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Microsoft Excel: | fuslu! ciluslu) agd

understanding basic Excel gali)




terminology (work
sheet, work file, cell,
cell pointer cell
content, row, and
column reference),
building formula,
mathematical
operators, hierarchy of
the main mathematical
operations, managing
workbooks (create
new one, create from
template, enter data,
moving around,
saving, opening,

closing workbooks)

Manipulating the

contents (selecting

cells, column, row,
worksheet, using undo
and redo, copying,
moving data, changing
column width and row
height), auto filling
technique, deleting
and editing content,
delete and insert row
or column, formatting
cell(number, font,
alignment, border,
color and shading,

.projection of cells

(o Ol (S
Gans lala ;L».u;\
Jas) gl plasiad
LBy illy




Creating simple and
complex formula using
different types of
writing, using absolute
and relative address,
understanding
common error values,
using common built-in
functions (sum,
average, max, min,
count, count A, count
blank, If, round, sqrt,
today, day360, left,
cright, mid, trim)

o e 358l
43y 3laly by gisl)
Jazll

copying, formulas.
Insert and deleting
worksheets, formatting
tables using auto

format

Working with charts

(create chart, select

chart elements,
changing chart types,
positioning and
resizing charts, charts
and axis titles,
changing background
and color effects,
changing data series
color, adding or
removing legend and

data labels and data

Aol fuall aladin)
:Excel 8 336xall




tables and grid Iines),
shorting data
Ascending &
descending, sorting
multiple fields, filtering
data using auto &
customize type,
customizing printout
using options,
previewing and

.printing worksheet

Understanding
PowerPoint &
presentation, what
does a presentation
include: working with
presentations
(creating, saving,

closing, opening

presentations), moving

around in the
presentation,
managing the slide ,
changing layout,
changing or modifying

themes

sl tsalie agd
RIFCHIE I

PowerPoint

Managing slide objects
(using select versus
edit mode,
manipulating text,
create, tables and

chart, inserting

b Al S 5

PowerPoint




pictures or clip art or
muItimedia), creating a
master slide,
animating objects
(customizing the
animation applying
slide translations),
running the slide show
and set up the
presentation,
previewing and

.printing presentations

The internet ,
browsers, and the
World wide web (The
internet, the World
wide web, web
browsers),

understanding web

site address ( web site

protocols resource

name)

common web
site/page element,
browser features and
functions (browser
functions, browsers
features), getting
connected, defining
network, advantages
of using networks,

understanding local

IS talia agd
(LAN) Lladll
Laalgll Sl
:(WAN)




area network (LAN)
and wide area network
(WAN), connected to
the internet (dial- up
connection), domain
and sub domain,
needs for security and

firewalls

Digital communication:
how can |
communicate with
others? (electronic
mail, install, message,
text message, VolIP,
video conferencing,
chat rooms, social
networking site, blogs,
presence, and
standards for

electronic

.communication)

S Jealsl) o

il galy Caal)

Working with Email
(username, password,

and credentials)

il alaziad
B3y i S
A SN ey L]

Using Microsoft
Outlook (creating new
messages, receiving
messages, working
with attachments
managing spam,
emptying the Junk

Email folder)

(o Ol (S
Sl )35 e L
dbols (3581 3l
& A ASTY) il
il )




Digital citizenship:
identifying ethical
issues (understanding
intellectual property,
copyrights and
licensing), protecting
your data or computer
(identifying software
threats, understanding
viruses), protecting
yourself while online,
buying online, how
much information
should | share?

Protecting your

.(privacy

‘):\:\bu GSL &_'QJACJ\
O s bl Llea
:‘5.\_5‘):\53\;1‘

Finding information:
searching for
information (different
types of Web sites,

searching a specific

Web sites), using

search engine
technology
(understanding how

search engines work)

Narrowing the search,
evaluating the
information (reliability
and relevance, validity
and authenticity,

objectivity and Bias)

Giadl S jae plaiid
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Work with the
principles of workbook
and worksheet and
their contents, working
with mathematical
operators, create
worksheet, using
template, show the
different types of data,
save work, closing
workbook or closing
programs, moving
around the main excel

window

bl e Jalal
:Excel ilila ¢ L)

Changing content,
auto fill data
manipulating
worksheet and data,
using the different
option of formatting

cell

S Sl s

Jandl

Writing different
formulas, copy from
understand the
differences between
absolute and relative
cell, identify error

values

Lpall jaall 4
b ¢l dalleas

Excel

use common built—in
functions, customizing

tables, managing

Aaasall Jlsall alasiad

Excel &




Built different types of
chart, customizing
their objects, built
database tables or
chart, changing print

options

Create presentations,
create using template,
insert slide, change
slide layout, save

.work

Aagleally deLdall 510

Excel &

Open previous work,
insert image, clipart,
worksheet, sound,
video as you need,
put transition time
within slide and
transition between

.slide, run slide show

Ay (yag e o L)

PowerPoint )il

Exercise of checking
connection of your
computer system to

the internet, and use a

simple utility (ping

request) to test
whether your internet
connection is
functioning or not,
open web sites of
different domains
(-net, .org, .com,

.edu)

.-”.I .~J éw\ w.. .-
& oylasy)

PowerPoint




Open different web
browsers ( internet
explorer, Firefox,
chrome and others
explain their function
(addressing, uploading
and downloading, and
searching) and
features (back,
forward, and refresh
buttons, home page,
Tabs,
favorites\bookmarks,
checking the history,
plug—ins\add- ons),
connect to the
internet, identifying
networks and their

types

sl Jailusgll )50

& Slasally
PowerPoint

Exercise of creating

E-mail (google mail,

yahoo mail), social

network account
(facebook and
tweeter), blogs, and
others, sending text
message using
facebook message,
skype and other
activities in social
network (status,

privacy and security)

Kt img )l )

de Lally Jeiall




Explore E—mail
properties: security
(password, password
recovery information,
and alternative e—
mail), sending e-mail
(To, CC, BCC, and
subject), attaching file
to e-mail, building
contacts list and

.others

iy by Jua)

i e (il
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Sending Email using
outlook (with exploring

all properties above)

Cilaioaial) Ciligiu)
il g Aabiadl)

Try to make
password, try to
remove files without
recoverable ability

( ex: flickr.com,

youtube.com)

Ollaa 3ylalg ¢ L)

A 2

Try web search for
certain key words
using different search
engine (ex. Google
bing )also search
multimedia files
(pctuers audio or
video )in specialized
search engine (ex.
Fliker,com.you tube,

com

Al e Je il
3l gally doe L]




Find specific and sle pafiall Eual)
accurate information iy
using google (reduce
no. of keywords, use
quotation marks, use
OR, search within

certain site, and

others)
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oapdilly aladll jabae Y

ntroduction to Computers" by Peter Norton" (<25 o daagial) ) Gastlaal) )5l il

"Excel 2019 Bible" by Michael Alexander, (LAladll) Al bl
Richard Kusleika, and John Walkenbach

"IEEE Computer Society Digital Library 4a) "| Agalall Al ) Loy (remsy A Ll galally Y
(e shocal) 2 5 o yudal) 3 Aeaadia dudd y .
i (...).D\Aﬂ\

www.microsoft.com V) adlse ¢dig SN aayal)
www.khanacademy.org
www.w3schools.com
WWWw.coursera.org



http://www.microsoft.com/
http://www.khanacademy.org/
http://www.w3schools.com/
http://www.coursera.org/
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