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( { Objective of Learning } *
2.1 Introduction of MS Window '
2.2 Basic concepts of Operating System & its Functions
2.3 Desktop, Icons on the Desktop (My Computer, Recycle Bin, Task Bar,
Start Menu and Menu Selection using mouse) Running an Application

2.4 Setting System Date and Time

2.5 Window Explorer to View File, Folder, Directories.

2.6 Creating, Renaming and Deleting of File & Folders

2.7 Opening and Closing of Window, Minimize and Maximize form of a
window

2.8 Basic Window Accessories : NotePad, Paint, Calculator, Documents,
Music, Pictures, Control Panel

4 2.9 Mouse Button Functions (Left, Right, Scroll Button) [

& 2.1 INTRODUCTION OF MS WINDOW

MS Windows is a multitasking operating system which uses a Graphical User
Interface (GUI) to link the user to the computer. A GUI is an interface that
helps users to interact with the computer by use of windows, icons and menus.
The interaction between the user and the computer heavily relies on the use
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of a mouse and keyboard which make it possible to enter data into the computer
and also manipulate it the way we want.

€ 2.2 BASIC CONCEPTS OF OPERATING SYSTEM & ITS
FUNCTIONS |

2.2.1 Basic concepts of Operating System

The operating system is system that acts as in interface between the software
and hardware. The user can only communicate with hardware with the help
of operating system. So, we can say that computer hardware always required
software to perform important useful tasks.

Examples of Operating System :

There are many examples of operating systems. Some common examples of
operating system are as follows :

Windows XP, Windows 7, Window 8, Windows 10, Android, IOS, MacOS,
Disk Operating System (DOS).

‘Human Users

Basic Functions of the Operating system

The five basic functions of any operating system are :
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1. Interface between the user and the hardware
2. Coordinate hardware components

3. Provide environment for software to function
4. Provide structure for data management

5. Monitor system health and functionality

Advantages of Operating System : There are many advantages to
operating systems. Some advantges are mentioned here for having a basic
understanding.

1. Operating System provides Graphical User Interface (GUI) in the form
of menu, icons and buttons.

2. Operating System manage the memory by memory management
techniques. e.g. paging, swapping etc.

3. Operating System manage the input and output. All I/O devices are
managed by Operating System.

4. Operating System manage resource allocation. Operating System gives
the resources to the process in such a way that all processes can use the
resources in an efficient way. A resource can be a file or in the form of software
or hardware etc.

5. Operating System convert a program into the process.
6. Operating System is responsible to synchronize the processes.

7. Operating System the interrupts and handle the interrupts.
€ 2.3 DESKTOP, ICONS ON THE DESKTOP (My Computer,

Recycle Bin, Task Bar, Start Menu and Menu Selection
‘using mouse) Running an Application

2.3.1 Desktop Icons on the Desktop

Desktop is the area on which your work can be laidout. You can change the
appearance of the desktop to just about anything. If you right click any where
on the desktop, windows shows different popup menu.
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Fig. Desktop
You can doubleclick on a desktop icon to launch that program, folder or file. Below
are some common desktop icons.

2.3.2 Icons

Icons are small pictures that represent files; folders, programs and other
items on desktop or in folder. Icons represent files and folders. Icons act like
button. To open a program file or folder, click its icon twice. For example if
you double click Computer icon then Computer window will open. Following
are some icons on Desktop.
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Computer Network User's Files Recycle Bin

Fig. Icons
(i) Computer; (i) Network;
(iii) User's Files; (iv) Recycle Bin

(i) Computer : With the help of Computer Icon you can see everything
available in Computer. It has many files, folders and drives. Computer window
opens when you double click on Computer Icon.

(ii) Network : You can see your network setting by opening this icon.

(iii) User's Files : It is used to save the files created or downloaded. You
can save your files and folders in this folder. When you double click on this
icon, you will see the following display :

F sy

My Documents My Music

Contacts ‘Duhop Downloads Favorites
" y g, E
My Pictures My Videos Saved Games Searches

Fig. User's Files

2.3.3 My Computer

My Computer icon provides access to the different parts
on your computer. You can access the different derives
(Hard Drive, Floppy Drive, Network Drivers) inside My
Computer.
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2.3.4 Recycle Bin

All the deleted files and folders are moved to the Recycle Bin. Whenever
you don't need a file or folder you delete it from its location, but it is not deleted
permanently from the computer but it goes to Recycle Bin. To delete a file or
folder permanently you have to delete it from Recycle Bin also.

In case you have deleted a file or folder by mistake then you need not to
worry about it. You can get back the deleted file or folder from Recycle Bin.
This process is called Restore. To do this you need to open Recycle Bin and
then select deleted file or folder in it. Then press 'Restore this item' as shown
in the figure below, the selected file or folder will go back to its original location.

Organize v Empty the Recycle Bin Restore all items

7 Favorites i Don't Delete This!
Bl Desktop 'm File folder
% Downloads
., Recent Places

@ SkyDrive

Fig. Recycle Bin
2.3.5 Task Bar

The taskbar is the long horizontal bar at the bottom of your screen. It
contains the start button and buttons for all other programs.

It has three main sections :

(i) The Start button, on the left side of the taskbar, which opens the Start
menu and Quick launch icons.

(1) The middle section, which shows you Which programs and files you have
opened.

(iii) The notification area, on the right hand side of the taskbar, which
includes system Try button Notification area, Computer Network Icon, System
Sound icon and Date and Time icons that tells the status of certain programs
and computer settings.
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The image below shows where the different areas are located :

Active programs

Skt button Quick launch icons Notification area Clock & Date

Fig. Task bar

With the help of Start button o we can run any program. There is one

more area on the Taskbar that is easily overlooked-the Show Desktop button.
In the above image you will find a narrow rectangle to the right of the clock.
By clicking on this button you can minimize all opened programs and access
the desktop.

2.3.6 Running an Application

The Run command on operating system such as Microsoft Windows and
Unix-like system is used to directly open an application or document whose
path is known.

The Run command is accssible through the Start menu and also through
the shortcut by Win+R. Although the Run command is still present in Windows
Vista and later, it no longer appears directly on the Start menu by default, in
favour of the new search box and a shortcut to the Run command in the
Accessories sub-menu.

To run an application, choose one of the following:

Click on Run — Run or Continue or click the Run or Continue button.

b Type the name of a program, folder, document, or
g Internet resource, and Windows will open it for you.

Open: || ~

(e ] [oome ]

If you need to enter arguments, select Run — Restart With Arguments ....

Enter the run command in the Console window.
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The application begins running and the debugger creates and executes a.

new process.

2.3.7 Start Menu

Open windows explorer with start menu :

1. Click on Start button — All Programs — Accessories - Windows

Explorer

All Programs

. Start

) Adobe

) Adobe Acrobat

& Aldus

) Corel Graphics Suite 11
&) Games

&) Microsoft Office Tools
@ Startup

¥l Adobe ImageReady 7.0
I® Adobe Photoshop 7.0
71 Adobe Reader 7.0

& Internet Explorer
Microsoft Access

| & Outlook Express

v« Remote Assistance
® Windows Media Player

1| 3 Windows Messenger

b UL aFe SR . . S N

| &) Accessibility

) Communications

&) Entertainment

) System Tools

'« Address Book

& Command Prompt

» Notepad

¥ Paint

@ Program Compatibility Wizard
@ Synchronize

@ Tour Windows XP

| ™ Windows Explorer

s . A P

2. Different parts of windows explorer :

™ My Documents

File Edit View Favorites Tools Help
¢ ¥ SO sewch [ roders | [T+ KB Folder Sync
Addrass (L) My Documents
Folders x I e
A it
[y | {
= (L) My Documents f J j( “ ‘h\‘
(L0 Corel User Files L b “ ;
- i ~ —
# 5 My Music s )
& ﬁ My Pictures Corel User Files Downloads
2 My Videos
+ @ My Computer
# &g My Network Places :
9 recden o -
# 1 AP (C language) xfw,j =
L) escan setup
L WINLOGO
My Videos 6873d21e-bbbo-4eef-, .,
Sobjects
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3. See files and folders of My Documents with different views like
bnails, Title, Icon, List, Detail etc.

: . Minimize
a§tandz:1rd Button, 4 occ bar Minimize | Close

Title BarMenu B

® My Documents M im] Y
File Edit View Favorites Tools® Help

W & 1 JOsearch 5 Folders | [l>
Adkdress [E My Documents ¥ o
Folders »
@ Desktop ! O i J
= ¢ My Documents i | ,..f/ d
@My Music Downloads My Pichores  Assets anodh
@ My Pictures
® § My Computer
@ W My Network Places ; N a7 N
# Recycle Bin G :]] T} J |
w 2 AP (C language) - o Wit
deskton. ird Graphici odr ppdoc Untithed-1 cdr
Left Pane i
Right Pane
[ecbrcta ; ‘ 273§ oy Computer
|
Status

& 2.4 SETTING SYSTEM DATE AND TIME

Following are the steps of setting system date and time :

1. Press the Windows key on your keyboard to display the taskbar if it isn't
visible.

2. Right-click the Date/Time display on the taskbar and then choose Adjust
Date/Time from the shortcut menu. ...

3. Click the Change Date and Time button. ...

4. Enter a new time in the Time field.

- Dwoe a0 T | Ao Clocks | ineret Tew

S -
) T iy
Fil e, Date:
g # Wednesdey, March 04, 2000
. K“/ -
i \W
.
. g
Lo

2215 PM G e ‘ Click the
L85 Change dete snd e =—=— Change Date and Time
{ bution

Time sone
TUTC B0} Pacific Time (US & Conadel
L harge L Gone..

Suving Tome beging oo Sunday, March OF 2008 #t 200 A4 The
chock s st to g formmd 1 heur ot that tome

W ity o when the cleck changes.

St phve Aetead Stevss Asiove s et sl mditeg b
| bt )t e ok ad S sanel
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¢ 2.5 WINDOW EXPLORER TO VIEW FILE, FOLDER,
DIRECTORIES

Windows Explorer is an important part of Operating System. It connects
us with the files and folders present in computer. Explorer is of two types—
Windows Explorer and Internet Explorer. Internet Explorer is used in Internet
applications.

1. Windows Explorer : Windows Explorer is an important part of Oper-
ating System. Windows explorer is also known as file explorer. It is used to
view files and folder which are present in our Computer. We can browse or
search the contents of disks, folders and libraries. We can use it to open files,
delete files and folders, rename them, copy and move them around, and creat-
ing new folders.

Parts of Windows Explorer

Whenever you open a program, file, or folder, it appears on your screen in
a box or frame called a window (that is from where the Windows operating
system gets its name).

Forward & Back Address bar o Search box
butions

W ey
Wy Do
5 Nobort Pivies 14 (10 Drae i W0 G
o Choviges et Bgenantia Stocape (1)

W Ubersny |0 v (50 U Symtaen Rerramabin Dok 15
1 Urimrramts ‘”M”D’wﬂé () @ vy ven ot st v " m
W M “ - ot 14
o Pt * Mootk Loscatian (1)
. Widbess e Kby (G

— iy -

A Comprant ’
L vocni v 129
in Tyt Rararved 1) Removable storage device

£0 s P48 Qo (your name & drive letter may differ)

an Btoroutiia Dk i)
i Lot Dud ()
Lk Dvegom Bdas (1)

iy ot

Detais T T W R TR e
pang —p Wi ¥ o1V B

Fig. Parts of Window
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A window has many components. Different programs open in their different
dow. Although the contents of every window are different, all windows share
e things in common. For one thing, windows always appear on the desktop-

main work area of your screen. In addition, most windows have the same
ic parts. :

The different components of My Computer window are : Title Bar, Menu
Bar, Tool Bar, and Scroll Bar :

(i) Title Bar : Title bar is the first bar of a window. It displays the name
of the document and program on its left side. It also has the following three
buttons on its right corner :

1. Minimize button : It hides the window. It is used to minimize

the windows. When you click on it the windows attains the shape of a button
on the taskbar.

2. Maximize Button Iﬁ’ : This button 1s located in the middle. It

enlarges the window to fill the whole screen.

3. Restore Button ! ['j-J t : You can change the window to its old shape by

clicking on this Button (before maximizing the windows).

4. Close Button {x I : It closes the window.

| S——

(ii) Menu Bar : Menu bar is the second bar of a window. It contains the
menu items. When you click on a menu a list of options will appear that you
can select.

(iii) Toolbar : It contains buttons for the commands which are commonly
used.

(iv) Scrollbar : It allows you to scroll the contents of the window to see
information that is currently out of view.

(v) Borders and Corners : You can drag these with your mouse pointer
to change the size of the window.
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Parts of Windows Explorer windows are given below :

1. Title bar.

2. Back and forward buttons

v

3. Address bar

4. Search box

: S’Earrh Cam,dwer |

5. Menu bar

6. Toolbar

R e A 10 5 A g
s W o s

Left pane of windows explorer is also called Navigation Pane. We can see
Drives, files and folders in left pane. We can select any object opened in left
pane. The selected object can be a drive, file or a folder. When a drive, file or a ‘
folder is selected the detail of the same appears on the right pane of windows
explorer.
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5.2 WINDOWS EXPLORER VIEWS

|_w 8 Bt Largelcons

& Large lcons
/, arge

il Medium lcons
Pl

Libraries :
Open a library to see your files and arrange them by folder, date, and other properties. /' % Small lcons
Documents A L ——
Library l B2 Details
w§ :Eﬁ;s ﬂ: Tiles
W i /@5 Content

Each location has a view setting, which determines the layout of the items
1 the screen and the sort of information which is displayed for each item.

(a) Small, medium, large and extra large icons views. The items are laid
t as one or more rows, and each item consists of an icon with its name.

New Local Disk Local Disk Local Disk Local Disk g
Volume (D:) (E:) (F:) (G:)
()

Fig. Small Icons View

New Volume (C:) Local Disk (D:)

Fig. Extra Large Icon

(b) Tiles Icons view : The items are laid out as one or more rows, and
each item consists of an icon. Each item contains a name. It has some other
information like type of file and size.
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New Volume (C:)

L G - ot , —
81.3 GB free of 100 GB 49.2 GB free of 69.8 GB
Local Disk (E:) Local Disk {F:)
M 105 GB free of 200 GB W 180 GB free of 302 GB
Local Disk (G:)
- ‘& s
174 GB free of 258 GB

Local Disk ,(D",) ]

Fig. Tiles Icons View

(c) List Icons view : The items are laid out as one or more columns, and

each item consists of a name, with a small icon just to its left.

(d) Details Icons view : Each item consists of a row in a table. The first
column contains a name, together with a small icon and the other columns
contain various properties such as size and date modified.

& New Volume (C:)
ca Local Disk (D:)
a Local Disk (E)
ca Local Disk (F:)
ca Local Disk (G:)

Local Disk
Local Disk
Local Disk
Local Disk
Local Disk

100 GB
69.8 GB
200 GB
302 GB
258 GB

813 GB
49.2 GB
105 GB
180 GB
174 GB

Fig. Details Icons view

(e) Content Icons view : This view is used by default for searching files
and folders. The items are laid out column wise. Each item consists of an icon.
It has a name and type of item, written below. Some other properties like

modified date and size is shown below :

b

New Volume (C:}
Jr— ' '

NTFS
| 81.3 GB free of 100 GB

Local Disk (D:}

NTFS
| 49.2 GB free of 698 GB

Local Disk (E:}
L T

NTFS
| 105 GB free of 200 GB

_ Local Disk (F:}

NTFS
180 GB free of 302 GB

Local Disk (G:}

NTFS
"} 174 GB free of 258 GB

Fig. Content Icons View
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2.5.3 Directories/Folder

A directory is a location for storing files on your computer. Directories are
Sund in a hierarchical file system, such as Linux, MS-DOS, 0S/2, and Unix.
Microsoft Windows, directories are referred to as folders.

1. Open Computer or Windows Explorer.

2. Open the drive or folder in which you'd like to create the new folder; for
example, the C: drive. If you do not want to create a folder in the root directory,
arowse to the location of your choice.

3. In Windows 10 on the Home tab, click the New folder icon. In Windows
7 and earlier on the file menu bar, select File and then Folder.

Fig. Folder
2.5.4 File

A file is an object on a computer that stores data, information, settings, or
commands used with a computer program. In a GUI (graphical user interface), such
as Microsoft Windows, files display as icons that relate to the program that opens
the file. For example, the picture is an icon associated with Adobe Acrobat PDF files.
If this file was on your computer, double-clicking the icon in Windows would open
that file in Adobe Acrobat or the PDF reader installed on the computer.

5N
|
g

Computerhope.pdf
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& 2.6 CREATING, RENAMING AND DELETING OF FILE &

FOLDERS

We can make a new file and folder also. Files and folders can be cut and
copied. We can change the name of folders, files.

2.6.1 Creating folder

Perform the following steps to create folder :

1 Click the right button of the mouse on the desktop.

Arrange Icons By
Refresh

r~

Undo Delete Crl+Z

Graphics Properties...
Graphics Options

2. Select New Folder.

@_
| @ Shortcut

| &) Microsoft Office Access 2007 Database
| @ Briefcase

' ™ Bitmap Image »

| &) Microsoft Office Word Document

B PageMaker Publication

&) Microsoft Office PowerPoint Presentation

' B Adobe Photoshop Image

i) Microsoft Office Publisher Document

| B WInRAR archive
- £ Text Document

@) Wave Sound

- & Microsoft Office Excel Worksheet
4 B WinRAR ZIP archive

Fig. Folder Option

3. Type the name of the Folder.

4. Press Enter key.

2.6.2 To Rename

You can change the name 6f file/folder. It is called Renaming.

Perform the following steps to Rename file/folder :

1. Right click on the file/folder to be renamed, a menu will display.

5]
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2. Click on Rename.l
\V- st skatiows Iy kK
EK Kasparsky Appll
| Open With...

|8 Add to archive. .

|® Add to "Untitled-1 rar"

'8 Compress and email..,
|® Compress to "Untitled-1 rar" and email

Send To >

Cut
Copy

Create Shorteut
Delete

|

Properties
Fig. Rename Option

3. Type new name and press Enter key.

2.6.3 To Delete file / folder :

The Delete option is used to delete a file/folder. Deleted file/folder moves
to Recycle bin.

Perform the following steps to Delete file/folder :
1. Click on the file/folder to be deleted.
2. Press the delete key of keyboard. '

";m a8 hor wiru
I Chect reoubation |

‘y"‘f G Gl Aohca " AGVISOY

| Open With.,.
'8 Add to archive, .,
|8 Add to "Untitled-1 rar"

'@ Compress and emall, ..

8 Compress to "Untitled-1 rar" and email
Send To >
Cut
Copy
Create Shortcut

Rename !

Properties

Fig. Delete Option
3. A message will display which will confirm the file to be deleted.
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4. Click on ‘Yes'.

Confirm File Delete

ﬁ Are you sure you want to send "Untitled-1.cdr’ to the Recycle Bin?
%

\

i v M _F

o

=

2.6.4 To Cut the folder :

File and folder can be sent from one place to another with cut option. Cut
file or folder leaves its place and moves to the next place.

Perform the following steps to cut the folder :
1. Right Click the required file, a menu, called Popup will open.
2. Click on Cut option.

| Open
Edit

EEXE,

Open With >
{® Add to archive... %
8 Add to "Lrar"

® Compress and email... i
:® Compress to "1rar" and email |
g Send To » |

Create Shortout
Delete
Rename

Prohqties

Fig. : Cut Option

58] (9th)



2.6.5 To Copy :
We can copy a file or folder. Copy file is present at both new and original place.

Perform the following steps to copy file/ l._;r;.m
folder : :c:ltt
1. Right Click the required file or folder, a menu :, e
will open. % Kaspersky Applicati
I ; : 1 l Om,w% :
2. Click on 'Copy' option. 8 AT T o
| ® Compress and emall...
18 Compress to "scan 001 .rar* and email
$end To »
2.6.5 To Paste ot

When we cut or copy a file/folder then it moves | rrew e
to clipboard. Paste command is given to take it to Fig. : Copy Option
new place.

Clipboard : A clipboard is a temporary storage View a
area for data that the user wants to copy from one | Arrange Icons By ’
place to another. Refresh

: . Customize This Folder...
Perform the following steps to Paste file/ | l
R W
; 5 : : | Undo Delete Cirl+2Z
1. Right click the required drive or folder, a .
menu will display. =

2. . ol . .
Click on Paste option Fig. : Paste Option

€ 2.7 OPENING AND CLOSING OF WINDOW, MINIMIZE
AND MAXIMIZE FORM OF A WINDOW

2.7.1 Opening and Closing of Window

You can maximize a window, which enlarges the window to occupy the
entire screen, and you can restore a window, which reduces the window to the
size it was before being maximized. You can also minimize a window, which
reduces the window to a button on the taskbar, removing it from the screen
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entirely without actually closing it. When you need to view the window again,
you can click the taskbar button to bring it back into view.

W Favorites ‘4 # Hard Disk Drives (6)
M Desktop |
& Downloads
34 Recent Places |

t i — : ot : e e
i Ubracies vc \T.V 'Iy m:y “'M
i TCH

2 Documents Local Dick ) New Velume (E) New Valume (F) New Vetume (G:)
@' Music !h
e Pictures 1

e K
% Computer | TOSMIBA BXT
&7 | o)

o Local Disk (0 |

s New Volume (€8

G Naw Volume (F

wan New Volume (€

e TOSHBAEXT O

ADMINWPC Workgiovg: WORKGROUP
Processoc. IntekR) Pentiom(®) CPU G620 @ 260GH:

2.7.2 Maximize button

~ In the upper right corner of the Computer window, on the
Computer title bar, point to the Maximize button and then
compare your screen. The Maximize button is the middle
button in the group of three buttons.

2.7.3 Minimize button

On the Computer title bar, click the Minimize button and
then compare your screen The Computer program is still
running but the window is minimized. It is represented by a
button on the taskbar at the bottom of the screen. The window
1s not closed, only temporarily hidden from view. On the
taskbar, click the My Computer button. The window
redisplays in the same size and location it occupied when you
clicked the Minimize button.

2.7.4 Close button

In general, close is the action performed to terminate a program or exit a
file. If a file has changed since it was opened, and the program is closed, any
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to that open file may be lost unless they are saved before closing. If
program closes without performing the close action, this is usually referred
as a crash.

2.8 BASIC WINDOW ACCESSORIES

.1 Basic Window Accessories :

The Accessories folder, accessible through the Windows Start menu, 1s home
multiple useful programs. These programs include Calculator, Notepad,

‘Wordpad, Paint, Remote Desktop Connection, and various System utilities.
2.8.2 NotePad

Notepad is a basic text editor that you can use to create the simple text
documents. It supports few basic formatting features such as font and word
wrap formatting only. You can type and edit text in this application. You can
also use some options like cut, copy, paste, delete find, replace, go, to, date and
time etc. The extension of notepad file is .txt.

(i) How to start the Notepad :

Start — All Programs — Accessories — Notepad

T | Command Prompt
D Games » § B Notepad
@ Google Chrome » § W Paint
& Windows Movie Maker * | @ Program Compatibllity Wizard
® 4CLipka » | ‘& Remote Deskbop Cornection
@ Adobe » 1 D Synchronize
) Adobe Acrobat » 1 ® Tour Windows XP
) QuickTime for Windows » 19 Windows Explorer
@ Adobe Photoshop 7.0
B Adobe ImageReady 7.0
All Programs % | FRee 1T @il @ Program Compatibility Wizard

R & +P ’
s 1R.1.5, OCR Registration
B & Dictionary >

Type "Notepad" in search bar and press enter button from keyboard.

: Search programs and files
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(ii) Parts of Notepad Window : Following are the parts of Notepad
Window :

1. Title bar 2. Menu bar 3. Text Area - 4. Status Bar

Controlmenu

Close window
To protect yourself from losing valuable
|data be sure to save your work often.|
Vertical
scroll box

HoriZontal
scroll box Workspace

Fig. Notepad Window

2.8.3 Wordpad

WordPad is a Microsoft Windows program that you can use to create
documents such as letters, notes and posters. It's
less complicated than a full word processor but j
still lets you perform a range of tasks: create, open, B i

@® Connect to » Network Projector | |
B Connect to » Projector

and save documents - e
oft Math Input Panel
3 Notepad

Perform the following steps to open o b

) Remote Desktop Connection

WordPad : - Lo A

. Sound Recorder
1. Click on the 'Windows' button (right) at the
bottom left-hand corner of your screen.

&l Tublet PC

2. In the menu that appears, click All Programs: B Windows Powaihel

4 Back

3. In the new menu, click Accessories:
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8.4 PAINT (Microsoft Paint)

Microsoft Paint is a drawing program. It is developed by Microsoft
rporation. It is often referred to as MS Paint or Paint. You can use paint to
w and color pictures. Paint provides many tools to create and color pictures.
You can also save and print pictures drawn in paint. Paint allows you to work
with pictures having extension such as. jpg,. gif, or, .bmp.

Steps to start the MS-Paint ? : .

Start ‘ — All Programs — Accessories —Paint [l

1. Click on the Start button on taskbar/super bar. Start menu will appear.

2. From this menu click on 'All programs', another menu will appear.

3. Click on Accessories option in this menu. Another menu will appear. This
- menu has a Paint option.

4. Click on Paint option.

Paint window will open up as shown below :

Fig. Paint Window
Paint window has the following parts :
(1) Title Bar
(11) Quick Access Toolbar
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(i) Menu Bar

(iv) Vertical and Horizontal Scroll Bar
(v) Status bar

(vi) Zoom in, zoom out

(vii) Work Area

2.8.5 Calculator
Calculator is software capable of performing mathematical calculations such
as addition, multiplication, subtraction, or division.

Calculator is used for calculations. Steps to open Calculator through Run Box are as

following:
1. Click on Start button.

2. Choose Run Box. Run box will open.

R B

" Type the name of & program, folder, document, or
Y Internet resource, and Windows will open it for you,

3. Type "Calc" in it.

o ) [ coms ] [rome.. )

Fig. Run Dialogue box

4. Click ‘OK’ button.
5. Calculator will be displayed.

ﬁ Calculator
Edit  View Help

0

[ powed = )<
() )G
) OOOE
=) 6
4 DA

Fig. Calculator
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2.8.6 Pictures

Picture is a visual capture of an object. Pictures can be created using devices
such as a digital camera, scanner, smartphone, or are works of art created on
the computer. If visual object is made exclusively on a computer and is not
captured by another device, it may be referred to as a clip art, graphic,
illustration, render, or a screenshot.

2.8.7 Desktop Background (Picture)

Desktop background basically consists of wallpaper. Wallpaper is a
background pattern or picture against which desktop menus, icons, and other
elements are displayed and moved around. A wallpaper image can be in a JPEG
or a GIF file format. Wallpaper is commonly used in Microsoft Windows. Each
operating system provides several pre-installed wallpaper images for the user.
A user can also change the wallpaper as per its requirement.

G‘ )Wy Control Panel » Al Control Panel Hems » Personaiczation » Desktop Background

File. Edt View Tools Help
Choose your desktop background
Click a picture fo make i your desktop background, or select more than one picture 1o create  shide show,

Picture locater: | Windows Deskiop Bockgrounds  w! | Browse | { selectan | [ Clasralt

4 - ®

# Architecture (6}

l!“"”' =

¢ Characters

# Landscapes (6)

- m--:-

Picture position: Change picture eve:

[Lsescmnges ] [ Concel

Fig. Customizing Background

Screensaver

It is a software program that becomes activated after the computer is not
in use for a specified duration of time. A screensaver basically consists of an
animated image. Screensavers were originally designed to help prevent images
or text from being burned phosphorus coating into older monitors.
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Steps to set screensaver :

(i) Click on Screensaver thumbnail as shown in fig. You will see picture as
shown below:

Screen saver

Windows 7 |

‘ ‘Blank
| | |Bubbles
' Mystify

Screen saver ; Photos

%T - ki i ) | .

L \—~~J § Ribbons

Wait: 147 minutes ) On resume, display logon screen z

Power management !

Conserve energy or i o « by adj g display & ‘

brightness and other power seﬂmgs |

Fig. Screensaver

(i) To set screensaver of your choice click on Screen saver button as shown
in fig. and select a screen saver of your choice from drop down menu. For ex-
ample 3D Text screen saver is selected in fig.

(iii) To set the Screen saver, click on Settings button and set as per your
choice. '

(iv) To see preview of your screensaver click on Preview button.'

(v) For running a screen saver automatically on your desktop you need to
adjust its time. To do this click on Wait option as shown in fig. and type time
settings as it is set to 2 minutes.

(vi) Click on Apply button and then on OK button. Screen saver will be set.

2.8.8 Control Panel

The control panel, in the context of Windows, 1s a software module used to
perform administrative and management operating system tasks and/or provide
access to specific software features.
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» ControlPanel » All Control Panelltems » ] Il searcs Cantro Aunel

Adjust your computer’s settings Viewby: Small icons +
W Action Center & Administrative Tools g AutoPiay

W Backup and Restore B BitLocker Drive Encryption BB Color Management

@ Credentinl Manager i Date and Time . Defoult Programs

@ Deskiop Gadgets ‘ Device Manager & Devices and Printers
W Displey ‘ Ease of Access Center E" Folder Options

A Fonts di Getting Stanted o HomeGroop

& Indexing Options € Internet Options @3 Keybosrd

I Location and Other Sensors @ vail P Mouse

38 Network and Sharing Center S8 Netification Ases lcons - NVIDIA Control Panel
@8 Parentai Controts W Performance Information and Tools W Perscratization

& Prone and Modem @ Power Options 8 Programs and Fentures
P Realtek HD Audio Manager & Recovery M Region and Langusge
5 Remotedpp and Desitop Connections & Sound & Speech Recognition
@ sync Center W System ML Toskbar and Start Menu
[ Troubleshooting 8 User Accounts M Windows CardSpace
il Windows Defender @ Windons Frewall & Windows Update

The control panel is used to configure and manage almost all aspects of
Windows, including keyboard and mouse functionality, users and passwords,
power options, network settings, desktop background, display settings, sound
settings, mouse settings, hardware and software options, installation and
removal of programs, parental control, speech recognition, etc.

@ 2.9 MOUSE BUTTON FUNCTIONS (LEFT, RIGHT, SCROLL
BUTTON)

The standard mouse has two buttons, plus a scroll wheel in the middle which
sometimes is a button.

But most mouse do just two things: right click and left-click.
2.9.1 Left button

Left-click is often referred to as “normal-click” or “regular-click.” Most tasks
on a computer can be accomplished solely by using the left mouse button.
Pressing the left mouse button seems to simulate the mouse cursor being
pressed down on the screen: you can drag items or select text or open files.

2.9.2 Double click

Double clicking involves clicking your mouse button quickly two times. To
perform a double click, and not just two clicks, the mouse button must be
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pressed twice within a very short time, typically about half a second. Most
operating systems allow you to lengthen or shorten the maximum time allowed
for a double click, using the Mouse Control Panel or System Preference.

Double-click is a term used to describe the process of quickly pressing a
mouse button twice while keeping it still. In most cases, a double-click is with
the left mouse button and is used to open or execute a file, folder, or software
program.

2.9.2 Right Button

When you press the one on the right, it is called a right click. By default,
the left button is the main mouse button, and is used for common tasks such
as selecting objects and double-clicking. The right mouse button is often used
to open contextual menus, which are pop-up menus that change depending
where you click.

2.9.3 Scroll Button

A mouse with a rubber or plastic wheel located between the left and right
buttons (the "scroll wheel"). Also known as a "wheel mouse," when the wheel
is moved back and forth, the active window is scrolled, eliminating the need
to aim the pointer at the scroll bar.

L A Just Remember

1. To link the use with the computer a special type of software is installed
in it, which is called operating system.

Do

Windows operating system is a graphical user interface.
3. Desktop is the basic screen from where you can run all the program.

4. My Computer icon provides access to the different parts on your
computer.

When we delete anything send it to the Recycle Bin.

Icons with an arrow in the lower left corner are shortcut icons.

e R0

Window explorer shows files and folders in different scence or sight.
These sights are called view.

8. Changing the name of file/folder is called renaming.
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10.

31,

12,

& Fill in the blanks

&

4,
5.

Notepad is a generic text editor including with all verions of MS
windows that allow you to create, open and read text file.

Microsoft paint is a drawing program, we can use paint to draw and
color pictures.

Calculator is an electronic device or software capable of performing
mathematically calculation such as addition multiplication substraction
or division.

A computer document is a file created by a software application.
-

EXERCISE

When we start the computer the very first screen which appears on the
monitor is called ................... ¢

Operating system is a graphically mean ............

My compater i v provides access to the different parts on your
computer.

First screen of the window is called ...................... :

Icons with an arrow in the lower left corner are ................ F

& True or False

3.

5.

The taskbar is usually located on the top of the desktop. .

The internet explorer icon starts the internet explorer browser. .

We cannot change the name of file / folder. .

Note pad is a generic text editor included with all versions of MS

window. .

To do any thing in paint we do not need Home tab ribbon. .

® Very Short Answer Type Question

: %
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What is operatig system ?



2.
3.
4.

What is icon ?
What is Recycle Bin ?

What is window explorer ?

4 Short Answer Type Question

N o

ol o

What is the basic concept of operating system ?

How you will turn off the computer ?

How you will open windows explorer with start menu i
What are the steps for setting system date and time ?

What are the steps to open notepad ?

& Long Answer Type Question

1]
2.

What are the basic functions of operating system ?

What is window explorer ? What are the five views of window explorer
f)

Write the steps to delete file / folder.
What is paint ? What are the steps to start MS Paint ?

Describe the functions of mouse button ?

1. Desktop, 2. GUI, 3. Icon, 4. Desktop, 5. Shortcut Icons

1. False, 2. True, 3. False, 4. True, 5. False.




