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 دا عـــزت د هـــر افـغـان دى
 هر بچی يې قهرمـــــــان دى
ازبـکـــــــو د  بـــــلـوڅــــــو   د 
تـــاجـکـــــو د  تـــرکـمنــــــو   د 
نـورستانيــــــان  پــاميــــريان، 
 هـــــم ايمـــاق، هم پشـه ېان
 لـکـــه لـمــــر پـر شنـــه آسمـان
 لـکـــه زړه وي جـــاويـــــدان
 وايــو الله اکبر وايو الله اکبر

 دا وطــن افغانستـــــان دى
 کور د ســولې کور د تورې
 دا وطــن د ټولو کـــور دى
وو هــــزاره  او  پښتــــون    د 
 ورسره عرب، گوجــــر دي
 براهوي دي، قزلباش دي
 دا هېـــــواد بــه تل ځليږي
 په سينــــه کــې د آسيـــــا به
 نــوم د حق مو دى رهبـــــر

سرود ملی
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      .
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 -        Option   
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 -             
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 -  Windows Update  

 Windows Update       
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 -            

Option 

Windows Update    .
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.
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 Floppy : Floppy-Disk Drive             

.FDD Data CableMotherboard .

 Microsoft Windows

    (Operating system)        

    .   :application progarms   

             

     .

    :When computer Power on :
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        :

        (Power On Self Test)     

    .

      (Disktop)   .

  (Taskbar)  (Icon) .

     )Icon(        

 .

    Desktop

Desktop   Screen        

Desktop    :

Icon :         .

My Computer :        (Drives)   .

Recycle Bin :                     

   .        Delete      

  Recycle Bin .

My Document :           .

Short Cut :            .

File :                .

Folder :                

  .

 :      Right click  New   

Folder           .

Taskbar :   Desktop     Start      

   .

Background :       .

 Right Click Desktop :

 Desktop  Right Click    

     :

Arrange Icon :   Desktop      

    .

Refresh :  option  .)  
(Right click on Desktop)
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.(              

Paste :       cut .

Paste Shortcut :        .

New :     File, Folder, Shortctl.

Properties :Themes, Desktop, Screen Saver, Appearance, Setting

           Control Panal    

  .

      :            .   

1.      Right Click Open .

2.Left Click        (Double Click).

       :             

Right Click  Delete .

       :                Right

Click    Rename     .

File folder Properties :           

 .
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 (Switch to Classic View)            

 .
•Start  (Settings) Control Panel
•   (Category View)

•   (Classic View)
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  Optionscontrol Panel ) (    :

•  Date and Time :

        Date & Time        

       .    Time Zone     

Ok .

•Folder Options :

                

     HIDE           

          .

View :

          View     option

        .
•Option Fonts

Option        Font              

Font             Font     

    Past  Font             

    .

• Keyboard :    Setting          

         .

•Mouse :       :   

      .           

   Right Click)(   (Left Click)   

              

                   

  .                  

(Menu)   (Selection)   .    

    (Scrolling)   .

      :

1.Click :      .

2.Right Click :     .(   )

3.Left Click :     .

4.Double Click :                    ) .
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(

 :  (Click) (Left Click) .

•Regional and Language Options :

                    . 

              :     .     

   Regional and Language Options Regional and

Language Options     Customize        

 :    . Setting      .

•    

    Regional and Language Options      Languages 

   .
Install files for complex script and Right-to-left Languages

  Option     CD     CD     

  

• System :

              .

  General      RAM      

  .     System        

        .

•Taskbar and Start Menu :

 Start menu         Icon         

        .

Start menu      Taskbar and Start Menu       

  .    Start  Classic    XP Style  

 .

•    Taskbar

Right Click
Left Click

(Mous)
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   Taskbr and Start menu Taskbar andStart Menu  

.  

   Start Menu     StartMenu    

 XP       .Taskbr and Start menu  

   Start .

•   Classic Start Menu    XPStart Menu 

  .                  

 Customize          .

•Apply          .  
•User Accounts

     User  My Documents    user    

  .         Drive      user   

  .

 user  Administrator User              

   :install          user   

  user.                 

Install           Guest User    

   .user  user           Administrator 

              

.

• user
    Install  user Administrator       .user 

 user    .Setting  Setting   

           user     

Administrator Limited  .    User Accounts  

   Option    Create a new account.    

   Next                 

       Aministrator     

   Limited    .       .

•  user :)Change User Accoun( :

     User Accounts user     

           Change my name  
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       user    Change Name .

•    user

    User Accounts user         

          Create a password  

    .                     

  Type a newpassword   Type a new password again..  

         Create Password .

Account Login Window
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  :

Schedule Task                 

 . Applications    Browse      

.

       

       Options .          

     .            .     

         :

 Button Configuration: Mouse   Option       

.

Double Click Speed :   Option  Double click  

 )     (.

Click Lock :                 

     .

 Settings      .

Pointers :   Pointer  .

Pointer Speed : Option Pointer    .

Enhance Pointer Precision :            

            .

Snap To :    :    Delete   Pointer      

)Automatic(  Yes .

Display Mouse Trails :    :     

Pointer .

Hide Pointer while typing :    :   Pointer.

Show the location of Pointer while I press the Ctrl key :           

keyboard ctrl   Pointer .        

   .

Wheel The following numbers of line at a time :

       Scrolling .
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On Screen at a time : Option         

  Scrolling.
Keyboard

Repeat delay : Ruler long            

short    .

 Cursor Blank Rate      .

Schedule Task                 

 .Applications      Browse        

 .
Power Options

 Presentation Schemes Power Stteing         

        :

Plug In :                  

     Standby .)Standby (         

    .
Alarms: low Battery Alarms

  )Laptop(             

 .

Critical battery alarm :                 stand by

.

Hibernate :       Hibernat.

Hibernate

 Hibernate                  

     Hibernate       .
Taskbar & Start Menu

Lock the Taskbar : option         Taskbar 

 .  

Atue-hide the Taskbar :    option        Taskbar 

Taskbar (Hide).

Keep the taskbar on top of other windows : option         

         taskbar.

Group similar programs :   option       

        .
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Show Quick launch : option        .

    Drag & Drop Quick Lunch  .

Notification Area :  taskbar        .

Show the clock : option   taskbar .    

Hide Icons :   option       

      .

 Calculater  :

Accessories              

            .  

    View      .

  Calculator  Run :

 RunCalc calculator       calculator      :  

standard   Scientific  .   View Standard

Scientific   Scientific   Standard.  
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)WordPad program( .      WordPad    
        .

WordPad program
WordPad  Start Menu Accessroies   
         
   WordPad MsWord 

 . WordPad     :
.    

   .
   .

     .  
.    

   Opening WordPad :WordPad     :
1.StartAll Program   Accessories WordPad  .
2.Start  Run Runwordpad   OK .  

    WordPad Interface     :
Title bar :     .
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Menu bar : .  

Standard bar : Shortcut   .  
Formatting bar :       .  

Ruler :    .
Status bar :    .

  WordPad
File menu :

1.New :  Option              
    Option          

         .
      (Yes)         (No)     

(Concel)  .       .
1. FileNew .

2.  .   (shortcut)Ctrl+N
3. Toolbar New .

2.Open :option Save              
     Open           .

          :
1 . File (Open) .
2 . .    (shortcut)Ctrl+O
3 .Toolbar (Open) .

3.Save :                   .     

 )(
       

 )(
         

.  

        
.    
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                .

                    :

1. File Save

2.Toolbar  Save .

3. Shortcut)Ctrl+S(

4.Save as :                     

    .         .

5.SetupPage :    .

          Page Set  Up   

     .

6.priviewPrint :                 

 )1(

       

 .

 )2(

      

.

 )3(

      

.

  

  

   

  

(WordPad Page Setup)
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       .

7.Print :              ).

.(     

8 .Send :                

 .

9 .Exit :   WordPad .

Selection :

            Select    

     :

      .

 .   

      .

 :         

           

 .
Edit Menu

1.Undo :.         

2.Redo :  undo  Undo.

3.Cut :   .    

4.Copy :  .    

5.Paste : Paste           

      Cut      .

6.Clear :    .

 WordPad Edit Menu

printer 

 

    

.    
     

     

 option
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7.Select All :    .

8.Find :.         

9.Replace :.          

10.Object :   Object.  

 :      Object .

   Paint   WordPad    

 Object.  
View Menu

        .

Tool Bar :          .

Format Bar :          .

Ruler :         .

Status Bar :            .

  Formatting Toolbar :

   (Bold)    :Ctrl + B

  (Italic)    :Ctrl + I

    )UnderLine(    :Ctrl + U

    (Align Left)    :Shift Ctrl +

    (Align Center)

    (Align Right)    :ShiftCtrl

    (Bulets).

    (Font color).

Option :            

Insert Menu :       Wordpad .

Object :      Option.  

 (WordPad Insert menu)

 (WordPad View
menu)
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Formate Menu :

Font :         .

  (Exit WordPad) :            

           

     .  

   Yes .

     No .

     Cancel .

     File  Exit    

    Alt+F4 .
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 -         

    WordProgram   

    .
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       .

 - .

 -        

.

 - .

 

       :

 
  )Ms. Word(word Microsoft   Ms.office

    .  :

      .           .

  .                 . 

Operating System    .

    )commands( Ms Word     )     word (

   .

Microsoft Word Toolbars  :

•-Title Bar
•Menu Bar -
• Standard tool bar -
• Formatting tool bar -
•Ruler/ vertical and horizontal -
•Scroll Bars/ vertical and horizontal -
•Status Bar -
•Caption Buttons -
1 -Title Bar :        .       

) title bar (  )Double Click(          

              Minimize

 Taskbar    Miximize        

         .

2 .Menu Bar :  Title Bar  Options      

          .
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3.Standard Bar : ( )  Option           

  .

4 .Formatting Bar :   Option          

   .

5 .Ruler : Word  )Toolbars     (   

       (   )  View.

6.Scroll Bar: Option  .  Option    

       .

7 .Status Bar :              

    Cursor        Option     

     .     

8.Caption Buttons : Option   Close, Maximize, Minimize  Restore   

  Title Bar.

9.Screen Tips : Option Caption  Mouse       

      Bold Option  

    Bold   :
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 -        

        .

 -       

Tab .

 -        

      .
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.

 -            

  .

 -              

           

.

 - Customize Numbered List   

    .

 -       

         Line

 Singel .

 -     .
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   .

 -    Word

     .

 -        

      

.

 -   Pharagraph 

 .
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     .
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   .
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-     

    .
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Text Direction

 Text Box      Orientation        

.

Spacing :      .   

Before :         .

       :

http://www.abbyy.com/buy
http://www.abbyy.com/buy


74

 
  

File Menu
New :                     

Document   Document      .save        

    .  

Open(  :     )File(  Save.    

     Ms. Word )Dialogue Box(.   

 look in  ) file(   :

 look in     folder      

   open    .

Close) ( :  .              

   word Exit  .  close exit   :

Close :document     exit       

.

 Save:  Documents       .  

Save as… :    Document Save         

     Documents   .

Save as Webpage… :   Documents   

       save .

Web Page Preview : .

Search  :             

    .  

Version   :          format    

 save .    version         ok )

click .  (

       Documents         

Word .  

Version :            .  

Page Setup :            

       :
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1 -) Margins(

              

               .

Gutter   )(

                    

    option   .  

Mirror Margins ) (

   option    )  inside     (.

Apply to(  ) :     document      

  .

word)   whole document.   (

Print Preview :            Documents  

Print    

Print:     Documents.    

Send:              :Mail
Recipient, Mail Recipient as Attachment, for Review

Properties :        Document         

document .

Last Opened Files)   (

           .

Exit :       .
Edit Menu

Undo & Redo :                

.              undo  Ctrl+Z

  .          Delete     

Undo      .  Undo      

redo  Ctrl+Y  Redo Undo  .

Cut :          Cut)(.

Copy :         .  

Paste :    Cut Copy    Paste .

http://www.abbyy.com/buy
http://www.abbyy.com/buy


76

Office Clipboard :  cut copy24       

      .

 paste, value  paste.

Paste Special :   paste     document     

       .        document     

document   .  document  save.  

Paste Hyperlink :                 

copy  new document paste as hyperlink             

Ctrl                  

                    

       .

Clear :         :

1-      Text     :         

.     

2-         Table    .

Select all /Ctrl+A :      .

Find :    Document.           

Replace :           .

Go To :          .      

.     
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.
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3-       

4-     

 
   .  

5-       
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4

8 -  

 -          

     .

 -  HighlightFormat 

 .

 -         

.

 -    Tab      

 .

-     

 .

 -       

  .

 -   .

 -      

   .

-        

35

http://www.abbyy.com/buy
http://www.abbyy.com/buy


78

 -            

    .

 -    .

 -    .

       

.

-  .

-  .

  :

        :

 View

Normal :         Normal      .  

Margins   .

Web Layout :            

.   

Print Layout :      Print      

Layouts   MarginsRuler .

Reading Layout :   Documents    

  .

Task pan :     Document       

      .

Ruler :          .

Task Pane :       window     .

     Window        .

Tool bar :   tool bar        .     

     .

Document Map :              

     .

Header and Footer :            

 Title  .Header   Footer    .

Full Screen :              

     Toolbars .   

Zoom :          .
Insert Menu

Insert  )Options(   View :
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Break :     :

Page Break  Column Break Text Wrapping Break

 Section Break :

Next Page Continuous  Even Page Odd Page

Page Number :           .

Date & Time :     Document   .

Auto Text :                

   :sincerely yours, yours obediently,Attention.

Symbol :              

.

 :    .     

Comments :         .   

Reference :    :

Footnote :             

          .

Endnote :         Documen.  

Caption :       .

Header and Footer :                     

      :

 cursor  icon .
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1-  )Insert(

2-   : -Insert.  
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 -    endnot  .

 -     Header  Footer.  

3-        

4-     

 

  

5-        
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7-  -Insert    

 -  Insert 
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    .
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.

-        

.

 -  )Footar(  

      .

-     )Footar(  

  .

-       

Header    .

        Reference and

Footnote      

      .

-      Section   

   .

-          Textbox

      Textbox 

       .

-            

   .

-         

  .

- .

            

.

-      

    

.

-  Footer   

  .

 -      

   .

 -     

  Header.

 -      

  .

 - Section    

  .

 -      

       .

 -    .

 -      

 .

 - .

  :

        :

Help :       Word   Options       

      F1.
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 Insert

     :

  file   word         .  

  page break .

page break word  soft page break  normal

view  .      page break       page

break page break   manual page break    .  soft page

break       continuous section break.

      cursor   .

Page Numbe )( :

  .     

Date and Time :    )  date   ()time ( .

Auto Text :                   

  :yours sincerely, yours obediently, Attention      

      insert)Auto Text (.

Symbol :                   insert 

symboloption   symbol box.

 box.       

               . .

1 .   .

     

    

   .

      

     

.

         

   .
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2 .   Short Key .

3 . Shortcut key Press new shortcut key .

4 .AssignClose  .

Comment)(

                        

Cursor         Insert

Comment Click Box.      

Reference)(

1 .Footnote :                   

     Footnote comment   .

Caption( ) :      Table      Insert  

 Click.

 Index and Table 

                  

mouse ctrl        Click       

.

)Pictures( :              Word

Art, Clip Art, From File, Auto Shape           

 .

Diagram) (

            .
Organizational Chart

1-Cycle Diagram

2-Radial Diagram

3-Pyramid Diagram

4-Venn Diagram

5-Target Diagram

  :

DiagramChart

 ChartValue   XY diagram.

Textbox :     :

             .  
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 Object            Textbox  

.

File :document  document .

Object :    Word        

.  

Bookmark :               go to  

  .

 :  Edit   Book Mark.

Format :            

     .  

Font :                 .

    Window    :

1-Font :         .  

2-character spacing :   .       

Text Effect :   Text   Background .

Paragraph)(

                  

 :

Alignment :        .

 Indentation :          .

Spacing :       .  

Before :       .

After :      .

Line spacing :     .   

Bulleted & Numbering)   (

              .     

http://www.abbyy.com/buy
http://www.abbyy.com/buy


85

    :

Bullets  :

           Ok      

    none.   

Number :

                .

Border and Shading :

           .

Border :              

.

 Page Border :     .

Shading :        .

Setting :     .     

Style :      .

Columns :                .  

   .      Window .

Presets :        .  

Number of Columns :     .

Spacing & Width :     .

Equal Column Width :         .

Apply to :                 

Apply to Ok  .

Tabs :    Form           .

  Tab
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Drop Cap :             

 Drop Cap  .

Text Direction :Text Box                .

Orientation     .

Change Case :            .  

Background
     Back ground         Back

ground .     Printer  .      

Background   Window      :

 Reveal Formatting :

          Format          FontAlignment 

SpacingParagraph.     

Insert Text Box :

 Box          .

        

  

    

    

          

  .

  Title case    

    .

                     

    . Text Box BackgroundFarmat.   
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1- )Edit Menu(

2-   :
-         .

- Go to what  )Option (.   

-        .

3-     

4-       
   

5-      

6-   
         6
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 -Find and ReplaceOption     

 - Find Next 
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8 -  

 -.        

 -        

                

          

         

  .

-        

  .      

 -          

    .

 -  Highlight

all items found in .

 -ReplaceReplace all .

-           

  .

 -        

Findwhole word only    

   .

-        

  .

-        

       

.

-         

      .

 -  

       

.

 -        

     .   

           

 .

 -   .

 - )Find (      

        

Replace  .

 -     

    .

-     

.

 -          

      .

 -      
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 -        

     .

 -        

Edit  .
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    .
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 Tools Menu

Spelling and Grammar :

                        

        .                

.

                 )Click(     

Suggestion   Change .   

                         

Change All  Click.

                       

        Ignore         .   

        Ignore All .   

          Next Sentence Click .

            Add Click .

Language :            ..Hyphen) 

 (          :

Set language :   :   Spell and Grammar   

   Window   .        

 Support     Window    

        .    .  
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 Box  :

 :

English US .

Center  .

                   

   .

 Set Language   English UK    OK   

.

Canter ).   .(      

   Canter        

Canter   CanterMouse          Center  

 .

Thesaurus (Shift + F7) :        

   .

    Cursor         Thesaurus  

Tools      .    :  Good

    Cursor  Window       Good .

Replace :       .

      Look Up.   

    Replace    GoodDecent.

 Mouse     :

 Cursor          Click        

Click       .    
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  :  

 

1- )Power Pointe Program(

2-   :
 -        :

- )Power Pointe Progarm ( .

-  )Power Pointe Progarm (     

)Presentation (  .

-       .

3-        

4-     
   .  

5-     

6-               

   

6

7-  - Power Pointe Progarm  4

8 -  

-          

.

-  )PowerPoint(     

     .  

-Power Pintinstall       install

    .

-         

   install   Slide 

 .

-     Slide   

 Select        

-       

.

-        

     

.

-          

        

    .

 -       

      .

-    .
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  Slide  )Past (    .

  .

-Power Pint NewBlank Presentation

-        

.   

-           

 Hide Show.

 -    Presentation.

 -  NewSlide Blank Slide

   

-         

 .

-    .

-       

   .

-      

     .

 -       

     .

-         

 .

-   

        

.

 -   .

 -    

.

 -      

        

     

.

  :

       :

Presentation       .      

               

.

install Perentation

   Presentation                

       :

1.  File  Open    Option  .

2.      .

3..       

Open          .

Slidetion Perentation
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   Perentation    slides         

    slides     clicke         .

              : Noteclicke  

     .

 

 )Text Box(      Microsoft Power Piont Progarm 

        .            

   Contorl     .     Slide         

          .    :

1.   )Toolbar ( InsertText-Box )Clicke ( .

2.        )Toolbar( Icon    Clicke

.

3. Mouse  Slide    .  

        Slide        .       

  Text-Box.          

         Slide             

Slide         .   

  

      Presentation         .

         :

1 -   Bullet & Numbering  .

2 -     .

3 -OK.   

              :

1 -  Bullet & Numbering  )option()(click.

2 -   Numbered     )option(click.

3 -      .
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4.OK.   

   Slides  :(Slide Layout) :

 Slides(Slide Layout)        Slide     Bullet   

   .

     Power Piont  Slides  .      

          .      Slide      

  Presentation .Presentation     

Slide Layout :

1. Format )option(Slide Layout .

2.    Slide ( Slide Layout)Clicke.

     :

1. Slide.

2. Format )option(Slide Design .

3.Window  CapsulesSlides .

4.  Format)option(Slide Layout .

5.  Title & TextWindow.

6.  " ".

7.  " "  .

       Slide     Slide .
Design Templates

   Power Piont          

    
    

  

 OK

http://www.abbyy.com/buy
http://www.abbyy.com/buy


95

     Presentation .                   

Presentation .      )Design Templates(  

  :

1. Format Slide Design .

2.      .

3.    Slide  Slide      .

http://www.abbyy.com/buy
http://www.abbyy.com/buy


96

 
  :  

 

1- )Edit of Slide(

2-   :
-   Power Pint .

- )Options( .

-   )Options(         

 .

-  Presentation  .

3-         

4-      
    Projector( )

5-       

6-            

 

6

7 - 

- power pint        

-      Power Pint   

4

8 -  

 -       

        

.

-           

    Presentation   

.

-    Presentation    

  Insert.        

.

-      

-      

         

.

 -    

  .

-     

   Insert.

 -    

    

 .
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       .

-       

  :

 -  Cut  Copy   

   )Highlight (CutCopy 

 

-  Past Past special  

-         

    Paragraph Direction 

 .

 -    LineSpacing  

    Presentation .

 -           

   .

-       3 4  

.

-       open

 Save     .

- .

-        

   .

 -    

  Paragraph Direction 

 Option .

-     

       

.

-        

     

        

 .

 -   

.

-open&option Save    

      

      

 .

- .

 

        :

  (Slide)              

        .

   Slide
   SlidesPresentation         
   .               

Presentation.
     :

1- Insert)option( Movie & Sounds  Click.
2- optionSound From FileClick.
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 Click option             .

     Slide       .    CDSlide
  .           .

 Slide Animation :
    option                 

           :         
   Presentation .        :

1 -  )Entrance(
2 -  ) )(Emphasis(

3 -   )Exit () Slide   (
           Prese.

   Slide show       Custom Animationoption
  click .

   2003             
slideAnimation   .        Add

EffectClick    .
 Clicke  Add effect              

               Add Effect   Change
  .      

 Animation    
 .              

  Slide  :
              

       :
                
    Presetation  . Slide      

   :

1.     )Clip Art.(

2.     .
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  :  

  

1-   Clip Art

2-   :
- Power Pint)Clip Art( .

-   Clip Art Insert.  

- Clip Art      Edit  

.

-     .

3-    

4-        
   .   

5-    

6-   
            

 
6

7- Clipt Art

AutoShape      
4

8 -  

-       

   .

-           

       .

 -        

 Insert         

Insert.

 - Insert Pictuers   

Power Piont         

.

-        

Background        

-            

  .

 -         

  .

 -         

      

.

 -         

    .

-        Slid

        

Background.
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  .

 -AutoShape     

   Slid    Insert   .

      

AutoShapeInsert.

 -  AutoShape    

options       .

-Options Background     

     .

-PatternFill Effect     

  .

-        

    .

-        

   .

 -   

Autoshaps insert   

.

-     

     

.

-   

       

.

 -           

Options       

  .

 -        

    .

 - .

  :

        :

   Clip Art

   Clip Art   Slide    :

1.  Insert)Picture( Clip Art.   

2.     Search       GO

.   

3.     .

4.    Click   Slide .

  Slide

               

        Presentation   .

  SlideInsert     :

1.   (Insert)  .
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2.   Chart     Slide  .

          Slide     .         

      Icon Click        Slide  

  .
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  :  

  

1-  Slide Show

2-   :
- Slide Show .

-Slide Design .

- )Slide Layout(  .

3-      

4-    

 
  .   

5-  
   

6-          

.
6

7- -   Presentation    

-Power Point 

4

  

-     

         

          

   .

-         

   .

-            

           

     .

 -        

.

 -        
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-          

   Presentation 6slide

Insert.

-           

Slide  Leyout.   

-    .

        

.

-    Layout 

        

Animatation   .

-      

  .

  :

        :

 
   )Custom Animation(

      Animation       .

  Option                  .

                Slide  

        Animation   . :

    .

   Slide show .

  Custom Animation  . Click   option     

Presentation   .

 optionAdd Effect)Click(     .

  Start   .

 Direction  .

 Speed (  )Animation .
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    )Header and Footer (         

office         SlidePresentation  .

Header Footer   :

   ViewClick.

Header & FooterClick.

  Click option  .

   )Presenter Notes(

                  

  .    Presetation  .       

   :

1.   Slide    Click to add notes.    
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  :  

  

1- Slide )Animation Scheme(

2-   :       :

- Slides    .

- Power Point  .

-  Slide  .

3-       .

4-    

 

      .  

5-          

6-           

   
6

7- 
 Power point         

4

8 -  

 -          

  .

 -  Aniation Scheme   

  .

 -Search       

 .

 - Slide showCustomAnimation

option     

          

.

 -      

   .

-        

       

   .

-   

  .

 -       

         

 .
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 -custom animationadd Effects  

           

  .

 -   Slid show View show 

option Set up show       

           

.

 -  Custom Animationremove 

change       

.

 -       

.   

 -   Slide Transiton    

  Slide,  Transiton options

   .

 -        

   Slide Transition     

.

 -        

.

 - .

 - Option       

.

-          

  .

- Power Piont

      

       

 .

-     

     .

-    .

-     

         

     .

-      

.

-       

  .   

 -   

     

.

 
)Print(  Slide

   Presentation Print     

 Print      :

   (File)Click  .

    PrintClick . Click  option     window 

     )option(  .   

 Print what      :

oSlides :      Print .
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oHandout :          Print  .

oNotes pages :      Print .

oOutline view : Print    .

  Print Range option     :

oAll :   PresentationPrint  .

oCurrent Slide :      Print .

oSlides :    Print        

     Print  .

(Save)presentation :  Save Save as   

   Save     Presentation     .      

          Save as     File  

    .            File name

 .         
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 :    

  

1- Slides )Hide, show, delete, DropDrag(

2-   :
    :     

-  Slides     .

-  Presentation .

- Drop Drag.    

-     Presentation  .

3- .       

4-     

 

  Presentation.    

5-  
    

6-            

  
6

7- 

 - Slide show    

 - Custom animation option    

    

 -Drop Drag    

4
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8 -  

 -         

           

   .  

-Terminology       

.  

- slidepresentation Drag

 Drop           

         

.     

-             

  Drop  Drag     

      .  

         

)Slide Delete)  (Slide Insert(   

            

.  

    Copy  Past   

.    

            

   Cute Copy    

    .

- Slide Show and Hide    

     .  

-Slide Duplicate and instert    

              

.

-       

            

 .

   .  

-          

        

.

-          

   .

-          

      

 .

 -       

          

 .  

 -         

   .

        

Slide past      

.

-  Cate Copy

    shartcute   

     .

-          

           

  .  

-Duplicate instert  

         

 .

-       

     .

    .

         

.
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   .   

 -            

.

 -         

   .

 :     

 copy shartcute Ctrl +C

        :

 cute shartcute Ctrl +X

 
Slide Editing :   Slide Edit            

     .              .

 .       

    Slide :        )  Drawing     (

                   .   

              .

  :       :Textbox       

                

                   

                 .    

                

    Aligment           

      :

                      

Paragraph Direction  Right-to-Left          

.   
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        :      

Format :     

  Line Spacing .          

    .       :

     OK             

.

   :                  

                    .

   File   Exit            

                 

     File  Close   .

http://www.abbyy.com/buy
http://www.abbyy.com/buy


112

   
 :    

  

1-   Internet

2-   :

 - Internet .  

 -    Internet  .

 -           

 .

 -        .

3-     

4-     

 

     

5-      

6-             6

7- 
- Internet   

- Internet    

-  

4

8 -  

-         
  .    

 -      

 Internet Google.   
 -            

  .
-           

            
 .  

-    Google    
.      

-      

-         
 .

-         

.  
-          

  .
 -  Terminology  

         
      .

 -        
           

 .
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       google web site     

  .    
- Email address     

   .
-      

Freeware          
           

   .   
-      

Freeware software.   
 -Shareware   

     .
 -      

   .  
-    .

-       .  
-        

.      

 -    .

 -      .
-        

        
  .

 -  Freewaresoftware   
          

 .
 -        

Shareware softwar   
 .

 -       
    .

-    .
-       

      .
-       

 .
   :   

 
 Internet :- Internet  Network         

     .    Network.

  Internet : Internet        Internet     

   .

 :

 Internet         Yahoo Gmail      

    YahooGmail Email address.
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  Yahoo Email :

1 -Internet ExplorerOpen   Address Bar yahoo .

2 -      Sign UpClick    Click  

  )Registration Form (   .           

.   
Registration Form

 

www.yahoo.com
.    
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 Registration Form

  option

  Account       Email Address.   

OpenYahoo Email :

1 .Internet Explorer  Mozilla Firefox Open    Address

WWW.Yahoo.comBar  Enter.

www.yahoo.com
.    

Sign in.  
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2 .      Sign inClick Click            

  Sign in to yahoo !  Yahoo ID )   Email address(     

  PasswordEmail ID  Sign in Click         :

 Click  Sign in              Mail Click    

ClickEmail)Open(.

  Outlook :                    ISP/LAN

Administrator  :

    Server )POP3,IMAP HTTP(.

   Password.

 Incoming mail Server.

Outgoing mail Server  SMTP

 : outlook       Tools  E-mail Accounts   .  

E-mail Accounts           .

 )  Password(   

.  

  yahoo id  

  

   sign in.   
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             :       

    Directory.   Option   :

 (Add a new e-mail account

 (View or change existing e-mail accounts

                             

  Option                 :Option

     Next   .      Option         .   

 Next       .     Option.   

3 (   Next .           

       Server     Next.   

                    

 :  User Information.        

  : Server Information    Log on Information  

         .         .    

     More SettingsNext  .

4 (  Next             

            Finish     

 .     FinishOutlook 2003   .   
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 :    

  

1- Internet and Email address

2-   : -Email address.  

 -Email  .

 -     .

 -  Internet  .

3-         

4-     

 

  .  

5-      

6-                6

7-  -Internet   

 -   Internet  Email Accounts  

  

4

8 -  

 -       

:   

 -      

 -              

   

 -          

 .  

 -    internet    

        

 -     

 .

 -  .

 -      

    .

 -          

 .

 - Yahoo Account  
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  .

 -         

YahooAccount  .

 -            

  .  

 -          

  Send.

 -           

   .

 - Browse Attach File     

  .

 -Save as Draft        

 .       

 -Forward          

     .

 - Reply  Reply all     

  .

 -     Inbox  Spam     

     .

 -Save  delete           

   Trash Folder.   

 -          

.  

 -      .

 -         

 .

  .

 -     

        

.

 -       

.      

 -        

   .

 -     

.

-   Save as Draft   

       

     .

 -     

  .

 -     

   .

 -        

  .

 -  

.

 -     

       

  .

 -    

       

        

.  
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       URL)Uniform Resource Locator(     

 :     

  )                  

.(

  )Site(

         .

           Domain  . :com,edu,gov .

   http: //www.benawa.com :       

http :       Hypertext Transfer Protocol)HTTP (  

 httpftp           File Transfer Protocol   

.

www   World Wide Web  .    

benawa :                        

.    

Com :  .     

   :            

     .               

           .  

  (FTP)

  (www)

  (Chat)

   (Instant Messaging)

   (Telnet)
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             .   

                        

                  

                    

           .         

     .

                    

     .       ) (DNS     .

    )Address (       :

  (Local Part)    

    (Domain name)

 (Domain Types)

 ...    )           .     (

 (Inbox)         .    

                        .

            .

  ( Domain ) 

             .            

                      

:yahoo.com  yahoo          

      .  .           

  :       

-                      

  :Yahoo.     

-   ( ) : com     .    (.) 

       26            

  .    com ,net ,org ,info .    

                     .  

            :Af   ir  

 usde uk.
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 ( )                

   .

   ( Domain Name System)   (DNS )      

  IP   .              IP       

                  IP     

 .           Top Level Domain       

                     

    .

                     

.  

            .  

           :   

com :   (commercial)             

           .

Edu :  (educational)            :

    .

net :   ) (network operation         

             .

gov :             (us government)  

  .

mil : (us military)     .  

org :   (organization)               

             .

                   

 .    

      (E-mail)        

    .      
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1 -www.ICDL.org
2 -ICDL ,Modul 1(Concept ofICT))  David Varley(

(Information Comunication Tecnology )
3 -ICDL, Modu2( Windows))   David Varley(

4 -ICDL , Modu3( Word))   David Varley(

5 -ICDL ,Module7(Web Browsing ) )  David Varley(

ICDL (Intranational Computer Driving Licence )
6 -www.Lynda.com
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