2N

Ll dglall Al 448




File and folders

The Windows system uses folders to store and manage files to
make it easier to access folders and files within them. As an
example of one of the folders, we open the laptop folder on the
desktop by double-clicking on it and display the contents or
libraries (the default place to store files) that include
(documents, music, pictures and videos)
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Windows7/ folders include the following features

1- title bar and navigation bar : Contains folder name

and location, shutdown, zoom in / restore buttons, @5
back / progress £2€J and search box.

2- menu bar: Contains a menu file , edit ,view ,tools, help.
3- organize bar, view buttons - * I and instructions @»
4- Task List for Folders and Files : Quick access to folders and
files

5- Status details or status bars: display the folder properties
such as (name, type, capacity, creation date)

Select all

i Layout

Folder and searc

options



o ) L
e kit Nex.  Jeck Hele

0-6'

"L R

Orgorice w o e P adth v B Pows bibur pry

v - B

¢ ! Fpoohes
# Downiesds
oo Bacent Places
~ Lbones

B Desatep

¢ MR Deurnrep
? . Lbene
= Decuments
» Musc
- Ptures
8 videns
¢ B Loptop
L bpplats
#* Apphcatson Daty
o Bustooth Softmare
. boek
I Contacts
# Cocloes
n Desitop
. doubie_pendulum
4 Dosndoads
o Fovomnes
v Pl Rep. 2nd Group
# Linky

LT

. Documents Date modied

LDt ares

(4)

(5)




You can open any folder, icon, or file by double-clicking on it with
the left mouse button, or by clicking one with the right mouse

___button and then choosing Open
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Files

Information is stored in the computer in the form of files, which are part of the
computer programmatic entity, and there are different types of files. Including
operating system files, program files and user files, and each file has a name and an
extension .. The file type is specified that separates them (.) And we include the
extension of a few commonly used files

1-doc,docx: Word files

2-txt: Text file for notes

3-eml:Email file

4- xls , xIsx: Excel file

5-ntml :Web page file

6-ppt: Presentation file , PowerPoint files
7-exe: Executable files
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lcons

It Is the smallest software component in which it stores the name and
location of files, folders, and programs. And they are in the form of icons or
small images that allow, by double-clicking on them, to open files and
programs on the computer.

» Computer icon al‘ includes fixed (C, D,....) and movable(DVD , flash ,
ram)computer storage units.

» Laptop icon: LY This folder contains the default folders for storing files
such as the download folder for downloading files from the Internet

b
Laptep
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> Recycle Bin icon
Refers to a part of the hard

disk that temporarily retains

the deleted files after applying
the instruction, and the deleted
files can be returned if the Recycle Bin is not emptied or the size
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of the deleted files exceeds the size of the Recycle Bin on the

hard disk
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Windows operations

» Controlling of window size: You can minimize the window for the folder
or the file opened from the tools.

s Maximize button: What looks like a small window is used to enlarge an

open window to cover the entire desktop. After the window Is |
maximized, the maximize or restore b l J o ?,,-«;};L_]

“* Minimize button: used to minimize astenize
: . - 5 aladic, PRE
the open window (temporarily close it) . ‘

and place it on the taskbar, and by clicking on it can reopen it at the same
Size as before
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» Preview of open windows: One of the advantages of Windows7
IS that when you hover the mouse pointer over the icon of a
temporarily closed window on the taskbar, an image appears
showing a mini preview of this window, which is useful
because it gives the user a preview of the content of the file /

folder within the window =
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» lcons VIEWS: You can choose how files and folders are displayed.

And display them in small or large size or in the form of a list of detalils,
Including size, type and date of last update

* For example, opening the My Documents folder
* Click onthe View menu or from == = ,
« A drop-down menu appears with a set ot options
 An Indicator appears next to the current selection
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» Creating new folder/file

1- open any folder
2-choose file>new>folder or from Folders bar >new folder

3-A new folder will appear with a misleading name, with the
ability to write a new name and we press on a key(enter).

You can press the right mouse key on an empty location (inside
the place where you want to open the folder), and choose( NeW s==
folder) and with the same steps a list will appear that includes a

set of file names that represent the programs on the computer
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