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Define the meaning of
Processing and IT.

Explain the terms “Hardware”
and “Software”. List two
examples of each.

Create a table to compare
between four types of
computers uses, prices, speed,
their capacity and memory.
What is meant by the term
“System Unit”?

What is the difference
between Intelligent and Dumb
Terminals?

What does the term Peripheral
device mean?

Identify the components of a
computer system.
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Distinguish between input and
output  devices, give two
examples for each.

Explain the term CPU.

Explain the function of CPU.
What unit is used to measure the
speed of the CPU?

What the term VDU stands for?
Compare between VGA and
XGA.

What is the difference between
the Mouse and the Trackball?
What is the difference between
the Light Pens and Scanners?

What is the difference between
the Touch Screen and the
Plotters.

10. Describe briefly what is the

meaning of a Control Unit and an
ALU.

[1. What are the types of printers?

Describe one.

|2. What is the difference between

the Inkjet Printers and the Laser
Printers?
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What is Random Access
Memory? What it is used?
What is ROM stands for? What
is ROM used for?

What does ROM-BIOS stand
for and what is it used for?
What is a bit

How many bits are there in a
byte?

How many bytes are there in 1
MB?

How many bytes are there in 1
KB?

How many Bytes in GB?
Compare between RAM and
ROM.

List items that affect the speed
of a computer?

What are Magnetic Taps?
Where can you find it?

What are types of storage
media? Give an example on
their uses.

What are shortages of main
memory types?
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What is an operating system? et ("l” e sl S31¢ Lol ka“’ seaill e .1 {

Give examples.

What are Application ikl ole sl 2 —
Programs? -4
What is a Graphical User i g 1 Gedadll g spaille .3 S
Interface? ) i ' v
What are the advantages of g Al Gl g plisszal blse S31
using GUI? R o R ; .
L leluseal sladedl Calie el ax I .5
List four common software @ e e B 5
applications with their uses. 2| ;e AL .6
o B = 9..,4571 . -“. -

Explain the system VJ:J s~ s L
development cycle? . r‘“‘ %, J=1 e oo dn S ST ':
List four key stages for ey "
systems development. SLildl ol iy &l ol w4l L .8 S
Describe briefly the i ) iy
differences between Fosdarll Laslus Il o sl 350 <laol s b 9
Commercial Software and i .
Freeware software. & Jul ol gl e 5,y 10 L
Describe multimedia . . 3 .
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What does the term LAN SLAN Loz YU 4o B3l 1 y
stand for? R .
2. What does the term WAN SWAN jLa VU 5 guzill b .2
stand for? o ) N
3. Compare between LANs and WAN; LAN oS3 0w 0,6 .3
WANS. : R
1. What is the meaning of fISDN - 5 padll Lo 4
SRR €yl ] Sty ol Jandl e oz 3 0aill b .5
5. What is a workgroup St et = R
computing? ¢ WS s gueili e .6
6. Whatis a Fax? oSl
7. Explain the term Modem? Foo,lL 5 padll Lo Ny
8. What 1is the difference . o e o L
between digital and analogue (ggl‘u) g bS5 "Digital T st gf‘lb-"‘” AL .8
, mgnalg? . ¢ " Analogue
9. What is the meaning of Baud 2
rate? € 55l de i Juag sl b .9
10. What is the term e-mail short = ) )
for? E-mail jLaYl i Bl 1 .10
11. List some of the benefits of )
using e-mail. .‘?J)jilw Sl r\.b;:.w\ Llse yax S5l .11 |
12. What is required to use E- P . v g ‘
13. What is the term WWW ¢ sl g .
e Pl oy gl iy 5 gl Lo 13
14. What is the Internet and Sl laluse ‘("‘J 2l Ses Yl b 14
uses? § -
15. What is the difference Sl ol sy o Nl w4 L 15
between the Internet and the . ) ,
WWW?2 J_:SY AP Y JSJ\ Q@ja}lb Lold | C,;-.t.” CJUJT Py L .16
16. What is the Internet search PP )
engine? List three examples fLl | ol ool
of commonly used engines. 0 e e zSKINT o oo o6 17
17. Compare between email and. L s ‘fu“&j‘ 2l o 0)8 L
; Conventionalimail. U;jjgm _,\,J'\jq el (SA 18
18. What are disadvantages of - |
E-mail?
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Explain the term CBT,

What are the advantages and
disadvantages of CBT?

List where it would be better to
use a computer than a person.

Explain the term
“E-Commerce”,

List types of computer systems
used in education.

Explain ways in which banks
have exploited the use of
computers.

Explain  ways in  which
supermarkets have exploited the
use of computers.
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I. List some good working

(V5]

practices with regard to the use
of a computer

List some bad working practices
with regard the use of a
computer

What is RSI; how would you

avoid it?

. Why is it essential to use a

designed chair when using a

computer?
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10.

Why do you need to back up
your data

Compare between complete
and incremental backup

‘Why should you use off site
Why is it important to use
passwords to protect your
computer data

What is UPS?

Why might electrical surge
protection for your computer
be a good idea

What are computer viruses

How do viruses infect PCs

How might you protect your
PC against virus threats

List the main points of the
ACT
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Windows XP
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-Start Menu [l 456 5,0 43 b J] Start Tl 256 s e iy b Joday o3

Accessories il JI xd 0 43 Al Programs el J1 1S e 31 stz -
das Accessories Lisl| gl Al b 5 o3 All Programs el S Lol Al

.Microsoft Office
T 50 Lglaizad & gl QUL 5

.My Documents L.,b\jé\!\ A Sl 5 il

.New Stories (Highway Blues).wma i 5l de gladl| Jx

You can start programs in several
ways:

w

Clicking the Start button
displays the Start menu. When
All Programs is clicked on, a
list of the programs which are
installed on the computer will
appear.

Click on the item you require to
open it. See Figure (9-15).

If you are using the classic style for
the Start button, notice that the

command All

Programs will

appear as Programs.
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Starting Programs
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On the Start menu, seleot
My Pictures to display all the
pictures stored in your computer,
This is the default folder to save,
view and rotate pictures.

You can save you pictures in
another folder if you want,

Use My Music folder to play
music stored on your computer

To open My Music, click Start
button, and then click My Musie &
window will appear as in Figure
(9-14).

To play one music track, double
click the track.
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required window. In Windows it ale ] )}}JM | e o i 15) 9 L(-L@l\ Jay pv A

XP., the windows of the

). Move the pointer 10 the low

applications appear all together. ; ‘ L@“U}j\ s 3 i gl by right comner of the window i
C1101.< on the arrow next to the 2 SCA A i) ab gl \)(;illlC!‘ changes 10 @ dingonal
application you want to move i ok N two-headed arrow.

to. A list of the open windows .(23-9)

will appear. Select the required gl oy 5 e 5350 o5 (23-9) e

b - . ; . . A 1. Drag the border O enlirps
‘ e Click ALT+TAB on the sl by 3 ke ks Alt+Tab 3l NREINE duce, or change the shap of

2 1)

| keyboard. A small box will the window. See Figure (V

l appear in the middle of the <38 ible daidl 36Ul 05N i gl SHPS P IUE S
screen, including all the open -5, ~lss o5 [ amal Al ~lie clans BB ¢ 53 Laacil e
windows; hold down ALT and C (2 ’ L bl ’
\\“ repeatedly press TAB to switch S G"U A S e 15,0 Tab
\\‘J‘ to the next open program. )

4. Release the mouse button
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. Specif_y the drive, folder, or file g V'J L c,_\\ o) 5 sl <l STl ST o il s e
you wish to scan, and then press

Scan. : .Secan C:’..M.A

» When the scanning process . 5 B .. | I X
finishes, a report showing the Lee 55 Lgamsls a1 Ul sany 1,85 gy cslgiVl e o
number of viruses, their type, el e Sl A éﬂ‘ ol Y15 Lgnd 4a s

their  location, and @ the
procedures to be taken to get rid
of these viruses will be
displayed.
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What are
computers?

the steps to turn on

Describe the procedures for turning off
your computer.

What are the type of processor, RAM
and operating system in your
computer?

What are the steps to adjust Date and
Time at your computer?

What are the steps to format the floppy
disk?

Use Help function to find information
about; “Multimedia”,

How can you sort files in a folder
according to its type?

L §99

How can you move “Beok.txt
Folder Book at drive?

Write three settings that you can adjust
using Contrel Panel.

to

- How can you create a subfolder “First”

in “Building” folder.

- List three applications you can find in

“All Programs” command.

. What are the file extension that used

for the following files:
¢ MS-Word

e MS-Excel

e MS-Access

e MS-PowerPoint
* Images

Text Documents

®

S’gf&l}L@e-M dmenll ol glad | R
Fo guldl 5le 3MEY doeserall <l glad | &AL
ey Slpdall dsum 4l 5 513 s el g g s
s Ul O guld| Sl d Joridl

Ser @ @Ml SN ol s L
T gl

O el slasy W‘ ol =Nl v

o Slaslas o ) 3oLl piic
. Multimedia _
ngauhu}&@ﬂol}ld-lp;
Aee s

Book <! I Book.txt il JB ol oS
G Gedll Joos gl

i 4 rlwl{ L s S8 wlslae] &N S
.Control Panel r.§>-_:'

A2l & First A AU el olghs (s
.Building

@\ﬁ Wb g Bl wladdl o AW S
.All Programs
o Laddeadl Clalll elawd colsluzsl gl .
MS-Word

it

1 2.4t w131,
2 eaBall a3=lne (2 s .
A ~F

MS-Excel &35 AV Jladl olile o
MS-Access ULl deld clils o
MS-PowerPoint Lgaal o, ol lils

 «ula .

) il | o R

! 1 IR B Ci
Rl | st o .




13. From Desktop open My Documents
Folder and create “Exams” folder.

14. Find information about “modems”
copy five lines into word file.

15. Describe how to select another printer
as the default printer.

16. Create the following subfolder
structure within your folder Exams as
represented by the diagram below:

Exams

- =m m

Fust Kernnd nklls

17. Rename Skills folder to "Final".

18. How many files in the “My
Documents” directory are of the type

xt?

19. Specify how many files in
Documents” folder are of the type:

e ppt
e Xxls
¢ doc

-
'

Documents” folder?

21. How many folders are there in the “My

Documents” folder?

22. Delete any file you want.

23. Copy the largest file in “My

Documents” in to “First” folder.

GGMy

). How many files are in the “My
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Creating a New Document i Lt L)

wery time you start Word 2007, . . G e e W 1 s tdel LalS
blank document is created by Dt M e, 2 cj el Johes 136

gefanlt. If you want to start anew  (y, <, 4 sl 5Ll el 38 Ol gl bj_ﬂ,d oo H(,_,,,\ b s
focument with Word, simply do ) )
ihe following:
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: (20-10) ol ksl (New dgdr fs-| o3 2 Office 3 !
Click the Office button -~ , &y
and then click New. See ("‘*’\
Figure (10-20). The New K ™) b
Document dialog box will 3 mwnt

appear as shown in Figure e
(10-21). Il
Under Templates, select 3 o o 200 b

Blank and recent. On the
right panel, select Blank
document and then click
Create. A new Dblank
document will appear. o pt (20-10) ot
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Microsoft Word 2007
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Microsoft Word 2007 ...ceuveevmnerenenirncrnnnnn.

* To reduce the file size of your 2 TS
picture and delete the cropped 4> ¢l o lgte Latill ol - V1 Gl 5 5, all L
?ggs :)qu;}elre p!;(;g;erefrqg}{:ge, Format ... 43 9 Picture Tools 3_

click on the Format tab. In D eall baa 5 Os—b &) Adjust ks s

the Adjust group, click

Compress Pictures. - Compress Hmg
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Microsoft Word 2007 ..

If you click Yes, the
document will open with
information from the first
record merged in.

If you click No, the
connection between the main
document and the data file
will be broken.

To edit the data source, open
the table which includes all
the data.

Click with the table cell
containing the data you want

to edit.

Add a new row to the table,
delete or change the text as
you wish. Save the table.
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Microsoft Word 2007 i “ A

Open the Word processing application.
Type the following letter:

August 1, 2010

Dear
Applying for a Job
In response to your ad for an entry-level programmer in the May 14 issue of the Philadelph:z

Inquirer, I am forwarding a copy of my resume.

I have earned an Associate degree in Business Administration/Computer Programming =
Camden County College with a 3.52 GPA. In this program I completed three semesters of
C++, and will welcome the opportunity to show you the computer programs I have developes
in these courses. As a new graduate I am available for immediate employment, and I ==

available for an interview whenever it is convenient.

Thank you for your consideration

Sincerely,

Suzan Anderson

Save the document as Letter.
View document at 75%.
Close the document.
Open Letter document.
Insert a new paragraph beginning with As a new graduate ... it is convenient.
Change the font of all the text to Arial.
Change the font size of the entire document to 12 points.
0. Make the color of the title (Applying for a Job) blue.
1. Make the sentence Business Administration/Computer Programming bold.
12. Check the spelling of the document.
13. Copy the format of (Applying for a Job) to (Sincerely).
14. Change the title case to uppercase.
15. Find the word Miss and Replace it with Ms.
16. Right align the date.
17. Indent the first line of the body text to 0.5 cm.
1 8. Make the Line Space for the body text double line.
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Mizk= the space after the paragraph in the body text 6pt.
\ &<t the left margin to become 4.5 em.
3d right tab to Suzan Anderson at 4cm.
R=move the tab.
msert Page Break after the Suzan Anderson.
~-=2:= a header and add the centered text Letterl.

~sert an image at the bottom of the first page after the Signature.
3 =<ize the image to fit the width of the bottom of the first page.

S the line widths in the table at 1 point.
“omplete the table with the following inserted:

Title Name Job Title | ~City
Mr. Amr Sales man Ramtha
Mr. Yazeed Clerk Mafraq
MS Ghassan Personal Manager Amman
Mr. Ahmad Dean of Business Irbid

“enter aligns all the text in the columns 2 and 3 in the table.

=ormat the table using the Table Autofromat (Simple 2).

“heck the spelling of your document.

“hoose the style Heading 1 to the title of the letter (Applying for a Job).
“reate a table of contents.

Save the document as Template file as Letter. Print one copy of it.

Copy the table to another word document. Save it as address.

Close all the opened files.
Open the document Letter.doc that you have created in the last exercise.
Open the file address. It contains an addresses list that is going to be used as a data source. Merge
it with the document Letter.
Enter three merge fields into letter document.: substitute the three text lines
Miss. J. Jones
Personal Manager
. Resorts International
With the following fields in the document
« Titley «Namey
« Job Titley
« Companyy
Merge the address list with the letter document to create the mail-merged document.

Save the merged document as letter2.

Close the application.
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Open a Spreadsheet Application
Add the data as shown in the figure
above.

Format the cells B2:D2 bold, Arial
and with size 14.

Center the cells B2:D5.

Adjust the width of the column to fit
the data.

Change the orientation of the
workbook to landscape

Use the table above to make the
calculations:

Find the Average in cell E3 for
Student in Cell B3:D3 , Use the
Autofill to fill the other cells

Use the function to find the
maximum mark for student B4:D4
then copy the formula to other
cells

Use the formula to find the
minimum mark for student Zaid.
Copy the formula to the rest of the
students

Use Autosum to find the sum for
first exam for all students.

Add a new row before row 4.
Delete the new row.

. Adjust the mark at cell C4 to become
85.
. Change the orientation for cells

B2:D2 90 degree.

12. Add outside borders for the cells

A2:D5.
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Open the spreadsheet application.

Open a new spreadsheet. Create a sales plan using the cell references as shown indicated ir
Figure below. Leave the cells marked formula empty.

A C & E
1 SALES
3 JAN FEB MAR  Average
¢ FOOD 60 40 20 formula
5 HEAT 15 20 40 formula
5 TRAVEL 30 55 45 formula
7 LIGHT 55 25 50 formula

3 TOTAL formula formula formula

Make the Title Sales in cell A1 bold.
Calculate the total of cells ¥

37 in cell BS.

Replicate the formula in cell BS to cell C8 and D

Calculate the Average of Food over the three months in cell E4.
Replicate the formula in cell F- to cell E5, E6 and E7
Save the spreadsheet as sales

Format the number styles in order to display dollar sign to the numbers (widen colums
necessary).

Format numbers with 2 decimal places.
Add a blue top and bottom border to the cell range A8

Create a column chart on the same sheet, from the data contained within the cell range
Add Sales Over e Mo

'i1s as the title for the column chart.
Resize the

chart so that the table and the chart appear on the same page when printed.

Copy the data in s t2 in cell D7.

Copy the column chart from sheet1 to she
Make the color of Trav
Rename the st
Add a header 7Tora
Make the heading in sh

Save your Spreadsheet.

'/ column lighter.

to the right hand corner of the Spreadsheet.
t2 bold, italic and underline.

Print a copy of the Spreadsheet.
Close the application.

UL




