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Computer Skills (1)

Basic Computer  Skills 

Prepared  By

M.Sc. Dheyab  Salman  Ibrahim

Computer  Definition

• A  computer : is  an electronic  device  that  is 

designed to work with  information.

Or   a  computer  is a physical  machine  that   is 

able to store ,  process, and manipulate data  

and  display  the  results  relatively  fast .

• The Computer…

1. Takes information, then…

2. Processes the information, and then…

3. Displays the results.
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In What Ways is a Computer Used?

Today we can…

• Send electronic mail (e-mail) to a friend in ……

• View and edit digital pictures on your computer.

• Listen to your favorite music on the internet.

• Watch the latest DVD  on your computer.

• With the use of the Internet and a web camera, talk and 

see someone from another country with the use of 

computer.

• Pay your bills online.

computer  system  can  be  divided  into  :

1. Hardware  Part (H/W) : The  physical   equipments   of  the 

machine. The hardware components can be divided into: 

External devices like the monitor, keyboard , mouse ...etc.  

Internal  devices like CPU; memory; hard disk…… etc.

2.Software Part (S/W): the collection of computer programs, 

procedures and documentation  that perform   tasks on a 

computer system  like  windows  XP; MS  Word; and MS  

Excel…… etc.  Computer  software   can be divided  to  three 

parts:  Systems  Software ,  General Purpose Software  , and 

Special Purpose Software . 

3.User Part: The person who activates the machine. Users 

are either General Users  or  Specialist Users.
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Figure( 1) Shows the components of a Computer System.

Some  of  the  fields that depend  widely on  computers :

1. Education

2.Medical  Science

3. Military

4.Traveling

5. Business

6. Communications

7. Manufacturing 

8. Entertainment  and  Movies
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advantages   achieved from using computer Systems

1. Reducing the time needed for job completion .              

( Increase  speed)  .

2. Cost   Efficient, it  decreases  the  cost   of  the  

operations  in   these  manners:

a- Decreasing the number of human Workers

b- Using simulated programs like the ones used in

training the new pilots.

3. Enhance the quality of Work.

4. Continuity

5.The ability to store amount of data and retrieve them.

The  operations

The  operations  of  a  single computer can be 

summarized by three main functionalities :

1. Input Data

2. Process Data

3. Output Data
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Signals can be divided into two types:

1. Analog  Signals : are continuous electrical signals that vary in 

time These signals represent some physical quantities. An example 

is the telephone voice signal.  

2.  Digital  Signal : are non-continuous  signals changing  in  

individual  steps. They consist of  pulses – or  digits , with  discrete  

levels or  values. Digitals  Signals  have  two  amplitude levels  l  or  

o,  HIGH  or  Low,  TRUE  or  FALSE and so on. 

Humans   can  understand  the  analog  signals  whereas  

computers  can  understand  the digital ones, so users  input  data  

in its analog form  and  must receive the  results  in analog  too.   

Because  of this,  a  converter  between  the  two  types  must  

exist.  Two  types  of  converters  can  be  found : 

1. Analog  to  Digital Converter(ADC) 

2. Digital  to  Analog Converter ( DAC ) 

The  Definitions

is a definition for the information unit on the : Data
input side .

Information is the definition for the information unit on 
the output side .

ADC  : is  Analog  to  Digital Converter which  converts  
the  signal  from  the  analog   form  to  the  digital  form  
and  is  placed  between  the  input  and the processing  
units.

DAC  : Digital  to  Analog Converter which  converts  the 
signal from  digital to  analog  form and is  placed  
between  the  processing  and  the  output  unit.
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Signals  Types

Computer  Generations

First  Generation :   computers   were  huge , slow 

, expensive ,   and     often undependable.

In 1946 two Americans (Eckert and John ) built 

the  ENIAC  electronic  computer  which   used   

vacuum tubes   instead  of the mechanical 

switches.

The ENIAC used thousands of vacuum tubes 

which took up  a lot  of  space  and  gave off a 

great deal of heat.
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Computer  Generations

Second Generation :1959-1964(the Era of 

transistors)   

In1947 three scientists (john, William ,  and   Walter); 

invented   What   Would  replace   the   vacuum tube 

forever . This  invention Was  the transistor .

The  transistor was   faster than the  vacuum  tube , 

more  reliable ,smaller, much cheaper to  build and  

gave off virtually no heat compared to vacuum tubes.

Computer  Generations

ThirdGeneration: 1965-1970(Integrated Circuits) 

"  The integrated Circuits" –or semiconductor  chip, 
packs a huge number of transistors  onto  a single  
Wafer  of  silicon.

(Robert  and jack ) of Texas  discovered  integrated 
circuits. 

Placing such large numbers of transistors on a single 
chip vastly increased the Power of a single computer 
and lowered its  cost and  shrinking both size and 
cost of computers and enhancing its power. 
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Computer  Generations

Fourth Generation:1971-Today (The Microprocessor)

"This generation can be characterized by both 

1.  using Monolithic Integrated Circuits (millions of 
transistors put onto one integrated circuit  chip),

2.And  the  invention of the  Microprocessor_  a  
single  chip  that  could  do  all  the  processing  of a  
full _scale  computer.

Faster  speeds and  more  calculations  could  be   
reached   by   computers   by  putting  millions  of  
transistors  onto  one  single  chip. 

Computer  Generations

( 1970's) that  people  began  buying  computer  for 
personal  use.  One of the  earliest  personal   
computers  was  the  Altair ( 8800)  computer  Kit. 

In  (1975) you could  purchase this  kit  and  put  it  
together  to  make    your  own personal  computer. 

In  1977  the  Apple II  was  sold  to  the  public .  

in  1981 entered  the  PC (personal  computer) 
market. 

Today  Intel  and  Pentium Processors  are  widely  
used .
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Computer  Classifications

Computers  are  classified  into  many  types  according  
to  : 

First : According  to  the  Size  of  computer,  computers  
are  divided  to  the  following  types :

1. Supercomputer : The  biggest  of  size  and  most  
expensive  in price  than  any  other  type . It  can  
process  trillions of  instructions  in seconds. it  is  used  
by  governments  for  their  different  calculations and  
heavy  jobs. 

2. Mainframe :can  also  process  millions  of  
instructions  per  second  and  is  capable  of  accessing 
billions of  data. This  computer  is  commonly  used  in 
big  hospitals  and  air   line  reservation  companies. This 
computer  is  very  expensive. 

Computer  Classifications

3. Minicomputer – This  computer  less  than  mainframe 
in  work  and  performance. These  are  the  computers  
used by  the  small  type  of  business  personals , 
colleges , etc.

  

4. Microcomputer - These  computers  can  be  divided  
into : 

a) Personal Computer (PC) : This  is  the  computer  
mostly  preferred  by  the  home users.  These  
computers  are  lesser  in cost than  the  computers   
given  above  and  also  small  in size. 

b) Laptop  and  Notebook  Computer :  It is  a  small  
size   and  low  weight  computer.  
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Computer  Classifications

Second : According  to  the  Type  of  the  Processed  Data ,  

computers  can be  divided  to :

1. Digital  Computers ;process the digital data and defined as a high-speed 

programmable computer devices  that perform mathematical calculations, compare 

values, and store the results . 

They recognize data  by using discrete signals representations(either a high (ON, 1)   

or low (Off,0).  

Numbers ,alphabets and special symbols can all be reduced to representation by 1s and 

0s.PC is an example of this kind  of computers. 

2. Analog Computers; process the analog data only.   These computers recognize 

data as a continuous measurement of a physical property .

Voltage, pressure , speed and temperatures are some physical properties  that can be 

measured in this way . An example  is the Automobile speedometer. 

3. Hybrid Computers; combines the best of analog and digital computers. They have 

the accuracy of digital computers and the speed of analog computers. They are usually 

used for special problems.   

Computer  Classifications

Third: According to the Purpose of Use, the digital computers can be 

classified to:                                                                                                         

1.  General Purpose Computers ;Which can be used by all users by all 

computers- PC's .They can be used for payroll ,graphs, analysis, system, 

etc.                                                                                                                         

2. Special Purpose Computers ;Which  can be used by some users for 

some specific tasks like the computer  installed in automobiles to 

control ignition instrument and braking systems.                                          
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الحاسب اآللي

 بینھا فیما تعمل الكترونیة أجھزة من تتكون الھ ھو�
 وفقا البعض، بعضھا مع تام وتناسق متكاملة بطریقة
 وذلك .االنسان یعده برنامج صورة في وارشادات لبیانات

.المطلوبة النتائج على والحصول ما مسألة أو مشكلة لحل
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ینقسم الحاسب اآللى الى

HARD WAREمجموعة األجھزة  �

   SOFTWAREمجموعة البرامج �
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HARD WAREمجموعة األجھزة 

تنقسم الى�

  Input Unitوحدات االدخال1.

 Central Processingوحدة المعالجة المركزیة 2.
Unit (CPU)

Output Unitوحدات االخراج 3.

Back Storageالذاكرة الثانوى 4.
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 Input Unitوحدات االدخال

یتم بواسطتھا ادخال البیانات واالوامر الى الحاسب�
 Keyboardلوحة المفاتیح�
 Mouseالفارة�
Light Penالقلم الضوئي �
Scannerالماسح الضوئي �
Joystickعصى التحكم �
المیكرفون�
الكامیرا الرقمیة�
السبورة االلكترونیة�
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 Central Processingوحدة المعالجة المركزیة  
Unit (CPU)

.قلب الحاسب النابض�

.تحتوي على الدوائر االلكترونیة�

یتعدى حجمھا رأس االصبع مصنع من مادة شریحة ال�
.السیلیكون

Microprocessorتسمى میكروبروسسر �

تنقسم الى�
 Control Unit (CU)وحدة التحكم –

Arthmetic/Logic Unit(ALU)وحدة الحساب والمنطق –
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 Central Processingوحدة المعالجة المركزیة  
Unit (CPU)
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Main Memory RAMوحدة الذاكرة 

 Main Memoryوحدة الذاكرة الرئیسة �

تلحق بوحدة المعالجة المركزیة وتحتوي على�
:  Read Only Memory (ROM)ذاكرة القراءة فقط –

.دائمة ال یمكن تعدیل المعلومات المخزنة بھا

 Random Access Memoryالذاكرة العشوائیة –
(RAM) : تخزین مؤقت وعند اغالق الحاسب تفقد
.محتواھا
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Output Unitوحدات االخراج 

Screenالشاشة �

Printerالطابعة �

السماعات�

Modemالمودم �
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ھل ھناك وحدات ادخال واخراج في نفس 
الوقت ؟؟؟

وحدة الذاكرة�

المودم�

الشاشة�
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Back Storageالذاكرة الثانویة 

Hard Diskاألقراص الصلبة �

Floppy Diskاألقراص المرنة �

Magnetic Tapeالشرائط الممغنطة �

DVD ROM,CD ROMأقراص الحفظ الضوئي �
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رسم يوضح القرص الصلب من الداخل
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3.5رسم يوضح القرص املغناطيسي 
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القرص الضوئي
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رسم يوضح الشريط املغناطيسي
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سعة الذاكرة 

كمیة البیانات التي یمكن تخزینھا�

وتمثل ب  وھي اصغر وحدة تخزین Bitوحدة التخزین �
1او  0

�Byte = 8 Bit

بایت Kilobyte  =1024كیلو بایت�

كیلوبایتMegabyte   =1000میجابایت�

میجابایت Gigabyte  =1000جیجابایت �



17

2المحاضرة  نھج     استخدامات الحاسب في التعلیم       250 33

System Boxصندوق النظام 
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System Boxصندوق النظام 

.یحوي معظم وحدات الحاسب�

منافذ لربط ملحقات الحاسب من وحدات   Portsالمنافذ �
.....الشاشة، الفارة : مثل

جھاز تزوید الطاقة�

Mother Boardاللوحة األم �

منافذ التوسعة�
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What is a Computer? 
 

 

To put it simply, a computer is an electronic device that is designed to work with 

information. 

 

The Computer… 

 

1. Takes in information, then… 

2. Processes the information, and then… 

3. Displays the results.                                                      

 

 

 

 

 

 

In What Ways is a Computer Used? 
 

 

Just view decades ago, working with a computer was very limited.  The average person 

had no need to use this technology.  Today, not only can the average person type letters 

using the computer, but we can… 

 

• Send electronic mail (e-mail) to a friend in California.  ~ No Stamp Required ~ 

• View and edit digital pictures on your computer. 

• Listen to your favorite music on the internet.   

• Watch the latest DVD release on your computer.  “Please Pass the Popcorn” 

• With the use of the internet and a web camera, talk and see someone from another 

country with the use of computer. 

• Pay your bills online.   

• The future provides endless possibilities… 

 

 

 

 

Do not let the Computer overwhelm you.  With practice, using the computer 

will become second nature. 
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So let’s get started… 

 

 

The computer shown below is called a Desktop PC.  (PC stands for Personal Computer).   

 

The Hardware of the computer are those components you see in front of you (and some 

that you can not see located inside the Computer Case):  the Keyboard, the Mouse, the 

Computer Case (sometimes referred to as the Tower, the CPU, and often “the 

Computer”), and the Monitor.  

 

 

 

 
 

 

 

 

Computer Case 

Mouse 

Keyboard 

Power 

Button 

USB Ports 

External 

Ports 

3.5 Floppy Drive (not shown) 

Memory 

Card Reader 

Disk Drives for CD-ROMs, DVD-

ROMs, or CD/DVD -Writers 

Power Light  
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Inside the Computer Casing (the Hardware you don’t see.) 

 

                               

 
 

Computer Hardware Descriptions… 

 

• Monitor (see picture on the next page) – looks like a television screen and it 

displays text, pictures, and other information. 

• Keyboard – a typewriter-like device that allows you to enter information into the 

computer.  (Learn more about the Keyboard on page 15.) 

• Mouse – a hand operated device with a pointer shown on the monitor allowing 

you to select and move items on the screen.  (Learn more about the Mouse on page 

14.) 
 

 

 

 

 

Disk Drives 

Hard Drive 

Memory (RAM) 

Processor (CPU) 

Motherboard 

Video Card 

Sound Card

Network Card 
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• Computer Case – holds the electronic chips and devices that make the computer 

work. 

o Power button – push this button to turn the computer on.  Often the 

power button will light up indicating the computer is on. 

 

 
 

o Power light – lets you know the computer is processing. 

o External Ports (also available at the back of the computer) – provides the 

availability to plug in speakers, headphones, microphones, and more.  

           

                                                                    
 

o Disk Drives – There are not always two Disk Drives.  These provide the 

capability to use CD-ROMs, DVD-ROMs, and also to write/save/burn on 

to CD/DVD-R’s and CD/DVD-RW’s.  

o 3.5 Floppy Drive – Many new computer do not have this floppy drive, but 

it can be added internally to your computer, or externally with a USB 

cable. 

 

        
 

o Memory Card Reader – reads Memory Cards which are small storage 

devices used to hold data such as text, images, audio, and video for use on 

small electronic devices.  

 

          
 

o USB Ports (Universal Serial Bus) – special receptacles that allow you to 

connect devices to the computer to transfer data. 

 

              
 

o Disk Drives – holds long and short term storage. 

o Hard Drive – also called the Hard Disk, is the computer’s main 

permanent storage area.  Stores programs and documents. 

o Memory (RAM) – this is memory that you use when working on the 

computer.   
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o Processor (CPU) – coordinates the flow of data in the computer.  Many 

times called the brain of the computer. 

 

                       
o Motherboard – holds the computer’s circuitry and components. 

o Video Card – allows images to be displayed on the computer. 

o Sound Card – allows input and output of sounds 

o Network Card – allows computers to communicate with one another over 

a computer network. 

  

                                 

Other Computer Hardware:  

 
 

Monitors: 
 

                                                           
 

 

Keyboards: 
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The Mouse: 
 

                                          
 

 

 Standard Mouse         Optical Mouse              Trackball 

 

 

Speakers: 
 

                                                              
 

 

Printers: 
 

                          
 

          Personal Printer      Office Printer     All-in-One Printer 

 

 

 

 

 

 

 

 

 

 

 



Rev. 05/07 8

If you are interested, you can purchase other digital products that work with your 

computer… 

 

Webcams - to record live video for use in video conversations or video e-mail. 

 

                                               
 

 

MP3 Players - small and lightweight, digital audio player that stores digital music files 

                                     
 

 

 

Digital Cameras - pictures are stored digitally instead of on film 
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Scanners - ability to scan pictures and documents into a digital format and save. 

 

                                
          

                               Flatbed      All-in-One Scanner and Printer 

 

 

 

 

Computer System, Software 
 

We’ve taken a look at the Computer Hardware, but what makes the computer work?  The 

computer can do nothing until it is given instructions (a.k.a. software).  Software is a set 

of instructions that tells the computer what to do.  There are two main kinds of software: 

 

• System Software – refers to the operating system and the instructions used to 

power up the computer.  System software usually comes with the computer.  

• Application Software – programs such as Microsoft Word and TurboTax. 

 

Software is an essential part of your computer system, and the operating system is 

required to make your computer work.  The operating system looks after the different 

parts of your computer system, linking them to each other and to you.  

 

Unless the software is built into the computer (called firmware), it comes in the form of 

files on a CD-ROM, files downloaded from the Internet.  The hard drive on all computers 

is initially empty, but most computers come from the factory with an operating system 

and other programs pre-installed on the hard drive.  If you prefer, you can wipe the hard 

drive clean (format it) and install a different operating system and/or new programs. 

 

Application software (programs) is copied from CD-ROMs and/or downloaded from the 

Internet onto the hard disk drive for convenience and speed.   

 

 

 

Computer Storage 
 

 

When you are finished with a computer project, you have the option to save the work 

onto the Hard Drive or with the Removable Drives (portable storage devices are inserted 

into the removable drives, saved, and then removed).  

 

The various portable devices hold different amounts of information.   
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But, before we talk about the different portable storage devices, we need to briefly 

discuss Computer Language.   

 

The smallest unit of information for a computer is a bit shown as a 0 or 1. 

 

Eight of this bits make a byte (eight 0 or 1).   

• Which is the size of one alphabetic letter. 

 

 

One Kilobyte (K or Kb) = 1,000 bytes 

One Megabyte (Meg or Mb) = 1,000,000 bytes 

One Gigabyte (Gig or G) = 1,000,000,000 bytes 

Terabytes (Tb) = 1,000,000,000,000 bytes 

                                     

 

 

 

Storage Space Comparison 
 

 

 

 

                                             
 

 

 

 

                                                 

 
 

 

 

 

3.5 Floppy Disks = 

1.44 Mb 

CD-ROM = 640 Mb 

DVD-ROM  = up to 

8.5 GB 

Jump Drive = 32 mb 

to 2 Gb 

Hard Drive = up to 

320 Gb (check 

your computer) 
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Other Storage Devices – Memory Cards 
(Inserts into the Memory Card Reader of newer computers) 

 
 

                                                 
 

        Compact Flash                  Memory Stick             Secure Digital                   xD 

 

 

 

 

Computer Memory 

 
 

The computer has two types of memory – ROM and RAM 

 

 

ROM (Read Only Memory) stores data permanently and 

you cannot change this information.  ROM is used to 

start up your computer 

 

 

RAM (Random Access Memory) is memory that a 

computer works on a temporary basis.  The information is 

erased once the computer is shut down unless saved. 
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Computer Desktop 
 

 

Once you turn on the computer and Windows starts, the Desktop will appear.  Depending 

on how your computer is set up, certain icons (pictures) will appear on your desktop 

when you start Windows.   

 
 

 

The various parts of the Windows Desktop are as follows: 

 

My Computer is a desktop icon that can be used to access the files and programs on the 

computer.  When you double-click on the My Computer icon it displays various 

resources available to your computer.  These include floppy disk drives, CD-ROM 

drives, hard disk drives, and also many network resources you are connected with such as 

printers and network drives. 

 

Recycle Bin is a temporary storage place for deleted files.  You can use it to retrieve files 

deleted in error.  These deleted files are not actually removed from your hard disk until 

you empty the Recycle Bin.  To free up disk space, you must empty the Recycle Bin 

periodically. 

 

Start is located at the bottom left of your screen after Windows begins.  By default, it 

and the taskbar are always visible when Windows is running.  The Start button is used to 
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start programs, open documents, change system settings, find items on your computer, 

get Help, as well as log off and shut down your computer. 

 

Taskbar, located across the bottom of your screen, displays the icons and titles of all 

programs or folders currently active on the screen.  It is an integral part of the multi-

tasking feature of Windows. 

 

 

Operating System Overview 

 
 

Below is a Windows Operating System Desktop (showing the Start Menu). 

 

 
 

 

An Operating System is a program that controls the overall activity of your computer.  It 

manages the various files in your computer.  It allows the computer hardware to interact 

with your computer software.   

Icons 

Start Menu 

Click here for more 

Programs 



Rev. 05/07 14

                                       
 

 

 

How to Use the Mouse 
 

The mouse is a small, hand-held device that is used to control the pointed on the screen.  

The pointer (or mouse pointer) is the arrow on the screen that moves with the mouse as 

you slide it over a flat surface.  The pointer shape changes depending on the job it is 

doing (or can do) at the current time.   

 

A mouse usually has at least two buttons… 

• Primary button (usually the left button) 

• Secondary button (usually the right button) 

 

There are five main mouse actions: 

 

1.  Point Move the mouse until the tip of the mouse pointer is over the item 

you want. 

2.  Click Quickly press and release the left mouse button.  It is essential to hold 

the mouse firmly while you click so that it does not slide out of 

position. 

3.  Right-click Quickly press and release the right mouse button. 

4.  Double-click Quickly press and release the left mouse button twice.  This must be 

done in rapid succession. 

5.  Drag Point to an item.  Press and hold down the left mouse button, slide the 

pointer to a new location, and release the mouse button. 

 

 

Important: 

 

• When instructed to click or double-click, always use the left mouse button unless 

otherwise instructed. 

• The Primary and Secondary mouse buttons can be switched.  
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The Keyboard 
 

The keyboard is an input device, similar to a typewriter, which allows you to send 

information to the computer. Here is a description of the many key on the keyboard. 

 

Alphanumeric (what looks like the typewriter portion of the keyboard)  These keys are 

used for entering text or commands into the computer.   

 

Function Keys – The twelve keys located across the top of the keyboard that are labeled 

F1 through F12 are called Function Keys.  They are used to issue commands. 

 

Control Keys – Shift, Ctrl, and Alt are used in combination with other keys to issue 

commands.  These are also called Booster keys. 

 

Enter – Executes a typed command, performs a selected option from a menu, marks the 

end of a line, or creates a blank line (Remember the Carriage Return?) 

 

Backspace – Deletes one character to the left of the flashing cursor each time you press 

it, usually to correct spelling mistakes. 

 

Delete – Deletes the character to the right of the flashing cursor each time it is pressed. 

 

Spacebar – Used to insert a blank space between words or sentences. 

 

Esc – The Escape key in the upper left hand corner cancels a current selection. 

 

Tab – Advances the cursor to the right a specified number of spaces in a word processing 

program or the next cell in a spreadsheet program or a table. 

 

Shift – In addition to <Shift> being used as a Control key, it also selects the uppercase 

letters for the alphabetic keys and produces the symbols that share the number keys. 

 

Caps Lock – A “toggle” key that locks only the alphabetic keys to produce the uppercase 

versions of each letter. 

 

Arrow keys – Used to move the cursor (or pointer) up, down, left, or right. 

 

Insert – A “toggle” key that switches the data input from the insert mode to “typeover” 

mode. 

 

Home – Moves the cursor to the beginning of the line of data. 

 

End – Moves the cursor to the end of the line of data. 

 

Page Up and Page Down – Used when scrolling through documents or screens to move 

up or move down one screen at a time. 

 

Num Lock – A “toggle” key that changes the mode of the Cursor and Numeric Keypad. 
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Number Keys – Used to enter numeric information, similar to a calculator pad. 

 

Windows Key – Opens the Start menu on the taskbar. 

 

Application Key – Functions in some applications to produce a shortcut menu. 

 

Print Screen, Scroll Lock and Pause/Break – Keys used mostly in DOS applications to 

manipulate screen display. 

 

 

 

 

Additional Computer Terms 

 
 

CD-ROM  (Compact Disk-Read Only Memory) - A portable memory device.  It is used 

in the computer’s CD-ROM drive and typically holds 640 megabytes of information. 

 

Computer – A programmable, electronic device that can store, retrieve, and process data.  

It has two components – hardware and software. 

 

CPU (Central Processing Unit) – The brain of the computer, the part of the computer that 

executes instructions. 

 

Crash – A serious computer failure.  The computer stops working or a program quits 

unexpectedly.  A crash may result from a hardware malfunction, a serious software 

defect, or a virus. 

 

Database – A collection of information organized in such a way that a computer can 

quickly select and/or sort desired pieces of data. 

 

Desktop – The computer screen or background that contains components such as the 

Taskbar, My Computer, Recycle Bins icons, any other shortcut icons, and any Windows  

and Dialog Boxes that have been opened.  

 

Disk Drive – A device that reads data from and writes data onto a disk.  Disk drives are 

described by the size of the disks that they hold.   

 

Flash Memory – non-volatile computer memory that can be electronically erased and 

reprogrammed.  Used primarily in Memory cards.  

 

Floppy Disk – A portable memory device, commonly 3.5 inches in size.  Typically holds 

1.44 megabytes of information. 

 

Hard Disk – The large spinning plate that is usually sealed inside the computer and holds 

a large amount of information, typically in the gigabyte range, for quick access. 
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Hard Drive – The disk drive that houses the hard disk.  The hard drive and the hard disk 

are often referred to as the “hard drive” 

 

Hardware – the physical, touchable parts of a computer (CPU, monitor, disks, modem, 

cables, mouse, keyboard, etc.) 

 

Icon – A small picture that represents a file or a program.  Clicking or double clicking on 

the icon will activate it. 

 

Memory Card – small, thin storage devices used with digital cameras, handheld and 

laptop computers, telephones, music players, video game consoles, and other electronics.  

Flash memory is used for this type of storage device. 

 

Modem – A device, internal or external to a computer, that enables one computer to talk 

to another computer using telephone or cable lines. 

 

Operating System – The master software program of a computer that controls the 

hardware of that computer, runs programs, manages files and documents. 

 

Reboot – To “reset” or restart a computer. 

 

Software – Programs used to operate computers and related devices.  Software tells the 

hardware what to do. 

 

USB Flash Drives – This devices goes by many names (thumb drive, flash drive, jump 

drive, and others).  A data storage device that is small, but it can hold up to 2G of 

information.  It is used with the USB Port. 

 

USB Port – special receptacles that allows you to connect a string of up to 127 devices to 

a single receptacle.   

 

Window – A viewing area on a computer display screen.  The Windows Operating 

System had a graphical user interface and allows for multiple viewing areas.  
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Windows 7 Basics 

 
       To learn the tools and shortcuts to get started using Windows 7 more efficiently and 
effectively. 

Objectives: 
1. Define Computer Operating System. 

2. Define the operating system windows 7. 

3. List the contents of Shut Down menu. 
4.  Define the terms (Shut Down, restart, and log off). 

5. Learn the shortcut key for restart, shutdown, and log off.  
6. List the default Icons on the Desktop.  

7. Define the following terms (one click, and double click).  

8. Master the techniques for doing one click, and double click. 
9. Identify the pressrun uses of the right mouse button click. 

10. List the method of (cut, delete, rename, and Copy) folders and files in “my document”. 
11. Master the techniques used for (cut, delete, rename, and Copy) folders and files in “my 

document”. 
12. Define the “new Library”. 
13. Define the “online Help”. 
14. Master the techniques for requesting Help. 
15. Define the “find” method for files and folder in Windows7. 
16. Master the techniques of searching for files and folder in my document. 
17. Define the “Shortcuts” in windows. 
18. Master the method of creating “Shortcuts” in desktop. 
19. Define the desktop Gadgets. 

20. List File Properties. 

21.  Define each file property. 

 
1-Operating   System Windows 7:  
       

  Windows 7 is an operating system that Microsoft has produced for use on personal 

computers. It allows your computer to manage software and perform essential tasks. It is 

also a Graphical User Interface (GUI) that allows you to visually interact with your 

computer’s functions in a logical, fun and easy way.  

Windows 7 is designed to sleep and resume faster, use up less memory and recognize 

USB devices faster.  
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2- Shut Down Windows: 

Shut Down  
 Click the Start button and then select the Shut down button .You can also click 

the arrow to the right of the Shut down button for more options. 

 

 

 
Shutting down Windows 7 

 By default, your computer will go to Sleep instead of shutting down. Sleep turns off most 

of your computer's processes, but it remembers which applications and files are open. This 

allows your computer to start up more quickly, since you don't have to wait for the 

operating system and applications to load. 
 

Logging Off  
The process of ending a computer session is called logging off. Logging off ends the Windows 

session for your account but leaves the computer turned on. It is important to log off when you 

leave for the day, or even when you leave your computer for an extended period of time, to 

safeguard against other people accessing your personal information.  
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1. At the bottom of the Start menu, click Log Off. 
2. Click Log Off to complete the process and display the Welcome screen or logon 

screen. 
3. Enter your password (Professional), or click your user account name (Home Edition) to 

log back on. 

 

Restart 
1. Restart ends your session, shuts down Windows, and then starts Windows again without 

turning off the computer. 
2. Stand by maintains your session (the programs that are open and any work you are doing in 

them) and keeps the computer running on low power with your data still in the memory. To 
return to a session that is on stand by, press [CONTROL]+[ALT]+[DEL]. 

3-Desktop: 

 

 
 
 

 

Windows  includes many new user-friendly features and tools: 
1. The Aero desktop experience features a translucent glass design with subtle window 

       animations and new window colors. 

Icons and Shortcuts 
 

Aero Desktop Experience 
 

Window Preview 
 

Taskbar buttons 
 

Start button 
Show Desktop 
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2. Desktop: use the desktop to customize your display and screen saver, and launch 

programs. 

3. Icons: double-click on your left mouse button to launch programs. 

4. Start Button: click on Start Button to open the Start Menu. Open programs, access 

online Help, Find files and folders or Shut Down the computer. 

5. Taskbar: use the Taskbar to switch between open programs. 

6. Right Mouse Button: use the right mouse button to access a quick menu in Win 7. 

7. Window Preview is available when you hover over icon in the taskbar icon. You’ll       
see a thumbnail-sized preview. Hover of the thumbnail and it morphs into a full screen  

preview. 

8. Gadgets: Keep an eye on the weather, news, and traffic. Right-click on your desktop  to 

access gadgets. 

9. Recycle Bin: use the Recycle Bin to access recently deleted files for easy retrieval. 

10. Long File Names: file names can be up to 256 characters, including blank spaces. 

      Avoid using any of the following characters in your file names: \ ? : * ” < > | / 
 

Minimize, Maximize, Close and Restore Buttons: 
Use the Minimize, Maximize and Restore buttons to navigate through open windows. 
 

 
Minimize: 

Reduce a window 

to the Task Bar 

 

 
Maximize: 

Reset a window 

to display Full 

Screen 

 

 
Restore: 

Restore a window 

to its previous size. 

 

 
Close: 

Close an open 

Window or program. 

 

 

For new computer users who are not familiar with the standard Windows mouse actions, 
we'll briefly summarize them here: 

 Clicking an object involves moving the mouse pointer over it and quickly pressing and 
releasing the primary mouse button once. (By default, the primary mouse button is the left 
one.) 

 Double-clicking an object involves moving the mouse pointer over it and pressing and 
releasing the primary mouse button twice in rapid succession. 

 

4-Right-Clicking: 
 Right-click on your mouse anywhere in Desktop to reveal a Contextual Menu of 

options. 

Use the right mouse button to: 
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1. View an object’s Properties 
2. Cut, Copy and Paste 

3. Create or Delete files and folders/directories 

4. Create Shortcuts 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Right-click on your mouse 

 

5-Files and Folders: 

1-What is a File?  
 Files are collections of information. In fact, almost all of the information stored in a 

computer is stored in a file. There are many different types of files, including operating system 

files, program files, and your own files.  

Different types of files store different types of information. Each file is given a filename and 

has a three-letter filename extension that identifies the file type. (The filename and filename 

extension are separated by a period.)  

2-What is a Folder?  
  When you first start using Windows, you may only create a few files. Over time, you'll 

create MANY files. To keep your files organized, create folders.  

a. Creating a new Folder 
     Launch an application and begin working on a new file. To create a new Folder, select 

    Office Button, Open or Save As. Click on the New Folder icon. Name the folder. 
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b. From Windows Explorer: 
     Open any window in Windows 7 and click on the New Folder tool in the Explorer 

toolbar. 

c. From the Desktop: 
     Right-click on the desktop and choose New, Folder. 

 

3- Creating, Renaming, and Deleting Files and Folders  

a- Create a file  
1. Go to the start menu select a program file menu new.  

2. Right click on the desktop or inside any folder select new select the file type you need.  

b- Save a file  
1. Select the file menu save.  

2. Select the file menu save as.  

3. Ctrl + S from keyboard.  

c- Rename a file  
1. Right-click the file icon.  

2. Choose Rename.  

3. The filename is highlighted in blue, ready to be retyped.  

4. Type a new name and press Enter.  

5. The file is renamed.  

d- Delete a file:  
1. Right click on the file icon select Delete.  

2. Select the file press Delete key from the keyboard.  

3. Select the file press the Shift and Delete keys from the keyboard.  

e- Copy or move (Cut) and Paste a file:  
1. Right click on the file icon select Copy/ Cut select the new location Right click 

paste.  

2. Select the file Ctrl + C / Ctrl + X from the keyboard select the new location Ctrl + V.  

 

F-Managing Files and Folders: 
1. Saving a file: from within a program, choose File, Save As. Name and save the file. 

2. Delete a File or Folder: Select the file or folder, press the Delete key on your keyboard 

or 

drag the item to the Recycle Bin on the Windows’ desktop. 
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3. Move a File: click and drag the file to its new location or Cut and Paste the file or folder 

4. Copy a File: Hold down the Control key, click and drag the file to its new location or 

5. Use the Shift key to select a group of consecutive files in a list. 

6. Use the Control key to select a random group of files in a list. 

7. Rename a file by selecting it and pressing F2 key. 

8. Cut, Copy and Paste in Windows 7 
9. Use Cut, Copy and Paste to quickly move and copy files, folders, text or graphics from 

one location to another. 

10. Select the file, folder, text or graphic to copy or move. 

11. Press Control-X to Cut; Control-C to Copy for select the option from the right-click. 

 

 

6-Libraries: 

 

 

 

 

 

  

Access your files in Libraries 
 Libraries allow you to organize your files in one place so they are easy to search and 

access.  

 Windows 7 has four default Libraries for documents, music, pictures and videos, 

however you can customize and create you own Libraries based on your needs.  

a- Create your Own Library:  
1. Select New Library in the tool bar or right click on Libraries in the Navigation pane.  

2. Select New and then Libraries.  

 



 Microsoft Windows 7  

 

 

Assistant Lecturer: Inaam Al-safer 
IT Department medicine college 

8 

 
 

Create a new Library 

 
b- Customize you’re Libraries:  

1. Right click and select Properties.  

2. Select Optimize and choose one of the following:  

b. General Items  

c. Documents  

d. Music  

e. Pictures  

f. Video  

 

 
Select item type for new Library 

 

c- The new Library will prompt you to add Folders.  

 

To Add Folders to Existing Libraries:  
1. Select the Folder from the Navigation pane.  

2. Click on the Include in Library menu in the Tool Bar  

3. Select the desired Library.  



 Microsoft Windows 7  

 

 

Assistant Lecturer: Inaam Al-safer 
IT Department medicine college 

9 

 
 

Add files to new Library 

7-Help: 

 
 Choose Help and Support from the Start Menu or Press the F1 key for contextualized 

access to quick answers to your Windows 7 questions.  

 

 

Help and Support 

To access the Help and Support Center:  
- Click Start Help and Support.  

- The Help and Support Center window opens.  

- The home section is displayed.  
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 When you first on the Help and Support Center, you arrive in the home section. Here, 

you can pick a help topic, pick a task, search, and ask for outside assistance. Notice that the 

Home section looks and acts much like a web page. As you use Help, notice that some Help 

files are stored on your computer, whereas others are stored on the Internet. 

 

8-Search: 
Finding Files and Folders 
 Choose Search Programs and Files from the Start Menu to locate files based on Name 
& Location, Date Modified or a document Containing a Word or Phrase you provide. 

 

 
 

Search Programs and Files 

 

 
 

Find documents fast with the new Search 
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9-Creating Shortcuts: 
 Create Windows 7 Shortcuts on the Desktop to quickly access frequently used files, 

folders and programs. 

a. Right-click on any file or folder you want to create a shortcut to. 

b. Select Copy (or Create Shortcut where applicable) from the Contextual Menu. 

c. Change to desired location where you want to create the shortcut. 

d. Right click and select Paste Shortcut. The shortcut appears. 

 

10-Gadgets: 

 

` 
 

 Desktop gadgets 

 You can select or download gadgets such as a slide show, calendar or weather update to 

add to your desktop. The live updates of some gadgets like weather, stocks and feed headlines 

are quite convenient.  

 Desktop gadgets are customizable mini-programs that can display information, such as 

continuously updated headlines or a picture slide show, without having to open a new window. 

 To add a gadget, right-click on the desktop and choose Gadgets. Drag and drop a 

Gadget onto the desktop and customize its settings. 
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11-File Properties: 

 When you view the properties of a file and go to the General page, there are some check 

boxes at the bottom for file attributes. There's one for Read-only and one for Hidden, and then it 

gets weird. Sometimes you get Archive and sometimes you get an advanced button. What 

controls which one you get? 

It depends on whether there is anything interesting in the advanced dialog. 

Select fileright clickpropertiesGeneral 
 

 
 

View the properties of a file 
 

R = Read-Only: Most software, when seeing a file marked read-only, will refuse to delete or 

modify it. This is pretty straight-forward. On the other hand, Windows Explorer will happily 

munch it. Some will choose the middle ground: they will let you modify or delete the file, but 

only after asking for confirmation. 

H = Hidden: This one is pretty self-explanatory as well; if the file is marked hidden then under 

normal circumstances it is hidden from view.  
 

 

 


