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1 - How you can delete unnecessary files to the Recycle Bin
2 - How you can delete unnecessary files without Recycle Bin
3 - How do you empty the Recycle Bin
4 - How can | restore a file has been deleted
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. R.click on desk top Sl pedans 4018 Al 5o -
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<uasi- Refresh
Waa alaa LA New folder

s Sl mhaw it e J sasll- Properties (Desk top , screen sever , Appearance , Setting)
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. To know the size of ram or the type of processor or the type of windows

There are two methods:
1. R.click on My computer
2. from control panel
Osds e g si sl llaall @ 5 b () gial) a8 SIS pas 48 jadl
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Open my computer and how to

3le- close it

_sai- maximize or Restore down it

pleall by 5 & 4xa 5- minimize it

L4ill12, Extension
- sound.wav

- notpad.txt
-Wordpad.rtf
-word.doc

-Excel.xls
-access.mdb
-power point.ppt
-winzip.zip
-winrar.rar

Zigd ol Aaai13. Frozen

- frozen =task manager
(Ctrl+alt+delete)

shut down the application
—uaiw¥Which not responding
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Test
*On the simulated windows Desktop carry out the necessary steps to
shutdown “ the computer
NOTE: Do not use Ctrl + Alt + Delete

O ekt 9 JeRd| G wadlad alt+ctri+delete

*On the simulated windows Desktop carry out the necessary steps to “
shutdown “ the computer
NOTE: Do not use Ctrl + Alt + Delete

0 ddeii| (9 JeRl| G elladalt+ctri+delete

*Use the simulated Desktop to find out which Operating system is
instaiied . Sesect the approriate radio then clhck on SUBMIT

SRl ol ol il ol ] il i

*Which of these Icons is a shortcut to an application ?
Click on appropriate icon to indicate your answer.

. il o0 | gl et ¥ 03 0 S

* Uthe simulated Desktop to find out how much RAM is
instaiied

R @ik Wl das

*Which icon represents the Recycle Bin ?

Giligaal) dubaad i i guid] (5

Close the window without close application
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*** e . Search (for file or folder)
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How do you search for a file was added in a day or a month or
a given year?

Can you search for a file a certain size?

*** bl . Help and support (Index)
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3,2 Claiiudl, my recent document
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(pause,Restat,cancel) dc sihaall 43 54l e 33 52 gull al NI -

(= print manager)aleall Jay pi (30 Al il gina <08 434S -

- Add Printer

- Exchange between the printers to make each one is the default

- Open the contents of the printer

- Commands on the printed paper (pause, Restat, cancel)

- How to open the contents of the printer from the taskbar (= print manager)

. Control Panel
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a2 - Add or Remove Program
el ) dilz) f Calal
Start — control Panel 4%kl
Frx Galll Jaady il aaa% - Add or Change Language
FAEN ) Ayl sl i) Sy Ja
Can you add Arabic to the list?
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TEST

Why do you need to regutarly update your virus software ?
il 9yl dallaa el o Gians 13l

lasSo it can protact your computer from the test viruses

To keep your anti virus software compatible with your os.

To replace virus scanning software that has become infected through use.

So it doesnot waste time looking for out of date viruses.
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7) Click on the status bar of the my computer window on the simulated Desktop.
e giiall 3280 (alall Alald) oy a0 e haxa)

Help
Tavorites 100!

4)» 2 search

3 My Computer

Folders
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8)Find all files on the c: drive that are larger than 200 kb o= 25 3l clalall JS aa
200kb

9) Change your printer setting so that output gose to the production printer
@ slhall i daglall al pas QllasPressing which of the following keys would
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place picture of what is currsntly displayed on your monitor onto the clipboard ?

Use the index tab of the windows HELP system to on find help on audio files ?
O guall Cilala jedat Al ASLEY das

10) Which of these files is compressed ?
id sadll calalal) das

11) Use the index tab of the windows HELP system to find help on 32b P C card .
32 o Claslra (e dal e acluall axsiulp
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o - « Times New Roman <~ & =
1 - ) : = | Getting started
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What keys do you use t-0 sccess the Task Manger ?
alaall 5130 83U ) sela Jaf (e Jlaia¥) apaad allay
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