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:Chapter 1: Concepts of Information Technology
Introduction, Computer Hardware
Unit Measurements

Computer Software

Computer Networks

Uses of telephone Networks
Information Technology
protection (Viruses, types,...)

Chapter 2: Using the computer and Managing files:
Introduction, switching on/off the system
Arranging opened windows

Desktop icons

Terminologies in of operations on Files

Ways of running files and Programs

Formatting Floppy Disk

Files and Folders

Requesting about Hardware devices specifications
Searching

Settings

Clearing lists adding / Removing Programs
Printers

Chapter 3: Microsoft word
Introduction

Commands

Inserting

Inserting
Formatting
Inserting Tables and formatting

Chapter 4: Microsoft Excel
Introduction

Writing Text and Numbers on cells
Freeze Panes

Fill Format and Text




Apply Calculator operation on Cells
Functions
Formatting

Chapter 5: Microsoft Access
Introduction

Design/Create database tables
Entering data and operations on tables
Data types and field properties

Operations on Records
Create a Relationship
Apply calculations on form fields

Operations on Records
Create a Query
Rules or Criteria of Query

Chapter 6: Microsoft PowerPoint
Introduction

Adding a new slide

Inserting

Animation

Chapter 7: Information and Communication
Introduction

Basic Concepts

Connect to the Internet

Searching

Creating an electronic mail
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