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A
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22 Microsoft Office Word 2007

Adobe Reader XI
o [ Paint

‘j Getting Started

@ \osous et cone
__| Calculator
? Plants vs. Zombies

»  AllPrograms
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Documents
Pictures
Music
Games
Computer
Control Panel

Devices and Printers

Default Programs

Help and Support
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Contrel Panel Home

Change desitop wons
Change mouse pointers
Change your account pcture

Boue Water

s
Cansda

Aero Themes

Sy n

Tatkbar and Seart Menw
Lase of Access Center

Desktop lcons

Desktop icons

V] Computer [V] Recycle Bn
User's Fies [¥] Control Panel
V] Network

L.

Computer  engineersahar ~ Network

&
Recycle Bin
{empty)

»
9,

e

Recycle Bin

ful)

(7] Alow themes to change desktop icons

0K Cancel Apply

li)spa

Change the visuals and sounds on your computer

Click 3 theme 10 change the desitop background, window coler, sounds, and screen saver il at once

- N

Beaxit
sahae

<

Buttedles

a
Butdles
~—

Unsed States

View
Sortby
Refresh

Paste
Paste shortcut

Undo Copy

@ Graphics Propertis.
8 Graphics Optons

New

B Sreen esohtion
i) Gadgets

U pesonalze

Largecons
Medium icons

Smallicons

Auto arrange icons

Align iconsto grid

Show desktop icons

Show desktop gadgets

View
Sort by
Refresh

Paste
Paste shortcut

Undo Rename

Groove Folder Synchronization

Pyl pallas...
e

New

Screen resolution
Gadgets

Personalize

% Graphics Properties
@ Configure Switchable Graphics
View
Sort by
Refresh

Paste

Paste shortcut
Undo Copy

Byl b
Bl el

New

B Screen resolution

[ Gadgets

Ctri+Z
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¢ How to Change Desktop Background iSel) pdaw 4818 ;35 iS -

A Al a e gl Laie personalize af iSal) g 4dlA e had)

» Al C » | 49} Search Control Panet o

Control Panel Home

Change desktop icons

Change mouse pointers
Change your account picture

Dusplay

Taskbar and Start Menu

Desitop
Ease of Access Center / Ha

Change the visuals and sounds on your computer
Click a theme to change the desktop background, windew color, sounds, and screen saver all at once.

Blue Water Brazil Bubbles Butterflies
-
| - E_ s i i
Canada sahar United States

Aero Themes (6)

e 2 B

tindow Color Sounds Sereen Saver

2 online
3
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» Control Panel » All Control Panel ltems 5 _Personalization ~ | 49 W Seorch Controt Ponei

A Jeaty

¢ How to Add Screen Saver < gi ddld Ciudali ciS -

personalize Jlss g 2 i g Adld o kil

Control Panel Home

Change desktop icons
Change mouse pointers
Change your account picture

Change the visuals and sounds on your computer

Click » theme to change the desktop background, window color, sounds, and screen saver all at once.
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¢ Picture How to Change Your Account dlawla 3 ;sa pai A -
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@Q {52, <« All Control Panel ltems » User Accounts » Change Your Picture ~ | é9 [ Search Control Panel £

Choose a new picture for your account

engineer sahar
Administrator

The picture you choose will appear on the Welcome screen and on the Start menu.

Browse for more pictures.

CrangE i

¢ How to Change and Remove Password sl 4alS cidadg il s -

»

user accounts and family safety 4itall clal g (pariicall cilia 331 ¢ control panel & Start s i)

(55 » Control Panel » v | 49 | Search Control Panel P

Adjust your computer’s settings Viewby: Category ¥

i@y  System and Security
A Review your computer's status
Back up your computer

Find and fix problems

~ Network and Internet
W. View network status and tasks

S&2..  Choose homegroup and sharing options

User Accounts and Family Safety
&) Add or remove user accounts
@) Set up parental controls for any user

Appearance and Personalization
Change the theme

Change desktop background

Adjust screen resolution

, / Hardware and Sound

%‘ View devices and printers
Add a device

Connect to a projector
Adjust commonly used mobility settings

Clock, Language, and Region
Change keyboards or other input methods
Change display language

Ease of Access
Let Windows suggest settings

- Programs Optimize visual display
h‘ Uninstall 2 program

e §F &
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52, » Control Panel » User Accounts and Family Safety »

.USEr accounts (peddiuwal) cililua e 3l

Search Control Panel

Control Panel Home

System and Security
Network and Internet
Hardware and Sound
Programs.

* User Accounts and Family
Safety
Appearance and
Personalization
Clock, Language, and Region
Ease of Access.

User Accounts

Change your account picture | @) Add or remove user accounts | Change your Windows password

Parental Controls
&) Set up parental controls for any user

Windows CardSpace
Manage Information Cards that are used to log on to online services

Credential Manager
Manage Windows credentials

2
&
)
@

Mail

Create a password for your account & i

§ » Control Panel » quAc:ounts and Family Safety » User Acco

Control Panel Home

Manage your credentials
Create a password reset disk
Link online IDs

Manage your file encryption
certificates

Configure advanced user
profile properties

Change my environment
variables

See also
#) Parental Controls

Make changes to your user account

Create a password for your account —
Change your picture engineer sahar
® Change your account name Administrator

& Change your account type

® Manage another account
#) Change User Account Control settings

#2, <« User Accounts » Create Your Password

v [ 44 [[| Search Control Panel

Create a password for your account

engineer sahar
‘ Administrator

New password

“Confirm new password

If your password contains capital letters, they must be typed the same way every time you log on.
How to create a strong password

Type a password hint
The password hint will be visible to everyone who uses this computer.
What is a password hint?
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@’ 82, « User Accounts » Create Your Password ~ [ 42 [I| Search Control Panet o
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Create a password for your account

engineer sahar
Administrator

If your password contains capital letters, they must be typed the same way every time you log on.
Houw to create a strong passwort

Type a password hint

The password hint will be visible to everyone who uses this computer.
What is a password hint?

TR
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S Ponet Make changes to your user account
Manage your credentiah .

Change your passwond o
ey e oo Bemixe yvut pasnn (WSN| cngineer sahar
Link nlme D5 3 | Adminatrator

7 Change your prcture SUNEN] Pasvwced protected
Monageyou e eochmen ) Crange s aecounn e
Conki . W Change your accoum nype
peofie propertees.
Sheciely eduianan ) Manage snather sccount

) Change User Account Contact sattings

Taw sivo

% Pasental Centrohs

¢ How to Add Desktop Gadgets  uiSal) puand 483 ¢ 0a) il (S -

Lanial) Ladldl) o pua) 530 Gadgets 4sd clgal a) of iSal gl o Gail) i bkl
View »
Sort by »
Refresh
Paste
Paste shortcut
Undo Rename Ctrl+Z

& Groove Folder Synchronization »

By | pallas
py 2 »

New »

B8  Screen resolution

Gadgets
/'= Personalize
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Task Bar and Start Menu Properties i) 4ails algall by yd paibad -

s Aacdall daildll cpe peu¥) 300 properties sAa) af algall by o adl) 3l Jaial

Toolbars

Cascade windows
Show windows stacked
Show windows side by side
Show the desktop

Start Task Manager

Lock the taskbar

Properties

ASaill aadied A gY) cu gl dadle cu gl ciladle A e g giad Al g Tyl Aaild g algeall Jay pu 5300 A 9 AdUil) 338 4edas Waaic

L oalbadll e W g dplal) AELE Ll 4B ga it (S g ¢ algal) Jay ydi pUR) (S Gua |, algal) by i b

Taskbar and Start

Taskbar |Start Menu | Toolbars

/r!skba, S

> [¥] Lock the taskbar

[] Auto-hide the taskbar
[C] Use small icons

il

Taskbar location on screen: [Bottom

Taskbar buttons: [Always combine, hide labels  ~ |

Notification area
notification area.
Preview desktop with Aero Peek

Show desktop button at end of the ta!
Use Aero Peek to preview the desktop

HowdolIa ize the taskbar?

Customize which icons and notifications appear in the

Temporarily view the desktop when you mo
skbar

ve your mouse to the

[ ox J[canct J[ apply

|I°9‘!"'!! i S ITW!l

To SuStomize how links, icons, and menus look and

ave in the Start menu, dick Customize.

Power button action: | Shut down -1 ‘

Privacy |

[¥] Store and display recently opened programs in the Start menu |

[#] Store and display recently opened items in the Start menu and the
taskbar

How do I chanae the way the Start menu looks?

) Aailal) & aSasill andsid A0l oy sl Aadle

[ Taskbar | Start Menu | Toolbars |

Safect which toobars to add P T—
]
7] ks
7] Tablet PC Input Panel
1] Desktop

o< ] [ canca ]

<l 9o Ada i b aSall aadis AN gl dadle
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Date and Time <dgll g f il -

O ) 3L AR g ) 300 Date and Time A ) algall by i (e o Date and Time st Aa) asatl) da ol (1
1 AG Jhsad g e g Waie dﬂ\\g&u&\h,ub&,ﬁd\&aﬁlﬂ\

Time zone

(UTC+03:00) Baghdad

Change time zone...

There are no upcoming Daylight Saving Time changes.

Get more time zone information online

How do | set the clock and time zone?

@A}\M!J&ﬂb@)&‘h@. p (',SA.}‘\J%C;A é:\ﬂg
Region and language 4l s ddhial) 25 &< -

t A gl a e sgdas Ladic A3l g ABhalall A gyl A0 aSall da gl (e

Format:

Arabic (Iraq) ~
Datg4nd time formats

ort date: | dd/MM/yyyy =]

Long date: dd MMMM, yyyy ~!
Short time: hhimm tt -
Long time: hh:mmss tt -
Firstday of week: |l -

What does the notation mean?

Examples
Short date: YV/VNY
Long date: Y1E  35m3 1Y
Short time: 04:555
Long time: 04:55:35
| Additional settings... |
Go online to leam about changing | and regional formats

[ ok J[ Coxa ]
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te shortcut
& Groove Folder Synchronization 4
py ) il

By pl 2l S

Next desktop background

New Open

Open = new window

Ider
ortcut

Bl Screen resolution
@ Gadgets

& Personalize

Add 10 VLS mmeie phayer’'s Play it

Open #1 Motebook in Oneliote

crosoft Office Access 2007 Database

map image

Play with VLC media player

“hare wan

Groove Faldes yncheomustion
ntact

Restore peeveoist versons

e )N

Microsoft Office Word Document
O Wt “New fobder rar
& Journal Document i S y bt

Microsoft Office PowerPoint Presentation

B i Nty (A 107" g i S i 5

Send to

Adobe Photoshop Image 13
) Microsoft Office Publisher Document
B WinRAR il
Text Document
Microsoft Office Excel Worksheet
B WinRARZIP G

=]

Con

Copy

Create shame it
Dwilete

Fennie

Open tordes boc stenn

. Propetion
Briefcase

13)}-‘9 23)}.4

rename  (nra cile dgaud dils) -

2 ab 3 ga .., vl adl) GG rename A A dawd S 3 el dilal) e o) LAY 5 Jaial

Alaa o) ila ¥ shortcut Juaid) Jas -

create shortcut _<¥! JUas a3 calal) o cpa) 5 W) ) 5o Jakidal

B OTTT dlekarar ol Jlasls

FRestore previous wversions
Send to L3

Cut
CTopy

Create shortcut
Delete

Rename

Properties
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. New fo

Pro Evao

VoS

Open

Open in new window

Add to VLT media player's Playlist
Open as Notebook in OneNote
Play with VLC media player

Share with

Groove Folder Synchronization
Restore previous versions

EVESN TR-H T

o~ Sts] "New folder.rar”

ol Js| s RS

<Vl Bis "New folder.rar” 5,500 JW] 5

Send to

Cut
Copy

Create shortcut
Delete

Rename
Open folder location

Properties

7]

View
Sort by
Group by
Refresh

Customize this folder...

Paste
Paste shortcut

Share with

Groove Folder Synchronization

New

Properties
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Name

ARILOD® ST Fiefoldes

e 0P Filefolde

came Openinnewwindow Mg

Fonthb,  Add10 VLC media player Plylst =

jovaasral Open 83 Notebook n OneNote Filefolde

Kelite.Ca  Play with VLC media player File foldes

Microsoft € Move to Dropbax File foldes

Newfolde File folde
Bariog Shewth X 48994 KE
Bl :vowefo(dﬂSynzhmﬂumw , S
Boseopu,  etorepreousversions NS
Bsstcadpe el by 7| e =
B 79 N T WinRAR uiul 20,361 KB

o @) "ARILOD2 ar"

B -akoamc
B Oirectisi 3
Brontans B
B jova-asrat

Sty Jli | g kb .
ks "ARILON22r" 30y Sl 5

Sendto » w A
B k-Lite Ca W
Wcrosof 8
Btewlolde P Wi
B open 0 Create shortcut WinRAR s 06 K8
Delete. WioRAR S 1554 K8
Rename
Properties

zal ) Cids Adg -

Cradd) B LAY ) 5y Jakdad g ABAa ) gall ali ) JUAS Ly programs and features JGaS control panel  aSail da gl ¢
2 0L iy puall (b i ga LaS Uninstall Jiddg

L= | =0

C ¢ o[B8 » Conerol Panel »

All Contral Panel rems +

Adjust your computer's settings

Action Center

1

Color Management

k2

Device Manager

Folder Options

rdexing Options

Vb x

Mouse

Phone and mModem

Syne Center

7Y

Windows Anytime
Upgrade

£=,

Wi

Ol = [ =

redows Makb

€5 = » controlPanel »

Cantrol Panel Home

View installed updal

&

Turn Windaows features an ar
aff

Region and Language

Center

(=] <=

Administrative Tools
Credential Manager
Devices and Printers
Fonts

Internet Options

Network and Sharing
center

Power Options

RemoteApp and Desktop
Connec

Systerm

Windows CardSpace

Windows Update

All Contral Panel ltems »

Programs and Features

Uninstall or change a program

Adobe Gamma (32-bit)

Date and Time

Display

Getting Started

sava
N S
@P sound

Taskbar and Start Menu

Windows Defender

TV bt

Te uninstall a program, select it from the list and then click Uninstall, Change, or Repair.

Organize = Uninstall

Name
@ ACDSee Pro 2.5

Adoba Flash Playar 25 Activex
BB Adobe Flash Player 25 MPAPT
# Adobe Photashop C5

ES Adobe Reader 9.3.3

B Adobe Shockwave Player 11.5
ZII AT Catalyst Install Manager

Publisher
ACD Systermns International

Adobe Systems Incorporatad
Adobe Systermns Incorparatad

Installed On
TovesTES Y
TV e
FNSTI e

Adobe Systems, Inc Yors/Tr/ ot
Adobe Systems Incorporated Terss s e
Adobe Systems, Inc Tevisens e

ATI Technologies, Inc. TNV T e

[feBroadeany == o - K—I Broadcom Corporation ToseTs s
€3 Broadcos i Broadcom Corporation LRI ey
£ Camtazia Studio 7 TechSmith Corporation YA e
By Canan I Scan Utility Canon Inc LT,

j Canon Inkjet Printer/Scanner/Fax Extended Survey P
W Canon MG2400 series MP Drivers
&3 Canon MG2400 series User Registration
#F Canon SELPHY CP780
& CCleaner
Corel Graphics - Windows Shell Extenzion
® CorelDRAW Graphics Suite X7
€ Cyberlink DVD Suite
@ CyberlLink PowerDVD &
@ Cyberlink YouCam
=71 DOC to Image Canverter 5.00
B Energy Star Digital Lago
(=) ESET Smart Security
4w/ FastStone Capture 7.4

31 Broadcom Corporation Product wers

YAS T T
AR T T
TNS/T T
TOARAT/ AT

. Cananlne.
Canan Ine.
Canan Ine.

Pirifarm TOT VA
Corel Carporation TV s e
Corel Corporation YAV e
CyberLink Carp. LRV

TN T 0
TN AT e
TOARATS Y
TV
Tevss e o)
Teis T oL

CyberLink Carp.
PDF-Convert, Inc.
Hewlett-Packared
ESET, spol. s r.o.
FastStone Soft

5.60.48.61

BhecOR(&68L

AutaPlay
Default Programs
Ease of Access Center
HomeGroup
Keyboard

Parental Controls

QuickTime (32-bit
Speech Recagnition
Troubleshooting

Windows Firevwall

Lailiss losas INntel(R)

Size Version
86.2 MB 25332
501 MB 2500171
5.55 MB  25.0.0.171

cs
210 MmB 933
30.7 MB 1158612
22.4 MB 30,8040

5.60,48.61
183 MB  6.3.0.6300
225 0B 710

410

1.00

3.24
292 ME  17.1.0.572
943 MB  17.1.0.572
37.6 B 7.0.3525
131 MB  9.0.1.4814
102 MB  3.21.3609
3.32 MB 5000

200 KE 101

71.2MB 42712

7.4

= | #2 ||[ Seorch Control Pan

Wiew by Large lcons ~

Backup and Restore
Desktop Gadgets
Flash Player (32-bit)

HP Wireles

start

Lacation and Other
Performance Information
and Toaols

Recowvery

SRE Audio Cantrol Panel

User Accounts

Xz,

wWindows Live Language
Setting

L= | ]

=3

O 2 (o] =

@ (G [ ]

= |
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Files Search <kl oo dad) -

Malxial" g Mand" Cul da cre O 9Sh Calal) and
filename. extension Al dasal) 3
s A0 ) ghal) e gk o cilall paad cuilay Cilal) il JLgl) (Sayg

start — control panel— folder options —> view — hide extenetion for known file type &< e )

’
Folder Options @

| General | View |Search|

Folder views
“fou can apply the view (such as Details or lcons) that
you are using for this folder to all folders of this type.

Apphy to Folders Reset Folders

Advanced settings:

Files and Folders .
[] Always show icons, never thumbnails

[ Always show menus

Display file icon on thumbnails

Display file size infarmation in folder tips

[ Display the full path in the title bar (Classic theme onfy)
Hidden files and folders

@ Dont show hidden files, folders, or drives

() Show hidden files, folders, and drives
Hide empby dives o the Computer folde

|| Hide protected operating system files {Hecommended) i

Restore Defaults

m

 clilal) caalaial ang oda g cilall s g3 (8 g SlaiaY) G

Cildtal) Alaia) (amy

. docx , docx edlxial (ysSa9 document Uy <ila -1

XIS, XlIsx edlxial ¢y gSag excel Jus) cila -2

. ppt saliial ¢ 55 PowerPoint < s ss <ila -3

. mdb s1ia) (5555 access (ums) Cila - 4

bmp, gif, jpg , jpeg , pcx , ped , psd , psp , pic e Adlida  sua cilile -5

. mp3, mid wav, rm, ra, au, snd, avi, mkv , mov, mpg, mpeg bix s s ga cilils -6
.zip,cap,rar,arj, tar , Z ihguas clila -7
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