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MS - Window

New Folder sAmr:- Folder s & forw &1 window explorer &1 open &:d & | 39a a1 File
Menu # ST @= New option @1 Choose @=d & s9& a1s Folder # Click @ € ar New Folder
g St 2 | foraar =™ g9 Key board & Type &< 2 |

Folder &1 open &=AT:- f&d 1 Folder @1 open @x=1 & fog 89 Mouse @1 Left ae1 59
Folder = Double click @< 2| @ Folder = Right Button singal click @z Open @t Choose
%R € o1 g8 Folder open &1 Sirem ® |

Desktop 4 Folder s=m=r :- Desktop o =& Folder s @ forw Mouse &1 Right a1 Click
% New Option &1 choose @=d & fr Folder option @1 choose @z ¥ “\Desk Top U =
Folder a1 <mar 2|

Window @ Move &=+t :- 59 Window Item @1 57 Move s==m=msd € 1 $9 & Tital Bar
W Mouse & Pointer @1 & &= Drag @d 8¢ el =g o ST AP, 2 |

Window &1 smeR seaqn- o faedt Window s s \ghange &= 8iar & | S9 U8l
Restore Mode # &= =i €1 fk Side @ Line = MoUse™® Rointer &1 o St € | S19 Mouse @1
Pointer («») @ ST 8 Smar & | @ 99 Drag &3 gWindeW & 3R &1 &H AT SIT&T R ol
gl

Desktop u Folder s<r :- g0 f3tg Drive 9471 Folder @1 Desktop o #sm=r =mg smaam &
¥o1 Ahd 8 39 forg 89 39 DiiVe @rigpen = od ® s9& a1e Folder U left ae=1 single
click @ Right ge=1 click @=xa & 3Ry asf & send to desktop @ choose @=d = | @ ag folder
desktop o @t ST € |

Folder &1 fiemr - fazt & Folder @1 fiem @ forg Folder U left ae=1 single click &=

Mouse @1 Right sc4 click %= g ik ag8f & Delete option @1 choose @=d & [dr Folder fier
ST B |

Delete /3 K Folder &t garr @ :- it +ft Folder &9 fier <a € = file &1 fier <a
2 a8 ReeycleBin & g simar &1 @ 99 Folder @1 gawT o @ forw g7 Recycle bin @1 open
$(34 folder o = file U Right Button click @< restore @1 choose &=d & @I delete fawam ran
foldemg: recycle bin I MU= w9 WR Tl ST 7 |

Folder @ 3icy f&«l a9 package 43 work &1 ;- 519 & f&=fl Folder & sz work
FHAT B A 89 U 99 Folder &1 @rerd €1 g9 a1¢ Mouse @1 Right e click @= %
Package &I open &xd & | fo=aH &1 work &==T T 2 |

File a1 Folder @1 v Drive & ga¥ Drive # o1 :- a7 &x C:\ Drive # @1 File =
Folder a9 &1 aiR &+ E:\ Drive % wo=m =g ar 39 File @ Folder &7 select @ copy @R oid



21 39% 91 99 Drive @7 open &xd €| W&l g oM BIaT © 181R d8f emax paste a7 <d % |
99 copy far 3 File @1 ufaferfa 51 Drive # a1 Siram 21

Run :- g9a gRT 89 fasil +ft Package @1 Open @x \ad € wid 89 Run U Click &xa & o1
IAdT Uh Box Open grar g1 Rra# g9 39 Package @1 9™ <d € S0 Open &= 81 349
are Ok w Click #=a & ar ag Package g <irem 2|

Search :- f&t i File a1 Folder =1 @ & forw g9 s@ar Use oxa & | s forw Start
menu =R Click &= &1 R Search @1 Choose &= 2 |

ga9 ts Box omar ® 1 fora® w9 99 File ar Folder @wdam <oha/foma
Qo 81 | g9a are Search U Click #=d g1 &Y T 9™ & 4R File @ist <amg |

Shut Down :- 33T use & computer @1 4§ &= & foIT Ha g4

Desktop change &A1 :- Desktop change == @ fog@ed Mouse @1 Right se= Click
%R Properties @1 Choose @xd ® [v& Box open grar| furdd &%, desktop o click w=ar € ar
ugel & set faar ar Desktop show #RaT ® 3R 519 &H € §SoT BiaT § o $9a fore & o
f& T3 option @1 choose @xd & | sH& a1 apply @1 choosee=d g | dr f&ar = picture &
3R Desktop s&er Simam 2 |

Screen Seaver :- Screen Seaver gRTf<\aI Screen Seaver @1, Desktop U v fifeaa
|79 & a1 Display @&=1 9ad 2| s9@ foqMolse @1 Right ses Click @~ Properties @1
Choose @=a & | @@t | Screen Seaver. wx Click-@=ar | o1 va Box amar €1 398 9 uddIar

Screen seaver &1 Choose &x &G dafeRor oxd 21 ik Ok oxad 21y T 99 &
arR Screen Seaver Desk Top w e ST 2 |

Appearance:- Desk Top'\®&  @rell Area # Right Click @< Properties @& Appearance &I
Select @ & g9H @ option\grt & [wget arel & Theme Change @=a & iger aret & Colour
3R O arel & Fonb @t Size.

Setting:- Dest\op@yam 5= dTet Icon &1 &1 A1 BT &R |ad © | Setting # &1 =31 Scrool
%1 More”®¥ o= Icon ®IeT grar € | o Less =+ WR lcon 9<T & & |

Desktop 9, faifi package &1 sortcut swHr :- g 9 9w &1 Sortcut Desk top o
T |1 2 | 39 @i & 39 W Right Click &= g | 3k Send To Dest Top @1 Choose @<
2| st o w1 File @ Folder @1 Sortcut desk top @ 4 <imar 2 |

Desktop @ s Icon @1 1 Change &1 :- g9a forv g9 89 Icon ¥ Mouse @1 Right
ge Click =% Rename w Click &=xd €1 @ 89 lcon @ - & = w Curser 3 ST 2 |
g4 I ™ Change @<= grar & | Keyboard & Change &= oid 2|



Folder =1 Hide &%=r ;- g@a forw &9 39 Folder U Right click &= properties # <ma
g 18k Read only @&t &= hidden @1 Choose @~ & | forgd Choose fawam wram Folder su
ST 2 |

Hide f&3d 1t folder &1 garr @1 :- 4 Drive &1 Folder grar 8 agf sm &k &4 Tool
menu ¥ STa 2| 3R folder option @1 choose @=a 1 fx view # it show hide & hidden
folder @ click @=a 2 | foraw gur gan file & folder aru=y & Smam 2 |

Disk Cleanup:- Disk Cleanup @ use Drive &1 @rell &%= & fofw 811 2 | 3o ferg, &q ugat
Start @R Click ®% All Program @1 Choose @=a & | fhv Accessories # &1 ®3(System,Tool @1
Select @ €| System Tool # Disk Cleanup &m | 9 Choose &+ B TdBox 3rmar € |
fSrad Drive &1 9™ 2rar 2 (81 9 fedl +f Drive % ST Sad g1 Ok &z wvgarT Select fowan
rar Drive( Clean)@mell 89 & raT £ |

Time &I Set &<AT :- Time Set &=+ & forw Desk Top @.Right Side & wex1 =1 Time w
Click @z | & Box amar 2 (fsra# Date dem Time @1 Set ax Ok axd 2 |

System Restore:- 7 AR Computer # TRRg w1 slge! € o &r 3w Computer #
System Restore @1 SuarT &% Computer &1 SHCTRIH & STa € (o9 gar Computer # I8
| T8l ot | g9a forg Start § i @ All Program .= 21 ik Accessories @ Select
o7 2| Accessories # System Tool # << SystemRestore = Click @=a €| o Box amam
2 | Restore My Computer to an earlier Time %% Redio Button @1 Click @z Next w= Click &=d
21 I8l 9 39 98 1 Select axq-2y, w19 g Computer # Fa®m w81 o | iR Next w®
Click @< 2| garr Computer Restore &M, @ rar £ |

Calculatore @ wrar & &wr = Computer &F Calculator @t +ff gfdem <t 1
Calculatore @1 Screen, @ =i, @aferv &1 e ygat Start w Click #=a €1 @ik Accessories
# o &1 Accessories # o ax Calculatore ux Click @~ &1 Calculatore &1 Window \ma= a1
ST 8 1 R gHR, 9 G fhamd B Fahd |

Screen W keyboard @I «mm — Keyboard & wr@ & WM W ¥ Mouse &

Keyboard @ &raf\a! &1 Fad & | s9& fog g9 Start w Click &= g 13k fie Accessoies #

ST &3, Aceessibility # ST g1 a8 & On-screen Keyboard @1 o @i & | Keyboard @& Sir Ua

gVindow gANyScreen R 3mar € | st g9 ot Keyboard @ AR &l & Mouse & &1 b
|



