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The Windows 10 Desktop

g e

Recycle Bin  Snagit 11
Editor

n}ﬁ Desktop icons
Acrobat

Reader DC

Console 8

l AN @O o B 11:51 AM

3/11/2016

IC3 GS5 Certification Guide Using Windows 10 & Office 2016




Desktop Icons

Mouse Pointer

Start Button

Taskbar
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The Windows 10 Desktop

Shortcuts to open frequently used program, folders or files
ardiiiall cilalall f colalaall ozl ) il Ll b i) @liSay Al el HLaia¥I" Sl s g )
Sk JSy
The arrow that follows the movement of the mouse on screen
L) s Lavie AGLEN e 5 ga )l Spans (Osalll An gl 5l) uslall A8 pa ity (62 aguaal) G shall yi5
Click to start program, open documents, search items and get help

Al i Gy T 5l alasid L oSy saelosdl

The long horizontal bar at the bottom of the screen that includes three main sections:
the Start button and search box; the middle section (which displays the buttons for
open programs and files); and the notification area (which includes a clock and icons
that communicate the status of certain programs and settings)

andll ¢ Canll o ya g eadl ) Ay aludl A6 Cpaaly (o2 g RSN Jauf 5 ga sall Jyhall E8Y) Ly 50
Gl 5 Aol Gaad ) 2Sle ) dilaiag ¢ (s sl & il s mal ) 100 (e s31) daw )
Windows. 8 aleall 23235 Jae (e 3o ¥ le 3o algall oy i any (Clalae Y1 5 el ) (iamy Alls a3

IC3 GS5 Certification Guide Using Windows 10 & Office 2016 3



&!é”l "o .1: I- "I -

Navigating Around the Desktop «iSal) glaw J o JaIN

. Using a Pointing Device_xlll jlea alasinl,
. CIick once to select an item
saal 55 e Jw\f‘ uw‘-d‘ BBRCT )94\ =
* Double-click to activate or open an item
M\ﬁ)@\é\*ﬂ\mﬁ@cuﬂmm
Aoy O pe ) Guglall 5 e
* Right-click to display a shortcut menu
J.u:‘ cu\JM\UALJAJ\L@_\aHMM\AUAJ’J

) sl 5 i peaiall ] padl




Navigating Around the Desktop

e Using the Keyboard geiliall da d aladsiuly
e A number of features can be accessed through the keyboard

e EXAMPLE: Press the Windows button to open the Start Menu, ESC to cancel an action, or
TAB to move to the next field in a dialog box

CS@SW|NDOWSJJ‘;;L=L:¢\ ¢ JEA) Joa Je _@I\M\:\AJSJMCJAQ\M\QAJJQ S Jpasll (Sar @
Dl mse o Jal Jaall ) JESSUTAB e sl 5l ¢ o) ya) fLIVESC e Jaraal 5 ¢ ol 4l

e Using a Touch Screen (el Jaad 45LG aladiuly
e Tap to open, select, or activate an item
sasl g3 a0 ) e o yeaic hapdi gl ¢ aasic il haxiale

e Double-tap to open a file or folder

ool Jal e o dlaa gl Cale il L5 je 108 20 e
e Press and hold (long press) to show information or open a short-cut menu
oo Al e e 6 aidall gkl il xi ol e sleall jledaY (Al sk 3 il Jaricall) "Mwﬁiﬁj .
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Windows 10: Cortana
* Search Box/Cortanalil)sS [/ Exdl aose
* Windows 10 Personal Assistant .Jasidl pllaid  gasidl dcluwallWindows 10

* Click And Type In The Search Box To Display Topics And File Names That 0
MatCh What YOU Type Here are so;nefofthethingslcan
(1 - . £ . o for you.
L}" Olala)l slowly auslgallWindows (o yauw AlS 3 Ioly Caed| 2o y0 Sl

I

| can remind you to do something at a
particular time, place, or both.

* If You Click In The Box, Cortana Will Open For Initial Setup. To
Use Cortana You Must Sign Into The System With A Personal
Microsoft Account.

plastiwl pladl JI g3l Jeud elide couCortana ¢ plusiwd | =
wa>sMicrosoft © lus e

 Click “Not Interested” To Turn The Feature Off :
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Using the Taskbaralg-all Jas jdi aladiody

= Appears At The Bottom Of The Windows Desktop (Default)
Ao il 6 ) dlas eliSay 40 (0 @)1 e Windows) oS zrhaw ¢ye (Jbwd! syl (§ plgall Jas s glay
(838U Ll

Show Action

Task View DesktopCenter

151 AM
A | D) H 31172016

Taskbar buttons Notification area

" The Taskbar Can Be Moved To Either Side Or The Top Of The
Window

IC3 GS5 Certification Guide Using Windows 10 & Office 2016 8



e Taskbar Buttons: algall Jas ydi il gyl

> * A button displays in the taskbar for each open application and any apps you have

£ “pinned” to the taskbar. If you point the mouse pointer over a taskbar button,

' Windows displays a preview window for each file that is open within that application.
Click the taskbar button to activate a program or window.

JEdgq Microsoft Jis) 4iaasllWindows <& ki s ¢ 7 gide (gaadai zeals o JS plgall Loy 5 8 ) el
D)) o) el maliil algall day 33 55 (358 8 algal) Jay pi e Mg il landat (oY 5 ¢ (bl ol



Using the Taskbar

= Task View — New in Windows 10!

Task View Shows Small Windows Of All Your Running Apps In The Middle Of The Screen And Displays A
Command For Creating Virtual Desktops.

G Jeaidl ud il aexd Spsu0 3195 yela3Windows 10 Juaidl plias & Bz (o,e Ayl plgall o,e Ayl
Aup 81 oS pdawd sLasY el (o ym9 daladl Casaiie
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.: * Notification Area as¥! 4dhia

* Displays the time and date and provides quick access to items such as the
volume control or a wireless network connection. It can also display
information about the status of the power level of a laptop battery or

whether operation system updates are available. You control which icons
are visible.

d\...cu\ j\ L_lj.a.aj\ LS).\M(SS?SMJ‘JMJ.‘AL\D uj\ Luw\ﬁ)mjﬁyjcqju\juﬂjj\ B=PLE
j\djﬁ;d\ M\Mjhﬁ&gwdbdpuujbuaﬁhaﬂm Mﬁu‘ﬁﬂ\&m
A yall sall (8 Sl Liagl oliSay 3 8 gie Joadill sl cilipans cilS 1)
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Using the Taskbar

= Action Center oS! 3y
v’ Opens the Windows Action Center.

v'Read and respond to, or clear
notifications. E
v’ Access system settings.

v'Turn specific features on or off.

Dty das S e il e

L_\\.@_\.\A.\M GJ.M ji GGSQ .JJJ\} 5;\)3
LAl Glalae) ) J gea ol
L@.l\u.\u\.s.a\ j\ odmg_a\).md.\u.\ °
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Using the Taskbar
" Show Desktop <iSl! zdaw Hlghsl

v'"Makes all open windows transparent so you can see the Desktop.
Click again to restore all the windows to their prewous state.

ctshwo \.xs\ '\ ey \\.m Eb..ww
M\ J.Q\ p ‘é.ej.o.:\gf\){} g,uSLoJ\ 4.:3) uﬁ
Lt.t_c L“J\ L@.JL> ‘_;\ J.s\y.] B i) S BLYIEPES ‘q.b.w

I S>> 00
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Global and Profile-Specific Settingsdualdd) (paddll Calall g dalad) culalacy)

* Global settings affect all user accounts on the system

* Generally, related to hardware: i.e. screen resolution, power
management options, date and time settings, installed printers
dalal) Cilalac Yl s e ale S0 L) e readtiad) Gllia poaa e figie
A8l 5 ) ol jLA ¢ Aalall A8y e Sig al clalae ) ¢ JUdl Jaas e 3 YL
el eyl g ¢ sl g gyl Clalae) 5

* Profile-specific settings are settings tied to an individual user’s profile

* These affect only one user account on the system: i.e. background
pictures, screen savers, themes and sound schemes.
(Al addtual) Ciy yaS Calay dast je Dilalae) o e Bl Caldl Aaldl) Cilalac ) e
L.\\.u\.u}:\_\au\ J}a.aduja\_ud\ ew\échﬂh\)em L_il.u;és XYY )Jj.\
& gaall dadail g lad) g ad gl
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Global and Profile-Specific Settings

* The Settings App (4w
<ffae )

* Click Start, Settings, or

* Right-click the Desktop
and click Display
settings or Personalize

aic (luiStart) (b &l e
(&lalacYISettings)

358 Gad) Quslall 0 aill e
S il g QiSall mlau
Uavadl o (gl Glalac)

15

Settings

{03 SETTINGS

=

System

apps, power

%
Time & language
Speech, region, date

Display, notifications,

Devices
Bluetooth, printers,
mouse

-
(1

-

Ease of Access

Narrator, magnifier,

high contrast

Network & Internet
Wi-Fi, airplane mode,
VPN

0

Privacy
Location, camera

]

Personalization
Background, lock

screen, colors

9

Update & security
Windows Update,
recovery, backup

2

Accounts
Your accounts, email,
sync, work, other users

© CCl Learning Solutions
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Global and Profile-Specific Settings

e The Windows Control Panel
windows aSai 4a 4/
* Right-click Start, click Control

Panel; or

e select an advanced feature in
the Settings app

e Il (36 Gad) gkl 30 sl e
Al b WSl da gl 5 gb il
.é PO S\

Gilalac ) gulat 8 A8l B e T e

[F Control Panel

4 [ » Control Panel »

Adjust your computer's settings

System and Security
Review your computer's status

Save backup copies of your files with File History

Backup and Restore (Windows 7)
Find and fix problems

Network and Internet
View network status and tasks

Choose homegroup and sharing options

Hardware and Sound

View devices and printers

Add a device

Adjust commonly used mebility seftings

Programs
Uninstall a program
(et programs

Viewhy: Category ¥

pa  User Accounts
!;Change account type

i Appearance and Personalization
Change the theme
—

Adjust screen reselution

[l

W Addalanguage

Change input methods

‘ Clock, Language, and Region

Change date, time, or number formats

Ease of Access
Let Windows suggest settings
Optimize visual display

16 © CCI Learning Solutions
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Global and Profile-Specific Settings

Password protection on wakeup

(O Require a password (recommended)
When your computer wakes from sleep, no one can access your data without entering the correct
Radio password to unlock the computer. Create or change your user account password

buttons

(® Don't require a password
When your computer wakes from sleep, anyone can access your data because the computer isn't
locked.

Shutdown settings

Turn on fast startup (recommended)
This helps start your PC faster after shutdown. Restart isn't affected. Learn More

Sleep

Show in Power menu.
Hibernate

Show in Power menu,

Lock

Show in account picture menu.

Check
boxes

Command buttons

Cancel

17 © CCI Learning Solutions

Drop-down list

& Category

Large icons

Small icons
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Global and Profile-Specific Settings

* Dialog Boxes_/saJ) & e se
* Display on top of all other windows
* Accept user input
» Stay open until you close them
el L e o 33U e 3 e Jlsall mse
O Maae J 5l aanae 4] (5 AY) M) gl S
AL o5 Jin s gie Jlay g ¢ addiol
Sl AT sealic (6 ) Jn ) A8 Y o
J\P@f@écm\@\iﬁgﬂw\c}aﬂ
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File Explorer Options

General \iew  Search

Open File Explorerto: | This PC

Browse folders

(®) Open each folder in the same window
==
==| (") Open each folderin its own window

Click items as follows

() Single-click to open an item {point to select)

R

Undering icon titles consistent with my browser

Underline ican titles only when | point at them

{®) Double-click to open an item {single-click to select)

Privacy

et Show recenthy used files in Quick access
L= Show frequenthy used folders in Quick access

Clear File Explorer histany

Clear

Bestore Defaults

ncel Apphy
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Changing Global Settingsdatal) culalas¥) s

* Global Settings include:
° Screen resolution u‘ 4'3'3 J.UM €02 ADVANCED DISPLAY SETTINGS

& Settings

|
J}..aj‘jua.d\\.y)g_j:uu_\j\CM}S\J\AJJ&‘MM}\MJM
mu\ Leae sind o) Sy i) (el ) Jusl) aamy ALa) 48 Ll
([ Password Protectlon Identify Detect Connect to a wireless display
- - .o Resolution
‘) ‘5 ‘)Aj \ ‘\AS 4-"1\-‘“; J:\:\’J * 1366 x 768 (Recommended)

* Power Management options 1360 768

1280 x 768

:\ﬁu\ 3)\5;‘ < \J\_IA )J...\u ° 1280 x 720

1024 = 768

- - 800 x 600

ings are managed by your or i i
Sign-in options
Require sign-in

en away, when should Windows require you to sign in

When PC wakes up from sleep

19 © CCI Learning Solutions
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Customizing Profile-Specific Settings
i edl) calay daldl) cldlae ) (auadl

* Profile-specific settings include those that affect:

e Background picture/color e
e Window colors ==
* Screen savers

* Lock Screen
* Themes / Sounds

uﬁy@bw;&jw\ojﬂ)m@)kus&&M\M\GLMUM'&SM
il g (S0 g il gauadai o 380 gaill ) ol jaaid
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Mobile Operating Systemsal sesall 3 jea¥) Juds dalail

* Optimized for touch screen, small size, * Some of the most widely-

fast file transfer, and accessing cellular installed mobile operating
METHILE systems are:

e Easy on battery power and system
AR LJA\.@J\ b).@é\ dJ.’_m.\ A.A.L-u\ Ay @

e Can be used for many computing tasks
i PULING * Android — by Google

(Mﬂ\oﬁY\MJ)dﬂ\w\j@\emo o : _
] o3 A pamal) 3 3 i 103 by Apple

CHLELEN A e conliil A ganall 3 ga ) Juict . WFndows 10 Mobile — by
bl J5i g AL aan jia s Guallls Jasd il Microsoft
Al A ) Jsa ol g ag )  BlackBerry 10 — by BlackBerry

gyl algall (3o dpaall Lgalaiins) ey o
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Mobile Operating Systems

» Touch Screen Navigation on Mobile OS ilgdl Jaudid alai Jo dadlall (ualll AdLE
Jgaaall
* Tap (lightly tap items with your finger tip)
* Touch and Hold (touch an item with your finger and maintain contact)
» Swipe or Slide (lightly drag your finger vertically or horizontally across the screen)
* Drag (touch and hold on an item, and then move it to a new location)

* Pinch and Spread (pinch the screen using your thumb and forefinger, or spread by
moving your fingers apart)

22 © CCI Learning Solutions
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Mobile Operating Systems

e The Home Screendswsi il 4&LA

 Displays shortcuts apps and features | e
» Displays notifications and status info O ne BRG] T St
e Consists of a grid of shortcuts that can be
arranged over multiple pages
) @l aial ) dasl 5y A 1) AGLEN (ja g
QEJ\AQ:}?\} L_\b.uja.\ﬂ (J\JJ\ j\ BE%S JE e
A S} Lagae (yia gxig ¢ L_\\J\.Lu:}f\j L_i\):mj\} ! '
‘JA PrL I d\.k.\ (e Al ¢ala jL.A e uSAA Short?uptgs) - B et @— foﬁjpe?
A Jsene i alas (e A Hll QLALAN (s Home APpS
: \ indicator screen

J; Doc

k
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Jgaaall il & falas ) da.\ha

s A 9 AL il aylal

(Al g Cra Al g <l el g ) gaal) ¢ JUal) S o) gl B3¢l o
(A3 1) Loy cilibual) g Jailal) (3599 Clacdl) Gamadill clalas) o

(ew‘ Qu'..maﬁ\g Jurdiil) 31.23 Jaal g ¢ Joa gl ldlas) g Qﬁﬂb @Jﬂ\ d:\.é) eLB.'\S\ ldlas) e
GiiSal) gl Jaadd allai 8 Lgd oS5 liSay Al clalaeY) £ g8l udl A o3 ol BaY e

Virtual Personal Assistants¢ssal 58 ¢ gauadldl ¢ gasluall
Jasyl s Juai¥) & Len g cleh g Jin poslie Y s sl 1) () saling () spaal 891 ) paeLasall Jony S
il sheall g o sl Jpuali s anill Janne s (La b o il sl ] 5a ) rbosiall Jovas 5 (3 el
Siri — from Apple
Google Now — from Android
Cortana — from Windows
BlackBerry Assistant — from BlackBerry
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Operating System Updates J#-<idll alai cuiliyaad

Clipaadl laca) Sy 3aaall L ol 5S35 3 jeal) julae pe Sl 5 oUad¥) =Sl 5 Gla¥) 30l ) il Y i sy S Jareiil) dadail Cpansi oy o
o34 Jaudiiy Adlisa JIil 8
e Patches

* A file of programming code inserted into an existing program to fix a known problem

* Intended to be a temporary

L_UJMLL:;)\:US.MCMY Jﬁﬁ@bfgdbd\ﬂw}uhucajhc C""‘A"Aﬂ" Slasaaille

* Updates
* Afile or collection of software tools that resolves security issues and improves performance; released as necessary

Lgirnt s e S i e Jead 1 zal 5l 1 sal (g0 e gema ol Cale e 5 jle Cupall. cligandl) o

e Service Packs

* A collection of updates released together

Dlaay! Jlanal LS Clinnd aead aap bale W jlaal 2y Al sl (e de gane e bke Leddll da ja- A2l ?3“'
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Operating System Updates

 Automatic Updating — Windows 10

* Windows Update automatically downloads and installs that latest updates, drivers and
patches released by Microsoft

* Windows Update will automatically download and install important and critical
updates by default

* Optional updates and updates require you to accept new terms of use are downloaded, and Windows Update
will let you know these are ready to install

e Cannot selectively install updates

* You can choose only whether your computer will reboot automatically to install updates when the system is
inactive, or whether to be notified to schedule a reboot

baSill geal g Cliaadll AT i g Jy i Lilaliy pdate Windows » s&Windows 10 (8
Microsoft i aal il cilasaill g
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Operating System Updates

* Updating a Mobile Operating System <iilgl) Judd aUai Eujans
Jgaaall
* Mobile OS push updates out to their customer base

* Users will see a notification that an update is available and ready to be
installed

* You can also check manually for updates.
038 Jlu ) alis (S (g5 aeld ¢ agd Hea Y Sl Al gead) il gl griias (5 Ladie
il |3l 5 alie ot e ) ladl ¢ seddiuall (5 agiSlee 3228 ) ciliaadll
liaat b ga g (e by gy sl Ll i€y

27 © CCI Learning Solutions



Operating System Updates

* To look for updates for your
Android phone:
1. Connect to Wi-Fi.

* To look for updates for your
iPhone:
1. Connect to Wi-Fi.

2. Tap Settings (or if necessary, tap 2. Tap Settings > General >

Apps, then tap Settings).
3. Tap System updates.

4. Tap Check for new system
update

28

Software Update.
3. Tap Download and Install.

© CCl Learning Solutions

&!QJJI "o : I- "I "



	الشريحة 1
	الشريحة 2: The Windows 10 Desktop
	الشريحة 3: The Windows 10 Desktop
	الشريحة 4: Navigating Around the Desktop  التنقل حول سطح المكتب
	الشريحة 5: Navigating Around the Desktop
	الشريحة 6: Navigating Around the Desktop
	الشريحة 7: Windows 10: Cortana
	الشريحة 8: Using the Taskbar  باستخدام شريط المهام
	الشريحة 9: Using the Taskbar
	الشريحة 10: Using the Taskbar
	الشريحة 11: Using the Taskbar
	الشريحة 12: Using the Taskbar
	الشريحة 13: Using the Taskbar
	الشريحة 14: Global and Profile-Specific Settingsالإعدادات العامة والملف الشخصي الخاصة
	الشريحة 15: Global and Profile-Specific Settings
	الشريحة 16: Global and Profile-Specific Settings
	الشريحة 17: Global and Profile-Specific Settings
	الشريحة 18: Global and Profile-Specific Settings
	الشريحة 19: Changing Global Settingsتغيير الإعدادات العامة 
	الشريحة 20: Customizing Profile-Specific Settings تخصيص الإعدادات الخاصة بملف التعريف
	الشريحة 21: Mobile Operating Systemsأنظمة تشغيل الأجهزة المحمولة
	الشريحة 22: Mobile Operating Systems
	الشريحة 23: Mobile Operating Systems
	الشريحة 24
	الشريحة 25: Operating System Updatesتحديثات نظام التشغيل 
	الشريحة 26: Operating System Updates
	الشريحة 27: Operating System Updates
	الشريحة 28: Operating System Updates

