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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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Learn in English

Region and language

You can change the format Windows uses to display information (such as dates, times, currency,
and measurements) so that it matches the standards or language used in the country or region
where you're located. For example, if you work on documents in both French and English, you
can change the format to French so that you can display currency in euros or display dates in the
day/month/year format.

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

keyboard layouts.
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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.

s dalo )
Administrator ke
Confirm J.ela
Description Olws
Group o3 Jf
Guest Olege
hint Ll e oo S o)kl
Log off s | o
Logon (o 4 999
Manage accounts Lol Cy e
Notify 05 el il o810 S oM
Password s 4lS s515,58
Remove Od S G
User Account S5 ol
Username 5 ft

YA?



User Accounts b )8 obl 5 ¢ v Juad
A 050

e e 5 15 S p Ol ol 500, 6 15 Y S5 55 608 Gl 151 )
£3 300 o5 (5,0 Ol G 51 15 5 pm 05 S 0l gt 6555 =Y

S ol S p s 500, b 15 0l Sl 1S 7 sk Y

$Cuw Log off y Log on ;| sl —f

s ey 5 ) gy S 5l aslizul e -0

GL)-FBKJK

s pobaial ol a1 Plads s 5o0 S ol g)\.\SL:M\&j 51 Student1 rtw_\”,\ﬁg—\
.Juﬁjlésﬁjdlj \)@lﬂajﬁ.c}a);u;>qu\rzwjut};}\Teacherrtq‘_gﬁaj)l.f—\'
.A,SJ\» \)Guestj)lg—\"

VY rabJ.:.,;n:pc_user‘ag |, Studentl ,, oL ¥

ca3 ) ol yac |, pe_user  Teacher 08 565 5 sl Class R ] 558 S —F

S G | pe_user 5,8 Glus -V

YAY



shais L}..Lc[,:...,.u
! M;JLP W i

$aS Sy e 1 010l ple Sledbl w15 o 500 JulS LT Lls 8 Gl 5108 -

Group (» Standard (C Administrator (& Guest (4!
§5 b oo 00l User Accounts s oy 55 ws r\,\§ Slose s mi sl =Y

Change the picture (o Change the account type (!

Change the password (> Change the name (C

b rLgd\ |, s 4> User Accounts » iy ;> Change the account type A.\;Jf -Y

238 o (2 S 28 pb e (A
S Slas i (5 S Sl & 5 i (2
5313 51,5 Sl a2 7V 55 s JUAC Sl oS 5 ¥
Always notify (all

Notify me only when programs try to make changes to my computer (&

Notify me only when programs try to make changes to my computer (do not dim my desktop) (C
Never Notify (s

e K pls -0

caib ails e gl Ol K Sl b a2 (A

ol 5,5 s ) Olage Sla 05 5 Jlb 5 2 1kl 6 1,8 Clas sl (o

3 i 3ol ol 535 ol b s e g 5551 6l Sl 6 53k 5 s oK (2

oS sama 65318161y 1 8L al ol saaliss (g1 S 5 paar i 51 e (5

$3,05 3555 6 Sy 8y e Sl «Computer Management s oy 31 isu r\.ﬁ o =F

Local Users and groups (v Task Scheduler (!

Shared Folders (s Event Viewer (C

YAA



ol
G B

Help L, 5U) 5 ¢ f"bb J*ﬂé

:M‘JSJM

ol lay§ calis , Help b, bl

I, gl

P4 05500 oWl 2 51 b ol addllas 51

YR \)Qng)\SjHelpabjdlﬁ.\e}»_

1 15 0 53 SleMbl (6 ymvian s 5 Search Help 558 L s 5 518 oy -
. |, Browse Help 5 Ask by S -

.»;rbd\OptionSA;if.ku}: |, Help 4l » ladas &6l g0 -

.%l& 1, (Offline Help 5 Back. Forward sl) Help o oy (sasSs )i 5 b o



Shais e (s

dnddia
o3l eadls planly 4 5Lk as S, 55 5 S8 b s s il sla i LK (KZNS@"»«D 2
anly opl 5o o8 S L osde il o 55005 Help and Support sl , &8 SaS e 4 kil 5 o0 & ate
4l B g b b pl 55 gt e o 6 ke sl laal ) 51 il 5 o il 4 Ll b o 41,

s a4 Ll 55005 Help and Support

Help and Support 4l » ¢ 210956 Vo)

LR rl."}}‘ ‘)j‘jd\bwj))'\ét})&)Hepob%‘QwﬁJd‘j
.S SJS Help and Support a8 (55, «Start 5 yi 51 )

ol sa eols glas Ve S s QTLs\J':,\)Help and Support o

.|.'d~r'"' s
.,1_ —
p Frotd iy arsiniee pusicky e e

I piibs wrds o Py b e adbred

Pl F

Mat fwind wherd b3 et
L] "'rllTI'iI‘l."!Hl'“.F b

g g A Beel
B lrroar g s

Lo r oo Twr Wiirehran weisube

Chap p gof P e 00 TRl =Ry B regy e g gy et p . B om s S sy
Py vl gl v o Wy B h.'l-hbp-.-h.il

(afflinefondines
i, L et epiners

Help and Support s g -V <= S
Help » g sbasSs @“L..al VoY
58S andenysl Voo Sy 55 Jleal b 4o ot xl GloasSs s Shee (Help o ot L 5 4 g5 0051 U
g il 2 LIS 5 b L aals)
Y4o



Help LIS obls: oo Juad

Help o 2 ‘_;LM.J: Vo) Jus

> Nas ol s oS
e bML«uMAngla.whcﬂ.g)L Back g
(35050 Jlut Back 3l esliin! 51 i) Gan Olmies 4 oy Forward &
Help and Support o oy 3] docbs 4 o8 Home »
o 53 i ools Ll Oledbl Ol Print -
sl (SN dinwd Oy o & Help SleMb! il Browse Help ™
ol e sl Lo ,a 513151y oledbl s Ask £ s
-3 g ol | Help asl olades Options e

L) Online | (&l & Jlas! ¢s4) Offline slaal, Glixsl|  Offline/Online B s ey
09 b min 5550 SEMLT &S Sy 500 o (i) 4 L] Help
Online > 51 & 55 o0 slgdeny 358 <L Offline
2 ol il )3 i 503 S el
Search Help ;3 ;s Sledb| g pozus \ oY
25 b (Search Help) soxiu 53 5515 55 50 0l o s g0 Su o)l SN 03] Gt 51,
Jle sy 0 g g0 00l Llas WQM@uEnterwogJ‘zﬁ\i 4S5 55, SIS (Ve )
taS s 1 5 Jel e DB al 6l S S Sy 53 S Ol o g 4 =l SNl el > s
.S SIS Help and Support 43 5 (55, «Start ¢ s 3 =)
oSe K Ol sxe 4 print a picture Ojle g ol 5 (Vo) JSG) 5 o 5L &S oy 5o Y
a5l | Enter 1S 505 5 ol |
PS5 SIS L (Vo S gt o 0ls laled a0 sz )50 Oole b dad 0 o slie Y
Help s ot Jaur 3 b il o i 1o 3 S5, L8 islie o gl i 014 By o loneo 3 S

..\S\e.\igjf b.AbL..A)}a.;w:-

Y4



Slodia Jale i

L erm ard pere prisre Baeambnmi

=

Ferm b paiined Foam i evihpags

3 gk e deplal e g“
B Vb e sy el s o dyiaiser Froio dabar
¥, Bagyews T ppang of @ pesnbed meribpege o nfarne® Evpiee
sl Rl e Bl
[ Cing bigip =

s gl N oY S

BaCkMSJL;))dﬁlSle.(\°—Y’J§J})-\:JSA»LQA ‘)QW);JD;&:‘S&‘Q)?&»‘“F&U—f

...))‘.) 2929

P o M L o -

o)

JJ&JJ}W?%Q@‘J@&%‘?«J—\“—YJ& Y*Y



Help LIS obls: oo Juad
S S Media Player 1551 0 5 Sas 4 a2l Gedbl e Vo) oy 0

Browse Help ay S 5 Y%
st (S Aib Oy g0 4 V5 s slaial,y 3 3 pm 5e Sledb (M ) Browse Help 4 % g5, SIS L
b ol e S gt s 5 Ole 5o 50 caslis 13550 55 SASL (Vo= ¥ KLY 5 5 00l Gl
Sl s 5 Ole g 5o .l s Sies| Printers and Printing ay § Jls gl 5 gk g 00ls Liules

.g:...v\».\.:on\:gl.zs\o—bd&&yo\,&dllﬂ‘k,:f

[ RS

B s
[ ——
[ ——
B s st =

B b —

[ .

I [eE—————1

[ [ —
[ ——
1 i i s

1l & o e

e i T — H_
L+ * - W ﬂ-_‘i
- N

fopy

| i me—— |

| A el ] e g N T il R s

T ee— | N
. ——1

j e b parnam

i e g——— R LA R s — |

[ i

} | hr'.!'-u"-ﬂ"-"l"']

| Jrere—

B R i il

B ' esmeae e g

Yay -cﬁ‘*“:'*—‘““é-‘@ms%&@;au,@—\e—oy@




L;L‘.\i.«‘}\.c‘.;...,u
S g p SRl G ki 30 e OEMBT N oY

Ask glag SL Y -0

A&sah))d\jdﬁéduw)) ‘O‘\')JAS(\ °—?J$-))y~@jLAL}:Jdbij cASkM;d})gﬁsL
Pl g5 IS e 5 G yla oy )l s ol ol G b )

sl 15 0 de Juld e ol S5 53 51 S el yi 45 : Ask a person for help -
Remote Desktop 4l 3l ealizwl b o5, cpl 53 : Get a friend to help you over the Internet ®
-\SQJJLJ: \)L«.wbmbo.)b)\}ﬁbj)‘.g&)lyb\)b \)JPJKﬁ@\j@sQﬂ\kJu\)
Sl > 010K 5 e 514l o i, cpl 5o Ask experts and other Windows Users ®
-2l o Microsoft Answers Cuw!l s a3 cpl 5o & Gbcule 51 S dule SWS Cl s 5 0550
5] S Sl s el (S S ey b 51 as) ) 0o - Contact technical support @
3l 53 5 sz Gy 1 a5

s aile syl 51 oslizul - Other Resources —¥

SE Ll Jual Oy s 538 35005 Colu 5lesliin! : Get more on the Windows Website @
g sr b et Gasie S 65,

Sole b 5l i S&S ¢l OleMbl 6 5ls azais 3L ¢ Find info for IT professionals @

H o e

e w pupmpe | beew

B o i = e L = =

dul 1 g

B D L e TR P

Bme b v i g i w1 e e m o s T
g o B G T 8 ST ol T o S i Y T, il ;5 A

R T em—
Tt mn ey Em e e @ R T 0 S e
- rmely nepre sme b eed
TP Tr s —
e - ] et P S ra———— —
e b Y b = S8 T
Topy rremrm

| ceor sy e Tt memam e G e tme ms F s G| F
--------- 1 e
PR [T e T ] TR e (e ——
A — —

ra¥
Askaﬂ.:i—h—fdgw‘:



e Helpl )8 bl as Juad

(Options & ;5) Help 4ol oladzs Y o -

53 syl L;\AQJ';.(\ o=V IS) sss el Lule al y Olaks (¢ s (Options M; Sy S L

ol s 0313 C:Aﬂj VoY J}.\an

Options gbay -\ -V S

Options dl.ba:.g;f—\ =Y Jods

Ao 53 oo 03l iules ob)&b\..g\.-, Print

sdd (S Aied Oy oo & Help oledb| il | Browse Help

aio B § o g o3l ks Text Size

(oA JS) Help 5l amieo Ol sions 53 & )le S s 2 | Find (0N this page)

i 3 e 8 glades Settings

Y40

Fd |
 Mgich shgle woed Doty | Mo camm
[ Mmeh et |7 Mt il
[ Mgt pled b o Highight o muiches:

Help ¢ l> axio Oy 13 S5l S 52 ) - A IS



Shais e (s

Settings & 35 ) o5 -

5388 (Vo) JS) 3 g g0 oblai g1y sloua 38 (Options (s s 5 s Settings 45 ¥ (55, SIS |
Pl g gt Sy 1 25 5

sk, 55,4 &4l 4 4> 5 L - Improve my search results by using online help (recommended) ®
P b oo N sleal, 5 estizal b § ol oo Jlab &y s o3l s Help oledb| p3lte
(ol it sty 45 p) SAnil) 3k 0 O s 1L i 5 485 5

ol Wy e J3 a\.;; 455 J@ &) s 5o : Join the help experience Improvement program @
133525 i C’L‘ 35 85 313 ol ekl ) shte & & a0 500 5 Ol ) Cuand

| gy gl

I St ety
e =y e i by sy sk Heip
re_m————s e |

| g pdpw g o gy 1z me o s covieel e
el he b

B e il TN T e L I ]
By ericniry v tan Ve rorrer S ool pof
Wik

o [Fir i
ELEEE BN BRIy L S L TN

el o Pice IERHESSHE WA

Help Settings 25— -4 S

Yas



Help LIS obls: oo Juad

Az aods

o3l il glaaly 4 5L Lo $ )55 5 ISl b ity il o idu b K rg@ S Gopo @
Sheaely cpl g iwes 1y il 555 Help and Support asl, a8 S8 bk 4 Sl 5 0 & st
(F1 5 ol 2JS) 48 SUS Help and Support 4 S (55, «Start (¢ e

.98 sslizul (Search Help) soeiws 508 51 ol t}*b}“’gibjb.)) SNl 53 55] Cens 51, @
el st iy b O gy ¥ 5oy sLaial 53 5 g go S| (M) ) Browse Help 4§ 55, SIS L@
.a},.:@a_»bui;ﬂl.d.a)}agn.z.la,:fdbd,\;{ua,@bp}o@)uu)}oﬁd”&sg PRI
DMl Ol (61, pan § ol 48 5 5 o 0l Lol sl Oladit (6 52 (Options 48 g5, SIS L@

ML@)L&M}Q‘,B»)‘»‘N:J‘}M

Yav



Shais e e

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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(Help and Support 4l ;) ;s slaal, ®
windows . microsoft.com cyl. @
® Windows 7 Step by Step, Joan Preppernau and Joyce Cox, Microsoft Press, 2010; ISBN: 9780735626676; 544 pages.
® Windows 7 Plain & Simple, Gerald Joyce and Marianne Moon, ISBN-13: 978-0735626669, 1st Edition, 2009.
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