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 المحاضزة الأولى

 ٍقذٍت ػِ طشٌقت فخخ اىجٖاص 
 Desktop ىخشغٍو اىجٖاص ٗاّخظش دخً ظٖ٘س ٕزٓ اىشاشت  Powerقٌ باىضغط ػيً ٍفخاح 

 

  ٌسخخذً ىذفظ اىَسخْذاث Documentsاىَسخْذاث   -1
 ٌسخخذً ىخشغٍو  اىبشاٍج  My computerجٖاص اىنَبٍ٘حش  -2

اىَ٘ج٘دة ػيً اىذٌسل اىصيب ٗالاسط٘اّاث ٗاىفلاشاث 
 .ٗاىذٌسناث 

3- My network places  اىشبنت اىَذيٍت حسخخذً ىشبط اىجٖاص 

 بؼذة أجٖضة ٗىٖا دٗسة حسًَ شبناث
4- Internet explorer  ٍخصفخ الاّخشّج ٌسخخذً ىخشغٍو جٍَغ 

 بشاٍج اىْج
5- Recycle bin  سيت اىَذزٗفاث حسخخذً فً دزف اىَيفاث اىغٍش 

 ضشٗسٌت
 مٍف ٌَنْل دزف اىَيفاث اىغٍش ضشٗسٌت اىً اىسيت -1
 مٍف ٌَنْل دزف اىَيفاث اىغٍش ضشٗسٌت بذُٗ اىسيت -2
 مٍف ٌَنْل حفشٌغ سيت اىَذزٗفاث -3
 مٍف ٌَنِ اسخؼادة ٍيف حٌ دزفٔ -4

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 I restore a file has been deleted 

 أجب ْٕا باىيغت الاّجيٍضٌت

1- .. 
2- .. 
3- .. 
4- .. 

                       Uses the mouse اسخخذاٍاث اىَاٗط

 R.clickٌسخخذً ىؼشض اىق٘ائٌ اىغٍش ظإشة       )اىضس ٌٍَِ  -1
 Double clickاىضس اىشَاه ٌسخخذً  ىفخخ اىبشاٍج باىْقش اىَضدٗج ٗاىخذذٌذ باىْقش اىفشدي   -2
 Drag and Drop . اىسذب ٗالإفلاث    -3

 دراسة قائمة المجلد  

- Cut = move  حسخخذً ىْقو اىجضء اىَذذد اىً ٍْاطق اخشي 
- copy  = duplicateحسخخذً ىْسخ اىجضء اىَذذد اىً ٍْاطق اخشي   
- creat short cut  حسخخذً لاّشاء ّسخت ٍَٕٗت  
- send to (desktop creat short cut)  حسخخذً ىْسخ ىْقو اىْسخت اىٍَٕ٘ت اىً سطخ اىَنخب 
- rename    اػادة حسٍَت 
- delete = remove دزف  
- properties (general – read only – read.write ) ٗاجؼو اىَيف أٗ اىَجيذ ىيقشاءة فقط أ 

 قشاءة ٗمخابت  
-  
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 R.click on desk top .دساست قائَت سطخ اىَنخب               - 

 اضغط بٍٍَِ اىَاٗط حظٖش ىل اىقائَت الاحٍت 

- Arrange icons by (name, type, size, modified)حشحٍب اىَيفاث  

- Refreshحذذٌث 

- New folderاّشاء ٍجيذ جذٌذ 

- Properties (Desk top , screen sever , Appearance , Setting) ًٕٗ  اىذص٘ه ػيً حْسٍق سطخ اىَنخب

 ( الإػذاداث – اىَظٖش – شاشت اىذَاٌت –سطخ اىَنخب )

. 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 

ىَؼشفت دجٌ رامشة اى٘ص٘ه اىؼش٘ائً أٗ ّ٘ع اىَؼاىج أٗ ّ٘ع ٍِ ٌْٗذٗص . 
: ْٕاك طشٌقخٍِ 

1 .R.click ػيى جٖاص اىنَبٍ٘حش 
 ٍِ ى٘دت اىخذنٌ. 2

Open my computer and how to 

- close it غيق 

- maximize or Restore down itحصغٍش 

- minimize itًٗضؼٔ فً ششٌط اىَٖا 

12. Extension    التمديد 

- sound.wav 

- notpad.txt 

-Wordpad.rtf 

-word.doc 

-Excel.xls 

-access.mdb 

-power point.ppt 

-winzip.zip 

-winrar.rar 

13. Frozen تجميد أو تهنيج 

- frozen =task manager 

  (Ctrl+alt+delete) 

- shut down the application 
Which not responding   لاٌسخجٍب 
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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                                                                                                   

 alt+ctrl+delete  يطهب غهق الجهاس بذوٌ اسخخذاو 

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

 alt+ctrl+deleteيطهب غهق الجهاس بذوٌ اسخخذاو 

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

 يطهب يُك إيجاد َظاو انخشغيم المثبج عهً الجهاس.
 
*Which of these Icons is a shortcut to an application ?  
Click on appropriate icon to indicate your answer. 

.أي يٍ هذِ الإخخصاراث بزايج حطبيقيت   

 
 

 
 
 
 
 
 
 
 
 
 
 

 

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

 عذد انزياث نهجهاس 

*Which icon represents the Recycle Bin ? 

 أي أيقىَت حشير نسهت المحذوفاث
Close the window without close application  

 اغهق انبرَايج بذوٌ غهق انخطبيق
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 المحاضزة انثاَيت

 ٍ START 

. Run  حشغيم*** 
حسخخذً ىخشغٍو اىبشاٍج ٗفخخ اىَجيذاث ٗالاّخشّج ٗفخخ 

 Windowsٍيفاث  

  حظٖش ىل ٕزٓ اىقائَت  Start – runاىطشٌقت 

 . Search (for file or folder)بحث*** 

 حسخخذً ىيبذث ػِ ٍجيذ أٗ ٍيف أٗ ص٘س

 مٍف ٌَنْل اىبذث ػِ ٍيف حَج إضافخٔ فً ًٌ٘ أٗ شٖش أٗ سْت ٍؼٍْت ؟

How do you search for a file was added in a day or a month or 

a given year? 

 ٕو ٌَنْل اىبذث ػِ ٍيف بذجٌ ٍؼٍِ ؟

Can you search for a file a certain size? 

. Help and support (Index)يساعذة*** 
ٌَنْل اىذص٘ه ػيً اىَساػذة ػِ طشٌق فخخ أي ٍشبغ 

  اضغط ػيً  Menuد٘اسي ٍِٗ خلاه ششٌط اىق٘ائٌ 

Help> 

. my recent documentالأخيشج  انًسرُذاخ 

 Start يهف ذى فرحهى وذعًم يٍ خلال انضغط عهي 20وهي عثاسج عٍ حافػح ذحفع أخش 

. Printer and Faxes                                                                       انطابعت وانفاكس*** 

 إضافت طابؼت- 

 default اىخباده بٍِ اىطابؼاث ىجؼو مو ٗادذة ٕى اه- 

 فخخ ٍذخٌ٘اث اىطابؼت- 



                                                                                       ICDLجمال عبذ انفخاح عبذ انصًذ      

 (pause,Restat,cancel)الأٗاٍش اىَ٘ج٘دة ػيى اى٘سقت اىَطب٘ػت - 

 (print manager =) مٍفٍت فخخ ٍذخٌ٘اث اىطابؼت ٍِ ششٌط اىَٖاً- 

 

- 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                                          

                                                  
 ***نىحتانخحكى

 

- Add or Remove Program ًحسخخذ 

 ىذزف أٗ إضافت اىبشاٍج

  Start – control Panelاىطشٌقت 

- Add or Change Language                                                   حسخخذً ىخغٍش ٗحؼذٌو اىيغت ***  

 ٕو ٌَنْل  إضافت اىيغت اىؼشبٍت اىً اىقائَت؟

Can you add Arabic to the list? 

 Performance and Maintenance (system)  (َظاو)الأداء وانصياَت*** 

 SYSTEM TOOLSياهي 

 

 

WORDPAD
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TEST 

Why do you need to regutarly update your virus software ?  

 نًارا َحذز تشَايج يعانجح انفيشوساخ   

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. 

  انكًثيىذش يٍ اخرثاس انفيشوساخprotectأسىء يًكٍ أٌ 

.نهحفاظ عهً انثشَايج انخاص نًكافحح انفيشوساخ يرىافقح يع َػاو انرشغيم انخاص تك  

.نرحم يحم انفيشوساخ انثشايج انري قذ يصاب يٍ خلال اسرخذاو  

.نزنك لا يرهقً ذثحس عٍ إضاعح انىقد نهخشوج يٍ انفيشوساخ حرً الآٌ     

7) Click on the status bar of the my computer window on the simulated Desktop.                                             

.اضغط عهً ششيط انحانح انخاص تانُافزج انًفرىحح   

 

  8)Find all files on the  c: drive that are larger than 200 kb  ٍأوجذ كم انًهفاخ انرً ذزيذ ع

200 kb 

9) Change your printer setting so that output gose to the production printer 

 Pressing which of the following keys wouldيطهة ذغيش اسى انطاتعح نلاسى انًطهىب             
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place picture of what is currsntly displayed on your monitor onto the clipboard ? 

  أي يُها يعًم َسخح يطاتقح نهشاشح

  Use the index tab of the windows HELP system to on find help on audio files ? 

 حذد انشاشح انرً ذػهش يهفاخ انصىخ

10) Which of these files is compressed ? 

 حذد انًهفاخ انًضغىطح             

 

 

 

 

 

 

11) Use the index tab of the windows HELP system to find help on 32b P C card . 

32اسرخذو انًساعذ يٍ أجم عشض يعهىياخ عٍ  b 

 

 

 

 

 

 

 

 

 

What keys do you use t-o sccess the Task Manger ? 

 يطهة ذحذيذ الإخرصاس يٍ أجم غهىس َافزج إداسج انًهاو
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1 - set the date and time (click on the time from the task bar twice)  

2 - to adjust the sound settings (press the mouse on the affidavit the sound of the 

taskbar and choose the command first  

3 - to set the screen saver (pressure affidavit mouse on the desktop and choose 

Properties, and then it's the latest pressure on the screen saver)  

4 - the time zone change (through the date and time)  

5 - What is the scroll bar  

6 - What is the status bar  

7 - What is the menu bar  

8 - What is the address bar  

9 - What is the taskbar  

10 - What is the Toolbar  

 

   word pad 
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1 - How to Open 

2 - How to write 

3 - How to Save 

4 - How to save in a new folder 

5, - choose the type of save 

6 - a new document 

Virus 

Avg            

The most common forms of symbols
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TEST 

9) Change your printer setting so that output gose to the production printer 

  

11) Use the index tab of the windows HELP system to find help on 32b P C card . 

b 

What keys do you use to sccess the Task Manger ? 

 

CTRL +ALT +DELDTE  

ALT + SHIFT + TAB  

CTRL + F4  

CTRL + SHIFT + DELDTE  

Pressing which of the following keys would 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 ? 
 

Click on window title bar 

 

 

 

 


