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Auto hide
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Show small icons in Start Menu يجعل

.
Show clock.

)Apply (
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-Settings

-Task Bar & Start Menu

Dare and Time:
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-Settings
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-Control Panel

-Date & Time

.
-
-Apply

-OK

Mouse Properties

-Start Menu

-Settings

-Control Panel
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-
:

 +Buttons Configuration

Left handed

Right handed.
Apply

OK

 :Pointers:

ApplyOK.
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Pointers Options:
-Pointer Speed

- Show pointer trails

-Hide pointer while typing

ApplyOK.
:
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:
-Start Menu

-Setting

-Control Panel

-)Accessibility Options(
-:

-MouseUse

Mouse Keys

-ApplyOK

Paint

.
Point:

-Start Menu.
-Programs.
-Accessories.
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-Paint

:
-File Menu

-New

Save As:
-File Menu

-Save AS
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-)File name (
-Saveكم:

:
-File Menu

-Exit

Alt+ Ctrl

:
-File Menu

-Open

-Open

Copy / Cut / Paste:
-
-Edit Menu

-CutCopy

- Edit
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-Paste

(Tool Box & Color Box):
-View Menu

-Tool Bar Or Color Box

:
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Word Pad

.
:

-Select Start Menu

-Select Programs

-Select Accessories

-Select Word Pad

:
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:  How To Exit form Word Pad

Select File Menu

Select Exit

(Alt + F4)

How to save as

Select File Menu

Select Save as

:

File nameSaveفي خانة 

How to open file

Select file menu

Select open

Open
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Ctrlمفتاحي  + O

 :How to save change

Select file menu

Select save

Ctrl +S

How to Cut , copy and Paste Text

Select Edit Menu

Select Cut or copy

Select edit menu

Select paste

:
)Cut              (Ctrl + X

Copy           (Ctrl(نسخ  + C

)Paste       (Ctrl + V

Select edit menu

Select Undo

 )Ctrl + Z(
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 /:
Select View menu

:
Toolbar

Format Bar

Ruler

Status Bar

:

 :How to Insert date and time

 :select Insert menu

Select Date and Time

 :How to insert Object

Select Insert Menu

Select Object
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(Microsoft Cilp Gallery):

OK

Clip GalleryOK

:

)Format (
-

) (
Format Menu

Select Font

Font-
Font style-Color

Size

OK
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:
١.) :My Documents (

My

Documens.
My Documents:

)Desktop

)Open (

-.
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٢.)My Computer: (

 .
)Hard Disk (

)Partition ((My computer)

Folpy Disk) (CD Rom) (
(Folpy Disk)

(CD Rom)

(Hard Disk):
C:) (
(D:)
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:
 .

:

٣.(Recycle Bin):

(Restore )

( Empty Recycle Bin).
Folder): (

 .)Desktop (
.

(Desktop):
-
-(New)

-(Folder)

-(Enter)

:
File

New

Folder


