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4 Create Files &Folders   High level programming 
language /Constant and variable/Library 
Function /Arithmetic expression/Type of 

Monitor /Number of systems 

  

 Introduction about MS-DOS Operating الشهر الثاني  5
systems/DOS drive /Key-Board 

  

6 Introduction about Windows /A look at 
Windows 7/Stating Windows XP/Working 
with a windows Program 
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8 Working with Taskbar and Desktop Using 
Windows Accessories 
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10 A look at Control Panel   
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14 Introduction about Microsoft Word A look at 
Microsoft Word /Editing Document 
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 الشهر الاول 

Text Formatting   

16 Formatting paragraphs   
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18 Proofing documents   
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 الشهر الثاني 

Adding Tables   

20 Inserting Graphic Elements   

21 Controlling page  Appeara   
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24 Introduction about Excels /A Look at 
Microsoft Excel 
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26 Modifying A Worksheet /performing 
Calculations 
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 الشهر الرابع 
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29 Formatting a worksheet Developing a work 
book 
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