S 3902 (ol (Luilas! o
©ylig badgy ols o
cwlyy Ligg) ols o Cody jlawis o
O g | goghe (LS g0 (50 W) (golo w51y
Cudglro s W

Q9,(go Jugnid giguaed O

(55 4) o> 3> Lot

RTINS I | <1

)

1400 e









> PSS

°;—~ﬁ°;Ue’reﬂb«ssﬂ%"sﬂs‘wébsﬂﬂﬂws’?e’ °}“J9955J‘°““ .
955 D0 yigmeS 433> > oIUSG ok (59 4B 2oL 8 Wyles (5 )F



=3 g (COMpruter)

(S O W35 Ao gl (Swdly (2 59 Lilo (B 92 gt RS
(o) A (5 SS9 J 4 31 29 (2 (S8 Lo (Sigho p1)59 59 92 g L
(SO Jo5 8 b g 4o dwlono (o3 Lo (o2 (S Jiwd| 455 olS 4 Compute o yiguoS b




veo 40101

Ay SN i Y95 3

(omig WY U5 ) G5 Guamig 39 SENIDY (o S| (i ST g5

4> Compute o 4ouls (Computer) .55 018 1y oz sganoS O Al Il 939 g 33 & (b Y5 *°
L 5 P9wgol 4. 5030 g &) (Ng o O yigmeS Lb> S 4 us“;w‘m‘“s-'w °ss’o.59'“d**"
(SO Saw 0398 Sl (9 3Kgu) & (5 gt 43 05100 yigmaS 3 (5 giguigold Wig )l yigameS O I

160 9499 O yiganoS O
C 0 M P U T E R

Common Operating Machine particular used for tread, education research.



SEL PRI

>

| 1 o g00lu gl 9 S 5990 4ilig) 3 L 3 (5 gilo Ty 4 °
.;. e Nig§ O UL S gl g w9 wodd gIlluil S ogw g3yl 43 S99
----- U gilidnn 4 Ol 5990 Ailigy & UL S . Jgw 219 oguyg b Sl 990
AT gl 4 gililuil . 09 A5 & Wlue O (3 4591 093 2 <09 (T 95y
Tl Lt 49 gk 3 93V ko 393 Jo o 0w dlawly &) igS &
Ny 4 oo e g

I 1:._:— S5 O P (o8 gl 300 §o e (R02S g 3 ST 4830 ©
s | Tl SYSS 5 49 9700 905 B sigueS . (sl 3lo By & igueoS
”"‘C;'fo (55Y U5 9 53 Jylows & sigue o 0300 shiluwo 5 999 3 (o
— W & th' Ju> C gsﬂ SYoS nb 1o of. gsf 6“‘49 c..=>"41b 9
. & ot add gf digs

. .. A 3 - —
: \ SO~ \ T2 (TS
" -

——



HogmoS 0)ld J> 50098 8

ol 4y (I JU sNe1iEE & @‘ gl (3519 31) 43 (55010 yiguuoS’ (5908 0y US> 6,» .
Syl Jiga g 3’949’ Pgmmilod ;’ 197 & PLgiin w0 ) u‘-“%'sb 2999 99 yigueS 48O 9w 492
& (953l ml. o2 . 81) O ygmS 1. °3’)°u9lﬂﬁhs59’s ) & pigaes 4539 (1.B.M) copm
w'é 238 0 Jod o9 Ggled St omaSd Ms;sb Elpol Lo 4. b Joogig pof
S95 (S 30 s' Js;v—f & o> A gt gl of digeSTy ¢« 15 LS (SCgl! ss’ o 197 49 3 g
s SIS Jo539 ki & yauno of wﬂ“ﬁ“ﬁ?ﬂ“@dkﬂ“ﬁsﬂ?s'wﬁh



389 (oW 4 & Hludl g Comd (o5 g

a2 4 9l 55 299 I B poT paL gl Al 099 sigmaod 1w S ©
M“u"wl—ﬂésﬂuw'“s“sfsﬁm“ (Sgk> &g
oW SIS 1521 T E 5 4 g 939 S

ms'gsé‘eésrfwjﬂé;ésw’e-’wwwﬁ Lyl o °
040 F0gd sgunoSd Asl alalé dogS &S il (59 4> Jalks (0o
@‘sgag.wsbma‘s&b@,«u”aﬁydaﬁm“s;
(S5 318 Ologllo bl 9 &5 yigmmeS'y

OLEND1 9 2 0010 455 Al 0gy ygmwoSd 4> o,la.: JoS og>d 0 ®
uu‘s,s‘s.»,a‘_;wo,:

01 5399 Cadsb 4 Sudyld O 4d O LA yiguuoSd (o <03 49 gL *
59 03991395 (5 gigfud b (Swigl. 5o

- Sgwolod 351 Jowy Agw JU930 dhwig 43 sigunoS O tCuisd J ©




160 o 45 & pigmnoS g Comnd (i il S

gy Cungd gl EI i1 ¢ s AlS &) (0930 o2 (58 99290 gl Abawg 4 T Al 5 (it
s

(S5 I 5 Y Jo 0510 4ad Ly gl (g Agomoncs AlSD 49 9IRS 9090 9590 O 2 S bey9 5.:.:;,&3! .

PgaS 455 (53 0)21e IeT 121 4 I s 93 (i ST gl (2 il (o2 45550 S gl
o (o geS (o SYgS Opu ot il (o2 15 i 40'540&4’?‘53“43?4*&;;;:::




&? 995 9,15 S g

Office gdo°

Home ,o5 °

Hotels Jyo» °

Hospital LGS °

Banks b °

Educational pudss °
Supermarkets qoS,lo yow *
internet gui,l ®

Games (55 S °




PP WS

T pd W N 43093052 gl (9 J99 SNV 4 2§97 455 9530 9398 O yigmeS T Sl @

*

B Hardware

= Storage

W
e
E
(]
Q.
e
()]
o’
-
Q.
£
(=)
J




Hardware wo9,l

29931 9 (Johol> ilod oguiyg WY 4 of S Cu g9 (9P (2 W90l Tgp b By 4D sgumeS S
&35 J Hardware

. 08 45> 3399l & LLs 4Py (3D sguneS O °
(59 455 199yl O UyLs (5 49 oilo of Puudi ol 8 (o2 45 4dD yigmeS S

y o

'n




B IULE

L 00 (Ggu Ty O3 Jo9 JoSo 4 (3 493 08 (o2 03w J99 ST 4 90 530 B Hgsr S
Input .1
Output .2

Process .3

Heatsink and Fa



Input Device Part .1

955 Jo19 Ologhao a3y 38 & wgmaoS 09 o 9w SY95 390 (2 G3Y 3 (B 45 ARD wigmeS O °
Sk sleslae 4 ann gy ast gl s gles s eSS s o (68 by 4 gladas sals ads Uy :Data

Lg,f J:ﬁédﬁ&gx\f‘g cox dey 4 s
A i el st AL gn 6 g ant Gl s o gl WIS

$

\/

.uﬁ-bw&:gjﬁjb.kﬁ‘\j«ﬁﬁ-~J@t\.§'\.;ﬂ.o.3’0’

¢

.gi\)gfgsb‘-oﬁs\goj);ﬁ;b&.;j\z JoasE: A 3@:\3\;”&\.&5\’:’

¢

, »
. L;}-‘J L;&.)\)\ rﬁj\ﬁ,&g} e Lzﬁ}"_ gl ég\;’o‘

.
.
3

g e S iS¢ B S gl gV gl |



990 (S 9088 > >y dinput

VAVY 4 g0 & o9 (59539 S0 &5 pisS 09 3 S &) yigueoS 3 (52 03 455 4kd INPUL S o ©
T BT L

o) et 099 (g0 Wb wud O 9. Mg oy of M w2 L (S (U W 439 T S VR 50 e
(S O

#

&




(SO dowd A 4 wgo 005 A IS o

(TRACK Ball MOUSE)

(TRACK Laser MOUSE)

(TACK PAD MOUSE)

(TRACK PAINT MOUSE)

(TSS OR TUCH SENZITU SCREEN)




coo 4013 (>3 O ugo O

> o ‘sgwwpm:@g;éga,‘s&gﬁuyyuéé@éQ@p,’@éwpd&b'é :TRACK BALL MOUSE -
(SS9 yusS (SR A 90 3 (T 5w 4 b g5 99505 o 990

42 3 gl o Elai S5 w93 O T 4S9 GWY A (2 T 5O wge W9k o0Lw ob 19 :TRACK LIZER MOUSE *
21 g0 JSoral & ugo ud 483 S8 415 s I amoS 41 1905 w0 &3 Elai

&3 Bluetooth




gséﬁ V90 33 O

1 RIGHT CLICK 2LIFT CLICK 3 SCROLL BUTTN (s 4SS (59
y5u LISZER °
359 BOARD °



oo 40101 S99 O g0 O
US4 O Wgd G285 89 ol 5o 4SS 090 o2 (5 Caidgn 5 yisemeS W od 49 wgo 19 :TRACK PAD MOUSE °
3 3 gﬁbu

I Jg9 e dgw Vg5 5)¥ O 509 gl 5 Cudge S g 4 g Jg9 19 TRACK PAINT MOUSE °
S O AgSAS yugold. 9055

(679 T o2 By (T Pl S 4B &) go 13 Toges :TRACK TACH MOUSE -



<995 KAY BOARD

. &5 JoS &35 yigmeS 3 53l 5951 BAINARY DATA & yigmeS 09 o 03 4l i INPUT &
& 4 1+F 5 45 | o :Normal key board
.Sy 4 5399 11V 5 45> ) o :Multimedia key board

o SNy 559 o> o &9 4 pokro &gy 509 :Ergonomic key board




L SO S Jidg 95 95 4 lmagu dlgd O ygmS O

Functions keys
Keyboard
Arrow keys

Control keys

Key pad

Jeb Q A > ] | 0 P {

— { ) \
EGI™N e St SR A fme—— Jedes I BTLE . KT Tzl e e——m
s Lock ) 5 D F G M J K L !

Al

—

X C Vv 8 N M < > ? st



wuSw SCanner

D 42D (59 S9w el 3§ 39 93 &) % A5 AR St (59, U Gy 4 U b (3 09 45 Ad gl O pusw
.@#'éﬁ)}md




Scanner Company
Sony Company
Hp Company
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Canon Company

More About Scanner

Scanner quality Scanner size
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(Control Panel)

Control Panel

&«

File

Edit

v » Control Panel

View Tools

Help

Adjust your computer’s settings

System and Security

Review your computer's status

Backup and Restore (Windows 7}
Find and fix problems

* Network and Internet
Connect to the Internet
View network status and tasks

Choose hemegroup and sharing options

Hardware and Sound

View devices and printers

Add a device

Adjust commonly used moebility settings

; Programs
E:I Uninstall a program

Save backup copies of your files with File History

&5

iy

3
©

View by: Category ~

User Accounts
G Change account type

Appearance and Personalization
Change the theme

Clock, Language, and Region
Add a language

Change input methods

Change date, time, or number formats

Ease of Access
Let Windows suggest settings
Optimize visual display

v O

[= e ]=]

Search Control Panel 2



Control Panel Home

Change Action Center settings

Change User Account Control
settings

Change Windows Smart5creen
settings

View archived messages

View performance information

Action Center

Review recent messages and resolve problems
Mo issues have been detected by Action Center,

Security

Maintenance

If you don't see your problem listed, try one of these:

! Troubleshooting -Lri
Find and fix problems

Recovery

Refresh your PC without affecting
your files, or reset it and start over.

© ©
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Keyboard Properties

Speed | Hardware

Character repeat
. Repeat delay:
Long
Repeat rate:
S Slow

Click here and hold down a key to test repeat rate:

Cursor blink rate

MNone

QK Cancel

Shart

Fast

Fast

Ppphy




Mouse
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Buttons Pointers  Poirter Options  Hardware

Button configuration
[] Switch primary and secondary buttons

Select this chech box to make the button on the
right the ane you use far primary functions such
as selecting and dragging.

Doubleclick speed

Double-click the folder to test vour setting. If the
folder does not open or close, try using a slower
zetting.

Speed:  Slow ' Fast

Click Lock
[ ] Tum on ClickLock Settings. .

Enables you to highlight or drag without holding down the mouse
button. To set, brefly press the mouse button. To release, click the
mouse button again.

QK Cancel Apply




Program and Futures
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Uninstall/ Change i3 4ind Ly b g 5,198 (2 930 o2 o5 Sl suils o159 39 4id 4y . ol
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&« v 4 [ * Control Panel » All Control Panel ltems > Programs and Features + O

Search Programs and Features 0
File Edit View Tools Help

Control Panel Home .
Uninstall or change a program

View installed updates To uninstall a program, select it from the list and then click Uninstall, Change, or Repair.

® Turn Windows features on or
off

Organize + = - @
A
- m ﬂ ﬂ COREL
Activation Adobe Bridge CC Adobe Creative  Adobe lllustrator Adobe Media  Adobe Photoshop  Adobe Premiere  Corel Graphics - Corel DRAW Intel(R) C++

Windows 10 Office 2017 Cloud ccamy Encoder CC 2017 ccamz Pro CC 2017 Windows Shel...  Graphics Suite...  Redistributable...

e 10§

Microsoft Office Microsoft Visual ~ Microsoft Visual ~— Microsoft Visual  Microsoft Visual ~ Microsoft Visual ~— Microsoft Visual — Microsoft Visual — Microsoft Visual — Microsoft Visual
Professional PL... C++ 2005 Red... C++ 2005 Red... C++ 2005 Red... C++ 2005 Red...  C++ 2008 Redi... C++ 2008 Redist... C++ 2008 Redi.. C++ 2008 Redist... C++ 2010 x64 ...

Microsoft Visual — Microsoft Visual — Microsoft Visual  Microsoft Visual  Microsoft Visual — Microsoft Visual — Microsoft Visual  Microsoft Visual Persian - (MRT SMADAV version
C++ 2010 %86.. C++ 2012 Redi.. C++ 2012Redi.. C++ 2013 Redi.. C++ 2013 Redi.. C++ 2015 Redi...  C++ 2015 Redi... Studio Tools for.. www.Win2Farsi.... 10.3.1

“~_.  Currently installed programs Total size: 6.48 GB
[,] 34 programs installed




Power Option
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A 53 O)Ls (o < 59 S (P%0 0yl Bya0 3 gl 5990 195 Savtg O L dowd 559 °

= =TET= Balanced! °

« v A @ » Control Panel » All Control Panel ltems » Power Options » Edit Plan Settings v O Search Control Panel R

it View Teools Help

[
Change settings for the plan: Balanced Power save r'

Choose the sleep and display settings that you want your computer to use,

J ot High PerformanceY °

[ Turn off the display: 5 minutes W 10 minutes

Adjust plan brightness: v ' @ .

Change advanced power settings

re default settings for this plan

CCCCCC



Task Bar and Start Menu

> gl oy Items ..; Start Menu of Taskbar 4 avgs dhy 5,¥ J WS o0 °
e ,_Q,S ,.5.6!.3 ik 0yl 4 Taskbar gf Start Menu s Lol o 6.‘9,4

Taskbar

Lock the taskbar

@ on

Automatically hide the taskbar in desktop mode
@ off

Automatically hide the taskbar in tablet mode
@ D off

Use small taskbar buttons

@ on

Use Peek to preview the desktop when you move your mouse to
the Show desktop button at the end of the taskbar

@ off

Replace Command Prompt with Windows PowerShell in the menu
when | right-click the start button or press Windows key+X

@ orf

Taskbar location on screen

Bottom v
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Fonts

Language

Personalization

CDR Diwani Normal

et

Font style:  Normal

Show/hide: Show

A = | e
&« “ 4 A » ControlPanel > All Control Panel lterns » Fonts (] Search Fonts
File Edit View Tools Help
Control Panel Home . . .
Preview, delete, or show and hide the fonts installed on your computer
Font settings X X X
Organize ~  Preview Delete  Hide = -
Get more font information . .
online =
Adjust ClearType text .
. . 2 o 4 ] . P . -
Find a character Abg AB() \O?_‘ ";1 —_— l :.wl'.... I. “l "“L_,<,L ib"z hﬁl ﬁuﬁl
Download fonts for all =
languages
Candara Castellar Reqgular CDR Diwani CDR Kufi Morral CDR Majaleh CDR Masim CDR Megar CDR Persian CDR Reza Mormal CDR Titr Mormal
Normal Normal MNormal Normal Mormal
&4 c S
d,dl 4l Abg A6b  Abg  Abg  Abg  Abg Abg  Abg
CDR Trafic CDR Zar Mormal Centaur Regular CentSchbkCyrill Century Gothic Century Regular Century Century723 Cn Century751 BT Century751 Mo2
Mormal BT Schoolbook ET Regular BT
Ab Abg  ABG M Ab Ab Ab Ab Ab Abg
g g ; g g g g 9
Century751 5eBd Chaparral Pro Charlemagne 5td Chiller Regular Clarendon Blk BT Clarendon BT Clarendon Lt ET Colonna MT Comic 5ans M5 Compset
BT Bold Black Light Medium
-
Abg -5 Abg Abg Abg Abg ABG Abg Abg Abg
Text Services and Input Compset Mazar Compset-s Consolas Constantia Cooper Black Cooper Std Copperplate Corbel Courier Mew Courier Reqular hd



Windows Mobility Center:
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955 990L 5 Jge gV @

m Display
brightness

Erightness

Mo sync
partnerships

Sync settings

Sync Center

Volume
By Mot presenting

Turn on

Presentation Settings

Mo battery is
t?E detected

Balanced

Battery Status

MNo display
connected

Connect display

External Display




Personalization
. 9w éﬁlﬁﬁ‘ 99w (g S 3' hﬁ)c}',‘c )ggw o)l.gJ ‘:5&%0 K )33.”056 .

5] [= ][ |[==]
&« v &2 > Control Panel » All Control Panel ltems » Personalization v | & Search Control Panel el

File Edit View Tools Help

Control Panel Home .
Change the visuals and sounds on your computer

Change desktop icons Click a theme to change the desktop background, color, sounds, and screen saver all at once.

Change mouse pointers Savetheme  Get more themes online -
Windows Default Themes (3]

Dell Windows 10 Flowers

Installed Themes (1)

=

Windows

High Centrast Themes (4)

e [P
&2 o

Desktop Background Color Sounds Screen Saver

See also

Display

Taskbar and Navigation

Ease of Access Center img13 Color 3 Windows Default Mone



Date and Time
g 9ok (39 M of U Colw yigmos Ju> o

Date and Time  Additional Clocks  Internet Time

Dates
Wednesday, June 3, 2020

Time:
4:22:38 AM

E;'Change date and time...

Time zone

(UTC-02:00) Pacific Time (US & Canada)

Change time zone...

Daylight Saving Time ends on Sunday, Movember 1, 2020 at 2:00 AM. The
clock is set to go back 1 hour at that time.

Metify me when the clock changes

QK Cancel Apply




Auto Play

¥ Il Default 4 ;90X 5 9990 of (59 59 S9¢ (5P owe PaoaT ¢ gwlgde g9 pigedlu g & °
. @M") 5& J,Qb,ﬁcgw J"é&ﬁ,.uof (Dewce) 0&34'6‘?&) gw,.sJ.wg')

&« v 4 [mgd » Control Panel » All Control Panel ltems > AutoPlay v | D Search Control Panel 2

File Edit View Tools Help

~
Choose what happens when you insert each type of media or device 7]
Use AutoPlay for all media and devices
Removable drives
- Removable drive Choose a default E
[] Choose what to do with each type of media
=] Pictures Choose a default
| Videos Choose a default
4 Music Choose a default
& Mixed content Choose a default
Camera storage
I® Memory card Choose a default hd
DVDs
B pyD movie Choose a default N
B Enhanced DVD movie Choose a default ks
Blank DVD Choose a default v
B pyD-Audio Choose a default kS
Blu-ray discs
T e s i m i - - v

Save Cancel



Trouble Shooting
.995 odlaiu! &5)3 o)l Jo> o NS0 ‘“séIG of (SP9OE O 939 g O

[sad Troubleshooting E“E“il

« ~ 4 [ s Control Panel s All Control Panel lterns » Troubleshooting w | @ | Search Troubleshooting el

File Edit View Tools Help

Control Panel Home
Troubleshoot computer problems

View all Click on a task to automatically troubleshoot and fix commeon computer problems. To view more troubleshooters, click on a category or use the Search box.
View history

Change settings Programs

Get help from a friend = Run programs made for previcus versicns of Windows

Hardware and Sound

G Cenfigure a device | Use a printer @ Troubleshoot audic recording
G Troubleshoot audio playback

Network and Internet

Connect to the Internet | Access shared files and felders on other computers

System and Security

Fix problems with Windows Update | Run maintenancetasks | W9 Improve power usage

See also
Security and Maintenance
Help and Support

Recovery



Default Programs

&Y 9gllad o 4 gigolFg g ol O Aigol g 5 5«.’ 0yl gy (o O dlawg 43 WloS GO0
... 39 3 Photo, Paling Music, Internet Browsmg, Editing

o | = || || = |
&« S ’.701 » Control Panel » All Control Panel ltems » Default Programs v O Search Control Panel y-]

File Edit View Tools Help

Control Panel Home

Choose the programs that Windows uses by default

[mi] Setyour default programs

Make a program the default for all file types and protocols it can open.

[f=] Associate afile type or protocel with a program

Make a file type or protocel always open in a specific program.
Change AutoPlay settings

Play CDs or other media automatically

Set program access and computer defaults
Control access to certain programs and set defaults for this computer.

See also

Programs and Features



Bit Locker Drive Encryption

4 9l J& (59 4y T P931s0 4 g O y905 o> Data gl Aghle ain Jed 4w yo 4 Bit Locker s °
External Hard g USB Flash Drive ax 339 & Bit Locker o 45 ,wop 9)9‘ ) bl

9w 5539 PR ygwld 4yg of Plw T B> 4 Drives

[= &=

] Search Control Panel je

&« v
File Edit View Tools Help

v %g} » Control Panel » All Control Panel ltems » BitLocker Drive Encryption

Control Panel Home - . -
BitLocker Drive Encryption
Help protect your files and folders from unauthorized access by protecting your drives with BitLocker

Operating system drive

C: BitLocker off
9 Turn on BitLocker

I

Fixed data drives

D: BitLocker off

9 Turn on BitLocker

Removable data drives - BitLocker To Go

Insert a removable USE flash drive to use BitLocker Te Go.

See also
) TPM Administration
Disk Management
g9

Privacy statement



User Account
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e o .gw Y99 Gigll dgd 50 4 g0 °
| & Standard Accounts | °
Administrator Account Y °

Guest Account Y °



Region and Language
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Device Manager

g (TPl ) gedlv Driver gl Sooww 995l 8 ygmoS Jos 0 5,¥ 4 Device Manager s °
¥ 4 Manage s My Computer s p» of Administrative Tools 5 490 WloS' (54904

o Device Manager — O d ”"’ yﬁ')
° [ ;
File  Action

View Help

o= @ HE B

v & DESKTOP-SGGPCRF
i Audic inputs and outputs

% Batteries

3 Computer

= Disk drives

[I& Display adapters

= DVD/CD-ROM drives
% Imaging devices

E2 Keyboards
@ Mice and other pointing devices
& Menitors
I;_Tlr‘ Metwork adapters
~ R¥ Other devices
Bi PCl Simple Communications Controller
Bi Unknown device
Bi Unknown device
i Ports (COM & LPT)
= Print queues
[ Processors
[® 5D host adapters
B Software devices
I Sound, video and game controllers
& Storage controllers
i3 System devices
i Universal Serial Bus controllers
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Gereral  \iew  Search

Open File Explorerto: | Quick access o

Browse folders
(®) Open each folder in the same window
==

() Open each folder in its own window

Click tems as follows

() Single-click to open an item (point to select)
% |Underine icon titles consistent with my browser
|Underine icon titles anhy when | point at them
(®) Double-click to open an item (single-click to select)

Privacy
0 Show recently used fileg in Quick access

LT

= Show frequently used folders in Quick access

Clear File Bxplaorer histary Clear

Restore Defaults

QK Cancel Apphy

Folder Option

* .

P4 W

*

LS g9 °



System
9% (95 Oy Wg,l5 S 199 3l Ologhao (0905 01 &) sigmeS & WL (58 4 S o 4y ©

o = |[& ][5

&« v o 5 Control Panel » All Control Panel ltems » System v Search Control Panel 2

File Edit View Tools Help

Control Panel Home . - .
View basic information about your computer

®) Device Manager Windows edition

G Rernote settings Windows 10 Enterprise

) System protection © 2016 Microsoft Corporation. All rights reserved. == WI n d OWS 1 O

) Advanced system settings

System
Processon: Intel(R) Core(TM) i3-3110M CPU @ 2.40GHz 240 GHz
Installed memory (RAM):  4.00 GB (3.88 GB usable)
System type: 64-bit Operating System, x64-based processor
Pen and Touch: Mo Pen or Teuch Input is available for this Display

Computer name, domain, and werkgroup settings
Computer name: DESKTOP-SGGPCRF GChangE settings
Full computer name: DESKTOP-SGGPCRF
Computer description:

Workgroup: WORKGROUP

Windows activation

Windows is activated Read the Microsoft Software License Terms

Product ID: 00329-00000-00003-AA630 E;Change product key

See also

Security and Maintenance



Sound
(% gy Setting jlgf o pgmoS Jo> o dhuwg &) WhoS g00 ©

2 |2 |
Playback Recording Sounds Communications

A sound theme is a set of sounds applied to events in Windows
and programs. You can select an existing scheme or save one you
have modified.

Sound Scheme:
Windows Default ~* Save As... Delete

To change sounds, click a program event in the following list and
then select a sound to apply. You can save the changes as a new
sound schieme,

FProgram Events:

EWindnws P
E E(:| Asterisk
E[:| Calendar Reminder
Close Program
E(] Critical Battery Alarm
1] Critical Stop v

|:| Play Windows Startup sound

(None] = Test Browse...

K, Cancel Apply
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1995 OFFICE 1995 FOR WIN 95 7.0
1997 OFFICE 1997 FOR WIN97 8.0
1998 OFFICE 1998 FOR WIN98 8.5
1999 OFFICE 2000 FOR WIN2000 9.0
2001 OFFICE 2002 FOR WIN2002(XP) 10.0
2003 OFFICE 2003 FOR WIN2003(PROF) 11.0
2006 OFFICE 2007FOR WIN?7 12.0
2010 OFFICE 2010 FOR WIN8/VISTA 14.0
2013 OFFICE 2013 FOR WINS8/VISTA 15.0
2016 OFFICE 2016 FOR WIN 8/10 16.0

2019 OFFICE 2019 FORWIN 10 19.0



Microsoft Word

Microsoft Word (or simply Word) is a word processor developed by Microsoft. This application
program is mainly used to write books, notes, reports and etc.

Documentl - Word
Insert Design Layout References Mailings Review View
-y L. N W £ Find ~
ibri - - - B s— o Z— v A— = o= A
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- wac
Paste o : -y, - E=E== =, v . i i i i =
N ~ Format Painter B I U-~aex, x A~%¥-A B = = = = ‘Q -+ TMormal | TNoSpac.. Heading1 Heading2 Title Subtitle = I Select~
Clipboard ] Font ] Paragraph [} Styles ] Editing -

5 =
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https://en.wikipedia.org/wiki/Word_processor
https://en.wikipedia.org/wiki/Microsoft

Create

| Video Editor

Groundhog

Day
Today all day ‘? w

Sunday 2 3 Xbox Console...

Voice Recorder

How to open the Word program?

Weather

Windows Accessories ’; lf“ ) ' st @ g
) -

Windows Administrative Tools

Paint 3D OneNot Movies & TV Groove Musi Sky o d
Windows Defender Security Center s — s - Press the WIn ow .

Explore

Windows Ease of Access

Windows Media Player

Choose the word icon °
Windows PowerShell ﬂ e n

. Microsoft Store Microsoft Edge fre Facebook Imo Messenger
Windows System .

Click or press Enter Key °

Mostly Cloudy

e . - P | | 0

WinZip Malware Protector

Maps Washington, D.C. Opera Browser IMP 11 (SW)
Word 2016

7 -
WO rd Search for online templates »p Sign in to get the most out of Office
Learn more
Xbox Console Companion
2019-20 Gran... Recent -

Pinned )
XXXXXXXXXXX

« Pin files you want to easily find later. Click the pin icon that
appears when you hover over a file.
Today

VE Technology & Computer .docx
E: » my Chepter for inestetud » My Books For Com...

Yesterday

VE Da Hen Repot.docx Blank document Adjacency letter Adjacency report
£ » New folder (2) » WRANGA » New folder (2)

Vﬁ Aw paw pylgc o5.docx
E » New folder (2) » 2019 Reports » 01 -01- 2019
This Week

VE wzollisg.docx

E » my Chepter for inestetud

VE wzollisi.docx

Desktop » my Chepter for inestetud

VE computer.docx
Desktop » ITC Notes

Adjacency resume Apothecary letter Apothecary newsletter
ay Open Other Documents

[Your -
Namal



Account

Options

New

Blank document

Startup Screen

Documentl - Word

Adjacency letter

XXXXXXXXXXX

w
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Mushfig Din Mohammad
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Inter face Screen

Document? - Word
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Account

Options

The File menu

New: To open a new file

Open: To open a saved file

Save & Save As: To Save or store a file in a directory
Print: To print a document or file

Share: To share a saved or new file in Online Base
Export: To save of write a file on other disk

Close: To close afile

Account: To active the word program

Options: To change and manage the commands

89



Open
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Document! - Word = | X

Mushfig Din Mohammad
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A== OneDrive - Personal I
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Documents
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] ThisPC W
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N A |:f] » This PC » Documents » v O Search Documents sl
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BFDWSE » ' 3D Objects Iy POFl 2/19j2018 11:10 File Falder
Older I Deskiop 5 c2.mazums. ac.irarticle-1-286-Fa. pdf 6/7(2019 2:07 FDF File
. ] e @ Documents M| Docz dacx 7128/2018 3:03 Microsaft Word Do
gle 3 bglo Aoy & Dowrioads 5] OCCUPATION AND JOE. docx 3(14/2019 6131 Microsoft Word Do
fuzzint DESKTDP J’ﬁ Musi M= The recommenditian lstter docx 9/3/2019 3:01 Micrasaft Word Do
Course pa“w of Princi . _USIE M= Thesis of Riowa 1397 . docx S/16/2018 2:39 Micrasaft Word Do
Options MW= D . Fruit growth lectures = Pictures (5] Topic docx 7/142019 10:39 Micrasaft word Do
. B videos 5] o apeidods wsodl aiblad s al ailogirle s, 1j30/2020 11142 Microsaft Ward Doy
CDUTSE.’.' pallcy of Sto ra “am Local Dish 0] 013LE 3 Lol bl 9 L Sz judock 212712019 353 Micrasaft Ward Do
D: = Fruit growth lectures - Mew Yolume CIEE) . o T g docx 226/2019 1126 Micrasoft Ward Do
@ Course pa||cy of Fruits — Hew olume 0] 5yl by dac 7izai2018 303 Micrasoft Ward Do
- e . N
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Save As

Mushfig Din Mohammad

Save As

E‘% OneDrive - Personal NO INTERMET CONMNECTION

din.mushfig@hotmail.com El Save As %
E‘D This PC ™ | Jocuments | 0 Search Documents o
LI
Organize = Mew folder == - o
I Add a Place [ Deskkop " Marne Drate riodified Type ~
=| Documents Custom Office Templates 2}20/2015 4:31 File Folder
Browse & Dowrloads My POFil Z{19/2018 11:10 File folder
J‘, Music 1= Dacz. docx Fl2af20158 3:03 Microsoft Waord Do
= Pictures mdg_ COCCUPATION AMD J0B.docx 3114/2019 6:31 Microsoft Word Do
g Videos 1= The recormmendition letter. docx Q132019 301 Microsoft Word Do
M= Thesis of Rova 1397 .docx Si1a/2018 2:39 Microsoft Word Do
‘o Local Disk, T
0= Topic.docx Filjen1e 1039 Microsoft Word Do
Account = N Volume 05 o5 giuilais woibailia? Saiglailegudle s, 1/30/2020 11:42 Microsoft Word Dor
- e Yaolume N e = = =
Options
File name: | Docl.doox —
Save as type: | Word Document (*.docx) ~
Authors:  Mushfig Din Moham... Tags: Add atag
[15ave Thumbnail

. Hide Folders Tools = Cancel
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Print

Docurnentd - Word 2 - x

Mushfig Din Mohammad

Print

MNew . } -
Copies: |1 - -
Open =]
Print
Save
. i
c
Save As Printer
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New

Open

Save

Save As

Print

Share

Export

Close

Account

Options

Share

Share

:.-f. Share with People

[@j Email

L:GE!B Present Online

Post to Blog

Share

Document? - Word

Share with People

Step 1: Save your document to a OneDrive location

Step 2: Share your document. We'll do this after you've finished saving.

H

Save to
Cloud

?

o)

- X
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Info EXpOl’J[

New
Open m@
Save
E'A.
Save As
Print
Share
Export
Close
Account
Options

Create PDF/XPS Document

Change File Type

Export

Documentd - Word

Create a PDF/XPS Document

Preserves layout, formatting, fonts, and images
Content can't be easily changed

Free viewers are available on the web

=

Create

PDF/XPS

[}

IZ:] ]:J:J

- X
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Account

Documentd - Word ? - x

Mushfigq Din Mahammad

Account

User Information Product Information
Mushfig Din Mohammad -
@ din.mushfig@hotmail.com u Oﬁlce
Change photo
About me
S Product Activated
Switch Account Microsoft Office Professional Plus 2016
This product contains
Office Background: FEDFEPE S
Circuit - Change Product Key
Office Theme: About Word
Colorful h 9 Learn more about Word, Support, Product ID, and Copyright information.
About
Account Connected Services: Word
Options NO INTERNET CONNECTION

Connect to the Internet to add or manage services.
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Documentt

Mushfig Din Mohammad 2_ Share

Word Cptions
L Cut ) [
D Arial =1 General
Paste Cops B I U - abe Display
- ~ Format Painter -
. Proofing
Clipboard [F} -
L Save
Language

Advan

Customize Ribbon

55 Toolbar

d-Ins

Trust Center

10651 words  [[¥  English

Page 1 of 136

A2 Find -~

- EE'C Replace

8 General options for working with Word. BbCecl ~aEl
£ )
Eimg4 Heading 5 |+ h Select -
User Interface options
F} Editing LS
Show Mini Toolbar on selection G
Enable Live Preview U
Update

ScreenTip style: | Show feature descriptions in ScreenTips w

ocument content while dra

Personalize your copy of Microsoft Office

User name Windaows User

Initials WU

1 Abways use these values regardless of sign in to Office
Office Back:

Office Theme

ound: | Circuit [

Colorful |«

Start up options

Chaase the extensions you want Ward ta apen by default Default Programs...
Tell me if Microsaft Ward isn't the default pragram far viewing and editing documents

Open e-mail attachments and other uneditable files in reading view &

Shaw the Start screen when this application starts
Real-time collaboration options

When warking with athers, lwant to autamatically share my changes: |Ask Me|

[1 Show names on presence flags

QK Cancel

E i +  120%




icrosoft Word

!ﬂ T Document] - Word = - 4
Insert Design Layout References Mailings i [ Add-Ins Q Tell me what yau want to do Mushfig Din Mohammad ,Q,_ Share
-9 Cut § o - i — de— [ p Find -
3 -2 - - | B a= rI— x 3-x = 3= ; -
D) & cop TimesNewRo 712 ~| A" A" | A s e (EE sapbcel AQB asebeco damber o
Paste ' . z L akp s =E= = - - i i i i =
- & Format Painter I U abc X, X & . A BN= == = TMormal | TMo Spac.. Heading1 Heading 2 Title Subtitle Subtle Em.. |+ [}S Select~
Clipboard P Font P Paragraph [P Styles N Editing ~
L Lo o o g o o o g C | 1 1 - T S SRS ST S S SR B - S L S S
Page1of 1 Owords [[# English (United States) E B - 1 + 1209
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Home Tab

a T Document] - Word = - x
Insert Design Layout References Mailings Review  View  Add-Ins Q Tell me what you want ta do Mushfiq Din Mohammad ,q Share
— Cut : P T i P P Find -
o [ e 2 - - B — oy 1— ¥ I— ¥ = F= 5 . . -
D i Times NewRo - |12 - A A" A2 St = 2T uaphed | AaBbCel Azphcc faebcel AQB asebcen dagboss 2 repince
Paste ' - AL EE=E=. =, v Dy i i i i -

¥ Format Painter B I U -~akex x° [A-% A BN= = = W= &y - THormal | TMo5pac.. Heading!1 Heading2 Title Subtitle  Subtle Em.. |z h‘ Select -

Clipboard [ Font Ta Paragraph Ta Styles [ Editing ~

HomeTab °
Clipboard >

The Home Tab is by far the most important Tab in Microsoft Word. The Home Tab
Fonts)>

contains all the commands that are used most often. These include formatting
commands like changing text size, font style, font color, list types, and clipboard Paragraph>
functionality like Cut, Copy and Paste. Styles >

Editing >
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- % Format Painter

Clipboard e

Clipboard

Paste: To put cut or copied part in a new place.
Cut: To cut/remove selected part of a paragraph.

Copy: To duplicate the selected part of a paragraph.

Forma Painter: To change the format style and color of

selected part.
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Font

w

Design Layout References

Times MewRo=|12 -~ A A | A3~ A
B I U ~aex, X A-%-A-

Font e

|

It helps you change document settings like font size, adding bullets, adjusting

styles and many other common features.
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Font ? >

Font  Advanced

Latin text
Font: Fant style: Sizes
Times Mew REoman w | Regular 12

Caomplex scripts

Font: Faont style: Sizes

Bahij Bacr s | Bald | |12 o
All et

Font calar: Underline style: Underline calar

Autamatic o inone o Automatic

Effects

|:| Strikethrough |:| Small caps

|:| Dauble strikethraugh |:| All caps

|:| Superscript |:| Hiclelen

|:| Subscript
Presisw

satnple 5 gl

This is a TrueType font, This font will be used on both printer and screen.

Set As Default Text Effects... QK Cancel

Font

Text Type, style and size
Font color

Underline style and color
Effects

Set as default

Text effects
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Paragraph

il

Paragraph

These commands are used to apply bullets/numbering or change the direction of

writing, fixing of aligns, space between lines and add or remove columns.
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Paragraph ? X

Indents and Spacing  Line and Fage Breaks I a ra g ra p h

General
Alignment: W w~
Dutline level: | Bocy Text ~ Collapsed by cdefault
Direction: () Right-to-left (®) Left-to-right G enera I P
Inclentation
Before text: " = Spedial: By
After text: Q" = inone v = °
: e Indentation °
|:| Mirrar indents
Spacing s O o
Before: i pt = Line spacing: At paCI ng
After: Bpt = Multiple “ | |LoE =

|:| Don't add space between paragraphs of the same style O
Line and page breaks °

Preview

Tabs... Set As Default Ok Cancel
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Styles and Editing

A~ Find -~
AaBbCcDc AaBbCeDe AaBbhC( AaBbCcl AQD  asebcer 3D Replace
- Te
TMNormal | TMNo 5pac... Heading1 Heading 2 Title Subtitle |+ [ji_ Salect
Styles e Editing

These commands are used to apply and change the styles of headings and subtitles.

The Editing commands are used to Find, Replace and Selection styles of a word or

sentence.
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Insert Tab

Layout References Mailings Review View D Tell me what you want to do

B Cover Page - |__||;|Pictures ".f lcons 1l Chart EE[GetAdd-ins E’ﬂ %Link | _l [ Header - A E - E," 2 IL Equation -
D Blank Page E_.Online Pictures EE) 30 Models ~ Screenshot ~ & |" Bookmark D Footer - 4 - E.'. 0 Symbal -
g = o b .
L Table 1 Mv Add-ins = Online Comment Text
H— Page Break - L&y Shapes - P|:|_’~'.r-|ﬂ1ar|;.|!kr|: oY Videa El._:l Cross-reference [#] Page Number ~ Bok ~ M-
Pages Tables INustrations Add-ins Media Links Comments Header & Footer Text Symbols
I B P T N I S

This Tab is used to insert different features such as tables, pictures,
clip art, shapes, charts, page numbers, word art, headers, and
footers into a document. The slides below describes each of the

groups and buttons available on this tab.
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Pages and Tables

Cover Page: This button can be used to insert a pre-formatted cover °

page for a document. The information that is to appear on the page

B Cover Page ~ """'

is filled in after the page is created.

:| Blank Page i

: Table .

w— Page Break = Blank Page: To insert a new blank page for a document at the cursor °
Pages Tables

position, click this button.

Page Break: Click this button to end a page at the current cursor °

position and start a new page.

Tables: This button is used to insert a table into the document. A

grid will appear that can be used to create the table
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lllustrations

Pictures: To insert a picture from a file on the computer into the document. °

- 3 Online Pictures: Used to find and insert pictures from the Bing Image Search °
rt Design Layout References site.
| ::: %Smarthrt
ko leg (S . . . |
S = 10 Chart Shapes: This button is used to insert ready-made shapes into a document. °
Pictures Online Shapes
Pictures ~  fae 2créenshot -
lllustrations Smart Art: To insert a Smart Art graphic into the document, click this button. °

Chart: Use this feature to insert a bar, area, or line chart. °

Screenshot: Is used to insert a picture of any window that is available on the °

desktop.
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Add-ins and Media

Store: Use this feature to insert an App into a document and use °

Mailings Reviews View

the Web to enhance the work. Apps need to be downloaded from
ﬁ Store W [:-E'

ﬂr-_q}.. Add-ins = Wikipedia Online
Video

Add-in media  Wikipedia: This feature is used to access Wikipedia content from

the Office Store before they can be inserted into the document.

Office. Using this feature will simplify the process of referencing

text and images.

Online Video: This feature is used to insert videos from a variety °

of sources.
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Links and Comments

Document? - Word Hyperlink: To insert a link to items such as a Web page, another document, °
j-ns ) Tell me what you v or an e-mail address, click this button.

'E‘-._—, Hyperlink l-: ]

> Bockmark ot Bookmark: Is used to create a bookmark. A bookmark is used to assigna °

(-] Cross-reference

name to a specific area within a document (hyperlink).

Limks Comments

Cross-reference: This button is used to refer to another areain a document °

(headings, figures, and tables).

Comments: This feature can be used to insert a comment about a partofa °

document.
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Header & Footer

Header: To insert text that appears at the top of each page of the document, click °
m this button. A gallery of header styles and formats will appear. Click the heading

style that is to be applied to insert it into the document

Header -
7| Footer~ ] . .
AP e R Footer: This button is used to insert text that appears at the bottom of each page °
bl Ui v
Header & Footer of the document. A gallery of footer styles and formats will appear. Click the

footer style that is displayed to insert it into the document.

Page Number: Click this button to insert a page number into the document. A list °

of page number locations will display.



Text

Text Box: Text boxes are used to highlight text within a document.

Quick Parts: Click this button to insert preformatted text, auto-text, document

4 Wordart~  [23 Date & Time
T Drap Cag l_j[]bjl::.t -

Text

A [ Quick Parts - Ff Signature Line ~
Teat

properties, and fields into a document.

WordArt: To insert decorative text into the document, click this button.
Drop Cap: To create a large capital letter at the beginning of a paragraph.
MV/ T@thj Signature line: Is used to insert a digital signature line into a document.
Date & Time: To insert the date and time into a document, click this button.

Objects: Use this button to insert an object such as an Excel Worksheet or an

Excel Chart into the document.



Symbols

Equation: This button is used to insert a mathematical equation intoa °

hin Mohammad

document. The equation tools ribbon will appear when the button is

JL Equation -
€} Symbol » clicked. This ribbon is used to create the equation. A list of common
equations is also available.
Symbols

Symbol: Symbol Click this button to insert a symbol such as a copyrightor °

trademark into the document.

nnx nnx )

flx) = a0+z ancos—+ b, sin—

7 = + IL n| €L X|O|®R|TM £ =+ x|w




Design Tab

File Home Insert i Layout References Mailings Review View ' .-!:'3- Shal
Title TITLE tl . I Title Title Title the TME Title = Paragraph Spacing -
Aa Title TLE TITLE Title A= &
i | s HERNG | Bt e s s | RGO rord T L W iy - Ef-f -
el [l T LY Rl e ) o e el S ects
Themes Z=—=io— | Soooio= DSOS oommmemmr ST SooSimm Shomoes SImUm RSSULID meemmemen Toimemeon o=t ) Colors Fonts Watermark Page Page
T — ———— e - - @ Setas Default - Color = Borders

Document Formatting Page Background

This tab is used to make changes to the design of a Word document, such as changing
the document theme or the font for the whole document. It is also possible to add a

Page Border or Watermark to the document or to apply a Color to the page.
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Themes | =27z

-

Cfice
Aa ’] Aa m Aa ’Fg Aa ’]
Gffice | feer e don
A ’I Aa } Aa 1 A H
onBond. Orgamc  Rewowen - Shee
A 1 A2 1 Aa :| Aa 1
“Wp  Badgs | Banded | Bams
Aa H Aa 1 Aa 1' Aa 1
et Cwcur . Crop . Damas
Aa } Aa 1 Aa ]‘ Aa 1
Dovdend | Droplet | Festrered Frame

Beset ta Theme from Template

|'|f| Browse for Themes
by

Save Current Theme

-

Themes Gallery: This button is used to change the overall design of the

document, including colors, fonts, and effects.

Style Set Gallery: Use the Style Set Gallery to quickly change the look of a

document. These sets change the font and paragraph properties of the entire

document.

Colors: To change the colors for the selected theme, click this button. A

gallery of different theme colors will display.

Fonts: Click this button to change the font for the entire document. A gallery

of different fonts will display.

Paragraph Spacing Select this option to change the line and paragraph

spacing for an entire document. It is possible to select between predefined

values or to specify your own.
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chfiq Din Mohammad £, Share

&0 [

Watermark Page Page
= Color = Borders

Page Background h

Effects: To change the general look of objects in a document, click this button. A

gallery of different theme effects will appear.

Set as Default: Use this option to save the changes made to the document so that
when a new blank document is created the document will look like the options

specified.

Watermark: To insert an image or text in the background of a document, click this

button. A gallery of possible watermarks will display.

Page Color: Click this button to apply a background color to a document. Move the
mouse pointer over each item to see a Live Preview of the color before selecting the

item.

Page Borders This button is used to apply a border around each page of a document or
to a selected page. When this button is clicked, the Borders and Shading dialog box

will appear with the Page Border tab selected.



Page color, page border & Water Mark

Document2 - Word

Home Insert Layout References Mailings Review i Q Tell me what you want to do

TITLE - Title TITLE e . TITLE me Tile —:Ié“paragraph‘t'p“'”g' D @ D
I - e N TSR _ Effects ~
et - T i et Colors Fonts Watermark Page Page
. === "o Smee === = = © . @ SetasDefault = Colbr~ Bordess
Page Background Y

L
o
.
-
n
@
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Layout Tab

% v B gdyad] Jjsuat 3.dock - Word Picture To... 3] = *
Home Insert Design References Mailings Review View Add-Ins Format @ Tell me what you want to do Mushfig Din Mohammad (q_ Share
@ D-Qf IE "= Breaks ~ Indent Spacing E \ [& Align -
- ) D ] i[Line Mumbers - = =% Before |0 : IZ Before: |0 pt s — -
Margins Orientation Size Columns g __ = — Position Wrap Selection
= - = = bc Hyphenation~ | 2= After |0 - = After |12 pt - - Text~ Pane k Rotate -
Page Setup P Paragraph P Arrange Y

This tab is used to make changes to the layout of a page within a Word

document such as orientation, margins, page breaks, and page borders.
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= 6 - -

File Home Insert

oy D

Margins Orientation Size Columns

- - -

Tap |
Left I

Mormal
Taop I
Left |

Marrow
T-:||1
Left

Moderate
Tap |
Left

Wide
Tap I
Left !

Mirrored
Tap I
Inside:  1.25

Custam Margins

Design Lay

-

Last Custom Setting

Bottam
Right

Bottam
Right

"# Breaks =
ED Line Mu
be Hyphen

Bottam: 1.5

Right

Bottam
Right

Bottom
Right

Baottam
Outsicle

Margins: This button is used to change the margins for a document. A list of
possible margins will display. Click the Custom Margins link to apply custom

settings for the margins.

Orientation: To change the orientation of a document from portrait to

landscape, click this button.

Size: Click this button to change the size of the paper that will be used for the
document. A list of different paper sizes will appear. Click the More Paper

Sizes link to specify a size that is not in the list.

Columns: To apply column formatting to a document, click this button. A
gallery of different column formats will appear. Select from one of the
options in the list. Click the More Columns link to open the Columns dialog

box.
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Breaks: This button is used to insert page, column, and section breaks

into a document.

Line Numbers: To number lines in a document, click this button. Line
numbering can be continuous throughout the document or can be re-

started with each page or each section of the document.

Hyphenation: This button is used to specify how hyphenation in a

document should be applied.

Indent: This feature is used to apply a temporary right or left margin to
a document. The size of the indent is specified by clicking the spinning

arrow for each option.
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Left: To change the indent for the left margin, click the spinning arrows for

this option. The indent will be applied to the whole paragraph, not parts of the

wgdyed] yaues s.docx - Word

paragraph.
References Mailings Review
et 2 Spacing Right: The spinner arrows for this button are used to apply a temporary right
=% Before 0 1= Before [0 pt .
3= After |0 S 3= After  12pt - margin to a paragraph'
Paragraph P

Spacing: To change the spacing before and after a paragraph, click this

button.

Before: Click the spinning arrow to change the amount of spacing before a

paragraph of text.

After: To change the spacing in increments of 6 after each paragraphina
document, click the spinning arrows for this option. The number six is equal to

one-half of a blank line between paragraphs.
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Hﬂ? “j == '*# Breaks =

) ) ; i ED Line Murmnbers =
Margins Orientation Size Columns R
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Page Setup T

Page Setup Dialog Box Launcher: °

This button is located in the lower right
corner of the Page Setup Group. It is
used to open the Page Setup dialog box
where Margins and other paragraph

formatting options can be specified.

Page Setup

Marging Paper Layout
kargins
Top: 1 Bottom: 1

Left: 1" Right: 1"

LLRIE PRRIE M

Guttar: o Gutter position: Left

Cirientation

Portrait Landscape

%

Paces

Multiple pages: Harmal e

Preview

Apply to: | Whale document |

Set As Default

A4k 4k

Cancel
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Weiyas) yieuaS 3.docx - Word

References Mailings Review T
Indent Spacing
=& Before 0 > 1= Before: 0pt .
3= After 0 S X= After 12 pt =
Paragraph [

Paragraph Settings Dialog Box Launcher: °

This button is located in the lower right
corner of the Paragraph Group. It is used to
open the Paragraph dialog box. In this box
it is possible to specify the amount of
spacing between paragraphs and how to

break paragraphs in a document.

Paragraph ? >

Indents and Spacing  Line and Page Breaks

General
Alignment: M ~
Dutline level: | Bady Text o Collapsed by cdefault
Direction: () Right-to-left (@) Left-to-right
Inclentation
Before text: o = Special: By
After text: [y = nane) e =
|:| Mirrar incents
Spacing
Before: 0 pt = Line spacing: At
After: Bpt  fE Multiple 0 IR R =

|:| Dan't add space betweean paragraphs of the same style

Preview

Samglc Text Samplc Tk Samglic Texk Sample Tt Sampic Tt Sample Text Sampic Tk Sample Tt Sagic
Text Sampic Texk Sampls Texk Samgic Text Sample Texk Sanpie Text Sampic Text Sample Texk Sompic Texk
Soerple Texe Sample Text Sample Texe Sample Texe

Tabs... Set As Default Cancel
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Position: When a graphicimage, WordArt, or a text box has been inserted into a

document, this button is used to select the position of the object on the page.

Picture Tools

Wrap Text: This button is used to specify how text will wrap around an object.

Format '? Tell me what you want to do...

L] 5 Align =

[

Bring Forward: When one object has been placed on top of another one, this option

Position Wrap Selection

. Texte Pane  —A Rotate - is used to bring the bottom one to the front of the other one.

Arrange

Send Backward: To place an object placed on top of another one in the back, click

this button.

Selection Pane: Align Click this button to align a group of selected objects to the

left, right, top, or bottom.

Group: This button is used to group objects together so that they can be treated as

a single object.

Rotate: To rotate or flip an object, click this button.



H A = Technology & Computer .docx - Word Drawing Tools

File Home Insert Design References Mailings Review View Help Format Q Tell me what you want to do
Indent Spacing [ o [z Align -
Line Numbers= | 3= Left 0" * I=Before 12pt = ‘J 1 O D*‘
= e — = N Position Wrap  Bring Send  Selection |
bc Hyphenation = =¥ Right: |0" - | +=After  Opt - = Il Fonvard - Backward -  Pane Rotate -
Page Setup Paragraph M A InLine with Text &
2. .. I B e s T e 2 4o ] &
L 1 1 E 1 1 ; Square ' 1 1
i L 20106 H UFFILE 2! i 16.0 i
i i i C= Tight ! i
¥ @  Through
o q
- Teop and Bottom
) . = Behind Text
: °Microsoft \s .o
) Ms :;\: Edit Wrap Points
o 4 v MovewithTede | ©

Office 2016 package (word, excel, PowerPoint, ¢ Eix Position on Page
MSw & More Layout Options...

MS word is use for the documentation.

86

Different between MS word 2003, 2007,2010,2013,2016
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Reference Tab

H L- - PostharvestTecnhologiesofRootand TuberCrops.dock [Compatibility Mode] - Word &= - x
File Home Insert Design Layout References Mailings Review View Add-Ins @ Tell me what you want to do Mushfig Din Mohammad (Q'_ Share
% T—j Add Text - ABJ_ rr[ﬁ']lnsert Endnote Bf @',,Manage Sources B [ Insert Table of Figures a (2] Insert Index EF LET Insert Table of Autharities
[ Update Table AE, Next Footnote ~ ER Style: |APA - ’
Table of Insert Insert o Insert E Mark Mark
Contents = Footnote Citation = & Bibliography ~ Caption o Cross-reference Entry Citation

Table of Contents Footnotes P Citations & Bibliography Captions Index Table of Authorities ~

This tab is used to insert reference elements, such as a table of contents, into a document.

Here you can manually enter references and refer to them in the text and create a bibliography

in the most common styles (APA, Harvard, MLA, etc).

The built-in function in Word is suitable if you have a limited number of references and if you

don't need to have access to your references from multiple computers.
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H
Fle  Home Inse * Table of Contents: A gallery of three different types of

= 1) Add Text ~

[ Update Table tables will display. The automatic tables use the Heading 1

Table of
Contents ~

Table of Contents to 3 styles to create the table. Click the Custom Table of

PR : Contents link to display additional options for creating a
B Table of Contents.

Automatic Table 2

R * Add Text: Click this button to include the current heading in

E B

the table of contents.

Manual Table

e * Update Table: This button is used to update the page

Type chapber tithe MEwel 2o e et e e e s e s s e e

Typa chapter tite [leval 3)
Type chapter title [l 1), e s s e s

,,,,,,,,,,,,,,,,,,,,, e : numbers or the entire table of contents.

l_’:' Mare Tables of Cantents fram Office.com 3
Lustom Table of Cantents
E;" Eemave Table of Contents |



S * Insert Footnote: To create a footnote within a document, click

v

LI TR Refe  this button. A footnote will appear at the end of the page.

I[) Insert Endnote

AE Next Footnote ~  © Insert Endnote: This button is used to insert an endnote into the

AB
Insert
Footnote

document. Endnotes usually appear at the end of the document.

Footnotes
* Next Footnote: Click this button to move through the footnotein
the document. Click the arrow to move to the previous footnote

or endnote.

* Show Notes: This button is used to scroll through a document to

find the location for the footnotes and endnotes.



Postharvest

Brences Mailings Review

3, Manage Sources

L Style: APA
Insert 2 :
Citation ~ & [ Bibliography ~

Citations & Bibliography

Insert Citation: To cite a book, journal article, or other article
as a source for information used in a document, click this
button. The citation can be created from selected text or can

be typed into the document.

Manage Sources Click this button to view a list of all the

citations in the document.

Style: This button is used to select the style for the citation.

Several styles are listed such as APA, MLA, and Turabian.

Bibliography: To add a bibliography (list of all the sources)

into a document, click this button.



Tuber preservation.docx

View Add-Ins Q Tell m

|;|—| ] Insert Table of Figures

Insert

Caption El,_:| Cross-reference

Captions

Insert Caption: Click this button to insert a caption for a

picture or other image, a shape, or a table.

Insert Table of Figures: To insert a table (list) of all the figures

in the document, click this button.

Update Table: Click this button to update the table of figures

so that all the figures are included in the list.

Cross-reference: This button is used to insert a cross-
reference to headings, a figure, or a table within a document.

By default, cross references are inserted as hyperlinks.



cx [Compatibility Mode] - W¢

what you want to do...

5 2] Insert Index

Mark
Entry

Index

* Mark Entry: Use this button to mark an entry for the selected

text so that it will appear in the index for the document.

* Insert Index: This button is used to insert the index into the
document. The index is a list of keywords within a document.

The page numbers are inserted along with the keywords.

* Update Index: To update the index so that the page numbers

for each entry are accurate, click this button.



* Mark Citation: Click this button to add the selected text as an
- entry in the table of authorities.

TP & nsert Table of Authorities o Insert Table of Authorities: To insert the table of authorities

=
CTat_rk into a document, click this button. A table of authorities lists
iation
Table of Authorities the cases, statutes, and other authorities cited in the document.

* Update Table: This button is used to update the table of
authorities so that the entries and page numbers are all

included.
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Mailings Tab

File Home Insert Design Layout References Mailings Review View Help Q Tell me what you want to do

=1 B & G

Envelopes Labels | Start Mail  Select
Merge = Recipients -

Create Start Mail Merge Write & Insert Fields Preview Results Finish
= ] : - . -

This tab Is used for the mail some things and we can makes Here
Label, Envelops, ID Card , Mail And Some thing.



Review Tab

Layout References Mailings Review View Help D Tell me what you want to do
ABC A i L N rtr ; - & T
v B | N (@ | B RF| T S| B Bmerte )| ) [R) Breie iz
¢ = Show Markup = '1' Mext i .
Spelling & “BCWDrd Count Read Check Translate Language MNew Show Track o Accept Reject Cormpare Restrict Hide
Grammar Aloud | Accessibility - - Comment Comments | Changes - (5] Reviewing Pane ~ - - - Editing Ink
Proofing Speech Accessibility Language Comments Tracking P Changes Compare Protect Ink

Review it mean practice by over Document we can check here over spellings and Grammar Mastic, we can take a
Comment And We can Allow to Track Chang in Over Document.



View Tab

Home Insert Design Layout References Mailings Review View Help ¢} Tell me what you want to do

l—_j |:| ] [=] Outline l—_‘} $|:| |{:_||_:|} [] Ruler Q [?; 5| One Page DE E EI:I'_J D @

_ Z = Draft : : _ [] Gridlines EIE Multiple Pages _ _ _
Read = Print  Web Learning | Mertical Side o Zoom 100% _ Mew  Arrange Split Switch Macros | Properties
Mode Layout Layout Tools toSide | L Navigation Pane ‘Er Page Width Window  All Windows ~ -
Wiews Immersive Page Movement Show Zoom Window Macros SharePoint

View it mean to look over Document And we can view over Document like Such as Read Mode,
Print Layout ,Web Layout, Learning Tools , Ruler, Zoom Tools And ETC
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Microsoft Excel 2016
L =ly Mg y gud WS> U & (S S asExcel:

(S5 S 455 gigmnl Fg 91 5580 A (2 &9 P19 5 S9! (Sige5 o> g0l,lf gdtusts Excel: ¢

S el &3 459k A>3 (Gon5 4igf 43 Aigigim! 435 yigmaTd (5,Y 03wyl dig Jzo 43 o153 wExcel  °
oS g 9 0! (53 Telg 9> 4 databases 4igidg SS9l (Fgy92

s Microsoft

Starting...




Startup Screen

Excel Search for online templates P Sign in to get the most out of Office
Learn more
Recent . .
Pinned 1 I:! A B c D
7 i
Pin files you want to easily find later. Click the pin icon that 5 f £ £ : | Blood Pressure Tracker
appears when you hover over a file. 1| Your L ompany Name 3
4 1| wreamres : Heme
_ 3| Adirex? 7 .
This Week 5 : Gty & ZF o 7 e moa preire S};?n
X e Week 2. 2021_Patients_Movement_Over... ? ’ Fatement T:;I ol physctan T shone e

H: = 2021 Folder » Weekly report to PMR

Blank workbook Billing Statement Blood Pressure Tracker

ﬁ IR - TO BE ATTACHED LIST - Copy - Cop...
H: » 2021 Folder » Monthly Reports = Feb - 2021

] g 2021_Monthly PH_Stock Report 2020xls
H: =» 2021 Folder » Monthly Reports » Feb - 2021

] g 6.1.2021 Advance Summary sheet 2020....

H: » 2021 Folder » 2021 Advance Summaries = Jan... 2 E c
1 |Loan Amortiz ation Schea

= 16.2.20271 Advance Summary sheet 2020... - = < D

E R 3
H: » 2021 Folder » 2021 Advance Summaries » Feb... - | Expense Report % |
- H Loan 2 mountg
o 03.22021 Advance Summary sheet 2020.. py : by
H: » 2021 Folder » 2021 Advance Summaries » Feb... : s, 3 ¥ umbarof payments peryear
o El starrdam aflaan
Expense Report Loan Amortization Microsoft Project Plan Impaor...

@ Open Other Workbooks




Insert

Page Layout Formulas

Data

Inter Face Of Ms. Excel

Bookl - Excel

Review Help Q Tell me what you want to do

&D J} Calibri
Egy ~

Past
Eev B I

-

Clipboard P

Al

4
Il

-
[l

Font

L)
m

1E£—=

Eﬂj Ex El > AutoSum -

Fill =
Insert Delete Format
= & Clear~

General -

vy L

Sort & Find &
Filter ~ Select -

Editing

=
I::
Conditional Format as

Formatting = Table~
Styles

iy o

Cell
Styles - - -
Cells

EE’ Wrap Text

.0
a0

]
2.0

Merge&'_Center = -0 »

Mumber [F]

ul

Alignment

Lr= R == T = (R (R S FE R S R

Sheetl

Ready

®
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Account

Feedback

Options

File Menu

New: To open a new file

Open: To open a saved file

Save & Save As: To Save or store a file in a directory
Print: To print a workbook or file

Share: To share a saved or new file in Online Base
Export: To save of write a file on other disk

Close: To close afile

Account: To active the word program

Options: To change and manage the commands



Home Tab Of Excel

Book! - Excel

Formulas  Data  Review  View  Help Q Tell me what you want to do

oy ¥ 5 o= | = 'I‘x = > AutoSum - A,
_ Calibri M AN TES & - B WepTes General v E'-'—‘ F" HII EI Y p
ki [l Fil~ 3
Paste BT U- 1. M. .| ===|e=3= Mer e & Center = $ .0y | 000 Conditional Fermatas Cell Insert Delete Format Sort & Find &
. ¥ - = - . o Formatting = Table~ Styles~ - - - Clear - Filter~ Select -
Clipboard Font T Alignment I Mumber T Styles Cells Editing A

We can Make Text Bold And Decrease and we can change here fonts style we
can change Alignment Of Fonts We Can Take the Data type to over text we

can take here Conditional Formatting and Format as table and Also we can
Delete cell here.



New in Excel 2016

I Row

Table




Excel Insert Tab

File Home Insert Page Layout Farmulas
o - - - 1 ] ] Fa ..':'..N.
| Ly t Get Add-ins > il I- Il' 4 “‘ = Ir vk ils Nis Ny E' () 4 Q
d ? . = I Wl e = 1 gl | A2 e PSP Y | e
PivotTable Recommended Table Mustrations 3 My Add-ins = Recommen ded . Maps PivotChart 3D Line Column Win/ Slicer Timeline Link Text Symbaols
PivotTables - Charts @™ k=~ . Map L - -
Tables Add-ins Charts fw|  Tours Sparklines Filters Links

This Tab is used to insert different features such as tables,
pictures, shapes, charts, page numbers, word art, headers, and
footers into a Workbook.



Page Layout Tab

Page Layout Data Review View Help D Tell me what you want to do
j B Colors - @ D“‘ IE [‘E ID':l oy Width: | Automatic - @ Gridlines  Headings L4 -
—— Faonts - ] ) D ] h:'! - _H_E'! ED Height: Automatic - ] View Wiew '—-| D L] b (-_
Themes Margins Orientation Size  Print Background Print rr " Sheet Right- _ _ Bring Send  Selection Align
- Effects - - - -  Areav Titles x| Scale: 100% . to-Left L1 Print [ Print Forward ~ Backward ~ Pane -
Themes Page Setup T Scale to Fit M Sheet Options T Arrange

This tab is used to make changes to the layout of a page within a Word
document such as orientation, margins, page breaks, and page
borders.



Formulas Tab

File Home Insert Page Layout Formulas Data Review =" Help Q Tell me what you want to do

— (o= 1 - n:n
fx Z I I I IE =y °=] Define Name gnTraceF‘recedents %] Show Formulas |_| CalculatEan

=7 Trace Dependents i Error Checking -

Insert  AutoSum Recently Financial Logical Text Date& Lookup & Math &  More Mame . Watch Calculation ER
) i ; X 3 - - (E) ’ - F Calculate Sheet
Function - Used = - - = Time~ Reference~ Trig= Functions= = Manager [5 Create from Selection I%; Remove Arrows I5&) Evaluate Formula  wWindow Options =
Function Library Defined Mames Formula Auditing Calculation

We can take fOrmulas nhere



Data Tab

Home Insert Page Layout Formulas View Help Q Tell me what you want to do
F [ & From Text/CSY D}_. Recent Sources ITD, [ Queries & Connections ,:_l Y E"’\'b =7 Flash Fill H+= Consolidate ) gl &E Group -
F AlZ -
= D From Web E- Existing Connections ] B} Remove Duplicates - 5] Ungroup -
Get Refresh i l Sort Filter Text to j What-If Forecast
Data = EFrum Table/Range All~ o T Advanced Columns O Data Validation = Manage Data Model Analysis ~  Sheet EE Subtotal
Cueries & Connections Sort & Filter Data Tools Forecast Outline [}

Get & Transform Data

-

We Can Import And Export The Data And We Can Apply
the Filter In over Data, we can Make here Consolidate



Review Tab

File Home Insert Page Layout Formulas Data [ Help Q Tell me what you want to do

v B & O 5% ] 0 R & %

(' Show All Comments

Spelling Thesaurus Check Srmart Translate Mew Protect Protect Allow Edit Hide
Accessibility | Lookup Comment Sheet Workbook Ranges Ink
Proofing Accessibility Insights Language Comments Protect Ink

Review it mean practice by over Document we can check here
over spellings and Grammar Mastic, we can take a Comment
And We can Allow to Track Chang in Over Document.



Excel View Tab

File Home Insert Page Layout Formulas Data Review Help

Q Tell me what you want to do

D IE [v] Formula Bar Q [3}3 I:L_‘Cl DE : w | [ Split EE D

. iHide
Mormal Page Ereak Page Custom Gridlines Headings Zoom 100% Zoom to Mew Arrange Freeze Switch Macros
Preview Layout Views Selection | Window  All  Panes~ Windows -
Waorkbook Views Show Zoom Window Macros

View it mean to look over workbook And we can view over workbook like

Such as Normal Mode, Page Break Preview Mode, Ruler, Zoom Tools And
ETC
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Microsoft Power Point

PowerPoint is a slideshow presentation program that's part of the
Microsoft office suite of tools. PowerPoint makes it easy to create,

collaborate, and present your ideas in dynamic, visually compelling

ways.
Jr—— —
Pld * SN
ﬁ Mame e Design Trams Raoni Lrcmaticas Syde Show Fever ] p 5. P ) . - 1 Hreting FownrPeint -
;._ o Layout ~ > A% e = Creabing Shdes ﬁ
b Ll e kil Ema Spaclaf
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PowerPoint

Recent

Today
ﬁ 1st Class, 2nd sem lecture.pptx

Yesterday
h Storage and Process chapter 1-6.ppix

D: » KDR Dox » Lectures 1398 » Process presentations

This Week

b Storage and Process presentation.ppix
D: » KDR Dox » Lectures 1398 » Process presentations

'ﬁ chapter 1.pptx
Dz » Fruit growth lectures » 98-99 lectures

ﬁ chapter 5.pptx
D: » Fruit growth lectures » 98-99 lectures

Last Week

a chapter 4.pptx
' ¢

ﬁ chapter 3.pptx
D: » Fruit growth lectures » 93-99 lectures

[@¥ Open Other Presentations

Startup Screen

Search for online templates and themes jo

Suggested searches:  Presentations

Infographics

Blank Presentation

Bring your presentations to life...

Themes Education Charts Diagrams

Parallax

GALLERY
|
|

AT AT T Ve
Gallery

W00D TYPE
®

Wood Type

B

_ llon Boardnoom

lon Boardroom

C ANIMN

Business

Welcome to PowerPoint

| PARCEL i

Parcel

Quotable

Quotable

I ~DND

? - =

Mushfig Din- Mehammad

dinimushfig@hotmail.com
Switch account

X

D]



Open

1st Class, 2nd sem lecture.pptx - PowerPoint ? - = X
Mushfig Din Mohammad

or Tod =
ecent oday
Open >
1st Class, 2nd sem lecture.p EI P
D: _
@, OneDrive - Personal T = * ThisPC > MewYolume » w | 0 Search Mew Yolume o
din.mushfig@hotmail.com Yesterday
= ﬁ Storage and Process chaptd ~ Organize » Mew folder = ~ [H o
ED This PC D: » KDR Dox » Lectures 1398 » Prof
a 2 rc A
+ Add 2 Pl This Week —_—
a Place i
ﬁ Storage and Process presen == This P . . bl =
D: = KDR Dox » Lectures 1398 » Proj J 30 Objects F T E -
. -
Browse =~ chapter 1.pptx -
D:=» Eruit groEu":tJh lectures » 93-99 | - DESk.tI:IFI -
chapter 5.ppix Documents food preservation Fruit: growth Iran Dox KDR. Dox
Account D: = Fruit growth lectures » 98-99 | :
files lectures
& Downloads
Options Last Week ,
= chapter 4.pptx Jﬁ it
C : S
'ﬁ F: [&=] Pictures =
[ —F
E!]fgrzirg?:ﬂl?l(ecturﬁx%-ggl m Videos il i P i )
= Local Disk e E
Older = Old computer 1396 wpn 1st Class, 2nd sem
ﬁ abc.ppix - MEw Yolume lecture . ppkx:
P
Deskt
=Eon - MEr VYolume
= for sweet cherry.pptx ) W
ﬁ D: » Iran Dox » Msc 2nd semester 1 ’
File name: w | |All PowerPoint Presentations {* ~
Tools = Open - Cancel




Home Tab

o = § = . _ o . n . . -
_|] it |_|La,-u-ut CalibriLight (H = |43 =| A" A A = .= t=. [[*, Text Direction
= Copy ~ ¥ Reset (3] Align Text -
aste - W u A - A5 - r | == = -_
- ™ Format Painter | gjige- [ *ection~ BT U § & s s = 4] Convert to SmartArt -

Clipbaard ra Elides Font ra Paragraph

ENNOOO L] |’—3 2 Shape Fill = D Find
=
f'l"". 1 —L; E} ""El-" (5~ L] o Eﬁhapeﬂutﬁﬂf" fE'__ Replace =

- A Quick
Changing FO“tS TN Y E rra'nge St;,-T:;- D Shape Effects= [ Select
Drawing F Editing

Cutting and pasting text and images
Changing paragraph formats
Drawing objects

Editing text
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Slides

* New Slide: This is use button to insert a new slide into the

presentation.

* Layouts: To apply it to the current slide; the slide where the —\ Layout -

insertion point is located. ] Reset
MNew |
* This button is used to Reset the slide position, size, and Slide~ L[ >ection-
formatting to its default value. Slides

* Use this button to organize the slides in a presentation into

sections.
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Paragraph

* Add/Remove Column: Click this button to split the text in the

slide to two or more columns. Drawing To...
* Text Direction: To change the orientation of text to vertical or Format U Tell me
A i, =
stacked, also possible to rotate the text using this button. |I{} Text Direction
[5] Align Text ~
* Align Text: This button is used to specify how text is aligned == «
? A = - ?D Convert to SmartArt ~
vertically in the text box. The default options are top, bottom, raph .

and middle.

* Insert Smart Art Graphic: When this button is clicked, the

selected bullet items are converted to a Smart Art graphic.
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=R e ] Tl A2 Shape Fill - P Find
1O 0O | 4

5 iy T _—l s, .* L 2

AL Lod o &7 [# Shape Outline~ 30 Replace -

by s —| Arrange Quick

- AN IS4k - o . O Shape Effects= | [ Select~
Styles i

Drawing F Editing

Shapes Gallery: To insert different shapes such as rectangles, triangles, and circles into a slide.

Arrange: To arrange objects on the slide by changing the order, position, and rotation. A list of

different options will appear when the button is clicked.

Quick Styles: Use this button to apply a visual style to the shape or text.

Shape Fill: To change the fill color for the selected shape.

Shape Outline: To apply different outline colors and options to the selected shape will appear.

Shape Effects: To apply shadows or other effects to a shape.



Insert Tab

) E D o 2R e | & K|

New Table  Pictures inme Screenshot Photo = Shapes SmartArt Chart .’MyAdd-ins » Hyperlink Action Comment
Slide ~ v Pictures v Album ~ v

Slides Tables Images llustrations Add-ins Links Comments

A D 4 % Date & Time 7-[ D """ ‘)) s" -
— == A — 00099999 | edW v | b = p—
(=] Slide Number i o 2 = > £
Text Header WordArt Equation Symbol Video Audio Screen  Embed

Box &Footer| v  LObject v v v Recording Flash
Text Symbols Media Flash

The Insert Tab is used to insert different features such as slide, tables, pictures, clip art,

shapes, charts, slide numbers, word art, headers, and footers into a presentation.

The below slides describe each of the groups and buttons available on this tab.
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Slides, Tables and Images

New Slide: This button is used to insert a new slide into the

presentation.

To insert a slide with a different layout, click the arrow at the

bottom of the button.

Tables: This button is used to insert a table into a slide. Mew  Table Pictures Online Screenshot Phota
Slide - - Pictures - Album ~
Slides Tables Images

Images: To insert a picture from a file into the slide, click this

button. This dialog box is used to select the picture

Photo Album To create a presentation based on a set of

pictures, click this button
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lllustrations, Add-ins, Links & Comments

Shapes: This button is used to insert different shapes into a slide.

1st Class, 2nd sem lecture.pptx - PowerPaint

Smart Art: To insert a Smart Art graphicinto a slide. Animations  SlideShow  Review  View  Add-Ins
. | | D Bl A & R
Chart: Click this button to display the Insert Chart dialog box. Shapes SmartArt Chart 8\ Add-ins - Hyperlink Action  Comment

-

[Hustrations Add-ins Links Comments

Store: These features allows you to find add-ins at the Office Store.
Hyperlink: To insert a link to items such as a Web page, another document, or an email address.

Action: When some type of actions such as creating a hyperlink to an object or inserting a sound is to be

specified, click this button.

Comments: Use this feature to add a note about a portion of the presentation.
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Text

Text boxes are used to highlight text within a presentation. Click this button to display a p Tools

at ¢ Tell me what you want to do...

gallery of different types of text boxes.

g 0 4 B E D)
Header & Footer: This button is used to insert a header or footer into the presentation or Text Header WordArt Date & Slide Object
Box & Footer - Tirme MNumber
for handouts. Text
WordArt: This button to insert decorative text into a slide. When the button is clicked, a
gallery of Word Art styles will be displayed. 35

Date and Time: To insert the date and time into the current presentation, click this

M Food

Gas

button.

Motel

Slide Number: Click this button to insert the slide number into the slide. The slide number 0

Jan Feb Mar Apr May Jun

reflects the position of the slide.

Object: Use this button to insert an object such as an Excel Worksheet or an Excel Chart

into the presentation. 160



Symbols & Media

Equation: To insert common mathematical equations into a slide, click this button.

Symbol: This button is used to insert symbols that are not on the keyboard into the

document.

Video: This button is used to insert a video clip into a presentation slide. Videos can be

inserted from the Web, Facebook, or from a file that is stored in a folder on the computer.

Audio: To insert a sound or recording into a presentation, click this button. Sound can be

inserted from Office.com, or a file on the computer.

Screen Recording: This feature can be used to record the computer screen and related

audio before inserting the recording onto a slide.

= - = b 4

Mushfig Din Mohammad H_ Share

T O O ..

Equation Symbol Video Audic Screen
= = = Recording

Symbols Media s

a’ + b? = ¢?

A €T

161



Design Tab

PR
¥ ..+++++
L] - H
F= IS VR Aa B2 4| Aa
| | | | | | | [ L || 2 EEEaa | | . )
Themes
— | | — I | )
_ -_ L e - Slide Format
Size~ Backg d
t Customize

* Using Template Designs
* Changing Slide Background Color
* Design New Slides

* To make changes to the Slide Size
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Themes

E (j' ol ':.5 @ ul - Presentationl - PowerPaint

File Home Insert Transitions Animations Slide Show Review View Add-Ins ¢ Tell me
Aa .
1 I 1 | _

* Move the mouse pointer over each of the designs to see a Live Preview. Click

Themes

the design to apply it to the presentation.
* To access additional themes, click the arrows at the end of the Styles Gallery.

* To display all the designs, click the More button in the lower right corner of

the gallery.
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Variants

Variants Gallery: Once a theme has been chosen for a presentation this area is used to

select different colors, fonts, and effects for the theme.

Colors: This option is used to change the colors for the selected theme. Q Tell me what you want to do...

Fonts: When this option is selected, a list of available theme fonts will be displayed. To

access this option, click the More button in the Variants Gallery.

I |

_alars
ants
Effects

]
Effects: These are sets of lines and fill effects that can be applied to athemeina g

- - - -

Background Styles

presentation

Background Styles: When the background for a slide needs to be changed, click this
button. A gallery of different backgrounds will display. Click the Format Background link

to open the Format Background Task Pane.
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Customize

* Slide Size: To change the slide from Standard to Widescreen, click this
button. Select Custom Slide Size to make additional size changes, such

as Portrait or Landscape. — 4

q Din Mohammad (':"_ Share

* Format Background: Use this button to open the Format Background

Task Pane. This task pane is used to add background pictures to a slide | @

Slide Format
or to apply other formatting features to the design of a presentation. >z~ Background

Customize M
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Transition Tab

Presentationl - PowerPoint rawing To...

Animations Slide Show Review i -Ins Format ':_? Tell me what you want to

"’l, Sound: [Mo Sound] | Advance Slide
';F}' Duration: 02,00 : | On Mouse Click
I3 Apply To All After: | 00:00.00

This tab can be used to set slide transitions for the PowerPoint presentation.
Transitions determine how the slides in the presentation will move from slide to
slide. When the transition is selected, it is applied to the current slide. To apply a

Transition to all the slides, click the Apply to All button in the Timing Group.
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Transition to This Slide

Fresentation] - PowerFaoint Drawing To...

Animations Slide Show Review Wiew = Q@ Tell me what you want to

P m w & 4 & = m o [

Maone Cut Fade Push Wipe Split Reveal Random Bars Shape Uncowver =

Preview Transition to This Slide

* Preview: This option is used to display an animation or slide transition after it has been applied to a slide.

* Transition Gallery: To select a transition effect for a slide or all the slides in the presentation, click one of the

options in this group. There are three categories of transitions; Subtle, Exciting, and Dynamic Content.

» Effect Options: Click this button to change to a variation of the selected transition. Variations are used to
change the direction or other options for a transition. The options in this list change according to the

Transition selected.
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Timing

Mushfig Din Mehammad (q_ Share

":':_',, Sound: [Mo Sound] - Advance Slide
( E‘_:' Duration: 02,00 - | On Mouse Click
. . . exs IC3 Apply To All After: |00:00.00 2
Sound: This option is used to add a sound to the Transition effect. — N

Duration: Click the spinner arrows for this option to specify how long the transition should play.

Apply to All: Use this option to apply the transition to all the slides in the presentation. When the transition is

first selected, it is only applied to the selected slide.
Advance Slide: This option is used to determine how the slide is going to transition from one slide to the next.
On Mouse Click: To keep the slide from moving to the next slide until the mouse is clicked, use this option.

After: Select this option to move to a new slide after a specified number of seconds.

168



Animation Tab

E 5- O @ Presentation] - PowerPoint Drawing Tools
File Home Insert Design Transitions Animations Slide Show =T i Add-Ins Farmat
_ *: W W % ok oW )
Preview MNone Appear Fade Fly In Float In Split Wipe Shape 5| Fffect
- Options
Preview Animation

Q Tell me what you want to do... Mushfig Din Mohammad (q_ Share
‘l* &M Animation Pane Start Reorder &nimation
Trigger Duration Maove Earlier
Add o
Animation Painter Delay Move Later

Animation ~

Advanced Animation Timing S

This tab can be used to set animations for the PowerPoint presentation.
Animations determine how the bullets, pictures, images, and other objects

will enter the slide during a presentation.
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Animation

E 5- 0 TE -‘n - - Presentationl - PowerPoint Drawing Tools

-

File Home Insert Design Transitions Animations Slide Show Review i Add-Ins Format

Preview Mone Appear Fade Fly In Float In Split Wipe Shape =

Preview Animation

* Preview: This option is used to display an animation or slide transition after it has been

applied to a slide.

* Animation Gallery: To select an animation effect for the selected element in a slide, click
one of the options in this group. Click the More button in the bottom right corner of the

gallery to view more options.

* Effect Options: Click this button to apply additional effect options to the object, such as

changing the direction of the animation.
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Advanced Animation

Add Animation: This is a method for adding additional animation to a slide object.

The animation will be added after any animation already applied to the object.

Animation Pane: To open the Animation Pane, click this button. A list of animations

that have been applied to the selected object will appear in the pane. _
Trigger: This option is used to set a special start condition for an animation. The ¥ Tell me what you want to do..

* 2 Animation Pane

Add
Animation -

have a media element play when the slide reaches a bookmark. Advanced Animation

trigger can be set to have the animation start when another item is clicked or to

Animation Painter: Once an animation has been created, this button can be used to

apply the same animation to other objects in the presentation.



o (]
Timing o - E

Mushfig Din Mohammad F-l Share

Reorder Animation

Timing ”

Start (On Click): This option is used to specify when an animation should start to play. The options are On Click,

With Previous, and After Previous.

Duration: Click the spinner arrows for this option to specify how long the animation should play.

Delay: Use this option to specify how many seconds to wait before the animation starts to play.

Reorder Animation: The two options below are used to determine the order of the animations in a selected slide.
Move Earlier: Click this option to move the animation so that it will play earlier than the current position.

Move Later: To move the animation to later in the presentation, click this option.
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Slide Show Tab

Presentation - PowerPoint Dirawing Tools

- = - = - i |
Design Transitions Animations Format % Tell me wha

| e i L] - ¥ [ . .
i_lz",,' Er E_"E'" EEF Ek@- :f (T_\.l :l_—::l e ET—' Monitor:  Automatic -

_ _ |+ Use Timings
Fram Fram Present Custom Slide SetUp  Hide  Rehearse Record Slide

Beginning Current Slide  Online=  Show - Slide Show Slide  Timings  Show -
Start Slide Show Set Up Monitors

v Show Media Controls Use Presenter View

This tab provides options for presenting the Slide Show to the audience.
Narration for the show can be recorded. Decisions can be made as to where

to start the presentation. In addition, custom shows can be created.
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H - 6 Tg

Start Slide Show File Home Insert Design
P ¥ B B
From From Present Customn Slide

Beginning Current Slide  Online~  Show -
Start Slide Show

From Beginning: Click this button to start the slide show at the first slide. This will start

the show at the beginning even though the insertion point is not in the first slide.

From Current Slide: When the insertion point is in a different slide than the first one,

clicking this button will start the show on the selected slide.

Present Online: This option is used to present a PowerPoint presentation on the Internet
using the default presentation service. The viewers can watch the presentation through a

Web browser.

Custom Slide Show: A custom slide show displays only selected slides. This option makes

it possible to have several slide shows within the same presentation.
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Presentation] - PowerPoint

nsitions Animations Shide Show

1 .-".r"\. W Al 1 =
I:E_tr 4 | A 21 Play Marrations
d— L -,l _-"-

. ¥ Use Timings
SetUp  Hide Rehearse Record Slide

Slide Show Slide  Timings  Show~ ¥ Show Media Controls
Set Up

Set Up Slide Show: To set up advanced options for a presentation such as viewing the show on a kiosk.

Hide Slide: To hide a slide within the presentation, click this button. This means that the slide will not

be shown during the presentation.

Rehearse Timings: This option is used to rehearse the timing for a presentation. These timings can be

used when a presentation is a self-running show, such as when displaying it on a kiosk.

Record Slide Show: To record a narration to go with the slides in the presentation, click this button.

The Record Narration dialog box will display where the options for recording can be set.
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pwerFoint Drawing Tools

°
M o n Ito rs Review View Add-Ins Format 'Q Tell me what

| Play Marrations

EI;'-'MDnitnr: Automatic -
¥ Use Timings

+| Show Media Controls o2 =

Monitors

Play Narrations: This option allows narrations and laser gestures to be played back during a slide show.

Use Timings: Click the check box for this option if the timings that were set up will be used during the

presentation.

Show Media Controls: Select this option to have media controls for audio and video show when the mouse

pointer is moved over an object during a slide show presentation.

Show Presentation On: Click the arrow for this option to choose whether to let PowerPoint chose the monitor to

show the presentation on or to allow the presenter to select the monitor.

Use Presenter View: This option is used when a computer is connected to more than one monitor.
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Review Tab

E - 0 @ a T - Slide show Tab.pptx - PowerPoint Drawing Tools

File Home Insert =T Transitions Animations Slide Show Review View Add-Ins Farmat @ Tell me what you want to do.
EINRIEE IEEERE = B 4 &
Spelling Thesaurus =~ Smart  Translate Language Mew  Delete Previous Mext Show Compare Start  Linked
Lookup = = Comment - Comments = Inking = Motes

Proofing Insights Language Comments Compare Ink COneMote

When working with PowerPoint, this tab is used to check the spelling in the
presentation, to add comments to different slides within the presentation, and

to protect the presentation so that others cannot make revisions.

This document lists each of the groups and buttons on the ribbon for this tab.
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Proofing, Insights & Language praresrm-are

e

File Home Insert Design Trans

AEIEIEES

Spelling Thesaurus = Smart  Translate Language
Lookup =

Proofing Insights Language

Spelling: To check the spelling in the presentation, click this button. The spell checker will check the whole

presentation for spelling errors.
Thesaurus: This button is used to search for words that have the same or a similar meaning to the selected word.

Smart Lookup: Use this button to learn more about selected text by seeing definitions, images, and other results from

varions online sources.
Translate: When this button is clicked, it is possible to translate the selected text into a different language.

Language: To display a list of different languages, click this button. This list can be used to change the language for

the entire presentation.
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Comments

New Comment: Click this button to add a comment to a slide. The Comment Task
Pane will appear on the right side of the window. This is the area where the

comment is input.

Delete: Use this button to delete a comment from the slide.

Previous: This button is used to display a previous comment in a presentation.
Next: To display the next comment in the presentation, click this button.

Show Comments: This button is used to show the comments or to show the markups

in the presentation.

Slide show Tab.pptx - PowerPoi

Slide Show

itions Animations

] Rl =

B ¥ B

Mew Delete Previous Mext Show
Comment - Comments ~

Comments

= - x

Mushfig Din Mohammad (Q'_ Share

Cormments v X

£ New 832

4 Mushfiq Di... A few seconds ago

*@“, Plz insert mare ||'|f-)|'mat|-3|'||
—
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Drawing Tools

co m pa re Format @ Tell me

Compare

Compare

Compare: To compare or combine two or more versions of a presentation at one time, click this button.
Accept: To accept a change in a presentation and move on to the next change, click this button.
Reject: Click this button to reject changes that have been made to a presentation.

Previous: To navigate to a previous revision in a presentation so that changes can be accepted or rejected, click this

button.

Next: This button is used to navigate to the next revision in a presentation so that changes can be accepted or

rejected.
Reviewing Pane: To show the changes in a presentation in a separate pane, click this option.

End Review: This button is used to end the current review and apply the current accept and reject decisions.



View Tab

& € - @ T Slide show Tab.pptx - PowerPoint

File Home Insert Design Transitions Animations Slide Show Rewview View Add-Ins @ Tell me what you want to do...

=] E=| == |’ -TI - == [ ¥ Ruler = = B Color =1 Hamangean 4 D
e E=RE= =1 ] = - = = = =
_ _ _ _ Gridlines _ _ a= Orayscale % Cascade _
Marmal Cutline Slide MNotes Reading = Slide Handout Motes _ Maotes View foom  Fitto ) MNew _ Switch Macros
View Sorter Page View | Master Master Master Guides Direction = Window mm Black and White  yyindow G Move Split  \yindows ~
Presentation Views faster Views Show fa | Direction Zoom ColorfGrayscale Window Macros

When working with PowerPoint, this tab is used to view the presentation in
different formats, it is also used to view more than one PowerPoint window

at a time, or to decide whether to display the ruler within the window.
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Presentation Views
ERERE=REINEE

Marmal Outline Slide MNotes Reading
View Sorter Page View

Normal: This is the default view for all PowerPoint presentations. In this view, the slide pane and

Presentation Views

thumbnails of the slides will be displayed.

Outline View: Click this button to view the presentation as an outline. The outline will appear in the

frame to the left of the slide pane.

Slide Sorter: To view the slides as thumbnails, click this button. The slides will appear in columns

and rows. This format makes it easy to rearrange the slides.

Notes Page: The slides appear at the top of the page and the speaker notes that have been entered

for the presentation will show at the bottom of the page.

Reading View: This view is used to view the presentation as a slide show that fits within the

window.
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Master Views

Slide Handout Motes
* Slide Master: Click this button to change the design and layout of the slide masters. These Master Master Master

Master Views

masters are the ones that each slide in the presentation is based on. The changes affect what
is displayed on all the slides with that layout in the presentation. Animations and transitions
can be added in the slide master. The top, larger slide is used to change options for all the

slides in the presentation no matter what the layout.

* Handout Master: To change the design and layout of the printed handouts for a presentation,

click this button.

* Notes Master: This button is used to change the way the notes page is displayed and printed.



ations Slide Show Review

| Ruler =l |_1|—|

Show & Direction

Gridlines _
_ Maotes View
Guides Direction =
Show w Direction

Ruler: To display the horizontal and vertical ruler in the PowerPoint window a check mark must appearin

the check box for this option.

Gridlines: Click the check box for this option to display gridlines in a presentation. The gridlines are used

to align objects on a slide.
Guides: Use this option to show adjustable drawing guides to which objects can be aligned on the slide.

Notes: Click this button to add speaker notes to a presentation. These notes can be used for quick

reference during a presentation.

View Direction: To change the thumbnail from the left side to right side of the screen.
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Slide show Tab.ppht - PowerPaoint

Add-Ins ¢ Tell me wh

Zoom & Color/Grayscale Q | =

Grayscale
foom Fitto - !
Window | I Black and White

Zoom ColorfGrayscale
Zoom: To specify the zoom level for viewing the slide in the PowerPoint window, click this button.

Fit to Window: This button is used to zoom the presentation so that the slide fills the window.

Color: To view the presentation in color, choose this option. This is the default option for viewing

presentations.

Grayscale: This button is used to view the presentation in grayscale. Gray-scale shows the presentationin

black and white with gray tones.

Black and White: When this option is chosen, the presentation will be shown in black and white without

any gray tones.
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°
WIndow & Macros D'j E Arrange All EE D
= % Cascade _
Mew _ Switch Macros
Window E}:’" Mave Split  \Windows -
Window hMacros

New Window: To open a new PowerPoint window, click this button.

Arrange All: To tile the open windows on the screen side-by-side.

Cascade: Use this button to tile the open windows so that they overlap vertically on the screen.

Move Split: This option is used to move the splitters that separate the different sections of the window.
Switch Windows: Click this button to switch from one window to another window.

Macros: These are miniature programs that are used to perform specified tasks within a program (Ctrl + P).
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What is internet?

Internet: is the global Computer Network (internet is the International computers Network
which is Span all around the World)The Internet, sometimes called simply "the Net" The word
(term) of internet is taken from international Network

internet (i in Lower Case Means networks of Few Computer)
Internet(l in upper Case Means network of hundred , and thousand of Computer)

Internet: is the a Huge (Large) Network of Millions Computers from all Around the World

189



Geoostationary Satellite

: ASTTE km (approx.)
:m: 3ST96 km (approx.)




interne‘t)

s
g
j Smartphone
et

WiFi Router

Laptop PC

Printer



A Brief History of the Internet

In 1969, the US Department of Defense started a project to allow researchers
and military personnel to communicate with each other in an emergency. The
project was called ARPAnet and it is the foundation of the Internet.

. Throughout the 1970's, what would later become the Internet was developed.

While mostly military personnel and scientists used it in its early days, the
advent of the World Wide Web in the early 1990's changed all that.

. Today, the Internet is not owned or operated by any one entity. This worldwide

computer network allows people to communicate and exchange information in
new ways.



Internet offers rich resources

.Information

« Web, web site, browser (IE, Firefox)
« Search engine (Google)

.. Communication

« E-mail, chat group, Internet telephone
« Instant messaging, social network (Myspace, Facebook), blog

;. Commerce

« Online shopping

.. Entertainment

.Job

e YouTube

Site offering jobs opportunity



Internet Terms (terminologies)

. Address Bar - an address bar is the top, long, white box into which you type the

website address you want to visit

2. Online - a computer is connected to the Internet either by telephone or cable

3. Offline - you are using your computer, but it is not connected to the Internet

4. Social Networking - Using the Internet to discuss interests, meet new friends,

share photographs, send messages and/or chat with people

URL - an address that you need to type to access a website. This usually begins
with “www”. URL stands for Uniform Resource Locator

. Web Site - alocation on the Internet where a person or organization has put

their information for people to use.

www.abc.edu.org



7. Web Page - one page of a website.
8. Browsers : is used to open the web site (web pages)

9. The Hand Cursor (Link): when we select any of the web site address so our curser
will be changed in to Hand

10.Date transfer Rate: is the amount date that sent and receives
11. Home page: first page of the website

12. Client: A client is any computer on the network that requests services from
another computer on the network.

13. Server: A server is a computer that receives requests from client computers,
processes these requests, and sends the output to the respective client computers
that had placed the requests.

14. Web Server: A Web server is a computer that is dedicated to provide Web
services to clients on the Internet. Web services are often provided through Web
sites that are hosted on a Web server that is accessed by a client. However, before
the clients can access the site, it is preferable to register the domain name ata
Domain Name Service



1. Server Computer
2. Client Computer
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15. /SP:is a company that provides internet connection for User..

16. Modem: To access the Internet, a user requires a hardware device called a
modem. The word modem Taken from the words modulatorand demodulator. A
modem transmits data over telephone lines as analog signals and then converts
them digital signals that can be interpreted by a computer.

17. Web Development: Web development is the process of creating Web pages for a
Web site that will be hosted on the Internet

18. Site Hosting: To enable people to access your site, you need to host it. You can
either host the site on your own Web server or you can buy space from a Web site-
hosting company

18. Access Methods: Access methods refer to the means of accessing sites on the
Internet



Accessing Internet Connection

Conventional Phone,
Subscriber,
or Cable Modem Line

e
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Modem

Router

Modem connection

Wireless Router

Wireless
Device1
Device2
Deviced
Deviced

Router
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19. Bandwidth: Bandwidth refers to the rate of data transfer over the Internet

20. Protocols: Protocols are a set of rules that are followed on a network to
facilitate communication between two different computers on a network or
different networks

21. absolute URL a URL that contains the full address, identifying the machine,
directory, and file. For example, if a web page contains the link:

<a href="http://www.IBM.Com/2010IBM/about_2010_IBM/">
22. account: authorization to use a computer or any kind of computer service
23. add-in: a package providing additional features to a program

24. address book a facility in an e-mail program, chat program, or web browser for
storing addresses of individuals or web sites



Internet

Modem (dialup or
broadband)
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| \\ Desktop computer
with PCl adapter

Notebook /
with PC card
computer with G

PCl adapter
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Goeo

Google

Google: is a Search Engine where we can Search

1. Books
2. Image
3. Videos
4. Software's
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History of google

Google

Technology company - google.com

Google Inc. is an American multinational technology company specializing in Internet-related
ser(\llicefs and products. These include online advertising technologies, search, cloud computing,
and software.

Designated CEO: Sundar Pichai

CEO: Larry Page

Founded: September 4, 1998, Menlo Park, California, United States
Headquarters: Mountain View, California, United States

Founders: Larry Page, Sergey Brin
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http://www.google.com/
https://www.google.com.af/search?es_sm=93&q=google+designated+ceo&stick=H4sIAAAAAAAAAOPgE-LUz9U3MDFNNk_S0slOttLPL0pPzMusSizJzM9D4VilpBZnpucllqSmKCSn5gMA1_mhAjsAAAA&sa=X&ved=0CIkBEOgTKAAwF2oVChMI_bud87aOyAIVSjoUCh3qHgcP
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https://www.google.com.af/search?es_sm=93&q=google+ceo&stick=H4sIAAAAAAAAAOPgE-LUz9U3MDFNNk_SUsxOttLPL0pPzMusSizJzM9D4Vglp-YDAPsaLUcwAAAA&sa=X&ved=0CI0BEOgTKAAwGGoVChMI_bud87aOyAIVSjoUCh3qHgcP
https://www.google.com.af/search?es_sm=93&q=larry+page&stick=H4sIAAAAAAAAAOPgE-LUz9U3MDFNNk9S4gAx07MKCrUUs5Ot9POL0hPzMqsSSzLz81A4Vsmp-QD68UWrOgAAAA&sa=X&ved=0CI4BEJsTKAEwGGoVChMI_bud87aOyAIVSjoUCh3qHgcP
https://www.google.com.af/search?es_sm=93&q=google+founded&stick=H4sIAAAAAAAAAOPgE-LUz9U3MDFNNk_SUs1OttLPL0pPzMusSizJzM9D4Vil5ZfmpaSmAAAGQTHtNAAAAA&sa=X&ved=0CJUBEOgTKAAwGmoVChMI_bud87aOyAIVSjoUCh3qHgcP
https://www.google.com.af/search?es_sm=93&q=menlo+park+ca&stick=H4sIAAAAAAAAAOPgE-LUz9U3MDFNNk9S4gAxC5OLsrRUs5Ot9POL0hPzMqsSSzLz81A4Vmn5pXkpqSkAYLl2ED4AAAA&sa=X&ved=0CJYBEJsTKAEwGmoVChMI_bud87aOyAIVSjoUCh3qHgcP
https://www.google.com.af/search?es_sm=93&q=google+headquarters&stick=H4sIAAAAAAAAAOPgE-LUz9U3MDFNNk_S0spOttLPL0pPzMusSizJzM9D4VhlpCamFJYmFpWkFhUDAKHgXrE5AAAA&sa=X&ved=0CJkBEOgTKAAwG2oVChMI_bud87aOyAIVSjoUCh3qHgcP
https://www.google.com.af/search?es_sm=93&q=mountain+view+ca&stick=H4sIAAAAAAAAAOPgE-LUz9U3MDFNNk9S4gAxi8ySTbS0spOt9POL0hPzMqsSSzLz81A4VhmpiSmFpYlFJalFxQB4-a6XQwAAAA&sa=X&ved=0CJoBEJsTKAEwG2oVChMI_bud87aOyAIVSjoUCh3qHgcP
https://www.google.com.af/search?es_sm=93&q=google+founders&stick=H4sIAAAAAAAAAOPgE-LUz9U3MDFNNk_SUs9OttJPKi3OzEstLoYz4vMLUosSSzLz86zS8kvzUlKLACVwYng2AAAA&sa=X&ved=0CKQBEOgTKAAwHWoVChMI_bud87aOyAIVSjoUCh3qHgcP
https://www.google.com.af/search?es_sm=93&q=larry+page&stick=H4sIAAAAAAAAAOPgE-LUz9U3MDFNNk9S4gAx07MKCrXUs5Ot9JNKizPzUouL4Yz4_ILUosSSzPw8q7T80ryU1CIAZqNQskAAAAA&sa=X&ved=0CKUBEJsTKAEwHWoVChMI_bud87aOyAIVSjoUCh3qHgcP
https://www.google.com.af/search?es_sm=93&q=sergey+brin&stick=H4sIAAAAAAAAAOPgE-LUz9U3MDFNNk9S4gAx07MKzbTUs5Ot9JNKizPzUouL4Yz4_ILUosSSzPw8q7T80ryU1CIALWLUaEAAAAA&sa=X&ved=0CKYBEJsTKAIwHWoVChMI_bud87aOyAIVSjoUCh3qHgcP

Google

Google

Working on Sites which provide free resources

1. Books===www.bookboon.com

2. Image === can searched by google

3. Videos======www.youtube.com

4. Software's======www.getintpc.com
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Gmail

Creating a Gmail Account/google
Account

Gmail: is stand for (google mail)

Gmail: we can sent and Receive Emails



([T Tube

YouTube

YouTube: provides Videos Downloading and uploading Facuilites

206



YAHOO!

Yahoo

Yahoo: is a popular searching engine after google
Yahoo provide (Searching + Videos+ News+ Email...... ) Facuilites



Skype

Skype: is used for Video and Text Chatting



Thanks For Your Attention



Any Question ?
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