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External components of the system unit

External components are the visible parts of the system unit:

1. Power switch.
2. Reset switch.
3. Disk Drive.
4. Case.

5. USB ports.

Internal components of the system unit

Motherboard The motherboard is the largest electronic circuit board in the computer.
It serves as a single platform to connect all of the parts of a computer together. A
motherboard connects CPU, memory, hard drives, video card, sound card, and other
ports directly or via cables.

The CPU.

RAM and ROM memory.
Hard disk.

Fan.

Video card.

Slot.
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Pinning
In Windows 7 the user can pin favorite programs anywhere on the taskbar for easy

access.

The user can pin individual documents and websites to jump lists on the taskbar.

Calculator

&= Pin this program to taskbar
Close window

File and Folder
All the data on the hard drive consists of files and folders.

File Folder
A file is commonly referred to as a document | A folder is a container for programs or
and usually created from within a files and a method of organizing
specific program. information.
|= L y
- text My Documents ECDL Notes

Courses_5c... Chapter 6.doc message.bxt

Files store data, whether text, music or film Folders store files and other folders.

Files are represented with an icon and Folders are represented with a yellow icon.
usually include a symbol of the
associated program.

Each file has its own extension. A folder does not have any extension.

Files are taking spaces on computer memory. | Folders are not taking spaces on computer
memory.

The user can create different types of
files or sub folders in a
folder.

The user cannot create any folder or sub
folder within a file.




Computer Laboratory Experiment (3) First vear/ Department Of Phvsics

Selecting Files, Folders and Sub-folders

o Toselect an individual file / folder simply click once on the file / folder. The file /
folder will be highlighted in blue.

] SControl Panel.docx T-1o/W 0 p 1T Y Microsoft Word D... 2,551 KB
@ Any Video Converter T8 +Moe T Shortcut 1 KB
@ AppsHat Y15 NV p -SLY Shortcut 3 KB
com.sunstar.death.shooter.commande3... T8/ 8 p oSl . WinRAR ZIP archive 9,363 KB
@ download (1).jpg T8/ ¥/« p 11T ACDSee15 JPEGI.. 5 KB
@ downleoad.jpg Y1e/ W/ 1 p 1T:TA ACDSee 15 JPEGI.. 3 KB

» To select a number of adjacent files / folders. Click on the first file / folder in the
block the user wishes to select, then

press Shift with Arrow key and keep pressing these keys whilst clicking on the last
file / folder in the block.

com.sunstar.death.shooter.commande3...

@ download (1).jpg ' T
@ download,jpg 1
driverrobot_setup.exe
Ibox_Diamond2_V1.61-04-11-2014 W2G5...
G' index.htm

ﬁ'_:j}' installer_beach_head_2002_Arabic.exe

l’iﬁ, Microsoft Visual Basic 6.0

(3] Microsoft Word 2010

[#] Module2.pdf

« To select a number of non-adjacent files / folders. Click on the first file / folder

(& | Any Video Converter

(A AppsHat
com.sunstar.death.shooter.commande3...
@ downlead (1).jpg

@ download.jpg

driverrcbot_setup.exe
Ibox_Diamond2_V1.61-04-11-2014_V2G5...
G' index.htm

‘ﬁ installer_beach_head_2002_Arabic.exe
[iﬁ, Microsoft Visual Basic 6.0

{#¥] Microsoft Word 2010

[#] Modulez.pdf

that the

« user wishes to select. Then press the Ctrl, whilst clicking on the other files / folders
that the user wishes to select. 3
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Creating Folders / Sub-folders

o ldentify the area where the user will create the new folder, e.g. Desktop or My
Documents.

« Right click in an empty space, point to New, and then click Folder.




Computer Laboratory Experiment (3) First vear/ Department Of Phvsics

« A new folder will be created and the user can use the keyboard to type a name for the

Shortcut

Microsoft Access Database

% Graphics Properties
@ Configure Switchable Graphics Bitmap image
= Contact

Microso ft Word Documen t
Journa | Documen t

@
)
L=
|
=
E] Microsoft PowerPoint Presentation
=
=3
#ih
=
o]
=]

View >
Sort by »
Refresh

Paste Microsoft Publisher Document
Paste shortcut
B Bitdefender >

(5] Shared Folder Synchronization >

WinRAR archive
ATL MFC Trace Tool settings file

Al peilas...
P Al 2L

Microsof ft Excel Worksheet
WinRAR ZIP archive
Briefcase

ES  Screen resolution
& Gadgets
& Personalize

folder.

Changing the name of a Folder / File
« Right click on the folder / file.
o Click Rename.
o Type in anew name.

Open
Edit
New

Print

Conwvert to PDF with Mitro
Ceombine files with Mitro

mlr

Open with S
Share with S
Add to archive...

Add to " sdes.rar”

Compress and email...

Compress to " sle=.rar” and email
Bitdefender >

Restore previous wersions

LEEE

Send to >
Cut
CTopy

Create shortcut
Delete

Saving a File

When the user saves a document for the first time, the user needs to give it a name. To save
a file, follow this procedure:

o Click File, Save As.
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« From the Save in: drop down box select the disk and folder where the document file
will be saved.

« Type a name for the document in the File Name: box.
 Click Save.

| Untitled - Notepad = | B | G
[File ] Edit Format WView Help
Mew Ctrl+M e
Open... Ctrl+ O
Sawve Ctrl+S
Save As...
Page Setup...
|
Print... Ctrl+P d
Exit M|
|
N
Fi b
[ | Save As - - — |
QQ [F Desktop » - | 4y | ] Search Desktop ol
Organize ¥ New folder HES 'g'
= Name ‘ Size Item type Date modified

- Favorites —
! = Libraries
Bl Desktop \ ; A Hp

- Libraries 1™ Computer

<] Documents € Network

@’ Music ) . App File folder YILNAY/ Ve go <ATT
&=/ Pictures Apr09 2015 File folder Ye18/+5/+2 a ) 1LY
B¥ videos , Data File folder YENY/Y .50
A Hp

% Computer
&L, Local Disk (C2)
@ Local Disk (D:) ~

File name: m -
Save as type: [Text Documents (*.txt) v]
| ) '
- Hide Folders Encoding: | ANSI V] [ Save ‘ [ Cancel |

Duplicating (Moving) Files and Folders from one folder / directory to another.
 Select the files / folders that the user wishes to duplicate / move.
« Click Edit, Copy (to duplicate) OR Cut (to move).
« Open the folder where the user wants to paste the files / folders and click Edit, Paste.
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Open
Open in new window

Manage with ACD5ee 15

Share with

Add to archive...

Add to "Azhar & Suhila.rar”

Compress and email...

Compress to "Azhar 8 Suhila.rar” and email
Shared Folder Synchronization

Restore previous versions

Bitdefender
jetfAudio
Include in librarny

d to

Create shortcut
Delete

Rename

Properties
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