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Introduction to the computer

Computer and ICT Basics

Important terms

Data: is a set of symbols, numbers and images that are entered for processing.

Processing: is the process of performing mathematical operations (addition,
subtraction, multiplication, division) and logical operations (. . . ) on data.

Information: The results you get from the data processing process.

Basic computer operations

The basic operations of the computer are based on the following:

Data Input
Data is entered by the computer user through a set of devices called input units.

Data Processing
Perform arithmetic and logical operations on data entered through input units.
Obtain information.

Data Output:
It is the process of displaying the information we obtained as a result of processing
the input data.

Data Storage:
It is the process of saving and storing data on different storage units.
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Computer basics

Basic computer operations

The computer receives, processes, stores and displays data to the user as visual
information...




Computing is not about computers any more. It is about living

Definition of computer Computer

It is an electrical and electronic device whose function is to receive, process, store
data and display its results to the user.

Computer components

The computer consists of two parts:
Hard Ware components

Soft Ware Components
First: Hard Ware components.
They are the tangible components, and the physical entity is composed of many

components. Most of these components are (internal), i.e. placed inside the
computer case (system unit). However, some of these components are connected
externally using the ports that are located behind the system case. These
components are called Peripheral Devices, and they consist of:
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Material components of:-
Input Unit
It is all the components or peripheral devices that are used to enter data

into the computer.
4+ Key Board
4 Mouse continent
4+ Scanner
4 Microphone
4+ Joy Stick
% Light Pen
4 Web Camera
# Digital Camera
4 Magnetic Card

Output Unit
It is all the components through which the results are displayed to

the user, whether on the screen or printed.
4+ Monitor
+ Flat screen
#+ Printer
4+ Plotter
+ Data Show
+ Speakers
4+ Headphone
4+ Magnetic Card
+ Touch Pad
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input output
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Central Processing Unit

It is the most important unit of all, and data is processed in it. It is the brain of the
computer, similar to the brain in humans. It is symbolized by the CPU.

The CPU consists of three main components:

1- Arithmetic Logical Unit (ALU)

It performs arithmetic and logical operations, such as (addition, subtraction,
multiplication, and division), for example: 8/5 + 10 =, and logical operations that are
implemented in the ALU, such as comparisons that allow the computer to evaluate IF
AVG>= 50; PRINT "PASS" (positions, for example:

2- Registers

These are special high-speed storage locations that temporarily store data and
information for use by the ALU. The processing unit contains different types of
registers, each specialized in storing a specific type of data.

8
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+ 3 Control Unit
It is a group of circuits responsible for interpreting program instructions and
supervising their proper execution inside computer devices. It works on transferring
data to and from the ALU, registers, and input/output units, and it also tells about
the operations that must be executed.
You can say that the control unit performs the following functions:

4+ Read the explanation of the program instructions

+ Directing processes within the CPU

4+ Controlling the flow of data and instructions to and from main memory

Input and output unit controllers
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%+ RAM .ROM memory unit
A place to temporarily store data, the larger the size, the faster the computer, and

vice versa.
RAM VS ROM
e RAM is Random Access . ROM is Read Only
Memory. Memory.
e Used for temporary . Storage of data is
storage. Permanent.
° Data will get lost if e Data is not changable by

user.
Data will not lost if
computer is turned off.
It is Non-Volatile memory.

computer is turned off
It is called Volatile
Memory.

% Storage Unit
A place where data is permanently stored and can be retrieved at any time, which is:
HDD
Floppy disks
CD-ROM

Note: Hard disks are considered the most important part of the storage units
because when they are completely disconnected, the computer will not work, while
the rest of the disks will not be affected when they are completely disconnected
from the computer

11
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Introduction to software

Computer hardware needs software to run. Programs are a series of instructions that
tell a computer what to do. Software is a general term for any single program or a
combination of programs, data, and stored information. The person who creates the
program is called a programmer.

Types of software

There are two types of software:
1) System Software

2 Applications Software

System Software
It is the software that the computer uses to do its job perfectly. Some of this
software is built into the computer, and some of it is stored on magnetic disks and
must be purchased separately, such as Dos Windows Mac OS

System Software programming languages

Computer programs are developed using programming languages.

A programming language consists of a set of symbols and rules - like any other
language - to direct operations in the computer. The most important known
programming languages are (JAVA, C++ PASCAL COBOL, FORTRAN). Anyone who
aims to become a programmer can learn one of these languages and master it so that
he can then give commands to the computer.

b Compilers and Interpreters

It is a program that converts the source code written in a high-level language into the
object code written in machine language. The difference between a compiler and an
interpreter is as follows:

Translator: translates all high-level programs only once and is faster than interpreter.

Interpreter: translates and executes one sentence at a time once it is entered into
the computer.

12
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=% Software components

They are the intangible components, and they are like the soul to the body in
humans. Without the software components, the physical components become
useless.

It is divided into:-

= Application programs
+ Programming languages

1. Application programs

They are ready-to-use programs, such as audio player, PowerPoint, text editor, ....
etc.)

2. Programming languages
They are the sources of manufacturing and designing application programs. If there
were no programming languages, see Unit Five (Software).

Types of computer software : I ]: I
& Computer Software

System Software |Application Software
System software is a set of Application software is a set of

programs that communicates programs that do specific tasks such
with the hardware and allows as text editor , music player or

other application programs to run. browser for surfing the internet.

& (&,

TS ——

WML W MM G N AN VB VR V) N SR ) YR YN ) ¢
We CNSe MR CEEe O CFEe CWEe W CEEe N CWEe OB OFe CNs N OWR

13




Computing is not about computers any more. It is about living

Computer classifications

The most common type of computer used in homes and offices is known as a
personal computer (PC). However, not all computers are considered personal
computers. Different types of computers are used to perform various tasks, and the
differences between them are as follows:
First (according to the purpose of use)
4 General Purpose Computer
4 Special Purpose Computer
Second) Calculating the type of data it processes
4 Analog Computer
4+ Digital Computer
4 Hybrid Computer
Third) According to size and performance
4 Microcomputers
% Minicomputers TW@Q 9@ GMW D
4 Main computers

+ Super Computers It is a type of single-user computer that has

personal  a moderately powerful microprocessor
Computer

It is a type of single-user computer but -_ ==
it has a more powerful microprocessor  \work station

L 2 It is a type of Multi-user computer system,
= It is capable of supporting hundreds of
Mini Computer users all at the same time

It is a type of Multi-user computer system &2
It is Different from minicomputers in
term of its software technology  MainFrame Computer

It is an incredibly fast computer system
L that is capable of executing hundreds
super computer Of millions of instruction every second

14
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Operating System

It is a set of programs that control, supervise, and support computer hardware
and application packages.

No computer can work unless there is an operating system that loads the
magnetic disks from the secondary memory to the main memory when the
device is turned on to start managing the work in the device. The operating
system consists of a group of integrated programs that work as a team, each of
which performs specific tasks.

Operating system functions
1- Turn on the computer and get ready to work.

2- It represents an interface with the user that enables him to run other
software.

3- Managing resources and tasks such as managing main memory, input and
output units, processing unit, and secondary storage units.

4- Managing and organizing files.

5- Maintaining the confidentiality of the system and preventing unauthorized
access to the device’s data and software.

15
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Applications Software
They are ready-made application programs for performing useful functions

such as word processing, spreadsheets, databases, e-mail, paint program,

games, multimedia and entertainment software

Types of software
1- Commercial software is obtained by purchasing it from its source and is

licensed to the user.
2 Free Software: Shop for free to use and take advantage of the notes.

And user advice.
3- Software licensed for a period of time. This software can be purchased for

free online or through
Magazines for a certain period and try them out and then pay for them if he

wants to continue.

4- General software (public): It is available to everyone for free with the

possibility of copying it.

U

rAI’PLICA'I'ION SOFTWARE - Logos & its name
Application software is a computer program that mainly
designed to perform a specific task. It can manipulate text,
numbers, audio, video or a combination of these all.

/ Application Software - Examples\

8 0 CE 3

(Vs word] [ms Powerpoint] (MsEexcel] [Ms Access )

[/

J Office [ Microsoft Office tools |

> - M o
E’lay StoreJ [Google Drive] ( Gmail ]

=

Adobe
Player Photoshop
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Application software is a computer application that enables you to carry out particular
personal, professional, and academic tasks.

Application software also referred to as end-user or productivity software, is made
specifically to help users with specific productivity, efficiency, and communication tasks.

Always keep in mind the distinction between system and application software. App software
is designed to do the goal for which it was created. The applications that we use on our
smartphones are among the best examples of application software.

What are the Types of Business Application Software?

Application Software can be divided into two broad categories: General Applications
Software and Business Applications Software.

Business Applications Software: General Application Software:

« Enterprise Resource Planning (ERP)

Word Processing Software
« Customer Relationship Management Spreadsheet Software
(CRM) Presentation Software
Database Moultimedia Software

Project Management Software
Business Process Management (BPM)
Resource Management Software

Educational Software
Graphics Software
Simulation Software

Examples of Application Software

y -~ Internet . —
il cesaes =] (SN « e <]
Music Communication

e =] FFESENe s o <]

How Much Does it Cost to Create an Application Software?

The pricing aspect is crucial to creating a successful software program for the company, but
it cannot guarantee a set cost for the program; instead, it ultimately depends on the
company'’s requirements.

However, the expenses associated with developing application software often rely on the
many aspects listed below:
= Primary goals, functions, scope, and most notably, features
Platforms and devices supported
Third-party integrations required
The application you want to develop like a web app, native, cross-platform, or hybrid
apps
Back-end development services
Hardware components and compatibility
The complexity of the application
Maintenance and support requirements
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Interface in software (graphical interfaces)

An interface is the way a software user communicates with a computer.

This is done either by communicating by writing commands or by using the
mouse and clicking on them to activate the commands. It uses images, icons
and lists where the user chooses the desired command by directing the mouse
to the drop-down lists or folders. This interface is called Graphic User
Interface. This method is characterized by ease and fun like Windows in its

versions.

Different as shown in the following figure about Microsoft Windows versions

18
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Windows operating system features

Easy to use because it contains graphical interfaces.
Dealing with any type of modern programs.
Supports more than one language, including Arabic.
Use more than one program at the same time.

Definition of Windows XP operating system

It is a set of ready-made software responsible for controlling and managing all the
basic units that make up the computer.

Definition of Windows
It is one of the auxiliary systems for dealing with physical computers in terms of

running programs, reading data, and dealing with programs within a window or
frame. It is produced by the company Microsoft

19
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System Development System development

System development means the process of converting a manual system into a
computerized system, such as converting a manual payroll or financial system into a
computerized system. It includes several steps and is carried out by an integrated
team that is responsible for determining the necessary equipment and software.

System development steps:
. Determine requirements

B

=+ . feasibility
+ . Development

=% . Test and check the system

= . User training

=+ . Deliver it to users

% System monitoring and maintenance

20
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Microsoft Word

Important Features of MS-Word.. MS-Word not only supports word processing
features but also DTP features. Some of the important features of MS-Word are

listed below:

e Using word you can create the document and edit them later, as and when
required, by adding more text, modifying the existing text, deleting/moving
some part of it.

e Changing the size of the margins can reformat complete document or part of
text.

e Font size and type of fonts can also be changed. Page numbers and Header and
Footer can be included.

e Spelling can be checked and correction can be made automatically in the entire
document. Word count and other statistics can be generated.

e Text can be formatted in columnar style as we see in the newspaper. Text
boxes can be made.

e Tables can be made and included in the text.

e Word also allows the user to mix the graphical pictures with the text. Graphical
pictures can either be created in word itself or can be imported from outside
like from Clip Art Gallery.

e Word also has the facility of macros. Macros can be either attached to some
function/special keys or to a tool bar or to a menu.

e It also provides online help of any option.

W
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Main Interface Components :

1. Title Bar : It is called the title bar because it contains the title of the open program, as
well as the zoom-in and zoom-out buttons and quick access tools

Title,Bar
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Onptoss . Fore . Parageapin . Dyres . Eotng
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Maximize / Resize

Titlebar Miipes A
Home Customize Quick Access Toolbar
o New |
& Open Add to ¢
Pavste ¥ Format ¥ Seve | x* 4
Clipboard Email nt
Quick Print
%+ Close Print Preview and Print 1.
% Minimize Editor (F7)
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%+ Redo v Undo
% CTRL+Z v Redo
_*_ Undo Draw Table

Touch/Mouse Mode
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» There are several ways to close files or documents :

o Ctrl +f4 Alt+f4 == MS word (Y

o File > close

Close

N

Menu Bar
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File

: ... st | Used to open a new document

= | Opens a previously stored

inventory file

To show information about the document or file you

> It is used to save a file or document

It is also used to save a file or document, but with
a new name, or to save the file for the first time

Used for printing

to send and share a file

Used to close the file
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Aa :smallletter or capital letter.

B : line exposure (CTRL + B).
| : Make the line italics.

U : Make a line under the text (CTRL + U)
abe+Underline the middle of the line .

xZ
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A : Text coloring.
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Text styles
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Insert quick spreadsheet forms
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Set the cell height Make the selected rows equal in height
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Quick formatting of U create text effects
text
The direction of the text
Q llﬁ Text Direction ~ orl e
Align text at the top, ) - within the shape
bottom, or center 29 Create Link

Text
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L\ Rotate <

Invert and rotate the selected shape

i 227em 2
Set length and width measurements
i 43lem o for a specific shape

Size I

SmartArt z'ud e

Choose a SmartArt Graphic L > =
I A =
—g™ -m-
=22  Process -- -
- © B
2 Heerarchy — :
4 Relationship e e
Matrix I I i e o -
I P id
3 ram Basic Block List
sl Picture .
Use to show non-seguential or grouped
.“ = = = ..- blocks of nformation. Maximizes both
horizontal and vertical display space for
- (N . shapes.
— 1, [ s
= [ — 1 -] —

w

8
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ialdll Desien s Format ‘;'LQSLE W jedad Jaall dal = G slhall Llha ) E\JJ\ d=)
oLl (e WS gmartart <

—

B3 Text Pane 2= mgm to ten

- |

SmartArt < 4<ald) Design aseail) 4aild ##

(JAddShape * 9 Promote 4 Mave Up B .. —_— w
— - HENEE
Ei/AddBulet @ Demotz < More Down ..‘ - - '* . . o . o =
e Baoreit o | B . - oo [ | HEENN -
Dredrne 2 Righttoleft 2 lyout — | E — 7| Gaghic
(reate Graphic Layouts SmartArt Styles Reset

Move the selected shape from the chart

Add SUbteXt tO the 1 __‘ Add Shape - I':"f At e } Mao

mote
shape selected in
the chart

we Up
— E:| Add Bullet @ Demote ¥ Move Down
] Text Pane & Right to Left = Layout
Create Graphic\

From these options, we move the
selected shape within the chart in all
directions or flip it from right to left

Show a window to add
text inside the chart
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Reset
Graphic

Feset

e

4 ? Change Shape *

j Larger
2 B Smalle
Shapes

Revert all changes made from the beginning

SmartArt < 4aidll Format (il 4aid ##

o — - st Armﬂu 3 j it B o e
ﬂ Ao | Abe | '+ 2 Shape Qutine A /A\ Tenowne i
- V&2 dm in Postion Wrep o S%m
* o Shape Effects * T M Tetbfedst v e ,;SelemonPane a -
Shape Shtes i Wordart Stes i Arrange Size

any other shape

4 L{P Change Shape * Change the selected shape to

¥

f‘r1

ait

t& Larger === Zzoomin on the selected shape

2-D @ Smaller — Reduce the selected shape

Shapes
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(Header and Footer) daiwall Jid¥ig (i) o

= & =

Header Footer

-

“h

i

Page

v Number ~
Header & Footer

Page numbering

Place a footnote at the Place a footnote at
. the bottom of the
top of the page to write
a title page
Insert signature R ﬁ Signature Line »
Insert the current date /75 Date & Time

"$d Object ~

Insert an object such as an Excel /
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(Symbols) Jsa, 7)) e

L Q

Equitmn 3 ",',bgl Insert symbol

) Symbols
Insert equation

h I . .
‘*, l g: Professuonal& Insert a professional equation

g? Linear
Equation
v abe Normal Te

Tools v

Make the equation on one row

Design :

f

e| Home st v [USTUM lyout Refeeres  Malings Reiew View Help O Telmewhatyouwanttodo

E TeTITLE T Te  TME e T T T — T H 4 Paagaph pacing D @D
S | WL TR P o i b |0 ... N . @EHE{B'

-------- iraris A T
Ther

din L
bnnd Sy r———— 0 v i Neeling 1 L]

] - prm e Colors Fonts Watermark Page  Page
........ [ ey e e el I B T
v o v OSeteDdut v+ (olorv Border
Document Formatting Page Background
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Different styles can be applied directly to the d Document

O Ffice
A A Ao
L L L1 - L1 1] [ - L L]
Office Facet SGallery Integral
FaXe Moa = Da
- - - [ - - - - - - -
lom lon Board... Organic Retrospect
PaXe A= A=
- [ - [ - - - -
Slice Wisp Banded Basis
Ma Aa
N - - - - - [ - [ - -
Berlin Circuit Drarmask Driwidend
Ao Aoa Aa
e o e e | e o —— —— ——
Droplet Facet Frame SGallery

EReset to Theme from Template

=
o=

Brows=se for Themes...

Sawe Current Theme...
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Fle  Home Inset Draw [QISGOM Lot Refernces  Malings  Review View Hebp Q Tell me what you wantto do
. . , j =/ Paagyaph Spacing
A WmE o g e W ow wgy, - H /Pt Spacing D @ D
= ) PR, M Smems L Eees Sheo e [0
Themes ' e S Colors Fonts Watermark Page  Page
v = —  Tmem o e T o O setaldat v Colorv Barders
Document Formatting Fage Background
Change the colors of shapes, so when
vou click on them, a list of colors ¢
Office =
I BT E Office
Cffice 2007 - 2010 Change the font type for text in a
I T T Grayscale
I IS Blue Warm -
I TN Elue Office =
I TN Eiucll Office
I TN Elus Green Calibri Light
B R Gre=n Aa Calibri
N T Green Yellow _
Office 2007 - 2010
I T v =llow Cambria
B TN Vellow Orange Aa Calibri
I TN Crange B
B BN Crange Red Calibri
B EECEESEEE  R-d Orange Aa calibr
TN Fed
N N Red Viclet Arial
I T Viclet Arial
B I Violet |l Aa Arial
I TN MMedian - Corbel
I TN Faper A Corkbel
B RN  Marquee =l = Corbel
Customize Colors... candara
Candara
Aa Candara
|2 Effects ~ wa:'_q_,, ?‘_r__nl rl:l ~ Franklin Gothic
Office Aa Franklin G_uthi[: hed
= — Franklin Gothic Boolk El
@ @ @ @ Customize Fonts...
Office Office 20... Subtle Sa... Banded E...
mokey G... Glow Edge Grunge T... 44
e ——— . ¢ =P Fffects : Annlv snecific effects ta shane
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[onfidential

Page Background :

ace text or an image as the
ckground of the page as a

x

]

o

o [

Watermark Page
Color ~ Borders \

Page Background

COMFIDENTIAL 1

DO MNOTCOPY 2

| Custorn Watermark...

k. Remove Waterrmark

CONFIDEMTIAL 2

g More Watermarks from Office.com

DO NOTCOPY 1

Page\

O

Theme Colors
H EEEEEER

Standard Colors
HE EEEEN

Mo Color
More Colors...

Fill Effects...

Borders and Shading

Borders  Page Border  Shading

=
)
3
E
>

Custom % pt

o Ol o) m;

Preview

Click on diagram below or
use buttons to apply borders

Apply to:
Paragraph v

Options...

Custom watermark where you write
the options manually
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Microsoft Office Excel

Excel

It is an electronic spreadsheet program that allows storing a huge amount of data in tables
And carry out calculations and statistical analysis on them and create graphs with high efficiency

To run the program, we follow the following steps:

1 Click on the Start button located on the left of the bottom of the screen.

2- Note that the programs installed on the calculator are arranged by alphabet in the list of
programs,

So we will have all the programs that start

By searching for the letter E

With the letter E, including the Excel program. Excel luck figure below.

47




Computing is not about computers any more. It is about living

438




Computing is not about computers any more. It is about living

The main window of the Excel program :

Dpen a previously

Recent  Pinned

Excel k96 oo - 0O
Good morning
v New
A 3

f |:I. Your Company Name Create a )
? b vmmsane Take a tour Drop-down list
F 1 corrmas
: e L G

Blank workbook Billing Statement Welcome to Excel Drop-down tutorial

More templates —

I

B Name Date modified
Account A, .
% New Microsoft Excel Worksheet Sat at 11:04 AM
Desktop
{ stions
m Z_ajJRDJI—U‘JBUI—abJ’C‘JI—‘;' l"BJS Januarv 20 E'

Excel options

Recently used files
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In Excel file called Book workbook, we can open multiple workbooks at the same time and every
The workbook will open in a separate window. Usually the Excel file takes the extension.(XLSX) -
Each workbook contains the Worksheet the More, each worksheet consists of many blanks, each

cell contains on a value, equation or text.

Ribbon Display

Menu Bar TitIe.Bar

Gy 5% = Book1 - Excel g O
Home Insert Page Layout Farmulas Data Review i @ Tell me 1
D4 . £ Formula Rar
COPIL
A ) B | C D E | F | G
1 —— Auto-hide Ribbon
2_ * Hide the Ribben. Click at the top
3— of the application to show it.
— Show Tabs
4 | I = Ly,
s 1 _ Show Ribbon tabs only. Click a
6_ tab to show the commands.
;-_ — Show Tabs and Commands
8_ Z8= Show Ribbon tabs and
g | commands all the time.
10|
11 Work Sheet
12|
13 |
14 |
15 |
16 |
17 | El
Sheetl () [«] | ]
Ready &y Accessibility: Good to go \ HH 0 - — -+ 100

Status Bar
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Insert a new worksheet

2 al]l 5 «n]

Delete a worksheet

't a

assword to

Move or Copy...
G View Code
'[07 Protect Sheet...

show and hide
e worksheet

Tab Color

Qﬂide

Select All Sheets

]

/

Rename the worksheet

k

N

™

Sheet I 7

/

AN

To add a new worksheet

To move or copy the

..... | P A

worksheet

To change the tab color of a

\y

Select all worksheets
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Dealing and navigating between empty worksheets:
We use the mouse to navigate between empty worksheets by clicking on the desired
cell to be activated

4+ But in many cases we use the keyboard by the following commands:

+ [ Enter: to move to the cell just below the active cell.

+ [ Shift +Enter: to move to the cell located directly above the active cell.

<+ [ TAB: to move to the cell to the left of the active cell Active Cell directly in

#+ If the direction of the worksheet is from the right to left

4+ +TAB: Shift to move to the cell to the right of the active cell Active Cell()

directly

If the worksheet orientation is from left to right.

4+ [ Arrow: We can move between the empty ones through the arrows on the
keyboard according to the direction.

4+ [ Up :P age Use this shortcut to navigate to the previous page.

+ [ Down :P age Use this shortcut to navigate to the append page.

+ [ Up Page :Ctrl+ Use this shortcut to move to the beginning of the first page.

+ [ Down Page :Ctrl+ Use this shortcut to move to the end of the last page.

4+ We select a column by clicking on the column name as the letter A

4+ We select a row by clicking on a row number for example 2

4+ To select the entire worksheet we click from the keyboard ( A + Ctrl)
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Hide and show rows or columns:
o Invisibility row or column Select the row or column and then click with
the right mouse button on any place in the selection
%+ And we choose Hide () from the list.

4 Hidden rows or columns We select a column before the hidden column and at
least a column after it and then click

o Show: Right-click on the selection and choose Show Unhide.

%+ and hidden rows select the entire worksheet columns full CTRL+A and then
press Unhide
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» Info: Displays information about the open workbook such as the name of the workbook, its
size, and the composition of the workbook

And see it as well as to create protection and password for the workbook in Excel.

» New starch workbook (Book) is a blank workbook. Blank

» Open to open a stock workbook with the calculator.

» Save workbook (This command does the As Save command when you save the workbook
for the first time.

> Save As the workbook with another name.

» 6 :Print used to print the worksheet and we choose the settings as follows:

e :Print executes the print command.

e Copies: Specify the number of print copies.

e :Printer Choose the printer to be printed from.

e Active Sheet :Print the active worksheet.

- Workbook Entire :Print full printing of the workbook.
- Selection Print: Print the selected data.

¢ Pages determine the number of pages to print.

» Collated- Prints pages from the first to the last page

The printing process is repeated in the case of more than one copy.

Uncollected in case of third printing copies of a sheet

10-page work that will print the first page Third times then the second page three times.
¢ Orientation :Portrait make the paper direction vertical.

make paper Landscape Orientation Horizontal.

e A4: Printing paper size.

¢ Normal Margins: Footnotes and options Other.

e No Scaling: Scalable printing

» Share : Possible to share the book
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>

¢ Bold: to make writing in bold and
abhbreviated it. CTRL+B

e Size font

Insert Page Layout Formulas Data Review Q Tell me
.n.D X & = o % Conditional Formatting ~ E' Jo! ®
Eg ~ =
Paste B Font Alignment | Mumber EFormat as Table Cells Editing | Add-ins
. - - - (14 Cell Styles ~ . .
Clipboard Tu Styles Add-ins
{ Cut is the process of cutting and shortening
Home «, | the contents of a cell. CTRL+X
alls
® Paste : - D o
ER ~ 2 e Copy: is the process of forgetting
pastes Paste
. W mnd Alhhuncintin~ tha anmbands ~f A
COpIEd or Clipboard
cut
contents Format Painter forgets formats from a
e E& <
. . =] s <
rial : choose the line Font | Alignment | Number | =2 :
. ) < || ®size
ype of arrow that is — = == |
alibr hall | LR I font:Increase to
- EE o~ S e A~ .
: increase the font
Font i i\ =
// \ size in the cell.
W

¢ Font color : change

color of text

e |talic to make the font italic
shorten it. CTRL+I

e color Fill :to fill a

selected cell with a

e color Fill :to fill a

aalestoesl o011 H Y N

/&

e Underline: to underline the text
and shorten it. CTRL+U
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¢ Align Bottom : to make the cell
contents below the cell.

P Align Middle: to make the cell
rontents in the middle of the

Align Top :to make the

¢ Orientation: Change the

orientation of cell co/nti:ts/'

contents of a cell above

Align left text to make

/’
he cell contents left- 4

v v~ 20 wWirap Text

=

= 3=

Merge & Center

P

e text Wrap :is the
process of rotating
text by cell size.

e & center Merge :
is a null merge and

igned.

\ Alignment

Center :to make the contents of
|he cell in the middle.

¢ Right text :Align to make the cell
contents right-aligned.

General
format Number

1
Accounting to NG~

hoose the

05 1

[uumber\

General format Number : Choose
- the type of cell contents

.0 .00
0o =0

N

M=

¥

b

» style Percent: to make cell
ontents a percentage Its
sbbreviation is Shift+%+ CTRL

e Decimal: Increase to

increase decimal

numbers beyond

!

e Decimal :Decrease to
decrease decimal digits

e Style: Comma to make cell
numbers have a sorter up
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F&2) Conditional Formatting ~ | |

;] Highlight Cells Rules *

T b
0] Top/Bottom Rules

-
=-- Data Bars *
I
H=]
.= Color 5cales 4
.
§ lcon Sets r
] MNew Rule..
I:',p Clear Rules 4
Rl Ahdanans Rulac
¥

Conditional Formatting ~

E Format as Table ~

[7 Cell Styles ~

Styles

;!meaias'l'able" | Celle Felitinn Aol me l

Good Neutral

Data and Model

Calculation Check Cell Explanatory ... |Input Linked Ce Note

Output Warning Text

Titles and Headings

Headingl Heading2  Heading3 Heading 4 Title Total
Themed Cell Styles

20%- Accentl  20%- Accent2  20%- Accentd  20%- Accentd  20%- AccentS  20% - Accent6
A0%- Accentl  40%- Accent2  40%- Accentd  40%- Accentd  40%- Accent5  40% - Accent6
[60%-Accentl | 60%- Accent2  60%-Accents  60%- Accentd  60%- Accents | 60%- Accent

ar—reana— e

Number Format

Comma Comma [0] Currency Currency [0] Percent

E] Mew Cell Style..

15 New Table Style...
5] Mew PivotTable Style...
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= P |
Cells Editing | Adc

- e

Adc
[ 3|
= [}
5 e
N

Insert Delete Format
‘ C;A \ C:Format- Format cell size width and

N\ height

B- :Delete to delete a cell in the
l table.
[ A- Insert the cyclist cell in the table.
= -

The process of combining _

] Editing | Add-ins

-

Add-ins o~

several contents is emptyaAry
also contains five basic

\ O\

> AutoSum o~ A ; )]
g [ Fill ~ z¥

Sort & Find &

& Clear ~ Filter ~ Select ~ ‘\

functions /

1 Editing g To search for a

[AutoSum
. Sum, Average, Count
INumbers, Max, Min

| L4

A \
number, specific
word, text, or

To filter data by
certain conditions

B- Fill to fill the
contents in a series
of empty directions

Clear: To delete the contents of a cell or group
empty, we select the desired empty and then press
(Delete), moments.
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is the third tab in Excel 2019. Microsoft This tab has a lot of features that insert
elements and objects such as: table, pictures, graphic images, shapes, SmartArt
graphics, and graphics.
Charts as in the following figure.

lllustrations : This group's commands insert Different types of illustrations such as:

images, shapes and clipart Pictures and fees Smart Art Shapes and Smart Shapes
Charts and screenshots.
1. Pictures insert a picture saved in the calculator.
2. ClipArtinsert clip art and it is located in the system
3. Shapes insert different shapes.
4. Screenshot: The screenshot command allows you to take an image of all or part
of any window that appears

Pagelayout  Fomules  [Data  Review  View  Help QTellmewhatyouwanttodo

E) D r&'Shapesv |9 |'| Ik |'. |I " ]:E]: I I D4 LE -

| = Dmanit Ml i v | O Symbal
PivotTable Recommended Table | Pictures Recommended . Pwu(hart 0 Line Column Win/ | Slicer Tmelme Lmk Text Header

PivotTables g ot Chats W7 =7 Map~ Loss Box & Footer
Tables Ilustrations (harts fal Tours Sparklings Filters Links Tett Symbals

lick on the Table Create

con and select the required

mpty to make a table and Creste Table 7 X

- Where is the data for your table?
hen CIle .Ok 5A51:56516] +

D My table has headers
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Smart ART :

Choose a SmartArt Graphic

ﬂ

Process

Cycle

Hierarchy

Relationship

Matrix = EEE =
| ; =

Pyramid 0

Picture

Load
&
&
B
@
A
W
&

08
el

gle
S5

Office.com

Basic Block List

Use to show non-sequential or grouped
blocks of information, Maximizes both
horizontal and vertical display space for
shapes,

Cancel

Choose the desired shape and click OK Two contextual tabs
for the Design format will appear that can be used to
change the color and design of the shapes/jmd make
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Charts :

Charts: A graphis a
sisual expression of
data and shows data 17

| |
.

: W~ i~ i~

Recommended "~ ProtChart

n an easy-to- D

Charts =
understand way. | Charts F

Here are several types

Insert column or bar
bf charts such as

column chart bar and

|
2 - Colurmmn

M (AR (A

ZF-D Colummn

i =@ 108 S

Waterfall

nad]

Stock

et Last [pall Liull

Surface
e s O s

2-D» Bar

hdl More Colurmn Charts...

Insert waterfall ,funnel
. stock .surface or

2-D Area

s 1A [

3-D Area

®  More Pie Charts...
| [ More Line Charts... 5 M

Insert line or area Insert pie or doughnut
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=

Timeline : use a time line to filter
dates interactively . Time lines
make it faster and easier to select

7

=y

Slicer Timeline

Filters

Slicer which is the order of the
data descending example we

snecifv the column of hooks

Insert Hyperlink

Link to: Text to display:

;ﬂ Look in:
Existing File

= Documents

Link

Links

-Links Hyperlink : a link that links
any other program such as (Power
Word,

cad auto Access, Point, with Excel
Y/

? X

ScreenTip..,

or'\Web Page

¢
Place in This
Document Browsed

Pages

Current
Folder

Create New Recent
Document Files

Customn Office Templates Bookmark...

@ Book

@ Databasel
@ Database2
@ Database3
@ Databased
@ Doc3

@ Presentation
[3:] Presentation 1

_l] Address:

E-mail
Address

We select the program and then click
Ok the link appears in the selected cell.
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Text allows you to view text in a variety of ways

Insert Word ART

Add Signature line

Text  Header
Rox & Foote

* Embedded Objects are
documents or other files

and drag

Click on the "Box Text" b/'l'ﬁton
This will change the mouse
pointer to + shape.

We press the left mouse button

The text box is drawn and then

You carTinsert a header and
footer for the pages with the
following steps:

-1 In the Insert tab, from the Text
group click Footer & Header, a

place will open

Intended for writing the desired
address.

-2 The header area will be
activated on the page, now enter
the text for the header in the
header area.

3. A footer can be inserted in the

TC Equation ~
2 Symbal

Symbaols

When you click on the equation
symbol, several types of
equations will appear that we
may have difficulty typing using

Add Symbols
that are not on

the keyboard. And choose one
of the equations only we select
it with the mouse and then add
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Function Library Group

Insert Function ? *

Search for a function:

Type a brief description of what you want to do and then Go
click Gol
Or select a category: | Maost Recently Used

Select a function:

AVERAGE ~
SUM

IF

HYPERLIMK

COUNT

AVERAGE(number1,number2,...)

Returns the average (arithmetic mean) of its arguments, which can be
numbears or names, arrays, or references that contain numbers,

Help on this function ok | Cancel

Average : This function is used to find the arithmetic mean of a set of numbers
.= AVERAGE(B2:E2)

ut

New Microsoft Excel Worksheet - Excel

Formulas Data Review View Help Q Tell me what you want to do

=AVERAGE(C2:E2)

Sign in

&3l

5 Shard

Formula Bar
o A

Q | P | Q | N M | L | K | J | H | | F | E | )
el 383la 25La) 155k sl &
L 65.66667 58 79 60 e
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SUM : The addition function is the most important function of the excel function and
perhaps the most used function at all, and it adds the numbers .= SUM(C2:F2)

MNew Microsoft Excel Worksheet - Excel Ea]

Page Layout Formulas Data Review View Help g Tell me what you want to do

Mo L [ K | 1 . I [ H G F [ E | o | c | B [ A
Fonzxall 4 Bola 3 fola 2 Bala 1 53le sl @l =

[=suna(chk:ra) 8 7 5| dasa g 1| :

SUM(number1, [number2], ...) 7 8 9 el | ¢

4 & 8 5 s das| |

3 5 & 4 sede | !

i

MAX : This function is used to find the greatest value of =MAX(C2:E2)

New Microsoft Excel Worksheet - Excel Sign in [Eal
Formulas Data = View Help Q Tell me what you want to do
= (=] Define Name ~ 1= Trace Precedents Show Formulas =
B EE R B B oS¢ - = i 1 F B colteow
o | = eed) laslimEl Db M_ ¥ =% Trace Dependents ™! Error Checking ~ o e
ial Logical Tex ate ookup a ore ame - atc alculation
- ~  Time~ Reference~ Trig~ Functions~ | Manager [5 Create from Selection 1%, Remove Arrows ~ (%) Evaluate Formula Window Options = Ef Calculate Sheat
Fundction Library Defined Names Formula Auditing Calculation ~
5 =MAX(C2:E2) v
R | Q | p | QO | N | M | L | K | J | | H | G F E | D | C | B | A |
d08 pSI 3hsla 25La 183 ] =1
l 79 58 79 60 e 2
3
4

MIN: This function is used to find the smallest value =MIN( B2:E2 )

New Microsoft Excel Worksheet - Excel =

Page Layout Formulas Data Review View Help Q Tell me what you want to do poh

IE I IE IE IE IE_T\\\I' Define Name - :‘::'ﬁ'a(eprecedems (%] Show Formulas ’_| T

=% Trace Dependents “1 Error Checking -

Financial Logical Text Date& Lookup& Math&  Mare MName . Watch Calculation
Manager £ Create from Selection Ig\ Remaove Arrows ~ (/&) Evaluate Formula  window Options - B3 Calculate Sheet

Share

@ = -~ Time~ Reference~ Trig~ Functions~

Function Library Defined Names Formula Auditing Calculation ~
fe | =MIN(C2:E2) v

1 R 1 Q 1 P 1 o 1 N 1 M 1 L 1 K 1 J 1 1 H 1 G F E L D L c L B L A Il
Ayl 1B 38k 25l 18k sl ol
L 58 58 79 60 e s 2
3
4
5

COUNT : The COUNT function calculates the number of cells containing numbers
=COUNT(C2:E2)

New Microsoft Excel Worksheet - Excel
Page Layout Formulas Data Review View Help Q Tell me what you want to do
I I I I I = (=] Define Name ~ 12 Trace Precedents Show Formulas ’_‘ =
E E E I= 9‘ = n’n ;% ] Py Calculate Now
Ei ial Logical Text Date8 Lookup 8 Math & I\T N o0% Trace Dependents ™1 Error Checking = e e
y Financial Logical Tex ate ookup a are ame . atc alculation
- - ~  Time~ Reference~ Trig~ Functions~ | Manager [ Create from Selection I; Remove Arrows - (%) Evaluate Formula  \Window Options ~ B Calculate Sheet

f£ | =COUNT[C2E2)
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Function :IF()
The IF() function is the most famous conditional function on the length and
it takes a condition and returns a certain value once the condition is met
And another value if it is not achieved and takes the following form:
(Value condition non-fulfillment condition value condition condition logical
condition) =IF
=IF (logical expression; true; false)

IE H Iﬂ Ia ; e | ; | Clcate Now

ly Financial Logical Text Dated Lookup®& Math8  More ‘ B : 01 B e
( v Time~ Reference~ Trig~ Functions~ fe] ) Evaluat

Fundtion Library Defined Names Formula Auditing Calculation
J f( :if(Q):SO;”\-'A-d‘)";”tu?l-"”]

R (@ [ P | O | N | M | L [ K| ]| H | ¢ S E | D | C | B | A

bl W B 1 Wl e

fif(C2>:50;"E-?U";"HM‘)") 1_60" (}k)}"

66




Computing is not about computers any more. It is about living

NOW : This function uses to insert time and date in the worksheet and takes
Figure follows =NOW ()
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Get data : This command is located in the data transform & Get group and is used to
get data from

Different sources file or database

Refresh all : This prompt is in the Connections and Queries group and is used to
update

Data received in the worksheet.

Connections: This command is used to show all the links that provide the worksheet
with data.

Properties: from which the contents that are displayed from the source are
determined and how to deal with changing the number of Rows and columns from
the source.

Sort & Filter Group

A group of sorting and filtering data, from which we can sort the data ascending or
descending, as well as filtering this data And according to specific values to obtain
the required data.

Outline Group

Outline group is used to decode and merge a set of rows and columns to handle
them as a single structure together

Group: (Data collection) is done after selecting the rows and columns to be grouped.
UN Group: Used to unlink threaded rows or columns (for removal data collection)
Subtotal: is used to partially sum selected data based on a column value

Particular.

Detail: Show is used to show threaded rows or columns

Detail :Hide is used to hide threaded rows or columns. Information network
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Information network

We will learn about the concept of both the local area network (LAN) and the wide
area network (WAN).

What is LAN?

Or (Local Area Network) The local area network is abbreviated as (LAN); it is

Networks are used to cover limited and small areas such as a home or office. Local
networks can be connected to each other via connectors from wide area networks
using routers. For example: If there are ten people working together in an
organization inside an office, it is better to link their computers, and in this way the
office can have one printer that all ten people use. They can share other devices such
as a modem and a scanner, and they can also share information among themselves.

What is WAN?

And its abbreviation is Wide Area Network.

WAN or Wide Area Network, as the name suggests, allows you to connect to other
computers on a wider scale (i.e. the entire world).

What are computer workgroups?

A group of people who work together can share resources with each other. For
example, when using a word processing program, you might use what are called
templates. For example, your company might want to use a standard header for a fax
page. If the template for this page is stored on one computer, it will be available to
all the other computers. If you want to change the header on a fax page, you will
have to change it on one machine instead of changing it on each computer.
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Telephone networks and the computer world

We will learn about the use of the telephone network in the computer world and
what is meant by its terms.

PSDN is the recognized name for the currently used telephone network.

ISDN stands for Integrated Service Digital Network, which allows for faster data
transfer rates than modems. Using ISDN, you can transfer 64 or 128 kilobits of data
per second.

Satellites: Satellite communications have allowed us to make a phone call or access
the Internet from anywhere in the world.

FAX: A fax machine allows you to transmit printed material over a telephone system.
The sending fax machine scans the page and converts the data into sound, and the
receiving fax machine converts the sound back into an image of the transmitted page
and prints it. Most modern computers include a modem that can send and receive
faxes without the need to use a separate fax machine.

Telex: Telex is an old system used to send written messages via the telex network.
The use of Telex has begun to decrease and is gradually being replaced by e-mail and
fax.

Modem: Modem is an abbreviation for Modulate / Demodulate. The modem sends
data from the computer you are working on through the telephone system, and the
modem on the other side of the telephone line converts the signals so that the
receiving computer can handle them
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Digital Versus Analogue

Any digital system uses zeros and ones to represent and transmit data, so any digital
clock will display time in hours, minutes, and seconds.

The analog system does not use zero or one like a conventional watch, but rather

uses the full range of numbers including fractions. In this way, an analog watch can
display fractions of a second.

Baud Rate

The baud rate refers to the speed at which a modem can send and receive data. The
baud rate of most modern modems is 56 kilobits per second maximum.
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Email Electronic Mail
Learn about email, its many uses, and what you need to send and receive emails.

When you send an email, the process is instantaneous. This is very useful when you
are sending a message to someone in another country. The person receiving the
message who lives on the other side of the world can read your message at any time
and respond to it.

You can send the same email to many people at the same time, which is very useful
in any work environment. However, this possibility can be exploited incorrectly.
Now, anyone can send an email via the Internet to millions of people, which is a
wrong practice that many condemn. These messages are called spam messages, and
there is a folder designated for them in the email called Spam Folder.
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What do you need to use email?

To send and receive email, you will need a computer, some computer hardware and
software, and an Internet connection.

There are two basic types of email that you should know:

Internal company emails are sent and received over the company's local network. If
you are connected to your organization's local network, you will need to install a
network card (board) in the computer you are working on. In many cases, you can
use Windows to connect to computers connected to your company's server. In other
cases, your company may use special networking software such as Novell's Netware

In large companies, you are usually connected to the Internet via the company's local
network, and sometimes you need to connect a modem to the computer you are
working on so that you can access the telephone system and then the Internet. The
support team in the IT department of your organization prepares the necessary
procedures to complete the process of connecting to the local network and the
Internet. Many companies use Outlook
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The Internet

The Internet is a global network that connects millions of networks. One of the most
important features of the Internet is the huge amount of data that you can access
through it very quickly.

You can use the Internet as a marketing tool for your company, even if it is small,
without the need for...

sales representative.

The problem these days is not finding information but dealing with the huge amount
of information available. In addition, you do not know how accurate the information
you are getting is and whether it is up to date or not.

There are many search engines, the most famous of which is currently Google
www.Google.com. As an example of search engines in the world of the Internet:

http://www.altavista.com
http://www.excite.com
http://www.hotbot.com
http://www.go.com
http://www.lycos.com
http://www.metacrawler.com
http://search.msn.com
http://www.webcrawler com
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