Windows 10 operating system (OS)




Windows 10 — Installation

® There are two approaches you can take for installing
Windows 10 1n your computer: Upgrade or a Clean Install.

» Typically, when you upgrade your operating system, all your
documents and applications remain unchanged, whereas

ith a clean 1nstall you would be starting again from scratch.
But one important thing to verify first 1s if your computer
has the necessary hardware to support Windows 10




System Requirements

® Although most computers nowadays probably have
the necessary requirements for Windows 10. It will
certainly be useful to know them in case you want to
grade from an older system.

The main requirements are:



System Requirements

» A processor (CPU) with a clock rate of af
least 1GHz.

tleast 1 to 2GB of memory (RAM), but
icrosoft recommends 4GB.

t least 16GB space in your hard disk.




System Requirements

®»(One iImportant thing to note is that the
Installation process itself will verity your computer
hardware and let you know if it qualifies for a
iIndows 10 upgrade or not. If not, then you will
need to upgrade your hardware
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Taskbar

A taskbar is an element of a graphical user interface which
has various purposes. It typically shows which programs are
currently running.
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Quick Access Area
contains icons for notification

Start menu a voice-activated

personal assistant.

like Siri, but for
Windows

most of the
programs we need
constantly
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three options:

Sway

Shut down: turn off the i
computer. : = |
Sleep: Turn off the Security update pending

Install the update

computer temporarily.
Restart: tore-run the
compUter' Shut down ———

\ / Restort

(:!:}l Power

v

All apps

I'm Cortana. Ask me anything.



Date and Time

Through this query you can change the date and time, the following widows show you
how to change it.

< Settings < Semings 5w
gé? TIME & LANGUAGE Find a setting 2
€02 CHANGE DATE AND TIME FORMATS Date & time 9 ; 3 3 44 A M
Date and time . .
Region & languade 9:34 AM, Monday, December 11, 2017
First day of week Speech Set time automatically
@ on
I Sunday v |
Set time zone automatically Decem ber 201 7
@ of
S hort d ate Change date and time Su Mo Tu
Change
| M/dyyyy v |
Time zone
| (UTC+03:00) Baghdad v
Long date Adjust for daylight saving time automaticall
| dddd, MMMM d, yyyy - |
Formats
S hOI"E tl'm I First day of week: Sunday
Short date: 12/11/2017
I h:mm t[ L | Long date: Monday, December 11, 2017
Short time: 9:34 AM
Long time: 9:34:26 AM
I hemmess v | Related settings
Additional date, time, & regional settings
Add clocks for different time zones 9:33 AM
9:53 AM
)] ENG
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Mouse

It is an input device, that contains three main parts which are:

1- Right click which is responsible of showing lists.

i« AMD Radeon Settings

arrange desktop icons

View
Sort by
Refresh

display icons on desktop

Update or Activate
post

A A A A

Paste

Paste shoricut

Undo Rename

£ Intel® Graphics Settings

Mew

A

Add new folder or document

1 Display settings

A

Personalization

= Personalize




i AMD Radeon Settings

I View > Large icons Drop Iisi‘
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View
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Refresh
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Paste shortcut
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) Intel® Graphics Settings
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=1 Display settings | Shortcut
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@' Microsoft Excel Worksheet
B o) WinRARZIP




2- Left click which is used to do operations and select files.

3- Scroll which is used to move up and down among the page.

How to open icon or folder:
1- Double click on the selected (file, program or folder).
- Right click on the selected (file, program or folder)and choose open.

3- Select the (file, program or folder)and click Enter.




How To create new folder?

1- Right click on any empty place.

2- Select New from the list.

3- choose folder.

Picture of the new folder after creation > .

Mew folder




How to rename folder?

1- Right click on the folder.

2- Select rename from the list.

K3 Play with MP4 Player

Bl auail dsla)..
B | dsLs] “New folder.rar”

3- type the nhame you want. =i

second
way

1- Click 2 from the keyboard

2- type the name you want

v

Picture of the folder after naming

computer



Copy

It is a command that allows you to copy data, such as text, image or @
folder.

To copy a data there are two ways:

Open
Pin to Quick access
Scan with Windows Defender...

a* Format Factory (F)

Share with
@ Ultrals0
. . Restore previous versions
ight click on the selected ltem.
Pin to Start
&2 Convert with MP4 Converter

2- Select copy from the list. e

B aviyill dalal..

B8 | J| asLa| "computer.rar”

Second =

B | J| bes "computerrar’ sl Jla] g

WO y Send to

Cut

From the keyboard select Ctrl and C at the same fime. B

Create shortcut
Delete

Rename

Properties




Cut

Cut process is very similar to copy process in that they both place the selected
item into the clipboard for future pasting. But the difference is that, when you
Cut the selected item, it will remove, or cut.

To cut a data there are two ways: N o

Pin to Quick access
Scan with Windows Defender..,
4% Format Factory (F)

Share with

Restore previous versions

Include in library

. . Pin to Start

]_ RI ‘I- C“Ck On The SeleCTed H-em. k&l Convert with MP4 Converter

B3 Play with MP4 Player

B ol dslal..,

BB pasll” | dslas)rar”

Bl L) g bss..

B osll’ ] basrar apl Jll s

Send to

I Cut l
Copy

From the keyboard select Ctrl and X at the same fime. o e

Delete

Rename

Properties




Paste

It is a command that allows you to insert data from the clipboard into an
application. In order to use the Paste command, you must first use either the Copy
or Cut command to save data to the clipboard.

To paste a data there are two ways: ot i e
View b
Sort by >
Refresh
| Paste |
1- Right click on any empty place. Paste shortcut
. Undo Rename Ctrl+ Z
2- Select Paste from the list —
B Intel® Graphics Settings
Second New >
way

1 Display settings

& Personalize

From the keyboard select Ctrl and V_at the same time.




Delete

there are five ways to delete an item:

o

1- Right click on the selected item.

2- Select Delete from the list.

Froam the keyboard select Ctrl and D at the same fime.

CaD

From the keyboard select Delete.

5O

Drag the selected item and drop it on your hard drive.

From the keyboard select Shift and Delete at the same time.

v

Open

Pin to Quick access

Scan with Windows Defender...
** Format Factory (F)

Share with

Restore previous versions

Include in library

Pin to Start
ks Convert with MP4 Converter
L3 Play with MP4 Player
BB i)W dila).,

B ool ) dsla)rar”
BBl Jly s bea.
B el ] bearar upll | 5

Send to

Cut
Copy

Create shortcut

Delete

Rename

Properties



How to move an item on your hard drive

o

1- Right click on the selected item.
2- Select Send 1o
3- choose the place you want to put your item.

2o

Use cyt command.

Open
Pin to Quick access
Scan with Windows Defender...
4% Format Factory (F)

Share with

Restore previous versions

Include in library >
Pin to Start
£ Convert with MP4 Converter

L3 Play with MP4 Player

B i)l dsla)..

B uasll" | @sla)rar

B b Juy| s beo..

B asll' | besurar' 1l Jlul s

Send to l > © Bluetoot h device
Cut ¢ Compressed (zipped) folder

Copy [ Desktop (create shortcut)
12l Documen ts
Create sh = )
% Faxrecipient | ]
Delete
Format Factory
Rename s -
‘| Mail recipient

Properties == DVD RW Drive

Use drag and drop process



Recycle Bin

When you delete a file or folder in Windows, it is placed in the Recycle Bin. Items are
temporarily stored in the Recycle Bin before they are permanently deleted by the user. The
Recycle Bin is located on the Windows desktop.

How to clear the recycle bin ?

Open

&/ Empty Recycle Bin

Pin to Start

ind the Recycle Bin icon on the desktop.

2- Right click and select Empty Recycle Bin.




Restore

You can restore your files or folders from the recycle bin so easily by :

o

1- Select the item you want to restore.

2- Right click on it and choose restore.

drag and drop the item.

Wi+l RecydeBinTools  Recycle Bin

Haome Share View Manage

4 lal » RecycleBin

3t Quick access

v O
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[ This PC
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@ OneDrive

@ This PC
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Search Recycle Bin



Hide a folder

This command allows you to hide a file on your hard disk.

To hide a file temporary:

1- Right click on the selected folder.

Opey Jua=ll Properties
. . Pin to Cluick access
2- Select properties from the list. Scan with Windows Defender.. Genersl | Shang  Securty | Previous Versions | Customize
#* Format Factory (F)
o Seamll
3- check Hidden bufton. SHeE ;
T aaa—— Restore previous versions
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.
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Send to > Attributes: [®] Read-only {Only applies to files in folder)
Cut — Hidden | Advanced...
Copy
Create shortcut
Delete
Rename
= R - -
T T e




To Hide a file permanently:
1- open the selected folder.
2- select View from the toolbar.

3- Go to opftions.

4- choose view and select Don't show, click apply, then ok.

Folder Options @7;"{ | HI 7|JMJ| @ & D X | M ;|-WJ| @

O Home  Share | View
General Search -
Folder views

G Home  Shae  View v 0
R
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Fig  alfolders of thistype. ) n ﬁ‘ 8 g coms & Lage oo | [ tem e boes A
I

(s | e | # Qs Name Datemodfied  Type

o IR ‘.,:E ! y /
s Mediumicons M mallicons » [ Filpame eensons
Naigation s T _ Ceet i seected | Options Bledp o
Advanced settings: BEE" ik ligt E:Z: Detals " e MHldd?ﬂ fems items L ;D il
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[] Aways show icons, never thumbniails Bangs Layout Show/hide B )
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Digplay file icon on thumbnails ‘DUWMOHdS ¢ =l
Display file size information in folder tips =l Pictures {

] Display the full path in the title bar In .
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(O Dont show hidden files, folders, or drives
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To show a folder

1- Open any window.

2
3

Go to options.

*‘%

Finally, the folder
Will appear like this

select View from the toolbar.

choose view and select Show, click apply, then ok.

Folder Options

General Search

Folder views

You can apphy this view (such as Details or lcons)to

all folders of this tvpe.

Apphy to Folders I

Reset Folders |

Advanced settings:

Files and Folders

[] shways show icons, never thumbnails
] sways show menus

Display file icon on thumbnails

Display file size information in folder tips
[] Display the full path in the title bar

Hidden files and folders
C 3 Dot s idde

Hide empty drives
Hide extensions for known file types
Hide folder merge conflicts
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In order to return the folder to the original status:

1- Right click on the selected folder.

?2- Select properties from the list.

3- remove check from the Hidden button.

4- click apply then ok.
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Create shortcut
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Rename

Properties
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Type:
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Size:

Size on disk:
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Created:

Atributes:
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File folder
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