pLeasl) acdl A At} Adadl

Y (Ggiunall ¥ Gsiaall
Salls Bl il Salls )l BRI el
le L
34101 Aale el 31 130 1- & alail 4] 8
o 140] 2= V) el e 5 | o= 130 gl il 3
o= 140 2- Sl 3 | wa130 Y sl e 3
o=al101 sbas) 2 101 | mouy me Ly g 2
3140 2- Ay julas) dal 3
<e 101 Lsad @l g 2
& sandll 15 £ sandl 16
&) (ggiall Gl (ggianall
Solly 85 il Sally 48 Dl el
alelld
A5 280 ldpac sbed 2 | 25102 slaasl 3 dasie 4
#8289 ClS,dl o cajatll s 2 204 Lnhalizall 5 ¢l yeSl) 4
4 guanl)
~<103 dale clwsS 3 | «=a104 <Y ala 3
PS270| e iy oyl 2] 102 masd ol s Sy 2
~< 290 sl dalail 4 L= 101 LYl 4
~S 260 Al e sanall sbay 9
A< 401 Lk o slaall 2




Cutbead) (Ggianall el (ggiall
oy 5 el cleludf oy &) el el
1103 S b i sl [ 5 | As370 filal) 4 )
~S 374 Ay 55 o laasSl) 2 ~S 360 AIERY) yealiall 2
25 390 Atbasl) Joadll (3 )k 3 AS379 | Al slesl) e 2
il sila 5 Sl
381 | Al bl 3| w5380 2 s clas 2
e 391 Hoesl daill 3k 3 w2230 | Aadail A cilallaas 2
S 361 1 a8 el 2
ol 104 Al b By Sl 2
S 471 Jsul 2
AS 492 el s bl sl )
S 382 Clslas 5yl 5 &l el sl 2
g sl 23 & ganal 12
el ggiaal) bad) (ginnal
oy 5 all cleld] el &) el el
oS 461 Adall Allal) slasS 2 aS 470 A sl sbasS 2
#5490 sl Jalail 3 pSA6F Ll LS el bl 2
Ay gune
aS480 | pemal) Sl ikl 3 pS 479 2- i sbeS Jle | 9
101 Al claasll 2 e 310 ol sl 2
—
o549 2- g A g s 2 Sagd  1zAe s 2
~< 481 L pemall Clelical 3 o5 466 Zpmall el 1SS [
~S 369 g shas lee 1 tS482 Ampdall i) 2
goanal gyanal 16 & senal 14




slas) and dad &y jiall Ciuag
(@lobw 8) 1- 4uplail dal (a3 130)

ellyg das V) Al iyl Aaait L€ e cldlall s I Caags Gum J6Y) (gginsal) iUl ) jaall 138 s o
Gl S i ol Lale gially slaiall Lgsy Aal) alasinly ealil) Juslsill Aachall oyl (any it e
coaall 138 a8 caati lysa Ally bl da b sae Lusall Cllal) (S 2

(el A ) cilpalysl) clpasbaal (s 130)

sl kil 5 clsledll da 5 Lo Ayl libenll 5 daaigall Jae W) g s Cupall el 138 ey
Glaglail) 5 3gaall CIS goage aags 5 Lilkuls 5 dgaall Jisall 5 Sl daate 758 5 Lele lapdal
Jpall Jias 5 dpula¥) gilallas 5 Abiall gl 588 maags g daaileslll 5 daul) Jlsall Juabe gy 5 lule
B8 o Lgale sl a5 dpall lilial) 5 Y slaal) dadail g gamser Ciupaill g dudag il pokadll 5 dadall
lle Lyl Slleall 5 lighonal) 588 g 5 LSyl e e

(wlelu Z\.‘dﬁ)@‘z\ uulall cjlga (quua 130)

Basic Concepts of Information Technology: Computer Hardware;
Memory and Storage; Software. Using Information Technology -
Networks; The Internet and Email. Computers in Everyday Life -
Computers for Home, Work and Education; Working Safely with
Computers; Protecting your Work; Protecting your PC. Legal Issues —
Copyright; The Data Protection Act. Using the Computer and
Managing Files: Desktop Icons; Desktop Settings. Finding Out More

— Using Help; Viewing System Information; Changing Date/Time and
Volume Settings. Managing your Files, Programs and Printing

— Using Applications; Printing. Word Processing: Getting Started with
Word, Formatting Text

— Working with Long Documents Tables, Using Graphics in Word,
Working with Files, Mail Merge, Printing
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Spreadsheets: Selecting Cells; Adding Numbers up with AutoSum;
Editing a Worksheet—; Symbols and Special Characters; Sorting.
Functions and References Margins; Page Setup; Creating Headers and
Footers. Formatting Worksheets Charts, Saving in Other File Formats.

Databases: Creating a Simple Database, Opening and Closing a



Database; The Parts of an Access Database; Using a Table; Using
Help in Access; Using Toolbars. Queries, Forms, Reports.
Presentations: Adding, Deleting and Moving Slides, Masters and
Templates, Drawing, Graphs and Charts, Adding Pictures to Slides,
Spell-checking, Using Slide Show View - Importing Information and
Communication: Changing the Display; Web Addresses (URLs). Using
Search Engines - Favorite Web Site, Getting Started with Outlook,
Working with Email, Organizing Email.
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