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Introduction + Windows XP  

 

  ب

الفكرس 
 1 .......................................................................................................................................اٌذرص الأٚي

 حؼزٌف اٌىّبٍٛحز

أٔٛاع اٌىّبٍٛحز 

  اٌّىٛٔاث اٌّادٌت ٌٍىّبٍٛحز

 Softwareاٌبزاِح 

 ٚزذاث لٍاص اٌبٍأاث

  ِٚخطٍباث اٌخشغWindows XPًٍِمذِت 

 ِخطٍباث اٌخشغًٍ

 10 ................................................................................................................. اٌذرص اٌثأً إدارة الأٌمٛٔاث

 Welcome Screenشاشت اٌخززٍب 

 user interface ٚاخٙت ٔظاَ اٌخشغًٍ

 إظٙار الاٌمٛٔاث الاطاطٍت  ػٍى ططر اٌّىخب

 Shortcutsرِٛس الاخخظار 

 shortcutsطزق إٔشاء 

 Startإٔشاء رِٛس اخخظار داخً اٌمائّت 

 حغٍٍز شىً رِش الاخخظار

 حزحٍب الأٌمٛٔاث ٚإخفائٙا

 طزق ػزع الأٌمٛٔاث داخً إٌافذة

  ٚاٌخزٚج ِٓ ٔظاَ اٌخشغLog Offًٍاطخخذاَ الأِز 

 25 .................................................................................................................... اٌذرص اٌثاٌث إدارة إٌٛافذ

 اٌخؼزف ػًٍ ِىٛٔاث إٌٛافذ

 حسزٌه إٌٛافذ

 حزحٍب إٌٛافذ

 My Computerٔافذة اٌّدٍذ  
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 My Documentsٔافذة اٌّدٍذ 

 My Music خظائض اٌّدٍذ 

 My Pictureخظائض اٌّدٍذ 

 أضف ٌّظخه اٌشخظٍت ػٍى اٌّدٍذاث

 Recycle Binاطخخذاَ طٍت اٌّّٙلاث 

 لإطخؼادة أزذ اٌٍّفاث اٌخً حُ زذفٙا إًٌ ِٛضؼٙا الأطًٍ

 اطخؼادة اٌٍّفاث ٚاٌّدٍذاث اٌخً حُ زذفٙا إٌى ِٛضغ آخز

 زذف اٌٍّفاث ٚاٌّدٍذاث ِٓ طٍت اٌّّٙلاث

 Windows Explorerإٌافذة 

 Left Paneاٌخؼزف ػًٍ اٌٍٛزت 

 43 ........................................................................................................ اٌذرص اٌزابغ حخظٍض ططر اٌّىخب

  حغٍٍز ٌْٛ أٚ طٛرة خٍفٍت ططر اٌّىخب

 Screen Saverإػذاد زافظ اٌشاشت 

 Appearanceحغٍٍز ِظٙز إٌٛافذ 

 اٌخسىُ فً ٚضٛذ اٌشاشت

 52 .....................................................................................اٌذرص اٌخاِض حخظٍض شزٌط اٌّٙاَ ٚلائّت اٌبذء 

 Taskbarشزٌط اٌّٙاَ 

 حىٌٛٓ ِدّٛػاث ٌٍٍّفاث اٌّخشابٙت

 لإٌغاء اٌّدّٛػاث

 Taskbarاٌخسىُ فً شزٌط اٌّٙاَ 

 Startِسخٌٛاث لائّت 

 63 ............................................................................................ اٌذرص اٌظادص اٌخؼاًِ ِغ اٌٍّفاث ٚاٌّدٍذاث

 اٌخؼاًِ ِغ اٌّدٍذاث

 Thumbnailحغٍٍز اٌشىً  اٌخاص باٌّدٍذ 

 اٌخؼزف ػٍى اٌٍّفاث ٚاٌخؼاًِ ِؼٙا

 إٔشاء ٍِف
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 خظائض اٌّدٍذ أٚ اٌٍّف

 اٌطزق اٌّخخٍفت لإخخٍار اٌّدٍذاث أٚ اٌٍّفاث

 حغٍٍز إطُ اٌّدٍذ أٚ اٌٍّف

 ٔمً أٚ ٔظخ اٌّدٍذاث ٚاٌٍّفاث

 زذف اٌّدٍذ أٚ اٌٍّف

 73 ........................................................................................................... اٌذرص اٌظابغ اٌخؼاًِ ِغ اٌبزاِح

 Runحشغًٍ اٌبزاِح بإطخخذاَ الأِز 

 اٌبزاِح اٌٍّسمت داخً ٔظاَ اٌخشغًٍ

Accessibility 

Sound Recorder 

Volume Control 

 Calculator اٌَت اٌساطبت

 Notepadبزٔاِح 

 Paint بزٔاِح اٌزطاَ 

 Tour Windows XP 

 Control Panel ........................................................................................... 80اٌذرص اٌثآِ  ٌٛزت اٌخسىُ 

 Control Panelاٌخؼزف ػًٍ ٌٛزت اٌخسىُ 

اٌخسىُ فً إػذاداث ٌٛزت اٌّفاحٍر 

  اٌخسىُ فً إػذاداث اٌّاٚص

 ضبط إػذاداث اٌخارٌخ ٚاٌٛلج

 User Accountsاٌخسىُ فً زظاباث اٌّظخخذٍِٓ 

 Sounds And Audio Devices إػذاداث اٌظٛث 

 

 



 خّؼٍت اٌزػاٌت اٌّخىاٍِت اٌّزوشٌت

 الأول درسـال
ٍقذٍح اىنَثٞ٘ذش 

 

 

 

       

 

 
 

 

  

  

  

  

 Software 

 Windows XP 
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HardwareSoftware

Input unit

Processing unitOutput unit

 Mainframe
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 Minicomputer

Mainframe

Mainframe 

 MicrocomputerPersonal 

ComputerPC

  

Input 

unitProcessing unitOutput unit

Key Board Mous

e 

Touch 

 Screen Scanner 

Joysticks Light Pen 
Striped 

Bar Codes Mic 
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Processing unit

A L U 

Arithmetic and Logic Unit 

Memory Unit

RAMROM

Control Unit

 Random Access Memory

Volatile

 

 Read Only Memory
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 Arithmetic and Logic Unit

><<> 

 Control Unit

 

 

Storage Unit

 Hard disk

CD-RomDVD

 

 

 Floppy disk

 

Monitor Printer Speaker Plotters 
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 Zip disksJaz disks 

Zip disks

Jaz disks

 

 CD-Rom

CD-RCD-Recordable

  

 DVDDigital versatile Disk

 Digital Video diskCD Rom

DVD drive
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 bit   

 Byte

Hello

 

 Kilobyte 

 Megabyte 

 Gigabyte 

 Terabyte 

Software 

Programmer

Operating System

CPU
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Applications Program

MS WordMS ExcelMS PowerPoint 

Windows XP

XP

Win 9XNTSystemOperating

ComputerHardware

Machine 

Language

Windows XPProfessional EditionHome Edition

Professional Edition

LocalNetwork

Home Edition
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Windows XP

 Processor

 RAM

 

 
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الثاني  الدرس

إدارة الأيقونات 
 

 

 

       

 

 
 

 Welcome Screen 

 User interface 

  

 Shortcuts 

  

  

 Log Off 

  
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Welcome Screen

Welcome Screen

Profile

Profile

Profile
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user interface 

Windows XP

DesktopTaskbar

 Desktop

welcome 

screenMy computer, 

My DocumentsRecycle Bin

Shortcuts

IconsTaskbarBackground

Icons

Desktop

IconsShortcutsIcon
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Properties

Display Properties 

 

DesktopCustomize Desktop

Desktop Items

Desktop Icons

   Run 

Desktop Cleanup Wizard Every 60 Days  Shortcuts

 Unused Desktop Shortcut 

Clean Desktop Now

OKDesktop Items

OKDisplay Properties
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Shortcuts

Shortcuts

 

shortcuts 

 

Create 

Shortcut Here 

Shortcut

 Alt
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 DrivesWeb Pages

PrintersSend To

  Desktop (Create Shortcut) 

 

 

 

NewCreate Shortcut

BrowseBrowse For Folder

OK

NextFinish

Shortcut
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Start

1. Start

Start 

2. 

 

 

 Properties

Properties

 Change IconChange Icon

 

3. Select an Icon From the List Below 

4. OKChange Icon 

OKProperties
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Arrange Icons By

Name

A to Z 

Size

Type

Word

Modified

Auto Arrange 

Show Desktop Icons
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1. Thumbnails

HTML 

  

2. Tiles 

Icons
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 Icons 
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4. List 

 

5. Details 

Size

TypeDate Modified 
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Details 

ViewChoose Details

 Details   

 .

 Move Up  Move Down  

OK

 film strip
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Log Off

Log Off

Turn OffStart

Off WindowsLog 
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   Switch User  

 

  Log Off  

 

 

PowerPower

 

StartTurn Off ComputerTurn Off Computer
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  Turn Off  

 Power Supply  ATX 

،Power Supply  AT 

 Windows 

  Power 

  Restart   Windows

 Windows  .

  Stand by   

Monitor  Hard Disk  

Standby

RAMStandby

Standby

Windows
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الثالث  الدرس

إدارة النوافذ 
 

 

 

       

 

 

  

  

 My Computer 

 My Documents 

 Recycle Bin 

 Windows Explorer 
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    Windows

 

  Title Bar  

 Icon  

 My Documents 

 

  Menu Bar 

  Standard Buttons 

 

  Address  
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Enter

Left Pane

 

 

 

  Minimize   

Taskbar   .Taskbar 

  Maximize    

Maximize  Restore Down  

 Maximize 

 

  Close   
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  Move 

  Enter   

 

diagonal double-headed arrow 
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 My ComputerMy 

DocumentsRecycle Bin

 Taskbar 

  Cascade Windows  

  Tile Windows Horizontally
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 ٚباخخٍار Tile Windows Vertically  

Show the Desktop  Minimize  Taskbar ٚباخخٍار

  Show the Desktop  Show Open Windows

 

My Computer

StartMy Computer

 

My Computer 

Files Stored On This computer
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C, D, EC

Floppy DriveCD Drive

Floppy Drive

My Computer

CD RomCD Drive

(F) 

System Tasks

System Information
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General

RAM

Computer Name

Change

HardwareAdd Hardware Wizard

Device Manager

Add or Remove Programs

Change Setting

Other Places

My Documents

StartMy Document
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My MusicMy PictureMy Videos

 My Music

Music Tasks

Play All

  Play Selections ،

 

My Videos 

My DocumentMyVideos

Thumbnails

Video TasksLinks To Common Tasks

Play All Windows Media 

Player 
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My Picture 

TasksPicture
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 -View A Slide Show   .

 -Close The Window  My Pictures

Print Pictures 

Set As Desktop Background 

 Desktop .

Personalize your folder 

Properties ٌش Customize ، Use 

This Folder Type As Template 

 

Documents 

Photo Album 
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Music  Music Artist  Music Album:  

Videos 

Also Apply This Template to All Subfolders

  

Recycle Bin

 Delete

 

 

Recycle Bin  .

 

Recycle Bin

 File   Restore

 Restore 

 Restore This Item  Recycle Bin Tasks

  Restore All Items  Recycle Bin 

Tasks
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 Cut

PasteEdit

EditMove To Folder

Move Items 
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Move 

 

Delete File

Delete

  Recycle Binوذلك :

  File  Empty Recycle Bin .

  Empty The Recycle Bin  Recycle Bin Tasks . 

Yes

 

Windows Explorer

Windows Explorer

Windows ExplorerStartAll Programs

AccessoriesWindows Explorer

E,
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 Folders 

 

  Close  

.

   Drive 

Status barView

FolderHard diskWindows Explorerشٌ ٍِ اىجضء الأٝغش 

ExpandPlus

My ComputerExpandCollapseMinus
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Standard Buttons ٜعي 

 Back   

  

 Back  

 

 Forward   

 

 .

 Up   

 View  

Left Pane 

Left Pane

FoldersLeft Pane
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Folders 

Close  Folders Folders   

Standard FoldersLinks to Common Tasks 

 My Computer  My 

Documents 

 Search  Search Companion 
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 History   

  

Back ٚأ Forward History Ctrl + H 
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الرابع  الدرس

تخصيص دطح المكتب 

Display Properties 

 

 

 

       

 

 
 

  Customizing the desktop  

  

 Screen Saver 

 Appearance 

  

  



 خّؼٍت اٌزػاٌت اٌّخىاٍِت اٌّزوشٌت
 

 44 

 Customizing the desktop   

Properties

Themes

Icons

ThemesTheme 

Sample 

 More Themes Online   

Themes Microsoft 

BrowseTheme
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Desktop

BackgroundBrowse

Position 

CenterTile

  Stretch 

Color

NoneBackground 

Color 

  

Other OK
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Screen Saver

 SaverScreenٍعْٜ 

  

 -Properties

Display PropertiesScreen Saver

 

 

 Preview   Screen Saver  

 .

 Settings   Screen Saver 

 Screen Saver 

 Wait  Screen Saver
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 On Resume Display Welcome Screen 

  Screen Saver 

My PictureMy 

Pictures SlideshowScreen SaverDisplay Properties

MarqueeScreen Saver

SettingsScreen Saver

Background ColorFormat Text

OKMarquee SetupOK

DisplayPropertiesPreview

OK

Appearance 

PropertiesDisplay PropertiesAppearance
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 Windows And Buttons   XP 

  Windows Classic Style 

Color Scheme Olive 

Green  Silver  Font Size  

AdvancedAdvanced 

Appearance
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Item

Font

Icons

EffectsEffects 

Use The Following Transition Effect For Menus And tool tips 

tool tips

 Fade Effect    Scroll Effect  

Use The Following Method To Smooth Edges Of Screen Fonts

 Fonts  Standard

LaptopsClear Type



 خّؼٍت اٌزػاٌت اٌّخىاٍِت اٌّزوشٌت
 

 50 

Use Large Icons   Icons   

Desktop   Start

Show Shadows Under Menu

 

Show Windows Contents While Dragging 

 Hide Underlined Letters For Keyboard Navigation Until I Press 

The Alt Key  Alt 

  T  

 Tools 
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PropertiesDisplay PropertiesSettings 

 

 Display 

 

 Screen Resolution   

 

 Pixel 

Color Quality  
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 الخامس الدرس

تخصيص ذريط المكام وقائمة البدء 

Customize Taskbar and Start Menu 

 

 

       

 

 

 Taskbar 

  

  

  

 Taskbar 

 Start 

 Start 

 IconsStart
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Taskbar

Start

Taskbar

 Start

  Start 

  Start  

My Computer, My Documents 

 Notification AreaSystem Tray  

  

 

 

 

   Quick Launch  

 Taskbar  Taskbar 

 

  .Taskbar

 Alt + Tab  Tab 
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AltTab

Alt

 

  Close Group 
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TaskbarProperties

PropertiesTaskbar And Start Menu 

ButtonsGroup Similar Taskbar

OKTaskbar

  Lock The Taskbar   Taskbar  

 Auto-Hide The Taskbar  Taskbar 
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  Keep The Taskbar On Top Of Other Windows  Taskbar 

  Taskbar 

  Show Quick Launch   Quick Launch 

 Windows Media Player  Microsoft Internet Explorer

  Show The Clock   Hide 

Inactive Icons  Notification

Taskbar 

Taskbar

TaskbarToolbars

 

 Lock The Taskbar  Taskbar
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Start

StartPropertiesTaskbar And Start 

Menu Properties. 

 Start Menu Windows XP

Classic Start Menu  Start  
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Start

 

StartStart
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  Internet Explorer

 E-MailOutlook 

Express

Most Frequently Used Programs 

Windows XP 

MSN Explorer

Windows Media Player

Windows Movie Maker

Tour Windows XP

Windows XP

Files And Settings Transfer Wizard

All Programs 
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My Documents

 

 

 My Recent Documents  

 

My Pictures 

 

 Desktop

My Music  

 

 My Computer Partitions 

 Hard Disks 

  CD-ROM Drive 

 Floppy Disk

 Control Panel  

 Printers And Faxes  

Help And Support Center  

 Tutorials  Support  

Services 

  Search  

 Run  
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Start Logoff  Turn Off Computer  

 

IconsStart 

CustomizeStartCustomize Menu

GeneralAdvancedGeneral

 Select An Icon Size For Programs  Icons 

Small Icons Large 

Icons

 Programs    Most Frequently 

Used Programs List  

Number of Programs on Start MenuClear List  
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 E- Mail 
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  الدادسالدرس

 التعامل مع الملفات والمجلدات

 

 

       

 

 

  

 Thumbnail

  

  

 Properties 

  

 

 

  

 OptionsFolder
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Folder

New

Folder

FileNewFolder 

Enter

Thumbnail

Properties

Customizeٜمَا فٜ اىص٘سج اىَْٜٞ ٍِ اىشنو اىراى  Folder Pictures 

 Choose Picture  

Browse  Open 

 . مَا فٜ اىص٘سج اىٞغشٛ ٍِ اىشنو اىراىٜ
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Change Icon

OK
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.

DotNameExtension

Windows

ToolsFolder OptionsFolder Options
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ViewFor Known File TypesHide Extension

OK

New
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Properties 

Properties

General

MS Word 

Word 



 خّؼٍت اٌزػاٌت اٌّخىاٍِت اٌّزوشٌت
 

 69 

Sharing

LAN

 

     

    Shift 
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  Ctrl  

 . 

 Ctrl+ASelect AllEdit 

 

   Rename. 

  F2   

 File  Rename. 

   

Cut Copy 

Select 

EditCut EditCopy 
Edit

Paste 

Cut Copy

 

Paste 

Ctrl+X Ctrl+C
Ctrl+V

Ctrl
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Move HereCopy Here 

 

Delete

 Delete

recycle bin

Shift

Delete
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Recycle 

Bin ًّ٘ق ،

Restore File  Restore
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  الدابعالدرس

 التعامل مع البرامج

 

 

       

 

 

 Run 

 

 Accessibility

 Sound Recorder .

 Windows Media Player. Address Book .

  Calculator .

 Command Prompt .

 Notepad .

  Paint .

 Tour Windows XP 
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Run

Run 

Office 

OpenOk

D:\ Important \ I C S  Ok  

   

My Documents\Vedio1.Avi Ok   Windows Media 

Player  

  Open www.ics.org.eg

OK  Microsoft Internet Explorer 



 خّؼٍت اٌزػاٌت اٌّخىاٍِت اٌّزوشٌت
 

 75 

Windows XP

Accessories

StartAll ProgramsAccessories

 Accessibility 

  

Accessibility Wizard

Magnifier



 خّؼٍت اٌزػاٌت اٌّخىاٍِت اٌّزوشٌت
 

 76 

Narrator

On-Screen Keyboard

 Communications

 

 Entertainment   

 -Sound Recorder 

 

 -Volume Control
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  Calculator  

   

Scientific Calculator  Functions   

View  Scientific 

 

 Notepad  

HTML 
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 Tour Windows XP Windows XP 
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  الثامنالدرس

 Control Panelلوحة التحكم 

 

 

       

 
 Control Panel 

 

  

 

 Add Or Remove Programs 

 User Accounts 

 Sounds And Audio Devices 
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Control Panel 

Control PanelStartControl Panel

Control Panel
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   Appearance And Themesٗ

 Pick A Task  

 Or Pick A Control Panel 

Icon.

 Or Pick A Control Panel Icon 

Display  Display Properties 

Theme  Screen Saver.... اىخ.

Folder Options  Folder options 

Taskbar and Start Menu Properties Taskbar and Start Menu 

Properties  Taskbar  Start.
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  Printer And Other Hardware 

 ،  

 Network And Internet Connections 

  Networks 

  User Accounts   

  Add Or Remove Programs   

  Date, Time, Language , And Regional Options 

  

  Sound , Speech , And Audio Devices  

  Accessibility Options 

 

  Performance And Maintenance 

  Hardware Component 

 

Switch To Classic View

 

  Windows Xp Switch 

To Category Viewُّفظ اىَنا ٍِ. 

 *

StartControl panelControl Panel

Printers And OtherHardwareKeyboardKeyboard 

PropertiesSpeed
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 Repeat Delay 

longshort

 Repeat Rate 

 slowfast

 Cursor Blink Rate  

 fast

 slowNone

StartControl panelPrinters And OtherHardware

MouseMouse Properties

Buttons: 
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 Button Configuration 

Switch Primary And Secondary Buttons .

 Double Click Speed  

Speedfast

 slow 

 Click Lock ًٍٔمَٛ بخشغTurn On Click Lock 

 Settings 
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Pointer

 

 Scheme  

  

Customize  Enable 

Pointer Shadow  

Pointer Options 
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 Motion  fast

 slow 

Enhanced Pointer Precision  

 Snap Toِٚٓ اٌدشء

  OK  Apply 

 Visibility :Display Pointer Trails

 longshort

LCD

 Hide Pointer While Typing 
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 Show Location Of Pointer When I Press The Ctrl Key 

  Ctrl 

Wheel

 Scrolling  

 One Screen At Time  
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Date And Time Properties

Notification AreaDate, 

Time, Language And Regional Option Date and Time 

TimeDateDate 

 Time 

 

Time Zone

Automatically Adjust 

Clock For Daylight Saving Changes 
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Internet Time

 Server   Server    

Automatically Synchronize With Internet Time Server 

  Server 

 Update Now 
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Regional And Language 

Options

 

 

Regional OptionsNumber

CurrencyTimeDate

Location 

CustomizeCustomize Regional Options 
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 Languagesأِا اٌخبٌٛب * 
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 Supplemental Language Support 

Install File For Complex Script And Right To Left 

Language .

Text Services and Input LanguagesDetails

 Default Input Language  

 

 Installed Services   Add  

 Add Input Language Add Input Language 

 OK 
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Remove 

 Key Settings  Advanced Key Settings  

 

  Action Change Key 

Sequence  Enable Key Sequence  

 OK  
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User Accounts 

Windows XP

Welcome 

Screen

User AccountsControl Panel

Create A New AccountPick A Task
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NextAccount Type

 

Computer Administrator 
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 Limited  

 

Create Account

 

 

Control PanelUser Accounts
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Change The Name  

Type a New Name Change Name  .

Create A Password  Create a Password 

Bullets

Create Password Create A 

Password   Change The Password 

Remove The Password

Change The Picture  Pick a New Picture 

Browse For More Picture 

 *Change The Account Type

 Computer AdministratorLimited

 *Delete the Account : .
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StartLog OffLog Off WindowsLog 

OffWelcome 

Screen

Enter
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StartLog OffSwitch User

Welcome Screen

Profile

Windows XP64 MB RAM 

 

Sounds And Audio Devices 

StartControl Panel الإسذثاطSound Speech And Audio Devices ّخراس 

Sound And Audio Devices. 
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Volume

  Device Volumeاٌدشء 

MutePlace Volume Icon in 

the Taskbar 

Notification Area  :Speaker Settings   

Speaker Volume
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Sounds 

Program Events

Start

Save As Sound Scheme 

Delete  Sound Scheme 
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  التادعالدرس

 البحث والمداردة وإختصارات لوحة المفاتيح

 

 

       

 
 Search

 Help 

  
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Search  

StartSearchSearch Result

 Picture, Music, Or Video

 Documents  

All File And Folders 

Computer Or People 

Search The Internet 

 

Help

StartHelp And SupportHelp And Support Center 
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 Pick A Help Topic  

 Ask For Assistance  

Remote Assistance  

 Windows XP Newsgroups 

 Microsoft  

Windows XP .

 Pick A Task     

Windows XP  Computer Hardware  

 Windows XP   

. 

 .
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 Did You know  

  Windows XP 

 

Search  

  Add New Hardware   

Search Starting Search  Search 

Result

Index

Index

Index

 MouseType in the 

Keyword to Find  

Mouse  ، Mouse  

 Pointer Speed  ،  

Display ، 
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HelpClose

Screen Tip
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Esc

F1 Help

F2 

F3 Search

F4 Address Bar

F5 Refresh

F6 Select

F10 

F12 Save As 

Ctrl + A 

Ctrl + C Copy

Ctrl + X Cut

Ctrl + V Paste

Ctrl + B Bold

Ctrl + U Underline

Ctrl + Esc Start

Ctrl + P Print

Ctrl + S Save

Ctrl + O 

Ctrl + Z Undo

Ctrl + Y Redo

Ctrl + I Italic

Ctrl + N 

Ctrl + W 

Ctrl 
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Shift+Ctrl
Shortcut

Alt + Tab 

Alt + F4

Alt + Spacebar 

Alt +dAddress bar

Alt + Enter Properties

Alt + Shift 

 Start

 + Break 

 + D         

 + M         Minimize

 + Shift+M Restores minimized.

 + E           My Computer

 + F           

 + R          Run

 

Print Screen  (Copy

Num Lock 

Home 

End 
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Title Bar 

Menu Bar 

 

   ”

Standard Toolbar 

Formatting Toolbar 

Menu Bar 

Status Bar 

 

 

selection

 

Wizard 

 

Save As
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Cut, Copy, Paste 

 

Repeat, Undo 

 Find, Replace, Go To 

Clipboard 

 

 ToolbarFormatting 

Font 

 

 Toolbar Formatting 

Paragraph 

Tabs 

Format Painter 

  Bullets and Numbering 

 

 

Page Setup 
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Insert Table 

: 

 

 

 

 

 

Tables and Borders 

toolbar Drawing 

AutoShapes 

3D Effects: 

 

Inserting Symbols 

 

 

AutoText 

 

Clip Art 

Diagrams 

change case 
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Drop Cap 

 

 

Header and Footer 

 

 

Help 
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 الأول الدرس
 

 

 

 

: فٜ ٕزا اىذسط عٞنرغة اىَرعيٌ اىَٖاساخ اٟذٞح       

 

 

 

 طزق حشغًٍ اٌبزٔاِح. 

 ٚاخٙت اٌبزٔاِح. 

 خٍّغ الأشزطت اٌخاطت باٌبزٔاِح. 

 وخابت إٌض. 

 حسذٌذ إٌض. 
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 Microsoft Word XP

. 
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StartAll ProgramsMicrosoft Word 

 

Most Frequently Used Programs

Start

StartRunWinWord
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Word

WindowsShortcut

NewShortcutBrowseC:\Program 

files\ Microsoft Office\Office10\WINWORD

WordNew

Microsoft Word Document 
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1 Document

Task Panes

Word XPView

New 

Document

Other Task Panes
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Title Bar

Menu Bar 

Pull Down Menus

 

Standard ToolbarFormatting 

Toolbar

Formatting

Horizontal RulerTabStops
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   ”

ViewToolbarsWord
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Standard Toolbar 

 

 

 جذٝذ، ٍغرْذ ىفرخ Newالأٍش ك، أٗاٍش ٍجَ٘عح عيٚ Standard Toolbar اىقٞاعٜالأدٗاخششٝظ  ٝذر٘ٛ
Open ٍغرْذ ٍ٘ج٘دىفرخ ، Save اىَيفاخ، ىذفظ Print اىْغخ ٗ ،ىغثاعحهCopy ٗاىقص Cut ٗاىيصق Paste، 

. دجٌ سؤٝح اىَغرْذ َٝنْْا ذغٞٞش ،Zoom ٍِٗ اىقائَح ،Redo اىعنغٜ ٗاىرشاجع Undoاىرشاجع ٗ

Formatting Toolbar 

Toolbar Formatting

FontSizeFont StyleBoldItalic

Alignment
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Toolbar options  

Remove ButtonsAdd or

 

 

Menu Bar

Pull-Down Menus

Status Bar 

Status Bar

 PagePage

Go To

 Sec

 AT

 Ln
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 Col

 AltShift

AltShift

 Word

Enter 

 

Enter 

 Back Space

 Enter  

 CapitalShift

Shift

ShiftShift 

 Caps LockCapital 

  Tab 

 

Syntax error

 

Insertion Point

 
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 

Ctrl

 Page UpPage Down

 

Paragraph

 Enter

 

selection 

 ACtrl

EditSelect All

 Double click

 

 

Shift + HomeShift + End

 

Shift
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 Shift + Ctrl

 

Ctrl

 Ctrl

 

 selector bar 

 f8
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الدرس الثاني 
 

 

 

 

 :فٜ ٕزا اىذسط عٞنرغة اىَرعيٌ اىَٖاساخ اٟذٞح      

 

 

 

  بذء ِظخٕذ خذٌذ 

 زفظ اٌٍّفاث  

  فخر اٌٍّف 

  طزق ػزع اٌّظخٕذ 

 إغلاق اٌٍّف  

 إغلاق اٌبزٔاِح 
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  مستنذ جذٌذبذء

 New

 Ctrl + N

 Blank DocumentNewNew Document

Wizard 

WizardGeneralTemplate

New From TemplateGeneral

 



 خّؼٍت اٌزػاٌت اٌّخىاٍِت اٌّزوشٌت
 

 129 

Save

Save As

 

Save

Save

 SaveToolbarStandard

 Ctrl + SKeyboard

 FileSave 
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Save As 

Save As

File Name

Save In

 HistoryDocumentsMyDesktopDesktop

Desktop

Create New FolderNew Folder

OK
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Save

DOCTitle Bar

Save AS 

FileSave AsSave As

File NameSave As Type

Web PageRich Text Format RTF

Save In

Save

 

 OpenStandard Toolbar

 Ctrl + O

 More DocumentsOpen a DocumentNew 

Document

 FileOpen

 New Document

Open A Document
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History

FavoritesMy DocumentsLook In

Open

 

NormalWeb LayoutPrint LayoutOutline

View 
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Normal 

Header and Footer 

Web Layout 

Internet Browsers

Print Layout 

 

Outline 

Outline

 

 

.
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Outline

Microsoft 

Word Word

 

Close Window

-Fileclose 

- Ctrl+F4 

YesNo

 

CloseTitle Bar

FileExit

 Alt + F4
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 الدرس الثالث
 

 

 

 

: فٜ ٕزا اىذسط عٞنرغة اىَرعيٌ اىَٖاساخ اٟذٞح      

 

 

 

  اٌخسزن داخً اٌّظخٕذ 

  اطخخذاَ أٚاِز اٌمض ٚإٌظخ ٚاٌٍظك 

  اطخخذاَ أٚاِز اٌخىزار ٚاٌخزاخغ 

  اطخخذاَ الأِزFind, Replace, Go To  

  اطخخذاَ ٌٛزت اٌٛظائفClipboard 
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 التحرك داخل المستنذ
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HomeEnd

Home

 End

 Ctrl + Home

 Ctrl + End

 Tab 
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Cut, Copy, Paste 

CopyCutPasteCopyCut

Copy

EditCopyCtrl+C

Cut

EditCutCtrl + X

PasteCopy

CutCtrl + V

EditPaste

 

Ctrl
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Repeat, Undo 

Repeat 

RepeatEdit

CopyPasteEditRepeat Paste

F4

Undo 

UndoEdit

UndoCtrl + Z
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Undo

Redo 

RedoUndoRedo

EditRedoCtrl + Y

 

 Find, Replace, Go To

EditFindFind

Replace

EditReplaceFind and Replace

Replace
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FindWhatReplace With

ReplaceFind 

Next

Replace All

Go ToGo toEdit
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Clipboard 

Word XP Clipboard

Clipboard

Copy

Paste All 

Clear All 

Clipboard



 خّؼٍت اٌزػاٌت اٌّخىاٍِت اٌّزوشٌت
 

 143 

 

الدرس الرابع 
 

 

 

 

: فٜ ٕزا اىذسط عٞنرغة اىَرعيٌ اىَٖاساخ اٟذٞح      

 

 

 

  حٕظٍك اٌخط 

  حٕظٍك اٌفمزاث 

  اطخخذاَ ػلاِاث اٌدذٌٚتTabs  

  اطخخذاَ الأداةFormat Painter 

  ًإضافت اٌخؼذاد اٌزلًّ ٚإٌمط 

 ًّحسًٌٛ اٌخظٍظً إٌمطً إٌى حظٍظً رل 
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 تنسٍق الخط

 ToolbarFormatting 

ToolbarFormatting

 Font

 Font Size

 BoldBold

Ctrl+B

 ItalicItalicCtrl+I

 Underline

Ctrl+U
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Font 

FontFormatFont

Font

text FontLatin

FontFont Style Regular  Bold 

 ItalicSize

Complex Script

AllText

Effects
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Strikethrough  

Double Strikethrough   

Superscript 
 

 

Subscript   

Shadow   

Outline  

Emboss   

Engrave  

Small Caps 
Capital letters

INTEGRATED CARE SOCIETY 

All Caps 
Capital letters

INTEGRATED CARE SOCIETY

Hidden  

Default

OKText selection
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Paragraph

Enter 

 Toolbar Formatting 

    

 

 Align Left    

 Center    

 Align Right    

 Justify   

Numbering

Bullets

Increase, Decrease Indent
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Paragraph 

FormatParagraphParagraph

Indents and Spacing

Alignment 

Preview

Outline LevelLevelOutline

IndentationBefore TextAfter Text

Special
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Spacing

Before

After

Line SpacingSingle

Double

Tabs 

WordTabsRuler

ViewRuler

Tab

 

Left Tab

Center Tab 

Right Tab

Decimal Tab 

Bar Tab

First Line Indent
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Hanging Indent

Format Painter 

Format Painter

.
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  Bullets and Numbering

Numbering List

Numbering

Bullets

Bullets

FormattingNumbering

 

FormatBullets and NumberingBullets and 

Numbering
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Bulleted

OK

 

Customize

Customize BulletedList

Character

Symbols
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OKCustomize Bulleted List

Character

CharacterOK

 

NumberingFormatting

Bullets and Numbering

FormatBullets and Numbering

Bullets and NumberingNumbering

OK
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 الدرس الخامس

 

 

 

 

: فٜ ٕزا اىذسط عٞنرغة اىَرعيٌ اىَٖاساخ اٟذٞح      

 

 

 

  إػذاد اٌظفستPage Setup  

  إدراج أرلاَ اٌظفساث 

  ًٍٍإضافت اٌسذٚد ٚاٌخظ 
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Page Setup 

FilePage SetupPage Setup

 

Margins

OrientationPortraitLandscape

MarginsTopBottomRight

Left

Apply toThis Point ForwardWhole 

Document

Preview
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Paper

Paper Size

WidthHeight

Paper Source 

 

 

InsertPage NumbersPage Numbers
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PositionBottom of Page (Footer)

Top of Page Header

Alignment 

Show Number on The First Page

Format

Number FormatStart At

Include Chapter Number

OK 
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FormatBorders and 

ShadingBorders and Shading

Borders

SettingNone

Style

Color

Width
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FormatBorders and ShadingBorders and 

Shading

Page Border

Art

OK
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ShadowShading

ColorPattern

StyleColor

OK

Format Painter



 خّؼٍت اٌزػاٌت اٌّخىاٍِت اٌّزوشٌت
 

 161 

دس الدرس الدا
 

 

 

 

: فٜ ٕزا اىذسط عٞنرغة اىَرعيٌ اىَٖاساخ اٟذٞح      

 

 

 

  إٔشاء اٌدذاٚي 

  اخخٍار ػٕاطز اٌدذٚي 

  حغٍٍز أبؼاد اٌدذٚي 

 اٌدذٚيدِح خلاٌا  

 حٕظٍك اٌدذاٚي حٍمائٍا 

 إضافت ٚزذف اٌظفٛف ٚالأػّذة 

 اطخخذاَ شزٌط الأدٚاث 
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   Columns  

Row   Cell 

  

  Insert Table  Standard 

Toolbar  

 

  

 

Insert Table 

TableTableInsertInsert 

Table

Number of Columns

Number of Rows
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AutoFit Behavior

Fixed Column Width

AutoFit To Contents

AutoFit to WindowBrowsers

 Remember dimensions For New Tables

OK

: 

 

TableCellSelect
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Alt

TableColumn

Select
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TableRow

Select

TableTableSelect

Move
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ّقً٘ ترذشٝل ٍؤشش اىَاٗط إىٚ اىخظ اىفاصو تِٞ الأعَذج أٗ اىصف٘ف، : ٌٍخسىُ فً ػزع الأػّذة أٚ اٌظفٛف
 .، فْضغظ ٍع اىغذة، درٚ ّذصو عيٚ الأتعاد اىرٜ ّشٝذٕا اىراىٜفٞرغٞش شنو اىَؤشش مَا ّشٙ فٜ اىشنو

 

TableMerge Cells

Merge Cells

 

Move

TableTable AutoformatTable Autoformat

TableStylesTable Classic 2

Preview
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ModifyModify Style

 

 -TableShow Gridlines

 -TableHide Gridlines 

  

HeadingRows Repeat 
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TableHeading Rows Repeat

 

Table

TableDelete

Row ColumnTable

Delete Cells

Delete Cells

TableCellsDelete

Delete Cells 

Shift cells leftUp

Shift CellsDelete Entire 

rowDelete Entire Column

OK 
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TableInsert

Tables and Borders 

Tables and Borders

Table and Borders

ViewTables and BordersToolbars

Table

Draw Table

Esc
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EraserLine Style

LineWeight

Border ColorOutside Border

Shading Color

Merge Cells

Split Cells

Change Text Direction

Distribute Rows EvenlyDistribute Column 

Evenly

Sort AscendingSort 

Descending

AutoSum
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الدرس الدابع 
 

 

 

 

: فٜ ٕزا اىذسط عٞنرغة اىَرعيٌ اىَٖاساخ اٟذٞح      

 

 

 

 اٌخؼزف ػٍى شزٌط الأدٚاث  Drawing Toolbar  

  الأشىاي طابمت الإػذادAutoShapes 

  3إضافت اٌخأثٍزاث ثلاثٍت الأبؼادD Effects إٌى 

 اٌؼٕاطز 

 إضافت إٌظٛص إٌى الأشىاي 
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 toolbar  Drawingالتعرف على شرٌط الأدوات

 DrawingStandard Toolbar

 ViewDrawingToolbars

 Mouse

Drawing

 

Draw،فثاىضغظ عيٞٔ ّجذ اىقائَح اىراىٞح :

OrderBring To Front

Send To Back

Bring Forward
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Send Backward

Nudge

Rotate or Flip

Change AutoShape

AutoShapesDrawing

 
 

Drawing

LineArrowsRectangle

Shift

Oval

Text BoxText Box

WordArtClip Art
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AutoShapes 

AutoShapesDrawing

smiley faceBasic Shapes

RotateFlip 

DrawDrawingRotate or 

FlipRotate Left Rotate 

Right 

Flip Horizontal

Flip Vertical
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FreeRotate

Shadows 

Shadow Style
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3D Effects: 

3D text

 

 

 Text BoxDrawing Toolbar

 Integrated Care Society 

 

 

 

 



 خّؼٍت اٌزػاٌت اٌّخىاٍِت اٌّزوشٌت
 

 177 

 

Add Text
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الدرس الثامن 
 

 

 

 

: فٜ ٕزا اىذسط عٞنرغة اىَرعيٌ اىَٖاساخ اٟذٞح      

 

 

 

  إدراج اٌزِٛس 

 لإدراج اٌخارٌخ ٚاٌٛلج 

  إٌظٛص اٌخٍمائٍتAutoText 

 إدراج اٌظٛر 

  إٔشاء اٌزطَٛ اٌخخطٍطٍتDiagrams 
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 Inserting Symbolsإدراج الرموز 

InsertSymbol

SymbolSymbolsSpecial Characters

Symbols

Font

Insert

Close



 خّؼٍت اٌزػاٌت اٌّخىاٍِت اٌّزوشٌت
 

 180 

 

SymbolSpecial Characters

Keyboard

CopyrightAlt + Ctrl + C

TrademarkAlt + CTRL + T

InsertDate and Time
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Available Formats

Language

Calendar type 

Update Automatically

 

AutoText

Enter

InsertNewAutoTextCreate 

AutoText
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OK

Insert

Picture
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 Clip ArtInsert Clip Art

Multimedia

 FileFromInsert Picture

 

 :Organization ChartFlow chart

  :New Drawing

 AutoShapesAutoShapes

 WordArtWordArt Gallery

 

Clip Art 

InsertClip ArtPicture

Insert Clip Art
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Search Text

Search

Results
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Diagrams

Diagrams

InsertDiagramDiagram Gallery

 

Drawing bar 
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OKPrint Layout

ViewNormal

Flash

Director 8

Windows XP
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Diagram

Move Shape Backward
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Move Shape Forward

Auto FormatDiagram Style Gallery

 

Double OutlineApply
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الدرس التادع 
 

 

 

 

: فٜ ٕزا اىذسط عٞنرغة اىَرعيٌ اىَٖاساخ اٟذٞح      

 

 

 

  حغٍٍز زاٌت اٌسزٚفchange case  

  إطماط الأززف الاطخٙلاٌٍتDrop Cap  

  إٔشاء ٚحؼذًٌ الأػّذةColumns 
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 change caseتغٍٍر حالة الحروف 

FormatChange CaseChange Case

Title Case  Capital

Sentence Case 
 Small 

  

Upper Case   Capital 

Toggle Case  Small  Capital  

OK
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Drop Cap 

FormatDrop CapDrop Cap

 PositionIn Margin

Dropped

 Font

 Lines to Drop

 Distance From Text

OK

FormatDrop 

CapsNonePositionOK
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Standard Toolbar 

 Columns 

 

 

 Page Setup 
 

ColumnsFormat 

FormatColumnsColumns

Presets

Number of columns

Line Between
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Right to left

Apply To

This Point Forward

Whole Document

Width and SpacingEqual 

Column Width

Spacing

OK

 

InsertBreak

ContinuousBreakOK
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  اٌخذلٍك الإِلائً ٚاٌٍغٛي 

  رأص ٚحذًٌٍ اٌظفستHeader and Footer  

 اٌّؼإٌت لبً اٌطباػت ٚطباػت اٌٍّفاث 

 إخزاء ػٍٍّت اٌطباػت 

  اٌسظٛي ػٍى اٌخؼٍٍّاث اٌّظاػذةHelp 

 وٍفٍت ػًّ حشىًٍ ٌٍٕظٛص 
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  واللغوي  الإملائً التذقٍق

 

Grammatical 

Error

Ignore All
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Spelling and Grammar 

Spelling and Grammar

Spelling and Grammar 

ToolsSpelling and Grammar

F7

 

Not In Dictionary

Suggestions

SuggestionsChange

Change All

OK
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Header and Footer 

HeaderFooter

Header and Footer

ViewHeader and FooterHeader

Header andFooter

Header and Footer

Insert AutoText

Insert Page Numbers

Insert Number of Pages

Format Page NumberFormat Page Number

Insert Date
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Insert Time

  

Switch Between Header and FooterHeaderFooter

Show PreviousHeaderFooter

Show NextHeaderFooter

Show/Hide Document Text

CloseHeader and Footer

FooterFooter

 

Print Preview

FilePrint Preview
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PrintPage Setup

MultiplePages

Zoom

Magnifier

Shrink to Fit
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PrintCtrl + PFile

Print

 

Page RangeAll

Current Page

Pages

Copies

Number of Copies

Printers

Print
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Scale to Paper Size

OK 

Help 

Microsoft Word Help

Standard ToolbarHelp

Ask a QuestionMenuBar

F1

Search
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Microsoft Word Help

Hide

HelpHide The Office Assistant 
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 Shift + ctrl 

 Shift + ctrl

 Shift + ctrl

 Shift + ctrl

 Shift + ctrl

 Shift + ctrl

 Shift + ctrl

Shift ctrl

 Shift + ctrl

 Shift + ctrl

 Shift + ctrl

 Shift + ctrl

 Shift + ctrl

 Shift  ctrl

Shift +ctrl

 Shift +ctrl

 Shift +ctrl

ctrlctrlctrl

Ctrl+f2  Alt+shift+ 

Ctrl   Alt+shift+
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Movies (Motion pictures) 

 

 The first motion pictures were made in Europe in the 1830’s. These were very 
simple. 

 Thomas Edison made a motion picture in 1893. The films were 50 
feet long and the shows were very short. Only one person at 

a time could watch the show. The first movie to tell a story 

was made in 1903. This was called “The great Train 

robbery”. 

 Making motion pictures soon became a big industry. This industry 

started in New York; but Hollywood, California, soon became its center in the 
United States. 

 

 Which of the following movies have you seen? Check the boxes below. 

 
1. My fair lady.        

2. The Godfather.      

3. Doctor Zhivago.      
4. Gone with the wind.     

5. War and Peace.      

6. Sound of music.      

7. A man for all seasons.     
8. Star wars.       

9. Body guard.       

10. Baby’s day out.      

 Times New Roman
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 The beginning, there was the chisel and stone. Which made writing slow and 
tedious then came the pen and paper. They were faster but one mistake could 

mean starting all over again. The typewriter arrived, little mistakes could be 

fixed, but big changes meant retyping it all! 

Today the word processor has taken the labor out of writing. 
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 Shadow  
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WinWord 
 

 فً اٌٛلج اٌساًٌ أُ٘ بزاِح ِؼاٌدت WinWordٌّثً بزٔاِح 

اٌىٍّاث  ٚ أوثز٘ا أخشارا ٚ٘ٛ بزٔاِح ٌخٍّش بظٌٙٛت اطخخذاِٗ فً 

وخابت اٌٛثائك   ٚ لذرحٗ ػٍى إضافت ِظٙز رائغ ٌٙا زٍث ٌّىٕٗ إحّاَ 

 0ػٍٍّت اٌخظسٍر    ٚ اٌخٕظٍك بظٛرٖ حٍمائٍت  
 

 

 
 Bold 20ٚ ٚزدُ Time New Romanأوخب اٌفمزة اٌظابمت بخط 

 
 

 

 

 

 

 

ِغ حٍّٕاحً بإٌداذ ٚ اٌخفٛق 

 ا
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   فيـــروس الإنترنتفيـــروس الإنترنت
 

RRoobbeerrtt  MMoorrrriiss  JJrr))

MMIITT

  

  

ٗىقذ أدٙ رىل إىٚ  

ذعغو عذج داعثاخ 

. فٜ اى٘لاٝاخ اىَرذذج 

ٗتعذ اذصاه أجشآ 

ٍ٘سٝظ ٍع صذٝق ىٔ 

فٜ جاٍعح ٕاسفاسد 

تس سعاىح غٞش 

ٍر٘قعح عثش شثنح 

الإّرشّد ٝثيغ فٖٞا 

اىَثشٍجِٞ عيٜ 

" عشٝقح ذقضٜ عيٜ 

" فٞشٗط الإّرشّد 

ٗذعَو عيٜ عذً 

اّرشاسٓ ، إلا أُ 

الأٗاُ قذ فاخ عْذ 

تس اىشعاىح ٗدذشد 

أضشاس ٗذعغيد عذج 

أّظَح مَثٞ٘ذش فٜ 

جاٍعاخ ٗق٘اعذ 

 عغنشٝح ، ٗٗمالاخ

ىلأتذاز ٗقذسخ 

الأضشاس اىزٛ ذغثة 

تٖا اىفٞشٗط تَا 

 200ٝرشاٗح ٍا تِٞ 

 دٗلاساً 5300إىٜ 

أٍشٝنٞا ىنو جٖاص 

أصٞة تٖزا اىفٞشٗط
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