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English language (1)
3o plaill cla il
& s
<o yiall Jrealds
Unit one : hello
Am/arelis,mylyour JdsY
This is with practice in work
Unit two : your world
He/she/they, his/her Sl
Questions
Unit three : all about ]
Unit four : family and friends
Possessive adjectives
Posssessive’s &l
Has/have
Adjective + noun
Unit Five : the way | live
Present simple I/you/we/they ealal
A and an
Adjective + noun
Unit six : every day
Present simple he/she
. . bl
Questions and negatives
Adverbs of frequency
Unit seven : my favorites
Suestlon worlds il
ronouns
This and that
Unit eight : where | live
There is / are ... Gl
Prepositions
Unit nine : times past ]




Was/were born

Past simple - irregular verbs

Unit ten : we had a great time !

Past simple - regular & irregular

Question bl
Negatives

Ago

Unit eleven : | can do that

Can/can'’t e ol
Adverbs >Ee
Requests

Unit twelve : please and thank you

I'd like ... e
Some and any >
Like and would like

Unit thirteen : here and now

Present continuous e &l
Present simple & present continuous

Unit fourteen : it’s time to go !

Future plans e mil
Revision writing email and informant letter
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Operating systems OS’s : ( What is an OS’s and what it can do, types
of OS’s , their features importance ) ;Windows OS’s ( 95, 97, 2000,
Me, XP, Vista, 7, 8, 8.1 and 10 ) and their characteristics ; Explain
the differences between OS’s and software application ; Computer
power On / Off ; Using Mouse and their buttons
. L : Js¥) g sl
Looking at the Desktop ; Navigation around desktop ; Using Start T
Button ; Working with Application ; Using Taskbar ; Understanding )
Software and Hardware ( their differences , importance and
relationships ) ; Explain how hardware can influence the OS and
software and Vice Versa ; Software updates, security and bugs ;
Software Ethics
Files & Folders : Looking at typical Window ; Moving and Sizing
Window ; Using scroll Bars ; Understanding and Using My Computer
and Recycle Bin ; Concepts of Drive, Folders and files ( differences and
importance ) ; Directory and folder hierarchy and structure ;
Understanding File Name and common  Extensions I g
Folder And Files Managements ( Create , Copy ,Cut, Delete , Rename,
Find , and Move ) ; Common Keyboard Shortcuts ; Undelete folder and
files using Recycle Bin ; Display the differences between Uninstall and
Undelete or Delete .
Computer Hardware ; Identifying Computers ( Main Frame ; Super
Computers ; Mini computers ; Desktop ; Notebooks ; Laptop ; Tablet ¥ "
PCs ; Servers ; Hand-held or Mobile computers ; Music or Media @w&\ji
players and Electronic Book readers )




Looking Inside a Computer ( Microprocessor , System memory ,
Storage Systems ) ; Recognizing Input / Output Devices ( using
Keyboard ; Pointing devices ; Microphones ; Monitor ; Printers ;
Projector and Speakers ) ; Understanding How it works together .

Using Control Panel : Customizing Desktop and Display ; Changing
Data and Time ; Changing Language ; Accessibility Settings

Understanding Power Options ( Shut Down , Sleep , Hibernate ) ;
Working With Power Settings ; Identifying Mode Of Operation ( Safe
Mode and Normal Mode ) ; Understanding User Accounts and Rights
(Create New User Account ; Changing Controls ; Rights and Access )

ol & sa)

What is a Software ( Checking System Requirements & Hardware
Implications ) ; Application Software ( Integrated Suites, Desktop
Publishing , Spreadsheets , Database , Management , Presentations ,
Art , Engineering , Mathematic , Statistics , Medical , Management ,
Content Creation , Multimedia , Entertainment and System
protection); Managing Software ( Install New one, Uninstall , Reinstall
and Updating Software

Disk Management Programs ( Disk Clean-up , Check , Optimize and

Compression ); What is Troubleshooting ?; Managing Hardware /

Software ; Keep Copies of data ; Dealing with Viruses , Malware and
Trojans; Getting windows help and support .

) &}wm

Key Applications ( Office 2013 Or 2010 )

What is Key Applications ? : What it can do? ; Getting started (Start &
Power point ) < Looking at the main screen ( for Word ,Excel , Power
point) , Accessing Commands and Characteristic Features |,
Understanding Ribbon ; Tabs ; Status Bar ; Scroll Bar ; Create files from
templates, How to get Help , Manipulating Files and Data Exchange
Microsoft Word: Entering and Editing Text (using editing keys ) ,
Writing in Arabic and English ,Changing Orientation , Using Ruler ,
Move Around the Document Selecting Text ( word , line , paragraph,
pages & all pages ) Save ;Close ; Open Document , Customizing View
,Edit Text Using (redo, undo, cut, copy & paste ), Formatting text using
font command ,Paint Brush and Alignment Types Spell Check and
Correction

el t}m‘ﬂ\
el

Understanding Tab setting , Working with Indents , Organizing List ,
Working with Paragraphs , Change Line Space , Set Paragraph Space,

Sl g )

P Lﬁ.ﬁl&j\}




Working with Styles &Using Quick Styles, Finding and Replacing items,

Document Formatting , Page Background and Watermark , Learn how

write Arabic in English direction and write English word in Arabic
direction

Page setup (change paper size , orientation , margins ) ,Insert Page

breaks ,Adding Page number or titles , Applying Columns and how to

use it , Preview and Print document , Using Multimedia files (Insert

images, objects ) and manipulating them , Using Tables (create new

one , insert excel table , selecting items in the table ) and Formatting
Tables

il FpOn Y

Understanding PowerPoint & Presentation ; What dose a presentation
Include ; Working with presentations (Creating ; saving ; Closing ;
Opening presentations ); Moving around in the presentation ;
Managing the Slides (Inserting ; Deleting ; Rearranging Slides ,

Changing Layout Changing or modifying themes

Bl ¢ sad)
&y e

Managing Slide Objects (Using Select Versus Edit Mode ; Manipulating
Text Create Tables & Charts ; Inserting Pictures or Clip art or
Multimedia ); Creating Master Slide ; Animating Objects (Customizing
the animation , Applying Slide Transitions ) ;Running the Slide Show

and set up the Presentation; Previewing and Printing Presentation

e
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computing fundamentals
Display OS's basics, ON \shutdown computer, log
fo, log on, restart, sleep, using mouse (pointing, selecting, dragging and I g el
execution) )
sl
Using desktop, moving around the desktop and using the main
application lIcons, using start button; application programs (install, open ,close
and uninstall )
Looking at window details (Title bar, Tools bar, Address Bar , status
bar and windows' s content);expand collapse close Window; | -y & sl
moving and resizing window '
Working with drive , folders and files using the listed operation ; using common
short cuts (Ctrl + C; +V; +A; +S...etc.); restore folders or files )
C‘-’\J'“ &}.}u‘)f\
dandify the hardware and explain the different types of computer using alall
illustrations  of what provided by internet
Understanding the application software; Types and their using ; How
install & saad)
And Uninstall Programs and display their differences from delete; Update sl
or reinstall the software
Delete  systematically unnecessary files, scandisk, @ compress, disk;
Understand  the most common troubleshooting of computer or software; copy | sludl g s
files or disk, using antivirus; getting help for windows; getting online help
Starting each programs & identify the main screen in details as title bar, main ribbon Al Ej-“w
and their  tools ,formula bar in  excel , windows content, status bar . . . etc. &=
" _ . . g sl
Writing text with some wrong words and different formatting types to perform )
the task of this lesson e galally
Indent text by hanging the first line or hanging the mine paragraph body , line space | il ¢ 5.y
types, find and replace text, find and replace using formatted text, add background e
and watermark, add different styles for word and pages
. . . . . ) N
Create presentations, create using temple, insert slide, change slide layout ,save work @‘J‘Eizc
Open previous work, insert image , clipart, worksheet, put transition time between & su)

slides, run slide show
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Microsoft Excel : Understanding Basic Terminology (Work sheet,
Work file, Cell, Cell pointer, cell Content, Row &Column reference ),
Building formula, Mathematical Operators, Hierarchy of the main I g sl
mathematical operations ; Managing Workbooks (Create new one ; '
Create from Template , Enter data, Moving around , Saving ;Opening ;
Closing Workbooks )
Manipulating the contents ( selecting cells ; columns ; rows ;
worksheet , using undo& redo, copying & moving data, changing
column width & row height ) ; Auto filling technique ; Deleting & Sl e sl
Editing content ; Delete & Insert row or column ; Formatting cells ( I
number , font ; alignment ; border, color and shading ; protection of
cells and work sheet )
Creating simple and complex formula using different types of writing
Using absolute and relative address, Understanding common error
values ; Using common built in functions ( Sum , Average , Max , Min, L Y
count, count A, count Blank, If, Round, Sqgrt, Today, Day360, Left, Shal oo
Right, Mid , Trim) ; Copying Formulas ; Insert & Deleting Worksheets ;
Formatting tables using Auto format
Working with charts (Create chart, select chart elements , changing
chart types, positioning & resizing charts, chart & axis titles ,
changing background and color effects , changing data series color, " .
adding or removing legend& data labels & data tables & grid lines)) ww&ﬁ”
Sorting data Ascending & Descending , Sorting multiple fields,
Filtering data using Auto and Customize type ; Customizing printout
using options , previewing & printing worksheet
Living Online
The Internet , Browsers and the World Wide Web (The Internet, the Gdl & sl
World Wide Web , Web Browsers ); Understanding Web Site




Addresses ( Web Site Protocols , Resource Names )

Common Web Site /Page Elements ; Browser Features and Functions

(Browser Function , Browser Features );Getting Connected Network ;

Advantages of Using Networks ;Understanding Local Area Network g Y
(LAN) and wide Area network (WAN);Connected to the internet (Dial — S
Up Connection ,Direct Connection ); Domain and Sub Domain Needs

for Security & Firewalls

Digital communication : How Can | Communicate with Others?

(Electronic Mail , Instant Messages , Text Messages , VolP, Video a "
Conferencing , Chart Rooms, Social Networking Sites , Blogs , S
Presence, and Standards for Electronic Communication

Working with Email (Usernames , Passwords and Credentials ) Sl g sl
Using Microsoft Outlook ( Creating New Messages , Receiving .
Messages , Working with Attachments Managing Spam , Emptying the Lﬁd&)‘iﬁw
Junk E-mail Folder , Automating Outlook )

Digital Citizenship : Identifying Ethical Issues (Understanding

Intellectual Property, Copyrights and Licensing ) ; Protecting Your Sl & sa)
Data or Computer (ldentifying Software Threats , Understanding Gllll y e
Viruses ), Protecting Yourself While Online ; Buying Online ; How Much e
Information Should | Share ? , Protecting Your Privacy )

Finding Information : Searching for Information (Different types of .
Web Sites , Searching a Specific Web Site ) ; Using Search Engine @u‘ﬁj'“w
Technology ( Understanding How Search Engines Work )

Narrowing the Search, Evaluating the Information ( Reliability and BB
Relevance ; Validity and Authenticity ; Objectivity and Bias e

P‘J‘d\ 9 JJLAAM
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insert page number and/ or images, clipart, excel sheet, create tables , change
column size, adding row, formatting tables Js¥) g swsd)
Work with the principles of  workbook and worksheet and their
contents; working with mathematical operators; create worksheet, using ) <
ol sl
template; show the different types of data ,save works, closing workbook CE
or  closing programs, moving around the excel window
Changing content , auto fill data; manipulating worksheet and  data,
using the different option of formatting cell & &ﬁ“&‘
Writing different types of formula, understand the difference between absolute
and relative cell, identify error values, use common built-in functions; &}-}wi}”
Customizing tables; managing sheets ol
Build different types of chart; customizing their objects; built database table, sort bl
data, filter data, print databases table  or chart; changing print option
Exercise of checking connection of Your computer system to the Internet ,
and use a simple utility (ping request ) to test whether your Internet connection is &bl &):\-U‘;y‘
functioning or not ; Open web sites of different domains (.not .org .com . cdu)
Open different web browsers (Internet explorer, Firefox , Google ,Chrome
their functions (Addressing, and Searching ) and Features ( Back , Forward and
Refresh Buttons, Home page, Tabs , Favorites/ Bookmarks, Checkingthe History | (<&l g}u“!\
, Plug-ins / Add- ons ) ;Connect to the internet ; Identifying Networks and their
types
Exercise of creating E-mail (Google mail Yahoo mail) Soc network
account ( Face book and Tweeter ); Blogs; and others Sending text message 5 9
using Face book messenger, Skype and other. perform other activities in S S o
social network (Status, Privacy , and Security
Explore E-mail properties : Security (Password, password Recovery 9
Information , and Al temative e-mail), sending e-mail ( To, CC,BCC, and iﬁ\
Subject), Attaching file to email , Building contacts list and others >
Sending Email using Outlook (With exploring all properties above g,..u‘&!\
e Q.SJ\AJ‘
Try to make strong password ; Try to remove files without recoverable ability i &):‘“S“
(ex: CCl eaner free application ) Gllll 5 jde
Try web search forcertain Keywords using different search engine (ex:
Google, Bing ) ; &N g s
Also search multimedia files ( Picture , audio or video) in specialized search e
engine (ex: tlickr.com, youtube.com)
Find specific andaccurate information using Google (reduce no . of .
: o o g swad)
ke;/wor)ds , usequotation marks, use Or,search within certain site, and e yldl
others

aaldl 5 olad)
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