BG4l QAR YR @GN, YNNI, B4
Odisha State Open University, Sambalpur, Odisha

e Established by an Act of Government of Odisha.

DIPLOMA IN WEB DESIGN

DWD-01
Operating SystemBasics

Block

01

Windows Operating System

Unit -1
Wind owsPart-|

Unit -2
Wind owsPart-II




3046l AR 78 @IV, AAIQ, B4
e<—  Odisha State Open University, Sambalpur, Odisha

mmm=m= Established by an Act of Government of Odisha.

!, EXPERTOMMITTEE -

Dr. P.KBehera (Chairman)
Reader irComputer Sciere
Utkal Unversty

Dr JRMohanty (Member)
ProfAnd HOD

KIIT Uiversty Dr.

R N.Behera (Member)

Sanior TechnicalDirector

NIC, ,Bubaneswar Dr.

R N.Behera (Member)

Sanior TechnicalDirector

NIC, ,Bubaneswar

Sh Malaya Kumar Das (Member)
SéentistcE

NIC, Biubaneswar

Dr. Bhagirathi Nayak (Member)
Prdfessor And Head (IT &System)
Si Si University
Dr.ManoranjanPradhan (Member)
Prdfessor And Head

GLT.A

Mr. V.SSandilya (Gonvener)
Caosutant I.T
OdshaStateOpen Uriversty, Sambalpur, Odida

—!l DIPLOMAN WEB DESIGN -




]
Unit -1

Windows Part -1
L

L earning objectives
Afterthe Completion othis unityou should beble toknow

1) Typesof OS

2) Operating System administation

3) Windows oprating system

4) Components oDesktop

5) Common Oprating Systems & theirtypes.
6) Administrations of OS

7) Folderor Directory Management.

8) File management

Structure

1.1 Introduction

1.2 Software and its Types

1.3 Operating System Concept

1.4 Function of Operating System

1.5 Classification of Operating System
1.6 Operating System benefits

1.7 Introduction to Windows OS

1.8 Common Operating Systems in Market
1.9 Operating System administration
1.10 My Compugr

1.11 Recycle Bin

1.12 Desktop

1.13 Drives

1.14 Howto aeate adirectory/folder

1.15 Howto change (Rename)to a drectory/folder
1.16Cresating afile in adirectory/folder
1.17Makethefile read only
1.18Makethefile hidden

1.19Editingafile in a drectory/folder
1.20Renamingafile in a directory/folder
1.21How to deleteafile in a dredory/folder
1.22L et us sum up

1.23Key words

1.24References

1.25Ched your progress - possibleanswers



1.1 Introduction

A compuer system performs all its work with the help of two essential
resources namely hardware, software.

In order to complete any task or job and to produce meaningful output, both

hardware and software are required. | f hard
syd e m, software is its O&ésoul 6. A computer sy
only if its hardware and software work in proper coordination.

The common hardware resources are input/output devices, memory, storage
device, CPU etc. The operating system acis msnager of the above hardware
resources and allocates them to specific programs and users.

For example when we buy a blank CD, it is only hardware and if we want to

watch a particular movie or listen to a particular song then we have to upload

the CD wih that movie or that song. The movie or song that is uploaded on the

blank CD is a program/software. Similarly if we want to edit the photographs

on a computer system we need to upload O0Ad
software meant for photograph editingtbe computer system.

1.2 Software and its Types

Software is a set of sequenced instructions written in a programming language
understood by the computer to solve a specific problem and perform basic
functions. It is the software that not only contratgegrates and manages the
hardware components of a computer system but also accomplishes specific
tasks. It is the software that tells the computer what to do and how to do it.
Software makes it possible for users to easily use the computer system.
Therefore, the usability and efficiency of a computer system depends on its
software.

The software is generally classified into two categories:

1. Application Software

2. System Software

. Application sdtware: - An gpplicaion software is acompuer program
designed to perform a group of coordinated functions, tasks, or adivities for
the benefit of the user. Examples of an applicaion software includeMS Word,
MS Excd.

. System Software: - System Softwards designed to manage the system
resources and it also provides a platform for Application Software toThen.
System Software creates an interface between the hardware of tiva sysl
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the user. It makes the systems understand, the command entered by the user. It
also acts as an interface between Application Software and hardware. Example
of System Software includes Operating System like Windows, Linux and
software of printers,canners, Interpreters, Compilers and Assemblers, Linkers
and Loaders, System Utilities etc.

System Software

Application Software

A4 A Y v
Operatin Language P General
g:mmg R Utilities Purpose

(Types of Software)

Tailor/
Customised

1.3 Operating SystenConcept

An operating system is the system software that manages and controls the
activities of the computer. Openagj System makes a computer system user

friendly. It becomes easier for the user to communicate. It is the most important
program that runs on a computer system and execution of all other programs

depends on it. It is a set of integrated programs that \egpsr overall

functioning of the computer system by controlling the resources such as CPU,

memory, inputoutput devices and overall flow of information within the

system. It provides an interface between machine and its users.

Operating

first

ayer

t hat i s

S y sre stongdl Sn the mentpny afroempuder. It is the
of software

oaded

starts up. All other programs are uploaded after it. In addition to this, operating

system also ensures that different programs bexeguted at the same time do

not interfere with each other. Examples of operating system are: DOS (Disk

Operating System), Windows 8, UNIX, LINUX etc.
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An Operating systemis basicaly an
intermediary agent between the user

Human users

and thecomputr hardvare. ﬁ

Vv

Vv

(Users and Processes access the Computerds

Manages the compuerd s

Application software

resoures. ﬁ

It @resaurce dlocdor. Operation syetom
It is aso used to control @

programs to prevent errors and

impromr Compubr use. Other system software

It is interrupt driven. ﬁ

Hardware

System)

1.4 Function of Operating System

The primary objective of operating system is to make computer system
convenient to use and the secondary objective is to use computer hardware in an
efficient manner. The functioning of different operating systems véres

each other, but generally there are some common types of functions performed
by all operating systems. The main functions usually performed by most of the
operating systems are as follows:

1.
2.

It boots the computer

User interface it provide user interfze i.e. command line, graphical
user interface (GUI)

Process Management: Creation, detection, deletion, Suspension,
resumption of processes and handling of errors

Storage managementKeeping track of memory parts currently in use,
Allocates and dallocaes memory space as when needed by programs
while their execution

Resource managementManaging the various peripheral devices e.g.
mouse, keyboard

. Data management:Keep a track of the data on the storage devices. It

the operating system that only knows wenthe data is stored on the disk
and makes it available to application programs.

. System managementManage the basic working of a computer system

thereby making it even more efficient. Operating Systems performs the
following functions under System managent:
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Security Management
Command Interpretation
Job Accounting

Overall System Performance
Maintain Usage Records

® Q0o

1.5=CIassf|ication of Operating_; System/ Types of @erating_] System

Operating system can be classified into various types on the basigecdlse
criteria, viz. number of simultaneously active programs, number of users
working simultaneously, number of processors in the computer system, etc.
There are several types of operating systems:

Batch Processing Operating System

Single User OperatingyStem

Multi-user Operating System

Multi-Tasking Operating System

Multi-Processing Operating System

Multi-Threading Operating System

Real Time Operating System

Embedded Operating System

Distributed Operating System

© 0N Ohr®DdPRE

1. Batch Processing Operating SysteniThese operating systems were used to
execute various tasks and requests in batches. Similar data and programs were
first collected and bundled by the operator and then executed together. All the
collected tasks to be processed were first placed in a quesenua priority

basis and their execution takes place. These operating systems were particularly
suitable for processing large amount of similar data needing similar processing.
Payroll and billing systems are the examples where such kind of operating
systemis required.

2. Single User Operating SysteniThis is the simplest operating system and is
used on computer systems which are meant to be used by a single user at a
given point of time. They are generally used for personal computers and hand
held devicedike mobile. They may be single tasking or multitasking operating
system. DOS, Windows 7, Windows Vista etc. are examples of single user
operating system.
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3. Multi-user Operating System:This an operating system on which many
users can work simultanesly. This is generally used on a network of
computers and allows users to share the same resources, data and application
programs. It allows all the users to communicate with each other. Some multi
user operating systems support even hundreds and theusfansers at a time

to use computer resources. This requires fairly large amount of RAM and each
computer runs so fast that the user feels that he is the only user of the computer.
Examples of multi user operating system are UNIX, Linux and Solaris etc.

4. Multi-Tasking Operating System:It refers to an operating system that

allows computer system to work on multiple tasks or jobs at the same time by

dividing the processorodéos time between differ
most of the hardware opéiragy most of the possible time, so that one can best

use the available hardware devices in a given period of time. In this kind of

operating system, the processor is switched between two or more programs at a

time. For example, the user can work on a wawdument and at the same time

have an internet session and do some calculations in excel. These operating

systems run on a single CPU. Examples of ntakking operating system

include Windowbés 7, windowéigereti st a, Appl e Mact

5. Multi-Processing Operating SystemThese operating systems are capable

to run on a computer system having more than one processor (CPU). They work
on parallel processing technology where two or more programs can run

simultaneously. The processing speed ohsaic operating system is very fast

so as to handle the execution of different processes of same program or
independent programs on different processors.

6. Multi-Threading Operating System: Threads are the small parts of a
program and are generally refarto as the simplest units of a process. In a
multi-threading operating system different parts of the same program called
threads run simultaneously in a particular sequence at a very high speed. The
programmer should design the program very carefullyaitid cautious such

that all the threads can run at the same time without interfering with each other.

7. Real Time Operating System:Real time operating systems are those
systems that respond instantaneously to the input. The response time is
predetermied at the time of designing the operating system and the time taken
to respond is just a fraction of a second. They are basically used to control
complex systems that require a lot of processing such as machinery and
industrial systems. Such operating syss are embedded systems in devices
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and applications requiring critical time reaction for example air traffic control,
railway reservation, telecommunications and robotic functions etc.

8. Embedded Operating SystemThe operating used on mobile devices and
consumer electronics items is called embedded operating system. They are
stored on the ROM chip of the device. They are designed to operate on small
machines like AxConditioners, washing machines, miswvaves etc. They are
compact in size, very efficiemn handling routine work with a limited number

of resources. The examples of embedded operating system include iPhone
operating system, Android, Windows mobile, Symbian Operating system etc.

9. Distributed Operating System:A distributed operating systeis one which
appears as a centralized operating system for a single machine to its user but it
runs on multiple independent computers. The user views the system as a virtual
uniprocessor and not as a collection of distinct machines. In this kind ofnsyste
processing is carried out independently at more than one location, but with
shared and controlled access to common facilities. In this operating system,
software and data may be distributed around the system, programs and files may

be stored on differé¢rstorage devices which are located in different geographic
locations and may be accessed from different computer terminals.

1.6 Operating_] Sysem benefits

V Simplifies hadware control forapplicaions
V Enforcer of shaing, fairness and security with the goa of better overall
performance of the system
V Provides abstad resoures such as Sakets and Inter-process
communcation
V  Reduces dumps in security
V  Enables users to use its own computer without any knowledge of coding.

.|
1.7 Introduction to Windows OS

Microsdt window is a graphica interface operating system dveloped by
Microsdt Corporation on 20" November 1985. It is single user multitasking
operating system. Windows is the area on the screen having the border on all
four sides,to perform a specific work. It exeautesone compugr program within
one window. Therefore, several Programscan be exeauted at the same time, each
in its own window. The windowcan be sized and moveto any part of the screen.
Actually Windowsare redangular portion of thesaeen.
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Versions of M S-Windows Operating Systems for PCs

There are numerous version of NS and Windows operating systems designed for personal
computers (PCs). The versions are as follows

MS-DOS - Microsoft Disk Operating System (1981)
Windows 1.0¢ 2.0(19851992)

Windows 3.0i 3.1 (19901994)

Windows 95 (August 1995)

Windows 98 (June 1998)

Windows ME- Millennium Edition (September 2000)
Windows NT 31- 4.0 (19931996)

Windows 2000 (February 2000)

Windows XP (October 2001)

10 Windows Vista (November 2006)

11.Windows 7 (October, 2009)

12.Windows 8 (2012)

13.Windows 10 (2015)

©CoeNOhr~WDPR

Every version has its own several Editions.

The most recent ones include Windows 10 (released in 2015), Windows 8 (2012),
Windows 7 (2009), Windows Vista (2007), and Windows XP (2001).

Windows within Windows. A Window refers to a rectangular area of the
screen, within which you may view program folders and files, or disphy file
contentssuch as documents, spreadshests, and graphic images. A window can
occupy part of the screen, can be maximized to fill the entire screen, or can be
minimized so that it is no longer visible but emains adive and is esasily
reassessed.

Parts of Windows

The following are just someof the terms usedto describe the Windows asktop
you are likely to run into. Most are indicated in the diagram below the list:

\' Desktop refers to the badkground of your screen on which the various
programs run. Think of your compuer screen as your electronic desk.

\) Icons are those small pictures on the desktop and inside folders that
represent vaiious pograms and sometiss fdders.
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\ Folders are containers that can contain icons, programs, data or other
folders (subfolders). The default folder icon looks like a Manila file
folder.

\ Title bar refersto the bar at the top of an open window that will tell you
what the folder/window is (the title) and contains the minimize,
maximize and close buttons. You can aso use the title bar to movea
window around.

\ Cursor is the graphic which indicaes where the mouseis and what sort
of action it is performing. The cursor will change from thedefault arrow to
various shams acording to the purpose it is srving at the time. For
instance, it may form an I-beam shape wbn you are selecting text in a
document or a doublke-arrow when you are resizing awindow.

\' Task bar refers to the bar usualy at the bottomof your Windows sreen (it
can be moved)with the Stat Button on the left and the clock on theright.
\' The Scroll Bar appeas when there is more information in the window

than can be displayed. This is usualy a vertica scroll bar, but a
horizontal scroll bar may display if the width of the window is too
narrow.

\' The AddressBar alows you to navigate up and down a series of windows
by doubleclicking on a folder. The folder with the Back/Fwd. Buttonsin

Windows 7 would alow you to return to the peviousfolder.

Working with Windows

Letd stat by identifying the various comporents of a typical
window, and how tley are used.

Restore J
Title bar Menu bar Minimise maximise

= oot R ceee
>
»
' Search | Fodes
! - =y — ‘I -~
/“ 5 ‘e.;' ,::T) 5. w Vertical
Accos= tr Add on chd o d oty A tbomebc
Cotins Ry Tocks Updates 1 zﬁiou
i = 7 A
% ~ T 4 J
a0 Date avd Tarm  Cisplay ol e F
Admirsteskoe
—N »
= [l € & &=
e Intel#]) @9, et S Keybosrd
rercless Drreey nHo
Scroll
g > - o —
T = = e &> S0 arraw
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Title bar

Thetop line of thewindow iscdled theTitle bar, and displays the
name of the correspondingprogram or folder. You can move an open
window to a different part of the screen by draggingits title bar. If more
thanonewindow is open on the screen, thenclicking on the title bar (or
insidethe window) will makea window adive - which is indicated by a
darkened title bar.

There are three control buttonsat the right end of thetitle bar, which are
adivatedby clicking onthem:

10.Minimize (ontheleft) kegps your program open, but reduces it to
aredangularicon on the tasklar.

11.Restore / maximize (in the middle) reduces the size of a full-
screen window, or maximizes awindow thet is notfull-screen.

12.Close(on theright) closes thewindow or program.

1.8 Common Operating Systems in Market
________________________________________________________________________________________________________|]

Originally the operating system was creded by each compaly that
manudadured a processor and motherboard. So eat operating system
was proprietary, that is, unique to eath mandiadurer. Probkem:
changing to a new computr meant your software had to be replaced!
Not good maketing. So thee was pressure early on to standardize
things so that software could be transferred to the new (and of course
better!) compuer. This required mae standrdization in opeating
systams.

The winner in the PC maket wasMS-DOS,

Microsdt's Disk Operating Sysem, and its twin at IBM,
PCG-DOS, dso written by Microsdt. Now it's hard to recdl those
days when each compuer had its own unique operating system.
More on DOS Comnands

Windows 95andWindows 98are adua operating
* systems on their own. The previous versions of
Windows use DOS as the operating system and adding a
graphica user interface which will do multitaskirg. But with
Windows95 Microsdt released an operating system thatcan take
advantage of the 32-bit processors.
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! | Windows Me (Windows Millennium Edition) isan
"1:%;, upgrade of Windows 98, release date Sept. 14, 2000.
- The systemresoures required for this operating system
are sgnificantly higher than pevious \ersions of Windows.

s Windows NT (the NT apparently came from New
-:?ﬁ Technology) is an operating systemfor client-server
T * type networks. The latest version of NT has a user
interface that is practicdly identicd to Windows 95. Since
WindowsNT is designed for the higher demands of networks, it
has higher demands itslf for disk spae and menory.

'__~__ Windows 2000is an upgrade of WindowsNT rather
] ‘\E than ofWindows 98.

Windows 2000 Professional is the Windows
operating system for businessdesktop and laptop systems.lIt is
usedto run software applicaions, conred to interret and intranet
sites, and accessfiles, printers, and network resources. Built on
Windows NT@ technology and the easy-to-use, familiar
Windows@ 98 user interface, Widows 2000 Prdfessioral gives
busiress uses inaeased flexibil ity.

Windows XP is an upgrade to Windows 2000. It
f'& comesin two versions- Home and Professioral.
Ejf / The Prdessiordl version containsall the features
~"- of the Home version plus more busiress features,

like networking and security feaures.
Windows XP, an operating system introduced in 2001 from
Microsdt OMindows family of operating Systems, the previous
version of Windows being Windows Me. Microsoft cdled the
release its mo s im@ortant product  since Windows 95. Along
with a redesigned look and feel to the userinterface the new
operating systemis built 01). The Windows 2000 kernel, giving
the user a more stalle and reliable environment than previous
versionsof Windows. Windows XP comesin two version, home
and Prdessioral. The company has focusedon mobility for both
editions, including plug and play features for conreding. To
wirelessnetworks The operating system also utilizes IEEE

802.11 xwireless gaurity standard.
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Windows CE is for small devices like pamtop and
handheld compugrs. Lite versions of a number of
major applicaions are avail able torun on thesedevices.
You can link your small compugr to a regular one to
synchronizedocumentsand chta.

T

The Apple Macintosh is a multitasking operating

", systemthatwas thefirst graphical interface to achieve
Mac 08 commercial success. The Mac was an immediate
sucess in the areas of graphics production, and still
commands the lion's share of that market. Apple madea major
marketing error when they dedded to ke ther hardware and
software under tight control rather than licensing otheas to
produce compatible devices and programs. While the Apple
products were of high quality, they were aways more expensive
than compagble products that were compatiblewith Microsdt's
DOS operating system.Apple's share of the compuer market has
dropped to an estimatd 2.4% worldwide and 3.48% of the US
maket (MadVorld July 3, 20Q). This is an example of how a
nea lock on a maket can be lost in a twinkling. Mac OS X,
Version 10.2 (Jaguar) is the current version. SinceJanuary 2002,
al new Mac compuers useMac OS X.

e % IBM's 32-bit operating systemis OS/2. This is a
52 : -
w popular system ©r busiresses with complex
| compugr systemsfrom IBM. It is powerful and has a
nice graphicd interface. Programs written for DOS
and Windowscan also run on this system.This system has never
really caught onfor PCs.

UNIX is an operating systemdevelopedby Bell Labs
(W24l to handle complex scientific applicaions. University
networks are likely to use UNIX, as are Intemet
Service Providers. A lot of people have experience
with UNIX from their college work. Many computr old-timers
love UNIX and its command line interface But al those
commandsare not easy to rememtler for newcomers. X-Windows
is a graphical interface for UNIX thatsomethink is even essierto
work with thanWindows98.Unix was created in the late 1960s,
in an effort to provide a multi-use, multitasking systemfor use
by programmers. The philosophy behind the design of UNIX was
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to provide simple, yet powerful utilities that could be pieced

together in a flexible manrer to perform a wide variety of tasks.

The UNIX operating system comprisesof threeparts: The kerndl,
the standrd utility programs and theystemconfiguration files.

. Linux is an operating systemsimilar to UNIX that
Lln_‘}}f& is beaming more and more popula. (And it has
~ the cutest logo!). It is an open-source program
created by Linus Torvalds at the University of
Finland, stating in 1991. Opn souce means that the
underlying computer code is fredy avallable to everyone.
Programmers can work directly with the code and add feaures.
They can sell their customied version of Linux, as long as the
soure codeis still open to othes. Youcan find mae info atthe
Linux homesite. Linux is a fredy distributed UNIX operating
system for the Intel architecure. Linux has al of the utilities to
provide printer service, ftp service, network file service, web
page service mail srvice and Internet service to a host of
compugrs. The current version ofLinux is Red Hat Linux 7.0.
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__________________________________________________________________________________________________________________|
1.90perating Sysem Administration
________________________________________________________________________________________________________|]

System administretion is the field of work in which someone marmges
one or more systenms, be they software, hardware, servers or
workstations.Its goal is ensuing the systemsare running efficiently and
effectively.

A systemadministrator, or sysadmin, is a persn who is esponsible
for the upkeep, configuration, and reliable operation of computr
systems especially multi-usercompuiers, sich as servers.

The system administrator seeks to ensure that
the uptime, performance, resoures, and security of the compugrs he or
she nanages meet theneeds of theuse's, without excealing the budget.

Administrator's responsbilities

A systemadministiator's responsibilitiestypicaly include:

¢ Morning cheds of systems/softvare.
Performing badkupsof data.
Applying operating system updags, andconfiguration changes.
Installing and configuring new hardware/software.
Adding/deleting/creding/modfying user accountinformation,
resetting passwads, dc.
Answering technica queries.
Responsible fosecurity.
Responsible fodocumenting the configuration of the system.
Troubleshootingny reported poblems.
System @rformancetuning.
Kegping the network up and running.

OO 0O 0O 0O

O 0O 0O O O O

Access Hements

U Logon information i User nameand passwad.

U Groups i A method for grouping individual uses. You can
manaje uses more eaily by assgning themto groups. If you
create groups,you can apply arole to the group, and this role is
inherited by al the ugrsin thegroup.

U0 Roles T A defined collection of privileges. Roles are a
colledion of defined privileges that control individual user or
group access to pdicularobjects.

U Privileges T A particular right correspondng to a set of
operations or methods ona class ofobjects.
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U Permissions i The combiretion of the role plus useror group

nameassgned to a obgd.

1.10 My Computer

Windows 98 Windows XP Windows 7 Windows 8 Windows 10

My Computer is a sedion of Microsoft Windowsfirst found in
Windows 95 and included with all later versions that alows you to
explore and managethe contentsof your computer drives The picture to
the iight shows examples of he My Compugr icon in Microsdt
Windows XP, Vistaand Windows 7, as wdl as the "This PC" iconin
Windows 8 and in Windows 10. Although the name has changed, "This
PC" still has the same functiondity as "My Compug”. In all
versionsof Windows, pressingWindows key + E opens My Compugr

(Explorer).

Or

1. Get to the WindowsDesktop and open Stat Menu, or
navigateto theStat Screen if you are usingWindows 8.

2. In earlier versionsof Windows,after clicking Start, select My
Computer. Or, on the Desktop, doubk-click the My
Compugr icon. In Windows Vistaand Windows 7, elect
Computer from the Stat menu.In Windows8 and Windows

10, select This PC from the Windows Files Explorer.

RT=TES

Eile Edit Wigw

Favorike ”l

4=EBack -~ =» -~ [z | >

Address IE', My Camputer ;I |"E‘J">GD

= = =

314 Floppy  Local Disk [WE=TEN)
=] 1”0 Wolure (D)
[ (=T Zaompack Zonkrol
Yolume (E:) Disc (F:) Panel
|E|- cljmetls) [ :[Q_} LI
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Thefollowing images $how examples of theMy Compugr option in both
new and old \ersions of Windows.

[ R
Fle Edt View Favorkes Took Help o
& f*=2]
« &I ) Search Folders | | 1]~
Address I ¥ My Computer :] ﬁ Go
Files Stored on This Computer
System Tasks 2
J) View system information | Shared Documents J John's Documents
L) Add or remove programs )
B Change a setting
Hard Disk Drives
Other Places 2
&J My Network Places V tocloER () \ﬂ Locel Dek(F2)
L My Documents
) Shared Documents Devices with Removable Storage
B Control Panel
'/) DVD-RAM Drive (D:) 3 ) coorve )
Details A $ L
My Computer
System Folder
1.11 RecycleBin
= — -
- Empty Recycle Bin

Full Recycle Bin

Most Windows environments have a Recycle Bindicon on their
desktop.Thisis a placewhere old files no longer needed can be thrown
away. Itemsin this repaository are not permanently lost; the recycle bin is
merely a place to put old files before they are permarently deleted. Here
aretwo methodsdr deleting old files (sending them to therecycle bin).

1. Click on the conand hold thébutton down, this will sett
thefile or program tobe moved.

2. Usingthe mous, dragtheitem until it overlays the (Recycle
Bi no.
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3. When the®Recycle Bi nodn beaomeshighlighted, release the
button on the mowes

4. Thefile will now bein the Recycle Binb .

OR

1. Right-click onan item; this will open adrop-down menu.

2. Dragthecursorover Meletedand then click.

3. Theitem will now bein thedRecycle Bind Although the
items ae now in the Rcycle Bin, they are not permarently
lost. Theyare merely stored forthe moment.

In order to empty your Recycle Bin, you nmust do theollowing:

1. Double-click on the6 Bcycle Bi nodn. This will open up a
Recycle Bin window and showyou all the files that havdeen
placed here.
In the top menbar, clickond&iled, t hi dropoge ns a
Select OtERepycle Bi andclick.
TheRecycle Bin is nowempty. Renember that once this is
dore, files arepermanently lostand are not recoverable unless
you have somespecial recovery software. Butdandt  gete t i t
thatfar as theprocedureis notalways siccessful.If you
discower that thereis afilein theRecycle Bin thatyou want to
kee after dl and thenperform thefollowing:
1. Doubleclick on theRecycle Bi nicdn, this oens therecycle
bin window.
2. Right-click on the itento beremvered, this ogns adrop
menu.
3. Select andclick Reéstored , t heplacethefild td its r
original location.

Hwn

_________________________________________________________________________________________________________________|
1.12 Desktop

The Desktop gives you access to everything you neel in
Windows XP. It occupies the entire screen, and unlike a window, it cand
be reduced in size. The desktop consistsof a coloured or patterned
badkground, containhg small pictures cdled Icons that represent
programs or data stores. Double-clicking on an icon opens the
correspondng program or file insideawindow.
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Open STy REMiRY
window

om0 vt X 9 @-
= E % Jme mpertent butions
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A s gt S b i, P o, ] ol

Program
icons |

Desktop -
background W
s ——

Exionm e P

Start
button

loon for open feon for minmised
window window

The icons that are visible on your desktop depend on choices madeat
instal ation; you will usualy see iconsfor

x My Computer (the gateway to your computerés drives, or data
storage areas)

x Recycle Bin (atempaary fitrashcen dhatholdsfiles you want to
delete)

x The Taskbar lies acdossthe bottom edge of your screen. The
Stat buttonon the left providesaccessto al the programs, data
files, and other features avail able on your computer. When you
open a program or file, a correspondng rectangular icon will be
displayed on your takbar - even if the program has been
minimized and is no longer visible on your screen. To accessthat
program, you just ned to click its icon on theaskba!

T My Corgadnr # Corvrol Parel

x In this example, two windows are open; the Control Panel
window (which is slightly darker in colour) is curently adive.

x The Start menu : When you click on the Stat button, a set of
menuoptionsis displayed. The contentswill vary depending on
your compuer setup and most frequently accessed programs. If
you click on the All Programs option, youbl Isee a list of al the
programsinstalled on your compuer i even thosethatd o rhévé
icons on thedesktop.

x  Press thg ESC] (escape) key to close the renu.
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Check your progressl

Q.1What are the system administratorespasibiliti es?

A.

Q.2.Whatarethe parts oWWindows?
A.

Q.3.Whatarethetypes of Operating System?

A.

Q.4.What is therole ofregycle bin?
A
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Windows 7 Desktop

Default Windows 7 Desktop

IDesktop Icons
nd Shortcuts

are hidden by the
icon in the yellow

_Items "Pinned" to the task bar, repl
"Quick Launch" in windows xp

Q-
@ ZoomText 9.1
M MAGic

@ Internet Explorer »

® Mozilla Firefox >

Personal tolders for active user

Programs above menu
separator that we pinned
{yours may vary)

Computer
Talking Typer

All Programs

I All Programs submenu

Search box
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Uponclicking on sert button wecome &ross the followingcomponers

1.13Drives

A drive is amedium tfat is capable of storing and reading information
that is noteasily removed likea disk. The picture is an example of
different drives listed in Mirosdt Windows My Compuer.

,_ MMy Commpuber —_ II:II HI
Eil= Edik AT =1h] Fa~orike }}lﬁ
= Back - = - | >

Oddress E. rw Cormpuaber ""'I 1=

=S Floppw Local Disk =g

D= 0 Yalame (O
M= Compack —onkrol
Yalume (EDD Crisc (F: 0 Farn=l
IE- el Pl bal i i :[2 bl L =

In theexample shown on this pge, drive A: is thefloppy drive, C: is
the rard disk dive, D: and E: partitions of the hard drive, and F: is
the D-ROM drive. Typicdly the CD-ROM drive is thelast driveso
in most sitations the terd driveis theC: drive and a CD-ROM or
otherdisc dive is theD: drive.

Below are someexamples of diferent drivesyou could havein a

computr or that may be accessibleby the computer.
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Thetypes of computr drive are.

Bernoulli drive
Discdrives:Blu-ray, CD-R, CD-ROM, CD-RW, and DVD.
Floppy disk drive

Hard drive

Local drive

LS120 dive aka SuperDisk
Network drive

RAM disk

. SSD

10. Tapedrive

11.Virtud drive

12.Zip drive

©CoNoh,rwhE

Check your progress2

Q.1What are thecomponents of Windows 7 &ktop?
A.

Q.2What are the various dves thatwe have studied?

A.

1.14 How to create a diredory/folder

13.Open My Computr or WindowsExplorer

14.Open thedrive or folder in which you'd like to create thenew
folder; for example, the C: driwe. If you do notwant to create
afolderin theroot dredory, browseto thelocation of your
choosirg.

15.0n themenu lar, select File and thenFolder. You can also
right-click with your mouseon ablank portion of thefolder,
click iNewo and then fiFolderd, as shown in the image
below.

Note: If you do not se¢he menu lar at thetop of Windows
Explorer, press theAlt key and it should leamevisible.
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L Folder
A Shofcut

Bmep image

54 Contact

Miceescl Woed Document

| Jowenal Document

Macrosoft Office Access Apphcaton
Micscactt PowerPomt Presentation
4 Micsesoft Office Publisher Document
AtfTeaceTool Teace Settings File
Test Document

Macscsoft Excel Worksheet
Comgressed (vpped) Folder
Boefcase

1. Navigateto theWindowsDesktop.

2. Right-click with your mouseon any blank pation of the
Desktop.

3. In themenu thatappears (like that shown in theicture to the
right), click iNewo and then fiFoldero.

4. A new folder will appear. Type the name of thefolder you
want to useand then pess Ente.

1.15How to change(Rename) to a directory/folder

If you dedde to change the name of the file or folder, you can quickly
rename itby either of thefollowing two methods:

Method 1:
To renameafile or folder through file menu

16.In awindow, ®lect thefile want to rename.

17.0n thefile menu,click Rename

18. Typethe new name,and then pess engr.
To renameafile or folder through file menu

Renaming Files and Folders There are a number of ways to
renamefiles and folders. You can rename by using the FILE menu,left
mouse buttonor right mousebutton.
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Method 1 - Using theFILE Menu
1. Select thefile or folder you wish to ename;
2. Click on theFILE menu and slect RENAME;
3. Typein thenew name.

NOTE: If you are renaming a file you mustkeep the samefile extension
(e.g. i.doc Yas it had, or the file will no longerbe assocated with the
program thet creaed it;

4. To findize the renaming operation press enter or click away
from therectangle that surounds thdile or folder name.

Method 21 Usingthe Right MouseButton

1. Select thefile or folder you wish to ename;
2. Click theright mousebutton while still ponting to thefile;
3. Select RENAME from theshortut menu;

4. Typein thenew name (if renaming afile, remember to
include thefile extension(e.g. i.doco)

5. To findize the renaming operation press enter or click away
from therectangle that surounds thdile or folder name.

Method 31 Usingthe L eft Mouse Buton

Select thefile or folder you wish to ename;

1. Wait amoment thenclick again (notin quick suaessionlike a
doubleclick).

2. A surourding rectangle will appear aroundthe name;

3. Typein thenew name (if renaming afile, rememberto include the
file extension(e.g. A.doco)

4. To finalize the renaming operation press enter or click away
from therectangle that surounds thdile or folder name

Odisha Sate pen University Page 19



1.16 Creating afile in a directory/folder

1. First openNotepad. Youcan pressWindows + R andtypein
"notead" or you can find it in your desktop or sart menu.

2. Click in Note@d's windbw and press Enér.

Click file and Save As.

4. Forthe'save as box, Choseyour particular folder in drop
downcombo boxthen glect Text docunent (.txt)

5. Write yourfil€'s name inthefile name b.

6. PressSave.

w

1.17 Makeafile read only

A read-only file is protected from acddentl deletion and changes to its

content.
Method -1

1. Right-click thefile thatyou want to set taead-only, and then
2. Click Progerties.

3. Click theGenerd tab, séed theRead-only check box, and then
4. Click OK.

If you nead to make changes to thefile later, you can turn off the read-

only setting by cleaing the Read-only check box.
Method -2

1. Open file thatyou want to set to read-only. (MS-word 2007 or
MS-Excd efc...)

{ Ca
2. Click the Microsdt Office Button “** , and then

click Save or Save As if you have previoudy saved the daument.

Click Tools.

Click Genera Options.

Click the Read-only recommended check bax.

Click OK.

Save the d@ument. Youmight need to sve it as anotherfile
nameif you have aready named thedocument.

Noohkow

Removeread only
1. Open theread-only file. (MS-word 2007 oM S-Excd efc..)

Odisha Sate pen University
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N

Nookow

Click the Microsdt Office Button o , and then

click Save or Save As if you have previoudy saved the daument.
Click Tools.

Click Genera Options.

Clear theRead-only recommended check box.

Click OK.

Save the d@ument. Youmight need to swve it as anotherfile
name if you have aready named thedocument.

1.18Makethefile hidden

A hidden folder (sonmetimeshidden directory) or hidden file is a folder
or file which file system utilities do not display by default when
showing a directory listing.

Hide a File or Folder on Windows Method-1

ok wNPE

Select thefiles orfolders youwant to hide.

Right-click and chooseProperties.

Click the General tab.

Click thechedkbox next to Hidden in theAttributes setion.
Click Apply.

Click ok

Method-2

To hide &file or folder on Windows, ogn aWindows Explorer or File
Explorer window and locate thefile or folder you want to hide. Rght-
click it and select Properties
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b U=

Test

7 Favorites
Bl Desktop
& Downloads
2] Recent places
& RecycleBin
L Google Drive

¢& OneDrive

+& Homegroup

1% This PC
p Desktop
| Documents

& Downloads

1 item

© v 1|

Share

View

» ThisPC » Downloads » Test

A

v

1 item selected 0 bytes

v

Search Test P

Secret Document.txt

Open
Print

Edit

Open with
Share with
Send to

Cut
Copy
Create shortcut

Delete

Rename

Properties
R

Enable the Hidden checkbox on the Generad pane of the Properties

window. Click OK or Apply and your file or folder will be hidden.
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[ = B Secret Document.txt Properties “
“ Home Share View
. General | Securty | Details
(© *+ t . » ThisPC » C
o Secret Document bd
- Favorites
B Desktop Type of file:  Text Document |t}
4. Downloads -
:~'_; Recent places Opens with: J Motepad Change...
&/ Recycle Bin Location: C:Users"Chris*Downloads™ Test
L Google Drive Sec
Size: 0 bytes
& OneDrive Size on disk: 0 bytes
+d Homegroup Created: Today, August 10, 2014, & minutes ago
Madified: Today, August 10, 2014, 8 minutes ago
18 This PC Accessed: Today, August 10, 2014, 8 minutes ago
mm Desktop
| Documents Atributes: [ ] Read-onty Hidden Advanced...
4. Downloads
o Music
= Pictures
& Videos
iy Windows 8 () o— Aoply
Titern  1itemn selected O bytes
To enale the viewing of Hidden filesfollow these steps. Pleae note a
guide withimagesthat $ows the sane geps carbe found here:
How to show hidden files in Windows 7
1. Closeal programs so tlat you are at your desktop.
2. Click onthe Stat button.This is the small roundbuttonwith the
Windows flag in thelower left corner.
3. Click on theControl Panel menu option.
4. Whenthecontrolpanelopensclick onthe Appearanceand
Personalization link.
5. Under the Folder Optionscaegory, click on Show Hidden Files
or Folders.
6. Under theHidden files and folderssedion select the radio
button lakeled Showhidden files, folders, ordrives.
7. Remove the checkmark from the chedbox labeledHide
extensions for known filetypes.
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8. Remove the checkmark from the chedkbox labeledHide
protected operating systentiles (Recommended).

9. Press theApply buttonand then theOK button..

10.ow Windows 7 is cafigured to showall hiddenfiles.

How to show hidden files in Windows XP and Windows 2003

To enable theviewing of Hidden files follow these steps:

abrwdPE

o

9.

Closeall programsso tret you are at your desktop.
Double-click on theMy Compugr icon.

Select theToolsmenuand click Folder Optiors.

Afterthenew window appeas slect the View tab.

Puta chedkmak in the chedkbox labeled Display the contents
of system foders.

Under theHidden files and folders dion select the radio
button laleled Show hiden files andfolders.

Remove the chedkmark from the chedbox labeled Hide file
extensions foknownfile types.

Remove the chedkmark from the checkbox labeled Hide
protected opeating system files.

Pressthe Appy buttonand thenthe OK buttonand shutdown
My Compugr.

10.Now your computr is configured to showal hiddenfil es.

1.19Editing a file in a dir ectory/folder

Editing a file means making changes in the text contaired in a file. A
text editor is a type of program used for editing plain text files. Such
programsare sometimesknown as "notead" software.

Steps ofediting a File

1.

W

Odisha Sate pen University

Left click the"Stat" button in thdower left-hand edgeof your

screen.

Click "Progams".
Click "Accessores".
Click "Notepad".
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5. When the Notepad editor appeas, click "File" on the Notpad
toolbar, then click "Open..0. An "Open” pardl will appea.
6. Refer to thesteps in theicture below to cho®e afile for editing.
7. When you are finished editing thefile, click "File" on the Nogpad
toolbar, then click "Save". Exit the Notepad editor.

#2. Use the Toolbar arrow to select the
subdirectory of the file to be edited.

E" Untitled - Notepad
File Edit Search Help

Lookjn: |3 setup = & e
3 check_at.pl @setup.hessi_env

2 Daily.bat ;E]setup.sswdb_upgrade

{ﬂ daily_log [‘51 setup_ftp.log

idl_startup.pro E’] ssw_install. pke
IDL_STARTUP_WINDOWS.pro [ TSI

2 setup.bat El Sswidlbat \
File hame: Isswidl.bat QOpen
l—‘ #3. Left click on the

Files of ype:  [AlFies 7| Cancel file to be edited.

#1. Choose "All Files" /

#4. Click "Open"

1.20Renaming afile in a directory/folder

Rename is a term usedto describe the process of changing the rame
of an object. For example, you could rename a file cdled "Shan.txt"
on a compuer to "shreyas.it" soit can be identified without faving to
open andead its catents.

Steps ofrenaming a File

1. Stat WindowsExplorer. To do soglick Stat, point to All
Programs, point toAccessories, andthenclick Windows
Explorer.

2. Select appraopriate files in afolder. ...
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3. Afteryou =lect thefiles, pressF2 key from the Keyboard.
4. Typethe new name,and then pess ENTER

1.21How to delete afilein a directory/folder

Deleteis computr terminology for removeor erase. You can delete text
from a documentof delete entire files or folders from your hard drive.
Delete or remove refers to the ad of eliminating a file, or other object
from thecompuer hard drive or other meda.

Files and folders can be removed from your hard drive by
dragging them to the Recycle Bin (Windows) or the Trash (Macintosh)
and thenemptying the trash.

Method-1

To ddeteafile or folder: -

Right-click thefile or folder that you want to celete, and then
click Delete

1.22L et us sumup

In this @rticular unit wecame to knowabout

1. What is anoperating system andwhy do usneed and oferating
system.

2. How an operating system is a recessty to run acompugr.

3. Thevarious operating systems ofvindowsand how windows
evolved.

4. Windows XPand Windows 7.Thecomponents ofvindowsXP
and 7.

5. what are drives andwhy do weuse tlem

what is afolderand howto manageit

7. What is a file and how it as tdoe manaed

o
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1.23Key words

U Operating System: - An operding system (OS) is system
sditwarethat manages computer hardvare and softwareresouces
and povides common services for computer programs. The
operding system is a comporent of the system <ftware in a
computer system. Application progams usudly require an
operding systemto function.

U Drive: A storage device is any computing hardware that is used
for storing, porting and extracting data files and objects. It can
hod and storenformation both emporarily and permanently, and
can beinternal or external to a computkr, sever or any similar
computing device. Internal storage devices include hard disk
drives. Externa storage devices includeexternal hard disk driwes,
pen drives, DVD, CD.

1.24References

1. Tutorialspoint.com

2. Goggle.com

1.25Check your progressi possible arswers

Answers toched your progress 1

A.l. The mrts of the windows are desktop, icons, folders, title bar,
cursar, taskbar, saoll bar, addressbar

A.2 the types of operating systemare single user, multi-use, red time,
multiprocessirg,
Multitasking, multithreading.

Answers toched your progress 2

A.1 Therole ofthe systemadministrator are

Morning cheds of systems/softvare.

Performing badkupsof data.

Applying operating system updags, andconfiguration changes.
Installing and configuring new hardware/software.
Adding/deleting/creaing/modfying user accountinformation,
resetting passwads, dc.

O 0O 0O O O
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Answering technical queries.

Responsibilty for seaurity.

Responsibilty for documenting the configuration of the system.
Troubleshootingny reported problems.

System @rformancetuning.

Keeping the network up and running.

O 0O 0O 0O O O

A.2 Therole oftherecycle bin are

1. Keep deletedfilesfrom thecomputr.
2. Restoredeleted files from thecomputer
3. Permanently deletethefiles from thecompugr.

________________________________________________________________________________________________________________|
Answers toched your progress 3

A.1 Thecomponents ofthedesktopare windows7 strt button, @sktop
iconsand shortuts,

systemtray, taskbar.
A.2 Thevarious dives we have studied are

Bernoulli drive
Discdrives:Blu-ray, CD-R, CD-ROM, CD-RW, and DVD.
Floppy disk dive

Hard drive

Local drive

LS120 dive aka SuperDisk
Network drive

RAM disk

. SSD

10. Tapedrive

11.Virtud drive

12.Zip drive

CoNoOrwNE
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]
Unit -2
Windows Part-II

|
L earning objectives

Afterthe Completion othis unityou should beble toknow about the
following

1) List thefiles in thedirectory

2) Creating afile

3) Ddetingall files from adirectory/folder.

4) Deleting adirectory/folder

5) Formattingahard diskand loadingOperating System
6) Domain, Workgroup,Active Directory

7) User Management

8) Network Setting

9) Services

10)I1S Confguration

Structure

2.1Listingthefiles in thedirectory

2.2 Cregte afile

2.3Copy afile from one diectory /folder to theother
2.4Déeting al files from adirectory/folder

2.5 Deleting adirectory/folder

2.6 Formattinga hard diskand loadingOperating System
2.7Domain, Workgroup, Active Directory

2.8 User Management

2.9 Network Setting

2.10Services

2.1111S Confguration

2.12Let us sum up

2.13Keywords

2.14References

2.15 Cledk your progress possibleanswers.
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2.1Listing thefiles inthe directory
________________________________________________________________________________________________________|]

A directory is a location for storing files on your
computr. Directories are found in a hierarchical file system, suchas
DOS, OS/2,UNIX, etc. or adirectory or folder is nothing morethana
location on adisk usedor storinginformation about files.

A file is an object on a computr that stares data, information,
settings, or commands that are usedwith a compuer program. In a
graphica userinterface (GUI) suchas Microsdt Windows.A colledion
of data or information that has a name, called the filename. Almost all
information stored in a compuer must be in a file. There are many
different types of files: data files, text files, program files, diredory files,
and so on. Different types of filesstoredifferent types of information.

If you need alist of files in a given directory, on a windowsbased
PC, you can usedos commands.First you'll need to get to the command
prompt,you can do this bygoing to:

Start -> Run -> Typein "cmd" %

21|

Type the name of a program, folder, document, or
Internet resource, and Windows will open it for you,

7

OK Cancel | Browse. ., |

This will open the commandwindow. Next | will have to move
into the correct directory. On my compuer, the default directory is onthe
C: drive, but the folder | want to list the files for is on the D: drive, the
firstthing | will seeis the prompt”C:\>". The first command below (d:)
changes to the D: drive. The seomnd command moves to the
directory d:\mydir which is the diredory | want to list the files in. The
fina line asksfor a listing of the directory, the resulting list of files is
shown lelow.
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d:%
cd d\mydir %
dir¥a

Directory of D:\mydir

5]
368
5]

1,869,429
22,916
199.887

5]

371,225
319,864

<{DIR>
<{DIR>
952
1,438,743

1B0ct2006 . txt

11nov20087.do

5june288?.txt

beameruserguide . pdf

blog - jsm 2887.doc

clarify.pdf

houseplants.txt

Mardia 1978 — multivar skew and Kkurt.pdf
multiple imputation a primer by schafer.p

output 1.txt
output 2.txt
output 3.txt
output 4.txt
results.dta
subl

sub2
test.txt
zelig.pdf

4,222,998 hytes
4 Dird(s) 249.471.361,824 hytes free

DIR :TheDIR (Diredory) command is usedo disphy the list offiles
and sub diectories urder a current Directories staed in a disk in a
particular Drive (e.g. C Driveor D Drive or Others).

Example: C:\>dir%

2.2Create afile

To create afile the command is na#pad filename

Syntax:

C:\> noterad file name %

Untitled - Notepad
File Edit Format Wiew Help

hello how are you?
How is your health 2
Whare is your house ?

Odisha Sate pen University
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Now to savehefile click onFile - > save as stown below

" Untitled - Notepad ==
File | Edit Format Wiew Help
Mew Ctrl+M
Open... Ctrl+0
Save Ctrl+5
Save As..,
Page Setup...
L Print... Ctrl+P |
Exit

2.3 Copy afile fromonedir ectory /folder to the other

The COPY command is oneof themost \ersatile of Interna command in
DOS . TheCOPY command can be usedto make duplicae ofthe
original files etc.

Syntax:

C:\> Copy old file name new file name %
Example:

C:\> Copy Dhruba. TXT Sreyash.TXT %

Theabovecommand nmekes a diplicate copy of a file called
Dhruba TXT as SeyashTXT.

C:\> Copy Dhruba. TXT \Pupul\Sreyash.TXT %

Theabovecommand nmekes a diplicate copy of a file called
Dhruba. TXTto thesub

directory Pupuli but with the ewv name Sreyash TXT.

Copy afile in Windows

Below arethe simpe seps on how taopy afile or multiple files
in Windows fom one leaion to anotler.
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1. Go to the filesor folders you want to copy.

2. Select thefile or files you want to copy. If you reed to slect
more thanonefile, you can hold down theShift keys onyour
keyboard or drag a boxaroundthefiles you want to copy. To
select arbitrary file press drl key and with left mouseclick
sekct file

3. Once selected orhighlighted, rght-click one of the highlighted
files and dlect copy. Users may aso pess theCTRL + C
shatcut key, or in Windows Explorer, click Edit at the top of
thewindow and choose Cpy.

4. Move to thedrive, folder, or otherlocation you want to copy
thefiles toand ether right-click in thefolderand choosepaste
or click Edit from theFile Menu and thenclick Paste.

2.4 Dédleting all filesfrom a directory/folder

DEL Command
This command is used t@dte oneor more fil es from thecurrent
directory in DOS.

Syntax
Del fienamel filename2 filename3 filename4....34

Example: C:\> del Dhruba.txt sharxls madhab.doc¥

Theabovecommand Remove Dhuba.txt, shanxls , axd madlab.docfile
from thelocation C:\> Drive.

Example: C:\> ddl *.* 3,

Theabovecommand delete all files form the lacaion C:\> Drive.

Ddete all files from a FolderinWindows

1. Stat WindowsExplorer. To do soglick Stat, point to All
Pragrams, point to Acessories, andthenclick Windows
Explorer.

2. Open required folder. ...
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3. Afteryou open thefolder, pessCtrl+Akey from thekeyboard
which is slectedall files in afolder.

4. Then pressDelete Key from thekeyboard.

5. Toconform theDeleteFiles , ClickYes

2.5 Deleting a directory/folder

RD Command
This command is used t@dtedirectory or folders from a diskin
DOS.

Syntax
RD diredory name¥

Example: C:\\>RD Sieyash¥a
In theaboveexamplewill only deletean empty folder.

RD /S will delete subfolcers even if they containfiles.
Delete Foldersin Windows

1. Right click on thefolder and click delete
2. Toconform theDeleteFiles , ClickYes

2.6 Formatting a hard disk and loading Operating Sysem

This step-by-step guide demonsteteshow to install Windows7 Ultimate.
The guide is similar for other versions of Windows 7 suchas Home
Premium. The best way to install Windows 7 is to do a clean install. It
is not difficult to perform a clean instlation. Before you stat the
instalation process | recommend that you check Windows 7 System
Requirementslist to ensurethat your hardware is supporéd by Windows
7. If you don't have Windows7 drivers for all your hardware, it is a good
idea to downlcad al the drivers from the hardware manudacturerts
website and save all the necessary drivers on a CD-R or a USB drive
before you strt theinstall ation.
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Windows7 DVD is boaable. In order to bootfrom the DVD you need to
set the bootsequence Look for thebootsequence under your BIOS setup
and makesure that thefirst boot dewie is set to CD-ROM/DVD-ROM.

Step 1 - Place Windows 7DVD in your dvd-rom drive and stat your PC.

Windows 7 will start to bootup and you will get the following progress
bar.

Windows is loading files...

Step 2 - Thenext saeen alows you to €tup your language, time and
currency format, keyboard or input nethod.

Chooseyour required sdtings andclick next to continue.
-y
N

Windows 7

Odisha Sate pen University Page 35



Step 3 - Thenext saea alows you to install orepar Windows 7. Since

we are doing aclean instll we will click on"install now".

% Install Windows

~_

Windows 7

TTREGiThow
5

ore installing Windows

tion. Al ights reserved.

Step 4 - Red the lienseterms and tik | accept license terms. Tén
click next to continue.

Please read the license terms

MICROSOFT SOFTWARE LICENSE TERMS
WINDOWS 7 ULTIMATE

These license terms are an agreement between Microsoft Corporation (or based on
where you live, one of its affiliates) and you. Please read them. They apply to the
software named above, which includes the media on which you received it, if any.
Printed-paper license terms, which may come with the software, may replace or modify
any on-screen license terms. The terms also apply to any Microsoft

*  updates,
*  supplements,

©  Internet-based services, and

1 Coliecting information 2 Installing Windows

Step 5- You will now be presentedwith two optons. Uggrade or
Custom(Advanced). Since we are doing a clean insill we will select
Custom(Advanced).
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Which type of installation do you want?

; Upgrade
. Upgrade to a newer version of Windows and keep your files, settings, and programs,
. The option to upgrade is only available when an existing version of Windows is
running, We recommand backing up your files before you proceed

A

Help me decide

1 Collecting information 2 Installing Windows

Step 6 - Choosewhere you would like to install Windows7. If you have
onehard drive you will get a similar optionto the image below. You can
click next to continwe. If you have morethan one drive or partition then
you need to select the appragoriate drive and click next. If you need to
format or partition a drive then click Drive options (advance) before
clicking next.

Where do you want to install Windows?

[ TotalSize|  FreeSpace| Type

Disk 0 Unallocated Space 160 GB 160 GB ‘

[ Name

=

9 Refresh Drive options (advanced)

€ Load Driver

1 Collecting information 2 Installing Windows
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Step 7 - Windows 7 starts the install ation process and starts copying all
the recessary files toyour hard drive as shown orthe imagebelow.

Step 8- It will go thraugh various stges of thesetup andwill r eboot
your systemfew times.
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