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What is a computer? A computer is a machine that changes
information from one form into another by performing four basic
actions.
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Four basic actions :

1. Input 2. Processing 3. Storage 4. Output
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There are two kinds of computers:
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Analog : computers measure data on a scale with many values.
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Digital :The computers that run programs for playing games or
searching the Internet are digital computers fixed value.
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Input: are raw information, or data, that is entered into a
computer.
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This data can be as simple as letters and numbers or as complex
as color photographs, videos, or songs.
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Bit: is short for binary digit. Each bit has two possible values :
Oorl.
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Byte: groups of 8 or more.
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Fixed value : 1, 2, 4, 8, 16, 32, 64,...... .
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Decimal: the decimal digits are 0, 2, 3,4,5,6, 7, 8,9
iy pde o6
Hexadecimal : 0, 2,3,4,5,6,7,8,9,A,B,C,D, E, F.
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Processing: a task a computer carries out with data in
response to a command
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Speed of processing: the ability to process data with lightning
speed is another reason computer are so values.
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Output: the result of a computers processing displayed on -
screen, printed on paper, or heard through a speaker.
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Storage: the action by which a computer saves information so
the information is available for use and reuse.

S22 Bale ) 5 alaaia dalie il slaall ¢ 5S3 Cuny e slaall Jainy i gsaSl 4y o s (531 el jaY) A

You use hardware devices such as a keyboard or mouse to input
data.
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The processor is a hardware device that turns the raw data into
usable information.
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What is Hardware? The physical parts of a computer.
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Device: a hardware component installed for use with computer
system.
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Central processing unit, (CPU) A piece of the computer’s
hardware that processes and compares data, and completes
arithmetic and logical operations.
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circuit board: An insulated board on which microchips and other
components are mounted or etched.
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Random access memory (RAM) special chips that store data and
instructions while the computer is working. But the data is lost

when the computer is turned off.
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Storage Secondary: allows storage of data even when turned off.
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Examples :
1- CDs 2- flash 3- drives 4- memory cards
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Universal serial bus (USB) A standard that allows communication
between devices, such as between a flash drive and a computer.
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Terabyte: are a unit of measure equal to 1024 gigabytes.
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Peripheral: separate input, output, and storage hardware.
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Kind Ports :
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1- Serial ports: move data one bit at a time. For example, they
connect computers to modems for Internet access.
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2- Multiple device ports: such as Small Computer Systems
Interface (SCSI) and Universal Serial Bus (USB) ports, connect
several peripherals to a computer at one time. They all move
data faster than serial ports can.
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Software Programs that tell a computer what to do and how to do

it.
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Software types are divided into two main types:
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1- System software: are System software programs that help
the computer work properly.
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2- Application software: A program or set of programs

designed to perform specific tasks, such as creating
documents, storing information, or editing videos.
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System Software There are two types of system software:
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1- Operating system (OS) A system that allows hardware
devices to communicate with one another, run efficiently,
and support software programs.
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The most widely used operating systems are Macintosh OS and

Microsoft Windows
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2- Utility software programs that are used to maintain and
repair the computer.
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four main categories of application software:

1- Productivity software...uy -,
2- Graphics software....,. s,
3- Communication software -y 2,



4- Home , education or software helps.:.ci.i 3 i aaa i g
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Custom Software: programs to do specific jobs. they are
usually quite expensive.
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Off - the - Shelf Software: Most people use software to do
standard jobs. They might want to write letters or organize an
album of photos. it is less expensive than custom software
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There are four basic types of iNput: cows et 15 2 i s
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1- Data: Words, numbers, images, and sounds that you enter
into a computer are data. This is the raw material that a
computer processes.
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2- Software Instructions: to perform any job, a computer must
follow instructions from a software program.
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3- User Commands: a command is an instruction that tells a
software program what action to perform.
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4- Responses: Sometimes a program asks you to enter
information or make a choice so that it can carry out a
command or process data.
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What Is an Input Device? An input device is any hardware used

to input data. cuu Jusy sy e sl s Jany) lea SR Jlea e

Recall that two common input devices are the keyboard and

the mouse. ., ~oia is L 8 12 Jasy) g jlea of S

A mouse is a type of pointing device. .l s s

Specialized input devices: i Jasyi s jeal

1- Cameras 2- Microphone 3- Webcam 4- Modems and
routers 5- Scanners .
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When you use a keyboard or mouse frequently, you make the
same hand gestures over and over. This can cause nerve

damage to the hand.
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Ergonomic: Designed to provide comfortable use and avoid

SEress Or INJUIY. iy i sea¥! cuinty o pall ptio¥) i sl macas 1m0

Recurrent stress injury (RSI) : nerve damage to the hand
caused by the continuous use.
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What Is Output? After a computer has processed data, it
provides the results in the form of output.
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There are four types of output: ;i ayi e g e i cls
1-Text 2- Graphics 3- Video 4- Audio .

What is an Output Device? An output device is any piece of
hardware that displays of plays back the result of computer
processing in one of the four forms of output.
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Monitors : The computer displays information on a monitor, a
hardware device that receives and shows images on a screen.
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liquid crystal display (LCD): Monitor panel that produces color
by using an electric field to combine crystals of different colors.
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Cathode ray tube (CRT): A type of monitor that produces
images by making phosphors glow.
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Printers : ..



1- Nonimpact printer: A printer that uses spray or powder to
create an image of paper.
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2- Impact printer: A printer that uses keys or pins to strike an

ink ribbon to create an image on paper.
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Storage devices: A computer component that retains data after

the power is turned off.uwy ey s el it 30 50 <0 520 5 al

File: A unit or grouping of information that has been given a

UNIQUE NAME. 15, 5 Ul cudael 3 ile gladd) (o e sana o 52n s 1l
System startup .o Jas .

Basic Input / Output System (BIOS): A set of programs, built
into a PC's ROM chips. that controls the function of the
computer 's keyboard, disk drives, monitor, and several other
components; the programs also help the computer start itself
when the power is turned on.
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UEFI (Unified Extensible Firmware Interface): A firmware
interface that supports fast startup, large capacity storage
drives, and strong security features.
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Memory and storage : ;s <

Storage Holds
ROM Permanent | Startup instructions and
configuration information for the
computer
ps A pil Fopalll G oSl Cilaglaa g Jbdll) gy Cilaglal
RAM Temporary | Program instructions and data that
are being using by the CPU
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Memory: which store data and programs as they are being
used by the processor. au s ;e tedssiu s LS gl clid) o583 1 5581
Storage Versus Memory : ; i gitis o, 51

Remember two key differences between storage and
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1- Remember that RAM uses chips to temporarily store

information. These chips depend on a constant supply of
power to keep their contents.
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2- APC has more storage capacity than memory. Even
though some PCs have several gigabytes of RAM, their
hard drives will be many times larger.
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Storage Media and Storage Devices: .. jauis jeai, o 5a3 il
Storage has two components: storage media and storage

devices. 05 5eals ot bl 1o e e o 3adl (s st
1- storage media is an object that physically holds data or
program instructions. s b i ciads f el Jeas (S 5

Flash drives, magnetic tapes, compact discs, DVDs, and
Blu-ray Discs are examples of storage media.
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One important use of storage media is for making a backup

of computer data.
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Backup: a copy or backup of a file.cw ;. suie i ey s
Restore : replace or recreate data using back-up files
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Storage Devices A storage device is a piece of hardware that
holds the storage medium, sends data to the medium, and
retrieves data from the medium, Hard drives, flash drives,
and CD and DVD drives are all examples of storage devices.
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CD-ROM drives are
storage devices. USB
ports accept flash drives.

Primary Storage Devices: ..y .l

RAM also loses any data it contains when the computer is

turned off, while disks and flash drives can hold data

permanently.
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Primary storage : Memory chips that are built into a
computer, such as random access memory (RAM).
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Secondary Storage Devices i ;i -, 5230 5 jeal
The term secondary storage is Sometimes used to describe

devices that can store data permanently, such as a hard

drive, flash drive, compact disc, DVD
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Secondary storage: Computer disk drives such as the hard

drive and CD - ROM drive used to store large amounts of

data.
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Categories of Storage Devices : . i 5eal cis

Storage devices (but not RAM) are divided into three categories.

Each category has two options based on the device.
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1- Read - Only Versus Read / Write : wui /s i Jiie L - 50l
¢ Read - only device A storage device that allows users to
access information but not save or change it.
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A CD - ROM drive is an example of a read - only device, because
it does not have the capability to write data onto a disc.
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¢ Read / write device A storage device that allows users to
access information and save it to the device.
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These devices let you read data from a disk or tape, make
changes to the data, and save new data onto the medium, Hard
drives, USB flash drives, CD - Rewritable drives (CD - RW), and
DVD - RAM drives are commonly used examples of read / write
devices.
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2- Sequential Versus Random Access: _i i Jsa;, diie Jols
+» Sequential storage device A storage device that requires
a computer to scan from the beginning to the end of
stored information.
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Example : similar to an old - fashioned cassette tape.
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+* Random access storage device A storage device that lets
the computer go directly to the needed information.
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Example: A hard drive iy . e e s

3- Magnetic Versus Optical Storage : .. a0 G diid) o580

+»» Optical storage device A storage device that uses laser

beams to read the information stored on the reflective
surface of a disc.
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Magnetic Storage Devices : i o515 sl

Hard drive The most commonly used type of secondary storage
device, which stores bits of data as aligned particles on the
surface of a magnetic disk.
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External Magnetic Devices : i it 5 5.9
Magneto - Optical (MO) Drives ., i lie. cis s
Online Storage: -. sy o 5.

Examples: Google Drive, Dropbox, Microsoft OneDrive, and

Apple iCloud.




Capacities of Common Storage Devices

Device Capacity

Internal hard drive 500 GB-1 TB and more

External hard drive
(USB or Firewire connection)

500GB-8 TB and more

MP3 player 16 GB-64 GB and more

Smart phones 128 GB flash storage

Magneto-Optical (MO) drives 100 MB-several GB

Flash memory cards and drives | 4 GB-256 GB and more

CD-ROM 650 MB-700 MB

DVD 9.5GB

Blu-ray disc 25 GB

What Operating Systems DO . i Joss 13l

An operating system (OS) is a set of instructions designed to
work with a specific type of computer, such as a Dell PCor a



Macintosh® computer. The OS controls all the computer's
functions. It also provides an interface, the on - screen tools
you use to interact with the computer and your programs. The
operating system performs several tasks:
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isuaS Jia Dell sissS 5l Macintosh®
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e Manages the central processing unit (CPU) so that
processing tasks are done properly.

o IS Al plee 5 Coms B39 ) Al S3m 5

e Manages computer memory ;,.<i: <
e Manages files stored on the computer's disks
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e Manages input and output devices
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e loads application programs into memory
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Interface A means for users to control or operate the computer.
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Updates and Upgrades : - ;, -



Update: to install a fix or repair for an operating system or
programs, also, the software used to update.
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Upgrade: to install a new and improved version of an operating
system or program.
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Types of Operating Systems : j.. i

All computers require an operating system. There are four kinds

of operating systems.
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1- Real - Time Systems i s i

Real - time operating systems are used to control large
equipment.
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Example : heavy machinery and scientific instruments, and to

regulate factory operations . cidec adi, « dudall e 81 , aa ey Jie

In order for these systems to run, they require very little user

interaction.
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2- Single - User / Single - Task Systems .. .- s,/ sia - s,



This kind of system lets one person do one task at a time.
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Example: is the operating system that controls a handheld

COMPUET. il Jsene 5i5meS len b oSy (o3 Joail s o s

3- Single - User / Multitasking Systems, . i 1./ i pussd ausi

A multitasking system allows the computer to perform several
jobs, either one after the other or at the same time.
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For example, you could use your computer to write a letter as

it downloads a page from the Internet and prints another

letter.
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Most desktop and laptop computers today use this kind of

system. Windows and the Macintosh OS are examples of this

type of operating System
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3- Multi - User Systems _...co. 5o 1
These systems allow many individuals to use one large computer.
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The OS balances all the tasks that the various users ask the computer to
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UNIX® is an example of this type of operating System
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Operating Systems for Mobile Devices:i ... s ;a5 Ja) i

Mobile devices such as smart phones and tablets are
computers and therefore need an operating system to run

properly.
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However, they cannot just use a PC 's operating system, like
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Mobile operating systems have been designed to maximize the

efficiency of a smaller touch screen, limited memory, and

limited storage capacity.
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Smart phones actually contain two operating systems:
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one that supports the user 's software and one that operates
the phone' s hardware. s jeai gas o3 2a¥ aasiad 2y ey sl

Three common mobile device operating systems are Apple's
I0S, Microsoft' s Windows Phone, and Google 's Android.
s s S5 g i Jigh s ol o Aadlil) &) pendll 5 g s Akl 2526
The User Interface ...,

The operating system's user interface lets you start programs,
manage disks and files, and shut down the computer safely.
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Graphical user interface (GUI) w... i .oxieai i

A visual display that allows the user to interact with the
computer by using graphical objects on the screen.

Desktop _w<. v
The Workspace on a computer screen. j .iiis e Jeall dales

Icon An on - screen picture that represents an object, resource,

or command. 1" i 13, se 5 UAS Jias ZELEN e 5 ) gum i s

Why Use Application Software? ;. o, s i

Application software performs a specific job or task. For
example, some applications help astronomers research stars,
Others help doctors care for their patients.
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The most common types of application software include:
1 5 Gaabaill al o ) il S
1- Word processors for writing letters and reports.
ol 5 o)) G a paalll Cilalae
2- Spreadsheets for working with numbers and doing math.
ilnab M ALl 5 2B LY e Jaall Ll Jglas
3- Databases for storing and finding information.
ilastaall e Gl s 0533 il el B
4- Presentation graphics for creating slide shows.
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5- Desktop publishing for creating printer - ready publications
such as brochures, newsletters, and invitations.
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6- Telecommunications for using the Internet and e - mail.
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7-Personal information manager (PIM) programs for storing
phone numbers and addresses and creating schedules.
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Types of Application Software ;.. - ¢ 1
1-Stand - alone program Application software that specializes
in one taSk-Bh\} doga b paradic 4illy Al ik el
2-Integrated software A program that combines the basic
features of several applications into one package.

3aal 5 da a8 Cilinlaill (el Al Ol el pan el JalSiia geali 3
3- Productivity suite A program that combines several
programs and all of their features.

L) e a5 el all e ) (g ey el s Al e sane

Some companies are now making applications available for
use online. csuy e 15550 ikl 48 5 (V) SIS 3 any o

Examples: Microsoft Office suite online, and Google offers
Google docs. For free or a subscription fee.

Minimum System Requirements ..y w91 sl

System requirement the minimum equipment a computer
needs to run an application.

Lo Gkt Jil 5 el Lgalingy 3l ilamal) (e (Y1 aa) alail) il



It is important to choose software that will work with the

following : L o Joniv ) mal dl Jid) aedd) e

e your type of computer (Macintosh or PC compatible)
(PC st Macintosh g 38 sia) ol paldll sigudllle &
e Microprocessor speed
Clallzall de

e Operating system (such as Linux, MAC OS X, or
Windows)

(Windows st MAC 0S X si Linux Jis) Juill HlLs
e Available amount of memory (RAM).
(RAM) :]:Lnjll 5 K1l las.

e Available hard drive space ;. i - st

Obtaining Application Software .. i i g
Commercial Software :, j.u -4 0

1- Commercial software Copyrighted software that must
be purchased before it can be used.



Aozl U 3l a3 el i il adall G sia A el el ol

2-Proprietary software Copyrighted software that you
must buy before using.

Lealainl 08 W 3158 e ciny Gl 5 580 (3 sin dpanall Cibima ) & IR Y) o )

3- Shareware Copyrighted software that can be sampled
before it is purchased.

Ledl o Ui Leie i 380 (Say (3 shall Ada siaa (5 5 gasa oS el s
4- Freeware Copyrighted software given away for free.
Ulae Lt il 5 adall (3 gy cane (ilae el

5- Open - source software Software for which the source code is
made available to the public.

Dseaall saaall 5 i Ll il Al cillaa il - sidall jaaall il

6-Public domain software A program distributed for free without

a CoPYright. ju, ab a5 Ula g s ebiy alall Jloal el

7-Web apps Applications that are stored on cloud servers instead
of installed on the user's computer.

el i e Ll (e Yoy Aplandl a0 5al) e 45 5al cliplail) Cu gl cliyla

Functions of Word - Processing Programs.

Word - processing programs are used for creating and printing

text documents. These programs have four functions:




S Axllaa geal s s g
il 5 )l L el ) o3 Lgtie ik 5 dpai i ¢LiSY (a0 seaill dadles gal s padin
e Writing--entering text and symbols into a document.
By b el s ol Ja) - 3
e Editing - revising or reorganizing the text.
il ki Sale ) 5f dxn e -yl
e Formatting - changing how the text looks on the page.
daduall 8 Gaill JSE it - Gl
e Printing - producing a printed copy .
e g A3 £l - Aol
Working with a Word - Processing Document. ., i i do

Insertion point a mark that indicates where entered text will
appear in a document.

Ahoall b AllA) 23 53 aill ) seds (AR ) i Aedle z1 oY) Adas

Basic Features ...y ;.

Most Word - processing programs have these features to

help you Write, edit, and save your work.
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e Word wrap The automatic starting of a new line of text
when the previous line is full.

Uline Gl Lol )5S, Ladie apda (i yhaad SN o0 A< Calisl

e Pagination the automatic division of a document into
Pages. claia ) sl 6 sl cladall o8 5

e AutoSave The feature in an application program that
saves the current file after a specified amount of time
has elapsed.

Bana e 5y sl aay Al Calall Jadny Gala el 3 5 nall SN Jadsl)

e Select A feature that allows the user to highlight, or
select, data such as text or objects on — screen.

e ekl il ol pail) Jie clily apaas ol el adiioeall #5 j0e 228
Cutting, Copying, and Pasting ;_u, ~.u, »4a

Two common reasons for selecting text are cutting and

copying. Both actions place the text in the Clipboard.

Gualll g Fesill 5 adaill
Aadlal) b il el ¥ OIS gy a5 il Lan Gail) JLERY lailill )

Clipboard A tool that temporarily stores cut or copied data.
150 45 sl 5l de ghaiall Ll () 385 3ol o ddsilal)

Cut to remove a selection from a document and place it on the

Clipboard .z s 4 s e sons 3y
Copy to place a duplicate of a selection on the Clipboard.

Adadlall e dasill e b Se Add g ol sl



Paste To insert an intern copied or cut to the Clipboard.

adaalAd) L;\ G\JSM é.ms

- O s
1OME INSERT DESIGN
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—— | o "% || AYial Black *126 *|A A |
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Font

Clipboard |
Undo a command that reverses the previous action.

Gl el a Yl Say el el S

Redo A command that puts a change back in effect after it was
cancelled with Undo.

el g o3lal) & of a2l Gon ) psl) agmy 1l e

B H % ¢ -

Mail merge a process that inserts variable information into a
standardized document to produce a personalized or customized
document.

4 AA'A}‘Z AAn:\_q:ﬁjcl:u“)[Bhﬁﬁjéﬁwuu)hc‘))};e}ﬂ@mL;h&_im“)&“cmj

Data source a file containing variable data used for customizing a
trail merge document.
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Formatting Characters

Character formatting lets you change the look of letters. Three

primary formats are applied to characters:

Gatill Cajaf
Cayal) o Al il 30 Gadad aly o yall JSE yuad Copal) Gauti ll iy

A font is a named set of characters that have the same

appearance. jha padld Goa¥) (wsles de gana (e 5k il
Font size is the height of characters.uuu jiw, Gyl gl 5 1al o
Font styles are characteristics such as boldface and italic
Jilall 5 Balall badll Jia (ailiad 4 Ladl) Ll

Section a part of a document that contains specific format

Settings. suae guw ciiiie] Lo s sy e o 1 ja pd

Using Find and Replace ...y, cay s
locate a word or combination of words.

I (e e gama ) Al ap0as
change those words to other words.

A Al ) Sl sda s
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