
Windows 10 operating system (OS)



Windows 10 Installation

There are two approaches you can take for installing 
Windows 10 in your computer: Upgrade or a Clean Install

Typically, when you upgrade your operating system, all your 
documents and applications remain unchanged, whereas 
with a clean install you would be starting again from scratch. 
But one important thing to verify first is 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 
upgrade from an older system

The main requirements are: 



System Requirements

A processor (CPU) with a clock rate of at 
least 1GHz
At least 1 to 2GB of memory (RAM), but 
Microsoft recommends 4GB
At least 16GB space in your hard disk



System Requirements

One important thing to note is that the 
installation process itself will verify your computer 
hardware and let you know if it qualifies for a 
Windows 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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Start menu



Once you click on
All apps option from 

(start menu) 
The following menu 

will appear 

It contains all computer s applications 



power button contains 
three options:

Shut down: turn off the 
computer.
Sleep: Turn off the 
computer temporarily.
Restart:  to re-run the 
computer. 



Date and Time 

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

display icons on desktop 

Update or Activate
post

Add new folder or document

Personalization

arrange desktop icons
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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).

2- 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 



How to rename folder?

1- Right click on the folder.

2- Select rename from the list.

3- type the name you want.

1- Click f2 from the keyboard

2- type the name you want

Picture of the folder after naming   
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Copy

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

To copy a data there are two ways:

1- Right click on the selected Item. 

2- Select copy from the list.

From the keyboard select Ctrl and C at the same time. 

First way

Second 
way



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:

1- Right click on the selected Item. 

2- Select Cut from the list.

From the keyboard select Ctrl and X at the same time.

First way

Second 
way



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:

1- Right click on any empty place. 

2- Select Paste from the list

From the keyboard select Ctrl and V at the same time.

First way

Second 
way



Delete
there are five ways to delete an item:

1- Right click on the selected item. 

2- Select Delete from the list.

From the keyboard select Ctrl and D at the same time.

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

From the keyboard select Delete.

Drag the selected item and drop it on your hard drive. 
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How to move an item on your hard drive

Use cut command.

Use drag and drop process 

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

1

2

3



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 ?

1- Find 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 :

1- Select the item you want to restore.

2- Right click on it and choose restore.

drag and drop the item.
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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. 

2- Select properties from the list.

3- check Hidden button. 

4- click apply then ok.



To Hide a file permanently: 

1- open the selected folder.

2- select View from the toolbar.

3- Go to options.

4- choose view and select Don t show, click apply, then ok.
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To show a folder 
1- Open any window. 

2- select View from the toolbar.

3- Go to options.

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

Finally, the folder 

Will appear like this 



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.

Finally, the folder
return to the
original look  




