop background: The desktop background, also called wallpaper, is a picture, color, or
design on the desktop. You can choose one picture to be your desktop background or you can
display a slide show of pictures.

@ Screen saver: A screen saver is a picture or animation that appears on the screen when you haven't
used the mouse or keyboard for a set period of time.

@ Desktop gadgets: Desktop gadgets are customizable mini—programs that can display information

such as continuously updated headlines, a picture slide show, or contacts, without having to open a

new window.
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Learn in English

Copy and paste a file

When you copy and paste a file , you're making a duplicate of the original file that you can
then modify independently of the original file. If you copy and paste a file to a different
location on your computer, it's a good idea to give it a different name so that you'll remember
which file is new and which file is the original.

To copy and paste a file:

1. Open the location that contains the file you want to copy.

2. Right—click the file, and then click Copy.

3. Open the location where you want to store the copy.

4. Right—click an empty space within the location, and then click Paste. The copy of the

original file is now stored in the new location.
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Learn in English

Using Calculator

You can use Calculator to perform simple calculations such as addition, subtraction,

multiplication, and division. Calculator also offers the advanced capabilities of a

programming, scientific, and statistical calculator.

You can perform calculations by clicking the calculator buttons, or you can type calculations

by using your keyboard. You can also use the numeric keypad to type numbers and operators

by pressing Num Lock.

1. Open Calculator (start—» All programs —» Accessories —» Calculator).

2. Click the View menu, and then click the mode that you want.

3. Click the calculator keys to perform the calculation you want.
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Learn in English

Command Prompt is a feature of Windows that provides an entry point for typing MS DOS
(Microsoft Disk Operating System) commands and other computer commands. The most
important thing to know is that by typing commands, you can perform tasks on your computer
without using the Windows graphical interface. Command Prompt is typically only used by
advanced users.

When you're using Command Prompt, the term command prompt also refers to the right angle
bracket (>, also known as the greater than character) that indicates the command line interface
can accept commands. Other important information, such as the current working directory (or

location) where the command will be run, can be included as part of the command prompt.
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can change the format to French so that you can display currency in euros or display dates in the
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Ifyouneed to type and edit documents in more than one language, you can add input languages.
Many input languages support a variety of keyboard layouts, input method editors (IMEs),
and speech and handwriting recognition programs. Deciding which of these options to use is
usually a matter of personal preference. Experiment with the options to discover which work

best for you. Even if you do most of your work in one language, you might want to try other
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Learn in English

Task Manager

Task Manager displays the programs, processes, and services that are currently running on
your computer. You can use Task Manager to monitor your computer’s performance or to
close a program that's not responding.

If a program on your computer stops responding, Windows will try to find the problem and fix
it automatically . If you don't want to wait, you can end the program yourself by using Task
Manager.

If you're connected to a network, you can also use Task Manager to view network status and

see how your network is functioning.
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Learn in English
View, pause, or cancel a print job
Once your document or photo has started to print, you can pause or cancel it via the print
queue. The print queue shows you what's printing or waiting to print. It also displays handy
information such as job status, who's printing what, and how many unprinted pages remain.
If you've printed something by mistake, it's easy to cancel the print job, even if it's underway .
To cancel an individual print job:

1. Open devices and printers.

2. Open the print queue by selecting your printer's icon and then clicking See what's printing
on the command bar.

3. Right—click the print job you want to remove, click Cancel, and then click Yes to confirm.
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Learn in English
What is a user account?
A user account is a collection of information that tells Windows which files and folders you can
access, what changes you can make to the computer, and your personal preferences, such as
your desktop background or screen saver. User accounts let you share a computer with several
people, while having your own files and settings. Each person accesses his or her user account
with a user name and password.
There are three types of accounts. Each type gives users a different level of control over the
computer:

* Standard accounts are for everyday computing.

* Administrator accounts provide the most control over a computer, and should only be
used when necessary .

* Guest accounts are intended primarily for people who need temporary use of a computer.
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Learn in English

Using Windows Help and Support

Windows Help and Support is the built—in help system for Windows. It's a place to get quick
answers to common questions, suggestions for troubleshooting, and instructions for how to do
things. If you need help with a program that's not part of Windows, you'll need to consult that
program's Help.

To open Windows Help and Support, click the Start button, and then click Help and Support.
@ Search Help :

The fastest way to get help is to type a word or two in the search box. For example, to get
information about wireless networking, type wireless network, and then press Enter. A list of
results appears, with the most useful results shown at the top. Click one of the results to read
the topic.

@ Browse Help:
You can browse Help topics by subject. Click the Browse Help button, and then click an

item in the list of subject headings that appears.
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