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على سطح المكتب المقلد نفذ الخطوات الضرورية لإعادة تشغيل الكمبيوتر
Select(start(shutdown(restart(ok

[image: image2.png]On the simulated

dows desktop carry out the necessary steps to restart the computer.

Note: Do not use Ctil + Alt + Delete for

question.



إذا تطبيق الكمبيوتر(البرنامج) الذي تعمل عليه تجمد (هنج) ما هو أول شيء ينبغي أن تفعله 

Press ctrl+Alt+Delete.

اضغط أي من المفاتيح الاتيه لتضع الصورة المعروضة حاليا على الشاشة في الذاكرة المسمى حافظة

Print screen 
[image: image3.png]If the computer application you are working on has “frozen” what s the first
thing you should do?

nstall the non-responding application.

©  Press Cirl+Alt+Delete.

O Tum off the PC's power supply.

O Select Exif

rom the application’s File menu.
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استخدم سطح المكتب المقلد (المحاكي) لإيجاد حجم الذاكرة رام المثبتة بالحاسب 

اختر زر الاختيار الملائم ثم اضغط  تسليم (الإجابة)

R.click on my computer(properties( General(select the RAM (ok
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غير لغة لوحة المفاتيح إلى الإنجليزية المملكة المتحدة 

Select(keyboard(input Locales(select to English UK (press Set as Defaults(ok

[image: image5.png]Use the simulated Windows Desktop to find out how much RAM i:

Select the appropriate radio button then click on SUBMIT.




انتقل إلى مربع التخاطب (المربع الحواري) الذي يمكنك من تهيئة القرص المرن 

R.Click to Floppy (A :)(select(format.
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ادخل على مربع التخاطب الذي سيمكنك من تثبيت برنامج جديد

D.click on my computer( D.click to control panel( select Add/Remove programs.

[image: image7.png]Change the keyboard language to UK English.




افتح الملف  Introduction.com  الذي تم فتحه مؤخراً في برنامج WordPad ( الدفتر )
    File(select to file name called Introduction at the last of this menu
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احفظ هذا الملف My First Document.rtf  في القرص المرن A

ملاحظة : هذا نظام محاكي ولست في حاجة لقرص مرن في مشغل الأقراص 

      File(save as( select my computer then select 31/2 floppy (A:)(click save.

[image: image9.png]Access the dialog box that would enable you to format the 3 ' Floppy (A:) drive.




أي من هذه الرموز (الأيقونات) يكون تطبيق (برنامج)

          Click on Internet explorer icon.
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اضغط واسحب رمز My Documents إلى الإطار الأبيض

Click and drag my documents to the frame in the right side in the desktop.

[image: image11.png]Access the dialog box that would enable you to install new software.




في نافذة (إطار) المستكشف أنشئ اختصار لي ملف البوربوينت المسمى Holiday Pics.ppt
Select the Holiday pics.ppt file from right pane(R.click to select create shortcut.
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For Help, press F1 [,





اضغط باستخدام زر الفأرة على شريط تصفح برنامج WordPad

Click on the scroll in the right side

[image: image13.png]Open the file, Introduction.doc, which was recently opened in WordPad.





صغر نافذة My Compute
Click in minimize button in my computer.
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The Solar System

As far as we know, there are nine planets locked in orbit around the Sun. Only one, our own Earth,
supports lfe. Bt there are countless other suns throughout countless galaxies scattered across
the expanse of the universe. We still dont know i life exists on anather planet in some other
galaxy

But we do know more and more all the time about our own solar system. During the past 15 years,
space probes such as Mariner and Voyager missions have given us tremendous detail about all
the planets in this syster. Tiny by comparison to the Milky Way, our solar syster is awesome,
nevertheless, when considered in human scale

Mercury

I
Narned for the wing-footed messenger of the Roman gods, Mercury races around its orbit at
dizzying speed of 30 miles(ds kilometers) per second, making the Mercurial year only 83 Earth

days lang. In contrast, one rotation around its axis-or a single day-takes almost 59 Earth days.

Geology

For Help, press F1 T





[image: image15.png]Save this file, My First Document.rtf onto the 3 =" Floppy (A:) drive.

Note: This is a simulation - you do not need a floppy disk in the disk d
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[image: image17.png]Which of these icons is an application?
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هذه النافذة تعرض محتويات القرص الصلب C   في اللوحة اليمين. اضغط في المكان الصحيح لكي تعرض مجلدات القرص الصلب C  في اللوحة اليسار أيضاً

Click on the + icon in drive C

[image: image19.png]Click and drag the My Documents icon into the white frame.




أي من هذه الملفات يكون مخزن في القرص المرن A 

اختار الزر الملائم ثم اضغط تسليم

Select to 31/2 floppy choose the existing file.
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أنشئ مجلد جديد على القرص المرن A وسميه Dates
اضغط مفتاح انتر عندما تنتهي
R.click(new (folder(type Dates(Enter.

[image: image21.png]In this Explorer window create a shortcut to the PowerPoint file called Holiday pics.ppt.




افتح القرص الصلب C وحدد أي من أحجام الملفات ينطبق على الملف Training.ppt
اختار الزر المناسب ثم اضغط تسليم

Select the C: drive(choose the size of the file Training.ppt from the right pane.
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أي من هذه الملفات يكون ملف ورقة عمل

اضغط على الملف المناسب لكي تسلم اجابتك

D.click on the Excel file

[image: image23.png]k on WordPad’s Scroll bar.




كم عدد ملفات الورد الموجودة في النافذة

اختار الزر المناسب  ثم اضغط زر تسليم

Count the number of the word files in the window 
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من سطح المكتب، اجعل ملف AGM.ppt  للقراءة والكتابة

R.Click on the file AGM.ppt select properties(uncheck read only(ok

[image: image25.png]e the Iy Computer window.




يكون مهم ليخبر الكمبيوتر أي تطبيق يستخدم في فتح الملف

File Extensions 

امتداد املف

تعطيل أي فيروسات داخل الملف تسمى

Disinfecting  تطهير او تعقيم
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في القرص  a  الحالي غير اسم المجلد المسمى Tax Briefs   إلى  Tasks

R.click(Rename(type Tasks(press Enter.

[image: image27.png]ight-hand pane. Click on the correct
location to display the C: drive’s folders in the lefthand pane as well.
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بدون إلغاء اختيار ملف clapping  ( التصفيق ) اختار ملف لوجو _ لا تختار أي ملف أخر 

Hold ctrl+select Logo. Jpg file.

[image: image29.png]Which of these files is stored on the 3 ' Floppy (A:) drive?

Select the appropriate radio button then click on SUBMIT.




انقل الملف  Policy.doc من القرص المرن A  إلى قرص النسخ الاحتياطي E
R.click on the file Policy.doc(cut(open Zip 100 (E :) drive(paste.

.

[image: image30.png]——— |

| Qe @)% % X = -

Adress [ 5 A

Fokers x | [ome sz [1ype [ voaed

T — 120K8 Mosoft... 22/11/2002
@y Documents ke coc 15016 Miosoft. Z2/11/2002
& & my conper B polcy.doc HOKS Mirosoft. 22/11/2002
(Bsupples.doc 240KB Mirosoft... 22112002

&3 Local Disk (C:)
L1ty Documents
2 program Fies
21 winpows
Compact Disc (D:)
B 70100 &)
0 Contol Panel

@ s &
{34 Wetwork and Disl-up Connections
@ proters
(3] scheduled Tasks.

3 Recycn

[4 cbject(s) 600 KB S My Computer




أي من الجمل التالية غير صحيحة  - من المهم عمل نسخه احتياطية من الملفات على وحدة تخزين خارجية
· Two teams can work on the same files in two different locations
أي عبارتين يمكن استخدمهم لتكملة الجملة التاليه؟  فيروس الكمبيوتر هو البرنامج الذي:

a) Can usually be detected by anti-virus software.

b) Can reproduce itself via email attachments.

[image: image31.png]Create a new folder on the 3 Dates.

Floppy (A:) drive and name

Press the Enter key when you have finished.




احذف الملف  Policy.doc
Select the file Policy.doc(press delete on standard bar.

[image: image32.png]Elo Edt Vew Favortes Took

e

QE3|EE X 0B

ks [23 y Documerts

iy Computer
24 315 Floppy ()
& Local Disk (C:)
&) compct Disc (03)
B 20100 &)
(31 Control Panel
8 Recycl Bin

Name ~ [ see[Type [ modfied
(25 addressList.mdb. 20K8 Microsoft...  22{11/2002
Clapping way B0KB WaveSo... 22/11/2002
e spenses.ls 67KB Microsoft... 22/11/2002
(GHoldey pics.ppt  300K8 Mirosoft...  22/11j2002
(trvoice doc 2408 Mirosoft... 22/11j2002
B Logo.jog 75K8 PGFie 221112002
(D ehotos.zp 150KB WinZiFle  22/11/2002

[7 object(s) (Disk free space: 7.09 GB)

O 6T KB
O 20KB
O 240 KB
© 300 KB





[image: image33.png]drive folder and

Open the C: ndicate which of these file sizes applies to the file Training.ppt.

Select the appropr

ate radio button then press SUBMIT.




استخدم أداة بحث الوندوز ، وأوجد الملف لمسمى Booking  على الهارد  دسك سي
Select start menu(search(for files or folders(type “Booking” in search for files or folders named(press Search now.
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أوجد كل الملفات على القرص الصلب سي  التي أنشأت  خلال الشهرين السابقين
Check Date from search options(select file created from drop down list(choose in the last 2 months.

[image: image35.png]Which of these files it

aspreadsheet file?

Click on the appropriate file to submit your answer.




R.click on the file named Photos. Zip ( select Extract to …. (Click Extract 
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Click on Run Removable Media Test(choose drive [E:](click scan now(click move all to VIRUS VAULT.

[image: image37.png]How many Word files are there in this window?

Select the appropriate radio button then click on SUBMIT.




استخدم معالج إضافة طابعة جديدة الذي يمكنك من تثبيت طابعة جديدة
Click on start menu(settings(printer(D.click on Add Printer.
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اطبع نسخه واحده من هذا الملف

ملاحظة : هذا نظام محاكاة ( مُقلد ) لا تحتاج لطابعة مربوطة مع (ملحقة)  بالكمبيوتر
File(print(print.

[image: image39.png]From the Desktop, make AGN.ppt read/write.




احذف مهمة الطباعة الحالية( الملف الذي يطبع حاليا) من طابور الطباعة
R.click to this file choose cancel, Document menu(cancel        or select this file press delete on keyboard

[image: image40.png]are important as they tell the
computer which application to use to open a file.

File Extensions




أغلق التطبيق (البرنامج) الذي لا يستجيب

Select the application non-responding from task manager(click End Task.
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[image: image42.png]itled Tax Briefs to Tasks.

In the current A: diive, change the name of the folder en

Press the Enter key when you have finished.




استخدم سطح المكتب المقلد لكي تكتشف نوع معالج المثبت بهذا الكمبيوتر

اختار الزر الصحيح ثم اضغط تسليم ( الإجابة )

Right click on my computer icon → select properties → choose the right answer 
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افتح برنامج وورد باد ( الدفتر )
Click on the start menu(program(accessories(word pad.

[image: image44.png]Without deselecting the file Clapping.wav select Logo.jpg.

Do not select any other files.




اضغط باستخدام الموس على الرمز ( الايقونه) الذي يمثل الهارد دسك سي في هذا الكمبيوتر

Click on the local disk (c :)
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أنشئ اختصار على سطح المكتب للملف Expenses ( التكاليف )
R.click(send to( desktop (create shortcut).

[image: image46.png]Move the Policy.doc file from the 3 = Floppy (A:

drive to the Zip 100 (E5) d




نشط نافذة Accounts  (الحسابات) بدون تصغير نافذة ماي كمبيوتر 
Click on the Accounts from the task bar 

[image: image47.png]Which of these statements is false?
It's important to backup files to an external storage device so that:

&k

©  yousstill have files stored in external location if the building with your PC is flooded.

o original files can be restored from backup if someone on the network deletes files

O two teams can work on the same files in two different locations.

O you can restore your files from backup if you lose your laptop.





رتب الملفات في الجزء الأيمن من نافذة المستكشف باستخدام تاريخ إنشائها  أو أخر تعديل
R.click on right pane Arrange icons(select by Date.
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انسخ الملف Notes.doc دوك من القرص المرن A إلى سطح المكتب

Right click on the Notes.doc → copy → select the desktop from the left pane → right click on the right pane → select paste 
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استعيد ( استرجع)  الملف  Petty Cash.xls من سلة المحذوفات إلى موقعه الأصلي
R.click on the file(restore

[image: image51.png]Using the Windows Search tool, find a file named Bookings on the

Press the Search Now button to submi

your answer



تصغير حجم الملف ليأخذ مساحة تخزين اقل على القرص تعرف بــ
· Compressing 

لماذا تحتاج لتحديث برنامج الفيروسات بانتظام
So it can protect your computer from the latest viruses.
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[image: image53.png]ind all files on the C: drive that were created du

g the previous 2 months.

Click the Search Now button to submit your answer.
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Carries no risk 

a. An e-mail attachment from someone you Know

b. Clean disk that has been stored with an infected disk

c. Unformatted floppy disk.

Carries risk 

d. Software downloaded over a network connection.

e. Software download from the Internet.

[image: image55.png]Extract the contents of the selected WinZip file, Family Photos.zip, to the Desktop.




المستند الذي أرسل ليطبع على الطابعة برازار 9100 

ادخل إلى مدير الطباعة لتستطيع رؤية تقدم عملية الطباعة
R.click on the task bar(open Active Printers.

لا يحمل خطر انتشار فيروس الحاسب





يحمل خطر انتشار فيروس الحاسب





اللوحة اليمين





اللوحة اليسار
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[image: image56.png]Which two of these statements could each be used to complete the
following sentence? A computer virus is a program that:

O can usually be detected by a s software.

O cannot enter your computer unless your computer is on a network.

O disappears once it has displayed a message.

O can reproduce itself via email attachments.

©  can enter a computer system if hardware such as a new mouse is added.
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[image: image59.png]Check for viruses on the [E]
they cannot do any harm.

diive of this PC and move any that are found to a safe place where
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[image: image61.png]Launch the Add Printer Wizard that would enable you to install a new printer.
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[image: image63.png]Print one copy of this file.
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nter attached to your computer
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[image: image67.png]Shut down the non-responding application.
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[image: image69.png]Use the simulated Desktop to find out which type of Processor is installed on this computer.

Select the appropriate radio button then click on SUBMIT.



[image: image70.png]Pressing which of the following keys would place a picture of what is
currently displayed on your monitor onto the clipboard?
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[image: image72.png]Open the WordPad applicati
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[image: image74.png]Click the icon that represents the hard disk (C drive) on this PC.
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[image: image76.png]Create a shortcut on the desktop for the Expenses file.
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[image: image78.png]Make the Accounts window active without g the My Computer window.

Note: Do not use Alt+Tab for this exercise. [N
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[image: image80.png]Arrange the files in the righthand Explorer window by the date they were created / last
modified.
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[image: image84.png]Restore the file called Petty Cash.xIs from the Recycle Bin to its original location.



[image: image85.png]Reducing the size of a file so it will take up less storage space on a disk is
known as:

O Compressing

O Compacting

O Encrypting

O Condensing




[image: image86.png]Carries NO risk of
spreading a
compuer vius.

2

Carries risk of
spreading a
compuer vius.

Software downloaded over a
network connection.

Software downloaded
from the Intemet.

Unformatted floppy disk.

An e-mail attachment from
someone you know

Clean disk tha has been
stored with an infected disk.




[image: image87.png]Why do you need to regularly update your virus software?

O Soitcan protect your computer from the latest viruses.

O To keep your anti-virus software compatible with your OS.

O To replace virus-scanning software that has become infected through use.

O Soitdoesn't waste time looking for out-of-date viruses.
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[image: image89.png]A Document has been sent to print to the Brother MFC9100 printer.

Access the P

Manager so you can view the progress of the print job.



