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WordPad

Calcudator

Nolly Tlark
Pairt
Docurmnsents

Notepad

Solitaire

Cormputer

Control Pamnel

Dewvices and Praters

Defauilt Programs=s

Al Prograrms Help and Support

(1) Pinned programs (4) Search box
(2) Recentlhy opened 5 Most recenthy pinned
‘ 3 COpens program’s Jump List | é. Custorm menu item
e JuaidY)
eyl IR Tl
1 GUI | Graphical User Interface | 4w s )l padiuall dgal
2 oS Operating System Julil) alas
1y ladl)

e Desktop: is the first thing you see when the computer stating up.
anlal) Jary Ladie ol 51 o8 Jsl A 5 roiiSall o LG

e |cons: are small pictures representing the files and folders.
gl clalal) g lalaall Jiial) addiins o jphem a5 1l gY)

e Taskbar: is a bar located at the bottom of the screen.
Sl el AL Jid 8 2 5m g0 Jay 3 5 5 algeall Jay

¢ Notification Area: include the sate/time, language and sound.
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Jump lists: It enables you to see recently webs, documents,
pictures.

|52 5o Leah o 1 Clatiosall 5 ol LAl g (o LT 5 gyl il )
Shortcut: easy access to the programs and documents.

alall 5 ol viinall 5 gl ol Jsam sl dlae Jgun s 1S

Temporary file: is a file created to hold information temporarily.
C g (<8 e glaall Jaad Ll Cale 5o g rciBigal) Cilal)

Shut down: to turn off the computer completely.

JalS S Sleal) il axiny s 2 gl slik

Restart: if the application not responded.

el 51 leall sl ate Jla L adiien s 1Jgddl) Sals)

Sleep: it consumes less power.

Jal dila cllging 5 rebad)

Hibernation: is a power saving state ( uses least amount of
power).

(SLsl (e dBUa JB] addiny ) ABUal) Jadat aadiicy g

Log off: to close your user account.

Sl i gl Gl JWBY a0dion ¢ 17 9 A

Switch user: to interrupt the session and let someone else use the
computer.

Joally Al priinse 20 Jal) Joall Caliy) e Jony 5 sadinal) Jya
Picture library: display all pictures stored in the computer
Seadl Jala 353l peall (S el - sl Ay

Music library: Play music stored on your computer.

el Jals 4 3a) A sall adaliall Janl ;e gal) Agi<a

Minimize: reduce the window on the taskbar.

algall oy a3 e 32U pLEAY 038U sl

Restore: return the window to its previous size.

Gl Leana ) o33 gla Y ol i)

Show desktop: reduce all open windows to the taskbar.

aleall Jay 5 380 ) e sl il 38ty el edaan g
Active window: is the window whose title bar appears in dark
blue.

GBale (50 4 5) Led (g slall ol il Jay 5 () S5 Al 0281 o g - Adaa) o38N
Cascading: open the windows like sheets of paper.
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G sY) (e de ganaS Aa gidal) 28) 4ill 8] a2

Side by side: display the windows tiled side by side.

i () L A i) 383 gl aadiud g

Control panel: is full of specialized tools.

daaddl ) 5 (e 4o sana 4 5 raSadl) da gl

Background: is the main area of the desktop.

Al s AELE (o (o) 6 5al) (o 5 1iiSal) e AdlA
Screen saver: replace the display with an animated graphic after a
set time.

Adne Gl g Cpand da Age sa ) LS ASLAN JlaiaY aadiug g ;b gil) PR
Drive: is area of storage.

G Al g Badall aadie dBhia ga g

Drivers: are named by letter followed by a colon.

Alaldy 4o pila U Al pandy

File: organized collection of information.

Cila slaall (e dalaie de gana 5o g rcdlall

Folder : used to store files in an organized way.

Aaliio & g lilall Jaial w33 5 salaal

Windows explorer: is a program that gives you a more
comprehensive view of the content.

Culall il sinal Jald (e dlidary el 95 1 Jgdlsl) O i
Search box: allows a user to search for files or folders.
Gilalaall o) lalall e il @l oy 9 (a3 gl

File list: display the contents of the folders.

Alaall i HlelaY axiin o ccililal) daild
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1 oaSh) il Gy il g

Lsusl Ao 3 | A alaiG o Al Al 30 il g
1 | Esc Stop running operation gl 2t )
2 |F1 Help and support peAll 5 Bac Lusall
3 |Alt+tab To switch between windows 80 il Syl
4 | Win Logo +tab | All windows will appear in a stack | < jedaiv 3l ¢l aseastack
5 | Alt+Ctrl+Delete | Stop Non responding applications | <liukaill sl el yll Calayy
6 | Ctrl+A Select All B[R
Ctrl+C Copy o
Ctrl+V Paste Gual
Ctrl+X Cut o
PrtSc Copy the screen AL 3 ) gaa Lol
Ctrl+Enter Add new page B ddia #) )
Ctrl+B Bold Bale
F2 Rename pa) s

Shift + delete

Permanently deleted

gla il sn Al s

Alt+ Print screen

Copy the active window

Alt+Shift To change the language Aalll s
Shift+ Ctrl To change the language and AU Blatl ae A5l il
direction
Ctrl+ Enter Start new page (word) 33 3y g9 dadia el
F7 Spelling errors (word) (o 5all) SN ras Al
Ctrl+P Print el
Ctrl+N New RYEEN
Ctrl+S Save icella
Ctrl+Z Undo BRNSENIR Ry PN
: cila JS 3125 s clilal) £ giiFiles types
Extension 3<iaY) | Type <ilall £ 4 4 adly Cilal) g g
. doc MS. Word 25 ale
. xls Ms. Excel o) ala
. rtf Rich text = ala
. mdb Ms. Access s Cale
.ppt MS. PowerPoint iy g1 ) 52 e
Axt Text File i il
gif Graphic (picture) (3ua) pry ala
SPage 0540928731 :J\s> Ohaaa a3l 2las )
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.pdf Adobe Acrobat Reader <l g ol
.exe Executable file (st il
zip Compressed file b s il
tmp Temporary file Chga il

MS. Word 2010

4

Tabs Ribbons
Al sl ida iy
1
Work Area
Jaz) dalice

Home Insert Page Layout References Mailings Rewviaw View ] e
I--'-"‘-—lj ,-r'.J Arial [B-Dd}l' ':5-] - 11 - EE - EE - _—ia - E_? E.E & % éﬁ
B 55 B o - x, X % = EET $§" .
Paste b . . . A Quick Change | Editing
- = = - Aa~ | A A ' 21 | 9 | styles~ styles~ -
Jlipboard = | ont [ Paragraph ] Styles ] 1
iz
F

H O w A

age: 1 of 1 | Words: 0 | s

-

100% (—)

m
i
¢
il

Arabic [Saudi Arabia) |

@:ﬁl -

Page number

Slasall dae
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Words number
Lol 22
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Quick Access Toolbar
ol dsasll Ly 5

Vertical Scroll Bar o ol
s sanll L paill oy 55 orizontal Scroll Bar
NI

4 il

View Button_s
o= )

il
[l

IBEEE:

Title Bar
O siadl Loy i

Status bar
Aall Loy

BgeTafl \ Words 54 \ 3 bl \
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:Tabs ail 581l
Save SELEN |l save
Save as FRRERCLEN [ save As
Open C:'ﬂ [ Open
File Close dm‘;\ [ Close
— Print 4;LQ= Print
New Ea Mew
Exit T B Exit
Cut u4§
Copy ol
Paste (3aal =i
=
Faste
Format Painter Guatil) G # Format Painter
Bold Gale B
Italic Jdil I
Underline adaus u -
Font face Lall ¢ 4 Arial (Body C5] -
i LAl -
Home Font size e;A 14
et 1) Al Text effects Laall ¢l il .
Text Highlight o=l aby .
color
Font color Lall o A -
Bullets (& 2l = .
Numbering (<8 ) Alaxs back
Align left Dbl 4a ) =
Align Right Ol da) ) =
Center BEVIPY =
Justify =-
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Line spacing | bl G 2l =
Shading il Jalias By -
Sort A Al
Styles Lalail L
Y cndee (1R.€
Heading 2 Title
Find sy }EFMJ:_
Subscript addia yal x,
Superscript & e ai **
Undo Jgﬁﬁ o c;\)ﬂ\ ) -
‘)Aiﬂjﬁsi
Redo | el LAl ddiisilel ]
Replace Jlasil al_ Replace
Changing case oYl Al Aa~
Clear é:\u-\-d\ o i.:ejl
Formatting
Text borders uaill 353 £
Tables Jsaa o
Table
Picture 3 ) goan :
Gl
Picture
Ellgl
Clip art 48 Laliad j.j
Art
Shapes I I'T}
Shapes
Insert -
5 ) 3l > __\?
e SmartArt A=
Smarthrt
Chart Ll Y
Chart
Header dadall Ll j
Header
Footer daaall Q
Footer

-
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=

Page number ol 3 aoe
MNumber =
A
Text Box ol e J
Text
Box~
WordArt Gyl /*ﬂ
WaordArt
Date & Time < gl g @J\ﬂ\ 5} Date & Time
Equation FAREPN TE
Equation !
Symbol BE%S) Q
Symbaol
Margins Ul oA J
Margins
Ly
Orientation dadiall o) =
Crientation
Page Layout Size dadall Ij
dadiall oy Size
Page color Aadall o) =
Color~
Page borders dadall dgaa Pﬂ
Borders
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Microsoft Excel 2010

G- = e
nHome Insert Page Layout Formulas Data Review View & o o B &
F Colors ~ 3 == =l =L = width: Automatic - Gridlines  Headings = N
= g @ 13 @ ‘= @ B | o 4 Ejk ] ah
mFunts = = ;1_” Height: Automatic - View View N
Themes E Margins Orientation Size  Print Breaks Background Print Brini Send Selection Align Group Rotate

. Sheet . ring
v @ fects - w v Arav v Titles | d Seale: 100% | Right-to-Left [0 print  [7] Print | Forward ~ Backward =  Pane -

o D i kit Lo o o

H14 - f-|
i) C 9] E F 5] " T 7 R T ] i %] Q R

I [=

. Formula bar
Active cell

el Ly 55

D @0 |~ b b =

(iallall) Aaill 220

%)
i

2 Work sheets
& Jandl 31

25 L
26 /

27 ol
W 4 ¥ ¥ Sheet1 Gheet2 ~Sheet3 ¥ 4] I 0
Ready | |[EE@ ww o0&

Sheetl . Sheet?2 . Sheet3d . ¥1

Insert worksheet
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:Tabs ail 581l
Wrap text uém alail) ; Wrap Text
Merge & center o sl g GA.\X\ waq Merge & Center =
Auto sum (Sl aaal) T AutoSum ~
Ay
. Home Sort & Filter Agbuailly gy | AT
A )l Aadal) Sort &
T Filter =
Find & Select BT PRGIT I
Select =
General (11-9 General -
Text Orientation oaill sl e
Print Area de bl dali ;*3'”
rint |
Area
Page Layout . _IJ
. Background dalal)
Aadall 'L'"d";" & Background
. - 4]
Sheet direction dagy pall olal o
Right-to-Left

Cell: is the intersection of a column and row:
dgae aa Ciua abal@ e 3 e AR
Row: is horizontal, labeled with numbers.
380 Ay Ll ()55 5 2 gl
Column: is vertical, labeled with letters.
M}LMWJ 62\73.3}.09 u}ﬁ} :SJAQ‘Y‘
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MS. PowerPoint 2010
ol <

File Home | Inset  Design  Transitions  Animations  SlideShow  Review  View  Add-ns

“‘r} d Cut ﬂ dLayout' . N R
& L ; i -3
s

t=
V=

JReset

“ﬁ Test Direction

[ Wign e ALLDd O -

~@

BE\A\DOO0D Dw

B Shape Fill £ Find

ifhape Outling = | 35 Replace *

¢ /FJmntPamt\ Sllde' = Sedtion WA T ‘A‘\i M AT EEES MNE &%) Conwert to SmartArt L%-\f\{ }ﬁ Arra'nge c\g\:\ul =/ Shape Effedts i Select~
Cliphoard fa Slides Font Paragraph Drawing Editing
X | Outine | Sides
e I 1
Outline Tab
Slides Tab
Click to add subtitle
Click to add notes
A
{ I / |
Side1 of 1 | “Office Toeme” | Arabic(Saudi Arabig] | / |Eg B e HH

Notes pane

Office Theme

Title & Content
S sinag O sic

Title slide

Olsie Ang il

Section Header

VRPN

Title slide
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Comparison
T 43 lis Section Header
wo contents RS
_ — daad o) gl
O sina
Content with caption :Tabs
THy s ina
Blank slide _ Picture with caption
g - =] S
i " dag yd
New Slide B A —
Slide =
Layout Ll i=| Layout ~
Tme Text Shadow o=l Jia s
Ayl dasall
T Text Direction Uil ola) ||{} Text Direction -
Shape fill JSE) s S shape Fill ~
Shape Outline JEN Luadil) Lladall | CZ shape Outline -
Shape effects Jsall @l Ll <} Shape Effects -
Slide Number dag ) B8 =
Insert R
gl g.?&. Q@
Video and Audio G gaall 5 gl e .
Video | Audio
Page setup dasall dlac) D
Page
Setup
i
Themes Gl ] | .ﬂg
Themes
. Background w‘ {f_ﬂ Background Styles =
Design
pasal EREN ||‘_|
Transitions C‘:’\)‘IX\ O Jall Split Reveal
Transition to This Slide
Apply to all ) 8l S e Gadai | 43l Apply To Al
r
. . R Lt F A
Animation S el Float In split
Animation
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*

Add
Animation =

Add animation

Normal View

bl o2 )

Reading View

Slide sorter View -
@Uﬁd\ leé 5s) Al (a2 e




