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Hil!
Get ready to explore the

exciting world of technology and
computer science. Together, we’ll dive into
new skills, discover creative ways to solve

problems, and build awesome projects.
Grab your curiosity and let’s get
started!




Key Features

An innovative approach to building digital competencies, developed by
expert educators.

[Lesson]
Training a Machine
Learning model

Each unit offers
straightforward explanations
and contemporary
examples, making
technology concepts
accessible and relevant.

Teacha

computer to

play a game
— - 3

Curriculum aligns with the latest industry standards, preparing students for
certifications and future careers.

Every unit includes a variety of e Hands on! ]
tasks and activities designed
to help students build
essential digital competencies.

Projects and exercises
throughout the course reinforce
students’ understanding and
practical application of digital
skills in real-world scenarios.

Students learn about platform
diversity, expanding their
digital toolkit and adaptability.

Each unit organizes key terms
that are crucial for digital
literacy, equipping students
for today’s technology-driven
workplace.




n 1. Learning the basics

1. Learning the
basics

Computers play a significant role in everyday life, aiding in
work, learning, and leisure by making tasks faster and more
efficient. Understanding how computers operate offers skills
that allow for more confident navigation of the digital world.
This unit covers the main components of a computer, including
hardware such as the CPU and RAM, as well as software like
the operating system. The unit also explores methods for
organizing files and folders, modifying basic computer settings,
troubleshooting issues, and using tools like the Task Manager
to manage programs effectively.

Learning Objectives

In this unit, you will:

> identify key computer components such as CPU, RAM, and storage
devices.

> identify the differences between hardware and software and what their
roles are in computing.

> identify what an operating system is and why a computer needs it.
> use an operating system and change its basic settings.

> create and organize files and folders on a computer.

> compress a file or folder so that it uses less memory.

> identify and edit a file or folder’s properties.

> use Microsoft Windows Help.

> shut down a program that is not responding using Task Manager.

Tools

> Microsoft Windows



(t) sasinparaksa/123rf, (m) believeinme33/123rf, (b) popovaphoto/123rf

Copyright © Binary Logic SA

LESSON 1
Computers and devices

What types of computer devices do we use in our everyday
. lives? Which of these are essential for students today?

It's the 21st century, and we use computers in every aspect of our lives.
You can find them almost everywhere, including your school, at home,
and in the workplace. Even smartphones are small computers.

But what exactly is a computer? A computer is an electronic device
that can store, retrieve, and process data. You can use it to write
documents, draw images, listen to music, stream movies, communicate
with friends, and much more.

Today, various types of devices are available on the market, differing in
size and power. The most common term used is "PC," which stands for
"Personal Computer." Personal devices are often found at home or
school. However, computing technology is integrated into many
everyday objects, including phones, ATMs, electronic toothbrushes,
cars, and even washing machines.

Desktop computers

Desktop computers are found in
households and workplaces, available
in a range of sizes. A desktop system is
not just one device, but a combination
of different components that work
together to make a complete computer.

The advantage of desktop computers
is that they can be upgraded. You can
remove the parts that are old and
replace them with new parts. This way,
you can update your computer without
having to buy a whole new device.
Some desktop computers have a

[External c.:omputer}
devices

built-in monitor. These are called [ Storage device j— "

all-in-one desktop computers.

¥ History
d Although the first automatic calculator was invented by French mathematician Pascal in 1642, the

first computer was the ENIAC (Electronic Numerical Integrator and Computer). It was built in 1945,
measured 167 square meters, and weighed 30 tons.

k> X




Laptop computers and notebooks

Laptop computers are portable PCs that you can
carry almost anywhere. They are small and light, and
they use a battery. Modern laptops typically have a
battery life ranging from 5 to 20 hours. However, it is
still a good idea to carry the charging cable with you,
especially for extended use.

Laptop computers and their parts are so small that it
is not easy to upgrade them. You may upgrade their
memory or hard disk, but to make other changes, [

you need the help of an expert technician. You can
connect external devices like printers, keyboards, or
USB drives to laptops.

A notebook is a type of
laptop that is smaller in size.

Servers

A server is a computer that provides different services
to other computers. For example, a file serveris a
computer where all the students in a school can store
their files, and a web server is a computer that stores
the information you access when you browse the
Internet. When you click a link, the web server sends
the page you requested to your computer.

A web server can be
a small computer or
a powerful one for
many users.

Other types of computers

Supercomputers are very powerful computers with
the ability to handle and process vast amounts of
data. They are usually very big and can perform
millions of calculations at the same time.

Tablet computers are portable devices that use a
touch screen for input, and they usually do not have
a physical keyboard. The concept of a tablet PC
goes back to the 1960s. The first tablet with
Microsoft Windows was created in 2001, but they
didn't become popular until 2010 when the Apple
iPad was released. Today, there is a wide variety of
tablets with different operating systems, like
Android, Microsoft Windows, and iPadOS.

Smartphones are like small computers. You can
use a smartphone to make phone calls to your
friends or your grandmother, and you can also
browse the Internet, send and receive email, chat
with friends, and play games.

Game consoles allow you to play video games.
Today, the latest consoles let you browse the
Internet and play online games.
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Hardware and software

Often, when we think of computers, two things come
to mind: hardware and software.

Hardware is the electrical and mechanical parts of a
computer. It is all the parts that make up the computer,
like the monitor, the motherboard, the chips, etc.

Software is the collection of all the programs that are
installed on a computer. These are programs that you
need in order to operate your computer, such as the

operating system or applications that you need to be
able to work, like Microsoft Word or Microsoft Edge.

First, we will explore the different parts of the
hardware. Let’s find out what’s inside.

The main parts of a computer

In order to function properly, a computer needs specific pieces of hardware: a motherboard, memory
(RAM), a CPU (Central Processing Unit), and a storage device (often a hard disk drive). Then, you
need a monitor, a keyboard, and a mouse to work with your PC.

The motherboard is the main circuit of the computer, which all the other parts are connected to. The
CPU, memory, hard disk drive, and external devices are all connected to the motherboard. The
motherboard’s job is to make all these parts communicate and work together.

The CPU (Central Processing Unit) is the "brain" of your computer. It is the part that performs all of
the arithmetic, logical, and input/output operations so that your computer can operate correctly. The
faster the CPU, the more data it can process in a short period of time. The speed of a CPU is
calculated in Hertz (Hz). The speed of a CPU is calculated in Hertz (Hz). In other words, we measure
the number of instructions a CPU can process in one second in Hz. Modern CPUs are so fast that
CPU speeds are often measured in gigahertz (GHz). This means billions of instructions per second.

The CPU consists of two parts that work together: the ALU (Arithmetic and Logical Unit), which
performs all the calculations and logical operations, and the CU (Control Unit), which controls and
decodes the data passed between the memory and the CPU.

( )

All the data in the
CPU and memory is
stored using
electricity. So, when
the computer is
turned off or there
is a power failure,
this data can be
lost.

Motherboard

CPy

Processor

‘SDA3000AI028X
LBBWE 0539EPMvI
2817607051174

") Smart Tip
S The BIOS (Basic Input/Output System) is the initial program that runs when you start your
computer. It performs the important task of identifying and initializing all the devices connected
to your computer, ensuring they are ready for use.

i
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The main memory of the computer is called RAM (Random Access
Memory). RAM is used for the information (data) that is being
processed by the CPU. This data is stored for a very short period of
time. The amount of memory plays an important role in determining
a computer’s performance and speed. Even if a computer has a fast
CPU, not having enough RAM can make it run slowly.

Apart from RAM, computers have other types of memory, like ROM or CPU cache memory. ROM
stands for Read-Only Memory, and it stores data that cannot be changed or erased. CPU cache
memory is high-speed memory that’s inside the CPU and stores the most frequently used data.

The Hard Disk Drive (HDD) is the main storage device of your
computer. It is used to store and retrieve information. All the
programs, including the operating system, and all the files that
you have created or copied from other devices are stored inside
the hard disk drive. The main characteristic of a hard disk drive is
that it can store an enormous amount of information. For example,
if a hard disk drive holds 32 terabytes (TB) of data, that means it
can potentially store millions of songs, photos, or e-books.

The Graphics card (also known as a video card or display
adapter) turns the data processed by the CPU into images on the
monitor. The better the graphics card, the better the quality of the
images. This is especially evident in computer games. Modern
graphics cards are like small computers, with their own CPU and
fast memory, which helps reduce the load on the main CPU.

Sometimes, the graphics card is integrated into the motherboard.
A computer with an integrated graphics card is sufficient if you
don't need a powerful graphics card for gaming or video editing.

The "tower"

Hezl/uesmy pegileeil (q) pezi/ensou (w) peglydquue (i) s 21607 Aleuig o wbukdod
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Peripheral devices

Peripheral devices are external components connected to a computer, which can be removed or
replaced without affecting the computer's core functionality. In other words, they increase the
computer’s capabilities, but they are not necessary for a computer to function. Peripheral devices
are divided into three categories: input devices, output devices, and input/output devices.

i

Input devices

Xl

Input devices are devices that help the user input data, such as text, images or sound, or control the
computer.

=

Keyboard

The keyboard is one of the main input devices. Through the
keyboard, the user can input text and give commands to a
computer.

Mouse

The mouse is a pointing device that helps the user point to
objects on the screen and execute commands by clicking on
them. A typical mouse has two main buttons, but many modern
mice have more buttons that help you execute frequently used
commands with one click.

Gamepad

A gamepad is a game controller that helps you give commands
and move on the screen. If you play video games, you already
know about gamepads. Usually, a gamepad has a cross pad or a
controller stick and action buttons.

Microphone

A microphone helps you record your voice or other sounds, save
it in digital form, and then make changes with audio editing
programs.

Control knob

A control knob is peripheral device designed to support creative
work. It allows users to access shortcuts and tools by pressing
and rotating the dial, increasing productivity.
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Input devices for accessibility

Drawing tablet

A drawing tablet (graphics tablet) allows users to create digital art
and input handwriting or sketches using a stylus (pen).

Motion sensor

A motion sensor detects body movements, gestures, and voice
commands. It is commonly used for gaming, motion capture, and
as an alternative input method for individuals who are unable to
use a mouse or keyboard.

Digital camera

With a digital camera, you can take photos or videos of yourself
and your friends. Later, you can store your photos or movie clips
on your computer.

Web camera

With a web camera, you can make video calls and talk to your
friends, no matter where you are. Most webcams are built into
the top of laptop screens or inside desktop computer monitors,
so you don’t need a separate camera.

Scanner

A scanner allows you to scan documents, photos, or even small
objects, and you can store them in digital form on your computer.

Pointing devices

Pointing devices do the same job as a mouse, but they come in
different shapes. For example, a touchpad is a pad that you use
to control the pointer on your laptop. A track ball is a mouse that
has a ball on top of it, which you roll in order to move the pointer.

Input devices designed for accessibility help people with disabilities interact with computers and
technology. Eye trackers, for example, detect and follow the movement of a user's eyes to control
screen elements or provide input. These devices offer hands-free navigation for individuals with

limited mobility.

Other examples include adaptive devices such as switches, sip-and-puff controllers, and specialized
keyboards. These tools are highly customizable to meet the unique needs of each user.
Brain-Computer Interface (BCI) technology allows users to control devices using brain signals.
These innovations continue to make technology more inclusive and empowering for everyone.
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Output devices

Output devices are the devices that are connected to your computer and provide you
with the results of data processing. Some types of output are text, graphics, audio, and
video.

Monitor

The monitor or screen or VDU (Visual Display Unit) is the
main output device of a computer. It provides a visual display
of the user’s interaction with the computer.

\, Virtual Reality (VR) headset
- |‘ Virtual Reality (VR) is a computer-created simulation of a real
’\Q or imaginary place. It lets users explore and experience a

completely digital world. People wear a VR headset to look
around, move, and interact with objects in this artificial world.
e~ VR is often used for games, learning, and training.

Printer

We use a printer to print the results of data processing, like
documents or photos, on paper. There are inkjet printers,
which use liquid ink to print on paper, and laser printers,
which use dry ink (toner).

Laser printers are faster and produce documents
with better quality than inkjet printers.

p Speakers
We use speakers to listen to music from our computer or
listen to the sound from video games or movies. You can use
two speakers for stereo sound, or you can have more
. speakers (five or more) to experience surround sound.

5 History

In the past, there were separate devices for computers and entertainment, like computer
monitors and televisions. But today, these technologies overlap. For example, a computer monitor
can now be used for both doing homework and watching movies, and televisions can be used for
browsing the Internet and sending emails.

i
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Input/output devices

These devices can both input data to and output data from your computer. Although they were not
very popular in the past, their usage has increased over time.

Touch screen

Most people are familiar with touch screens. This technology allows users to input data directly with
their fingers while observing the results on the screen at the same time. Many devices, such as
tablet PCs and smartphones, rely on this technology, which has become increasingly prevalent in
everyday life, from self-checkout kiosks in stores and touchscreens at fast food restaurants to
smartboards in classrooms.

Augmented reality (AR) headsets

Augmented reality (AR) headsets are special devices that add extra digital information, like 3D
pictures, animations, and videos, to what you see in the real world. These headsets often have
transparent displays that place digital objects into your surroundings, allowing you to interact with
them in real time. They use high-quality screens and advanced sensors to blend digital and real-
world images, letting you switch between experiences. You can control them using your hands or
voice, making them easy to use.

AR headsets are used in workplaces, such as factories or design studios, to help people solve
problems, create objects, or learn new skills by interacting with 3D models. They are also popular for
personal activities, such as watching videos, playing games, or working on creative projects like
drawing or editing. AR headsets make learning, working, and engaging with content more interactive.

Hezlumeweoyy (q) pezl/snxajdsnxau(l) s 21607 Aieuig © WbuAdod
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Storage devices

Storage devices help us store data not only on our computer, but also on external devices, in order
to move it to other computers. Storage capacity and reading/writing speed are the most important
characteristics of storage devices.

We measure storage capacity in bytes. Bytes are like liters for liquids. The more bytes a device can hold,
the more data it can store. To make it easier to understand and work with storage capacity, we use
multiple units, such as bytes (B), kilobytes (KB), megabytes (MB), gigabytes (GB), and terabytes (TB).

Data storage units

Unit

Equals

Kilobyte (KB)

1KB =1024 Bytes

Megabyte (MB)

1 MB = 1024 Kilobytes

Gigabyte (GB)

1GB =1024 Megabytes

Terabyte (TB)

(When you type in Notepad, every letter is one byte of data. J

Hard Disk Drive (HDD)

The hard disk drive is the main storage device of a
computer. It can hold up to a few terabytes and can store
thousands of movies, songs, and millions of documents.
Hard disk drives are able to transfer data very fast and
are separated into two categories: internal and external.

« Internal drives are installed inside the computer and

« External drives are portable drives that you can carry
anywhere and connect to any computer.

Solid State Drive (SSD)

An SSD is a type of storage device found in a computer,
like an HDD. It does not have any moving parts, making
it smaller, more durable, and faster than an HDD.

S
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Memory cards

Memory cards are small, portable storage devices mainly used in
digital cameras and video cameras. They store photos, videos,
and other data. Memory cards come in different sizes, such as
SD cards and microSD cards.

USB flash drives

USB flash drives, also called USB memory sticks, thumb drives,
or pen drives, are small, portable devices that store and transfer
data. They are plugged into the USB port of a computer or
laptop. USB flash drives are compact and can hold many
gigabytes of data, making them useful for quickly transferring
files. As technology improves, their storage capacity continues
to increase.

Optical discs

Optical discs, such as CDs, DVDs, and Blu-ray discs, are another
type of storage device. These discs require specific devices to
store and retrieve data from them.

CD-RW drive

The CD, or Compact Disc, was first introduced in the 1980s. It
holds about 700 MB of data and has a low risk of data loss
compared to magnetic storage like floppy disks. Unlike magnetic
storage, CDs do not store data magnetically, which means if they
are near electromagnetic sources they will not experience data
loss.

DVD-RW drive

The DVD, or Digital Versatile Disc, is an evolution of the Compact
Disc, with greater storage capacity. Both sides of the disk can be
used, each with two data layers. Using dual-layer technology,
data is written from the inside out on the first layer and from the
outside in on the second. A standard DVD holds 4.7 GB, while a
two-sided, dual-layer DVD can hold up to 17 GB.

Blu-ray drive

The Blu-ray Disc (BD) is the evolution of the DVD. More data can
be stored than on a DVD, and the surface of the disc is more
scratch-resistant. A Blu-ray Disc can hold up to 50 GB of data,
which is 70 times more than a CD.

History

The floppy disk, introduced in the 1970s, was the first widely used external storage device for
computers. It was portable and easy to use, but it had limited storage capacity and was prone to
data loss and physical damage. Despite these drawbacks, floppy disks were important in the
early days of computing and led to advancements in storage technology.

S 21607 Areurg @ ybuAdod
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1.

Read the following sentences and put a check mark for True or False.

True

1. CPU cache memory deals with the most frequently used data.

2. Laptop computers are generally easier to upgrade than
desktop computers.

3. The CPU, the memory, the Hard Disk Drive, and any
peripheral devices are all connected to the graphics card.

4. A Blu-ray Disc can hold up to 50 GB of data.

5. The Hard Disk Drive (HDD) is more reliable and faster than
the Solid State Drive (SSD).

6. A touch screen is an input device because it allows you to
input data to your computer with your fingers.

7. ROM stores data for a very short period of time.

8. Augmented reality (AR) headsets enhance interaction with
digital and real-world environments.

9. The BIOS is a part of the hardware and not the software.

10. Software is a collection of all the programs that are installed
on a computer.

11. The ALU (Arithmetic and Logical Unit) controls and decodes
the data from the memory to the CPU.

False
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2. Read the questions and put a check mark for the correct answer.

1. When we shut down a computer, the data from which component can be lost?
a. RAM memory
b. ROM memory
c. Solid State Drive (SSD)

d. Hard Disk Drive (HDD)

2. Which of the following is an input device?
a. Monitor
b. Scanner
c. Speakers

d. Memory card

3. Which is a characteristic of a CPU cache memory?
a. It is low-speed memory.
b. It is inside the CPU and deals with the most frequently used data.
c. Itis inside the motherboard.

d. It identifies and initializes all the devices that are connected to your computer.

3. What is the difference between hardware and software? Provide one example of each.
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4. Which storage device should be used to transfer the following data? There could be more
than one answer.

Songs Movies

X

O

=

Documents Photos

N
J
\
J
@
b

\ J \ J
Video games High-definition movies
r 2 - 2
"~ 4
\ J \ J

5. Provide one example of an input device, one output device, and one storage device, and
explain the purpose of each. Then explain the difference between input and output
peripherals.

For Review Purposes Only
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LESSON 2
The operating system

What is an operating system? Can you think of some devices that use an
. operating system?

In the previous lesson, we learned about hardware. Now, it’s time to understand what software is. There
are two major types of software: the operating system and the applications that you use every day.

The role of an operating system

What is an operating system and why is it so important? An operating system helps us to operate a
computer. But still, what does it do? An operating system has two main tasks to perform. The first
one is to control the hardware of the computer, use the computer’s "resources," and try to distribute
them properly. It manages the available computer memory and allocates the amount of memory
each program needs and the time the CPU will spend on a specific process. It also manages the
peripheral or storage devices, handles printing needs, etc.

But the most important task of the operating system is to create the proper environment for you, the
user, to interact with the computer. In other words, the operating system provides all the tools the
user needs to control the computer.

Operating systems through time

Years ago, an operating system was just a
black screen where the user had to type
commands in order to get results—if the
user knew the right commands, that is.
Then, the first operating systems with a
Graphical User Interface, known as the
GUI, came out. A GUI allows you to have all
your files and folders as icons and images,
which you can point at with your mouse. & File Edit Windows View Tk Special
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should create a PIF file for the {4
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Starting a computer

This book focuses on exploring Microsoft Windows, an operating system designed around the use
of icons that are navigated with a mouse. True to its name, every file, folder, or program opens within
a window—a rectangular box that displays information about the selected item.

<

Rl i
é Q Search for apps, settings, and documents
7
Wllgtossiil
Eelgs §
Pinned Allapps >
[ 3 & 6 @
Edge Word Excel PowerPoint Microsoft 365  Outlook (new)
(Office)
= -
B . -l . m s
Microsoft Store Photos Settings Microsoft To Do Linkedin °
Clipchamp
oy P
B @ B &% 9% @
Calculator Clock Notepad Paint Snipping Tool OneNote

Recommended

[y Microsoft Teams JY Adobe Acrobat
MW Recently added Recently added

 Microsoft Teams (work or school) Outlook
Recently added Recently added

@ Publisher Skype for Business
Recently added Recently added

Binary Academy

- = 951 AM
B8 Q Search M =CB ~oee ) oo 8 TR

When you press the main power button, your computer will start working. After the BIOS program
identifies your devices, the operating system starts. Usually, the first screen is the login screen. The
login screen allows you to open the operating system as a specific user.

Because multiple people often use a single computer, it is important for each user to have their own
environment, complete with personalized programs, files, and folders. To achieve this, most

operating systems offer the option to create individual user accounts, which are secured by a unique
username and password.

To log on to Windows:

> Type your username
and then type your
password. @

> Press or click Binary Academy
the white arrow. @

| username

IO . 2

' History

The most popular command-based operating system was MS-DOS. Later, GUIl-based operating
systems, like Mac OS and Microsoft Windows, were developed.
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After the login screen, the main screen of Microsoft Windows is displayed. The main window is
called the Desktop and consists of the Taskbar, the work area, some icons, and the Start button.
Generally, an operating system should be as simple as possible so that it can be used by everybody,
even if they only know the basics about computers. That’s what is meant by "user-friendly."

Icons
When you first install
Windows, only the

Here is the space where you
work when you open Windows.

Work area

Recycle Bin icon is on
the Desktop. Double-
click it to open it.

.

Taskbar
Every window you open is also
present on the Taskbar to be
accessed whenever you want. This
allows you to work with many
different programs at the same time.

J

R Q Search @‘ L

9:59 AM

~ e T o0 8 T

[

Start button
With this button you can access all
the programs, folders, files, and all
the tools of the operating system.

.

You can pin all the
programs that you
use often here, so
you can open them
with just one click.

Startup icons

Here are all the programs that
start when you turn on your PC
and enter the operating system.

These are programs that help
you work with your PC or icons
that change important settings,

like antivirus programs, date,

time, and sound settings.

r a

O Be Safe

L~~4 When you clean your computer, make sure to turn it off first. You can use a little water on a clean
cloth, but be very careful not to get any water inside the computer or the peripheral devices.



The Main Window

Click the Start button to open the Main Window.

By clicking here, there is a list of all
applications installed on your computer.

)

Q Search for apps, settings, and documents \Mv apps, settings, and documents
Pinned Allapps > All apps < Back
¢ 4 & & 6 @ !
Edge Word Excel PowerPoint  Microsoft 365  Outlook (new) I Acess
(Office)
T Accessibility
g 8B & & v @[ . in fi
Microsoft Store Photos Settings Microsoft To Do LinkedIin ° S‘;:’vbe Acobat Here you WI" flnd
clpshene 2 all the programs
ar a & Qo | B and accessories
Calculator Clock Notepad Paint Snipping Tool OneNote Calculator .
: 24 ‘ that are installed
Calendar
]
on your Computer.
Recommended More > @ Camera
o icrosoft Teams Adobe Acrobat Clock
Recently added Recently added
O Cortana
$ Microsoft Teams (work or school) Outlook
Recently added Recently added E
Publish Skype for Busi
|' R:cel:n;radded @’ Rec::n;rad:selgess T
E
: Binary Academy (') : Binary Academy C)
== Q Search @ [ - c i == Q Search B = e ﬁ
In this area, you can find the programs that are pinned to the
Start menu, so you can access them more whenever you want.
N

Shutting down
a computer

Sign-in options let you change how you sign in to Windows,

for example, with a PIN, a fingerprint, or picture password.
J

Although you will only shut

WEw Recently agaed

Recently aaaed

down your computer when you B
ni i ® Microsoft Teams (work or school) Outlook
fIn.ISh yOUr Work’ It IS one Of the * Recently added [i Recently added §’\ Disconnect o— —
things you need to learn now.

g Publisher @ Skype for Busiges' D Sleep R

Recently added Recenﬂyaéo Sht down
To shut down your computer:
O Restart &—— ~

> Click the Start button. €@

> Click the Power button, &
and then click Shut down. ©

Binary Academy

°== Q Search [ - e ﬁ
N
Restart shuts down and starts your | )
computer again immediately afterward.
J/

Sleep puts your computer in a power-saving state. The computer will

It is better to put your inaf ds wh « the Kevboard |
computer in Sleep mode if resume in a few seconds when you press any key on the keyboard. )
you want to take a break
for 10 minutes, rather than Disconnect closes all your programs and goes to the Windows login

shutting down.

screen. Use this if you want to log in as another user.
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Change account settings lets you manage your
Microsoft account, for example, by changing your

sign-in options or setting your user account picture.
.

& Change account settings e

B Lok o

Sign out

o s
o ey Al Lock locks the screen so that no one can

use your computer while you are away.

== Q Search . :
L Sign out closes all your programs and goes to the login screen
of Windows. Use it if you want to log on as another user.
.
starting a. program Q. Search for apps, settings, and documents
The first step in using an operating system is b T
learning how to start programs and open the
files or folders needed for your tasks. Let’s begin ¢ e @ [« .
. . . . . . Edge Word Excel PowerPoint Microsoft 365  Outlook (new)
by creating a drawing in Paint and saving it. itce

0 & = v o

. Microsoft Store Photos Settings Microsoft To Do LinkedIn
To open Paint: G

A Q 8 & 9% @

O

> Cllck the start button’ o click All apps, 9 Calculator Clock Notepad Paint Snipping Tool OneNote
and scroll down the sidebar.
> CIle Paint. 9 Recommended More >
. . Microsoft T Adobe Acrob;
> The Paint program will open. @ - R J- [
> Draw whatever you like. @ B e R
Rty e (S
Q lSearch for apps, settings, and documents S Academy O
All apps < Bd [ Q Search @ E = e a
u OneNote
m Outlook #§ Untitied - Paint o
File  Edit  View 2
Outlook e N Gl ¢
@ utlook (new) 0 ! = 7 % A v EZZE| @ @ 9
v w4~ e s a - 0000 @v ) ¢
& Paint
i Phone Link
System
- Photos
PowerPoint
lg ' e
(7] Publisher °
(§']
Mo Q
v S
s ﬂ Quick Assist
wjed IS o I 1152 « 648px
S
o
: @ Settings
] System
E ~ Another way to open a program is to click
(] w Sbnanjicedehy the Search icon and type the name of the
3 program you want to open. When you
S N L-C®. find it, click it or press (Gl ER).




Saving your work

When you finish your work, save it. When you save, you create a file that is ready to be
used again or shared.

pﬁtled - Paint
To save your work:
File  Edit 2 S

View

> Click the File button. @ i ml 2 e a] g e @ ®®0000
. = Al O C0000O0
> Point to Save as, @ select the type . . . N .
. (2] € typ Q £ @ O 000000
Of flle you Want to save your Image Selection Image Tools Brushes Shapes Colors
as, e.g., PNG picture, and click it. €© .
> In the Save As window, type a
name for your drawing in the File
name field, @ and click Save. @
- N
B New CUsh @.OOOOOOOOO
vV @ # <
© Open cti+o . " OCeeoeeceo0eo ¢ oA <
o ) O 0000000000
mport to canvas >
Brushes Shapes Colors Image Creator Layers
® Recent >
o
=) Ctrl+S
& Saveas > PNG picture
@ Print > JPEG picture
® Send BMP picture
8] Set as desktop background > GIF picture

Othar farmat

p
Choose where you want to save your This is the address of the folder

file in one of the pinned folders. or where this folder is located.
.
# Save as X
& > v | W Pictures @ - C Search Pictures p
Organize v New fplder O~ o

— — N
@ Desktop » This displays the contents of
4 Downloads » the folder you have chosen.
J/
= Documents » Camera Roll Saved Pictures |
N
Pict » f
B ificares (Choose the type of image you
© Mmusic » ( L want to save your drawing as.
I3 videos » | o
(Type a name for your file. X X A
Click Save to save your file or Cancel
> This PC . .
ws if you have changed your mind.
> @ Network J
File name: | Drawing]  ® v|
Save as type: PNG (*.png) J v

~ Hide Folders Save 7 Cancel
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Displaying file contents

You can access information about the contents of a file in a folder without opening it.

To preview the file contents:

> Click the File Explorer icon, @
and then click Documents. &

> On the View tab, © click the
Preview pane button. @

> Click the file you want in order

to find out what it contains. = | =
© mm Q Search L = C B
With the Back button you This is the location The Close button
can go to the previous folder. of the folder. closes the window.

s

= Doguments 5% + P
& = 4R @) J > Documents > e Search Documents Q
® New v N Sort v O View ~ “ee (B Details
A Home O Extralarge icons The Maximize/Restore
) ~ button changes the
1R Gallery ] h-:] J ¢ O largeicons . g
size of the window
_ . 2 Mediumi
> @ Binary Logic - Personal S between full screen
My fold: oo H o
yloder oo Small icons and a preset size.
M Des| ( A EE List
The Documents
& . = Details
= s folder is a default
o Doamens «—  folder that you can 8= Tiles The Minimize button minimizes
PR Pictures use for files like 8= Content the window onto the taskbar so
® Music school projects and . @ [ you can use it later.

stories you have

B videos Preview pane
written. The Music
d Pictures fold S i
Litem and Pictures folders =gl
can be used for your
songs and photos. X -
\ J The Preview pane button gives
you access to the content of a
file without opening it.
N — o 52
~ My folder X +
€« > ap G J > Documents > My folder Search My folder Q
@ New v &% (8] @n ® W N Sort v O View v e (D Preview
) Home
Amazing animals
R Gallery

You might think that what
makes us different from

List fest animals is our ability to think
and to build friendships with

> @ Binary Logic - Personal

B Desktop » others, but in fact animals are
N capable of more

= Dounloads l extraordinary things than you
=] Documents » might imagine. Find out why...



This PC is the place where you can find all the storage devices and the network locations that are
connected to your computer.

<
Your memory stick or your

( Your hard disk drive J memory card if it is connected.

J

E This PC X +

& > 0 C Q& > ThisPC >

wn

¢arch This PC

e , N Sort v 8= View~  +ed 1

v Devices and drives

L
[ 1] Local Disk (Cy) _ USB (D:)

@ Desktop [ 1]

o—
1 Downloads 56.5 GB free of 110 GB 9,82 GB free of 30,0 GB

% Documents
PQ Pictures
0 Music

u Videos

» % % % % %

> [ This PC

> t Network

1item

<
The bar beside your drive icon indicates the free space of your

storage device. The blue part indicates how much space on the
disk is used, and the white part indicates the free space.

Remember, a computer is
not just something you learn

about in school. It is a tool
you can use to practice and
learn new skills on your own.

L) Smart Tip

S A folder, whether empty or containing files, is represented by a yellow icon. All the other icons
are files.




1. Read the following sentences and put a check mark for True or False.
True False
1. The operating system is responsible for assigning CPU time

to programs, making sure each program gets equal time
regardless of its importance.

2. Graphical User Interface (GUI) systems require the user to
input commands by typing them.

3. If two users log in to the same computer with different
accounts, they will share the same desktop layout and files.

4. The BIOS is part of the operating system and controls how
the user interacts with the computer.

5. The operating system needs to manage both input devices
like the keyboard and output devices like the monitor.

2. Read the questions and put a check mark for the correct answer.

1. Which of the following is not a function of an operating system?
a. Managing computer memory and processing time
b. Handling printing needs
c. Providing tools to draw images
d. Allowing communication between hardware and software
2. What is the main difference between early operating systems and GUI systems like
Windows?
a. GUI systems don’t need user input.
b. Early systems used text commands, while GUI systems use visual elements.
c. GUI systems do not manage hardware.

d. Early systems had touchscreens, but GUI systems do not.
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3. The "Start" button in Windows is used to:
a. open all the installed programs.
b. shut down the computer.

C. access the operating system tools.

Xl

d. All of the above.

=

4. Which part of the Windows screen allows you to quickly open and switch between
multiple applications?

a. The Desktop

b. The Taskbar

c. The "Start" button

d. The icons

5. What does the "Preview Pane" button in the "File Explorer" help with?
a. Creating new folders
b. Viewing the contents of a file without opening it
€. Minimizing the folder window

d. Moving files to another folder

3. Open "File Explorer" on a computer and navigate to "This PC." Find the amount of free
space available on the local drive (C:). Why is it important to keep track of the storage
space?

4. Imagine that you are using a shared computer with multiple users. Why is it important for
each user to have their own account in the operating system? What problems might arise
if everyone uses the same account?

For Review Purposes Only




LESSON 3
Files and folders

How can you keep a computer organized? Do you use
* folders to organize your files? Why or why not?

Keeping your computer organized

All the data in your computer is organized into files and folders. But what exactly are files and
folders? A folder is a location on the hard disk drive where you can save multiple files, whereas a file
(data file) is a collection of data such as text, a photo, a video, a song, etc.

Use folders to organize your files so you can easily find them. You can have a folder with some files
inside, or you can have subfolders, that is, folders inside other folders.

R —
To create a folder: B s view
} N Sort by
> Decide where you want to J C Refresh
create a new folder, for B O New Folder VyIew)
example, on the Desktop. O Dipyting | 2 stor ol
> Right-click an empty area on 4 Personalize B Microsoft Access Database o
[ Bitmap image
i B & sh i
the Desktop, point to New, and s W
then C“Ck FOIder' o Microsoft Access Database
> Type a name for the new folder, B Microsoft PowerPoint Presentation
and then press . e I? Microsoft Publisher Document !
| Text Document
To create a folder inside = Documents X + Folder e
0 7 Shortcut
another folder: 7 o EETEE
Microsoft Access Database
> Open the File Manager and ® N - B Ehiosnee
then click Documents. o @9 Microsoft Word Document
> Click NeW, e and then click Microsoft Access Database
Folder. © @l Deskiop » fn 0
> Type a name for your folder < Downloads » )
and press . e — Documents o » I My folder

My new folder| 4

., C 4 ﬂ gl ]
") Smart Tip
S  When naming files or folders, choose descriptive names to easily identify their content. Avoid
generic names like file1, file2, file3, etc., as they can cause confusion.
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The structure of the folders is like

a tree with branches. L LTS

I P

Exercises Notes

- I -

When you havg a I.ot. of data, it is f Subfolders
better to organize it into folders.
.\

Subfolders

History Math

exercises exercises
copylng and mov"ng @® New ~ P o @D W N, Sort v O View
folders and files 2

_/} Home . [ :

If you want to rearrange the structure of R Galery @
your files or folders or copy them to @ Binary Logic - Personal o B B Open
another location, you can use the History exercise: @) Open in new tab
commands Copy and Cut. COpy, as the @ Deskto () > Documents > Myname > Notes e Search Nof]
name indicates, copies a file or folder to o
another location, whereas Cut moves it ® M osot~ O View -

to a new location.

o This folder is empty.
To copy or cut a folder or a file: @

> Locate the folder/file on your hard disk. €@ 68 e > Documents > Kyname % Notes
» N, Sort hy

> Right-click it and click Copy or Cut or & W MNosotv O Ve
press () +@ or C2D+E3. ©
> Go to the place where you want to put —
the folder/file. ©

> Right-click in an empty space and click History exercises
Paste or press (). O
If you click Copy, the result will be this: If you click Cut, the result will be this:
My name | f My name
, l , l ,
Exercises | Notes | Exercises | Notes
L I , l l ,

History Math History Math History
exercises exercises exercises exercises exercises

") Smart Tip
S  Copy, Cut, and Paste are essential commands that you will use often. It is important to learn them
thoroughly since you will be using these commands consistently in every program. Select the
item, copy or cut it, move to the new location, and paste it.
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Other ways to copy or move files and folders

You’ve already learned the basic ways to copy or move a file or folder on your computer. Now let’s
find out some other ways to do it. Drag and drop allows you to move a file or a folder to a specific
location with your mouse as you point at it.

To drag and drop (move) an item:

> Locate the folder/file you want
to move. @

> |n a new window, open the
folder you want to move the
folder/file into, and put these
two windows close together. @

> Point to the folder/file, click and
hold the mouse button, and
move the mouse to the other
window. ©

> Release the mouse button. @

~ Exercises

¢« > 1 ©

@ New - P ©

£ Home
W) Gallery

> @ Binary Logic - Personal

@l Desktop
L Downloads
] Documents

E Pictures

X

Q

» % %

D

4k

Documents >

@

0] N Sort v

My name > Exercises >

O View ~

o

History exercises

Math exercises

©

Search Exel

In the same way, you can

move a folder/file to another

folder in the same window.

N

ﬁ Home

J/

P Gallery

> @ Binary Logic - Personal

If you press and hold ()
while dragging, you copy the
folder/file instead of moving it.

@l Desktop

i Downloads
J

=]

L

> Documents >

@D

Mynime > Notes >

@ N Sort v O View v

lo

History exercises

Math exercises

Searc

You can also copy an item directly to a storage device with a few clicks.

To send an item to a storage device:

> Locate the folder/file you want to copy. (1]

> Right-click it and then click Show more options. (2]
> Point to Send to, © and then click the storage device. (4]

Give access to >
Restore previous versions

Include in library >

o

Create shortcut

Pin to Start
Copy as path

Send to

Cut
Copy

Lo W

Delete

Rename

Bluetooth device
Compressed (zipped) folder
Desktop (create shortcut)
Documents

Mail recipient

USB (D2)

Properties [

W

N Sort v

-9

O View ~

% © [ @

Math exe

Open

il

@

Open in new tab

Q

Open in new window
Pin to Quick access

Pin to Start

(BRI

Compress to ZIP file

i

Copy as path

®

Properties

7
I

Open in Terminal

&

Show more options

0]

Ent

Ctr

Alt




Editing folders

You can keep your computer organized by editing your files and folders. You can delete folders you

don’t need and rename others to help you stay organized.

N Sort v

To delete a folder: @D 0]

> Right-click the folder
you want to delete. @

> Click Delete. ©

==

My folder My name

a View v

' 24

% O O @ W

My new folder

‘= Open Enter
Open in new tab

(7 Open in new window

To rename a folder: @D 0]

> Right-click the folder
you want to rename, @
and click Rename. @

J
&

e

!

> Type the new name

and press CIEHE).

My folder My name

&

O View v

(8]

Open

AR

@ w

Enter

Open in new tab

Open in new window

<> Pin to Quick access

Finding a folder or a file

When you have a lot of files on your computer, it is easy to forget where you saved them.
If you need to locate a specific file, you can use the Search function to help find it.

To search for a file or folder:

> In the top right corner of the window, in the Search
text box, type the name of the file you want to find. @

> Windows will automatically search for the files with
this name and display them. ©

To select a folder, click it once. To
select multiple objects, hold and
click each one of them. Try it.

. test - Search Results in Docum X ar

> @ Binary Logic - Personal

0

& > 4P ©] (J > Search Results in Documents test] X Q
New N, Sort ~ 8= View v (D Preview
£) Home o “E test Size: 11.8 KB
Date modified: 7/10/2024 11:51 AM
EJ Gallery

i

S|
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Shortcuts

When you use a file or program frequently, constantly searching for it can be time consuming. To
save time, you can create a shortcut for much quicker access.

A shortcut is a "link" to a folder, file, or program. If there’s a file or program you use very often, you
can create a shortcut that takes you directly there.

To create a shortcut:

> Open the location of the
item you want to create a
shortcut to. @

> Right-click it and then click
Show more options. &
> Click Create shortcut. ©

> A shortcut will be created
in the same location as the
original item. @

> Move the shortcut to a new
location using your mouse
(drag and drop the icon).

To create a shortcut

directly on the Desktop:

> Right-click the file you
want to create a shortcut
to, @ and then click
Show more options.

> Point to Send to. &

> Click Desktop (create
shortcut), € and a
shortcut will be created
on the Desktop.

Copy as path

N Sort v O View v
& Share
Restore previous versions
Send to 2
¥ © @ ® W
Cut
[x 7] Open Enter Copy
List J
g@ Open with Create shortcut
@ Share Delete
Rename
¢ Add to Favorites
Properties
£ Compress to ZIF file
Copy as patt. Ctrl+S
& Properties Alt+En
E Editin Notepad
A
Eg Show more options Animals List - Shortcut List
= Open —
Edit
New
Animals Print est
E  Editin Notepad

Add to Favorites
@ Scan with Microsoft Defender...
Open with...

Give access to
Copy as path
& Share

Restore previous versions

o Send to

Cut
Copy

Create shortcut

>

9 Bluetooth device

w#  Compressed (zipped) folder
Wl Desktop (create shortcut) e

E  Documents

When you right-click a shortcut, there is a list of options. One of them is the option Delete.
Click it and you will delete the shortcut you have created. But remember, when you delete
a shortcut, only the shortcut is removed. The original file, folder, or program is not deleted.

N\

J

{") Smart Tip

© The icon of a shortcut usually has a small arrow in its bottom left corner, but not always. For
example, the icons on the Taskbar at the bottom of your screen are shortcuts, but there aren’t
small arrows to let you know. You can pin programs and files on the Taskbar when you drag and
drop their icons onto the Taskbar. To delete shortcuts from the Taskbar, just right-click them and

click Unpin from Taskbar.



Compressed files or folders

Sometimes, files or folders take up too much space on your computer, and you may want to make
them smaller. A compressed file, also called a ZIP file, takes up less storage space and can be easily
transferred to another computer or sent by email. Compressed files or folders can be copied and
moved in the same way as regular files. You can also use them like a folder. You can add more files
to them, or you can delete files from them.

To compress (zip) a file or folder: @ W Nosotv O View-

> Find the file or folder that you

K -

want to compress, right-click it, €@ = ©C 2w
and click Compress to ZIP file. © - —— = Open En Mynome
. . My folder My name
> A new compressed file is created Open in new tab
in the same location and with the & Open in new window
same name. e <> Pin to Quick access
<> Pin to Start
o@ Compress to ZIP file
Copy as path Ct
/2 Properties Al
s s e gy
> Right-click it and click Rename. @ - 1= sy
' B S ORIl
> Type a new name and press CI32). el ,, LB B Open B
My folder My name My name $ Open with N
~ Open in new tab
Another way to rename a file is to select (2 Open in new window
the file and press (@) on your keyboard. @ Share
|\ ~
e ) =
If you double-click the +
compressed folder to
open it, you will find > Documents > Myname > My name Search My name
detailed information
about how the size of the
files has changed. In this N Sort v = View v (e Extractall  --- (
example, the original file
was 13 KB, which became Name Compressed size Size Type Passwo
10 KB after compression. . )
\ ) @ Animals 10 KB 13 KB Microsoft Word Document  No

") Smart Tip
© The amount of compression is not always the same and depends on the file type. For example, an

image cannot be compressed as much as a text file. Image files like JPEG are usually already
highly compressed, so you won’t notice much difference if you compress them.
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To extract (or unzip) a file from a compressed folder:

> Find the compressed folder that contains the files or
folders that you want to extract, and double-click it. @

N Sort v (] Vieb

IS |

ERL s
. N q d
> Find and select the file that you want & and move it to
the new location. © My name My name
My name X + _ History exercises X +
& > a @ J > Documents > Myname > & > 1 @] J > Documents > Myfolder > H
® New v N Sort v ® New v ® N Sort v
) Home N\ ) Home AN
) Gallery W o A Gallery W e
> @ Binary Logic - Personal > @ Binary Logic - Personal
Animals Animals
To uncompress all the files from a compressed folder: S X O @ & W
& ST
q q q q d -
> Right-click the folder icon and click Extract All. @ = = Open Enter
g c My name g— :
> In the Extract window, click Browse. © LR =i ;
. . . . Open in new tab
> In the Select a destination window, select the desired {
. . . (7 Openj ind
location for your files, & and click Select Folder. @ e Foat
. & Shar
> Then click Extract. @
(8 ExtractAll..
X = Select a destination X
< T Extract Compressed (Zipped) Folders &« = v A > Desktop v C Search Desktop
Select a Destination and Extract Files Stosnz e ioker . =- 0
/} e Name Date modified Type Sizd
Files will be extracted to this folder: R
3 @ B Logic-Perony No items match your search.
Browse..
Show extracted files when complete @ Desktop
X | Downloads »
< Gu Extract Compressed (Zipped) Folders - 4
Folder: Desktop
Select a Destination and Extract Files b T
Files will be extracted to this folder:
C\Users\localadmin\Desktop Browse...
@ Show extracted files when complete 5
Cancel

5 History

The ZIP file format was created by Phil Katz and his company, PKWARE, in 1989. The name "zip,"

which means speed, was the idea of Robert Mahoney, Phil’s friend. They wanted people to know
that ZIP was faster than any other compression format available at the time.




Changing icon size and file details

There are several ways to display a list of files in a folder.

To change how the files are displayed:

> Open File Explorer and click a folder. The list of files
will load in File Explorer. @

> Click the View button. @
> Select the option you want to change the view to. (3

My folder x |+ g = SE R
< > )] &) (J > Documents > My folder h My folder Q
® New v @ N osort v O View~  -e- (D Preview
4 N\
% Home O Extra large icons N You can change the
R Gallery 9,; I eons I: view to Extra large
A — icons, Large icons,
> @ Binary - Personal A 9  Medium icons Medium icons, Small
Animals Lst-shor 88 Smallicons b icons, List, Details,
@ Desktop » E= List Tiles, and Content.
' Downloads » = Details h g
E Documents » 8= Tiles
P8 Pictures » 8= Content
> In an open folder, click Sort. @ N *  Name
> Click More, @ and select the W Date modified IEE
information you want. € Type
> Then, click Group by, @ and choose Animals More > List test
the information you want to display. @ % Eeention
o Descending
9. O [
Date modified
N\ ° Name Type
W Date modified |EE Size o
Iype Date created
s More 2 Size Authors
°  Ascending Date created Categories
Descending Authors Tags
Groupby > Categories Title
Tags
Title
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The Recycle Bin

Can you find the Recycle Bin on the Desktop? When you delete something from a computer, it is not
deleted forever, but rather it goes into the Recycle Bin. If you delete something by accident or
change your mind, you can normally find it there.

To open the Recycle Bin:

> Double-click the Recycle Bin icon on the Desktop and a window
containing the files and folders you have deleted will open. @ E

> Right-click a file or folder to Restore, Cut, or Delete it. @

REGYCIEBIn
9 =
& Recycle Bin X A
& > 4P @, (J > RecycleBin Search Recycle Bin Q
£ New v X ' ) @] W N Sort v = View v e (D Preview
Name Origin cation Item type
> Home
— My new folder P v W e e File folder
Ej Gallery - % @ :
> @ Binary Logic - Personal
O Restore
@ Deskiop €9 Compress to ZIP file
4 Downloads 2 Properties Alt+Enter

= Documents &7 Show more options

* % % %

PA Pictures

To delete all the items in the

Recycle Bin:

> Right-click the Recycle Bin
icon on the Desktop. (1]

(0]
> Click Empty Recycle Bin. (2] ‘ il 9

> Click Yes on the Vit Empty Recycle Bin
confirmation message and <2 Pin to Quick access
all the files inside the

Recycle Bin will be deleted

forever. © a=

X ‘ My new folder
6 .~ Date created: 7/12/2024 12:05 AM
Original location: C:\Users\localadmin\Documents

X Delete Folder X

Are you sure you want to permanently delete this folder?
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1. Read the following sentences and put a check mark for True or False.

X ]

True False

1. Compressing a folder increases its size.

e

2. Itis impossible to recover a file once it is placed in the
Recycle Bin.

3. A shortcut is just a copy of a file or folder that takes up the
same amount of space as the original.

4. The only way to move files to different folders is by copying
and pasting them.

5. One way to rename a file is to select the file and press F2 on
the keyboard.

6. When you delete a shortcut for a program, the original
program is also deleted.

2. Read the questions and put a check mark for the correct answer.

1. What is the purpose of creating folders on a computer?
a. To reduce the size of files
b. To keep files organized for easy access
c. To increase the computer's speed

d. To make files undeletable

2. Which of the following actions would delete a folder forever?
a. Right-clicking the folder and selecting "Delete"
b. Dragging the folder to the Recycle Bin
c. Deleting the folder and then emptying the Recycle Bin

d. Renaming the folder




3. What happens if you press and hold the "Ctrl" key while dragging a folder to another
location?

a. The folder will be moved to the new location.
b. A new copy of the folder will be created at the new location.
c. The folder will be deleted after it is moved.

d. The folder will be locked and cannot be opened.

4. What is a folder on a computer?
a. A collection of text files
b. A collection of image files
c. A location on the hard disk

d. A specific program

5. What does compressing (zipping) a folder do?
a. It deletes unnecessary files inside the folder.
b. It creates a shortcut.
C. It reduces the size of the folder for easier transfer or storage.

d. it splits the folder into many smaller folders.

3. Imagine all your important school files are saved on the Desktop. How could you
organize these files to help you work better and find things more easily?

4. Create a folder structure on
the computer like the one in

the example. My “Iame
Programs Exams Exercises
Excel Word Oral Written Oral Written
exams exams exercises  exercises

« What kind of files should you store in the "Exercises" folder? Explain your answer.
« What kind of files should you store in the "Programs" folder? Explain your answer.

« Can you find the contents of a document in the "Exams" folder without opening it?
Explain your answer.
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LESSON 4!
Basic settings

Have you ever changed the look or feel of your computer? What
. are some things you would like to change?

The operating system is the main working environment on your computer. For this reason, it is
important for it to be as user-friendly as possible. Most operating systems give you lots of different
tools for changing their environment and settings.

Mouse settings

The first settings that you are going to learn how to change are those of your mouse. Microsoft
Windows offers you a way to customize the buttons of your mouse or the movement of your cursor,
which is very useful, especially if you are left-handed.

To change the mouse settings:

> Click the Search box and type "settings". @

> Click the Settings application. @

> In the Settings window, click Bluetooth & devices, € and then click Mouse. ©

> You can now change basic mouse settings such as choosing which mouse

button will be the primary, @ or changing how scrolling works. @

Best match
I @ zettings e
ystem
Search the web
{8} Settings

|
|
\
! Q_ settings menu
‘ settings app

settings sound

©
| Q
Q_ settings windows
Q_ settings bluetooth
Q_ settings passwords
Q settings system
Q_ settings icon

Q_ settings camera

Settings (9+)

== Q settingg

& Settings

@  Binary Academy
=

Find a setting

Y Home

B system

1 © Bluetooth & devices
@ Network & internet
Personalization
Apps

Accounts

@ e B \

Time & language

Bluetooth & devices

Devices
BB Mouse, keyboard, pen, audio, displays and docks, other
devices

=) Printers & scanners
Preferences, troubleshoot

G Mobile devices
Instantly access your mobile devices from your PC

@ Comeres
Connected camer ge settings
ou

& Settings

@  Binary Academy
L4

Find a setting

) Home

M system

1 © Bluetooth & devices
@ Network &internet
7 Personalization
8BS Apps

®  Accounts

o Lines to scroll at a time -e

Bluetooth & devices > Mouse

o (O Primary mouse button

Left

The Primary mouse button
option is used to adjust the
mouse for right-handed or
left-handed use. Until now, we
have used the left button to
open files and folders or select
files and the right button for
the pop-up menus. Click this
option and the use of the
buttons will be reversed.

-
o
You can choose to

scroll an entire page
or a number of lines
with each notch of

I Mouse pointer speed

Scrolling

Roll the mouse wheel to scroll

Multiple lines at a time v

the wheel of your
mouse and using the
slider you can adjust

the mouse wheel

scrolling speed.




Programs and features

The Settings window also allows you to remove a program that you have installed on your computer
and that is no longer needed. But, be extra careful. Once you delete a program in this way, it is
permanently deleted from your computer. If you want to use this program again, you will have to
reinstall it.

To remove a program:

> |n the Settings window, click Apps, @ and then click Installed apps. © Ask your teacher

before you click
> In the Installed apps pane, select the program you want to remove, © anythingt:at Ican

and then click the More button. @ remove a useful
> Click Uninstall. @ program.
> Follow the instructions until the program is completely uninstalled.

& Settings - o 28
O Binary Academy Ap pS
L
g= Installed apps >
Find a setting Q ©=  Uninstall and manage apps on your PC
(} Home [an! Advanced app settings S
# Choose where to get apps, archive apps, uninstall updates
B System
If you want to know the status of your network or
9 Bluetooth & devices @ Defabty 9PBS " . o .
Defaults forfle and link types, otherdefaits || make changes to it, you click Network & internet.
@ Network & internet ®
U8 Offline maps >
/ Personalization © Downloads, storage location, map updates
| & Apps
) Apps} for websites ) S
& Settings - o X
. Binary Academy AppS > |nSta"ed appS
L
Media Player
Findsseting Q o ° Microsoft Corporation | 7/8/2024 el
Advanced options
Microsoft 365 (Office)
N
7} Home o Microsoft Corporation | 7/8/2024 Move

System Uninstall e

c Microsoft 365 Apps for business - en-us

Bluetooth & devices 16.0.17726.20126 | Microsoft Corporation | 7/8/2024

Microsoft Clipchamp
= Microsoft Corp. | 7/9/2024 48.0 KB

[ |
0
@ Network & internet
Ve

Personalization

") Smart Tip
S  If you want to remove a program, just deleting its files is not enough. When you install a program,

its files are copied to different places on the hard drive. To make sure everything is completely
removed, you need to uninstall the program through the Installed Apps panel.
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Date and time

Click the date and time on the right side of the Taskbar, and a clock and calendar displaying the
current month will appear on your screen.

To change the date and time of your computer:

> Right-click the time in the Taskbar @ and then
click Adjust date and time. &

> Turn off the Set time automatically option. ©
> Click Change. ©®

> Change the date and time using the arrows. @ o
> Click Change. @

| 3 Adjust date and time

8 Notifications settings

12:16 PM
a

A NG XD on0, BOGR

( \
& setiings - o0 X You can change the
time zone to wherever
8 oy Logicscacemy Time & language > Date & time you are. To do that,
click Time zone and
Find a setting Q 2:26 AM choose the country you
Wednesday, July 10, 2024
want.
Y Home @, Timezone @ Region \ Y,
@ (UTC-08:00) Pacific Time (US & Canada) United States
B System
9 Bluetooth & devices G‘@ Set time zone automatically Off @ ~
4 \
@ Network & internet ] — If Adjust for daylight
o Time zone (UTC-08:00) Pacific Time (US ™ . .
/ Personalization '/&‘Emmm’—_ savmg time
B Apps Adjust for daylight saving time automatically On automatica“y is
& Accounts checked, then you will
| 3 TG C“) Set time automatically Off @ A always have the correct
! time.
#9 Gaming Set the date and time manually Change o \_ )
K Accessibility
o R ! =R §how time and date in the Systgm tray on @

Change date and time

Change date and time

Date

| uly v | | 10 v | | 206 v@

5 History

In the spring, we change the time to use more natural light and less energy during the evenings.
This is called daylight saving time. At the end of fall, we change the time back again. Some people
say that Benjamin Franklin was the first person to have this idea in 1784.




Screen settings

Computers use pixels, which are tiny dots of color, to create the text and pictures that are displayed
on the screen. The screen resolution is the number of pixels on your screen.

To change the screen resolution:

> Right-click an empty space on your Desktop and a pop-up menu will open. @

> Click Display settings. @

> In the System window, in the Display pane, click the drop-down list below
Display resolution and choose the screen resolution you want. €

> A new window will open. Click Keep changes to use the new resolution, @
or click Revert if you don't like it. @

o System > Display
88 View >
’N/ Brightness & color
Sort by >
Brightness
G Refresh O Adjust the brightness of the built-in display e
L]
® New >
o Night light
o [1_1 Display settings 9 eewarimercolorsto help block blue light of @) >
33
4/ Personalize HDR >
More about HDR
£7 Show more options
Scale & layout
£2_Scale b s 125% (Regagmivended) v >
A higher resolution doesn't Keep these display settings? 6
aIWayS mean better graphiCS. Reverting, vious display settingsgs

= 1920 x 1080 (Recommended) v
‘onnected display

F

Each monitor works best with a
specific screen resolution.

Keep changes

‘ Q. Search for apps,settings, and documents
| Pinned Mopps >

edge Word Bl Poweroint  Microsot 365 Outook (new)
offce)

= v 0

Micosoh To00 lnkedin
Clochamp.

8 % m

Pt SppingTool  Onetlote

Micosof Siore Pratot

B i
g £
jm g

Colcltor Clock

Recomerended e >
caren A
R s o S

Adobe Acrovat e MicrosotTeams (work o schooh)
Recenty added Recenty added

Outoak Pubisher
Recenty added Recenty added

= :

B Qe F_ czes. P

The more pixels you have, the better the image A higher screen resolution makes text
quality. If you use a lower screen resolution, and pictures sharper, but it also
items on the screen will be larger. makes them smaller on the screen.
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Personalization

All computers have a desktop, and usually each one is different. You can have your own personal
desktop with a different picture or Windows colors.

To personalize the Desktop background: 88 Vie‘”a 2

N Sort by >
> Right-click an empty space on the Desktop and © Refich
a pop-up menu will open on your screen. @ .-
ew >

> Click Personalize. ®

> Click the image you like. © T

& s re options J
Settings O e X

@  Binary Academy Personalization
L _J

(+ Display settings

Find a setting a

) Home

B System

© Bluetooth & devices
@ Network & internet
| /' Personalization
B Apps

& Accounts

D Time & language

€ Gaming

System sounds

Find the speaker icon on the right side of the Taskbar and click it once. You can drag the slider left or
right to adjust the volume.

To adjust the volume of all active progr

> Right-click the small speaker icon and a
menu window will open. (1]

> Click Sound settings. (2]
> In the Sound window, click Volume mixer. (3 )

> Here, you can adjust System sounds. @ ~ NG C§ ) 7/?;)5/9292'\2 a "&

Troubleshoot sound problems

3 Open volume mixer

q €§3 Sou

A

nd settings

System > Sound System > Sound > Volume mixer

Input System

0, Choose a device for speaking or recording

. . A
Apps might have their own settings flotnplidevicsiiotng

Volume ) 100 —

Paira

You can adjust the volume for 9 Output device Remote Audio
voume | specific programs as well as for the
entire device by dragging the sliders. O putaeice i B
Advanced
Troubleshoot common sound problems Output devices | Input devices LEE
S s ; B yme—s ’

—:») Volume mixer >
o .
App volume mix, app input & output devices Reset sound devices and volumes for all apps to the Reset

recommended defaults




1. Read the following sentences and put a check mark for True or False.

True False

1. Changing the mouse settings to left-handed mode will
reverse the functions of the mouse buttons, making the right
button function as the primary one.

2. Removing a program by deleting its files directly from the
hard drive ensures that the program is completely uninstalled
from the system.

3. The screen resolution setting determines the number of
pixels displayed on the screen, affecting the sharpness of
images and text.

4. You can adjust both the date and time of a computer
manually even when the automatic setting for time matching
is enabled.

5. Personalizing the Desktop background and system sounds
improves the performance of the computer.

2. Read the questions and put a check mark for the correct answer.

1. What happens when you change the primary mouse button in the settings?
a. The left button becomes inactive.
b. The functions of the right and left mouse buttons are switched.
c. Both buttons will perform the same actions.

d. The mouse stops working.

2. What is the correct process for uninstalling a program from a computer?
a. Delete all the program’s shortcuts from the Desktop.
b. Open the "Installed apps" in the Settings, select the program, and click "Uninstall."
c. Manually delete the program’s files from the system folder.

d. Use another program to help you uninstall it.
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3. If you want to change the screen resolution of the display, which settings should you
modify?

a. "Personalization" settings

b. "Mouse" settings

X ]

c. "Display" settings

d. "Date and time" settings

e

4. Which of the following actions will allow you to change the date and time of a
computer?

a. Right-clicking the desktop and selecting "Settings"

b. Going to the Taskbar, right-clicking the time, and selecting "Adjust date
and time"

c. Restarting the computer

d. Accessing "Mouse settings" in the "Control Panel"

5. How can you adjust the volume of specific programs on a computer?
a. By going to the "Personalization" menu and selecting "Volume settings"

b. Using the "Volume mixer" found by right-clicking the speaker icon
on the Taskbar

c. Dragging the volume icon from the desktop into the program window

d. Adjusting the system sounds in the "Display settings"

3. Imagine you frequently use a computer for playing videos, editing photos, and working
with documents. Why might it be important to adjust the screen resolution and
personalize the mouse settings for different tasks? How can these changes improve your
experience and efficiency?

4. Personalize the Desktop background in any way you like. Explore different backgrounds
and notice how each one changes the overall feel of the Desktop. Try selecting
backgrounds with different colors or styles, and pay attention to how each one affects
your mood and workspace.




LESSON 5]
Hints and tips

Where can you go to find help if something is wrong
. with your computer?

Customizing your

et
Desktop
You have already learned how to ©  Binary Academy Personalization
customize the interface of your operating
, Colors

SyStem NOW, |et S eXp|0re some more |F' d i a Accent color, transparency effects, cold

. . Inda a setting
techniques, such as moving the taskbar
and changing the size of icons. A Home sl

System

Dynamic Lighting
Connected devices, effects, app setting

© B

Bluetooth & devices

To move your taskbar:

> |n the Settings window, click
Personalization, @ and then click |
Taskbar. ©

Network & internet

Personalization o

Apps Text input

Touch keyboard, voice typing, emoji ar

Dﬁ Lock screen

Lock screen images, apps, animations

B\ ¢

> In the Taskbar pane, in the Taskbar

: Accounts
. .
alignment option, select Left. © S Timeal -
L ime anguage [ 3
guag Recent apps, tems, folders
*9 Gaming
Taskbar
o
M Accocsihilih Q Taskbar behaviors, system pins
é ‘ & Settings = [m] X
2 . . Fonts
Visei @  Binary Academy Personalization > Taskbar A
Install, manage
Elga L4
>
Taskbar alignment Left v
Find a setting Q
D Automatically hide the taskbar
A H .
J e The Taskbar is on the
Show badges on taskbar apps
& system left side of the screen.
e Bluetooth & devices Show flashing on taskbar apps
o @ Network & internet >w my taskbar on all displays
e | / Personalization
(7] n using multiple disp ow my taskbar o
“ Al taskbars
5 Apps
m ; TS Share any window from my taskbar
: P Time & language (") Select the far corner of the taskbar to show the desktop
[ 4 =
9 Gaming
m [j Show seconds in system tray clock (uses more power)
: K Accessibility
] . X Combine taskbar buttons and hide labels Always 5
= (¢} Privacy & security
= @ Windows Update ;Hﬂ bine taskbar buttons and hide labels on other Always .
kba
] - = S/
-l mm  Q Search = = | &




To change the size of the icons:

i

> Right-click an empty space on your Desktop.

> Click View, @ and then click Large icons, Medium icons,
or Small icons. &

il

X

e

N

83 Viewo % O Large icons Ctrl+Shift+2

N Sort by > o O Mediumicons  Ctrl+Shift+3
Refresh 83 Small icons Ctrl+Shift+4
Undo Apply Properties Ctrl+Z [#] Auto arrange icons e———
New > v IO Alignicons to grid
Display settings Show desktop icons

Personalize

Open in Termipzi

Show mofe options

Show desktop icons makes Align icons to grid always Auto arrange icons
the desktop icons appear or aligns the icons to an puts all the icons next
become hidden. invisible grid on the screen. to or below each other.
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Multitasking

Microsoft Windows allows you to work with many programs at the same time and have many files
and folders open. You can arrange the windows in a way that makes working easier for you.

To arrange your windows:

> In Settings, click System, then choose Multitasking. @
> From the Multitasking pane, turn on Snap windows. &
> Put the cursor over a window’s Maximize button € to choose the layout you want. @

> In each box on the screen, click the thumbnail of window that you want to place in
that position. @

> Click a thumbnail in each of the areas of the screen.
> The windows have been arranged accordingly. @

= (m]
& Settings
. Binary Academy SyStem
L
 Display 5
Find a setting Q ~—  Monitors, brightness, night light, display profile
Q Home ) Sound 5
Volume levels, output, input, sound devices
| B System
i Q Notifications 5
9 Bluetooth & devices Alerts from apps and system, do not disturb
@ Network & internet
,@\ Focus S
/ Personalization Y=’ Reduce distractions
Apps
. i (I) Power S
Screen and sleep, power mode
: Accounts
‘9 Time & language — Storage 5
Storage space, drives, configuration rules
#9 Gaming
K Accessibility @ Nearbysharing >
Discoverability, received files location
I Privacy & security
X Q Multitasking 5
@ Windows Update Snap windows, desktops, task switching
& Settings - 2l
@ Binary Logic Academy SyStem > M u ItltaSkl ng :
Snap windows on o A
Find a setting Q Snap windows to automatically resize and arrange them into layouts
A When | snap a window, suggest what | can snap next to it
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Task Manager

The Task Manager allows you to manage all running programs and is especially helpful when a
program stops responding.

To close a program that is R Enager

not responding:

§8  Taskbar settings

> Right-click an empty space
on your Taskbar. @ o

> Click Task Manager. ©

> i i =
CIICk the prog ram that IS e Task Manager Q  Type a name, publisher, or PID... o = 2
not responding, € and click
= Processes F2 Run new task @ Endtask  §J Efficiency mode
End task. ©®
&F . 7% 26% 0% 0%
Name Status CPU  Memory Disk  Network
Apps (3)
&)
> K} Microsoft Excel e 0% 47.0 MB 0 MB/s 0 Mbps
Be careful. Close only the program % > [l Microsoft Word 0% 630MB  OMB/s  OMbps
that is not responding. Don’t close 0o > [ TaskManager 14%  493MB  OMBs  OMbps
o2
anything else because you might  Background processes (52)
lose unsaved work. - > [ Acrobat Update Service (32 bit) 0% 06MB OMB/s  OMbps
(3 > Antimalware Core Service 0% 58 MB 0 MB/s 0 Mbps

Removing a storage device

As previously mentioned, all storage devices appear in the "This PC" window. When connecting a
memory stick or external hard drive for the first time, you may need to wait briefly while your
computer recognizes the new device. Most storage devices connect via a USB port. Once
recognized, the device will appear in the "This PC" window.

Before removing a storage device, ensure the computer has finished writing data to it. To avoid
potential data loss, always safely eject the device virtually before unplugging it from the USB port.

To remove a storage device: This PC X o -

. . ¥ @ @ > ThisPC > Search This PC
> In the File Explorer window open
This PC o New ¥ O© ()] N Sort v 8= View v D gect
o o Q B Binary Logic - Personal ~ Devices and drives
> Right-click your storage device, @ e oo —
o N = | N X © @
and click Eject. © b e R Bl B - °°
a 9 A = Open
> Wait for the confirmation message  Dowrloacs * o Bk
o Documents » !
on the screen, @ and remove the . N C MR-
device from the computer. b i 4 & Format..
. o . O Fect
> The device will be removed from [ videos & e !
£ Pin to Quick access
the This PC window. s 2 PintoStart
_ /2 Properties

i

> ThisPC > Search This PC Q

N Sot v 8% Views e (D Preview
Gy g  Devices and drives
=

EE Local Dik(C)

Safe To Remove Hardware 57.5GB free of 110 G8
o The 'USB Mass Storage Device' device can

now be safely removed from the computer.

fi, Windows Explorer

L -Coa= Ame Qo e 0y




Troubleshooting

Finding and fixing problems with your computer is an important skill. When using Windows, you
might have issues such as a frozen screen, programs not opening, or the computer running slowly.
Sometimes, problems can be caused by other devices connected to your computer. To solve these
issues, follow these troubleshooting steps:

i

il

« Restart the computer.

X

« Check the Internet connection.

« Use Task Manager to close programs that are not responding.

=

« Check if everything is plugged in and working.
o Use the "Get Help" app to find solutions.

Using a troubleshooting diagram

You can use a troubleshooting diagram to guide you step by step when finding the source of a
problem. Start at the top and follow each branch based on what you observe or check. A guide like
this helps users understand how to check different elements of a computer issue, like the power
supply or the Internet connection, and restarting, before asking for help.

&)

Here is an example of a troubleshooting diagram:

Is the computer Yes
not working?

A 4

Check power

Is the computer
plugged into a power
source?

Yes
Check cables

A 4

Are all the
cables properly
connected?

Plug in the computer
and turn it on

No

Check Internet

A 4

Is the Internet
connection working?

Reconnect any Restart
loose cables computer

|

Does restarting

h 4

Check the Wi-Fi or
No Ethernet connection

Yes

Solved the computer fix the
issue?
h 4 A 4
The issue is Contact someone

A4

Ask for help

resolved for assistance
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To use the Get Help program to find a solution to a problem:

> Click the Start button, @ click the All apps button and scroll down the sidebar.
> Click the Get Help application. @ The Get Help window will open. ©

> |n the Search box type a short description of the problem, e.g.,
"Internet connection problem" @ and then choose the appropriate result. @

> The solution to your problem will pop up. @

G
ﬂ Same e Get Help Binary Academy BA = &
ystem
h Get Help &
System
U
Gy Cetstared We're here to help
System
Tell us your problem so we can get you the right help and support.
M
P Example: Can't install Office
ﬁ Mail 80 characters remaining
al
Common searches
o Maps R Set up scanner in Windows
O Fix ethernet connection problems
o Media Player O How to install Office
P Troubleshoot activation errors in Office
= Binary Academy
= |
o Em  Q Search
- . - o X
Get Help Binary Academy BA B = Get Help Binary Academy BA
g £ 0o
a
1
1
We're here to help We're here to help
Tell us your problem so we can get you the right help and support. Tell us your problem so we can get you the right help and support.
L Check your network connection status X

internet connection problem 0 X

Fix ethernet connection problems

Check your network connection status o
Add a VPN connection

Troubleshoot problems connecting to the internet

Fix printer connection

9" Troubleshoot activation errors in Ottice

44 characters remaining

Check your network connection status

Windows 11 lets you quickly check your network connection status.
Select the Start button, then type settings.

Select Settings > Network & internet. The status of your network
connection will appear at the top.

Check your network connection status

Did this solve your problem?

Yes

Contact Support &

L") Smart Tip

©  When using the Help feature in programs, it's better to type specific keywords instead of full

phrases. For example, type "Create a new folder" or "Create folder" rather than "l want to know

how to create a new folder." This strategy will help you find the information you need more

quickly and accurately.




File properties

When it comes to files and folders, there's more to explore beyond just creating them. Every file or
folder contains important information, such as the date it was created and where it is stored on the
hard drive. By learning about these advanced features, you can better understand how your files

and folders work.

H q = folder - o
To access file properties: e * -
<« ™ C 3 > Documents > My folder Search My folder
> Locate the file on your hard e | 5 B OB R B V| DS e 0 o
drive, e.g., in Documents. @ o
> Right-click it, € and click ) Galry = Eb Eb %
H > inary Logic - Personai $ O @ B W
Properties. ©  sinayLogc - erona _
a . . Al @l Open Enter et
> The Properties window will @ Desion 2 e !
open_ o L Downloads o » & shsia
5 5 & Documents 2 Y Add to Favorites
> Check the information you e — R By e
want and apply any Changes © Music *! Copy as path Ctrl+Shift+C
and CI|Ck OK e 3 videos * oﬁ Properties Alt+Enter
£ Editin Notepad
> [l This PC
> % Network &7 Show more options
Type of file specifies if - N
the file is, for example, a Created indicates
Word document (.docx) o — the date on which
or Excel file (.xlIsx). @) Animdls Properties « the file was
created.

G

7

Security Details

Previous Versions

J

[ Modified specifies A
the date on which
you last opened
and changed this
file.

J

[ Accessed indicates
the date on which
you last opened the
file.

p
Hidden makes

Opens with determines N
. . w Animal:
which program will be used } e
to open the flle' ) Type offile: Microsoft Word Document (.docx) (|
—e Opens with: [ Word Change...
Location specifies where
. . Location: C\U \localadmin\D \My folder
the file is located on the
. —e Size: 12.1 KB (12.396 bytes)
disk.
\_ o Sizeondisk:  16.0KB (16.384 bytes)
N
size indicates hOW Created: Wednesday. July 10, 2024, 1:50:39 AM ————/
big the file is Modified: Tuesday. July 9, 2024, 23248 AM &—————+/
J/ Accessed: Today. July 10,2024, 3:08:49AM
Size on disk specifies Atributes:  (JRead-only [ JHidden I Advanced..
how much space the
|/

computer needs to save
this file.

Read-only locks the
file so that no
changes are allowed.

o)

Cancel

Apply
[ ]

o r

J

Be Safe

l':‘l
L -

the file invisible.
|\

[ When you click Apply,
all the changes that
you have chosen are
activated, but the
window remains open.

.

During a thunderstorm, it is safer not to use your computer. Thunderstorms can cause power

surges, which might damage electronic devices like computers. To protect a computer, unplug it
from the power outlet until the storm ends.




Hidden folders and files

When you want to hide a folder or file on your computer, you can make it invisible to other people who
use the computer. This makes the files more secure because they cannot be accidentally deleted.
Making a file hidden does not mean that it is deleted or permanently hidden from the computer. You
can unhide it any time you want.

To display all the hidden files and folders on the screen:

> Open the Documents window and click View. @
> From the drop-down list, point to Show and then click Hidden items. @
> All the hidden files and folders will be displayed. ©

“= My folder x [ S0 B
& > ap C ) > Documents > My folder Search My folder Q
@ New v N Sort v O View v (D Preview
£) Home N O Extra large icons
W Gallery W =: ° O Largeicons
> @ Binary Logic - Personal A ©  Medium icons
Animals List - Shor 38 Smallicons test
@l Desktop » SE List
' Downloads » = Details
| Documents » 8= Tiles
PR Pictures » 8= Content
© Music » (B Details pane
£ videos » e (D Preview pane
Show > v (D Navigation pane
» WTsee X Compact view
> Network
b Item check boxes
O File name extensions
/3 Hidden items
4 items =0
— = (m] X
~ My folder X +
&« > 4P C J > Documents > My folder Search My folder Q
@ New v N Sort v O View v (D Preview
) Home N
8 IR Gallery == == W
'a > @ Binary Logic - Personal A 1 @_
“ Animals List - Shortcut St Presentation1 test
0 @l Desktop e
‘ 4 Downloads »
; = Documents »
: P pictures
apsl .
Music .
c ° When a file or a folder
Videos . . . .
E i is hidden, the icon will
O be transparent.
|-'| > [ This PC
.
ﬁ 5 items =0
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1. Read the following sentences and put a check mark for True or False.

X ]

True False

e

1. Moving the Taskbar to the left side of the screen improves
computer performance by reducing system memory usage.

2. You can change the size of icons on the Desktop, but this will
also resize the windows of all open applications.

3. Using the "Snap windows" feature allows you to arrange
multiple windows on the screen for more efficient
multitasking.

4. Ejecting a storage device can only be done safely after the
file transfer is complete.

5. Windows has a specific application that helps users search
for solutions to computer problems.

2. Read the questions and put a check mark for the correct answer.

1. What happens when you align icons on the Desktop?
a. lcons are automatically arranged into columns and rows.
b. Icons do not exist on the Desktop.
c. lcons cannot be moved from their current positions.

d. Icons increase in size.

2. How do you use the "Snap windows" feature to arrange windows on the screen?
a. Click the "Start" menu and select "Snap windows."
b. Use the "Task Manager" to minimize all windows and reopen them in a grid.

c. Put the cursor over the "Maximize" button and choose a layout to
shap windows.

d. Open each program and manually adjust its size to fit on the screen.




3. What should you do before physically disconnecting a USB drive or external hard drive?
a. Close all the files saved on the drive.
b. Right-click on the drive and select "Properties."
c. Eject the drive using "File Explorer" to ensure safe removal.

d. Shut down the computer.

4. How do you access "Task Manager" to close a program that is not responding?
a. Right-click on the Taskbar and select "Task Manager."
b. Go to "Settings" and select "End Task."
c. Click on the program and press "Esc."

d. Use the "Multitasking" pane in System.

5. Which of the following options is available in "File Properties"?
a. Compressing a file to save space
b. Changing the date the file was last modified
c. Viewing the location of the file on the hard disk

d. Renaming the file in its folder

3. Imagine a computer is running slowly. Use the troubleshooting steps to answer these
questions:

« What might be causing the computer to run slowly?

Which step would you try first? Why?

If restarting doesn’t work, what else could you try?

What would you do if an application stops responding while the computer is running
slowly?

4. Customize a Desktop.
« Move the Taskbar to the left side of the screen.
« Change the size of the icons and arrange them in an invisible grid.

« Open at least three programs or files on the computer and arrange the windows however
you like.

« Show the Desktop to your classmates.

(7]
Q
e
(/]
(]
L2
Q
N -
'™
o
S
el
S
o]
(0]
Q
=]
i

For Review Purposes Only




Research different operating systems

Research various operating systems, exploring their advantages and disadvantages.
Collaborate with classmates to create and present a visual summary of your research.

1. Form teams.

Within your group, assign roles to make sure everyone contributes. Possible roles include a
researcher to gather information, a writer to organize the findings, a designer to create the
visual presentation, and a presenter to share the group's work with the class.

: @ [ G Operating systems - Google Sear X = =+

&« G (®  https://www.google.com/search?q=Operating +systems8tsca_esv=41165fec7 1bc817d8wudm=28tbiw=13928bih=7678&sxsrf=ADLYWILXsOIORTHZIwPd5gQSM-NdnmpUSg%3A1732704350696&... & A ¥

GO gle Operating systems X $ & Q

All  Images Books Videos Products News Finance i More Tools

3 é‘ Logo Linux sde Unix Ubuntu Structure Resume ‘g- Real time
L ] @ e v 1
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3 symboan
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W Wikipedia A CybHER M@ LinkedIin A ArtOfTesting & Coolest Gadgets
Operating system - ... Operating Systems - CybHER ARTICLE OPERATING SYSTEMS What is An Operating System? Types ... Operating Systems ¢
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Apple MEI)\ —ll ::J' %

Linux,
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>h Hackr.io AlmaBetter [ LinkedIn < iBoysoft Data Recovery Mediug
Learn Operating Syste... List of Operating System: Top Oper... Demystifying Operating Systems: A Quick ... What Is Computer Operating Syste... Operatir

2. Start by researching operating systems using books, search engines, or other
resources. Answer the following key questions:

« What is an operating system?
- What are two popular operating systems?
- What is one advantage and one disadvantage of each?

You can also explore further questions, such as: What types of devices rely on these operating
systems? Which operating systems have you used at home or at school?

i

> X H




3. Once you have finished your research and answered the previous questions, work
together to create a visual representation of your findings. This could be a poster
or a chart that explains the topic clearly and creatively.

« Make sure to include a title, a simple definition of an operating system, names and logos of
the operating systems you researched, and a comparison of their advantages and
disadvantages.

- Add images or drawings of devices to make your presentation more engaging.

« Use large, clear writing and bright colors to make your poster or chart easier to read.

Insert Draw Design Layout References Mailings Review View Help [ 3 Comments ] \/ Editing v ]
Aptos (Body) Vﬂ‘H V‘ :E % 55 a2 ’;__. v | & 32 é/ /O @ \\\/) [ﬁj\ f
2 = == =
B I U~ x XA @ == S Styles | Editing | Dictate | Sen Reuse | Add-ins  Editor
A~v 2« A~ rav KA [r)oc o alleq o~ v v v Files
Font ~ Paragraph N/ Styles Voice Sensitivity | Reuse Files' Add-ins
v<|-z‘|-1n|‘2-\13‘|-4‘|‘5-\<6‘\-7»\‘8‘|-9‘|‘10-\‘11‘|-12‘|‘13<|‘14-\‘15>\-16‘|-1711‘18-\‘19-\120‘1-21‘I‘ZZ-\drl-wl-
Whatis an
operating system?
Popular
operating
systems
Windows E
NI NIV 1NIIt0 10
ds [R . Focus e - —H—

4. Finally, your group will present your findings to the class.

The presenter can guide the discussion, and group members are welcome to share and explain
parts of the poster or chart. Speak clearly and respectfully to help everyone understand.
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Reflect

i

1. What did you learn about operating systems that you didn’t know before?

S|

2. How did creating a visual representation, like a poster or chart, help you understand the
topic better?

3. What was the most challenging part of the project, and how did you overcome it?

4. How did your team work together to complete the project? Was everyone able to
contribute?




Jiscover more

Google Android

There are many operating ) Sy Hey Google
systems that you can choose ‘

to have on your device. One of 11:32 4 . -

Tue, Jun 30

them is Google Android. It is a
combination of an icon-based
program with menus that you
can use to change your
settings or open files. It is ‘ =

found on many smartphones ‘ s
and tablets. “i 5

)

OneNote

Apple iPadOS —

iPadOS is an operating system 5 -l _'Z\.
for tablets. It was first introduced -

in 2019 as a version of iIOS —
made specifically for the iPad. 0 ﬁ ﬂ

Voice Memos App Store

iOS, originally launched in 2007 cttings po—
for the iPhone, is still used for é}
Apple smartphones. iPadOS is | X
an icon-based operating system Tty S STsboo,

where every application

appears as a small shortcut on
the home screen. You can also
create folders to organize your

apps.

Linux

Linux is an open-source operating
system, meaning it can be
modified and distributed by
anyone. The advantage of Linux
is that it is free and is available in
several versions that can be
selected according to user needs.
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Take a moment to reflect on your progress.

How confident are you in your ability to apply the following skills?

> | can identify the main parts of a computer, including the CPU and storage devices.

A\

| can explain the differences between desktop computers, laptops, and other
devices.

Vv

I can explain how hardware and software work together in a computer system.

\%

| can create, move, and rename files and folders on my computer.

\%

| can extract a file from a compressed folder.

\Y

I can create a shortcut directly on the Desktop.

\%

I can change the basic settings on a computer.

\%

I can modify the position and size of objects on the main screen.

\Y

I can remove a storage device properly.

A\

| can follow a series of troubleshooting steps to try and resolve Windows issues.

ey ferms

compress
copy
CPU

cut
Desktop
file

folder

Graphical User Interface

graphics card
hard disk drive

hardware
input
laptop

lock

maximize
minimize
operating system
output

paste

PC

peripheral devices
personalization
properties

RAM

Recycle Bin

restore

ROM

screen resolution
shortcut

shut down

sleep

software

storage devices
Taskbar

tower
troubleshooting diagram
volume

ZIP
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