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Operating system Microsoft Windows

> A tii t 0S) i
n operating system (0S) is a > Microsoft Windows is a series of graphical interface operating

llecti f soft that
coflection of software tha systems developed, marketed, and sold by Microsoft.

manages computer hardware
> Over 90% market share

resources and provides common

Application
services for computer programs. | 2 r ==
; o
» Examples of popular modern OS’s: ‘ - " e‘J
Android, iOS, Linux, OS X and Operating System U
Microsoft Windows : e - e/
L 3

Hardware

4
Windows Mac 05X Linux
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Linux,
1.68%

Windows, 91.68%

Microsoft Windows: Market Share (July 2014)

Worldwide OS market share: July 2014

\

/ Windows old, 0.10%

THE NEXT WEB

windows-8-1-loses-share-first-time/
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Source: http://thenextweb.com/microsoft/2014/08/01/windows-xp-falls-25-market-share-
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M My Computer
\ Recycle Bin
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Mouse Operations

» Click
» Double Click
» Drag and Drop

» Mouse Pointer

I
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Drives, Folders, and Files

0y

Computer

# Hard Disk Drives (3)
— & Local Disk (C:)

f—— & Local Disk (Dz)
b 4 My Passport (H:)

|— i BD-ROM Drive (F;)

| .\J BD-ROM Drive (G:)

Drives

1 201110 151] excelxsx
i 204100 4] powerpoint. pptx
1. 204101 word.docx
). 204102
Folders Files
Local Disk
Local Disk

# Devices with Removable Storage (2)

CD Drive
CD Drive
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Files and Folders

> A file is an item that > A folder is a container

contains information—for you can use to store files
example, text or images in.
or music

Molly Clark Penguins Text document
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Windows

Explorer

ivtin peegect

>
9
1) Navigation pane 6! Column headings
2) Back and Forward buttons () File list
3) Toolbar 5 The search box
3) Address bar 9) Details pane
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Modern Life
http://windows.microsoft. ‘en-us/windows7/\ files-and-folders

Accessing Folders and Files

» Method 1: through Start Menu

© Click on Start button -> programs and files box -> type ”
Explorer” (without quote)

» Method 2: through My Computer
© Double Click on ‘My Computer” icon on the Desktop

the Windows Explorer screen will appear
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Creating a Folder

» Open the drive or folder where the new folder will be created.
» Click on the Menu “File” > ‘New” - ’Folder”

OR
> Right click on the right pane
[ - z
a menu will appear, choose el \ g
Refresh 2] Microsoft Office Access 2007 Database
‘New” - ’Folder” Coomuevistote. | D Ay g
53 Contact
-
) Micrasoft Office Word Document
) Type the folder name e ot © Jouns Document
Shate with * &) Microsoft Office PowerPoint Presentation
B . = u  AdobePl Image 12
) Hit Enter B , | Moot Ottang e
Text Document
WS G i) Microsoht Ofice Excel Workaheet
15| Tt |1 Compressed (mipped) Folder
New »| @ erefcase

Properties % 3 *H -
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Naming Conventions

» The maximum filename length is 255 characters (including
the extension)
» The following characters are not allowed: <>:"/\| ?*

» Reserved names: CON, PRN, AUX, NUL, COM1, COM2, COM3,
COM4, COM5, COM6, COM7, COM8, COM9, LPT1, LPT2, LPT3,
LPT4, LPT5, LPT6, LPT7, LPT8, and LPT9.
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Creating a File (1)

» The most common way fto create new files is by using a
program e.g.
© create a text document in a word-processing program
© create movie file in a video-editing program.

» When you are ready to save your work, click

the Save button. |-
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Creating a file (2)

» Open the drive or folder where the new file will be created.
» Click on the Menu “File” > ‘New” - file type

OR
> Right click on the right pane
a menu will appear, choose | . VU ol -
1 Groupby » | @ Shorteut
é 4 Refresh ) Microsoft Office Access 2007 Database.
New” - file type & s st
» Type the file name
» Hit Enter 4 HgWorkbench
9 TortoiseHg
i
& Eia @) Microsoft Offce xce Workshest
% T e e
\ New »|
i i) s |
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Opening an existing file

) Method 1: To open a file, double-click it. The file will usually

open in the program that you used to create or change it
> Method 2 Right-click the file, click Open with, and then click the

name of the program that you want to use.

Open with PDF-XChange Viewer

Print

7-Zip 4
[ Edit with Notepad++
@ Scan8x 10 inpdf
¥ Select Left File for Compare

Open with »| %] PDF-XChange Viewer

Restore previous versions (= SumatraPDF

Send to > Choose default program

Cut
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Changing the Name of a File or Folder

» Right Click on the file/folder -> Rename
© Or press F2

» Enter the new name

Hg Workbench
ToneiseHg »

inclu| **
» Hit Enter w |
logs | &) SVN Checkout...
mant #¥  TortoiseSVN
modi
ABOL
CHAl
INST.

Restore previous vessions
Include in tibrary »
Scan selected files with Avira

UCER  Sendto »
Nl o,
PEN
OPE o
OPEN
Create shortcut
Dalat
{ Renamy )
Thai (Thaily Properties
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Selecting Multiple Files and Folders (1)

1. To select a consecutive M :
group of files or folders, wiow
click the first item, press EM :

and hold down the Shift key, and then click the last item.

2. To select non-consecutive
files or folders, press and .

hold down the Ctrl key, and =

o
then click each item that you want to select.
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Selecting Multiple Files and Folders (2)

» To select multiple files or folders that are near each other, drag
the mouse pointer to create a selection around the outside of all

the items that you want to include.
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Copying and moving files and folders (1)
Computer Science @ Chiang Mai University -- 204100 - IT & Modem Life
» Drag and Drop

© Position the windows side by side on the desktop so that you
can see the contents of both.

© Next, drag the file or folder from the first folder to the second
folder. That's all there is to it.

© To copy within the same
drive, hold down the Ctrl
key while performing drag
and drop [ g :% (i

20

Press and drag Release

15/01/59



Copying and moving files and folders (2)

» Copy and Paste
© Select the files and/or folders you want to copy/move
° Right-click, then select Copy/Cut, then go to the destination and Right-
click and select Paste.
OR
© Press Ctrl-C to copy, Ctrl-X to cut (move)
© Then go to the destination and press Ctrl-V to paste
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Deleting Folders and Files

) To delete a file, open the folder or library that contains the file,
and then select the file. Press Delete on your keyboard and
then, in the Delete File dialog box, click Yes.

> When a file/folder is deleted, it's temporarily stored in the
Recycle Bin.

) To permanently delete a file/folder hold down the Shift key
before hitting the Delete button
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Recovering Folders and Files

» On the Desktop
© Double click on the Recycle Bin Icon

© Right click on the file/folder -> Restore g

Recycle Bin

( @) [ » Recycle Bin .
File Edit View Tooks Help
Organze v Emptythe RecycleBin  Restore thisitem

os-mini-logo.png

W Favorites o

3| PNG imagff==sm

. N c—
Cut

& Oownloads
2L, Recent Places
£ Dropbox Cesx
Properties
4 Libraries

+ Documents
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Finding Files and Folders (Windows 7)

1. Start Menu’s Search Box

2. Windows Explorer’s Search Box (press F3)

Documents (1)
Lo for et -
T o i
Music (30) . .
B )17 » semhtesuts aDocumerts » Bl A= 1]
216 Tk med Onguntc = Snawscn bum )
5115 Tock 15.mg1 x
214 Track 1mgd .mb::- Documents library
213 Track . =
3 13 Tinck 13 mgd i
Pictures (10) i Aicusc i nvoice reports
i = e Docment
= OS0IRG ¢ Tvoice 09
= oS08 G bipcee o 200 by Gate e » izn
Oscumerts 2 d
= osco10G ¥ DecumantrIeE 1pos
) ) Colhen Pk Dbt ey
Files (1] - Pt ) Old invoice records.
L e B vien ocumentimce s
£ Sea mere s ¥ Camput S
2 I =] . l-n..,... » p 8 eem,
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§) Search rente (3) Search ban
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More on Searching (1)

» You can use filters such as size:, content:, kind:, type: to

limit number of results.

) size: filters results based on file size.

[E=3) F=H
- [#5|[ sizel x|
Empty (0 KB)
S | Tiny (0 - 10 KB)

Small (10 - 100 KB)
Date modified Medium (100 KB -1 MB)
6/2/2013 11,01 Lerge (1 - 16 MB)
6/2/2013 11:0 Huge (16 - 128 MB)
Gigantic (>128 MB)
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More on Searching (3)

» content: search the content of the file, not just file name

Usage: content:keyword

Where keyword is what you want to search in the file.
Example: content:homework

» For Windows 8, you can type @A + s to search for files or
programs.
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More on Searching (2)

> kind: filters search based on category of files

==
+ [ 43| [xind] * |

Calendar -

Communication
Contact =
Document

E-mail

Feed

Folder

Game

Instant Message -

Computer Science @ Chiang Mai University -- 204100 - IT & Modem Life 26

Windows Key(s)

= Yt e s % |t & ) | |+ |e—
11 |2 |3 |a€|5 |6 |7 |8 |9 |o |- |= |Backspace
Tab.._;‘o w ‘E E‘R ‘T ‘v ‘u U‘I |‘o O|P |{ } E:_Im
CapsLockAA|s |D |F ‘G ‘H ‘J ‘K ‘L @ |~ ‘

: ' |#
shirt | | Z | X |C ‘ Vv ‘ B ‘ N ‘M < [> |2 [shif
« | ; ¥
cul < ;v:; e ‘ Al Gr ( ::; enu | Crl

N N

®  You can find many useful Windows keyboard shortcuts here:
https://support microsoft com/en-us/kb/126449
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File Compression

» Compressed files take up less storage
» Can also combine several files into a single compressed

folder. This makes it easier to share a group of files.

e 72,
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File Extraction (unzip)

1. Locate the compressed folder that you want to extract

files or folders from.

2. Do one of the following:

1. To extract a single file or folder, double-click the compressed
folder to open it. Then, drag the file or folder from the
compressed folder to a new location.

2. To extract the entire contents of the compressed folder, right-
click the folder, click Extract All, and then follow the

instructions.
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File Compression (zip)

1. Locate the file or folder that you want to compress.
2. Right-click the file or folder, point to Send to, and then
click Compressed (zipped) folder.

Send to » B Bluetcotn
| Compressed (zipped) folder

Cut g =
B Desktop (create shortcut)

Copy
Documents

Create shortcut ‘ 4 Fexrecipient

A new compressed folder is created in the same location. To
rename it, right-click the folder, click Rename, and then type
the new name.
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