Microsoft Windows

Operating System

Dr. Matinee Kiewkanya

2013 Revision by Dr. Jakarin Chawachat

Adapted for English Section by Kittipitch Kuptavanich

\

Department of Computer Science, Faculty of Science, Chiang Mai University

Operating system

» An operating system (OS) is a
collection of software that

manages computer hardware

Outline

» Operating Systems

» Microsoft Windows

» Windows Basics

> Drive, Folder and Files

» Windows Explorer

» Creating, Selecting, Copy, Move, Restore and Search

» Compressing Files and Folders

resources and provides common

. Application
services for computer programs.

Android, iOS, Linux, OS X and Operating System

Microsoft Windows
i ¢ 3

i i RO
Windows Linux

Hardware

» Examples of popular modern OS’s: .‘

Microsoft Windows

» Microsoft Windows is a series of graphical interface operating

systems developed, marketed, and sold by Microsoft.

» Over 90% market share
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WMicrosoft Windows: Market Share (iviay 2013)

Worldwide OS market share: May 2013

Windows old, 0.30%

THE NEXT WEB
ource: http://thenextweb.com/insider/2013/06/01/windows-8-now-up-to-4-27-market-share-

but-not-at-windows-7s-expense/
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Mouse Operations

» Click
» Double Click
» Drag and Drop

» Mouse Pointer

Desktop

— My Computer

\ Sho t Icon
\gﬁ

Start Menu
Taskbar

Drives, Folders, and Files
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Files and Folders

> A file is an item that

contains information—for

» A folder is a container

you can use to store files

Accessing Foiders and

» Method 1: through Start Menu

© Click on Start button -> programs and files box -> type ”

Explorer” (without quote)

Files

» Method 2: through My Computer

© Double Click on “My Computer” icon on the Desktop

the Windows Explorer screen will appear
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http:/windows.microsoft.com/en-us/windows7/working-with-files-and-folders

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
a menu will appear, choose
“New” - "Folder”

» Type the folder name

» Hit Enter
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Naming Conventiions

» 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, LPTS, LPT6, LPT7, LPT8, and LPT9.

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 5 : wi-
Group by » | @ Shortcut
“New” - file type Retresn ) Microso Office Aceess 207 Dataase
T & Avisynth Script

» Type the file name

> Hit Enter

SUN Checkout.
TortoiseSVN

XD DY

New

Properties

Creating a File (1)

» The most common way to 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.

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.

1
Open with PDF-XChange Viewer
Print
7-Zip 4
Edit with Notepad++
Scan 8 x 10 in.pdf
Select Left File for Compare
Open with »| %] PDF-XChange Viewer
Restore previous versions ™ SumatraPDF

5@ E

Send to L Choose default program...
Cut
Copy 16
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Changing the Name of a Fiie or Foider

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

» Enter the new name

> Hit Enter

SVN Checkout...
TortoiseSiH

Restore prev

Scan selected files with Avira
Sendto 3

Cut
Copy

Create shorou:
adifiedd o

Thai (Thailg Froperties

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.

Seiecting

1. To select a consecutive e
o

group of files or folders,

click the first item, press .

2. To select non-consecutive

b cgibin

files or folders, press and

hold down the Ctrl key, and

then click each item that you Want to select.

Copying and moving files and folders (1)
http://windows.microsoft.com/en-us/windows7/working-with-files-and-folders#section_5
» 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 % — -.1"‘.

20
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Copying and moving fiies and foiders (Zj

» 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

21

Deieting Foiders and Fiies

» 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

Recovering Folders and Files

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

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

M) & v Recyciebin
File Edt View Tcoli Help
Organize »  EmplytheRecycleBin  Restore thisitem
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Finding Files and Folders

1. Start Menu’s Search Box

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

(=3 e |
o % |] sl <]
Empty (0 KB)
. | Tiny (0 - 10 KB}

Small (10 - 100 KE)
Date modified Medium (100 KB -1 MB)
6/2/2013 110 Large 1 - 16 MB)
6/2/2013 11:0 Huge (16 - 128 ME)
Gigantic (>128 ME)
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iviore on Searching (2)

» kind: filters search based on category of files

[ 43| [ kind] % |

Calendar

Communication
Contact £
Document

E-mail

Feed

Folder

Game

Instant Message -
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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
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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.

28
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——

ile Compression (zip)

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 v Bluetooth ‘
ot 1, Compressed (zipped) folder

) Desktop (create shortcut)
Documents

EmE

Create shorteut Fax recipient

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.

Fiie Extraciion (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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