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ezl | Jag pladinds | How /spam advantages / Email Security and
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. - to create an email / How does Networking
4:\3\.@_'\5\ ¢ PRI RIN|

email work / Email addresses /
Running the Internet Explorer
an email Creating / program
/Yahoo website account on the
Properties of the email account
window / Modifying settings /
Customizing the toolbar / Search
methods / Basic search and
advanced search by file type /
Advanced search engines /
Reviewing messages / Sorting
messages / Marking an email
message as follow-up and
deleting it / Opening and
compressing files attached to the
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message / Creating a new
message / Attaching a file to the
to email / Replying / message
Resending mail to another party
Deleting files attached to the /
message /  Closing  the
connection to the Internet /
Formatting a message signature
Deleting mail / Printing mail / /
Searching for a message
Creating email folders / Address
Adding an email address / book
to the address book / Creating a
group in the address book /
Network etiquette / Options for

sending messages

B palaa gldl)
Jilu g aladi g
Jglay
RN

/Power Point Introduction to
Power Point / PP How to run
window components / Entering
Exiting the /PP application the
PP application /PP application

Creating /interface

presentations / Saving
presentations / Recalling
previously stored presentations /
Entering data and texts /
Determining the size, shape and
color of the font / Slides /
Arranging slides / Slide show /
Inserting a new slide / Moving
a slide / Deleting a slide /
Numbering slides / Motions and
sound effects / Adding motion
effects to slide elements /
Changing the motion effect /
Cancelling the motion effect /
Using buttons and actions /
Arranging paragraphs within
the slide / Hiding the slide /

Presentations
Power point
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Adding time to the slide /
Adding music to the slide /
Power Creating a project with
Point

d_pualaa gldll
Jilas 3 al kil g
3 gla)
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Excel / Introduction / Running
window components / Excel
Bilingual and  bidirectional
Entering /Excel worksheet in
data in the worksheet /
Modifying entered data

Excel application
Microsoft excel

New / Open stock file / Close
worksheet /  Save  new
worksheet / Save existing
worksheet / Preview before
printing / Close worksheet / Quit

excel

buttonOffice

Clipboard:
Cut/Copy/Paste/Copy Format
Font: Change font / Font size /
Increase / Reduce font / Clear
formatting / Change font color /
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Text highlight color / Subscript /
Superscript / Change case /
Underline style / Effects / Letter

spacing
Alignment: Align the text in the
cell vertically / Align the text in
the cell horizontally / Rotate the
text / Direct the text from right
to left or vice versa / Increase

and decrease the margin
between the border and the text
in the cell / Wrap the text /

Merge and center
Number: Numeric Format /
Account Number Format /
Percentage Style / Comma Style

Increase and Decrease Decimal
Places

Styles: Format numbers / Format
as a table / Format with
predefined styles / Define
custom cell styles / Columns /
Insert sheet / Delete cells /
Delete rows / Delete columns /
Delete sheet / Format cell size
Cells: Insert cells / Insert rows /
Insert columns / Insert sheet /
Delete sheet / Format cell size /
Visibility (show and hide) rows,
columns and sheet / Organize
sheets / Rename sheet / Move or
copy sheet / Tab color / Protect
sheet

Edit: Auto-collect/fill/clear/sort
filter/search & select &

Tables: Insert Table / Create
Table

[lustrations: picture / clip art /
smart art drawing / shapes
Charts: Column / Line / Pie / Bar
Area / Scatter / Other Charts /
Text: Text box / Header & footer
Signature line / /Word art /
Object / Symbol

Features: Themes / Colors /
Fonts / Effects
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Page Setup: Margins / Page Size
Orientation / Background / /
Print Headings

Resize to fit: Width / Height /
Resize

Sheet Options: Right to Left
Sheet / Print Fonts / Grid /
Display / Arrange Titles:
Position / Bring to Front / Send
to Background / Wrap Text /
Align / Group / Rotate /
Selection Pane / Conditional

Formatting

Page layout
Page layout

Function Library: Insert
Function / AutoSum / Recently
Used Items / Financial / Logical
Text / Date & /IF statement ))
Time / Lookup & Reference /
Math &  Trigonometry /
Additional Functions
Calculation: ~ Calculation  /
Arithmetic operations (addition /
subtraction / multiplication /
division) / Current calculation
options / Sheet calculation /
Automatic summation / Subtotal
. calculation

/access Get external data: from
from text / from other sources /
existing connections
Connections: Update All /
Connections / Properties / Edit /
Links

Sort and filter: // Sort / Filter /
Clear / Reapply / Advanced
Data Tools: Text to Columns /
Remove Duplicates / Validate
Data / Merge / What-If Analysis
Outline:
Assemble/Unassemble/Subtotal




Proofreading: Spelling &
Grammar / Research / Thesaurus
Translation / Translation /
ScreenTip / Set Language /
Word Count

Comments: New comment /
Delete / Previous / Next / Show
and hide comment / Show all
comments

Changes: Protect Sheet / Protect
Workbook / Share Workbook

Workbook Views: Print Layout /
Full Screen Reading / Web
Layout / Outline / Draft

Show and hide: Ruler / Gridlines
Formula bar / Message bar / /
Addresses

Zoom in and out: 100% / 1 page
pages / Page width 2 /

Frame: New Frame / Arrange
All / Freeze Panes / Split / Hide
Show / Side by Side / /
Reposition Frame / Save
Workspace / Swap Frames

d_pualaa gldll
SEDPPIRIECIN
3 gla
PRCIEA]

/Access application Run the
Application Features / Template
Categories / Features / Create a
new blank database / Command
Home (Views / Font / Rich"
Text / Records / Sort & Filter /
.Search

Create command / Table / Table
templates / Table design / Form
Split form / Multiple items / /
Blank form / Additional forms /
Form design / Report / Labels /
Blank report / Report wizard /
Report design / Query wizard /
.Query design

Command "External Data" /
Access / Excel / Saved Imports
.Text File

.text file /Excel / word / Export
. "DatabaseAccess

AppAccess
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10. Course Structure

Learning
method

Week Hours | Required
Learning
Outcomes

Unit or subject name

Evaluation
method

1& 2 Cognitive Getting to know

you

5pdakaa £Ial)
Jil g aladlin
AEBLal) g play)

ciaasdl cililaiey)
Lladl)
Al

5_ualaa ¢lal)
TPPPIRRECIP
Ladual) g zlay)

Cognitive The way we live

ciaasdl cililaiey)
Lladl)

Asledl

It all went
wrong

Emotional and
cognitive

5_ualaa ¢lal)
STPPPIRRECIP
LB 5 playy)

e gl ililaiay)
aleadl
aalgd

Emotional and
cognitive

Let's go
shopping!

5_ualaa ¢lal)
STPPPIRRECIP
LB 5 playy)

e gl ililaiay)
aleadl
adlgd

5_palaa sl
TIPPIRRECIP
Ladual) g zlay)

What do

you want to
do?

Emotional and
cognitive

ciaagdl llaiaY)
Aladl)
adlgll .

b _palaa gldl)
aladiud g

Tell me!
What's it

Emotional and
cognitive

aagdl cililaiey
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like?

gla) Sy
PRI

i
Ailgdll ¢

Emotional and
cognitive

Review

b _alaa slal)
aladiud g
gla) Sy
AsBlial) g

aasdl cililaiey
e
adlgall ¢

Emotional and
cognitive

Famous couples

b _walaa sldl)
aladdiu g
glad) Jibwy
ALBlial)

Gaagdll sty
e
adlgl

Emotional and
cognitive

Do's and don'ts

5 _alaa plal)
aladiud g
gla) Sy
Asdua

aagdl cllaiy
Ll

ailedl) ¢

Emotional and
cognitive

Going places

b_palaa glal)
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dnd
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Emotional and
cognitive

Scared to death
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aagdl cililaiey
dnd
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Emotional and
cognitive

Things that
Passives
changed the
world
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Emotional and
cognitive

Dreams
and
reality
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Al

cognitive

Earning a living
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i
Al

Emotional and
cognitive

Love you and leave
you
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