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eKalbMNg 
 sßab½nrdæ ÉkCn suTæEteRbIR)as;nUvm:asuInkMuBüÚT½r.  kMuBüÚT½r )anCYysMrYldl; kargarmnusS )any:ageRcIn 
 ehIyGaceRbIR)as;esÞIEtRKb;tMrUvkar. edIm,IbBa¢a elIkmµviFIIm:asuInkMuBüÚT½r eGaydMeNIrkar tamcitþeyIgcg;)an luH 
Rta EtGñkeRbIR)as;enaH ecHeRbIkmµviFIenaH. 
 kmµviFI  Application Software   CamuxviC¢amYy   EdlenARKb;mhaviTüal½y kñúgTIRkugPñMeBj  )anbBa©ÚlenA 
kñúgkmµviFIsikSa edIm,ItMrUvtamTIpSarenAkñúgRsuk edayyl;eXIjfa kmµviFIApplication Software enHmansar³sMxan; 
dl;karsikSarbs;nisSit. 
 bec©kviTüaeGLicRtUnikmankarrIkcMerIn minfa enATINaenaHeT sUm,Ibc©úb,nñenHrdæaPi)alkm<úCa )aneFIVsh 
Rbtibtþikar  CamYyrdæaPi)alkUer:xagt,Úg edIm,IBRgIkvis½y IT  eGaykan;EtTUlMTUlay  edayP¢ab;Ca bNþaj tam 
RksYg mnÞIrnana kñúgTIRkugPñMeBj nigtambNþaextþsMxan;² mYycMnYn edIm,IGayRsYl  kñúgkarepÞrÉksar nigTinñn½y 
epSg².  
 edayELkenAkñúgsaklviTüal½yPUminÞ nItisaRsþ nigviTüasaRsþesdækic© k¾)an bBa©ÚlnUv kmµviFIApplication  
SoftwareeTAkñúgkmµviFIsikSa edIm,Ipþl;lTæPaBgayRsYl dl;nisSit eGayecHeRbIR)as; nUvkmµviFI SoftwareedIm,ItMrUv 
tamTIpSarén RKwHsßan shRKas Rkumh‘un nana. 
 kmµviFITaMgenaHrYmman ³ 
 -kmµviFI Microsoft Word  XP 

 - kmµviFI Microsoft Excel  XP 

 - kmµviFI Microsoft Access XP 

 - kmµviFI Microsoft Quick Book Professional 2004  

 rYmTaMg Internet nig  E-mail  eTotpg. 
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� BASIC (Hardware + Software)   2h 
Page 

� Typing  
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� WINDOWS XP PROFESSIONAL    

ösyPshT;Qp]9 Windows XP Professional ............................................................................... 

2h 

öMy Computer  ........................................................................................................................... 

öWindows Explorer ................................................................................................................... 

¬tpgo9´pvV  Files or Folders .......................................................................................... 

¬tpgf]h9  Files uT Folder r.ls7P Folder r.l ......................................................... 

¬tpghmo  Files or Folders ............................................................................................... 

¬tpgkJpgAtkpgSjhBpyhmort8YvV  ................................................................................. 
¬tpgos9NTi  Folder ............................................................................................................... 

¬tpg  Copy Files uTrqpkmTys7P Diskette ........................................................................ 

¬tpg  Copy Files uT Diskette s7P Diskette (Disk copy)  .................................... 

¬tpgSkÄ9gtAtkpg  Find Files ........................................................................................ 
 
 

srsgIy7T #  
� MICROSOFT  WORD 2003   

18h 

 
 

2]u,t7T ! F tpglhajR9b]uTkpgFk]5pyagokatr/8Y6T MS-WORD yY9 tpg8plbiCo7 (2h) 
 

1- shT;Qp]9tr/8Y6T  Word 2003 ...................................................................................................... 

2- tpgo9´pvV Ð hpta Toolbars .................................................................................................... 

3- tpg;«pka7T ÅfhñiÉ Cursor ...................................................................................................... 

4- tpg Select biCo7 ....................................................................................................................... 

5- tpgjptag,okv¢p Ði.btKguYskk (Insert Symbol) .............................................................. 

6- tpgcif]h9  (Copy/Paste) .................................................................................................... 

7- tpgi4:poauptLSjhjpfa Ð 6«ptaoyQpia (Combing Text)  ........................................................ 
8- tpgdi.iuYyYiLbt}gp8Ygm7w  (Spelling and Grammar) ............................................................ 

 
 
 

2]u,t7T @ F tpgsgIof] yY9 gtKpAtkpg7mt (2h) 
 

     1- sgIysdoT  Keyboard btKgS5/g yY9 8plbiCo7btKgS5/g yY9 b9as3«k  

2- tpggtKpAtkpg7mt  (Save or Save As) ................................................................................. 
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3- tpgoY7Atkpg (Close) ................................................................................................................ 

4- tpgsoTtAtkpg (Open) .............................................................................................................. 

5- tpgsoTt7]uñgc/T (New) ................................................................................................................... 

6- tpgoSyCr7]uñgAtkpgc/T (Insert new page) ........................................................................... 
 
 
 

2]u,t7T # F tpgoJ<g7]g9aAtkpg (2h) 
 

1- tpgoJ<g7]g9abtKg (Changing the fonts) ................................................................................. 

2- tpgoJ<g7Tip]9 Ð i]gRrbiCo7 (Alignment) ................................................................................. 

3- tpgoJ<g7]g9aDytpgkgskg (Change Case) ............................................................................... 

4- os9NTi4pu9pldk.htøM9tpgoJ<g7]g9abtKg  .................................................................................. 
¬tpgos9NTi Style  ................................................................................................................. 

¬tpgos9NTi Macro  ............................................................................................................... 
5- tpgos9NTii.btKg6]syPsjTr83? Ð [«p (Drop Cap…)  .............................................................  

 
 

 

2]u,t7T $ F tpgjptakv¢p Ðsh5syPuTrm5[«p tpgt]niadoS8977R9 yY9fsy«pHoyQpia (2h) 

1- tpgjptakv¢p Ð sh5 (Bullet or Numering…) ................................................................. 

2- tpgt]niadoS89 Ð 2]1py Tabs (Setting Tabs…) ............................................................ 

3- tpgt]niafsy«pHoyQpia  (Line Spacing) ................................................................................. 
 
 
 

2]u,t7T % F tpgsgIof]dtjpktpg9pg (Page Setup) (2h) 
 

1- tpgt]nia7]1] yY9 gRrdtjpk (Page setup : Size and Marigns…) ............................. 

2- tpgos9NTitOph yY9 s2T97]uñg (Header/Footer) .................................................................. 

3- tpgjptat]niauyLhauptL (Insert Footnote) ...................................................................... 

4- tpgos9NTit,sepy7]uñgtpSki (Column Newspaper) ......................................................... 
 
 

 

2]u,t7T ¼ F tpgos9NTiipgp9tpg9pg (Create and Edit Table) (2h) 

1- tpgos9NTiipgp9 (Create Table) .............................................................................................. 

2- ud9TtÁod9.r Columns/Rows .............................................................................................. 

3- tpgjptaoyQpiasbplipgp9 (Border) ......................................................................................... 



4- tpgoSyCrÁhmo Columns/Rows ............................................................................................ 

5- tpg4:poa (Merge) ÐumH (Split) Columns/Rows ................................................................ 

6- tpg;Jpfa Table 2puTg Ð sdfTy .................................................................................................... 
 
 

2]u,t7T & F tpgsdoTdBpka Drawing Tools (2h) 

1- tpgsdoT TextBox yY9 AutoShapes  ...................................................................................... 

2- tpgos9NTibtKgx«pta §tOpfabtKg (Insert WordArt) .............................................................. 

3- tpgov-<hg,o4putøM9biCo7 (Insert Pictures) ...................................................................... 

4- tpgs6ÄTsdkpek]omdi (Envelops and Labels) ...................................................................... 
 
 

     ÑÑÑ h]1piabym8iJ (Practice & Exercise) (2h) 
 
 

2]u,t7T * F tpgsgIof]sBpHumrØAtkpg (Print Option) (2h) 
 

1- tpgsrThrmysBpHumrØ (Print Preview) ...................................................................................... 

2- tpgt]niaht}5ñnWsBpHumrØ (Print Option) ........................................................................... 
 
 

srsgIy7T $  
� MICROSOFT  EXECL 2003   

23h 

 
 
 

2]u,t7T ! F tpglhajR9b]uTkpgFk]5pyagokatr/8Y6T MS-EXCEL yY9 tpgov-<h7Yyøyñl (3h) 

1- tpgfpoas;JTrtr/8Y6T yY9;Qp]9 Excel (Start & Excel Screen) ............................................ 

2- tpgfhñi Pointer (Pointer Movement) ............................................................................. 

3- tpgov-<h7Yyøyñl yY9Sti]g,8 (Entering & Editdata) ......................................................... 

4- tpgt]nialtbÄTr.l Cell, Range, Sheet, … (Selection) ............................................... 

5- tpgos9NTiskógTh]jpoastTy Ð jptash5h]jpoakÄñldo8iJY  ........................................................ 

6- tpgos9NTiskógTDyDc+öS5 yY92pbtKgS5/g  .................................................................................... 

7- tpghmo yY9oSyCrky«RtAtkpg (Delete/Insert sheet)  ................................................... 

8- tpgoJ<gsz/pHky«Rt (Rename sheet)  ...................................................................................... 
9- tpgjptaÁhmosz/pHsbplS;øtr.lDyipgp9 Ð Cell r,l (Naming a range)  ................. 

 
 

2]u,t7T @ F tpgsdoTdBpkag,oryJrpydkpoa (2h) 
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1- yYr/Yikv¢pr.lf]y.ytøM9tpgsdoTdBpkag,oryJ  .............................................................................. 
2- tpgsdoTdBpkag,oryJrpydkpoa (Functions Wizard)  ........................................................... 

3- h]1piabym8iJ    
 
 

2]u,t7T # F tpgsdoTdBpkabym3ryÇ (Insert Functions) (10h) 

1-  g,oryJ IF  ..................................................................................................................................... 

2-  g,oryJ IF yY9 Sum  .................................................................................................................. 

3-  g,oryJ IF yY9zøpoa And yY9 Or Ð  Not  ............................................................................  

 
 

     ÑÑÑ h]1piabym8iJ (Practice & Exercise) (2h) 

4-  g,oryJ  SUMIF k]gpoatpiakJMt  ............................................................................................... 
5-  g,oryJ  Now(), Today(), Day360, Hour, Minute, Rank  ......................................... 

6-  g,oryJ  VLookup, IF yY9 VLookup  .................................................................................. 
 

     ÑÑÑ h]1piabym8iJ (Practice & Exercise) (2h) 
 
 

2]u,t7T $ F tpgsgIof]7Yyøyñl (Organizing WorkBooks) (2h) 
 
 
 

2]u,t7T % F tpgo9´pvV7Yyøyñlsjpldtp1ÄYt (Charting your Data) (2h) 
 
 

     ÑÑÑ h]1piabym8iJ (Practice & Exercise) (2h) 
 
 

2]u,t7T ¼ F tpgsgIof]d3oad39ov:T yY9sBpHumrØ (Sorting, Management and Print) (2h) 

1-  tpgos9NTiipgp97Yyøyñl (Data Form)  .................................................................................. 

2-  tpgi]sgIo7Yyøyñliprh]jpoa (Data Sort)  ............................................................................ 

3-  tpgjtdk9a7Yyøyñl (Autofilter)  ............................................................................................ 

4-  srTh yY9sgIof]tpgsBpHumrØ (Print Preview and Print)  ................................................. 

 
 

������ 
           Éksareyag 

 1/ Gu‘k vNÑrt½ñ ,Microsoft Word-Excel 2003, saklviTüal½yPUminÞnItisaRsþ nig viTüasaRsþesdækic© 
¬enAsaesvakMuBüÚTr½¦ >e)aHBumÖqañM 2005> 

 2/ Eward Willet, Microsoft Office 2003, Hungry Minds, public 2004. 
3/ Eward Willet, Microsoft Office XP, Hungry Minds, 2003. 
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Course Assessment  
 - Attendants     10% 
 - Assignment    15% 
 - Midterm   25% 
 - Final Examine    50%  

 


