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Cll110

INTRODUCTION TO COMPUTERS,

COMMUNICATIONS & INFORMATION TECHNOLOGY



I
I Introduction to Computers Communications & Information Technology

I
I
I r

I

Course r-,umber
Course Title
ObJecll\ e

Target Audience

Pre req U IS Ites
Form

DuratIOn

CLL 110-1 (Members of the JudIciary) CLL 110 A (AdminIstrators and Clerks)
IntroductIOn to Computers, CommunicatIons and Information Technology
To Acquaint the tramee WIth the current state of the art of Computers
CommunIcatlons and [nformatlon Technology
All Inductees to the Computer Literacy Program with no computer exposure
before
None
Interactive class room environment RIch AudIO/visual content Several
computer Demonstration and VISit to computer center
18 Hours Minimum module 2 hours separated by 10 Minutes break

Contents

Soft\\ a re a nd ApplicatIOns
What IS programming?
Problem solvIng algonthms
ProgrammIng languages
OperatIng systems

,
I
I
I
I
I
I
I
I
I
I
I
I
I

Overview
Course descnptlOn
USing the tramee manual
Why computers?
Important terms

History of Computers
What IS a computer?
Computer generations
Kinds of computers microcomputer mainframe etc~

Component ofa Computer (Hard\\1re)
CPU
Memory
I/O deVIces CD ROM disks etc
Modem telecommunication systems

,A,
l_ 1
rl 1
Ij t-\

....~'\ Y, ~\
./ - - \ j ~- \

~.Y"""""{' ; j ~\
~Z__ T-J, ! ,. \

Word processors spreadsheets databases graplllcs commUnication &. Internet
Communication cable TV : 1 t 1 U /~ ~-.....1 -:. 1~ ... ..."..,.;;:

~ '\ J : /'1\1anagement InformatIOn Sjstems /~'-\ >1 ..-:'- ~ .r
Systems Organizations Computer Systems, Informafum Systems J

Systems development life cycl~ f l~ 'i~,.r-\ \ z;:-/
Kinds and purposes of Informa~lOn systems~ k\ \~~ t 1
InformatIOn Technology field ~-ii ~~ ~ ~\ j;)
Telecommuters ~ fJ ~~1 V

L f-_1
r f'~-

.. I I
Eth ICS and ResponSibilities ~1 r.. j "-1

SOCial effects of computer negatively and positively
Computers and CrIme t 1 f j

Hackers iVi4~~
Viruses t'-_

Theft
Pnvacy

FInal E\am
Tools

Instructor Manual Trainee Workbook, Handouts, Vtdeo/l)0Jector

System Research Eg} pt



I
I Introduction to Computers Communications & Information Technology

I
I

Module
SesSIOn #
SessIOn DuratIon
Start Time
End Time

Topics

Overview
1
2 Hours

I
I
I

I
I

Course DescriptIOn

Objective

Form
Sequence

To allow tramees to get started With computer systems and mtroduce them a
general concept about computers
Lecture WIth gUided dIScussIon
What IS this course about
Why computer IS Important
Computer systems overview
Requirements to this course

2 USing the Tramee Manual

To allow tramees to be famllLar WIth the mouse and ItS functions
Lecture With gUided diSCUSSion
Content of manual
User gUIde

Objective

Form
Sequence

Objective
Form
Sequence

Objective
Form
Sequence

4 Important Terms

/~

.r 1
/~V

To solOist from arterrdees a personal vIews on the Importance of computers
Lecture with gUIded diSCUSSion tf
Examples for large systems :j, e: ~ A
Comparison between manual systems and automated syste;s ~1 /..<'4
Advantages of automated systems ~~\ t'-~.7y
Accurate results r 1 \i '\ t:..?
More servIces m less time /~ fJ \-.\ rj

Ay';l f ~~-\ l-l
r:./ ;,..~ r I >;~ U
H s..- ~l ....~=\ f-l

4 " L.,c ........ '1
To ma\...e artendees faml1lar~wLth the famous terms 10 the computer field, thus
help them understandU1gwhat~mes ii.~'<t /"/.1 f -/ ~l;;;
Lecture wLth gUided C1lscful;n? tLl"~ - .... ~~1 V

'or ( ...:--1 ~"'= -'....~..*""\ -
Examples for Importe!}t terms 1~'fu~)jeJa '{;:"\ ; ,
ComparISon between data and lriformatlOn '1 ~\ tJ"

+""1 ~1 -i ... r:-
Hardware and Softw~e ~;l ~i ~-:2\

Keyboard mouse prurter screen! €PU-Floppy dlsJ...-"'hard dis\... CD ROM

f\ ~1 ~j
SpeCial InstructIOns i: PI WJ

{?1 .t-t
FOCUSIng on the slml1anty between terms used 10 courts and terms used m the
computer field ~i~

• Introducmg the famous terrns-th'at will be used frequently 10 the course without gomg to
h

..:r-
IO-dept functions of each one

• Make sure that the terms discussed have a visual Image m the students mmd

3 Why Computers

I
I
I
I

I
I

I

I
I

I

I
I

System Research Egypt 3



I
I Introduction to Computers Communications & Information Technology

What IS a Computer?

I
I
I r

Module
SeSSIOn #
Session DuratIOn
Start Time
End Time

Topics

HIstory of computers
2
2 Hours

2 Computers' GeneratIons

I
I

r-

l
ObjectIve
Form
Sequence

To mform the attendees about the Idea of computers and how man thmk about It

Lecture wIth gUided dISCUSSIon
Several quotes about the definition of computer
Examples of Machmes we use that are sImilar to computers
Comparative study between computer and human

To mform the attendees about the generations of computer
InformatIve lecture
CharacterIStics of the first computer generation
CharacterIStics of the second computer generatIon
CharacterIStics of the third computer generation
CharacterIStics of the fourth computer generation
What computer can be In the future

ObjectIve

Objective
Form
Sequence

Form
Sequence

Objective
Form
Sequence

f...~:~
L"

F

rfA q A
To mform the attendees about the different types ofcomputers and the sUitable

~., ., t !r~~/
Type accordmg to the bus mess needs ~1 ';.j, (.7-
Informative lecture ~ =1~"\ t-i
How we choose a computer 4;--~\\ ::1 -r-\ ~~
CharacterIStics of mIcro computers t-'l ?;1 t -\ 1
CharacterIStics of mini compute}s ~) n/~~ rJ

~-l j ". .,..l~ "'y f-' 8CharacterIStics ma~r~~e comypters -7 0/" '!,;~ t
CharacterIStics of super computers ,.4~ ~... ~~\

t'~/ ""{:\. ~ Ik"-/~ - i "r'
" :::.1-\ ~-:::~ ... """ l~

4 Communlcatlon History kt \ \ f7 '\:;"~ ]
r\ t \ r~ '{.\ / ~

To mform the.attendees about development In the field of communicatIOns
Informative le~ture i,.-i! 1 V

i>1 ll>1 t~~
Definition of communication m1he computer field

--4 ,. f ~""'I.

Examples of commUnlcaUon systems
• -1 - .,-

Stages m communicatIOn development from Radio Radar TV and Satellites
~l IJ/

SpecIal Instructions lt7L!;--""
~--
r;

FOCUSIng on the sUItable Computer type for courts management
FOCUSIng on the need of computers to manage effectlvely any bUSiness In our life
[ntroducmg computers as a human who has brain and memory
Mak.e sure that computer IS an easy tool to learn even you have no back.ground about

3 Types of Computers

I
I
I

I

I

I
I

I

I
I

I
I

System Research Egypt 4



I
I r Introduction to Computers CommunicatIons & Information Technology

I
I
I

Module
SesSIOn #
SesSIOn Duration
Start Time
End Time

Topics

I CPU

Components of computer
3
3 Hours

Special InstructIons

To Inform the attendees about the CPU and ItS functIons
Lecture With gUIded dISCUSSIon
Definition of hardware
OrganIzatIon of personal com~uter
Functions of CPU
Components of CPU
Anthmetlc and logiC unIt ALU
Control unit
Power supply

To Inform the attendees about the memory and ItS uses
Lecture with gUided diSCUSSion
FunctIOns of memory
Types of main memory (RAM ROM)
CapacIty of storage units
Data representation In memory
Storage units
Secondary storage
Magnetic diSk.
Hard dlsJ...
CD ROM

Objective
Form
Sequence

Objective
Form
Sequence

aDjeCtiVe
Form
Sequence

ObjectIve
Form
Sequence

2 Memory

~ ..:\
....---'
i-=- \
=1<. \

=fl; \
......-:~\ 8 ~\

/:7~: q l\
~~(/ \..\ ;1 ~.
~ I I ~l ....._\

3 Input! Output Devices tj fj ij· ~~-4
t 11 E. Ey' ..

~ i- .'./ --/ ~ \
To Inform the attendees about the,mput ano./output de" Ices ';., \

.. \ '-'.r' j ,)Lecture with gUlded'Olscusslon ,.J.......__ '" >-1 ..
Data entry and acdess of mforlnat;'OTi?"'''' \ ~I

1 .. Ii! ~ \

Examples of Input deVices lf~;-1 \ ~ r
Examples of output deVices t-l r, ,-)V

~i ~~ ~ ,
.j Modern TelecommUnication System : \ f fJ

~J [ tJ
To Inform the attenaees about the modern telecommunication systems
Lecture with gUided dlscui"slSn

........J
Effect of modem telecommUnicatIOn systems on the field of computer

,/
What telecommumcatlon systems adds to computer... /
Telecommunication development

r

I
I

I

I

I
I

I

I
I
I

I

I
IntrodUCing computers as a human who has brain and memory

I
I

System Research Egypt 5
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I
I Introduction to Computers Communications & Information Technology

What IS ProgrammIng?

I
I
I

Module
SesSIOn #
SesSIOn DuratIOn
Start Time
End Time

Topics

Software and applIcations
4
4 Hours

I
I

Objective
Form
Sequence

To mform the attendees about programmmg and software concept
Lecture wuh gUIded diScussion
DefinltIon of a program
DefinItIOn ofprogrammmg
Steps ofprogrammmg
Flies
Code vs data

Form
Sequence

2 Problem Solving

Objective
Form
Sequence

Objective
Form
Sequence

To mform the attendees about program development lIfe cycle
Lecture \\ Ith gUided dISCUSSion
How to define the problem
Suggest a solution to this problem -l

Steps of solvIng a problem ".~ 1
/-v'

How to apply an algOrithm to deSign a program / /
Write a code for your prooram usmo a SUitable proorammmo lanouacre- /

<> <> <>:> <> ~r

3 Proorammlno Lanouaoe A ~-\
b b b 0 ('" \\ ~ /r- ?-i /.-J

Objective To mform the attendees about languages used to Implemen\,\prograTL(;p/
Form Lecture with gUided dISCUSSion E'

1
:f ~ \ ~-;;"f-

Sequence Levels of computer language f~;" '. ~
Law level language /~/-. r \ \ ~
High level language f/ \ j I ~ "\ ';.~
Fourth generation language 4GL "-1 .3;-J ,.:',~ \ i'l

-\ 1 ..~ /"~ t-
Choosmg a suitable language for a speCific applIcation - ~ /" '; \ ( i

/. - ".l. ~1 ~- /" r:\ t,'"
~/":;..---'-:. ~ \ 1 ./" / : 1 \"v
,- ~ \ \ ~ ~--:;:-.."\ ~ I

~1 q~::,..r \.' ~1

To mform the attende.es about t~1 op{~tlng systeEns and their operations
Lecture with gu Ided..dllScusslon ?J ~ \ ' ;._\ "
Functions of operaltng system ¥~1 ..1 -;/

1 .. J
Types of operatmg system t s;.j
Operatmg system coniponents ;- ~1

~":( f- C?
::> Programs and ApplicatIOns ;J ./E-:z

;:.tr ;/
To mform the attendee;..-about the dlfferentt> pes of programs and applications
wuh focus of courts management applications
Lecture wuh gUIded dISCUSSion
ComparISon bet\\ een program and application
Word processmg programs
Spread sheets programs

~ Oper'ltlng Systems

I
I

I

I
I

I

I
I

I
I

I
I
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I
I Introduction to Computers Communrcatlons & InformatIon Technology

6 CommunicatIOn Cable TV

Databases applications
GraphIcs programs
Internet Programs

SpeCial InstructIOns
Focusmg on the need of programs to manage courts In a clvl!Lzed way
Do not extend to the level of programmIng or application development

I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I

L

ObjectIve
Form
Sequence

7 Practice Exen:lse

Objective
Form
Sequence

To mform the attendees about the concept of cable TV
Lecture with gUided diScussion
Cable TV overview
Uses of cable TV

To evaluate how the tramees understand the basIc concepts of computers
ExercIse
QuestIons about material covered unttl thIs perIod of the course

I
System Research Egypt 7



I
I Introduction to Computers Communications & Information Technology

Computer Systems vs Information Systems

I
I
I

Module
SessIOn #
Session DuratIon
Start Time
End Time

Topics

Management mformatlOn SJ stem
5
4 Hours

4 InformatIOn Technology

2 System Development Life Cycle

To Inform the attendees about the dIfference between computer systems and
mformatlon systems and apply them to operate courts
Lecture with gUIded dISCUSSIon
DefinitIOn of MIS
What IS a system
Manual system vs automated system
Companson bet\~een computer system and information system /~
Examples of MIS department m a big organizatIOn (Egypt Air) /.//
Companson between the manual system and the automated system for_tlils_{
organization A V""i \
Imaglnatlon of what the MIS department of courts will be ~) :. j

_oJ _/ t I

( /" 1 1
:1

~
·1
f 1
L.l

~1,..,

Objectlve

Form
Sequence

ObjectIve
Form
Sequence

Form
Sequence

~~I

To Inform the attendees about the hfe cycle for developmg a system
l

Lecture \~lth gUIded diSCUSSion I:\ .L~
\ -, ./~

The stage of analySlS the system r I ~ :;. <-:..
~ \ t --DeSign of the system ~ -:. :- ,/

ImplementatIon of the systern.~~~ ~ I ~ \ {:.1'
~~~ rf '1"\ ~

Testing the results ~~-y ._\. _! " \ f:
Install the system (Hardware and Sofu\are)-~ _. '" i

'I ~1 -,-
Updatmg or reengmeenngthe svste....m accord1Og toJuJ..ure ~e~ds

/~ t1 ,;"1 t~// '":\ ~J
3 Kinds and Purposes of Informatto!J,Systems ~ "'"~Y J ... \ '

~ ~ \:..i 2 ~-,.~:;.s.. ! ~ 7"
"" I r-.\ t -~ "\ r

Objectlve To Inform the attendees about the dIfferent kind and purposes for 1Oformatlon
h I( I ~.\ f' 'i ~\ f

tec noogy ~ I ~1 1;'\ ~1

Lecture\.... Jth gUided diScussion \.-\./
e ' I ~ \ .-

How can mformatlon system solve a problem 10 the organization
Examples1

J
of informatIon systems that can be used In any organizatIon

~ t- 1 1
Automated payroll system, personal and accountlng systems
ATM machmes 10 banl,.s ?

4 I ... .(
HosPltality,d systems In hotels

• ",....1
Automate retau systems...... /"

:7'I

I

I

I
I

I

I

I
I
I

I
I

Objectlve
Form
Sequence

To mform the attendees about the latest mformallon technologv used
Lecture with gUided diSCUSSion
What IS IT
Definition of a complete soIullon
A bnef descnptlon of technology used to regulate IOformation systems
ReqUirements of IT

Hardware and software solutions

I
I

System Research Egypt s
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I Introduction to Computers Communications & Inrormatlon Technology

Special InstructIOns
Focusing on the need ofcomputers to manage effectively any business In our life
Introducing computers as a turning POint In human life
FOCUSing on the need of MIS department to manage effectively any bus mess In our life
Focusmg on the great difference between manual system and automated system

To Inform the attendees about the concept of telecommuters
Lecture with gUided dLScusslon
Concept and basIcs

~/- ,

Vr-(
t.l
~ ~

I- ,
-I
~ 1
- 1
- 1

t \
• I.~

Objective
Form
Sequence

5 Telecom muters

I

I
I
I

I
I

I

I

I

I
I
I

I

I
I
I
I

Sj stem Research Egypt 9
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I
I IntroductIon to Computers CommunicatIons & Information Technology

Social Effect of Com puters

I
I
I

r

Module
SessIOn #
SesSIOn Duration
Start Time
End Time

Topics

EthicS and responSIbilities
6
2 Hours

I
I
I
I
I
I
I
I
I
I
I
I
I
I

r
!

r
I
l

r
I
I

L

r·
I

r 

I

L

Objective

Form
Sequence

2 Computer and Cnmes

Objective

Form
Sequence

System Research Egypt

To Inform the attendees about the positive and negative effects of USIng
computer upon society
Lecture with gUided diSCUSSIOn
The SOCial effect of computers on society
Positive effects ,/"1

Less time with unlimited services .//
Save time and effort /' --Ir J- \

Save unhmlted capacity of InformatIOn and retrteve It efficlt~'ntly

EffectIve searching tool In many fields /,,;.;' ~1
Stlmult human to Invent and create _/., ;.'" ~l

Negative effects • ,J./ :J
J 1

The danger of the system beIng do\' n -l .-i
Misuse of the Internet J~ '\ ~ ./ .,. I

\ ,-,"." E: I
Increase of unemployment to \ I .r./ ) ~ 1
Wasting tlme 10 play109 games t-\ r - - ./ 1•t \.- ~ /'/1":\ ~I t\ 1 ~l

~...~-. I 1 ~. · \ .,.
~. ~ ~ , I \

"" / ~1 r. \ 1
To Inform the attendees aboutthe Computer cnmes and how \, e can deal

I ,I. ~ • J'" , -I
WIrh ~ .1 • jl -:r \ i

• 1 t I. (. '..... /" ~ • 1Interactive lecture with gUIded dISCUSSion i \
". ..... /" ./ '\

T>-,pes ofcnmes 10 computeyfield : f - \ .,.
.- '/ Hi' t l A ::;..<-.. 5 ,.-
.~ i aCl\.ers ... ~,,~ \. ~

~ ..I r, Definition of hackers
f' IJ ~ \ ThJ dangerof'hacLng the svstem
\, ,-, .......
r) .. l' E'<ample abut hacktng the CfA
\.. \ "' .......'1 • 1 Who may hac!.. the svstem
• \ I' I Sec~nty regulations to aVOid hlcl...ers

I ~\ Viruses :)
J- ~~ I What IS a virus?
-", L ~/ Why computer viruses was Invented?
lJ:cY How the virus mfecl [he computerV The negative Impact of viruses

How can I discover and clean the virus
AvOidance of viruses

Privacy
Definilion of prIvacy
The danger of mIsuse of mformatlon
Applied example aboul misuse of mformatlon of a cTltlcal case

Theft
How can mformatlon be stolen
The Importance of protecllng [he Intellectual propertY
Egyptian law and the programs Illegal copies
The mtematlonallaw for protecting the Intellectual property

10
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I
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I

I
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I
I
I
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I
I
I
I
I
I
I
I
I
I

Introduction to Computers Communications & Information Technology

Special Instructions
Focusmg on the great Importance for mtellectual property protectIOn
Make sure that the Instructor should not focus on the crime Itself rather than glYlng adVises and
solutIons to avoLd these crimes

Focusmg on the posltLve effects of computers on socIety and Its role In the developed countries
Make sure that the mstructor should not give students a bad ImpressIOn about computers that
may Impress them

System Research Egypt



I
Introduction to Computers Communrcatlons & Information Technology

I
I
I

Module
SessIOn #
SessIOn DuratIOn
Start Time
End Time

Topics

Ftnal Exam
7
1 Hours

All Course Topics Will be Included

,'1

To evaluate the final result of the course
Exam

Objective
Form

A
~/.7-1

",- ......~ .
2 SpecIal InstructIOns ,J" = ~\

Ma\...e sure that the exam will be In the average student standard ... ~7i
/.~,:') ~

/ /' '
~ .>' f"1
tl ~\• • I-
, 1 1 :-.

........1 -
;,,~/ ~1
... ' , j, /'
~ I U

J ~

f
I
II

I
I
I
I
I
I
I
I
I
I
I
I
I
I
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Cll120
~

USING COMPUTERS FOR PERSONNEL PRODUCTIVITY



I
I
I
I

Course Number
Course TItle
ObJect!H
Target Audience

PrerequIsItes
Form
DuratIOn

Contents

USing Computers for Personal ProductiVity 97

CLL-l20
USlllg computers for personal productiVity
To acqualllt the trainee with the functlons of computers and llS role for personal use
Inductees to the Computer Literacy ProgramIMOJ Executives \\ Ith some Exposure to
computers

CLL-lIO or equIvalent ~owledge of computers
Computer Lab PC s and Printers, AudIO/visual content
18 Hours - MInImum module 2 hours

I
I
I
I
I
I
I
I
I
I
I
I
I
I
I

r
I

r
I

I

r
I

r
L

PC BaSICS
Course deSCriptIOn
USing the tramee manual
BaSICS

• Keyboard s1,.llls
Mouse sl-Ills

Playing Games
Playmg Wolf3D or Doom
Playmg SolitaIre, WmChess, Checl-ers and Bac1,.gammon

~
Interacting \\ Ith the Operating System ArJ:\

Runnmg appllcatlons ifIt\
Managmg tiles ~ f ,...
Managing folders /r':;:..,:;-\.. t\
OverYIewon 'MS Explorer !:/""..... ~J1 ; ~.).

~\ fJ ~ /~~"\\Introducing GraphiCS .c. ':. -' -~/~

U P b h.~ b j".i f(·:".t'.> \~\sing amt rus '< ~;;;:~,_ ~ ..,r-"j 4 \

(r.c.~ r F"/ ;:. ~ ,
Worl'dng n Ith Word Pr~sors ~~ ~~V~ U ~

What IS a word processor?;.;. ~~ ~-\ l.:l

Wrltmo a letter 1 ~~ h \.--1 11
<> ... ~ ~"j ';;..:\..?Formattmg the letter ~ ~- './

hj ~ t>
Worl_lng with Spreads~~~ets t n

What IS a spreadsheet? J. D
VIewing a sampl~ ofsp{ea~sheets

~f
Worh.mg with D'ltabases:V

• What IS a database?
Why a database?
Vlewmg a sample of database with a single table

Networhs and Communlcatlon
USing a networl- feature
Usmg communicatIOn facilities

Easy and Common Jobs
• Easy and common Jobs

Tools
Instructor Mmanual trainee \"or1,.boo" handouts video/proJector PC for everY tramee

Comments
• Tramees must be famIlIar wllh different software to show them that computer world IS diverse huge

and needs a lot of learning

S\ stem Research Egypt 2



I USing COl"'1Duters for Personal ProductiVity 97

To acquamt the trainees with an overview of the course
Informative lecture
Course contents
Course schedule
Course objectives

PC Basics
I
2 Hours

Objective
Form
Sequence

Objective
Form
Sequence

Objective
Form
Sequt.nce

Course DescnptlOn

d
1

_...s7
../

2 USing the Trainee Manual ,. Vti-
Objective To show the tramees how to use the manual effiCiently /;; -
Form Informative lecture with examples from the manual ./// L,
Sequence Content of the manual ~ 1 t i

User gUide ~\ ~\;? t-l
t'" '\ ~'.J>J- t-iCi _\ ::,/ r
[~ ; \ ~c,_ !' l
~l ,,'1 l-- - $

To give the tramees an Idea a2,!unvhat they"see m front l?f\lhem l:~
Lecture with gUided dlscussfo~\ £1 \ \
Monitor ; /}- f_ t \ r- 1 I 1
CPU and dlsf.. dnve r-l F t:JV.... {" ~ t I

Keyboard and mouse - I ~, • V;:'\ ~ \
.;:C~,., -I r 4:#1 \\

Turnmg the machine on and of( -: P' \ \ ..
C~\. \ t 1~.r::,,-_, f.'::~ 'y
f - T__ ~ ..._,......,,_""\ ,.

r,.1 ~\' _/ \)~ ~v
~~ I t I \_\ fl

To give the trainees the skills necessary to use the \...evboard efficlentlv
l> .. 'I V~

Lecture with gUided diSCUSSIon v
Charactf:;S f ! : \
Special keys bacf.-space arrow \...eys Shift Ctrl All Esc Caps Lod.
Function keys ,~-i v'

Keypad(i ~~I
Pressing the Keys and type randomly
The prop;~way of sitting and typing
Practlcmg a typmg tutor for a couple ofmmutes

Topics

-) Mous!! SkIlls

Module
SessIOn #
SessIOn Duration
Start Time
End TIme

J I3lSlcs

.j r...e, board Shills

r

I

•
L

r

7'
I

r

r

I

I
I

I

I
I

I
I
I
I

I
I

I

I
I
I

Objectlve
Form
Sequence

To show how to use the mouse effiCiently
Lecture with gUided diSCUSSion
What IS the mouse? How It IS held?
Movmg the mouse freely on the screen and watchmg the pomter even when given small
space to use the mouse m
Pomtmg to objects
What IS cllckmg? ClIc\...mg on speCific objects
What IS double Chc\...mg? Double chckmg on speCific objects
What IS draggmg? Dragging some objects

I -.

I S\ stem Research Egypt



Pia) mg Wolf 3D or Doom

PI1)lng Solitalrc, WmChess, Checkers and Backgammon

I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I

I
I

r

,
I

I

I
l

r
I

I

r

l

Module
Session #
Scsslon Du ratlOn
Start Time
End Time

TopICS

Objective
Form
Sequence

Comment

Objective
Form
Sequence

Cornmt.nt

USIng Computers for Personal ProductIVIty 97

Plavmg games
2
2 Hours

PraCtice keyboard sJ..dls as well as e'(plore the computer capabIlities In a stlmulatlng way
On-hne lecture usmg computers preferably uSing MultImedIa
E'(ecute mstructlOns to run the game
Select the game or level and start It
Play agam then E'(lt
The mstructor has to give detaded instructions to play the game He also has to Imply the
Importance of computers In the graphics world

./J
...,.,<'J

~./

Practice mouse skIlls and see the difference In mterface r' l:;'i"_'
On Ime lecture usmg computers r=~ / .-,
E'(ecute instructions to run the game "/' "'-'I
Select the level and start It ~ ""r./ } 1

'\ /' .... \
Practice chcJ..mg double clid..mg and dragging objects With hidden e'(posure to menus and

• • ldialogue bo'(es 4 L I ~ ~

Play again then E'(lt (- \ t I ... ~j ~ ;
The Instructor has to give detaded instructions to play the game He also has to Imply thed ~ -/ I
difficult) of program such games .-j \. f .// '> J

..."'::....\ :./ '\ -l f j
/'"\ f i ~I ;.//-:. ....-.. \ h \- ... t l '

.-/ ~4 '1 h.\ '-I
~\7 ~j' ~1 .;.\ ~
: I} /f i ~ \:} ~// f(-/' \ ~.
tl~ - "~~., .)
~'-\ ~

~1 \~"\ ,I
t \ "\ -\ Y
, I ':./'

• Iq
i I;.;

I
I

r
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Runnmg ApplicatIOns

0\ er; lew on "MS Explorer"

I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I

r
r
I

r
I
I

\.

Module
SessIOn #
SessIOn DuratIOn
Start Time
End Time

Topics

ObJectlve
Form
Sequence

Managmg Flies

Objective
Form
Sequence

Managing Folders

Objective
Form
Sequence

ObJeetlve
Form
Sequence

Usrng Computers ror Personal ProductiVity 97

Interactlng with the operatlng system
3
2 Hours

To be able to run programs when needed
On-lme lecture usmg computers
Runnmg applicatIons from DOS by typmg ItS name
Runnmg apphcatlons from WIndows usmg the task. bar

To be able to manage Flies
On-lme lecture usmg computers
What IS a file?

,r 1
Types of files bm vs text ",/ ..,/
Create a file on the root usmg •Notepad / '-/
Type some mformatlon ~ "
Save the file and EXIt l1
View files (--, 1 \ <.1
Open the file and add mformatlOn and save It agam then close ~t; ,/./ -./
Open and save as then close It tot '. \ • -" ,/"
Copy files from and to drIVes L"'::.... r I\.}. t (
Delete files ..e::r;~ ~\1 .f ~ \ . I
Rename files t~ \. (1 t \ ~ "

Prmt files f!-:' 1....../~ ...~ ~ I

_ li:_ fJ a - ..,P" \- '1/' -... "1 - !;-"./ \ 1~~ '\ t .47 '" \./
?~t'). i- /-'/ r, r,

To be able t~ X£anage f~[ders ~,;:f'-;",\ {: ~
It.~ - -l ~ f""-:--?\' ~ JOn Ime lecture usmg comp'ute~ '<; \ L

1What IS a Folder? i 1 ~~ \ ~ ..
.~ ~l r~ ,)r

My Computer and Tree structure concept \.-
Create a Fold~rl /1 ~ 1

\ ~ r."
Changmg the Folder 'J t \
Removmg a Folder J :/

• I r
Penammg a Fpl,per ./ I
Copy from and to dIfferent Folders

~7~
~

To have a simple Idea about Explorer and executmg the prevIous function In Explorer
On-line lecture uSing computers
Viewing Flies and Folders 10 Explorer
Managmg files and folders m Explorer

I System Research Egypt )



I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I

r
I

r,
r-

\

Module
Session #
SessIOn DurattOn
Start Time
End Time

Topics

USing Paintbrush

ObJeCllve
Form
Sequence

USing Computers for Personal ProductiVity 97

Introducrng graphics
4
I Hours

To give an overview about graphics world
On-Ime lecture uSing computers
Drawmg freely
Choosmg [me width and drawmg specific objects
Choosmg colors and palntmg
Cut and paste

.".... \. \
f'

~ I

L- \
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I USing Computers for Personal ProductiVity 97

What IS a Word Processor?

I
I
I
I
I

r
r,

Module
SessIOn #
Session Duration
Start Time
End Time

Topics

Objective
Form
Sequence

Wrltmg a Letter

Worlo..mg with word processors
5
2 Hours

To gIve an overview about Word Processors
On Ime lecture USIng computers
Advanced typewriter
Advantages of a Word Processor
Word Processor vs Editor

( -\
)

., \

'!

./
I

..,." , I ~, L"', ....,.. ,

To glve a Simple Idea about how to use \vorJprocess~L ....r~
On Ime lecture uSing computers ;J ~\ 1;.-
Font ..............,;J - ""1

Size ./'~.i d \~ ~1
~ ,.. ~ \ '~1 I \

Speclal Effects -: / ~ I ~ '\ -1
w , l 1 \

Underline bold, italic j 1 u /" \
r -'//"' ~\

t ;' r-.,./:; '1 ::1
./ f.r \ ~'

/' ~-1 \

.... "\. ~ I ""
-~........... , /

/ \\ ii
-t)~

To give a Simple Idea about how to use Word Processor
On line lecture USIng computers
Create a File usmg the WmPad and save It
Typmg text
Edltmg text
InsertIng te\.t
Deletmg some text
Cut Copy and paste

ObJl:ctlve
Form
Sequence

Objective
Form
Sequence

Forol1ttmg a Letter

f
l

I
l

r
l

r

I
I

I
I
I
I

I
I

I L

I
I
I

I
l

r
I
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What IS a Spreadsheet?

VIC\\Ing a Sample of Spreadsheets

I
I
I
I
I
I
I
I~

I
I
I
I
I
I
I
I
I

T

r
I

r
I
I
I

I
,
I

l

f

I
l

Module
Session #
SessIOn DuratIon
Start Time
End Time

Topics

Objective
Fonn
Sequence

Objective
Form
Sequence

USing Computers for Personal Productivity 97

Workmg wlm spreadsheets
6
:! Hours

To give an overview about Spreadsheets
On line lecture uSing computers
Tool to organize numerical data
Features of spreadsheets

Column and row fonnula
What If scenario

To have an Idea about how to use spread sheets
On-hne lecture USlng computers
Open a sample and save It as
Move freely In the spreadsheet
Understand how numbers are represented In the spreadsheet ~

Edit the data and see the output ,1 ....J-:" /
Create a Simple formula ." ,/'
View changing In chartS accordingly

...
I /::)- ~ ,/

-:;. /.-'
1

" I
~ I

i
, I
';.1
• I
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System Research Egypt 9

To have an Idea about how to use databases
Lecture with gUided diSCUSSion ~
ViewIng a table In datasheet and deSign vIews
Insertmg editIng and deleting SOrrt(e...dafa' \-1
VIewing a form In form sheet ana deSign vIews
Use the fonn as Input/output toof~ 17_-, ..."'1 I
Running a select querY unaer certam con.chtlon
Dlsplaymg a repqrt~~ \~ i 1/t~17" ~ l ...::-r~...-~,.1-' t'l ~ ~ _....\.

,-" ~ \ s:,'- \.-\
:.-\ l.-j q · ~tl ~ ~~ '~ "\ ~j
~ , ~- to j ...
< ! .. t:
t-, ~ : : \
H l f ~j
~ ,"'-;
t 4 ......,. J
t £/
,.~!A:/

V

To give an overview of database
Lecture with gUided dISCUSSIon
Definition of Database definillOn of DBMS
FIelds and records
Some tables as examples of database files (SIngle Tables)

USing Computers for Personal ProductiVity 97

WorkUlg wIth databases
7
2 Hours

ObJeetlve
Form
Sequence

Objective
Form
Sequence

Objective
Form
Sequence

To show the Importance of database
Lecture with gUided discussIon
Speed and accuracy A
Less space and securIty level y_:-
Flexibility when dealIng with data and more organization of data/':=- ~-
Better reports ~J

VIC\\lng 1 S1mplc of D1tabase with a Slnglc Table ... \ 1 ......1
.. ,\ ri /'./_1_//
r I '-

I \ "t ...

'i i \ ~l
\. .. ,....;
~ \

, .... i I
.1 ~'"~\ ~1

L l-<,~\ ~:
,-/ "\'"/' ~:;

I 1: '
!.oj ~

... J
f J

Why a Database?

What IS a Database?

Topics

Module
SessIOn #
SessIOn Duration
Start TIme
End Time

-~

I
I r
I
I I

I r
I f

I
I
I
I
I L

I
I
I

I
I

I
L

I
I
I
I



USing a Network Feature

USing CommunicatIOn FacIlities

I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I

-r
I
I

r
I

r
I
I

Module
Session I:
SessIOn DuratIOn
Start Time
End Time

Topics

Objective
Form
Sequence

ObjectIve
Form
Sequence

USing Computers for Personal ProductiVity 97

Networks and communication
8
1 Hours

To be able to understand how can we use a networl-.
On-hne lecture usmg computers
Sending messages
Tall-.mg on Ime
Runnmg an apphcatlon from the server on different machmes simultaneously

To show how can we commUnlcate through computers
On-hne lecture usmg computers
Sendmg a file through modem
Tall-.mg on lme through a modem

'J-! p,. \
t! I 1 \

c1 \ \IJ 1. I

" 1

f - \
> f ,-
~ -I l
J. /" 't-;/ . \

1?-
"'.I f '":1 )
r j
~ I
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Easy and Common Jobs

I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I

I
I
-r
r-

Module
SessIon #
SessIOn Duration
Start Time
End TIme

Topics

Objective
Form
Sequence

USing Computers for Personal Productivity 97

Easy and common jobs
9
2 Hours

To be able to perform some simple yet vital tas!--s when dealmg with computers
On-hne lecture usmg computers
Installing a software

A game or device dnver
Cleanmg an mfected dls!--
Repalflng a dls!-- usmg Norton DIsk. Doctor
FIXIng a paper jam 10 a printer
Compressmg files mto one file
Tak.mg a p.lcture by a scanner

I S\ stem Research Egypt II
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I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
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I
I Microsoft INindows 95

Introd uctlOn
Course descnptLon
USing the tramee manual
USing mouse
USing k.eyboard

I
I
I
I
I

Course Number
Course Title
Objective

Target AudIence

PrerequIsites
Form
DuratIOn

Contents

CLL-210
Wmdows 9,)
To acquamt the tramee with the newest operallng system from Microsoft and
provide him wllh a user fnendly Interface to run programs

All mductees to the computer hteracy program proceedmg to office
application
CLL 110
Computer Lab PC sand Prmters, Audio/visual content
24 Hours Minimum module 2 hours

Tools

Wmdows BaSICS
Logging on
USIng the tas\.. bar
AcceSSIng help
Work.Ing With a WIndow
PractIce exercise

Running programs
Run a program
USing accessones
AcceSSIng menus
Working WIth dialog boxes
Working wllh "My computer
Wor\..lng wllh C Recycle bin
Practice exercIse

. ~;;(
1

1..1
t

I
_1
\ ...,-

".. .
/.-;.--.. \"r(... ~ I

F .. !
- rI

Custonllzatlon and Control panel ..~_~_ ~~ _~~/
• Customlzatlon / ~~ ;. /'./.r-.-r ~ ."'./'.
• USing the "Control panel \: \ -1F~ ....::.

l. J t \ ~ -./" V_ \ i" I
t 1 -~ j

Workmg With "My Brlefcase'~and"Net\\ork Neighborhood" • 1

• USing "My bnefcase':.i f 1 ~ \ _\ V-
I lo'l' J

USing "Networ\.. neighborhood f-1 t" y/

n q~-
Workmg With the explorer and Fmd UtilIty ~

• Usmg the explorer:1 ~1 V

USIng the find ullhty 's1/9
Worl,.mg wllh shoncu:/"

Fmal E'\am

f
l

I
I
I
I

I
I

I
I
I

I
Instructor manual Tramee worl,.booh., handouts Video projector

I
I

System Research Egypt
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I
I

Microsoft INindows 95

Course DescriptIOn

I
I
I
I
I

r

Module
SesSIOn #
SessIOn DuratIon
Start Time
End Time

TopICS

ObjectIve
Form
Sequence

IntroductIOn
I
2 Hours

To allow trainees to get a border Idea about thIs package and realize Its uses
Lecture with gUIded discussion
What IS thiS course about
Why wmdows 95
Microsoft overview
RequIrements to thiS course

2 USing the Trainee Manual

To allow trainees to be familiar With the mouse and Its functions
Lecture \\ Ith gUided diSCUSSion
Content of manual
User gUide

Objective
Form
Sequence

Objective
Form
Sequence

Objective
form
Sequence

USlllg Keyboard

USing i\louse

/1

.~9
""(~ /l 1

...1 ",,/ 'i
r J ~ 1

~~/~ ;\
- J '
~ f • .,

To allow trainees to be famIliar WIth the mouse and ItS [unctions t ~ 1 i 1
Interactive lecture on line with computer _!, i ~ .... ~ f J
Right and left button • I~..", i: ~~-y f\
Movmg clIckmg and double cllcl-.mg d ~ ...\ ..-f7 .... 1

Drop and drag ,/-:\ r I "" \ >1 I I
....~\ 1 '\ ~ v'r;7 ~- ., ~ 1

~./ ,J ']J -\ ~
C.-I ; I "',r i.1 r I ~ ~ _ •

To make anendees famlhar With the ke~ s of the keyboard./ ~.. ..::-J
r ... _~ "/ / \'Interactive lecture on Ime with computer -'"- "\ ?

Cursor ~ / ... '\ ~.; ..."<'" "1 ',)
't \\ -.,...., ~l

Hot keys t I .... \ ~ r/ '", \ J
Functional keys (delete msert; home Etc) \ , J

~ 1 n:-\ "- \ ~
Specl1l Instructions ~-1 ~ I ~ 1 ,/

• Mal-.e sure that the tramees can substitute the mouse's functlons WHh the I-e} board
'$ I J "1
;\ ~I

- P ;;/

~~11~A~'.V"..;7.
\ -I
~

4

3

I

I
I
I

I
I

I
I
I

I
I
I
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I
I

Microsoft Windows 95

I
I
I
I

r
I

r

Module
SessIOn ;;
SessIon DuratIon
Start Time
End TIme

Topics

Loggmg On

Objective
Form
Sequence

Wmdows BasIcs
2
4 Hours

To allow the trainees to 10gglOg on the windows NT Server
InteraCllve lecture on lme wllh computer
User name
Password

5 Practice E'l:erclse

2 USing the Tash. Blr /3
To make attendees fam tllar with the task bar and Its Items (settmg and~""'( ,
Fmd) ,. ~/(~
InteractIve lecture on llOe wllh computer ..... J ): J

"./ 1Start button ../' - I
• .,. I

Shut down ~ /' E J
Semn 0 ' I -,

'" ~ \ t I
FlOd 0\ : I -1 - \

,-- \ 1" ' 2

I \ r,/ /

~'7
{ \

i~
r ~

-t, I

r \
l I

;......

Objective
Form
Sequence

Form
Sequence

ObjeCllVe

AcceSSing Help
"1 \. ~

~ I ~\

To lOform the attendees about the,capablhtles of help
-" ~'"J.\ I \Interactive lecture on)me With computer-j ~ \

Content tab 1-'~~;;:' f-....
d

;:1 J, tol,/ \
In ex tab ~~ ... tj_'~,~\

Fmd tab ...-"'"' t \ ~ .;/ •
Pnntmg-toplCS ~ r/ r:- ~. \t-" l 11 ..... -- ..11Vlewmo a help tOpiC .:.-1...,..-.:::....,-:........ ~i ./

---t;:t \~ ...........---"'w.~ I

Rela:e? tOpiCS - t \/ ..-l\:-....\ ,~-1_; l \ f ,,- ••

Worh.lng \\Ith a Window ~] 1 ~_ ":.;.>;;
1 1 d

ObjeCllVe To lOform the attendees about the fleXibility of wlOdows movement
1 ,

Form InteractIve lecture'on 1m;; With computer
-1 ''''Sequence MinImiZe a wlOdow

Maxuhtze a \~'lOdow

Restore'a wmdow
Manually reSize a wmdow
MovlOg and c10smg a wmdow

J

I
I
I
I
I
I
I
I
I

I
I
I
I

Objective
Form
Sequence

System Research Egvpt

To evaluate ho\\ the tramees understand the baSICS of WlOdow 9)
ExerCise
Access help
Fmd help on changmg colors
Restore the help wmdow to Its ongmal sIze
Move the help \\ mdow to the top of the screen
Set a pnnter to ) our machme
Restart your computer

4



I
I
I
I r

Microsoft Windows 95

Special Instructions

Introducing the famous terms that will be used frequently In the course without gomg [0 In

depth functions of each one
MaJ...e sure that the terms discussed have a visual Image m the students' mmd

I I

I I

I
I
I
I
I
I
I
I
I
I
I
I
I

I

I
l

System Research Egypt
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I
I r,

I

I

Microsoft Windows 95

-.
1

To allow the traInees to run a program and switch between different
applIcations
Interactive lecture on lIne with computer
Program run
SWitchIng between applications
Run accessones (notepad, calculator etc)

To Inform the attendees about the capabilIties ofaccessones
application Ill-.e Notepad and Wordpad
InteractIve lecture on line With computer
USing Notepad
USIng Wordpad
Cutting copying and pastIng
USIng calculator multimedia player etc
Startup folder

RunnIng programs
3
6 Hours

Objective

Form
Sequence

ObjectIve

Form
Sequence

Objective
Form
Sequence

Usmg AcceSSOries

AcceSSIng Menus

r'\
1 ~1
r ,; \

J • \
A':'"\ ; 1 • '.

./' -'-:2:..~' '1 -::- \
To Inform the attendees aboutthe'rrr;;;u's functions •
I I I 4h/ ~l., "I
nteractlve ecture on Ine \~l~ comput~1 - i L \ • ,

File menu ];,1 ~ I t ~ t
~A 'I 'p~Y;;'_\Options menu~ ..~ • r /' ' ~!

,-~-, , ,..; /J' ...
WIndow menu ~- \ f, c! I f [ \ \ r"

~ / ~ \ ~-J 1
Help men'! ';Y 1-~ r .,.J!r_, y ....\ ./

~l \. ~ /~~ I
~1 \. '\~\ r

Worhlng \~Ith Dialog Boxes ~ ~ ~ ~ I, \. \ ; I

t 1 _, \ • .J
1 ~- p t ' Y
I t - ~

ObjectIve To Inform the attendees about the use of dialog bo\es
j j I

Form Interactive lecture on hne wlthfomputer
Sequence List box ~ j f) V

Scroll bar :. ~ ,,~.;

RadiO butto~ y.t_
• ..1 r:::

Check. box f:.j.(,.. -
Command buttons

V

Run a Program

TopiCS

2

Module
SessIOn #
SessIOn Duration
Start time
End lime

3

r

r
I

r

r

I

I

I

I

I
I
I

I
I

I
I

I
I

WorkIng \\Ith' My Computer"

I
I

5

Objective
Form
Sequence

To Inform the attendees about My Computer
Interacllve lecture on lIne with computer
View
Toolbar

capabdttl<.s

I
I

System Research Egypt 6



I Microsoft VVindows 95

7 Practice ExerCise

\Vorh.mg \\Ith "Recycle Bm"

I
I
I

r
r
I

6

ObJectlve

Form
Sequence

To Inform the attendees about the functIOns 0 f the
deleted Items
Interactive lecture on (me with computer
Restore a deleted Item
EmptyIng the "Recycle 8m"
EmptyIng the Recycle 8m from the des"top

Rec}cIe 81n to manage

• I
I 1

)

To evaluate how the trainees understand the Intermediate level of Wmdows 9)
ExerCIse ./'1
Open the accessories Notepad and calculator ./y/
Run the accessory Notepad and open the file readme t,t /-1
Close the Notepad ,..1 v~ i
USIng My Computer change the view to list and sort the Items fO your folder
by nam e /' 1""" ~ i
Close the Notepad and delete the file readme~ l"ct"/ i. \
Empty the Recycle 81n E1 : \

,..~ • I ~i
< -.. - ~ ..j

~ 1"1 I ~ ,/
• FocuslOg on uSlOg on line help \\ hen needed t'l '-::' \ ..... '/ r I
• IntroduclOg the famous terms that will be used frequently 10 the course Without gOIng to 10-

d h " f h 4.1 t 'Iept ,unctions a eac one ./ \ , J - L ::,..
~ ",---1..... 1 1 "" ~

Ma"e sure that the deleted files can be restored usmg the Rec) cle 810
t-/ ij r-I

\

:-- ~J -'" \

~ j:J l/~" ,"\::. I ::'- \ \
~ I ,/"- f-~- ~ ,

t ~ -'": ~ p ~7
t /r-- \.-:'\ ;:J
~ 1 ~ \. :1
q ~ \ Y
I I '" \
"I ,..t! '
t J
a I

'/

ObjectIve
Form
Sequence

Spccw,1 InstructIOns

I
I

I

I
I

I

I
I

I

I
I
I
I
I

5} stem Research Eg) pt 7



I
I r

I

I

Microsoft Windows 95

Specl11 InstructJOns

-1 , I
l .. ,I

... " ~& I:::1 ...- /
y

To allow the trainees to run a program and SWitch between different
appltcauons
Interactive lecture on Ime with computer
Customize the desktop display
Changmg the background pattern
Changmg the screen saver
Changmg the d..s"top color scheme

Customlzatlon and control panel
4
2 Hours

"" ',. ./',1/
To mform the attendees about the capabilities of help

I
Interactive lecture on lme With computer I .-,f
Settmg the time and date I' \\ • \ /' J

~ /" .-
Configure the mouse ~.".-

Settmg the printer ......~"\ : I ~ _/'
Installing and renlOvIllgJ~n~s t.i" \ -\

F ,/ \,.\ ,~... I-/ i: _, \ l

i j -J ~ . c If t /' " _l. I ~ ~ L ./ _\ I
IntrodUCing the caoabrhues of changing and updatmg the settmg of the computer Without the
need to engmeers' suppon 1 /~ ;-j{ \ /"

- ". ..... I ./

~la"e sure that,the computer can be friendly user/tool and can be changed accordmg to user
.. J .,r-l ,.,,,,,..,,,.-\.

needs J: I 7 I - "_ ~ ,
- 1 I \ ~ ..~ :\ ~j7. -I -1 v\ ..'-1 1 ~ >-/_ I » 1 ".... ~~
,:. I - I .,
, t
- I

~ \

ObJectl\e
Form
Sequence

USing Control Panel

Form
Sequence

Custonllzatlon

Topics

2

Module
SessIOn ::
SesSIOn DuratIOn
Start Time
End Time

r

r

r
I

I
I
I
I
I
I
I
I

I
I

I
I

I
I
I
I
I
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I

Microsoft Windows 95

I
I r

Module
SesSIOn #
SeSSion Duration
Start Time
End TIme

Topics

Work.mg wlch "My briefcase and "Network. neighborhood
6
3 Hours

USing "My BrIefcase"

To allow the tramees to organize hIs files and folders
Interactive lecture on Ime with computer
Movmg files to "My Bnefcase"
Work.mg with files m 'My Brrefcase'
Updating with files usmg "My Briefcase
Deletmg with files usmg "My Bnefcase

Objective
Form
Sequence

ObjectIve
form
SLqul.nce

ObJccme
form
Sequence

USing "Net\~orh. Neighborhood'

Pr lctlce E\crclse

2

3

-'I

/~)
/;7.. - -..... \

,~':J ;/ ~1
... .- I

To allow the trainees to searches for files or folders In an easy and qUick \~ay

Interactive lecture on lme with computer r,>' ~ ~
E\plorlng the Network. Neighborhood I I 1
Sharing folders and files 1"',\"' _4 ~ 1

• ~ ~ ~ ~) I
~ r _/ ~ f I
J I'" ./,,, I

\"" f " I 1
....~ Co 1 I -1

To evaluate how the tramees understand the general concepts of Wmdows 9:>
ExerCise ._I'~/~ ~ f)'" \ J ~
Open the accesson~efwordPadl' :1 : '\ ~ I
Create a file and save It ?' :::1 _..- -\ -1

.. i 1:- '-t.. r '.11
Share thiS file In the network:'! ~ / ~ ~

,.tttl.".. ...... J "" .. ~ -..... t.. /. - \ ...
Usmg my computer, Change~the vIew to list and sort the Items m \our folder

I'" /' ... ~ ~,..C' ~J ,-by name \-... ~ ..... ~..,...1., i ..
'1 ...-~" ,. ... - -

Close the Wordpad an aelete tHe file }oU cremed
\ ... \ _JEmpty the' Recycle bm" t.- ~ i

t \ ;; 1 ~ 1 \.-., \ V-
I I 1 \ ,,-,"

Specl1l Instructions • \ ' 1 \

FOCUSing on the role of the ne-mork. to share files and folders

tL' /1":
~, /1
t\ -7'r

r

I
I

I
I

I
I
I
I
I
I

I
I
I
I
I
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I
I

Microsoft Windows 95

I
I r

Module
SesSIOn #
SesSIOn DuratIon
Start time
End time

Topics

Work.lIIg wIth MS E\.p(orer and Fmd Utility
6
3 Hours

2 USing the Find Utility

To allow the r:ralnees to organize his files and folders
Interactive lecture on hne with computer
Viewing folders and files
Deletmg and undeletIng
Selecting contiguous files and folders
Selecting noncontiguous files and folders
CustomIzing display properties
The bacJ,ground tab
The screen saver tab
The appearance tab
Changmg Vle\\ s

Objective
Form
Sequence

Objective
Form
Sequence

ObJectlve
Form
Sequence

USing "The Explorer"

-,
To allow the trainees to searches for files or folders m an easy and qUIck. waj~ I

Interactive lecture on Ime with computer ~ ..;:-:~;./
Searching bv name ~ /'
Searching by date ij
Conducting the full search text ~ ~\ ~~~ _ I

Saving searches :j .1': J
I~\ r~~/

Working \\Ith Shortcuts c; ',-\ i~/,-"'""\ ~ I ;, f-1
rt" \ ''''' , ~"'1

To allow the tramees to use Shortcuts toLha\ ea qUIck. access for\thelr TIles
Interactive lecture on hne With computer I l ~ I <; \ ~J
Creatmg start menu shortcut ~i ~ I J /::"" \ ~ \
Addmg folders to the start menu i=-l ~ I ;.- //~ \ l-1/ __ ", ~ I " ~

Creating and Usmg the custom start menu folder (' l ~,..-- / '" \ ~ ~ /' -\
Creatmg des\..top shopcut \r\ ,,""< _"" : /
Copymg and movmg shortcuts~_'\ _':/ "\ J

Deletmg shortcuts ~_ll d ~~ -,.- f
vi t. \ ;..,.-

~\ fJ!L ~)
SpeCial InstructIOns ~ ,J t_ ....

~-1 t:~
• Foousmg o",he cole of the £>plo",IvafiI~~aragern~nt that can control many operatIons

r/
r -;~

3I
I

I

I
I

I
I

I
I

I
I
I

I
I
I
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All Course Topics 'HII be Included

I
I
I
I
I r

I

Module
SessIOn #
SesSIOn DuratIOn
Start Time
End Tlme

Topics

Fmal Exam
7
2 Hours

Microsoft Windows 95

Special InstructIOns
Mal-.e sure that the exam will be In the average student standard

I
I
I
I
I
I
I
I
I
I
I
I
I

r

I
ObjectIve
Form

To evaluate the final result of the course
Exam

/

I •

I 1. \
... t \

";. .

I
System Research Eg) pt II



I 

I r
I

-

I f
-

I !

I
I
I
I
I
I
I
I
I
I
I
I
I
I

ell 230

MICROSOFT WORD 97



I
I Microsoft Word 97

I
I
I

Course Number
Course Title
Objective

Target Audience

Prereq uISl tes
Form

DuratIOn

CLL 230
MS Word 97
To allow the trainee to create any document from a smgle memo to an
elaborated dls!-- top pubhshlng
All Inductees [0 the computer hteracy program wIth no computer exposure
before

CLL 210
lnteracllve class room environment nch audIO/vIsual content, several
computer demonstrallon and VISit to computer center
24 Hours Minimum module 2 hours separated by 10 minutes brea!--

I
I

Contents

Overview
Course descrIption
USing the tramee manual
Getting started In Word

Enhancc the Document Proficlcncy
USing AutoCorrect and Autotext
Proofing documents
PractIce exercIse

USing Formatting Features
Formatting te,t
Formatting paragraphs
Formatting documents
USing formatting features

Worh.lng With Tables
USing headers and footers
Creating and uSing tables
Formatting tables
Wor!--Ing with columns
Practice exercIse

~
/:~~\
C~?-\~\
~{ ~

Worl-.mg WIth Word Art ~1 ,
• USing pictures In documents:-1 f

USing GraphiC elements In pIdures ~

"1 1<
~ "'-

Advanced Features for MS Word ~
USing wor!--sheets In documents ~

USing charts In document ti ~...
Wor!--Ing With envelopes and labels

... "",.~-PractIce e,erClse t ...
r

MS Word BasIcs
Creating and printing documents
Editing document
Moving and copying [e,t

Specl3 I Uscs
Usmg the mail merge
USing master document
USing templates
OrganIzing document In outline vIew

I
I

I

I
I

I

I

I
I

I
I

I
S} stem Research Egvpt 2



Mlcrosort Word 97

Tools

Fmal E'<am

System Research Egypt 3

Uses table of content•

Instructor Manual Tramee Workbook, Handouts Video/ProJector

I
L

r

r

l

f,
I

I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I

•



I
I
I
I

Module
SesstOn ::
SesstOn Duration
Start TIme
End Time

Topics

OvervIew
1
I Hours

Microsoft Word 97

I
I
I

Course DescriptIOn

ObjectIve

Form
Sequence

To allow trainees to get started wIth the basIcs of word documents to be able to
create a professtOna[ organized documents
InteractIve lecture on Ime wIth computer
What IS thIs course about
Why computer IS Important
MS Word overview
RequIrements to this course

ObjectIve
form
Sequence

I
I
I
I
I
I

I
I
I
I
I

L

2 USing the Trainee Manual

To allow tramees to be famIliar WIth the manual and how to use It
InteractIve lecture on Ime With computer
Content of manual
User gUide .......;

;L/~,/

J Getting Started In Word rr
Objective To solOist from attendees a personal views on the ImP9.rtance of\~ord procCJslng
Form InteractIve lecture on Ime WIth computer F;:\ t llfP£:~=
Sequence ExplOring the word wmdow G-:f~"\ ,,!.r0'-

ExplOring the standard toolbar fIt \ \ ~'
USing screen tipS ~'~_~\ e t\ f~
Changing the display ...-f:~~ ~ 1 d "_Y ?- -j \. \ }

t ~ .i] \: 1 J-''"~

SpecIal Instructlons l-l t tl~-::::\ ~1.- .~1 ;; ~ ...-.:;.". T"'\ [,1'-
~~__~ - ff / r__ ~ ~

Focusmg on the great dIfference bet.,., een tne capabIlities oetween a typewrtter and Word
,r ./" 'I - ,~I_ / - I

IntrodUCing the famous terms that will be.! use~~f:~ently In the course \\ ItflOut gOIng to In

depth functions of each one }1 't\ ty "-~\ ;, I

ri \1- i~\ \.-~ 9
tl f ~ 'y)
J t ~ 1r\ f ~
U .": ..
l1 i TI
_l.-ti-7'
~~/
'V'"

System Research Egypt 4



I
I

Microsoft Word 97

I
I

Module
SessIOn #
SessIOn DuratIon
Start TIme
End Time

Topics

MS Word BasIcs
2
2 Hours

J MOVIng and Copying Text

Creating and PnntIng Documents

To allow the user to create and print a word document
Interactive lecture on line with computer
Interning text Into a new document
Saving document
Previewing document
Printing document

To allow the attendees to successfully edit their documents
Interactive lecture on line with computer
NavIgating document
Insertmg and typing over te,t
Deletmg text
Usmg undo and redo
Finding and replaCing text

"I

/~/)
/-/
r:: po"
• 1
~ I

./ ~-\ A
To mform the attendees about how to move or COP) a te-J.~ 5:

1
r I

Inform mteractlve lecture on line with computer '1 ~1 f:t-Cr--L"'/
Selecting text 1t .. -~~

USing the mouse to select text /~.,.-..\ f". -: r-
h t I ' ~Usmg the selecllon bar to select text....-:-Y'. I J t"\ t:;

Usmg Drag and Drop ~-( d r t .....~ \ ::';1
Usmg the cltp board ~ 1 t ,I : i/-'" ,...:: \ .. 1
MOVing and copymg text within a document / ~"./ \ ~ ;.~

Movmg and copymg text bel\~een t\~a documents I (;7" '<:\ tJ
l' - -/ '" ~ • l .~ / I ,,-,to-./ \ .. -l....... '') ~J ....
t ;- ...-~ \ I

~ i t~~.{ \_-\ ~ I'
~..j ;\ f.! \ \ ~

how IS hfe IS much easier when usmg MS Word \\l11Ch allows edltmg and retrievalV ~:I ~~ ~/
:1 c1 ~~~
~~ f· ~
b Jj
q./-91~I- 1 __

y~

Focusmg on
at any time

Objecllve
Form
Sequence

Objective
Form
Sequence

Objective
Form
Sequence

2 Editing Document

SpecIal InstructIOns

r-
f
r

r

I

I
I
I

I

I

I
I
I
I
I

I
I

I
I
I
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Microsoft Word 97

-
I

Module
Session #.
SesSIOn Dura tlOn
Start Time
End Time

Topics

USing fonnattmg features
3
3 Hours

J Formatting Documents

2 Form'lltmg Par'lgr1phs

To Inform the a.ttendees about how to format a Text
lnteracttve lecture on lme with computer
Exploring the format too [bar
Usmg underline options
ApplyIng fonts effects
Pnntmg with color

To allow the attendees to format paragraphs
Interactive lecture on hne with computer
ChangIng paragraph and lIne spaCIng
Ahgnlng paragraphs
IndentlOg paragraphs
Worl...lOg wllh tabs
USIng the ruler to \\orl... with tabs
USIng the format tabs Command

To allow the attendees to format their documents
Interacllve lecture on lIne With computer
AdjuS1IOg margIns
\\ orl...Ing \\ Ith page breal...s
ChangIng venIC<l[ l~ \t alignment
Wor\"mg With te\t flow
Ch<lngIng page Orientation

ObjectIve
Form
Sequence

Objective
Form
Sequence

Objective
Form
Sequence

Objective
rorm
Sequence

Formatting Te\t

Spewli InstructJOns

...I
/.

/~.J
...~-/ry
~l

.A t. 1r-" ~4 ...-1
~:~\ ~lk7
IJ\\ ~/

~ [1 ,\ q
,/I::-/,f\ ; J ~~ \ :-1

1t;/ .-, ~j ~\

\~I ~-l' , ,. -\ l
d fl i=-1./:~;;. "'\... l .I r:-y -/~1

......-;-., '1 / '/ '\t-l.J Usmg Form'ltllng Features ../~'\.:\ ~ l~' -T • V
, " ".. \ ~ L,('-- ..... !:.J .....
\ I - ......, 'l'" "~, "\ 4-.J

To allow the attendees, to use the profess!onal capabllltLes' of formattIng fea.tures
InteractIve lecture o~ lme with coihputec \:.-;\ f 1
USIng the formal pal';t~r :;1 rl ~~ ;)
USInO auto format ,,\ f ~ ~ 1 V

'" t
FormattIng numbered and bulieted'[lst :'1
CreatInO headInos ~1 f.J ~i'" '" r1 r J I )
FormattIng fracllons ana ordinal funCtlons
CreatIng borders ~ \ /--::f
Form<lttIng boarders wIth auto format

'/
FOCUSIng on the role of fOrm<l1 f~alures to edit word documents

I

I

I
I

I
I

I
I

I

I
I

I
I

I
I

System Research Egypt 6



I
I Microsoft Word 97

I
I r

Module
SessIOn #
SessIOn Duration
Start Time
End Time

Topics

Enhance the document proficiency
4
2 Hours

USing AutoCorrect and AutoTe'(t

.
I.,- ,,

To mform the attendees about effective way to proof documents
Interactive lecture on line WIth computer
Ched,mg spellmg
Usmg thesaurus
Checking grammar

To allow the attendees to auto correct their documents
Informative lecture
Creatmg and deletmg AutoCorrect entries
Settmg auto correct exceptions
Creatmg and deleting AutoText Entries

Objective
Form
Sequence

Objective
Form
Sequence

Objective
Form
Sequence

2 Prooling Documents

3 Pr1ctlcc E\crclse I ... ~

~I "
"'\ f 1 _ ",J

To evaluate how the tramees understand the baslc,concepts ofsomputers
Exercise "I. • /

Online ExercIse on computers1oWcertaln funcnoDs \
..4'::'~ ~I ~\ ~'1

Special InstructIOns fr ;1 "I ~::. \ .. I
it .. / {j - -~-1 f"J , ... "/,\ \..1

Introduce that sometimes uSlllg-AutoCorrect may lead to somc;..mlstakes
-~ I, - \ ~1 ~-/ ' /" 11 ./,/_~, ' L;:-/ 1 \

....",. ~, ~ "::. _ ...... I _~
I .. 1 ;i1 .-.-J 3I.a.

1-) - \ r.:;...... \. \.
1 'i l" 1 ~

I 1 ~ \ r
~l '1 ~1 ~\~_ ...
< I "ll V
; ~ I 1;: -
~\ :1 ~JJ- r In t] .

~ L/_<I
~~
T'I

I

I
I

I

I
I

I

I

I
I

I
I
I
I
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I
I Microsoft Word 97

4 Working \lIth Columns

USing Headers and Footers

2 Cre1 tmg and Usmg T'lblcs

~\
I

~ 1

-1t"
.... 1

-i
-\

j

Y

To evaluate how the trainees understand the baSIC concepts of [abIes editing
E\erclse
Onltne exercise on computers to do certam edltmg functions

To allow the attendees to create tables
Interactive lecture on lme With computer
Inserting tables mto document
Entering text and numbers mto table
Insertmg ro\~s and columns
Performing calculations on table data

To allow the attendees to msert header and footer Into documents
Interactive lecture on lme With computer
Creatmg headers and footers
Creatmg first page headers and footers
Alternating headers and footers
Worh.mg With page numbering

.....
r \

':;/~\To allow the attendees to edIt tables format • \ \
J" '"', \

Interactive lecture on Ime With computer 1 I ... \
-. - ~ r l "-Changmg column Widths andJa)">lielghts I·j ';. "\

~-7 ~l I
Mergmg table cells ;:. 1- 0j!-I;: 1

Formattmg text and numbe~s\m table ,. -1./;:::\
Addmg borders and shadmg to tables I / !Yt\
Usmg table.auto form'at (1 ~~7 +' 1 \. "

......,." q... .,l J'

L? \~ ~y~~ ~1 "?

;\ ~\ f..rl \"\.1
'h1 r:,..1 l"\rJ

To allow the attendees to worl-: with columns"
1 J I-/'

Interactlve'lecture on [me wlth,computer ....
.. , J_-<

Insertmg sections breal-..:J P
~-\ .. \

Formatting sections as multlple columns
1 r'( /.

Entering and editing text In columns'\ -jFormattmg columns'.
~ I ~ ~ dRemOVing co umns <In section breah.s

V

Worh.mg ..... Ith tables
:>
:> Hours

Objective
Form
Sequence

Objective
Form
Sequence

Objective
Form
Sequence

Objective
Form
Sl.quence

Objective
Form
Sequence

Specl11 InstructIOns
Introducmg the great f1e\.lbdlty [0 edit any table

5 Practice E\crclsc

Topics

Module
SessIOn #
SessIOn Duration
Start Time
End Time

3 Form'lltlng Tables

r

I
I

I
I
I

I
I

I
I

I

I

I

I
I

I
I

I
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I
I Microsoft Word 97

I
I r

Module
SessIOn #
SessIOn Duration
Start Time
End Time

Topics

Workmg with Word Art
6
1 Hours

USing Pictures 10 Documents

2 USlllg GraphiC Elements 10 Pictures

To allow the attendees to Insert pictures In documents
Interactive lecture on [lne with computer
InsertlOg pictures Into documents
EnhanclOg pictures

Creating borders
Creating frames

Adding captions
Deleting pictures

.-'\

/-9
,4 ,.. .r 1

To Inform the attendees about the uses of graphical elements and PICtU~~S V r.
Interactive lecture on line wuh computer ~('

./" .
Inserting symbols and special characters ..- ~ 1

Creating and modifYing hnes and objects ,,/: j
Creating watermark.s t1 ':. 1

, I

USing borders and shading ...-\ ~ ~ /1 =~

,-I, :J4y7J ~ ~
l-l ~\ ~r 11

Introducing the role of graphiCS to add life to documents" '\ v -I ~ \ ' \ ~j
././/" I 't~_\ J i
to-/ :! !: 'I r1

~1 :) -J ,,"_\ -l
......-.... ~ 1 r J f -,:",/\ \ ;1

/- " l: I • I -" 1 \ ~....~' ~\ /" / \c/ ~...\ .. I -"''' " t y

11 '-"\ i~-\ I\.1 • q , I

H t4;\ '-.:-)
~\ ; ¥ ~)
j. ; I
- ... I

~I(J/t~/

( -- -
/

ObJectl\e
Form
Sequence

Objective
Form
Sequence

Special Instructions

I

L

r
I

I
I
I

I
I

I

I
I

I
I

I
I

I
I
I
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I
I Microsoft Word 97

I
I [

I

Module
SessIOn #
SessIOn DuratIOn
Start TIme
End TIme

TopICS

Advanced features for MS Word
7
4 Hours

USing Worksheets In Documents

\ 1
I

",/

" 1\
, I

._ I
_ 1

To Inform the attendees about the use of worksheets In document
Interactive lecture on line wIth computer
CreatIng worksheets
Modlfymg worksheets
Insertmg eXlstmg worksheets

Objective
Form
Sequence

Objective
Form
Sequence

Objt.ctl~e

form
Sequt.nce

ObJt.ctlve
Form
St.quence

3 Working \\Jth Ernelopes and L1bels

2 USing Ch,rts III Document

.j PrlCtlCe E\C'rclse

To Inform the attendees about the use ofcharts m document :J
Interactive lecture on Ime wIth computer //:!'.,/
Creating charts r /

ModifYing charts I ,/
T I[mportlng dlta Into charts • \

,... ~1 : I .... 1
\ \ • .. I
'I~ 1 /~ /
! lr I .... /'
;- t ... \ ...,

To Inform the attendees about the envelopes and labels functIOns
Interactive lecture on [lne With cdmputeri"/J \ ~ \

(' - ,-- \ - \ L
FormattIng and pnntlngenveloPes~" } \ -\ f.jr ,,- t \ ..,rl

Formattmg and pnntlng-Iabels ~ - \ '\
t.: 1 11}- /~ 1 • \. ry_.

,.--... ~ '_ -I f - '~ v I

., J \ r'~ L.£7 I - .. \ y
,/ ....-..". t'"j /--1' I I ,,1

To evaluate ho\~ the tralDees..uiiderstand the prevIous functions of MS word
I I - ......."" lE\erC1Se \ \..::-.... '\ ..~\ f,
• - i ........,

Online ExerCise on cocJuters to do certain functions
; _:; 'v"\ FJ

1 " So ~/
SpecI" [nstructlons ~ I f ~ 1

FOCUSing on the need of Word Processmg In courts management
j I:Jq /",1
~~ ~ /
i-~/

~

I

I

I

I
I

I

I

I
I

I

I
I
I
I
I
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I
I

Mlcrosort Word 97

4 Organizing Document In outline View

2 USing Master Document

USing the Mall Merge

I,
I

it ~
Y

To allow the attendees to arrange headmg organize Documt.nt In outltne Vle\\
InteraCllve lecture on Ime With computer
Vle\\Ing a document In outline Vle\\
Creating an outltne
CollapSing and e\.pandmg an outline
Modifying an outline
Reorganrzmg an outltne

To Inform the attendees about how to manage the Mad Merge
Interactive lecture on hne with computer
CreatIng form letter
SpeCifyIng a maIn document
CreatIng a data source
Entenng data records
Inserting merge fields Into the mam document ~1

Merging documents / ;
./

Edltmg form letters ~ /'
EditIng the main source and the maIn document /~

CorrectIng the merge errors ,. ~1
r:-\ -'I r ;

ret""\ ./Jo ./ ~ Ie\ "'",/~ ti
To Inform the attendees,about the capabllilles of \\nllng many documents and_.. toj ~ I

group them 10 one master document ~ \ ~/
~ ,.. "- - t ~

Interactive lecture on lme With computer, \
CreatIng a masteJ; d~cumerit) ~ ; \
Modlfymg a subdocumentr f ~:::/ ~

__~ e-..I l" t..... '/' t \
Collapsmg and e\.pandmg a subdocument 1. '\

.....Coriiplhng a tabl~ of dcicu~ents tr \
_r' \ r~fl~"" I '?

r Prmtmg amaster document t j

r I t-\ ...~ '- \ t I
f I .: t\ \~\ Hi1 ~,- ~ \~~y
11 1 7 i .........
~To Inform the attendees aboul how to create tcmplate

I , I t
Hitteractlve lecture on hne With computer
r \ I
CreatIng a new document from a templaler. I • ,
;Savmg a oocument as a template
• I '" I.
CreatUlg a torm
. I..... '/
Changmg a pnnted form to an outltne form
:{..;:?"
Y'

Special Uses
8
4 Hours

Objective
Form
Sequence

Objective
Form
Sequence

Form
Sequence

Objective

ObJectl\ e
Form
Scquence

Module
Session #
Session Duration
Start Time
End Time

Topics

3 USing Tcmphtes

L

r
I

f

r
\

I
I
I
I

I
I

I
I

I

I
I

I
I

I
I

I
I
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I
I

r
r
I

Microsoft Word 97

Focusing on the effective way to retneve documents and edit them to facilitate the process of
Court management

I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I

r
I

r
r
I

5 USlOg table of content

Objective
Form
Sequence

Special InstructIOns

System Research Egypt

To allow the attendees to produce a table of content to their documents
InteractIve lecture on hne with computer
Viewing a table of content ofa certain document
Creatmg a table of content
Modlfymg the table of content
Reorganlzmg the table of content

11



I
I

Mlcrosort Word 97

I
I

Module
SessIOn f::
SessIOn Duration
Start TIme
End Time

Topics

Fmal Exam
9
2 Hours

Mal-.e sure that the exam will be In the average student standard

All course tOPiCS Will be Included

... '- ,
1.<:;- /""

./
./.
J

, I
1

, I
)

A
- I- I-- ./- ,/

1'.-1 .,,4"
r

To evaluate the final result of the course
Exam

Objective
Form

Spec!'\1 Instructions

I

I

I

I
I

I
I

I
I

I
I
I
I
I
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I
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I
I
I
I
I
I
I

eLL 240

MICROSOFT EXCEL 97



I Mlcrosort Excel 97

I
I
I r

Course Number
Course Title
Objective

Target Audience
PrerequIsites
Form
Duration
Contents

CLL-240
MIcrosoft Excel 97
To allow the tramee to create simple worksheets such as budgets and use built In

functtons and database capablhtles
All mductees to the computer literacy program
CLL 210 or EqUivalent J...nowledge of Windows 95
Computer Lab PC sand prmters, audIO/visual content
18 Hours - Mmlmum module 2 hours

GettIng Started With Excel
• Starting and eXltmg Excel Excel screen
• Managing workbooks open save etc

IntroductIOn to Spreadsheets
• Course descnptlon
• USing the tramee manual
• What IS a spreadsheet?
• Why a spreadsheet?
• DeSigning a spreadsheet

\

.: \
l- \

I
~11- ,
I - •• 1 • \
I

!-I
1•

0;. \,. \

Y \
~ ~

/- \
'/ /' \

E// "\
r I

j

,. t,
I

\
,

\ I
~

'"....

vldeo/proJec[Qr PC for every trainee

Formatting a Worksheet
• Fonnattlng numbers
• Fonnattlng cells
• Fonnattlng groups of cells

• MOVing between worksheets
• Working With different worksheets
• Prlntmg the worl-book .,./7'\

/r~,
... Y' t-j

Working With Charts to_I It \

• Creatmg charts ti \ \
• Editing and changing charts _. i-I

-1
I I l-lt 1 , I

~~ f
~_~ J-j
, I .! J
"q f.J
:_L.~/

• Instructor manual trainee workbook handouts
V

Managing a Workbook.

E\cel BaSICS
• Entenng data In a worksheet
• Entenng formulas and functions

Tools

Tools and CustomlzatlOn
• USing tools
• Customlzmg Excel

r
I
I

I
l

I
I

I

I

I

I
I

I

I

I

I

I
I
I
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I Mlcrosort Excel 97

I
I

r
I

Module
SeSSIon #
SessIOn DuratIOn
Start Time
End Time

Introductlon to spreadsheets
I
2 Hours

To acquamt the trainees with an overvIew of the course
Infonnatlve lecture
Course contents
Course schedule
Course objectives

Course Description
Objective
Fonn
Sequence

2 Usmg the Tramee Manual
Objective To show the traInees how to use the manual efficiently
Form Infonnatlve lecture With examples from the manual
Sequence Content of manual

User gUide

\
Fonnat : \

Tables of columns and rows constitutIng cell:t- \
Spreadsheet tennInology ..-/ t '

£.r-....... H \,\
~ir\":\ il~-\

To show the baSIC features of Spr~~dsfieets t"\ ri '", \

Lecture With gUided diSCUSSion £..1 • 1 £j ,/-;1
Control over number~ t~ ,. I : ~~/~}

Organl~4I~~~~ertC~~data " / ' -1/ ~t-
RelatIOnships a~a sIepender;cles f=./....... (I .
The' What If ~?~' scenano..1- ~-:../ ~ \ r "; ~\ ~ r -::.

, 11 t'1 ~ I
5 Deslgnmg a Spreadsheet ~ \ q ti \ ",.

Objectlve To acquamt the trainees With the most erficl<.nt deSign of spreadsheets
Fonn Lecture with gUided dlscussio~ :~
Sequence Define the purpo~1 tJ; I

Define the outpuC1 7~ ;/
Define the mput ~ J /

-.\ A~
Define the dependencles'and calculations needed to reach the output from

"d~'i""the Input f-7
Define how you get the Input and how you produce the output

Topics

4 Why a Spreadsheet?
Objective
Fonn
Sequence

3 What IS a Spreadsheet?
Objective To Introduce and descnbe spreadsheets
Form Lecture With gUided diScussion
Sequence Definition

Tools to help us understand
data

l

r

I
I

I

I

I
I

I

I

I

I

I
I

I

I
I
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I Microsort Excel 97

I
I

Module
Session #
Session DuratIOn
Start Time
End Time

Gettmg started wIth Excel
2
1 Hours

)

Comment

Topics

1 Startmg and EXltmg Excel, Excel Screen
Objective To show how Excel IS started and qUitted, mtroduce E'\cel screen
Form On-hne lecture usmg computers
Sequence Startmg Excel

Exltmg Excel
Start109 Excel agam
The maIO wmdow, menus
The worl...sheet columns and rows
NavIgatIng among wor(...sheets
Toolbars
Shortcut menu J1
Gettmghelp /Y

2 Managmg Workbooks ~ \
ObJectlve To get the trainees familiar with managing E'\cel tiles (Workbool...s)
Form On-line lecture usmg computers ~ \ ~j\ A
Sequence Savmg the current worl...bool... - \ ..,,/ ;;

Closma It \0 II \ -~7
::> J ... /'

Opening the saved worl...boo~.... I l"' • I
, 1 f.f \ l

Savmg as the workbool... \Y1th-another name ~ : ~
~~-/..o\ J \\ ~

Create a new worl...book-and save It f • ..\ -
>;-{ r k:1" '\-1Movmg between the two workboo s ~ I ,,/',;. ~ 1
>-1 .... -<!'.;" >-

Closmg allthe worl...bool...s and eXIt E'\eel - .... • \ r 1
-~.. I- 1 -I _. -" - " t

Startmg Excel and operung thC'two worl...bool...s usmg the previously opened
W ," -y""\:\ i':J:F:: 7' ' Jorl\bool\s. ;::)-~~~-:... I ~.-( - ...--<- ~-.....
All tins should be'done uSing file menu then the related toolbar Icons should
b

"-l .., ~:f ... -\ r.

e usrejo ;-\1 fJ \.:'\) ;)
t '- 'lr , 'r-"
• ~.~ 4

~ 5 ~ 1
~-1 ~J ~ll:! !- ~1• J , J rq 1::"-
~1 [<!f
J~7
~

r

f

I

I
I

I

I
I

I

I

I
I

I

I
I
I
I
I System Research Egvpt 4



I
I
I

Module
SesSIOn #
SessIOn Duration
Start Time
End Time

Excel basICS
3
) Hours

Microsoft Excel 97

Topics

Form
Sequence

Form
Sequence

I
I
I
I
I
I
I
I
I
I
I
I
I
I
I

r

[

I
L

Entermg Data m a Worksheet
Objective To give the tramees the skills of entermg and edmng data In a Single

worksheet
On lme lecture usmg computers
Entering text
Movmg between cells
Entering numbers
Deletmg contents of a cell r~

Edltmg text and numbers usmg the formula bar then from wlthm the cell ,...?'.
Itself /""
Selectmg a group of cells and applying a property ma"'e them bold (usmg; ~ ~

the toolbar) /""1 v.... ,-i
E- i I

Usmg cut, copy and paste m movmg and copvmg data bel\\een celis ~rl\
Usmg the Autofill for entering text and numbers In ordec todupl~cate and •

f ./' ".create a series ~ I 1
, I {

.\ l C ...~ ,
2 Entering Formulas 'lnd FunctIOns \ 1 r '1 1

Objective To get the tramees acquamted With ways of entenng fOmlulas and functIOns;' I
and the Imponance of us109 them • 1'.. 1 ;./ =)1. \ .-
On lme lecture usmg comput:.~s~ I I '\ \ II )
What IS a fonnula? Why do we need a formula? \. \ •1

/- , .,
Entenng the equal sign an referencmg cells us109 sunple anthmetlc signs
(+ * f) f. 1 r_j:: f /;:\~ ~

11 t'1 - t / ~
What IS a function? What IS a parameter? f:..~ ~ ......./'[ \ ~ J

,.... ""'I r.f ..:: /' 'l fl
Usmg the SUMO function .r./ ;- ~:,.;

/- ,... \ I r-~ I I ' "\
SelectlOg"Cel!s as-a way of.referencmg them, ,/
Functlo~n~wlzard • \ ~7-".t\ I 1

\ Edltmg formulas and functions uSI~g the formula bar then from wlthm the
cell Itself: ~ 1 ~ ~ "t \ (.1

'i J" ./_ t ~ j :

ri -/ H
~ ,) t?
; -\ .,.~ 1

',I~<,/

V

-.
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To show how numbers are formatted within the cells
On line lecture usmg computers
What are the different forms of numbers?
Decimal places, 1000 separators
Formattmg currency date and time

To show the different formats of cells and how to use them
On-hne lecture usmg computers
Choosmg the font
Different kinds of data alignment
Creating borders and coloring cells
USing the format painter

FormattIng a worb.sheet
4
4 Hours

Microsoft Excel 97

Module
SessIOn #
Session DuratIOn
Start Time
End Time

1 Formattmg Numbers
Objective
Form
Sequence

2 Formatting Cells
Objective
Form
Sequence

Topics

~3 Formatting Groups of Cells ~~-
Objective To give the trainees more advanced Sk.I lis- Hl formanlng cells 1
Form On-hne lecture uSing computers ~ /'\ ~ \ .r.-j

.. ... :JV J

Sequence Formanlng a whole column or row, column Width row helght j ".r..y-:~
-1 \ ;: ~ _

Naming a range of cells and uSing It to apply a propet:t}' :.7
Insertmg columns and rows €\ .!. ~ ~/

.4/~.... :j': ;:'. Lrar- ';;. \ ,. 't1. .. 1

~ P t t:\ \1
~, -1 < .r~~ ~,,1
.::1 .1' i ~~ ..r :-
q ./ -./'\'\
~~~_1 '1/ ~\~)
f- - '-~ l' v.,)
t'-' -. I
-t~/" '\ d

~
';;"\ ~!... \-,

t', \ ,/
!' /"t
:1
F'~

~

I "'::"

I
~

I
I
I r

-

I I

I
I
I~

I
I
I
I
I
I
I
I
I
I



I
I
I

Module
SessIOn #
Session Duration
Start Time
End Time

Mlcrosoit Excel 97

Managing a work.book.
5
2 Hours

Topics

Moving Between Worksheets
Objective To gIve the tramees the concept of work.lng with more than work.sheet
Form On-hne lecture uSing computers
Sequence Selecting another work.sheet and entenng data

Scrolling In the two worksheets to view they are dl fferent
USing tab ~eet tabs and scrolhng buttons effiCiently

I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I

r

r

/-(;1
2 Working With Different Worksheets ..{'-~

f t" h.......- ~lObjective To give the trainees the sk.llls needed to manage dl lerent works eets,.:J
Form On-hne lecture uSing computers ......1 V tl
Sequence Addmg a new work.sheet /- /' ~1

Deleting a work.sheet ./ ,../ L1
-' ~1

Renaming a work.sheet ~ I f4
Moving and copymg a work.sheet _\ : l ..l ~ 1
Selecting many work.sheets and applying properties or entering data group
unoroupsheets 11,\, I /-(v (~

::> ~ -::. /" r 1
,. to. \ /' ~

d.~ {/ 1
3 Pnntmg the Workbooh ~\ If' 'I T 1

Objective To acquamt the tramees with the way to pnnt a workbook. ."._- / \"\ ,,-4 "\
Form On-hne lecture usmg computers •..1 "\ t ,
Sequence Vtewmg the work.book. With zb3m f! or ..... \ ~~.~ 7 -v'" !Usmg~er:?t preview1 ".. t....(' ~ \ ... I

Settmg p~ge"setup (-l ~ ":_ .. \ Y
...- -:;r" ,r \ I ~ /-.k:' ~ , \

SeJ!.mg prlnt,optionS'Ir'~':iF~ ( V
Pnntlng the ",-ork.boo\...?"""-" \ -]
~ I I \ l-I ~ \ ~

~ J t~ i j \:;'.\ frj ~ ~l Y,.)~'
- / ~
r t r r i'_ n ~

~i 1'':. I
r ~ ~::I
\. .l.<'?
t<~rr~
~7
r
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I Mlcrosort Excel 97

I
I

r

Module
SessIOn ::
SessIOn Duration
Start Time
End Time

WorkUlg With charts
1
2 Hours

.:: ,
1
r

Creating Charts
Objective
Form
Sequence

Topics

To show the trainees how to create charts efficiently
On-IUle lecture USing computers
Chart as a separate sheet vs embedded chart
Selecting the range of cells ~

Different kinds of charts, purposes ofeach V
Definmg the data In the range of cells X aXIS, Y a\lS 1'r-
Legend and tJlles In the chart f:-" 7f

Av~

2 Editing and Changmg Charts ,.,// ~
Objective To show the trainees how to manage and change c~arts efficiently ~1

Form On lIne lecture uSing computers ( ~ ~

Sequence Changmg the size of the chart :;\ r ' t\
ChanO'lnO' chart type t /1 r= = 10- I r -J •
Changing titles .. j , \ 1 ~r// !;
Changing the format of each type, data ~XIS dara rnpge 1
Adding removlng"""'-:::-\ ~1 --\. ~~J

fi':- ...-\ ), lI!l t:r
Legend, text bo\es,\data labels \

p_,/ ~.\ 1

t/ f'j 1 ~

1=1 ~} U./ \
L J ,. ~ ~....// l-" ~ i

1 /~ -/ < \

:i ....f- / ;:j- \ .;'A:.-;';;.' !>- ~-"
n:;;~~ t ..
l: ...." v"\ ):

P \~~f1
~ ~ 't. V
~ ~ \-
~ i "

~1
,.)

r

r

I

I
I

I
I

I
I

I

I
I
I

I
I
I
I
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I ::.

Microsoft Excel 97

I
I

-r-
Module
Session #
Session Duratlon
Start Time
End Time

Tools and customlzatlon
7
2 Hours

h~
r\ ~,rn

...{:/ ~1r'/ ~1
t ~ l I
~ 1\ i 1

1:\ ( 1 • ,
To give the tramees enough experIence to worl.. conveOiently With Excel

~ \ "1 ~) J I
On Ime lecture usmg computers !J':;t\ .. ./':/' ri
ChOOSing toolbars > .. ./ ~ I
Customlzmg each tooloar r I \. \\ ~ 1 ;--1

... ~- \ _f t ~ ,;;
A tour m options featunng the common and Importance optIons

General/edit view and ArabiC\ r \
I \ I

tl U L.l/' L-\ !J~ r :~/... \, :;'i- 1 E ,_/ /'•1,..~ t \
:\~~ ~~ [J ~~

r0y~~ iJf.J y,\"
~j \0 1

J ,

t- l

~.:l

t~
~

To give the trainees enough experience to worl.. conveniently With Excel
On hne lecture uSing computers
USing find and replace
USing spellmg checl..er
Usmg thesaurus
Customlzmg AutoCorrect
Setting protection
Usmg AutoFormat
Definmg styles

UsmgTools
ObjectIve
Form
Sequence

2 Customizing Excel
Objective
Form
Sequence

Topics

:.

I
I

I
I

I
I

I
I

I

I
I
I
I
I
I System Research Egypt 9



I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I

--
r-

I

ell 250

MICROSOFT POWER POINT 97



I
I
I
I
I

MIcrosoft Power POint 97

CLL·2)0

MS Power POInt
To allow the tramee to create professIonal presentatlons
All Inductees to the computer literacy program with no computer exposure
before
CLL 210
Interactive class room environment nch audiO/Visual content Several
computer demonstration and VISit to computer center
24 Hours - MInimum module 2 hours separated by 10 Mmutes break.

Tools

Fmal Exam

I
I
I
I
I
I
I
I
I
I
I
I
I
I

,
I

Overview
Course descnptlon
USIng the tramee manual
Gettmg started In word
Usmg other slide vIews
Dlsplaymg slides and slides show

MS Power Pomt BasIcs
Creatmg a new presentatIOn
Formattmg text 10 a presentatIon
Mak.lng modificatIons to a presentation

Usmg Objects
Work.lng with objects
DraWing and retrieving objects
Changmg colors

Worl-lng With Graphical Features and Charts
Creating graphs
Usmg advanced graphICS features
Work.mg with charts
Practice exercIse

Enhancmg Slides Shows ~

• Usmg masters and template~f~\
• EnhanclOg shdes i 2:. t. \

Usmg advanced shde show:effects ~,

Practice exercIse t\ ~~1

Producmg Customized Presentatlo~\ ~
Polishing your presentatlon~i (i
Customlzmg a slide show for audiences

LJ L
~~ ,/:;;,,1 ~
t.,~......
~-:.

• Instructor manual trainee worJ..:boo\... handouts

System Research Egypt
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Microsoft Power POint 97

I
I r

Module
Session #
Session duration
Start Time
End Time

Overview
1
4 Hours

I r
Topics

1 Course DescnptlOn

I
I

r
i

Form
Sequence

To aHow trainees to get started With the basIcs of Power POint to be able to create a
profeSSional organized presentations
Interactive lecture on line with computer
What IS thIs course about
Why Introducmg a profeSSional presentatIon IS Important
Power Po lOt overview
ReqUIrements to this course

5 DIsplaying Slides and Slides Show

3

To allow the attendees to display slIde show to be fam lllar With this package
Interactive lecture on Ime With computer
Playing SlIde Show
Advancing slIdes

To aHow tramees to be familIar with the manual and how to use It
Interactive lecture on line With computer
Content of manual
User gUIde

Objective
Form
Sequence

Objective
Form
Sequence

Objective

Form
Sequence

System Research Egypt

2 USIng the Tramee Manual

•.,.!

P
/ __l

",4'..":-
tl

1\ L
~-; ~! ~

To solOist from attendees a personal views on the Importance ofP,rese~f~np your
work. efficiently ~1t\ ti~/
Interactive lecture on line With computer 1""1 ~\ ~:~
Startmg power pomt Lb\ fa t:\ ~~
Openmg a presentation a-V--\.; \ !1 t~ ~
Vlewmg a slide show ~~: 1 f .... ~ !!
Identlfymg power pomt screen elements ; J ~ ~<,".,...':::'~ ~ ~

~·I -/. ,,-.;./~ l IS
MOVing and changmg_vI~ws 10 a presentation i. '" 7' ~ \ ~~

Gettmg onlme help£~.:t.AA !! -;...r~J t ,v \ \ \.
/- ~"7' ',~\ • 1 ~ / -I ..

Usmg the office assIstant \::'\ to!.¢:;-,......., -'"\ ,_, ,/
Usmg the help !iurton and thenelp~command:.. ~ J
Closing a Presen~ilon t:~ ~ ~; \ r 1f

1
f ti 'i,). y

4 USing other slide views ;. ~ ~ -;,""
r. !' f\

Ob'ectlve To allow the attendees to get used With the dIfferent Power POint views
J " I J"o";:/Form Interactive lecture on line With computer

Sequence USing Notes page~i,e~"-4
'1 p~

Usmg Sltde Sorter view,....
• .-<-

Us109 Outline vle\Y.."7
USing Black. and White view

3 Getting started In Power Pomt

I
I
I
I
I
I
I
I
I
I
I
I
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I
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I
I
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I
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I
I
I
I

r

r

f
l

Microsoft Power POlOt 97

USing the Shde NavIgator
Printing Shdes

Special Instructions

Focusing on the great dIfference When usmg MS power POint to Introduce a Presentation
• Introducing the famous terms that will be used frequently In the course without gomg to In

depth functions of each one

Svstem Research Egvpt 4
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Microsoft Power POint 97

2 Formattmg Tnt In a PresentatIOn

Creatmg a New PresentatIOn

To allow the user to create and prmt a presentatIon
InteractIve lecture on Ime With computer
Usmg a sample presentation
Creating an ongmal presentation
WorJ..mg With automatic spell checJ..mg
Saving a presentation
EXiting Power Pomt
Organlzmg and vlewmg text 10 outlines
Enter text In outline vIew
Moving and promotmg text

MS Power Pomt BasIcs
2
4 Hours

Objective
Form
Sequence

Objective
Form
Sequence

Objective
Form
Sequence

Module
Session #
Session duration
Start Time
End Time

Topics

To allow the attendees to Insert text In his presentation
Interactive lecture on [me with computer
USing AutoLayout to Insert a new slide ,..A,
Formattmg te\t usmg the formatting toolbar and text tool

~ ~I 'Formatting bullets ~ ~ \
AlIgmng text L

J
~\

~
'" ''<.-"'

~
;- ....... - !-l 1--;

3 Mah.lIlg Modifications to a Presentation .. ;;>of ~ .-t h ~ :!t
T- ,~ ~,
FJJ ~. ~ j ~-\

To allow the attendees to easIly modify their presentations
.... _I ;(' /""\

Inform Interac~lve lecture o~ Ime WI~ computey '" 'r.,

Editing a presentatlo~ t:.il6f ")' ,1 t~\
.c~ .... -/ ,,~\ I ~". ~ "'./

USing copy, cut and Paste t ~..,.:t,~ I '
I -oj, ...~ ...~ I

Copymg text usmg drag\and-drop ,",- \ I I
~l .. ~ D 1 - ,Usmg undo and redo ~ I t ~ '. i

.. I 1'- "1 ..
ReorgamzlDg and deletmg sude ~ :>,. i"

Applying deSign templatb t~ ,/
;:.\ ~I [_~

t! Jj ~
FOCUSing on how IS hfe Isimuch easier when us109 MS Po\\er Pomt which allows edltmg and
retneval at any time ~vt~-

1'-
~

Specl:!l InstructIOns

r

r

r

r
)
I

r
I

I

I
I

I
I

I
I

I
I

I
I
I
I

I
I
I
I
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Microsoft Power POint 97

I
I

Module
SessIOn #
SessIOn Duration
Start Time
End Time

Topics

Usmg Objects
3
4 Hours

2 DraWIng and Rctrlevlng ObJccts

To Inform the attendees about how to Insert an object Into your presentation
Interactive lecture on Ime With computer
Drawmg hnes and shapes
Drawmg an AutoShape
Inserting text In objects
Copying and movmg objects
Grouping and ungroupmg objects
Adding graphs
Inserting pictures
Inserting video
Inserting Sound

Objective
Form
Sequence

ObjeCllVe
Form
Sequence

Worl-.mg \\Ith Objects

3 ChangIng Colors
ObjeCllVe
Form
Sequence

Pc/.}.. ,,' ... "
r'

f f
i1

To Inform the attendees about how to draw and retrieve objects ...
Interactive lecture on line With computer \,.1 : \;9-1:-
Drawmg and selectmg objects : i~ \ ( ...
Applying and changmg hne and frll pattern ~1r-\~ ~-

~x c.- t,Retnevmg cllpart Aif~. ~_

USing the Auto cllpart featUre~\f~ n, Lr r, f 4 ,.1"\ '"1
~ t rLL;:j ~l

To allow the attendees to p,lay With-colors ~'-. /' \'~ \ ~ i
-~,.~.<;\ ..~l ..A 1 ;.~/ ~';\ Y

Interac~ve ls.ctur~ or lm~With ~c0!JIputer ~:J \ • \
USing COlorscheme

A
~r~~~ fic; '"

1-\ ....- ~ '-.: ..
Changmg text colors t: ',~ -
ChanolllO! bad.oround colors \~\ 11

'" ~~ '" iJ ~1 " ~ V
S,""""''''ho.' L ~ ti \;.>

t , F<)
Focusmg on the role of objects to add !tfe ;.g.presentatlOns

t1~1
~

.:/
!:..~••i.. ...

r,
t

I
I
I

I
I

I

I
I

I
I

I
I
I
I
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Microsoft Power POint 97

I
I

Module
SesSion #
SeSSion Duration
Start Time
End Time

TopICS

Workmg with graphical features and cham
4
4 Hours

1 Creatmg Graphs

To allow the attendees to use graphs m their presentations
Interactive lecture on lme wLth computer
Creatmg bar graphs
Changmg graph types and styles
Creatmg and modifying pLe graphs

Objective
Form
Sequence

ObjectIve
Form
Sequence

ObjectIve
Form
Sequence

/-£1
2 USing advanced GraphiCS Features A/

ti f, ~ -ij dObjectIve To m orm the attendees about the advanced graphical eatures~a~an ,e \use
Form Interactive lecture on hne with computer 7/ ~_
Sequence E"(cludmg rows and columns ,/ ~ , ~

USing gndhnes [f
Changmg graph colors • 1 i ..
Saving custom graphs as AutoFormats c-~\ \-1 ""J ~ \1

,. \ ' I _ ,
lil '''i /: t I

1': V;7/ 1 ~
~J\\ ~'?" U...<'"':'>.. 1~ \....\ .. r t

To allow the attendees to mtroduce charts In presentatIons -
.r;~ ~y\ j , ·1

InteractIve lecture on lme With computerl:? ':.. \ -,
Addm" a chart f-f'/ fa k L _\ q

'" rf t..J f /' r\ l.-l
Entenng and edIting 11a1a 10 a

9
data sheet::A.r .y-'<- \ -~

E"(lt MS Graph" ~1 ~F: tlr~ :.\ h~.,." .?~~,. .,..r.s... ~

Changmg,.charts D'pe~. t '-)
Copymgand foniJattllig?c~ n
M°'i1Iegend t\ ~ ..~\ I 4
Insert an Excel chart •~ '\-:"\ L
~ tl ~ ~~
i~ ff t

To evaluate how the tra,ees understand the basIc concepts of Power POint
Exerc!;.l: Jj
onlme~..xerclse on computers to do certain funcllons

FJfl;r
tl1J~

t:

~ Practlce E"crclse

SpeCial Instructions
Introduce that sometimes The intensIty of colors dIffers on projector due to the surrounding
environment

3 Working WIth Charts

r

r

I
I
I
I
I
I

I
I
I
I

I
I
I
I
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I Microsoft Power POint 97

USIng Masters and Templates

To allow the attendees to deal with templates effiCiently
Interactive lecture on Ime with computer
VIewing Sltde, TItle Handout and Notes Master
Adding objects to Master
Usmg PresentatIons as Templates

Enhancing slides shows
5
3 Hours

Objective
Form
Sequence

Objective
Form
Sequence

Objective
Form
Sequence

ObjectIve
Form
Sequence

Module
SessIOn #
Session Duration
Start Time
End Time

Topics

2 En h,nctng Sltdes

-l Prdctlcc £~crclse

SpcclallnstructlOns
Introducmg the great Oe\lbllltv to add effects to Sltde Shows

-Jd
......1 l,7 ;.J

To allow the attendees to enhance the quality of theIr Ple:e~atlOns ~~l
InteractIve lecture on lme with computer /'.. / i1
Scaling objects ~ / t I

Enhancing placeholders • \ ~j
Applying borders and shadows (\ f ....~ n
Applying fills : I " f ~r) t \

e.l-\ (,<-/ t
,..1.1 fo /

J USing Ad.,nced Slide Show Effccts :\ q ~ \ t' ;::. ~

/
'/~' 1 ;1

1 - ", ~\ II ,r- -:l"', ~To allow the attendees to·lnsert specIal effects'to theIr-presentatIons
", -I , , ~ \ ,to

Interactive lecture on hne with computer ~, " \
~j l-J 'I /.-..\ ~

Animating Slide Spow :1 ~~..,.;/.. t:
Anlmatmgl;\t r\ .1-/ ~~ -;:."\ F'J
Anlmatmgc!Jpart ~ 1 /;/ ;;} 'f \ r
"y' ~ ,.,c::,..,r f .;

A..ddmg sound effeC?~_ ~t\ f r

I:- \ ~1 t T y- \ - I
• \ - I '\.. \ r 1
:'1 t.1 t l 't.!/
" , • j & I , ~n ~ 1 ~-\ v

To evaluate how the trainees understand the baSIC concepts ofTemp[ates
, "1 1jE\.ertclse [, '

Onlme ExerCIse on Computers to do certain functIons
n /J
~tYj...(~
t ...•

I
I

l
I
I

I
I

I

I
I

I

I

I
I
I

I
I

I
I
I
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~

I
I Microsoft Power POInt 97

2 Customizing a Slide Show for Audiences

Polishing your Presentation

To anow the attendees to produce theIr own presentations
Interactive lecture on lme with computer
Applying templates
Modlfymg the master slide
Usmg the I PIck a Look Wizard
Adding background Items
ProdUCing a Slide show
Setting Transitions
Creating BUIlds
Setting TLmlng

Producmg customized Presentation
6
3 Hours

Objective
Form
Sequence

Objective
Form
Sequence

Topic

Module
Session #
SessIOn Duration
Start Time
End Time

/:,_i

~r'...-;::--
~/i

/.:,~;J > U
fr/ rj

tl n
/,' IJ /1 .1
r:~ ~4 ) f]
,/~ , I J ....-~; ; I

To Inform the attendees about the CUStOrnlZ<ftlon tools that can be used
I ; "..) '. ,- -/ ~ l'

Interactive lecture on lme With computer l /" .,
~":'o. ~J"~ ~1 "'ICreating branching shde shows ,.'1 \ ~\.3 ,,-

Y';-- \ .. "Embedding and Imk.mg presentations' objects ,
< -J-"'- t :!t "J ~ \ \~Assigning actlOns'to Icons r<:-j ~ ~ \ .~

Playmg branch.pg Slide Snows f~\ ...
H~:;~g}J!~es t1 Lf~~ F~ \ \ ~;
~~~ ;0-1 A'l tj- 'r.)t."5;; - .-l '-' ;l •l.r \- r~-..,;-~ l

Special Instructlons n \.... f.'? ~\ fJ.
Introducmg the p'owerful customl2atlon tools to create a profeSSIonal Presentation

~~ r-~ H l~V~ ~ l~ ~\. t r ~

~ j ~l ~:1
r-;: if t/
~ #~_1

t~\fi:;
11 J.A~.)f",.
~ .~t-

[
I
LI

I

I
I
I
I
I

I

I

I

I
I

I
I

I
I
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All Course Topics WIll be Included

System Research Egypt

I
I
I
I
I
I
t
I
I
I
I
I
I
I
I
I
I
I
I

i\lodule
Session #
Session Duration
Start Time
End Time

Topics

Objective
Fonn

MIcrosoft Power POint 97

Fl!1a! Exam
7
2 Hours

To evaluate the final result of the course
Exam

10



I ~

I -

I
I
I -

I
I
t
I
I
I
I,
I
I
I
I
I
I
I

ell 260

MICROSOFT ACCESS 97



I Microsoft Access 97

Working With Report
What IS a report?
Managmg reports
Creatmg a report

Tools and Customlzatlon
Usmg Tools

ClL 260
Microsoft Access 97
To get the tramees acquamted with DBMS and allow them to create Simple databases
All mductees to the computer literacy program
Cll 2\ 0 or Equivalent ~owledge of Wmdows 95
Computer lab PC sand prmters, audio/visual content
24 Hours - MInimum module 2 hours

Introduction to Macros
What IS a macro?
Managmg macros
Overview of Simple and common macros

Dat1b1se DeSign and Workmg with More than One Table

Relational DBMS
Steps In deslgnmg a database

Working with Data and a smgle T1ble
What IS a table?
Working with datasheet view
Creating a single table
Managing fields

IntroductIOn to Databases
Course desCrIptIOn
Usmg the tramee manual
What IS a database?
Why a database?

Getting Started wIth Access
Starting and eXIting Access
Access screen
IntrodUCing database Window
Managmg database files

Working \\ Ith Forms
What IS a form?
Managmg forms
Objects and their properties
Usmg the AutoForm

Working \\ It II Queries
Why a query?
Managmg queries
Creating select query
Action queries

Course Number
Course Title
Objective
Target Audience
PrerequISItes
Form
DuratIOn
Contents

I

I

I
I
I

I
t

I

I
I

I

I

I

I

I
I

Suggested E'l:erClScs
Tools

Instructor Manual Tramee WorJ...book, Handouts VldeolProJector, PC for every Tramee

S, stem Research Egvpt 2



I Microsoft Access 97

I
I

Module
Session #
SessIon DuratIon
Start Time
End TIme

IntroductIOn to databases
I
2 Hours

2 USing the Trainee Manual
Objective To show the tramees how to use the manual efficiently
Form InformatIve lecture with examples from the manual
Sequence Content of manual

User gUide

A

To acquamt the trainees with an overview of the course
Informative lecture
Course contents
Course schedule
Course obJectlves

t ... t., .
To show the difference between manual and automated databasb 1

~ \
Lecture With gUided diScussion .F<~ \ }~ t.1
Speed ..6< /- i 1 \; t

Accuracy f~/ - 1 £-1 \.\

~:~~:I~~:vel ~ fl :~; :t~;~\
Flexibility when dealIng with data \ 1 <l / : ~ ..~\
More organIzation ofdata~J~ \ ~,r ~ :1' .../
Better Results ~ I ~~ i'" ~f'--:' ... [--, ".... t- ... - .... 1

Advanced queries and report~ ;. r \ 7- :
AbilIty to change and develop the pacKage according to the reqUired needs

1 i=1: l' "./t , !~.,., .. t
• J so 1
~\ {11:-}
q #~) Vt _
"_1 A-
1 1 /,0
~~~,'..--.;;
;;/
,r

To give an overview of database
Lecture With gUided diScussion
Definition of data
Definition of database
DefinitIOn of DBMS
Some tables as examples of database files (smgle tables)

Course DeSCriptIOn
ObJectlve
Form
Sequence

3 What IS a Database?
Objective
Form
Sequence

Topics

..J Why a Datab1se?
Objective
Form
Sequence

r
I

I
I

I
t

I
I

I

I

I
I

I

I
I

I
I
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I Mlcrosort Access 97

I
I

Module
SessIOn #
SessIOn Duration
Start Time
End Time

Getting started with Access
2
2 Hours

I
Topics

Starting and EXiting Access, Access Screen

2 Introducing D'1tabasc Wmdow

To give an overview of database objects

Comment

Comment

Objective
Form
Sequence

Comment

Objective
Form
Sequence

ObJecme
Form
Sequence

To show how Access IS started and qUitted, Introduce Access screen
On-line lecture usmg computers
Starting Access
USing the startup dialogue box
Choosmg a database sample
The Access screen

Menus toolbars and database wmdow
Getting help
EXltmg Access /--"}
The sample should be a database made by the mstructor espeCially for the course prefer~b(y

an address book apphcatlon ('/ I
/) V;.1

'i- i'H 'I
On-hne lecture usmg computers - " ~

...... , A "'1
Openmg a table table should contain simple data they are famlhar \\ 1m /" I I

\ .. I .r; I
Openmg a query should contain subgroup of the table data' ;:: 1 /" ./ ..

I / i
Openmg a foml should contam vanety ofwmdows objects they are fanll.har with t'
Opening a report should arrange the data m the.table m'a'decent form ( ; 1
Running a macro should perform a sunple actlCln opLnmg a~fo\rm or e\.ltlng the database/

r"?" ~I \ \

No design vIew IS to be shown to tramees only opening or running the object m order to give
them a sense of the use of that obJe~ ( ; J [1.--: _\, • \

, 1 f- / ~L.r /: ~ I
....---.. I'. l « I ./ \ • j

3 M'lnagmg Database Flies ../".. :\ ~ ~ /:.1 ' ". 'r \ ;,.-
!--/~ ~ i 1~-.-... ~ I /'
~ r _ ~~, ~ ... l" >! - .. i

To get the tramees famlhar With manag1ng aatabase files
On [me lecture uSIn"g computers \ ~1 \. \ I j
Starting Access U t~ t-i \' \. "
Creatmg a blan" database from the startup dialogue bo\
Savmg the databas~ \ ;1 ~1
ClOSing It ~l it tJ
Opening the saved database :

r \ ... ,
SaYing-as the database WIth another name

t I'Create a blank database \\lthout uSing the startup dIalogue bo\ and save It
~ - '"Opening two database's and switching between the two apphcatlons
'-/

ClOSing one apphcatlon and eXltmg Access apphcallon
ClOSing the other application and eXltmg ItS Access application
All thiS should be done usmg file menu then the relatLd toolbar Icons should be used

r

I

I

I

I

I

I

I
I

I

I

I
I

I
I
I System Research Egypt 4
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I
I

Microsoft Access 97

Module Workl!lg wlm data and a sl!lgle table
SessIOn # 3
SessIOn Duration 4 Hours
Start Time
End Time

I
Topics

1 What IS a Table?

I
I

Objective
Fonn
Sequence

To acquaint the trainees with tables
On line lecture uSing computers
Table as a file
Fields
Records
Key value (or a Primary Key)

2 Worhmg With Datasheet View

To give an Idea about how data IS stored In tables
On-hne lecture uSing computers
Opening a sample database
Opening a table and navigating through the fields and records
Entering new records In different fonnats
Editing records m different fonnats
Deletmg records
Finding a piece of data In a field
Copymg movmg or deleting data

ObJectlve
Fonn
Sequence

Objective
Fonn
Sequence

4 Managing Fields

4
t:-/
~ ~
} 1

--\ r -1

'1-\ ~k~
3 Creating a Smgle Table ,] ;-) , 7

..<" l "; I r:~l-
E~ ~ ~ \} ~ I

Objective To give the trainees the sh.IIIs required to create and manage a table r ~

Fonn On line lecture uSing computers e!Y ~ \ ~ 1 \.~ i::i
Sequence Create a table In deSign view ~~ • I f1 /' ~-j

Enter a general field, just for Access to let you save/the table"'/'t../ ~~t
( /'<';\, t:-1 F, ";.-A YSave the table without settmg tHe primary key) _ ,; ;.

/' ~ ~......~ "" F l f - 7 l
Rename the table j': / \'1 f~~ ~A I 'y
Open It In datasheet view /1, r ~:.r--< ... : I

~ \ t··? y .~,
SWitch to deSign vlew~ ....:\ ~J \. l !
Save-as the table t tj ~1 ~ "\ /,
Close the table t , ~ f-:\ /\
Open the table directly II! deSign vIew and1close It

i I if~!l1 r V'
~ ~ ..C!lr'\ ".:.-t

To show how to create and manage fields
On-hne lecture uSing c~ure;.s
Overview of data types
Adding different fields
DeletIng fields
CreatIng a field for every type with an overview of I[S propertles
Setting a field as a primary I.e)
IndeXIng the table (or File) by a field

I

I
I

I

I

I

I

I

I
I
1

I
I System Research Egypt 5



To give an overvIew about complex database
On-lIne lecture uSing computers
Relattonal DBMS vs non relattonal DBMS
OrganlzatlOn of data Into entitles and relatIOns, gathenng related data together
ReducIng redundancy or duplIcating fields
Reducmg empty fields

Database desIgn and workmg with more than one table
4
4 Hours

Mlcrosort Access 97

RelatIOnal DBMS
ObJectlve
Form
Sequence

2 Stcps m Deslgnmg a Database
Objective To show effiCient database design
Form On line lecture USIng computers
Sequence DetermIne the purpose of the database -'

Break data Into entltles create tables for them and detcrmlne theIr fields and pnmary keys /"" I
Determine the relationshIps between those entities kinds of relatIOns A-;..-/
Determine whether to collapse the Relationships or have separate tables _.,_,: ~

Establish relations between table, referential Integrity cascade update cascade d;let: Vi1
~/ q

..... /- ~1
';-p V ~
. "'I..... t:- .1

H ~ I
~ i -f

i 1 ,-. t \
ILl ~-J ~
oJ ." _/ ..

to. :f'-- /' •

t.y- ;~,:: tll to I

f I j.)
>:-1
II_J

Topics

Module
SessIOn #
Session DuratIOn
Start TIme
End Time

r
I

r

I

I

I

I

I

I

I

I
I

I

I
1

I

I
I

I
I
I
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What IS a Form?

I
I
I
I

r
I

r

Module
Session 1:#

SessIOn Duration
Start Time
End TIme

Topics

Work.l.llg with forms
.)

4 Hours

Mlcrosort Access 97

To give an overview about forms
On-hne lecture usmg computers
Forms as a way of data mput/output
Forms as a way of user mterface (switchboards)
Deslgnmg forms accordmg to the user's needs (design and analySIS)

Objective
Form
Sequence

Objective
Form
Sequence

Objective
Form
Sequence

2 Managing Forms

A
/1

//r:.. r .._(

To manage forms efficiently .....1 V ~
..... I ...

On Ime lecture usmg computers / / ~ ~

Open a sample form preferably contammg vanety of objects, and navigate through the
./ "4records ~,fr

Create a form In design vIew ....,.1 ~ \
Save the form ! ~ I ......... \ 1
Rename the form ! \ ~ /"..:'/ :: 4
Open It In form Vle\\ 1::,.\ ,./ ~ ~
SWitch to desIgn Vle\\ ""'"?\ J 't \ ~ { "

Save-as the form .. /: , \ \ ~ 1 ~-1
Close the form r7" q r I ,_1
Open the form dlrectlv m form vIew and close It ..../ - ..l, ~ i

- j ';"j ~ 1/ ;' < ~J£- ~ 4 F .;'r ~ \ -

3 Objects and their Properties rr"~r ~ _ \ :~ i( • \ l/
f.- '\ L d -~l!"" ? J t.,.......
~, - • - -'~ I

To help thetamees m creatmg efficient Interface
On-hne lecture USIng computers \l.~ .. I

Label F1 t J {-~ ':,:: \ $-J
Text box : ~ 1/' f1 '¥;)

t"1 ~ I

Command Eytton f J ~1
Toggle button check. box optlon button
Frame r~ ,.. I ,/

• 1 I
Combo box and !lst bo>.... , ~ /
Tab control.. \:'-{'_'-/
Image and lme?
Menus 'Y'"
Good mterface and the choice of objects

r

I

I

I

I

I

I

I

I

I
I

I
I
I
I

-I USing the AutoForm
Objective
Form
Sequence

To get the tramees familiar with usmg AutoForms
On-hne lecture USIng computers
Usmg the form WIzard
AutoForm Columnar
Tabular
Datasheet
CustomizIng a form made by AutoFonn or \\Izard

I System Research Egypt 7



I Microsoft Access 97

To create other types of querIes
On-hne lecture uSing computers
Crosstab query
Delete query
Update query
Make table query

To give an Idea about queries
On-line lecture uSing computers
Defimtlon of a query operations on data
View specific fields and/or specific records
View data from more than one table
Sort data by record and/or field
Create, update, delete data
AnswerIng questIOns about data
Perfonn calculation on data
A data source for Forms and

Workmg with queries
6
4 Hours

Objective
Fonn
Sequence

Objective
Fonn
Sequence

Calculated fields

Why a Query?

Objective
Fonn
Sequence

4 ActIOn QuerIes

Topics

2 Managing Queraes

To manage querIes efficIently .._\
On-hne lecture uSing computers t \
Open a sample query In datasheet and deSIgn VIew"., \
Create a query In deSign vIew t: \\,.... '
Enter any table Just for Access to let yOU save the query,
Save the query L7~\ ~ I '..

Rename the query tP \ (I .. \
Open It In datasheet view ~J f~ i! -"'''-'
SWitch to deSIgn~:w"" ~L h f _!.f-/; \
Save-as the queryl;' c· \ r ~/ tv \
Close the qufrf;r'\-\. ~ _~ ; / '/
Open the query directly !p deslgq,.vleW'and close Itt, li ~ '(.~ rj

3 em',," Sol", Q'''y b M~ ~ t>
Objective To create select querIes effiCIently

~ t ... ; t-~
Fonn On Ime lecture uSing computers ;)
Sequence ChOOSing the tables related to the query

It ri .. J

ChOOSing and ~~rtlng fields, field properties
Specifying cntena:S Y

( --/.
Sorting selecteo records group by option

V

Module
Session #
SessIOn DuratIOn
Start Time
End TIme

L

-r-
I
l

r

I
I,
I

I

I

I

I
I
I

I

I
I

I
I

I

I
I System Research Egypt 8



I
I
I

Module
SessIOn #
SessIon DuratIOn
Start TIme
End TIme

Wor~lng with report
7
2 Hours

Microsoft Access 97

I
I
I
I
I
I~

I
I
I
I
I
I
I
I
I
I

I
I

-r
\

I
l

L

Topics

What IS a Report?

ObjectIve
Form
Sequence

2 Managing Reports

Objective
Form
Sequence

3 Creating a Report

Objective
Form
Sequence

S\ stem Research Egvpt

To gIve an overvIew about reports
On-hne lecture uSing computers
Report as a way of data output
Report vs form

To manage reports efficiently ~~
On Ime I;cture USing computers /::../- /'~~'
Open a sample report In preview and deSIgn vIew 1:...., ./ -1
Create a report m deSign view A V- (--t
Save the report r--: ~\l../ t
Rename the report c:; l
Open It m prevIew vIew t~!t ;-
SWItch to deSign vIew ~_ ~. 1

Save as the repon ~ \ t l /~ {" \

CI h -I -/-.,ose t e report I '"'~ 1/ ~- - (I
Open the report dIrectly m deSign view and close It J i >\ I q'/'i-'";;Y '1

~ ·1 ' ~. :;

~\ t! i~ ~4
To eet the tramees familiar wIth creatine reports usmo AutoReport~j

;:> L1 ;:> f/ ;:>L - I
On line lecture uSIn~5omputers :J t..!.~7"\~ ~ l
Creating a report usmgj\utoReport columnar ; -/ \- V'

....~ "' '- \ !<"~.eo / 1
Creating a report JSlng Au~o~epo~ !~Ula.~~ f I V
Creating a report usmg wlzare:f i.....:-~- -J..-... ,,-\ Y.f' -go 'l"

Changmg a report made by AutoReport or WIzard

Mailing labels r\ "", ~i ~_~\ )
~! ~ t\ '~!oj ; P
t ~ L
\- o.

'1 ' ~
•.J " 1

tv\//It . -
~- ~

9
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I Microsoft Access 97

I
I

Module
Session #
Session Duration
Start Time
End Time

Introduction to macros
8
2 Hours

•• I

~

, \
\,,

To give an overview about reports
On-hne lecture usmg computers
What IS a macro?
Event vs action
Macro vs module

ObjectIve
Form
Sequence

Objective
Form
Sequence

ObjectIve
Form
Sequence

What IS a Macro?

Topics

2 Managing M1cros

To manage reports efficIently
On-hne lecture usmg computers
Run a sample macro and open It 10 deSign view
Create a macro
Save the macro ( "\
Rename the macro 11- I

Open the macro In deSign view save It as ! f t \
Close the macro /"~:1 "..

~". ~./ '\ \ l , _

3 O\cnlCWOfSlmpleand Common Macros r-'// ~J }J
t\ q"1 ..-.4 / r./

To Introduce some Simple and common macros .......
On-hne)~CtUi-i~:ng compute(s~ / '1-:"''''''
Beep ~r ~~ ~~I~.....~{ :
Close ana quit ~ r/--C:\' V~

.. \ .. I " \
Maxlm~z~ and mlnr-lIze, ~1 .... \ t
Message,box C~ "1\ \ 1

-, ""l \7Open objects f.J -
Run objects j J

,"'t 8. I 1
LmJ.-mg to events of objects

i,..rl 11 ./
I 1 .f J

~I /U

~

r

I

I
I

I

I
I
I
I
I

I

I

I
I
I
I
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Microsoft Access 97

To let the trainees use Access more comfortably and effiCiently
On line lecture uSing computers
USing find and replace
USing spell ched,er
Add Ins and database options
Importing/exporting data
USing database utilities compact/repalr
Toolbars and customlzatlon
Setting securIty

Tools and customlzatlon
9
2 Hours

ObjectIve
Fonn
Sequence

USing Tools

4.A~

:/rl9 ti
/~ ~1
~ I iJ

I 1-\
2 ExercIses .... v I ;.1

~t I A ri• Database for a tape with cocktall songs (or movIes), to be expanded to library of many tapes
J\ P~.r' >

Address book. or persona! telephone directory to be expanded:to k.eeplng tracK of-citizens SSN
~-t(~ _/ -\

Player In a team to be expanded to player tn~a:~e~~In a clUJrlO~~, socC~fatlonal League~

.../:-/~ ; \ \\ : i
~ « [- ~ 1

~i J- IJ:C?~' ~j'1 '-:;7' .\ II
~-L _:-=K' ~5 r :1 ~,
i~\ ..~~ ~ \? r
H ~~ j:Pn \;
~1

d
:;

Topics

Module
SessIOn #
Session Duration
Start Time
End Time

I
I r

I
I

I
I r-

I

I
r
I

,.-

I
I
I
I
I
I
I
I
I
I
I
I
I
I
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I
I r,

Introduction to Networks

I
I
I r,

Course Number
Course Title
ObjectIve

Target Audience
PrerequIsItes
Form
DuratIOn

Contents

ClL 310
Introduction to the Networl-..s
To acqualIlt the tramee with the basIcs of networl-..s and ItS uses to support the
InformatIOn Technology field
All Inductees to the Computer literacy Program
ClL 210 or EqUivalent knowledge of Wtndo\~s 95
Computer Lab PC sand pnnters audIo/visual content
18 Hours - MInimum module 2 hours separated by 10 mInutes break.

Final E~am

Tools

Kinds of Network
lAN
WAN
MAN

OvervIew
Course descnptlon
USIng the traInee manual
GettIng started with Networl-..
HIstory of Networl-..s

Instructor manual trainee Ilorh.bool-.. handouts Video/prOJector

//J
/-r-~/(';;X-

A -r..,/' ~

/~~ '" h
:( t1
~ \ ~,

;l ~ \ /1 ')
Vfr~\ ?", I.~./ It ~TelecommunlcatlOns , • /' . ~

CommunlcatlOn BaSICS ~ Ii t-\ ; \ ~;l
• Data CommunIcatIOns /r'·....:t;·, ;- \'\:l r

/ ",/ ',;:. , J
c r "- r l \ ,

LAN Components t--1"''J~·... j \ r1
~ j} !'; /'- t• Hardware reqUirements j ../ ..

f-~V\."\ ~ 1Software regUJrements; r~ ~r~ \V
Practlce-E-:etc"li'e"\ f j ~ ": f" f.)

~-.7 \ \ .-:""::,,,
~~ ", ~_'/.,..~~ k.JDeSigning and Organlzlng a Nct"ork "i-~ :J

User ri'e~ds n ~-{ V i"1
Appll{a~lOns for LA,Ns t1 \v y
Applicatlons for MANs {" I

LAN ~~~agemenII ~ \
LAN topologies:, 1 , I

I ~! V
NetworJ.. protocgIs

fi ,L
~-1:""-:.
it'l"'s

r
I
I

I
I
I

I
I

I

I
I
I

I
I
I
I
I
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I

IntroductIon to Networks

I
I

Module
SessIOn I::
SessIOn duratIon
Start TIme
End Time

Overview
I
2 Hours

I
Topics

Course DescriptIOn

Special InstructIOns

Focusmg on the great Importance of Networl-. as a commUnicatIon tool
Introducing the famous terms that will be used frequently In the course without gomg 10 In
depth functions of each one

baSICS of networl-. to be able to worl-.To allow trainees to get started with the
wlthm a LAN
InteractIve lecture With gUIded dISCUSSIOn
What IS thiS course about
Why networ\.. IS Important
ReqUirements to thiS course

ObjectIve

Form
Sequence

ObjectIve

Form
Sequence

R
7~1

r<~ tl
2 USing the Trainee Manual /..:;{--.7 t!

~Y. n
Objective To allow trainees to be familiar with the manual and how to use It U
Form InteraCllve lecture on lme with compu(er ~ ~;1 t='\
Sequence Content of manual f!.:.~ t:l ~/' ~ ~

User gUIde Jt- ~f - :; J
r ~ -........ ~ 1

~ [1;..\ It'1 ~
J Gelllng Started ulth Networh.s ~~<).--:.~~ t t ~ ~A /'

j"/"> ~. ;.r. i:\ ~I
'F .., f .. 1.·1

Objective To mform the attendees about the Network concept and Its uses
Form Interactive lectrii:1 on Im?lz~th corIfprYLe't:'\ t~j
Sequence Defmlftoo t) /Ji'i E".!"'· t~ n:

.............,." 5 \ > f~ 'tt-\ ~

(
WhYJonet\vorl-.S t I", f. • ')
./ ~ ~ "" I "" .... "'i '.Functions of network....::-"~

t~etworl-.strategIes? ~ r
U 'f\ ~ \ l·-~~ t1

4 HlstoryofNet,~orh.s L' V4 ~~ \-",Y"
/; "~,, 1 /". .-~ ~
(To allow tbe anendees to get used with the development ofNetworl-. as a
F. I -,communicatIOn tool
.. t r' ,>
1riteracClve lecture on hne Wllh computer
10 I ~ ..,

The fLrst network In hl~tory
-'" /

D~ecymk

Development In networl-.sv

I
I
I
I
I
I

I
I
I

I
I

I
I
I
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I
I

IntroductIon to Networks

I
I

Module
SessIOn #
SessIOn duration
Start Time
End Time

TopICS

KlIlds ofNenvork.s
2
3 Hours

To allow the user to understand the uses of LANs
InteractIve lecture on lme wIth computer
What IS a LAN?
Uses of LAN
The wider mark.et of LAN

Objective
Form
Sequence

Objective
Form
Sequence

Objective
Form
Sequence

I LAN

2 WAN
Ar--':::j

A~~

e~ ~;)i
To allow the user to understand the uses of WANs 4' f \
Interactive lecture on Ime with computer w-",...r /" 11
What IS a WAN? t (' j, ~

Uses of WAN '! l:j
The wIder market of WAN ;/\ t \ .f ! ~

/.\ ~l r~r) "11.1, \ _-\.... / l/"'\ n\\ ;-1/ f1
To allow the user to understana the uses of MANs ! D

.r.~-~ ~ 1 '
Inform Interactlvete~ture on lIDe wlth~gomp~ter --1
What IS a MAN? ~-( I t' ~ \ i \
Uses of MAN r _< rv~ J \

The wldeTmark.et o~MANL 6y""/\" ~

~
~ ." \ ~ 1 /4) f J t \
~ ~ \:'-.\ .t!i~.. .y

SpCClul InstructIOns }._ ..-\ ~~~~: l" -
t \ \~\ p..r 't\ Pi

Focusmg on LAN"Whlch wJlI be dIscussed later III deTatls

£~ fJ ~11 ~\ V_ _j t. V
f' ..t [t}j
f~ 1 y
kU'~~ .

3 MAN

I
I

I
I

I
I
I

I
I
I
I

I
I
I
I
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I
I

Introduction to Networks

Comm UnlCatlOn BasIcs

To mform the anendees about the communlcatlon basIcs that wdl be a foundation
to study networks
InformatIve lecture
appltcatlons and benefits
USing modems
Satellite commUnication
CommunicatIOns software
The fax machine

3
4 Hours

TelecommunIcations

Form
Sequence

ObjectIve
Form
Sequence

Topics

Module
Session #
SesSIOn Du ration
Start Time
End Time

/~/.-: ,/'

V~\
2 Data Communications .../:) ~l

.r / ~l
./ ,7. r 1

To mform the attendees about how data can be commuOicated t i
Informative lecture II ~ I

, - I

DefinitIOn (~, ~ ..' t-. ~-l /' I f I
Uses of data communIcation • ~ (z j ,,: ,/ 1 ;

Bits Bytes ASCII I' :I. I- Y
Serial and parallel : 1 ~ \ :./ • \

/'~ ~ ..-. ~ .( ,Communication software....:;. ~ l1 t\ t 1 ,/
Client server archltectu0 /"""\' '"1 \. \ ;"1or::? -i r.. iExample of data commUnication 'm courts management

t:1 •..j f...... "'':\ ~ I

Special InstructIOns ~'\ {J Jj ~ Jr~/'\) "1
..,<_- :;" -\ ( / .;1' I ( \ \ ,,/

! " V""'-r \ n..r.:', r I
Focusmg on the role of Data commUnlCatloJim the Informatlon Technology Field

P, rl \r '~\D
t ' ' '''' V, I'"

t i 1 ~ \
:i 1) y

qL'l
~y

f

I
I
I
I

I
I

I
I

I

I
I

I
I

I
I
I
I
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I
I

IntroductIon to Networks

I
I

.,........
I

I

Module
SessIOn #
SessIOn Duration
Start Time
End Time

Topics

LAN Components
4
3 Hours

Hard\\are Requirements

To mform the attendees about the Hardware component of LANs
Informative lecture
PC/s workstatIons

Peripherals
Servers
WmdowsNT
LAN conneettons
Interface cards
Network card
Network topologIes
Access method
Bridges
Hubs

Objective
Form
Sequence

Objective
Form
Sequence

Objectlve
Form
Sequence

/1

~?

:P~/;"' ~i
~ ~ r 1

( \-1
• { I

I • I- \
I~\ I ",,1 1

2 Software ReqUirements - -: ///#~ L
f-J l -' ......- I

-\ ~ ~ -I
To mform the attendees about the Software requirements o(t"ANs , 1

~r~ -. '\ IInformative lecture _ .....'1:'.. : I\,\ ./
What IS LAN software £;"7'~.... rJ Ci. :~
LAN System software t-Y '-~ ~I "~\ ~-I
LAN Management softiare • ~ 1~,.,.=\ L i
Novel Net\lfare,~ ~~At (~7 \. 1
TCP/IP .,r-t ~_\ (- ~-/ ."1 \) v· r:< '\\ ~~'\ ~1 0

f"j \ \ h ",;: \ '-1
To evaluate how the tramees understand the baSIC concepts of computers
Exerclst'l ::.j ;~l -, \ ./

,:1 '''~ vExerclse·on the prevIOUS t0P.ICS

f1 Ij t4
~1 /1 ;J
~ /:j
!' # -:I

Just Introduce the TCPfIP.and the Novel NetWare m less details
r,:'"Y
V

Special Instructions

J Practice ExercIse

"I
I

I

I

I

I

I
I

I
I
I

I
I

I
I
I
I
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I
I

Introduction to Networks

I
I
I r

I

Module
SessIOn #
SessIOn DuratIOn
Start Time
End Time

Topics

User needs

Deslgnmg and organIzing a network
5
5 Hours

1
I

.. I
l

t: 1
[I.. ~

:J...

To allow the attendees to decIde hiS needs to establish a workable LAN
Interactive lecture With gUided diSCUSSion
Resource sharing
[nformatlon exchange
Network evaluation
Network environment

ObjectIve
Form
Sequence

Objective
Form
Sequence

Objective
Form
Sequence

Objective
Form
Sequence

Objective
Form
Sequence

2 ApplicatIOns for LANs /[-::'1
,4 ;7

To Inform the attendees about applIcations and uses supported by LAN"/,; \-, ~

Interactive lecture with gUIded diSCUSSion .../:) t1
Computer networks ./~"''''.,r ~ ~

The electroOlc officer (.~/ \
Industnal applications <: J

_-\ t I
3 o\ppllc !lIons for \VANs c \ l~! ./" ",]

~r " \ L I ,,:-. ~/
f r ~ ~-/

To Inform the attendees about apElIcatlons and uses supported by MAN
h "" ,I~"\ >1InteracClve lecture wit gUlde?_1Jsc~~lon f- J l.. ~ :

Internet A .....r~ ) I -\ ~
Air lInes f;"}~ ~ ~~I). \ t 1

t:" t j t ....~ 1 ~ !
~ .j ":'/'\"'

...c",~-",\ tl £/ ~ /' \ ~

(~-. \ ~V<<. ': ')
\ \,--,-1

To 10 form the attt.ndees about'LAN management and handllOg
"' I I h ....~d 1'- ... JInteractive eCCUrc WIt gUi ed diScussIon" I

Access mrithod 7-J H \ \ ~
Error handllOo ~ t"'1 ,/'" , ~
Protocol requirements, ~1
Connectloa requirements l"l'1 :1 y

~1 ,//-/
~, /

To 10 form the"tralOee about the topologies used 10 LANs
[nformam {lecture
Star
Ring
Bus
Loop
Tree
Conclusions

5 LAN Topologies

-t LAN MJnagcment

I

I
I

I
I
I
I
I
I

I
I

I

I
I

System Research Egypt 7



IntroductIon to Networks

System Research Egypt

IntroduclIlg the topology Implemented 10 A specific court as an Example with more details

8

To mform the tramee about the protocols used In LANs
InformatIve lecture
MultlplexlOg
Data transmISSion
Network protocols
Data 1101,. protocoIs

ObjectIve
Form
Sequence

6 Networ" Protocols

Special InstructIOns

I
I

"-

I
I r..
I I

I r
I
I
I
I
I
I
I
I
I
I
I
I
I



I
I
I
I r

Module
SessIOn #
SessIOn Duration
Start Time
End Time

Toplcs

Fmal Exam
7
1 Hours

IntroductIon to Networks

All Course Topics WIll be Included

Mah.e sure that the exam wIll be In the average student standard

9

To evaluate the final result of the course
Exam

ObjectIve
Form

System Research Egypt

Special InstructIOns

I
I
I
I
I
I
I
I
I
I
I
I
I
I
I



I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I

I
I

System Research Egypt

Introduction to Internet

ell 320

INTRODUCTION TO INTERNET

-.



I
I Introduction to Internet

Fmal E''Cam

IntroductIOn
• What IS a network?
• HIstory of the Internet
• Internet In Egypt
• Internet access mechanisms

CLL 320
Introduction to Internet
To acquamt the tramee with the functions of the Internet as an effective tool and
get hIm used to another accessones like Telnet FTP and E maLI

All Inductees to the computer literacy program
CLL 2\ 0 or eqUIvalent and knowledge of Wmdows 9,
Computer Lab, PC sand Prmters, AudiO/Visual content
18 Hours Mmlmum module 2 hours separated by 10 minutes break

b iJ
~1

....-:1 t~An Overview of the Internet ~ /4 t
,;S' ./" i:

The address system t: -:/ :..
ServIces and Resources of the Internet t~ t
EthICS and the Internet ..r'\ h /l ~ 1
BrowsIng m some Sites that are of some mterest for the traInees .) !

~t~ ~'A..L7 n~ .. - IWorld Wide Web t ·t~_ 1 ,/ ~'-

• Managmg your way In H~p"ert~ FJ t ~~ ~i
• Usmg search engmesn./!...-"" [d-l" =- I

• ExerCise ~ t ~ t \ ; \
f.,:: t- "'\-e:. ~- b~ '1'" ~ ( 1

E mall BaSICS~ r ~ ~_f_" •
• Manaama ;e-s1a~es r~ _"".... ~ \\ y'" 'l "'A l.J. A>--~ [ )
• More:advanced features J::~~_':'J ;: ,.. ~ ,,--I f- r

Usmg.maLl tools ~l L~ :- t
~1 ~H ~l~

File Transfe(~rotocol r1 t1 \9
• IntroductIon to FTP~ !;"l
• Trans f~ci-Ing files t.... rI
• Exercltei

1 f f}
t' k,
f. ..p;

Other Internet Goodie
~l." ./

Faclhtle.t.~areprOVIded by the Internet
Exercls~

Course Number
Course TItle
Objective

Target Audience
Prereq UISltes
Form
DuratIOn
Contents

r

I~

I
I

I

I
I

I

I
I

I

I
I

I Tools
• Instructor manual tramee work.book. handouts Video/prOJector PC for every tramee

I
I
I
I

System Research Egypt 2
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I
I Introduction to Internet

3 Internet 10 Egypt

What IS a Network?
Objective
Form
Sequence

IntroductIOn
I
3 hours

ObjectIve

Form
Sequence

Form
Sequence

Topics

Module
SessIOn #:
SessIOn Duration
Start Time
End Time

To get tramees acquamted with the basIc concepts of a network
Informative lecture
Defmlllon of the word network
Kmds of computer net\vorks (LAN/WAN) ~

2 H,,'o,y orth, Io'm,' ~-:iJ
t:;Yt.i

To allow traInees to get a suffiCIent Mowledge about the fnternet ana how It

~~~~atlve lecture ~ ~3
A very bnef mtroductlon to the concept ~l ~,
The role of the Pentagon and ARPANET (.J t

~ :to'l ~ ~1
Difference between Internet and "N;tworl-. ~1 fiJ (1
Importance of the Internet ~ \.\ i-~V t ~
Intranet overview ~l 'e'} b7 to \
Some Widely used;;~~gy e gQ'Rem~\, Loc:~Host. downloadl~ etc

?f'~ i~ f \\ ~~-t , . ./_.\ C:!
~, ~~~.\ ~

To glve,.the tramees an ov~erall vle~ofthe structtILljofthe Internet 10 Egypt and
how-It~ed ~ AI r \\po

(: "-~"""\ ti J'......t"'~ ¥ .,\Iriformattve (ectUre~~~ y
J.~ :2!C"~ ~~,.,,~........
~A bnefdlscUSSIOD of the EARN and the BITNET
E~' r....· r ...-\ l:;-J
tThe connection first establlslied m 1993 us109 a leased hne through a Gateway
FJ"lth Franc~~ ti ~~ p
~Sources of~ne Internet In Egypt FRCU IOSC RlTSEC ISP s

t~ :t4 ~·1
~ Internet Access Mecha~sms 1..1 ~

Objective i~ I~-{he traInees of the different ways of accessmg [he Internet
Form Irifonnatlve lecture

fpt .....~......,.;'"

Sequence Wat IS meant by accessing the Internet?
KInds ofaccessIng(ShelVSl1p)
Kmds ofconnections

Through a telephone lme uSing a modem
Direct connection through a cable

Internet Services Providers In Egypt

r

I

I
I

I
I

I

I

I
I
I

I
I
I
I

I
I
I
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I
I Introduction to fnternet

The Address System

I
I
I

r
1

I

r
I

Module
SessIOn #
SeSSion Duration
Start Time
End Time

Topics

An overvIew of the Internet
2
3 hours

3 Ethics and the Internet

To gIve the tramee an Idea about the address system and what IS meant by an
address
Infonnatlve lecture
DefimtlOn of an address
ExplalOlOg the address fonnat [UserId@Domam]
Domam
Top level Domam

Organizational e g com edu, org net etc
GeographIcal e g uk, us, ca eg etc

IP Address

To lOfonn the tramees of the Do s and Don ts of usmg the Internet and to order
them to abide by the ethical rules and not [0 violate any
Infonnatlve lecture
DefinitIOn of Had.lOg and' VIOlations
The negative effect of had.mg on the hacl...er and the Internet user m general
usmg examples from real !Lfe
The role of the governments to compromIse bet\~een SOCial secunty and pnvacy
Glvmg valuable adVice

Fonn
Sequence

Fonn
Sequence

Objective

Objective

Fonn
Sequence

~?A ~j
/':;) I

..--../ r 1
2 Services and Resources orthe Internet t'/ ~ 1

f~ r
l

To a[low trainees to know EXACTLY what thc~lnternet provIdes (very bnef 1
definitions are required) ~ -\ :j /1 "-1
Infonnatlve lecture ri ,,\ ~cV/~ ~.l
Mam four servIces If the Internet(E mal! Telnet, F{P Client/server) J
Resources .......::~: J • ~\ ~ : ...1

Electronic mall ,A::~::.\ f f ~ t'l P'"4...7." "J\ 1. ;: \ ..-,
Remote login (Temet) 7• L1 ~\ 1
Finger service ~ r1 r..,::: \ n
UseneL t:J ! -c,7... \ V

-~ ~ -I r- /' .. \ ~
Elle'"~f~r prci,!~co( (f!EK) ~"... \: \ ~

0al~ facl~~(TA.H9~ l f ,}
~1nternet Relay Chat(fRC)" r1
• • .... 1 ,-( .. \ "1tW},lte pages,dlrectones .... _ 'J, I'"~ • f I i
to/eb Area ~nrofl1}a,t1on Servtc~jWAIS)

iWorid Wide Web (WWW) 'f'

~Mal!Lng hstl rJ
~. .-,.,,\
lElectronlc.MagazlDes
fNews groGf/s :P'
l!G1 ;~
~. ames.,·
.JA.,";
t~ ~..,.

>"

I
I
I

I

I
I

I

I

I

I

I

I
I

I
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4 Browsing In some Sites that are of Interest to the Trainees

I 1

I
F-

I,
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I
I

Objective

Fonn
Sequence

Svstem Research Egypt

Introduction to Internet

To let the trainees have a loo\.. at a browser and to ma\..e the course more
stimulating
Interactive lecture on line With computer
Browsing RlTSEC
Browsing the Egyptian Museum Site
Browsmg CNN mteractlve

)



I
I

Introduction to Internet

I
I r

Module World Wide Web
SeSSIon # 3
Session Duration 3 hours
Start Time
End Time

Topics

Managing your Way In Hypertext

To get tramees acquamted with usmg the Hypertext via dIfferent web bro\\ses
Interactlve lecture on hne With computer
Definmg Hypertext
ExplaInmg some termInology e g homepage, IInJ..s etc
Usmg a browser e g Netscape or Explorer
VISitIng web sites
USing booJ..marJ..s
ExplamIng what IS meant by a URL
G1VIng examples
PractIcIng the use of a browser

Objective
Form
Sequence

Objective
Form
Sequence

Objective
Form
Sequence

~

.,/ ]

~/
~-/',
t I

2 USing Search Engines -'\ ~ \ _
1" "/"I
f. \ • \ /- j

To allow trainees to get familiar with different search engUles
Interactive lecture on Ime \~h compute~ f" \ ~ ~7
A brief on what exactly a search engme does, : I

:ft: v~, '" \ "1 ~. ·The way to use su:~e~Ine»,,'t:4 r '\... ;;
Glvmg The URL's ofsome search engInes e g\ Yahoo, L}cos etc

H 9~ t4~~ P£-"1 ~ :.,'],.? t \ \

~;\ ~ ,..,¢: ;.7 t ..... :)

(r~~\ ~U~ tJ J
To'evaluate how the tra;~'S~an use'a browser

I EX'~rclse i1 tl '~~\ F1'
r' ' "-::'\ ~,l ~J:\ 1-

Onhne exercise on computers to-search for sites Includmg some given
• , ) l "'j ~¥

mformatlon ~1 f ..

~~~ tJ ~J
1- ;1 ~

i /~.j

~v'p-r

3 Practlcc E\crclsc

I
I
I

I
I
I
I
I
I
I

I
I

I

I
I
I
I
I
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Introduction to Internet

To get tramees acquamted to dealing with mcommg messages and outgOUlg
ones
InteractIve lecture on lme with computer
SendIng mall
Readmg mall
Replymg
Forwardmg mall
Deletmg a message
PnntIng messages

E-maIl BasIcs
4
3 hours

Objective

Objective

Form
Sequence

Form
Sequence

~
A VI!

2 More Advanced Features (7 E-
d ~

To allow tramees to get used to other featureithat would faClhtaf~ethe use of the

mal! t1 ~ \ ~""'~- l
Interactive lecture on Ime with c~mputer f l.&~.::;- I

Creatmg dlstnbutlon list I t-<-.~ t
lli~~ - if ~
Creatmg a for:ter.:::.--:.-~ \l ~ n
Attachmg filef- 1! b-;1

l;;. j: ""- 110-

~ "~';~ ~

3 Usmg Mall Tools ~ ~ ~_ 1/r;."~T', !~'1
~ ... ~ f!...T: \""":1 £:'

~~...-""'" '.C" {:"' \~

Objective €.¢"j..Thglve'the tramees aIloverall,vlew of other mall tools that are commonly usedr:r. ".. "--....~ :;,,-~ "1 •
Form h'1 Inform...~teraf!~e'lectu,r~on IpUle wah computer
Sequence t Usmo pUle ~ :'t -

~ ::> \-;r Netscap; mal!.- ~t Ie mad U ~1 .
~ tJ ~
r V
to: "...~

Managmg Messages

Topics

Module
Session #
SessIon Duratton
Start Time
End TIme

~

I
I --

I
I I

I

I I
I

I
r
I

I
I
I-
I
I
I
I
I
I
I
I
I
I
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Introduction to Internet

To gIve tramees a general vIew on usmg FTP
Interactive lecture on lme with computer
Introduction to FTP
Shareware
Bmary files

FIle Transfer Protocol
5
3 hours

ObjectIve

ObjectIve
Form
Sequence

ObjectIve
Form
Sequence

Form
Sequence

3 Practice ExerCise

2 Transferring Files Between a SIte and an Account! an Account and Another

..-1
To let tramees k.now how to transfer files from a site to an account or .r§9t;n
account to another / ':
Interactive lecture on lme wIth computer ~ :y ~ 1
Startmg FTP /- ) q
Connectmg to a sIte //'~ ~.~t: !Usmg anonymous FTP r_
Kmds of transfer (Bmrrext) \. , ~.

~ ;; 1 •
FTP commands .,. \ ' .. \ £1
Gettmg a file from an FTP server ~-r-~\ <j ,.(' / =-1-
TransferrIng files to your hard disk f-f ..~.\ .. ¥ !.

Importance ofhavillo a slJp account m thlscase ~

Some dlrectorY'co;J,ands Ul'::- t~~\ ~ j V
~7 \] ? '\ ~l\t' ;1 ~ ; t
~l I; £~./7\ ~

To evaluate how the tramees can transfer files'=- '\ ~ 1
,r- -- ~ ~ J -: ~/ ~ '" /'

Exercls~::J. t I /!' ;.r i" 1 \ ~

0.. ·1--- \ \ !:. J.. ::... '" , Ii ~ ~n me exercIse on computers\.to get a, lie arom an FTP Slle
~1 l~\ t./ ... " ~I

Online exercIse on computers to transfer a file from an account to another
p t\ n >-~ ~ f)

i! ~~ q V
i~i ;. ~1
~ 1 ~

~

Introduction to ITP

Topics

Module
SessIon #
SessIOn Duration
Start Time
End TIme

~.,.

I p-
I

I ~

I
I

"j~-

f

I
I ,-

I

I
I
I
I
I
I
I
I
I
I
I
I
I



FacIlities that are Provided by the Internet

I
I
I
I
I

r

Module
SesSIOn #
Session Duration
Start Time
End Time

Topics

Other Internet goodies
6
3 hours

Introduction to Internet

I
I
I

I
I
I
I
I
I
I
I
I
I

Objective

Form
Sequence

2 Practice Exercise

Objective
Form
Sequence

System Research Egypt

To allow trainees to l-.now more about the use of the Internet and the faclhtles It
prOVides
Interactive lecture on hne With computer
Finger and Its use
Changmg a Plan
Usmg the Tall-. faCility
USing Telnet command to connect to a remote server

To evaluate how the tramee can use these other features
ExerCise
Onhne exercise on computers to do certain fDnctions

9



All course tOPiCS Will be Included

I
I
I
I
I
I

r
I

Module
SessIOn #
SessIon Duration
Start Time
End Time

Topics

Objective
Form

fntroductlon to Internet

Fmal exam
7
2 hours

To evaluate the final result of the course
Exam

I
I
I
I
I
I
I
I
I
I
I
I
I

Special InstructIOns
Mal-..e sure that the exam wtll be In the average student standard

S} stem Research Egypt 10


