VY — )l el 3abe Ladle

pe Jisuasll ca 23 A computer e
Is a machine that changes information from one to another by performing four basic
actions

: eVl Input e
Leaad o5 3 SAIL LAl ULl Is the raw information or data that is inter into a computer
PPN
sl bl e 4%l Example: simple ( letters and numbers ) complex ( photographs)
38 alaaiuly yignaSl) LAy S5 - <l Data : is entered into a computer using code .

g : sisuasll ¢1 550 Kinds of computers e
Analog : many values -
Digital ( binary ) : fix value -Y

b)) A A ) aalis s Jlao) saa 5 <u Bit 1 is short binary tow possible values : 0or 1 e
bit (e lila A 32l 4l A8 )Y e 58 Byte : groups of 8 or more e

Color e
g (& o) Pure color
Red, green, blue : o/s¥ JL=isl (RGB)
Osh JS) s [000000] Sl s a8 6-dligit hexadecimal value  aws Ul ca ) o) (S0
{RGB} i il s
¢ Al pad¥ ol bl aa ol QU
sl @yl 13 FE amila gl i Jau gl G sé a1 ol of Cies [0OFFOQ] ol sl
il U FF eall ol g
Cosal TGl A= F (e daid Cojal¥) aaes Gl oSV Cojal g ali i (e () S5 5 de 230 Hexadecimal
o a5 Y e lbla T Liayl JalSILG aaall 4sils
Caoal s dai Vo e 4 Ke A ol 3 4l W8 )Y) de geas Binary

Al Slea e sisneSl dad g ld ) s & (processing ) glleall ds yu e
:(3 1Y) data LAY e
Speed of processing is one reason why computers are so valuable.
pe
dakd < 93l Hardware (device) : are the computers physical parts e

522011 45 S s sale

JA) 83gal e clilal) AL 4ag 8 s 438080 dAalleall s2ay (CPU) @ central Processing unit e
el 2iis) AlSay (e ) W i g
Which is a chip that receives data from input devices and changes it into a from you can use




aga Aol |, 4l gdad) 381X (RAM) : random access memory ,,, Primary e
Juad 13) daglaa o] 28853 913 028 But the data is lost when the computer is turned off

YN
pe ;45U 5 SIA Secondary storage e

dead 13 s bl o345 allows storage of data even when turned off

Seal
1- CDs 2- flash 3- drives 4- memory cards : 4%

axddll laia) (USB) : universal serial bus

s Voo g gladi aaa (bl 325 9 Terabyte : is about 1000 gigabytes e
pee

Hardware Peripherals : There are separate pieces of hardware , but
il 4 Al kil connected to the case. This is called a Peripheral

i Jlgall Juats
{Hardware Peripherals}

Ll ¢ 5 Kind Ports e
Serial ports : move data one bit at a time -)

USB 'l Jis Multiple device ports : connect several bit by bit -Y
pee

Software : includes all the programs that tell a computer what to do
)l piSe 5 < el and how to do it. no physical >> two main types :

4 alll 4S5 40 alal) camgy Lo Jlgadl joas Al el ) s Jadiy g G sale e 508
pé

o a5 5 aUail) =l s System software helps -
dalisa =« »» Application software helps -Y

g Aaill Slas gl 2183l =4l 52 System Software tow types =

Operating system (OS) : keeps things running smoothly by allowing the hardware -
4luall Utility software : maintenance and repair jobs that the operating -Y

sl 4 )l e Mae s four main categories of application software ? o

Clandaill ga
Productivity software -\
Graphics software -Y
Communication software -V
Home , education or software helps -¢




7 il s’ Software designs e
e a5 pala dae e aaai =4l Specific jop : expensive -)
a8 a g aliadl agd ) e o0 ga ge el OFF — the — shelf : less expensive -Y
A computer system includes several devices that perform the four e
cailda gl g2 ) B eal) e waall e 5isuesll Jedy functions of computing

Output -2 Input -1
Storage -4 Processing - 3
A Jaa¥) s seal Input devices o

ad 5 Al JiaY! el Y1 A command instructs the computer to perform an action =

Gsh Sl Jie 23USI e a2l Speech — recognition : Microphone

pée Handwriting — recognition : writing a stylus (by pan) =
Motherboard : connects hardware and allows and data to travel from one e

device to another

dallaal) 3 3¢l Processing devices e

(CPU) : central processing unit =

Multicore processors =

Read — only memory (ROM): chips contain instruction to start the Computer =

z)_AY1 5 el Output Devices o
monitors , printers , speakers , screen : il

o233 5 eal Storage devices .
devices such as hard disk drives flash drives CDs , DVDs and online storage are : A&l
Al ) 8Y) IS ae Jie 3 3¢l popular long — term storage solutions

JisuaSll Jax 55 Powering the computer e
du g Sl Ases a2 s 0l A cireuit :is a network of electronic components
A5 IS il eall Jas a3als § J saell Transformer : transfers electricity

<L ¢Sl Electricity o
44l 5 LY Direct current (DC) -)
823 yiall il LEY) Alternating current (AC)  -Y

an adaill =al 8 oS53 Software controls the System =
Llal g <o jlaial OS I il s Operating system (OS) . the OS does many jops
Working with peripherals , managing data , using memory ,




dpeds SV Jaiilll dalsl Most popular operating systems *
pga Microsoft windows -\
Macintosh OS -Y

e ial¥) =4l Ll Basic Programming concepts =
Source code , using programming language
((Fngs) Asw il (e ole 5 éllia There are two types programming :
Procedural programming : step — by —step -\
Opject-oreented : that include data -Y

g (G sale) cpes jidl 5 mesall Compilers and interpreters =
Compilers : translate source code into binary from using only 0 — 1 , (ASCII) : American
s ib8dea i Gleaadll  standard code for information interchange = 8 bits . Unicode = 16 bits
L aladid (pe A ) dadll
Interpreters : do not need a compiler , and are used to translate source code directly to
Jarl) )5 5l Draall s 505 Ras il pasindiy ¢ o e M LS Y 1 5 il ACHION

@lilal) Jia8 Representing data =
String (a sequence of characters ) used for calculations , numeric , character , integers , and data

SAsnasll 433 The language of computers =
4llu s das 50 5 Boolean algebra two values (positive ,,Negative)

pér clalaiy) s =4 0l Programs are directions =
el Juldll daa ) ) 63 Algorithm : the linear sequence

Gy el 43 a5l el ) A The structure of a program =
Sequence , decision , loop

Entire sequence without having to type every step (subroutine)
(o= 8 Ofs)) bsha JSAUS ) Aalall (50 JalS Judus

pee 408l daw sall s de gaadll Group and Individual Computing e
Computers range in size. The largest and most powerful computers process huge amounts of
ST Jast aaall 8 5 snaSll 5 eal 7 5) 555 data very quickly. These are called supercomputers

A8 anl) 53 000aSl 5 jead o o 35S Ao pun lilall e Alila LS Aallas Ao 55 50aSU 5 heal (o 68l
there are also small handheld computers, which many companies prefer their workers =
ledde Jaany o SIS e aaed) Juadi il g ¢ 2l 4 gane 3 00 5 s0aS 3 jeal Uil <l to have.

Adle de g ee o 8 4l res Supercomputers<< most power — high speed.tle




Mainframe computers are used in centralized computing systems as the storage e

location for most of the data.used by government agencies and large corporations

VS Sl Lol il alamal (535 8 a8 &y 38yl s gl Aaail (3 43S el s sl st
Bl S A g A &S

JAN) Input e
Types of
Input  ReRCITENE,
\4 v v v
Data _Soﬂwar_e User commands Responses
instructions

(sl IS 5 e ) € cllall Jlaal L acl s jeal Input devices =

Cameras -2 A microphone -1
pga A webcam -4 A mouse -3
Scanners(copy printed images in to computer) -6 Modems and routers -5

daall jhladl Health risks =
el ) S a3 Sl oY) (RSI) ; repetitive strain injury
bl sda (e Julsi s ~Sal yié 8 Ergonomic: keyboards have been desined to reduce RCI

4a Al el Output devices =
Output devices : text , graphics , video , audio

aee <lilid Monitors =
(LCD) ; liquid crystal display : flat screen , use less power , can be run on
dalaal) LILEN batteries
S Lgeas QLELE (CRT) : cathode ray tube : older type of monitor ,heavy

A clalll Printers
Nonimpact printers : are inkjet and laser printers , both inkjet all —in —one -
3axiall ailadldl g 3l
Impact printers : use hammers or pins it do not produce crisp images , is the -Y
e su) a5 il sill ke worst

daadiall JaaY) s jeal Specialized input devices =
Gpall O S Aaks 5 e S O sall b 523 The sound card: does this conversion work




e sl Jia) Inputting still images =
Fax machine , (OCR) : optical character recognition
Lyl 535 sm (S e il sleal) (335 when you scan printed texe using this software
pai sl iy A seall 5l e salaall oda J a

sl JA3) Inputting video =
Jissa ) ,ua\S Digital video cameras
sadll &S Video capture card

e fiamiidl z1 Y1 5 jeal Specialized output devices =
wuéll Jsse Video adapter
sl 5 S13 Video memory or (VRAM):to free up space in the computer's memory
: Alia) 83 el ) A) Outputting video =
Headsets -Y Data projectors -\
Televisions : (HDTV) > high definition television -Y

péa L gl sisil) 83 ) ghaia il Screen technology =
(OLED):organic Light Emitting Diode:less power and produces better than LCD

<sall 1A Outputting sound =
A gall YU 4add ) 4ea) 5 (MIDI) : Musical Instrument Digital Interface
a2l S i =ali 0 Speech synthesis software

aga Al Jeiily System Startup e

The Basic Input/Output System, or BIOS, is a set of programs, called =
firmware, that tells the computer equipment how to start up. The BIOS is
¢ BIOS sl ¢« il z1aY1 /7 Jlasyl s permanently stored in special memory chips.
CrAS el el e20 A4S (e el Slea yaad (Al 5 ¢ ADGN mal ) s ¢ el (0 Ao ganse o B ke
Aagasl) Aadasl) 8 a2didi sda g dalal) 3 SIA (338 ) 8 Q3ls S5 BIOS

Windows 8 and later use UEFI (Unified Extensible Firmware Interface) instead of BIOS =
BIOS (3¢ Yy (323 sall dams 53l AL 450800 el dgal 5) UEFI aaaY) <l jlaayl s Windows 8 adiies

023330 5 3eal Storage Devices e
A 1) 3 SIAN a5 4 530 3 1A Primary storage (RAM) : main memory -\

e

Ayl s il i




pda - (RAM 5 ROM o 81l o 3 4) Memory and Storage e

Y 3 51l Storage (Jea3) Holds
ROM Permanent Startup instruction and configuration information for
Sl Sl e slaa 5 Juandill) ey Clailsd the computer
RAM Temporary Program in instruction and data that are being used by
Aalladl) sas 5 J8 (e Lgladiina oy 1) bl 5 el sl the CPU
A 3l

calil] ol sl Al a e S il saleiul Backup @ Restore original data if lost or damaged

ae ol gl eal clanas e Jise Categories of Storage Devices

L | 53 sl Read — only device (R-O-D): only read data not save -)

List )3 5 ¢a) Read-write device (R-W-D): read and save data, Example : USB -Y
lle

Sequential storage device ( SEQ-S-D): requires scan from the beginning of the -Y
Al s Jas gl Ay (e Gl allaty » Julidia ¢ 535 medium to the end

Random access storage device (RAM) : does not have to search the entire -¢
e sl JalSI ol (8 Gl (5 )5 el e e 1 400 58210 3 ,SIA) medium to find data
Lilul)

023 3 el Optical storage devices : use laser beams to read information of a disc -©
Slaall (e e glaall sf Ul 361 5 8 ) ll) a2din o3 5 44 guall

il oy 3330 5 sl A storage device installed inside your computer is:
(> o)) » A (335 an external storage device -9
(3l el jlay Aals 0335 an internal storage device -Y
—Lall 4= 28l magnetic storage device installed in computers is a hard drive (HDD)
pér SisnaSll Jaby Cufie (A3 cdaline lea
pee
bline (33355 jeal e Al Other Magnetic Storage Devices
Akl al BV IS ae Magneto-Optical (MO) Drives : magnetic and optical
40 punall
Al 5 s i) e o333 Online, or cloud, storage sites : store files on a network

Gk e e g8 4533l Flash Memory Storage Devices (USB) : connect by USB port

age USBaiic
Joa il dlgnddille dau jmadlddll &l e small size - capacity - ease of connection
aga eyl

4 glall: (U= R) (k) Platters : container that store information , disk inside the sealed
g bl ¢ jas Al




de gana gl il e ) anie 322 S Each platter is divided into tracks,or a set of circleson =
pa sl e
s AV Ll a3 ) sl e Other Hard Drive Parts e
Sectors : A cylinder is the same track stacked . Each track is divided into segments -
7 b ) e jlie JS iy (358 Fua sas pa A shaad JS5 e @ e a1 cleLadll
A hard drive has a motor that spins the platters at a high speed when your computer -
< ysa iy is on A small needle-like component, called the read/write head
oY) sl s O sSe o i snalll Jsdi vie ddle Ao yun GLLYI ) g & e e ALEN Gal AY)
ALK / 3¢ AUl ) e
pee
Solid state disks or drives (SSD) : are a mass storage device similar to a hard disk e

A AU el Y e dndy aaall S (AT Sles 2(ge ou) eyl pal BY) & s drive

age  <lil slae Ales Protecting Your Information e
ALE e Ll ) Ll )i data loss : the data is damaged or made unusable
NRERS L
clalall Llaal) =il ae Ll Backing up your files and programs helps prevent data loss -9
ULl 238 xia A el all
aal o 45l A property : Typical properties name, type, storage location, and size -Y
paadl 5 g 33 lSa s g sl 5 Al saill ailadl)

el 4 gl e gleall 521 8 Reading Optical Information e

sel 8 4oy e il Ju Jae Data transfer rate : the speed of reading information o
e glaall

Jesi slal ol =iies A laser sensor : a laser-operated tool that reads information o
e sbeall 18 ) iy

(4dlalle s ) Sa Flat LaaY) pa i) sl g0 ol 8 dslavsdslis Land s a flat reflective area -

s gl e gleall 0535 Storing Optical Information e

Lad se) yall W8 Sles a5 53 o CD-R drives are read-only devices -9

CD-RW, DVD-RAM, DVD-R/RW, and PhotoCDs are optical devices that let you -Y
record, change, or overwrite data multiple times. They are called read/write storage
devices
/ o) 8 (A 5 el e (s O e sae Ledlasial ol W s s ULl Qs ol i 430 guia 5 gl
FREN|

b Data =
daa)lilall 4450 Data integrity: means that stored information is usable and available o
Lele haetll 2y ol g dalia g aladinSU AL 25 Al il gleall () s (lild)




Cloud computing: uses the Internet and central remote servers to host data and o
AR ikl p bl dlainY 4y 58 sall Bamall aal gad) s i Y aadid dlad) 4 sallapplications

p sasiuall UL o 555 Emerging Data Storage e
Virtualization: when physical storage is pooled from multiple network ,storage
A )S el aSaill Bas g e 48 la) 25 0 335 Jles device managed from a central console
péa ASLEN e (el o a8l S
Storage virtualization is usually used in a storage area network (SAN), or a network -)
¢Baaie 5ol B el Adand g Led) Jsea sl (Sar A 05T 8 ead (e A3 SAN bl 0 335 43
S LA B it g gl laa
sl a8 WU A holographic data storage system(HDSS): stores data in images -
Dsall b bl o as s alag 1 AEDA)

Juiil) slss de0ie Introducing the Operating System o

Interface: An operating system controls all the computer's functions and provides the o
Juedl) Llss oS5 -dga) 6l on screen tools to interact with the computer and its programs
aga dnal s i gnaSll ae Jeliill Lalall e <l gl Jigys 5 gaaSll Cailda g asan

crash or stop working: Conflicts can occur when two programs try to occupy the same o
Aalisal) i Ja (s A glae ie il jledll s Janll (e a8 53l 5l o jla3ll space in RAM
RAM &

pa Sl =lay - Gunsill ypdate: fixes problems o

pga suas &l jue w23y 48 1l ypgrade: introduces new features o

e 4l o oS =alill =l ) successful software can lead to multiple versions or releases o
Gl laa)

daal e LAl Jwe! Maintenance release: revision to correct errors or add features o
¢ dagle ¢ jpe ddlial f UadY) maal

(Al o) Cuaailly ANe Lt il jlaall g ¢ 4B ) g Cuaatl) Cp (AN La / Jligm)

a (el Akl o) gl S /) Jiesll Aaladl ¢ 50 Types of Operating Systems e

Jexi L 4l Real-time: are used to large equipment, heavy machinery and factory -\
5l sl 5 ALEN YY) 5 piliaal) 8 2230 5 1) iy

8aal g daga 2a) 5 a23e Single-user/single-task -Y

elee 2al 5 20350 Single-user/multitasking: either one after the other or at the same time -V
aga gl i 8 ol 5 AN sliBaa) 5 L) sBaseia

clendl : aeadinall 2 Multi-user: allow many individuals to use one large computer -¢
S 2al s 5igueS Slea aladinly 21 Y e paall

e Jisalbdalall Jusl dadil Operating Systems for Mobile Devices e
- 43l jee @ smaller touch screen, limited memory, and limited storage capacity -
M\M:\.ul.u EJ}J;AB)S\.JJ Bljmw#:\.’.u}




pée panial) mal aey 2515 one that supports the user’s software -
—iilel) 3 jeal Jiadiy o 8 0a) s one that operates the phone’s hardware -Y

~aaiall 4gal s The User Interface

4¢=l5 graphical user interface(GUI): on the computer screen, called a desktop -

ISl o e i gaaaSl AELE e o 5 A sl aodiuall

Pictures called icons :such as a program, a document, a hardware device, or a -
Cus adge ol Jlen ol atiie ol mali n Jie b il endt IS mhass e sall Web site

aadin Jgl e o)) sl 8a g (38 5al) s i) 4ak3) Operating Systems and Utilities

e (el sl

e Jsl de Mac OS X® In 1984, Apple® :The first computer that user the (GUI) -\
VAAE ale 8 g )l Cilgal o) aasiul

Microsoft Windows -¥

S et (1S5 g3 (e B3l G laaY) UNIX : s a system called Linux. -Y

<lslel) 303 File Management

lelell 5 02e File managers .

Lyl eust clildll Folders are also called directories and can be divided into subfolders .
Ao b clalaa ) Lpandi Sy g SV

Oe sl 51 alaain) el You can use the file finder utility from your operating system
Sl palall Jpandial) s (e clalal)

pér Alall 5 ~3LaY) System Utilities
A driver utility : contains data needed by programs to operate input and output o
G o 1 gAY JAaY) el Jeaiil malpll Lealiag Al bl e s siay devices
pe il
Plug and Play (PnP) : that have capability can automatically detect new PnP o
il 3 3¢ ) i a3 PRP 4uals compatible devices
DA
Before you can use a program you must Install — You can uninstall — reinstall it -
Jaxg ¥ 1) i sale | — 4 oLl i — 450 adaind el ) aladinl

pda (O Se ) Sl s laal =il Backup utility @ cope data
Versioning: automatically saves previous files This is another way of avoiding data
bl )i Ciadl g AT A8 Hha oda ALl culaldl) Lilali Jasay - <l laay) Joss

Lax File compression utilities: reduce the size of files without harming the data
* u\_ﬂ_\.\jb )\)AY\ G99 calalall s2a e J.\SSJ 9 calalall




pge  Jerddll Uas slisiu) Exploring the Operating System e
(Restart) s seSll Juissale) boot it : you start the computer -
power-on self-test (post) :the major components of the system are checked onthe -
CMOS 488 ) e aaill dan )l il Sall s 2y - Jiadall S lsa) CMOS chip
CMOS : is a battery-powered memory chip on the motherboard -
AV Aa 5l ey el Qs3SI 486 ) 8 1 CMOS

pda s alasiul Using Windows e
The operating system displays documents in windows rectangular can be opened,
Leaid (Say dllatie M3 8 Clatial) (= e Janddll sl (e closed, resized, and rearranged
Lot i s Lgann i 5 e8I
~) 58 pulldown menus : list commands when you select an item from the menu -
AEl e peaie st die AGEN el 5l - Aasiall
sa8L) el 5l s s Sile 8 |0 Mlicrosoft Office: the window commands on the Ribbon -
Tyl e
Pop-up menus; lists of shortcut commands that appear when an area of the screen -
AN e dilaie o il wie jedai )5 paidall el oW 268 dEa 230 8 s clicked

pge 43kl o) LA Power Options and States e
g Al = o Sull am 5 8 In sleep mode : standby -
In hibernate mode: data from RAM is saved to the hard disk and then power is -Y
i ) oy o3 i) (a8l ) ) siiadl 3 S10 (e bl Jada o5y ¢ Slasd) a5 8 shut down
. aallal)
AL Ales - a8 1) AGLS A screen saver: protect the monitor -Y

Dol Sl g elan) g (parainall s User Accounts, Names, and Passwords e
Clilaa slae) o bl Alesd 3,51 525) One way to protect data is to set up user accounts
Cpeddiiuall
The system administrator: is the person responsible for maintaining the computer -
el il e Jgsmall (il sa 0 oUsill J 550 system and for setting up user accounts
Cpeddiisall il dlae) ¢ 5 gaaaSl)

Jsa sl mland) sl asll asiidl) (5 s user rights: limit or allow access -
Al 58l el slisiul Exploring System Utilities o
ol s e el Julidll Hierarchical: roots of a tree -

Folders = subdirectories = root directory -

pga Clalaall g kel 4ens Naming Files and Folders e




A file extension: is a short series of letters that indicate the application used to create
Gabaill () 5088 Cagpall (e 3 jual Al e 3 e sa Cild) ol the file and the file format.
ilal) Gt g Cald) oLty andiuall
pee
dabiaal) Qi) ekl e clild) 4S L Sharing Files on Different Operating Systems e
Sharing files across operating systems is called cross-platform compatibility -
A ol e 8 sl el Akl e cilal) AS Hlie Ca el

i adail) 4ilua System Maintenance e
u=_% 52 A disk scanner : checks magnetic disks for errors and tries to correct -
Lesasat Jglag s eUadY) (e Gy Lpuadalinall (al AY1 (s 5 guiall skl
g aamii ol Cild) 45525 File fragmentation: a file is broken into -
453230 e 1)) 5131 A defragmenter utility : reverses file fragmentation. -

pga Sl 5 yall LSS Virus Detection e
Malware software: is designed to damage or disable your computer system or data -
aga el Aalall i) i ganalll aUas Judaa 5 (DY dapanal a5 jliia zal

el e e s el Avirus ois a type of malware that can replicate, or copy -
et gl S O Sy (Al 3Ll
== Quarantine = or disable, and remove the virus( work antivirus) -

pge il il aul Lial Selecting Application Software e
ales dai Glas ) (3003 Application software :performs a specific job or task

duadidll Gl sladll o personal information manager (PIM) o

danlail) =al Ll o153 types of application software e

Productivity suites: combine several programs such as work- .\
Aallas Jae (o el psoe m el 4Ly processing(Professional)

A Al dldsidll =l ) Integrated software : the basic , package .Y

pdA Aage B LanadT  Alits =4l stand-alone program: that specializes in task .

-

g (Ao shaall 5 dulaall Cun (e el Ll £ 531 /) Obtaining Application Software e
4l =10l Commercial software(proprietary software): must buy before using it .\
e) ) Ja adall ehle gy
el pall Jd s s el ) 4S jLie Shareware: a try-before-you-buy .Y




2583 adal et Y dilas =al 0 Freeware: software for free .Y

: ouaal) 7 gida mali 2 Open-source software : may not be free, the source code available .¢
dalia juaal) 3Rk g Hlaa (g8 38

Public domain software: allow you to use programs, share them, give them away, or .°
aale o 5 JS (g gt g aS HLES g alaad g mali ull aaa%d 5088 even alter them

ags sl wlanks Using Web Apps
S FEss Yl lsnks Cloud apps= Web apps: not have to install them on your computer
ol dnin e Joaall b jleal) b )

s s (aulad Application Windows e
The Ribbon is the control center for using the application. The ribbon has three -
o)l A3 e (5 ging Jay 8l aadail) aladinY oSal) S ye s day 3 parts
Sle cuet Adle K (533 Groups: Each tab contains groups -Y «usdl e Tabs -)
Commands: is a button, a box for entering information, or a -V e sena
Al Gl gladll Jaay e ol BB ;f\jy\menu
ph s slal) caall 8l oY) Ly i title bar: top row -
g e sladl) 5l 501 Aails A menu bar : lists sets of commands -

A Al =)l ) 5l Types of Application Software e
vertical application: is designed for a very limited purpose, such as medical billing .}
B (preniivun ) g8l Jie ¢ 4lall 3 sama (a3l el o 1 (50 gandl Gualal
Gpdliaall peadivall (e sl @Y1 50kl A horizontal application : many different users .Y
< laayl g el $36 5 Application Documentation and Versions e
troubleshoot, or correct, problems. These instructions, called =
e Glaladl) oda JSLiall masial o Leadlal 5 cUaay) ciliinl documentation
aga (U Bl
knowledge base: that users can search to find information and get help =
e dsanlly laglaall o) fall dinill periinall (Say ;48 jadll 32218 an online
Y e sac Ll

z=ldl Gllaal Versions of Software e

a maintenance release—a minor revision to correct errors or add minor
45 il e Adliza) Sl eUad¥) mosail das dxal e - Alua laal features

Clankill =l alaatiul Using Application Software e
Jec sl gpplication workspace :The largest area of a program's window is
bl 338U gl HUY SV dalisall : gaadaill




pé Gl ) LSs) Testing Software o
4 25 435 Beta versions: sent to selected users to test the program ( copies and test) o
Leale <l HLaa! 5 4 Hadll Jaal (peadivall sl Jus 5

aga el ol e ST ST il s Jeall Working With Two or More Programs e
Multitasking: working with more than one computer application at the same e
CB ) i 8 aa) g 5 gaaeS bl (e ST ae Jaall salgall 2225 time

| wai Aol HLisY saseodl Vo il i Ld Jl

3,50 8 atiee ) 4385 <Ll Creating a Document e
Word-processing programs: These programs have four functions: writing, editing,
iy aol Ao el yall a3 (o giad sl 4alles o) formatting, and printing
Aclibll g Gawtill 5y padl) 54l

iaulY) @l 3l Basic Features e

Word wrap: automatically starts a new line, or “wraps” the text, when the current -)
Lliae sl laudl ()5S Laie ¢ paa sl Wil ail) gy + 4K alad) fine s full.

Laie When a page is full, the pagination feature automatically starts a new page -Y
B0a dadia WG ciladual) ad 55 e 12 ¢ dilias dadiall ) 5

5y The AutoCorrect feature fixes common spelling mistakes as they are typed -¥
LS o] dailiad) 400y elhadY) ~Sla) Ak sl

The AutoRecover ( autosave): feature automatically saves a document as often as -¢
2 el aally atial) Lalels Jaesy - LI oy 1Y) you want

Galll s &ill 5 =il Cutting, Copying, and Pasting e

cpoah adadlsll o8 The Clipboard stores cut or copied text while you work

Janll ol Least gl (a gl

Y a5 The Paste command inserts an item copied or cut to the Clipboard -
Adlal) ) 4l ol 4disi a1 paie &) 0l Gual

The Cut command removes the selected text from a document and places it -Y
ML 8 dsia g g dies (e 20aal) il A1) 3L Cut <Y) » 58 0n the Clipboard

The Copy command places a duplicate of the selected text on the Clipboard -V
adadlall A sasall Gaill (e b ) S A Gl el pucay

sle Yl 5 xal il Undoing and Redoing e

Redo command. You can use this feature to put a change back in effect after -
3 s Al e il o) jal sale Y 8 aall o3a aladiul GiSas Bale¥) sl cancelling it with Undo
el AN PR e )




=i Merging e
A mail merge feature you can use to generate customized form letters, mailing
aad pa i al oL Lealadin) eli€a Al @O el a2 labels, envelopes, and even e-mails
oS a s il Sin g e Gl ¢ Ay Slent s ¢ Laada
<y Huae A data source of customized information, such as names and addresses -
O sbindl g elan) Jie ¢ aadall ¢l gleall

sy =)l 3uait Formatting Characters e

:Serif L ska Serif fonts: They are easy to read and are often used for document text -
el (ail andind be Blle 53¢ 8l Algw o 4

Sans serif fonts: such as Arial, do not have serifs, and are often used for headings -
Crsbiall 8 aadiis e Wle 5 ¢ serifs Wl (al « Arial Jis : Sans serif b sha

Alud¥ s ol il s Formatting Paragraphs and Sections e

Alignment—the way a paragraph lines up between the left and right margins -
ol 5 el el sedl (388 i 43 Ha - Bl

O Adlie ddls) - 2504 4lulll Indentation—added space between a margin and text -
=il s Galgl)

dilall laie - LY 2l Line spacing—the amount of space between lines of text -
o=l sl o

Sl il b Basics of Desktop Publishing e

Desktop-publishing (DTP) programs are used to create high-quality publications -
KLl il el e aladiul W4 that look as if they were produced on a printing press
dashe A Lealll o8 51 LS 520350l e @) pdie £LISY (DTP)

aeaill gt Designing the Layout e
The most important task is designing the document's layout. A designer plans

lubds aaa’ a dege 2] how each page will look by creating a master page
Wngu\@}&w&}muﬁM&m Albeal

2l o= e Viewing a Document e

k.25 The Print Layout: view shows how a document will look when it is printed -
Leic bl 2ie atiuall sau (A€ (ja jall jeda) dc bl

Web Layout view shows how a document will appear when published on the -
ol A e Wyl vie 485l jedain (S (el ek 1 s laihas World Wide Web
Al

"

2wl 3 323 Enhancing a Document e

Common Keyboard Shortcuts

| Command I Windows I Macintosh I



Jlaiu) g &l slasin) Using Find and Replace o

il s Saall 3 e &l =05 The Find and Replace feature lets you

LK (e de gans sl 40K a5 Jocate a word or combination of words -

Al ) a2 s change those words to other words - ¥

) e ¢l search for text characters, spaces, punctuation, and symbols -¥
D3l 5 a5l Gladle 5 Gl 5 (yaill

A4 Hhay auidl il e &adl search for text that is formatted a certain way -¢

g

Py

4l 5 3.l Formatting and Printing e

A style is a set of formats that is applied all at once. You can apply styles to
Gl liSay Baal 5 dnd Lgipdat oy Al il (e de sene sa haaill text and to objects
G 5 aill e Talaiy)

Gukd oSar A style can be applied to selected characters or to paragraphs
< jaal) gl saaaadl CaalY) e daas

COadll et 5 ala Making and Tracking Edits e
The spelling checker matches each word in the text against a word list built
&8l into the program and gives you options for correcting a misspelling
LA clatay gl pll A Deaal)l Gl 4l Jilae il 84S S e gilday ASLY)

Y Uadll moaal

Lol 385 421l e ) 8 Grammar and Style Checker e




Grammar checkers: look for problems such as errors in the use of verb -
o Saw o os il 58l tenses, pronouns, punctuation, and capitalization
ass 1l 5 2 il Clade 5 jilanall 5 Jrdll fua aladinl L eUadl) Jie (KL

Style checkers suggest ways to improve the writing style in a document -
At 8 LUSH Jaad Cpa] (3 yla - i 2 Lolall Ao gana

a3 4Ll <)) Collaborative Writing e
Track Changes: This feature marks each editing change made by each member
g JSAdan) o5l pa) by Jadatll 8 st 0S5 haall o38 2aa%: & il a3 of the group
e ganall &

i) g cdladed ae AdLud) il JLSdY) 85 Sall g paddal) B dagal) pLudY) daal a0
e@.d\ Agm &A Z,yl.g.'d\ M\““W gs.'.‘éﬂté Jl-.\ﬁim
S o) o) ) [ oSl ) aSled (pa U gl




