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Introduction of Computer  

Computer:  A computer is an electronic electrical device that can  receiving (input) 

data, processing it, saving , and sending out(output) information by using a 

program.  There are three elements required for a computer to complete a useful 

task: 

1-Hardware       2- software         3- The computers user 

                                                                  The computers user                               

       

 

 

 

                                                          Software                                          Hardware 

Electronic computers possess a distinct set of characteristics: 

1- Ease using  

2- Speed :رغزط١غ  أعٙضح اٌؾبعٛة الاٌىزش١ٔٚخ أعشاء اٌؼ١ٍّبد اٌؾغبث١خ ٚ ِؼبٌغخ اٌج١بٔبد  ثغشػخ ػب١ٌخ   

3- Automation:       ٞثّغشد ثشِغزٙب ٠ّىٓ لأعٙضح اٌؾبعٛة رٕف١ز اٌّٙبَ رٍمبئ١ب دْٚ رذْٚ  رذخً ثشش

4- Accuracy:           رزّزغ  أعٙضح اٌؾبعٛة ثذلخ ػب١ٌخ فٟ اعشاء اٌؼ١ٍّبد  اٌؾغبث١خ  ٚ ِؼبٌغخ اٌج١بٔبد 

5- Memory and storage : رزّزغ أعٙضح اٌؾبعٛة ثمذسح رخض١ٕ٠خ ٘بئٍخ ِّب ٠غّؼ ٌٙب ثزخض٠ٓ و١ّبد 

 وج١شح ِٓ اٌج١بٔبد  

6- Miniaturization and Low Price:         رّزبص اعٙضح اٌؾبعٛة ثظغش ؽغّٙب ٚ أخفبع عؼش    
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7- Versatility : ٌزجذ٠ً ث١ٓ أٛاع ٠ّىٓ ثشِغخ أعٙضح اٌؾبعٛة لأداء ِغّٛػخ ِزٕٛػخ ِٓ اٌّٙبَ ٚ ٠ّىٓ ا

 ِخزٍفخ ِٓ اٌؼ١ٍّبد 

 Classification Computersتصنيف الحاسبات 

The computers used in homes and offices are called personal computers. (PC). 

However, not all computers used by individuals are considered personal computers. 

There are different types of computers designed for various tasks, and 

understanding the differences is crucial for selecting the right device. 

 

  : of use Purpose Classification according to  اولا: حسب الغرض من الاستخدام

 :General Purpose Computerحاسبات الاغراض العامة  -1

علمٌة او تجرٌة او ادارٌة  ومنها انظمة البنوك و  اغراضعامة سواء كانت   لأغراضٌستخدم هذا النوع 

المصارف و حسابات الرواتب و المٌزانٌات , كما ٌستخدم فً حل المعادلات الرٌاضٌة و التصامٌم الهندسٌة  

ٌمتلك المرونة  لأنهوٌمكن القول انه لا ٌمكن حصر الاستعمالات و استخدامات هذا النوع من الحاسبات 

 فً أي مكان لاستعمالهالكاملة 

 :Special Purpose Computerحاسبات الاغراض الخاصة  -2

هذا النوع من الحواسٌب ٌستخدم للتحكم فً العملات او اجهزة الانذار المبكر و التحكم فً المركبات الفضائٌة 

 او الاجهزة الطبٌة و غٌرها.

 : of Data ProcessedType Classification according toنوع البيانات التي يعالجها  :ثانيا

 : Analog Computerالحاسبات التناظرية  -1

ٌعالج هذا النوع من الحاسبات البٌانات التً تتغٌر باستمرار مثل درجات الحرارة  كما ٌستخدم هذا النوع لحل 

 المشكلات العلمٌة و الهندسٌة و ٌستخدم فً تصمٌم نماذج الطائرات و الصوارٌخ  و المركبات الفضائٌة

 .وبعض الاجهزة الطبٌة
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 :Digital Computerالحاسبات الرلمية -2

ٌعتبر ملائما  الارقام هذا النوع من الحاسبات ٌستعمل المعلومات المتقطعة  و المتغٌرات الممثلة بواسطة 

 للاستعمالات التجارٌة و العلمٌة وهو من اكثر الحاسبات مرونة فً تنفٌذ العلمٌات.
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  :Hybrid Computerالحاسبات الهجينة   -3

هً مزٌج بٌن نوعٌن الرقمً و التناظري ٌحتوي على مداخل و مخارج  تناظرٌة و المعالجة فٌه تكون رقمٌة 

القدرة على خزن  ٌأخذو هذا النوع من الحاسبات ٌجمع افضل الامكانٌات من كلا النوعٌن السابقٌن  فهو 

من الحاسبات التناظرٌة ردة الفعل السرٌعة لتغٌٌر  ٌأخذلحسابات الرقمٌة  فٌما البٌانات و الدقة العالٌة من ا

 المدخلات و نظام الوقت الحقٌقً.

 

 :  Classification according to performance and sizeحسب الحجم و الاداء :ثالثا

 :Microcomputerالحاسبات الدليمة  -1

العامة و ٌستخدم فً الاغراض الادارٌة و العلمٌة و ٌعتمد على اصغر انواع الحاسبات ذات الاغراض 

 PCو اطلق على هذا النوع مصطلح الحاسب الشخصً  (Microprocessor)المعالج الدقٌق

 

 :Minicomputersالحاسبات الصغيرة  -2
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متخصصة  كأجهزةو استعملت فً البداٌة  (20) ظهر هذا النوع فً مطلع الستٌنات من القرن الماضً 

معٌنة و مع مرور الوقت اصبحت هذه الحاسبات تمتلك المرونة فً الاستخدامات العامة و منها  لأغراض

الى استعمالها فً الاغراض الخاصة مثل التحكم فً العملٌات  ةبالإضافالادارٌة و التجارٌة ة العلمٌة 

 الصناعٌة و توجٌه المركبات و اجهزة الانذار و غٌرها من الاستخدامات
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 :Main Computersلحاسبات الرئيسية ا-3

هذا النوع من الحاسبات تكون تكالٌفها عالٌة و تمتلك امكانٌات كبٌرة و تستعملها معظم الشركات الكبٌرة و 

 ٌمكن استخدامها كحاسبات مركزٌة ضمن شركة حاسبات صغٌرة.

 

 :Super Computerالحاسبات الفائمة  -4

ٌمتاز هذا النوع من الحاسبات بانها كبٌرة الحجم و تكالٌفها عالٌة و ذات سرعة فائقة و تمتلك قدرة حسابٌة 

و استعملته وزارة الدفاع  (CDC)الذي انتجته شركة  (CYBER)فائقة ومن امثلة على هذا النوع من الحاسبات 

 و السرٌة و الحسابات  ةالامرٌكٌة فً مجال الاسلحة الاستراتٌجٌ
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Basic requirements for a Computer System 

 

refers to the physical elements of a computer, for example monitor :Hardware -A 

 And keyboard.  

Main Hardware components:  

1- (CPU): is brain of computer. It is responsible for all function and processes.  The 

CPU is the most important element of a computer system. 

 

Components of (CPU): 

a-Control Unit (CU): ٚؽذح اٌزؾىُ ٟ٘ اٌّغؤٌٚخ ػٓ رٛع١ٗ اٌؼ١ٍّبد داخً ٚؽذح اٌّؼبٌغخ  

 اٌّشوض٠خ ؽ١ش رزٌٛٝ ِّٙخ اٌمشاءح ٚ اٌىزبثخ ِٓ اٌزاوشح  ٚرٕظ١ُ رٕف١ز اٌؼ١ٍّبد ٚفمب ٌٍزشر١ت اٌظؾ١ؼ

     b-Arithmetic Logic Unit (ALU): ٚؽذح اٌؾغبة ٚ إٌّطك اٌّغؤٌٚخ ػٓ اعشاء اٌؼ١ٍّبد  

 اٌؾغبث١خ ػٍٝ اٌج١بٔبد ِضً اٌغّغ ٚ اٌطشػ ٚ اٌؼشة ٚ اٌؼلالبد إٌّطم١خ

     c-Registers: ٓاٌغغلاد ٟ٘ راوشح عش٠ؼخ ٚ طغ١شح داخً ٚؽذح اٌّؼبٌغخ اٌّشوض٠خ رغزخذَ ٌزخض٠

 اٌج١بٔبد اٌّؤلزخ اصٕبء رٕف١ز اٌؼ١ٍّبد اٌؾغبث١خ 

d-Cache Memory:  اٌزاوشح اٌّخجئخ ٟ٘ راوشح عش٠ؼخ عذا رمغ ثبٌمشة ِٓ ٚؽذح اٌّؼبٌغخ اٌّشوض٠خ

ٛطً ا١ٌٙب ثشىً ِزىشسرٙذف اٌٝ رخض٠ٓ اٌج١بٔبد ٚ اٌزؼ١ٍّبد اٌزٟ ٠زُ اٌ  



 9 

e-Clock: ّٓاٌغبػخ ٟ٘ عٙبص رٕغ١ك ٠ٕظُ ع١ّغ اٌؼ١ٍّبد داخً ٚؽذح اٌّؼبٌغخ اٌّشوض٠خ  ِّب ٠ؼ

 رٕغ١مب ٚ رضإِب ث١ٓ ع١ّغ ِىٛٔبرٙب

2- Graphics Processing Unit(GPU): The GPU is specially designed  hardware 

responsible for rendering graphics and handling computational tasks that are highly 

parallel, such as in gaming, video rendering, or machine learning َٛٚؽذح ِؼبٌغخ اٌشع ٟ٘

ٚ ٟ٘ عٙبص ِظُّ خظ١ظب ِغؤٚي ػٓ ػشع اٌشعِٛبد ٚ اٌزؼبًِ ِغ اٌّٙبَ اٌؾغبث١خ , وّب ٘ٛ اٌؾبي فٟ 

 الاٌؼبة  اٚ ػشع اٌف١ذ٠ٛ اٚ اٌزؼٍُ الاٌٟ

The following table explains the differences between CPU and GPU. 

 

CPU GPU 

is brain of computer. It is responsible 

for all function and processes 

It is one of the computer components 

responsible for processing images, 

graphics, and video 

It is designed to handle a small number 

of complex tasks sequentially (one at a 

time) 

Processes large amounts of data in 

parallel(multiple tasks in one go) 

It manages operating system functions, 

user programs, and most other 

computational tasks, making it 

essential for general computing 

The GPU was originally designed for 

graphics processing, but is used for 

other tasks such as scientific 

calculations and machine learning 
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3- Memory: Parts of the computer that hold information. اٌغضء اٌّبدٞ اٌزٞ ٠ؾفع

 اٌّؼٍِٛبد

a-The Primary storage device (Random Access Memory (RAM) راوشج اٌٛصٛي  

and Read Only Memory(ROM) ,اٌؼشٛائي راوشج اٌمشاءج فمظ   ). 

(RAM) ٚ ٘زا إٌٛع ِٓ اٌزاوشاخ يىْٛ تؼاًِ ٚحذج اٌّؼاٌدح اٌّشوضيح ِغ تيأاخ اٌتطثيماخ

 اٌثشاِح وافح ػٓ طشيك ٘زٖ اٌزاوشج فمظ 

(ROM)      ٘زا ٔٛع ِٓ اٌزاوشاخ تتؼاًِ ِؼٗ ٚحذج اٌّؼاٌدح اٌّشوضيح فمظ في تذايح تشغيً خٙاص     

 (Boot loader)اٌحاسٛب لاحتٛائٗ ػٍى تشٔاِح الاللاع 

ROMand  RAMThe following table explains the differences between  

        

   

 b- The secondary  storage device (hard disk, CD, flash,...)   راوشح  ؽفع  فمؾ 

 ٟٚ٘ راوشاد رؾزفع ثبٌّؼٍِٛبد ؽزٝ ثؼذ أطفبء اٌىٙشثبء    

RAM ROM 

RAM stands for Random Access 

Memory 

ROM stands for Read Only Memory 

RAM is Volatile memory ROM in non-volatile memory 

Data can be modified Data can't be modified 

CPU can access data stored in RAM Data needs to be copied from ROM to 

RAM so that CPU  can access it 

RAM is faster memory ROM is slower than RAM 

RAM is more expensive ROM is cheaper than RAM 

Used for the temporary storage of data 

currently being processed by CPU 

Used to store firmware BIOS , and 

other data needs to be retained 
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4- Input devices:  Part of the computer that allows information or data  to be given 

to the computer like: Keyboard, mouse, and scanner. 

5- Output devices: Part of the computer that given out information generated by 

the computer, like a monitor , printer, and speaker. 
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6- Power supply Unit (PSU): The (PSU) transform  electrical energy from an 

external source (e.g., Wall outlet) into the required voltage and current to power the 

components inside the computer  ٚؽذح اِذاد اٌطبلخ رمَٛ  ثزؾ٠ًٛ اٌطبلخ اٌىٙشثبئ١خ  ِٓ ِظذس

 خبسعٟ )ػٍٝ عج١ً اٌّضبي ِٕفز ؽبئؾ( اٌٝ اٌغٙذ ٚ اٌز١بس اٌّطٍٛث١ٓ ٌزشغ١ً ِىٛٔبد اٌؾبعٛة

7-cooling systems:  To avoid overheating, computers use fans, heat sinks, and other 

cooling systems to dissipate heat generated by components like the CPU and GPU. 

٠زُ رٛف١ش ِشاٚػ ٚأظّخ رشز١ذ ٌؾشاسح ٚ أظّخ رجش٠ذ ِٓ اعً رم١ًٍ الأجؼبصبد اٌؾشاس٠خ إٌبرغخ ػٓ ِىٛٔبد 

 ٚؽذح اٌّؼبٌغخ اٌّشوض٠خ  ٚ ٚؽذح ِؼبٌغخ اٌشعَٛ فٟ عٙبص اٌؾبعٛة  

8-The motherboard:  is the main component of a computer. It is a board with 

integrated circuitry that connects the other parts of the computer including the CPU, 

Primary Memory, Secondary Memory. اٌٍٛؽخ الاَ ٟ٘ اٌّىْٛ اٌشئ١غٟ ٌغٙبص اٌؾبعٛة ؽ١ش

رىْٛ ػجبسح ػٓ ٌٍٛؽخ رؾزٛٞ ػٍٝ دٚائش ِزىبٍِخ رشثؾ الاعضاء الاخشا ٌٍؾبعٛة  ثّب فٟ رأٌه  ٚؽذح 

 اٌّؼبٌغخ اٌّشوض٠خ ٚاٌزاوشح  الاعبع١خ  ٚ اٌزاوشح اٌضب٠ٛٔخ 
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Ports on The motherboard and their usage: 

1-USB Ports: USB is a can  connect keyboards, input devices (mice, trackballs, flash 

memory drives, data transfer, power supply,  printers, and other devices without 

encountering resource conflicts ٜإٌبلً اٌزغٍغٍٟ اٌؼبٌّٟ  ٚ٘ٛح ٚاعٙخ ل١بع١خ رغزخذَ ٌزٛط١ً الاعٙضح الاخش

 ثغٙبص اٌؾبعٛة ٚوزأٌه رغّؼ ثٕمً اٌج١بٔبد ٚ اِذاد اٌطبلخ 

 

2-Network Connector:  The network connecter allows you to connect your PC to a 

local area network (LAN) or a broadband cable or DSl modem for high-speed 

Internet access. ٚ٠ز١ؼ ٌه ِٛطً اٌشجىخ رٛط١ً عٙبص اٌؾبعٛة ثشجىخ ِؾ١ٍخ اٚ و١جً ٔطبق ػش٠غ ا

  ِٛدَ ٌٍٛطٛي اٌٝ الأزشٔذ ػبٌٟ اٌغشػخ 
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3-Sound Card Connections: The motherboard enables you to connect a 

microphone, speakers, or device External audio source through sound card 

connections.  ٟرّىٓ اٌٍٛؽخ الأَ ِٓ رٛط١ً ا١ٌّىشٚفْٛ أٚ ِىجشاد اٌظْٛ أٚ ِظذس اٌظٛد اٌخبسع

 ٌٍغٙبص ِٓ خلاي رٛط١لاد ثطبلخ اٌظٛد

 

 

4- Parallel Port: Although falling into disuse, when the parallel port is used, it's 

most often to connect a printer, but some drives and other peripherals can piggyback 

on the port. ػٍٝ اٌشغُ ِٓ ػذَ اعزخذاِٗ فٟ اٌٛلذ اٌؾبٌٟ الا ػٕذ اعزخذاَ إٌّفز اٌّزٛاصٞ  ٠ىْٛ رأٌه

 ٌزٛط١ً اٌطبثؼخ اٚ ِؾشوبد الالشاص ٚ الاعٙضح اٌطشف١خ الاخشٜ

5- Mouse Port: Also called a PS2 port                PS2 ِٕفز  خبص ثبٌفبسح  ٠غّٝ  ا٠ؼب    

 6- Keyboard Port: Looks like PS2                     PS2ِٕفز خبص ثٍٛؽخ اٌّفبر١ؼ ٚ ٠شجٗ ا٠ؼب 
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7- Serial Ports: Some PCs still have one or two serial ports, but they are all but 

obsolete because of the USB port. ِب صاٌذ ثؼغ الاعٙضح رؾزٛٞ ػٍٝ ِٕفز ٚاؽذ اٚ اص١ٕٓ ٌٚىٓ ٌمذ

USB اطجؾذ لذ٠ّخ ثغجت ِٕفز  

8- Video Card Connection: to connect Monitor or Data show  ٌٚزٛط١ً ثشبشخ اٌج١بٔبد ا

 أٞ شبشخ ٌٍؼشع
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B- Software: Known as programs or applications consists of all the instructions that 

tell the hardware how to perform a task. َاٌثشاِح ٚ اٌتطثيماخ تخثش الاخٙضج تىيفيح اداء اٌّٙا 

Software divided into three major groups: 

1- System software: helps run computer hardware and computer system. Computer 

software includes operating systems, devise drivers , diagnostic tools and more 

(Windows,  Linux  and Mac OS).  ًثشاِظ  ٠زُ رٕظ١جٙب ػٍٝ اٌؾبعٛة رغبػذ إٌظبَ ػٍٝ اٌؼًّ ثشى

 اٌّطٍٛة

2- Programming software: Software that assists a programmer in writing computer 

programs(C++, Matlab, Java and visual studio).  ثشِغ١بد ٠غزخذِٙب اٌّطٛسْٚ لأٔشبء ٟ٘

 ٚط١بٔخ ثشاِظ اخشا 

3- Application software: Allows users to  complete one or more tasks(Microsoft 

Word , Adobe Photoshop , Google Chrome and power point).  ِٓ رطج١مبد طّّذ ٟ٘

 اعً اْ ٠مَٛ اٌّغزخذَ ثزٕف١ز  ِٙبَ ِؾذدح ؽغت ٔٛع اٌزطج١ك
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C- The computer's user: it is about this person that makes hardware and software 

components effective    اٌّغزخذَ اٌزٞ ٠غؼً ِىٛٔبد اٌؾبعٛة اٌجشِغ١خ ٚ اٌّبد٠خ فؼبٌخ ٚ ِٕزغخ 

 

Operating system(OS): is a program that manages the computer hardware. It also 

provides a basis for application program and acts as intermediary between the 

computer user and the computer hardware. (Ms-Dos, Windows, and Unix are 

examples of operating systems). ثشٔبِظ ِغؤ١ٌٚزٗ اٌشئ١غ١خ اداسح اعٙضح اٌؾبعٛة ٠ٚؼزجش ٛ٘

اٌجشٔبِظ الأعبعٟ اٌٛاعت رٛفشٖ ٚ ػٍّخ ثشىً طؾ١ؼ ِٓ اعً اْ ٠ىْٛ ػًّ اٌجشاِظ اٌزطج١م١خ فؼبي ٚ 

 طؾ١ؼ .ٚ٘ٛ ٠ؼزجش اٌٛع١ؾ ث١ٓ اٌّغزخذَ ٚاعٙضح  اٌؾبعٛة

 

 

 

 

 

 

Types of Operating System: 

The operating system category based on  the types of computer they control and the 

applications. There are generally four types of operating system: 

1. Single-user, Single task: this operating system is designed to manage the 

computer  so that one user can  do one thing at a time . (ex: MS- DOS). ٚ ِغزخذَ ٚاؽذ

 رٕف١ز ِّٙخ ٚؽذح فمؾ 

User 

Application  

Operating system 

Hardware 
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2. Single-User, Multi-Task: The operating system that allows one user has several 

programs in the same time,  most people use this type of operation system on their 

desktop and laptop computers today. (ex:  Microsoft Windows , Linux , Android, 

and Apple MacOS.) ِغزخذَ ٚاؽذ  ٚ ٚفزؼ ثشاِظ ِزؼذدح فٟ إٌظبَ فٟ ٚلذ  ٚاؽذ 

3. Real-Time OS (RTOS): Real – time operating system are Supports time-critical 

tasks, guaranteeing specific response times, are used to scientific tools and 

industrial system. (ex: VxWorks , FreeRTOS, QNX). ٠ذػُ ٘زا إٌٛع ِٓ الأظّخ اعٙضح

اٌؾبعٛة اٌزٟ رغزخذَ فٟ الاِبوٓ اٌّّٙخ ٚ اٌؾغبعخ ِضً اٌّشوجبد اٌفؼبئ١خ ٚ اٌّشاوض اٌؼ١ٍّخ ٚ اٌؼغىش٠خ 

 ؽ١ش ٠ؼّٓ رٕفز الاٚاِش ثغشػخ فبئمخ ثٕفظ اٌؾظخ 

4.Multi-User operating system: Allows many different user to use a computer 

system concurrently(ex: Unix, Windows, Server). ِٓ ٘زا إٌٛع ِٓ الأظّخ ٠غّؼ  ٌٍؼذد

 اٌّغزخذ١ِٓ اٌّخزٍف١ٓ ثبعزخذاَ ٔظبَ اٌؾبعٛة فٟ ٚلذ ٚاؽذ اٚ اٚلبد ِزٕبٚثخ 

 

 



 19 

User Interface:  The features of a computer system which  allows the user to 

interact with it . A user interface , also sometimes called a human-computer 

interface , comprises both hardware and software components. ١ِّضاد ٔظبَ اٌؾبعٛة ِٓ

اٌزٟ رغّؼ ٌٍّغزخذَ اٌزفبػً ِؼٗ ٟ٘ ٚاعٗ اٌّغزخذَ  اٌزٟ رغّب أ٠ؼب ٚاعٗ اٌؾبعٛة- الأغبْ  ٚ ٠زىْٛ 

 رشو١جٙب ِٓ ِىٛٔبد الاعٙضح ٚ اٌجشاِظ ػٍٝ ؽذ عٛاء  

Types of User Interface:  

A.   Command Line Interface(CLI): A command –Line interface is a 

mechanism for interacting with  operating system or software by writing 

commands to perform specific task). CLI accepts input by keyboard only. 

(MS- DoS الأؼّخ اٌزٟ رؼًّ ِغ ٘زا إٌٛع ِٓ اٌشبشبد ِٓ) 

٘زا اٌشبشبد رزمجً  اٌزفبػً ِغ إٌظبَ اٌزشغ١ً اٚ اٌجشاِظ ػٓ ؽش٠ك وزبثخ اٚاِش ِؾذدح لأداء ِّٙخ 

 ِؾذدح 

B.   Graphical User Interface (GUI): Allows people to interact with 

computer by images rather than text commands. GUI accepts input using  

keyboard and pointing devices(windows الأظّخ اٌزٟ رؼًّ ِغ ٘زا ٔٛع ِٓ اٌشبشبد ِٓ

٘زا إٌٛع ِٓ اٌشبشبد ٠ّىٓ ٌٍّغزخذَ اٌزفبػً ِغ اٌىّج١ٛرش ػٓ ؽش٠ك إظٙبس اٌجشاِظ ٚ اٌزطج١مبد  (

 ػٍٝ شىً سعِٛبد اٚ ا٠مٛٔبد ثذلا ِٓ الاٚاِش إٌظ١خ
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C. Natural Language : A natural language  interface is a spoken interface where 

the  user interacts with the computer by talking to it)ex: interface the system in 

the Siri application on the iPhone and Cortana in windows )  اٌزفبػً ِغ عٙبص اٌؾبعٛة

 ػٓ ؽش٠ك اٌزؾذس ا١ٌٗ

* There are other types of user interfaces whose use is specific to some computer 

devices, such as Menu driven and form based system interfaces. 

 

Features of Windows operating system (Windows OS) : 

1) Windows OS is a computer operating system(OS) developed by Microsoft 

to run personal Computers(PCs). ٔظبَ رشغ١ً ٠ٕٚذٚص لبِذ ثزط٠ٛشٖ ششوخ

 ِب٠ىشٚعٛفذ 

2) The first version released in 1985.اٚي اطذاس  

3) Windows using  Graphical User Interface(GUI). ٘زا إٌظبَ ٠غزخذَ ٔٛع اٌشبشبد 

 اٌشع١ِٛخ 

4) Close source operating system.ِغٍك اٌّظبدس 

5) Support multitasking and multiuser. اوضش ِٓ ِغزخذَ ٚ اوضش ِٓ ِّٙخ  
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Mouse Techniques تمٕيح اٌفأسج:   

1-Click إٌمش اٚ اٌضغظ    

a) Single click :اٌضغظ ػٍى اٌضس الايّٓ ٌٍفأسج ِشج ٚاحذج ٌٍتحشيش 

b) Double Click : اٌضغظ ػٍى اٌضس الايسش ِشتيٓ ٌفتح اٌتطثيماخ اٚ اٌٍّفاخ 

2-Drag and Drop  اٌسحة ٚ الافلاخ 

ػٍى اٌضس الايسش ٌٍفأسج ثُ حشن اٌفاسج ٌٕمً ػٕصش ِٓ ِىاْ اٌى اخش ثُ لُ تإفلاخ اٌؼٕصش  ستاستّشااٌضغظ 

   في اٌّىاْ اٌّطٍٛب  

3- scroll wheel  ٚاٌتٕمً تاستخذاَ اٌؼدٍح اٌّٛخٛدج في اٌفاسج ٌٍتّشيش لاػٍى ٚ الاسفً  في اٌّستٕذاخ ا

 اٌصفحاخ 

 

Icon and Types : Icon is a small graphical representation of a program or file. When  

we double-click an icon, the associated file or program will be opened. 

1) System Icons: System Icons are displayed along left edge of screen. These 

icons are created automatically by windows during its installation(Recycle 

Bin and Network Icon . 

رٍمبئ١ب ا٠مٛٔبد إٌظبَ اٌزٟ رىْٛ ِٛعٛدح ػٍٝ ؽٛي اٌغٙخ ا١ٌغشٜ ِٓ شبشخ .٠ٚزُ أشبء ٘زا اٌشعَٛ 

 ٗاصٕبء رضج١ز  Windowsثٛاعطخ

2) Shortcut Icons: These are the icons with small arrows in the lower left 

corner. A shortcut icons provides easy access to some objects on systems, 

such as a program, a document or a printer(Google Chrome shortcut). ٟ٘ ٖ٘ز

الا٠مٛٔبد راد الاعُٙ اٌظغ١شح فٟ اٌضا٠ٚخ ا١ٌغشٜ اٌغفب٠خ  ؽ١ش رٛفش ٘زٖ الا٠مٛٔبد اٌٛطٛي عٙلا 
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اٌٝ ثؼغ اٌىبئٕبد اٌّٛعٛدح ػٍٝ ٔظبِٕب  ِضً ثشٔبِظ اٚ ِغزٕذ اٚ ؽبثؼخ, رؾزٛٞ فمؾ ػٍٝ ِؼٍِٛبد 

 ؽٛي ِٛلغ اٌىبئٓ ١ٌٚظ اٌىبئٓ ٔفغخ

3) Program folder and Document Icons: these are non-system icons without 

arrows and they represent the actual objects they describe(PDF Icon and 

Word Document Icon . ٘زٖ الا٠مٛٔبد غ١ش ربثؼخ ٌٍٕظبَ ٚلا رؾزٛٞ ػٍٝ اعُٙ ٚرّضً اٌىبئٕبد

 اٌفؼ١ٍخ اٌزٟ ٔظفٙب 

 

Status bar :  status bar on a computer is a graphical element typically located at 

the bottom of a window or screen that provides important information about the 

current state or activity of the software or system. It often displays:  ػٕظش سعِٟٛ ٠مغ

فٟ اٌغضء الاعفً ِٓ اٌشبشخ  ٠مَٛ ثؼشع ِؼٍِٛبد ِّٙخ ِضً اٌزطج١مبد اٌفؼبٌخ ؽب١ٌب ٚ اٌجشاِظ ٚ ػشع 

 ٔغجخ ؽبلخ اٌجطبس٠خ ٚ الارظبي ثشجىخ الأزشٔذ ٚغ١ش٘ب 

System status ,  Application status  and  Notifications 

 



 23 

Start menu:  The Start menu in Windows 10 has resizable tiles and more features 

designed to increase productivity. 

 Display the Start menu: 

To Display the Start menu: Select the Start menu    button on the far left of the 

Windows Taskbar. – OR – Press Windows logo key on the keyboard. 

 From the Start menu, you can: 

  1)  Lock your computer, change your account settings, or sign out. 

a)  On the Start menu, select your user name 

b)  Choose the option you want: Change account settings, Lock, or Sign out  

 

 

  

 

2) Quickly access your apps, documents, pictures, and settings. 

    

. 
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 3) Shut down your computer, restart it, or put it to sleep 

       a) On the Start menu, select Power 

       b) Select the option you want: Sleep, Shut down, or Restart 

 

 4)  Search for apps, settings, and files, and search across the web. 

      Start typing in the search box to the right of the Start button to search across  
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Remark: To display the Quick Access menu: 

     Right-click the Start  button. 

OR – 

     Press Windows logo key+ X on the           

      Keyboard . 

 

 

 

Folder or (directory): is an area on the computer that contains other folders and 

Files and helps keep the computer organized  

 

Opening Windows: 

1-Mouse Click: Double click on the file to open it in the default application. 

2-Keyboard Shortcuts: Pressing specific key combinations (e.g., Ctrl + N for a 

new window or Alt + Tab to switch between windows). 

3-Status Bar /Start Menu: Clicking on the status bar or start menu entries to 

launch programs 

Closing Windows: 

1-Close Button (X): Clicking the 'X' in the top-right corner of the window. 

2-Keyboard Shortcuts: Pressing Alt + F4 (Windows)  to close the active window 

or app 
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Right-click on States bar: Right-clicking the program icon in the states bar and 

selecting "Close Window. 
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MS-Word or Microsoft Word is a Word Processing Software developed by 

Microsoft in 1983. It is used to create documents, letters, reports, worksheets,    

resumes, etc and also allows you to edit or modify your new or existing documents. 

Functions of MS Word:                                                                      

 Editing text                                                  

 Copying & moving text 

 Pasting & deleting text  

 Inserting pictures, objects & tables 

 Saving & printing 

 Formatting  

 Chocking spelling & grammar 

Names: 

 Microsoft Word 

 Microsoft Works 

 Pages (Mac) 

 Google Docs 

If you have the entire Microsoft Office Package installed on Microsoft Windows. 

You can find MS Word on your personal computer : 

Star menu ⟶ All programs ⟶Microsoft office 2010 ⟶ Microsoft word 2010 
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How to open MS Word?  

Step 1: Type MS Word in the search bar. 

 

Step 2: Select MS Word application. 

Step 3: Select a blank document and press create button 

Or  right click ⟶ New ⟶Microsoft word documenter. 

      Then you will get a window like in the image below where you can write your 

content and perform different types of operations on that content, like font type, 

style, bold, italic, etc. You can also add images, tables, charts to your document. 

  عزؾظً ثؼذ رٌه ػٍٝ ٔبفزح وّب فٟ اٌظٛسح أدٔبٖ ؽ١ش ٠ّىٕه وزبثخ اٌّؾزٜٛ اٌخبص ثه ٚرٕف١ز أٔٛاع ِخزٍفخ

       ِٓ اٌؼ١ٍّبد ػٍٝ ٘زا اٌّؾزٜٛ, ِضً ٔٛع اٌخؾ ٚإٌّؾ ٚاٌخؾ اٌؼش٠غ ٚاٌّبئً ِٚب إٌٝ رٌه. ٠ّىٕه أ٠ؼًب

 إػبفخ طٛس ٚعذاٚي ِٚخططبد إٌٝ ٚص١مخ

 

 

 

 



 29 

MICROSOFT  WORD  WINDOW 

Microsoft Office Interface 

 Microsoft office 2010 improves the ribbon interface. 

The Microsoft Office Ribbon is a set of tools that are grouped 

together in a related set of tabs. 

 Tools on each ribbon tab are further organized into logical groups 

called ribbon groups.  

 

Quick Access toolbar 

File tab                    Ribbon            Title bar  Ruler   Help 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

           Status bar    Document area      View buttons               Zoom control  

 

When you will open MS-Word, you will see a blinking line. It is called as a 

Cursor. It tells us from where we can start typing. 
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HOW TO OPEN A NEW  DOCUMENT فتح ِستٕذ خذيذ  

Follow these steps:  

 Click on File Tab. 

 Click on New and select Blank  Document . 

 A New Document will open on the screen . Or  right click ⟶ New 

⟶Microsoft word documenter 

 
 

 

 

 

 

OR 

Click on New button present under Quick Access Toolbar 

OR 

Press Ctrl + N key combination from the keyboard 

HOW TO CHANGE THE FONT IN MS-WORD تغيش اٌخظ 

Follow these steps:  

select the text⟶ Home  Tab⟶ Font Group ⟶ Choose Font Type 

 



 31 

HOW TO CHANGE THE FONT COLOUR IN MS-WORD ٌْٛ تغيش

 اٌخظ 

Follow these steps:  

select the text⟶ Home  Tab⟶ Font Group ⟶ Choose Font Color  

 

 

 

 

 

 

 

HOW TO CHANGE THE FONT SIZE IN MS-WORD تغيش حدُ اٌخظ 

Follow these steps:  

select the text⟶ Home  Tab⟶ Font Group  ⟶ Choose Font Size 

 

 

 

 

 



 32 

HOW TO MAKE TEXT BOLD, ITALICS OR UNDERLINE IN 

MS-WORD: إٌص غاِك . ِائً . تحتٗ خظ 

Follow these steps:  

select the text⟶ Home  Tab⟶ Font Group  ⟶ Choose(Bold   /Italics/Underline( 

 

 

 

 

 

 

To Change the Text Case تغيش حاٌح اٌخظ 

Follow these steps:  

select the text⟶ Home tab ⟶Font Group⟶ Change Case  
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HOW TO ALIGN TEXT IN MS-WORDِحارا إٌص 

Follow these steps:  

select the text⟶ Home  Tab⟶ Paragraph Group  ⟶ Align(Text Left , Center, Text 

Right, Justify)  

 

You can also use keyboard shortcuts to change text-alignment 

Ctrl+L= Left Align 

Ctrl+R= Right Align 

Ctrl+E= Center 

Ctrl+J= Justify 

Line and Paragraph Spacingاٌّسافح تيٓ اٌخطٛط 

Select the lines of text ⟶Home  Tab⟶ Paragraph Group  ⟶ Line and Paragraph 

Spacing 
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OR 

Select Line Spacing Options at the bottom of the menu, and then select the 

options you want in the Paragraph dialog box under Spacing 

 

 

To Find a particular word or phrase in a document ٌٍثحث ػٓ وٍّح

  ِؼيٕح في اٌّستٕذ
 

Home Tab ⟶ Editing Group ⟶Find⟶ Enter the text you want to search for     
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To Replace a particular word or phrase in a document استبدال

 كلمة معينة  في المستن

Home Tab ⟶ Editing Group ⟶Replace ⟶ Enter the text you want to search 

for⟶ Click Replace  or  Click Replace All to replace every occurrence of the 

selected text with the replacement text.   

Note: You can perform a more detailed search by clicking the More button on 

the Find and Replace dialog box. )يّىٓ اخشاء تحث اوثش تفصيلا تإٌمش فٛق اٌضس )اٌّضيذ

 في ِشتغ اٌثحث ٚ الاستثذاي 

To Insert a Table (Method 1): ادراج جدول الطريمة الاولى 
 

Insert tab ⟶ Click on Table Group   ⟶drop- down list⟶ Drag the intended table 

columns and rows from the table grid 

 

        For example, 5 X 5 tables. The table will automatically insert into the 

document. 

To Insert a Table (Method 2): ادراج جدول الطريمة الثانية 

 

Insert tab ⟶ Click on Table Group   ⟶drop- down list⟶ Click  Insert Table 

command⟶ From the( Insert Table dialog box displayed), specify the Number of 

columns and Number of rows of the table  
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To Draw a Table  (Method 3): )ادراج جدول بطريمة الرسم  )الثالثة 

 

Insert tab ⟶ Click on Table Group   ⟶drop- down list⟶ Click  Draw Table ⟶ 

Use the mouse pointer to define the outside borders of your table⟶ Use the pencil 

to draw the columns and rows into the table 

 

To Convert Existing Text to a Table:  تحويل النص الى جدول 

Select the text ⟶ Click  Insert  tab ⟶ Click  Insert  Table  ⟶  Select Convert 

Text to Table⟶ OK   
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To Add a Row To Add a Column On table :  لإضافة صف او

 عمود في جدول معين  

Place the insertion point in a row below the location you wish to add a row⟶ 

Right-Click⟶ select Insert ⟶ insert(Columns to the left, Right, Rows Above, 

Below) 

 

 

 

 

To Delete a Row or Column: حذف عمود او صف 
 

Select the row or column⟶ Right click⟶ select Delete Cells⟶ Delete Cells 

dialog box appears. Select Delete entire row or Delete entire column⟶ Click 

OK 
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To Apply a Table Style:  تطبيك نمط الجدول 
 
Click anywhere on the table ⟶ Select Design tab⟶ Table Styles⟶ Click the 
More drop-down arrow to see all of the table styles 

 
 

To Add Borders to a Table: اضافة حدود للجدول  

 
Select the cells you want to add a border to ⟶ Design tab⟶ Select (Style Line, 

Weight line and Pen color) ⟶ Click the Borders drop-down arrow⟶ select the 

desired border type 
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To Resize a Table:تغير حجم الجدول 

 

 Click anywhere inside the table you want to resize 

 a small Cross Icon will appear at the top-left corner and a small 

Resize Icon will appear at the bottom-right corner of the table 

 Cross symbol to change the location of the table , and The other symbol 

is to change the size of the table 

To Merge Cells of a Table: دمج خلايا الجدول 

Select the cells you want to merge ⟶Press Right click ⟶ select  Merge cells  

 

To Delete a Table:حذف الجداول 

Select the cells you want to delete  ⟶ Select the Layout tab⟶ click the Delete 

Table 



 40 

Proofing: التدليك 

اٌتذليك يؼٕي لشاءج وً وٍّح )حتى سِٛص ػلاِاخ اٌتشليُ( في اٌّستٕذ تثظء ٚحزس أثٕاء اٌثحث ػٓ الأخطاء. اٌغشض اٌشئيسي 

ِٓ تذليك اٌّستٕذ ٘ٛ اوتشاف وً خطأ، سٛاء واْ خطأ إِلائياً أٚ خطأ ٔحٛياً أٚ خطأ في اٌىتاتح. يساػذ اٌتذليك في إٔشاء 

 ليك ٚخاٌي ِٓ الأخطاء.ِستٕذ د

 .اٌؼذيذ ِٓ ِيضاخ اٌتذليك اٌتي ستساػذن ػٍى إٔتاج ِستٕذاخ احتشافيح ٚخاٌيح ِٓ الأخطاء MS-Wordيٛفش ٌه 

To Access the proofing Options: 

Click File Tab⟶ o tio   ⟶ dialog bo   ill a  ea ⟶  elect   oofi g ⟶

Select the o tio   you  a t to  odify ⟶    

 

 

 

 

 

 

 

Check Spelling As You Type:التدليك الاملائي اثناء الكتابة 

Select the misspelled word ⟶ right click ⟶ A menu list displays the following 

options: boldfaced suggested spellings, Ignore, Add to Dictionary, AutoCorrect, 

Language or Spelling. 
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THESAURUS: الماموس 

 ً٘ رٛاعٗ طؼٛثخ فٟ اٌؼضٛس ػٍٝ اٌىٍّخ إٌّبعجخ ٌلاعزخذاَ؟

 ١ِضح لبِٛط اٌّشادفبد اٌزٟ ٠ّىٓ أْ رغبػذن فٟ اٌؼضٛس ػٍٝ اٌىٍّخ اٌظؾ١ؾخ. ٠Microsoft Wordمذَ 

٘ٛ وزبة وٍّبد ٌٙب ٔفظ اٌّؼٕٝ أٚ ٔفظ اٌّؼٕٝ رمش٠جبً. فٙٛ ٠ٛفش لبئّخ ِٓ اٌّشادفبد )وٍّبد ِخزٍفخ  اٌّؼغُ

 ٌٙب ٔفظ اٌّؼٕٝ( ٚاٌّزؼبداد )وٍّبد راد ِؼٕٝ ِؼبوظ( ٌٍٕض اٌزٞ رجؾش ػٕٗ.

To Use Thesaurus:  

Click the word in your document that you want to look up⟶ Review Tab⟶ 

Proofing group⟶ Click Thesaurus⟶ A group of synonymous words will 

appear⟶ To replace your selected word with one of the words from the list, 

point to it, click the down arrow, and then click Insert 

 

  

To Print a Document: طباعة المستند 

 

Open an Word document or start a new document ⟶  completed your 

document and are ready to print⟶ click File tab⟶ click Print ⟶ This will bring 

up the Print dialog box⟶Choose the number of copies you want to print and 

execute the print command 
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SAVING A DOCUMENT: حفظ مستند 

Click the File tab⟶ select Save As⟶ select Save As option⟶ A Save As dialog 

box appears ⟶ Specify the document  type, name, and storage location 
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Difference between Save and Save As Method : الفرق بين الحفظ و الحفظ

 باسم 

 الحفظ باسم  حفظ 

تحدٌث على معلومات الملف  الوظٌفة
 الموجود

انشاء نسخة و السماح بالحفظ 
 باسم جدٌد/موقع جدٌد

ٌستبدل الملف الحالً  الاجراء
 بالتغٌرات الجدٌدة

لا ٌستبدل الملف الاصلً و 
 لكنه ٌسمح بتعدٌله

ٌستخدم لتحدٌث التغٌرات فً  الغاٌة 
 الملف الحالً و الاحتفاظ بها 

نسخة مكررة  ءٌستخدم لا نشا
او حفظ نسخة معدلة من 

 الملف

 ٌفتح مربع حوار  لا ٌفتح مربع حوار  مربع الحوار 

مناسب للتحدٌثات او  حالة الاستخدام 
 التعدٌلات الروتٌنٌة 

مفٌد عند انشاء اصدارات او 
 نسخ احتٌاطٌة مختلفة لملف

 

CLOSING A DOCUMENT: اغلاق مستند 

Click the File tab ⟶ Click Close ارا ٌُ رمُ ثؾفع اٌٍّف عٛف ٠ظٙش ٌه ِشثغ ؽٛاس ٠غبٌه ارا ِب وٕذ

 رش٠ذ ؽفع اٌزغ١١شاد اَ لا 

)For a faster way to choose the Close Command, press Ctrl+F4( 
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Shortcut key Description 

Ctrl + A Select all contents of the page. 

Ctrl + B Bold highlighted selection. 

Ctrl + C Copy selected text. 

Ctrl + D Open the font preferences window. 

Ctrl + E Aligns the line or selected text to the center of the screen. 

Ctrl + F Open Find box. 

Ctrl + G Open Go To box. 

Ctrl + H Open Replace box. 

Ctrl + I Italic highlighted selection. 

Ctrl + J Aligns the selected text or line to justify the screen. 

Ctrl + K Insert Hyperlink. 

Ctrl + L Aligns the line or selected text to the left of the screen 

Ctrl + M Indent the paragraph. 

Ctrl + N Open a new blank document. 

 

Ctrl + O To open an existing file. 

Ctrl + P Open the print window. 

Ctrl + R Aligns the line or selected text to the right of the screen. 

Ctrl + S To Save a document. 

Ctrl + T Create a hanging indent. 

Ctrl + U Underline highlighted selection. 

Ctrl + V Paste. 

Ctrl + W Close a document. 

Ctrl + X Cut selected text. 

Ctrl + Y Redo the last action performed. 

Ctrl + Z Undo last action. 

Ctrl + Shift + L Quickly create a bullet point. 

Ctrl + Shift + F Change the font. 

Ctrl + ] Increase selected font +1pts. 

Ctrl + [ Decrease selected font -1pts. 

Ctrl + Del Deletes word to right of cursor. 

Ctrl + Backspace Deletes word to left of cursor. 

Ctrl + End Moves the cursor to the end of the document. 

Ctrl + Home Moves the cursor to the beginning of the document. 

Ctrl + Spacebar Reset highlighted text to the default font. 
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Ctrl + 1 Single-space lines. 

Ctrl + 2 Double-space lines. 

Ctrl + 5 1.5-line spacing. 

Ctrl + F2 Display the print preview. 

F1 Open Help. 

F5 Open the find, replace, and go to window in Microsoft Word. 

F7 Spell-check and grammar check on selected text or document. 

F12 Save as. 

Shift + Insert Paste. 

Shift + Alt + D Insert the current date. 

Shift + Alt + T Insert the current time. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 46 

Microsoft Excel is used to process tables and data. 

 يستخذَ ٘زا اٌتطثيك ٌّؼاٌدح اٌدذاٚي ٚ اٌثيأاخ 
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 The file extension of the Excel 2021 application is XLSX . اِزذاد اٌٍّف 

 The file type in the Excel application is called Workbook or Book. ٚٔٛع اٌٍّف ا

 فٟ الاوغً  ٠غّٝ ِظٕف 

 The consists workbook of Worksheets. ًّ٠زىْٛ اٌّظٕف ِٓ اٚساق ػ 

 The default number of worksheets is 3.               3اٌؼذد الافزشاػٟ لاٚساق اٌؼًّ ٘ٛ

 The worksheet consists of Columns and Rows. 

 Each column has a name, which is the letters A, B, C,…and each row has a 

number 1, 2, 3, ,… الاػّذح ٠طٍك ػ١ٍٙب اعّبء )اؽشف( ٚ اٌظفٛف )اسلبَ(   

 The intersection of the column and row the is the Cell, and each Cell's title is 

the Column name and Row number. رمبؽغ اٌؼّٛد ِغ اٌغطش ٠غّٝ خ١ٍخ ٚ وً خ١ٍخ ٌٙب

 ػٕٛاْ ٘ٛ اعُ اٌؼّٛد ٚ سلُ اٌغطش

 The number of columns in the worksheet is 256 and the number of rows is 

 ػذد الاػّذح ٚ ػذد اٌظفٛف  .256

 The number of cells in one worksheet is the product of multiplying the 

number of rows by the number of columns and equals 65536. ػذد اٌخلا٠ب فٟ ٚسلخ

الاػّذحاٌؼًّ اٌٛاؽذح ٘ٛ ؽبطً ػشة ػذد اٌظفٛف فٟ ػذد   

 

 

 

 

 

 

 

 

 

 



 48 

File tab: It includes the same instructions found in the Word application. 

1) Open:ْٚفزؼ ِظٕف ِخض 

2) Save: خضْ اٌّظٕف اٚ ؽفع اٌزغ١شاد 

3) Save As: خضْ ٔغخخ صب١ٔخ ِٓ اٌّظٕف   

4) New:أشبء ِظٕف عذ٠ذ 

5) Print: ؽجبػخ اٌّظٕف   

6) Close: غٍك اٌّظٕف   

7) Options: خ١شاد ِزمذِخ ٠شاد رطج١مٙب فٟ اٌّظٕف   

 

Cell contents: The cell contents consist of either (Text, Numbers, Date, Currenccy, 

Percentage, Formula) ِؾز٠ٛبد اٌخ١ٍخ اِب ٔض اٚ اسلبَ اٚ ربس٠خ ػٍّخ اٚ ٔغجخ ِئ٠ٛخ اٚ ِؼبدٌخ 

 

The orientation of the worksheet must be determined before entering data, and 

this is done from a tool (Sheet Right-to-Left) from (Page Layout). 
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Selecting Cells:    تحذيذ اٌخلايا

 Select the cell with one mouse click 

 To select an entire row with one click on the Row number 

 To select an entire column with one click on the Column number 

 To select a sequential group of cells, use Drag from the first cell 

 To select a separate group of cells, use Click+Ctrl 

Rwo and column formattin : تٕسيك اٌصف ٚ اٌؼّٛد 

 Home tab⟶ Format⟶ (Row Height, Column Width) رٕغ١ك ػشع اٌؼّٛد ٚ اسرفبع

 اٌظف

 Home tab ⟶Formate⟶(AutoFit Row Height)رؾذ٠ذ الاسرفبع اػزّبد ػٍٝ ؽغُ اٌخؾ 

 Home tab ⟶Formate⟶(AutoFit Column Width) ٍٝرؾذ٠ذ ػشع اٌخؾ اػزّبدا ػ

 ؽٛي ِؾزٜٛ اٌخ١ٍخ

 Home tab ⟶Formate⟶Show or hide row and columns اظٙبس ٚ اخفبء الاػّذح 

  ٜٛرشػ١خ اٌخ١ٍخ ٚ  اٌخ١ٍخ ٚ رغ١شاِب رٕغ١ك اٌخ١ٍخ  ف١شًّ رغ١ش ؽغُ اٌخؾ ٚ ٌْٛ اٌخؾ ٚ ِؾز ٌْٛ

..اٌخِؾبرا إٌض.  

 

Format the worksheet:ًّتٕسيك ٚسلح اٌؼ 

Home tab⟶ Format⟶(Rename Sheet, Move or Cope Sheet, Tab Color, Hide Sheet, 

Unhide Sheet)  اػبدح رغ١ّخ ٚسلخ اٌؼًّ , ٔغخ اٚ رؾش٠ه ٚسلخ اٌؼًّ ٚ, رغ١ش ٌْٛ الاسػ١خ , اخفبء اٚ

 اظٙبس اٌٛسلخ
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Formatting Cell: تٕسيك اٌخٍيح  

 Merge and Center: ُ٘دِظ خ١ٍز١ٓ اٚ اوضجش ٚ رٛع١ؾ ِؾزٛا 

 Wrap Text: اٌزفبف ِؾزٜٛ اٌخ١ٍخ ؽٌٛٙب 

 Change the cell format (numbers, text, currency, or date,...) 

Insert and Delet: الاضافح ٚ اٌحزف 

Home tab ⟶ Insert ⟶ Insert Cell, Insert Sheet Row, Insert Sheet Column,Insert 

sheet)  ادساط خ١ٍخ عذ٠ذح اٚ عطش عذ٠ذ اٚ ػّٛد عذ٠ذ اٚ ٚسلخ ػًّ عذ٠ذح 

Home tab ⟶ Delete ⟶ Delete Cell, Delete Sheet Row, Delete Sheet Column, 

Delete sheet) ؽزف خ١ٍخ, ؽزف طف اٚ ِغّٛػخ طفٛف , ؽزف ػّٛد اٚ ِغّٛػخ اػّذح , ؽزف ٚسلخ

 اٌؼًّ 
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Formula: اٌذٚاي 

In the following table, the most important functions in Excel will be classified 

according to their function: 

 

Search 

,Retrieval 

function  دٚاي

الاعزشعبعاٌجؾش ٚ   

Date,Time-

function  دٚاي

 اٌزبس٠خ ٚ اٌٛلذ

Logical 

function 

 اٌذٚاي إٌّطم١خ

Tesx function 

 اٌذٚاي إٌظ١خ

Math-function 

 اٌذٚاي اٌش٠بػ١خ

VLOOKUP:

ٌٍجؾش ػٓ ل١ّخ فٟ 

 عذٚي ساعٟ

TODAy: لاسعبع

 ربس٠خ ا١ٌَٛ

=TODAY() 

IF: رٕف١ز ششؽ 

 

=IF(A1 10, 

"Yes", "No") 

CONCAT/TEXTJOIN 

دِظ إٌظٛص ِٓ خلا٠ب 

 ِزؼذدح

=CONCAT(A1:B1) 

SUM:ٌُغّغ اٌم١ 

=SUM(A1:B11) 

HLOOKUP: 

ٌٍجؾش ػٓ ل١ّخ فٟ 

 عذٚي افمٟ

NOW: لاسعبع

 اٌزبس٠خ ٚ اٌٛلذ اٌؾبٌٟ

=NOW() 

AND:  ِٓ رؾمك

 ع١ّغ ششٚؽ

=AND(A1>10, 

B1<5) 

LEFT:  ٓاعزخشاط ػذد ِؼ١

 ِٓ الاؽشف ِٓ ثذا٠خ إٌض

=LEFT(A1:5) 

AVERGE: ؽغبة ِزٛعؾ

 الاسلبَ

=AVERAGE(A2:C2) 

INDEX: اسعبع

ل١ّخ فٟ ٔطبق ِؼ١ٓ 

 ثٕبء ع ِٛلؼٙب

YEAR: لاعزخشاط

 اٌغٕخ ِٓ ربس٠خ

=YEAR(A2) 

OR: ِٓ ٌزؾمك

ششؽ ٚاؽذ ع الالً 

=OR(A1>10, 

B1<5) 

RIGHT: لاعزخشاط ػذد

ِؼ١ٓ ِٓ الاؽشف فٟ ٔٙب٠خ 

 إٌض

=RIGHT(A2:5) 

MIN: اطغش ل١ّخا٠غبد   

 

=MIN(A1:B3) 

MATCH:  لا٠غبد

 ِٛلغ ػٕظش ِؼ١ٓ 

MONTH: اعزخشاط

 اٌشٙش ِٓ ربس٠خ

=MONTH(A1) 

NOT: ٌؼىظ ٔز١غخ

 ِٕطم١خ

=NOT(A1>10) 

LEN: ؽغبة ػذد الاؽشف

 فٟ إٌض

=LEN(A2) 

MAX:ا٠غبد اوجش ل١ّخ 

 

=MAX(A1:B1) 
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 A4+B6ِلاحظح: ػٕذ اخشاء اٌؼٍّياخ اٌحساتيح يؼطى ػٕٛاْ اٌخٍيح تذلا ِٓ ِحتٛا٘ا ِثلا =

  ٘زا يؼٕي خّغ ليُ اٌخٍيتيٓ

Some types of errors :ثؼغ أٔٛاع الاخطب  

  ####: طغ١شح ثبٌٕغجخ اٌٝ ؽغُ إٌض ٘زا اٌخطب ٠ؼٕٟ اْ اٌخ١ٍخ  

 #NAME? ُ٘زا ٠ؼٕٟ ٘ٓ ٕ٘بٌه ٔض ِغ اٌشل 

 #DIV/0 :٘زا اٌخطأ ٠ؼٕٟ اٌمغّخ ػٍٝ اٌظفش غ١ش ِغّٛػ ثٙب 

Preparing the page for printing:اػذاد اٌظفؾخ ٌٍطجبػخ 

٠ّىٓ رؾذ٠ذ ارغبٖ اٌظفؾخ ػٕذ ؽجبػخ )ٌفمٟ اٚ ػّٛدٞ( ١ٌظ فمؾ فٟ رطج١ك الاوغً ٚأّب فٟ اٌزطج١مبد 

 الاخشٜ ١ٌّىشٚعٛفذ اٚف١ظ, ٠ٚزُ رٌه اِب ِٓ  

File tab⟶print ⟶Setting   OR   Page Layout⟶Orientation ٚرؾذ٠ذ ٔٛع اٌطجبػخ افمٟ ا

 ػّٛدٞ

Page Layout⟶ Size ؽغُ اٌٛسلخ 

Page Layout⟶ Margins رغ١ش اٌّغبفبد اٌّزشٚوخ ِٓ ؽذٚد اٌٛسلخ 

Page Layout⟶ Print Areaرؾذ٠ذ ِذٜ اٌخلا٠ب اٌّطٍٛة ؽجبػزٙب 

 

 

 

 

 DAY: َ لاعزخشاط ا١ٌٛ

 ِٓ ربس٠خ

=DAY(A2) 

 

TRIM: ؽزف اٌفشاغبد

 اٌضائذح ث١ٓ إٌظٛص

=TRIM(A3) 

ROUND:  َرمش٠ت الاسلب

 اٌٝ ػذد ِؼ١ٓ

=ROUND(A1:2) 
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