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Introductions, Am/are/is(nice to meet you ,how are you), Vocabulary(what is this in
English,Numbers1-10,Plurals), Everyday English(Good morning).

Countries, He/she ,his/her, Questions(where is he from), Reading and speaking(where
are they from), Everyday English(Numbers 11-30).

Jobs, Am, is, are, Negatives and questions(I'm not, they aren't, we aren't), Reading(The
charity walk), Everyday English(Social expressions.

Our, their, My family(Possessive 's), Annie's brother(has, have), Reading and
writing(My best friend), Everyday English(The alphabet, On the phone).
Sports/Food/Drinks, Present Simple-l/you/we/they, Vocabulary and
pronunciation(Languages and nationalities, Adjective+noun), everyday English(how
much is it).

The time(present simple-1/you), Elliot's day(present simple-he/she, always/ sometimes/
never, Questions and negatives), Vocabulary and speaking(words that go together),
Everyday English(days of the week, on/in/at).

Question words-me/him/us/them, This is my favorite(this and
that),Vocabulary(Adjectives), Reading and writing (A postcard from San Francisco),
Everyday English(Can I.....?).

Rooms and furniture, Robert's living room(there is/are), prepositions, Reading and
vocabulary(Vancouver-the best city in the world, Everyday English(Directions).
Saying years, When was she born(was/were/born), Reading and speaking(past simple-
irregular verbs), Vocabulary(have,do,go), Everyday English(when's your birthday?).
Past simple(Regular and irregular, Questions and negatives), Vocabulary and
speaking(sport and leisure), Listening and speaking(Jack and Millie Parker's holiday),
Speaking and writing(My last holiday), everyday English(Going sightseeing).

What can they do?(can/can't, Questions and negatives), Requests and offers(can I help
you), Reading and listening(the internet), Vocabulary and speaking(Ajective+noun),
Everyday English(Everyday problems).

Saying what you want(I'd like..., some and any), Reading and speaking(You are what
you eat), Vocabulary and speaking(In a restaurant), Everyday English(Signs around).
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Colours and clothes, What are they wearing(Present continuous), Reading and
listening(This week is different), Vocabulary and listening(Opposite verbs), Everyday
English(What's the matter).

Seven countries in seven days?(Future plans), Grammar revision(Tenses) , Vocabulary
revision(Words that go together), Reading and speaking(Life's big events, Everyday
English(Social epressions(2)).

Irregular verbs, Phonetic symbols.
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Operating systems OS’s : ( What is an OS’s and what it can do , types of OS’s ,
their features importance ) ;Windows OS’s (95, 97,2000, Me , XP, Vista, 7,8,
8.1 and 10 ) and their characteristics ; Explain the differences between OS’s and
software application ; Computer power On / Off ; Using Mouse and their buttons .
Looking at the Desktop ; Navigation around desktop ; Using Start Button ;
Working with Application ; Using Taskbar ; Understanding Software and
Hardware ( their differences , importance and relationships ) ; Explain how
hardware can influence the OS and software and Vice Versa ; Software updates,
security and bugs ; Software Ethics .

Files & Folders : Looking at typical Window ; Moving and Sizing Window ; Using
scroll Bars ; Understanding and Using My Computer and Recycle Bin ; Concepts
of Drive, Folders and files ( differences and importance ) ; Directory and folder
hierarchy and structure ; Understanding File Name and common Extensions .
Folder And Files Managements ( Create , Copy ,Cut , Delete , Rename , Find , and
Move ) ; Common Keyboard Shortcuts ; Undelete folder and files using Recycle
Bin ; Display the differences between Uninstall and Undelete or Delete .

Computer Hardware ; Identifying Computers ( Main Frame ; Super Computers ;
Mini computers ; Desktop ; Notebooks ; Laptop ; Tablet PCs ; Servers ; Hand-held
or Mobile computers ; Music or Media players and Electronic Book readers ) .
Looking Inside a Computer ( Microprocessor , System memory , Storage Systems )
; Recognizing Input / Output Devices ( using Keyboard ; Pointing devices ;
Microphones ; Monitor ; Printers ; Projector and Speakers ) ; Understanding How it
works together .

Using Control Panel : Customizing Desktop and Display ; Changing Data and Time
; Changing Language ; Accessibility Settings .

Understanding Power Options ( Shut Down , Sleep , Hibernate ) ; Working With
Power Settings ; Identifying Mode Of Operation ( Safe Mode and Normal Mode ) ;
Understanding User Accounts and Rights (Create New User Account ; Changing
Controls ; Rights and Access )

What is a Software ( Checking System Requirements & Hardware Implications ) ; | sl g su)

sl & 5)
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Application Software ( Integrated Suites, Desktop Publishing , Spreadsheets ,
Database , Management , Presentations , Art , Engineering , Mathematic , Statistics
, Medical , Management , Content Creation , Multimedia , Entertainment and
System protection); Managing Software ( Install New one, Uninstall , Reinstall and
Updating Software .

Disk Management Programs ( Disk Clean-up , Check , Optimize and Compression
); What is Troubleshooting ?; Managing Hardware / Software ; Keep Copies of data
; Dealing with Viruses , Malware and Trojans; Getting windows help and support .

Key Applications ( Office 2013 Or 2010)

What is Key Applications ? : What it can do? ; Getting started (Start & Power
point ) < Looking at the main screen ( for Word ,Excel , Power point) , Accessing
Commands and Characteristic Features , Understanding Ribbon ; Tabs ; Status Bar
; Scroll Bar ; Create files from templates , How to get Help , Manipulating Files
and Data Exchange

Microsoft Word: Entering and Editing Text (using editing keys ) , Writing in
Arabic and English ,Changing Orientation , Using Ruler , Move Around the
Document Selecting Text (word , line , paragraph , pages & all pages ) Save ;Close
; Open Document , Customizing View ,Edit Text Using (redo, undo, cut, copy &
paste ), Formatting text using font command ,Paint Brush and Alignment Types
Spell Check and Correction

Understanding Tab setting , Working with Indents , Organizing List , Working with
Paragraphs , Change Line Space , Set Paragraph Space , Working with Styles
&Using Quick Styles , Finding and Replacing items, Document Formatting , Page
Background and Watermark , Learn how write Arabic in English direction and
write English word in Arabic direction

Page setup (change paper size , orientation , margins ) ,Insert Page breaks ,Adding
Page number or titles , Applying Columns and how to use it , Preview and Print
document , Using Multimedia files (Insert images, objects ) and manipulating them
, Using Tables (create new one , insert excel table , selecting items in the table )
and Formatting Tables

Understanding PowerPoint & Presentation ; What dose a presentation Include ;
Working with presentations (Creating ; saving ; Closing ; Opening presentations );
Moving around in the presentation ; Managing the Slides (Inserting ; Deleting ;
Rearranging Slides , Changing Layout Changing or modifying themes

Managing Slide Objects (Using Select Versus Edit Mode ; Manipulating Text
Create Tables & Charts ; Inserting Pictures or Clip art or Multimedia ); Creating
Master Slide ; Animating Objects (Customizing the animation , Applying Slide
Transitions ) ;Running the Slide Show and set up the Presentation; Previewing and
Printing Presentation




lead) 3l

computing fundamentals

Display OS's basics, ON \shutdown computer, log
Off, log on, restart, sleep, using mouse (pointing, selecting, dragging and

execution)

Using desktop, moving around the desktop and using the  main
application lIcons, using start button; application programs (install, open ,close
and uninstall )

JsY &).\.\»Y\
‘;_':LSS\J

Looking at window details (Title bar, Tools bar, Address Bar , status
bar and  windows's content);expand collapse  close Window;
moving  and resizing window

Working with drive , folders and files using the listed operation ; using
common short cuts (Ctrl + C; +V; +A; +S...etc.); restore folders or files

dandify the hardware and explain the different types of computer using
illustrations  of what provided by internet

Understanding the application software; Types and their using ; How
install

And Uninstall Programs and display their differences from delete; Update
or reinstall the software

Delete  systematically unnecessary files, scandisk,  compress, disk;
Understand the most common troubleshooting of computer or software; copy
files or disk, using antivirus; getting help for windows; getting online help

Starting each programs & identify the main screen in details as title bar, main ribbon
and theirtools ,formula bar in excel , windows content, status bar . . . etc.

Writing text with some wrong words and different formatting types to perform the
task of this lesson

Indent text by hanging the first line or hanging the mine paragraph body , line space
types, find and replace text, find and replace using formatted text, add background and
watermark, add different styles for word and pages

Create presentations, create using temple, insert slide, change slide layout ,save work

Open previous work, insert image , clipart, worksheet, put transition time between
slides, run slide show
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Definition of mechanics — general preview of physics related with using the personal
calculator — vector quantities and scalar quantities — triangle and parallel ogram forces
low - Analysis of forces.

Moment of forces.

Couples — Moment of couples, Transformation of couple.

Resultant Parallel and Concurrent forces.

Distributed forces.

Equilibrium, equation of equilibrium in plane.

Types of Beams — of Supports.

Trusses Analysis of Trusses by Joint method.

Analysis of Trusses by section method .

Friction — Nature of friction — Friction angle .

Centroid of simple engineering shape- Centroid of Composite Engineering shape.
Moment of inertia of simple engineering shapes _ moment of inertia of composite
engineering shapes.

Introduction on strength of materials - definition of stress and their types - factor of
safety - Stress.

Htooks law — Relation Between Stress and strain — side strain.

Poisson s ratio — stress and strain.

Drawing of shear force and bending moment.

Shear force and bending moment.

Bending stress of beam.

Shear stress of beams.

Beams made of two different material .




Llaadl il _jial)

Definition of mechanics — general preview of physics related with using the personal
calculator — vector quantities and scalar quantities — triangle and parallel ogram forces
low with applications.

Analysis of forces with applications.

Applications on Moment of forces.
Applications of Couples — Moment of couples, Transformation of couple.

Applications of Resultant Parallel and Concurrent forces .

Applications of distributed forces.
Applications of Equilibrium, applications on equation of equilibrium in plane.

Applications on Types of Beams — applications on Type of Supports.
Trusses Analysis of Trusses by Joint method with applications.

Analysis of Trusses by section method with applications.
Friction — Nature of friction — Friction angle , Application of friction lows.

Centroid of simple engineering shape Centroid of Composite Engineering shape with
application.

Applications of moment of inertia of simple engineering shapes _ applications of
moment of inertia of composite engineering shapes.

Introduction on strength of materials - definition of stress and their types - factor of
safety with applications.
Application of stress.

Hooks law — Relation Between Stress and strain — side strain with application.
Poisson s ratio — applications on stress and strain.

Application on Equation and drawing of shear force and bending moment.
Application of shear force and bending moment.

Application on Bending stress of beam.
Application of Shear stress of beams.
Applications on beams made of two different material.
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Recognizing Tenses, Solving exercises 1- 6, Exercise 7-8. Vocabulary-Jobs, Writing an
informal letter.

Present simple, making negative, Making Questions, Short answers, third person
singular, Adverbs of frequency, Present simple or continuous, spelling of present
participle, Choosing the correct form, what does she do? Or what is she doing?,
have/have got, Making statements and negatives

Short answers, Vocabulary, Things in the house, Writing- Linking words- but,
however, Describing a person, past simple, Choosing the wright verb, Making
negatives, Making questions, Short answers, Past simple forms, Past time expressions

Past continuous, Forming the past continuous, Newspaper story, Vocabulary-have +
noun = activity, Writing a narrative-Linking words, while, during, and, for, writing
story (1)

count and uncounted nouns, a or some?, chocolate or a chocolate, Expression of
quantity, some or any?, How much or How many?, much, many, a lot of?, a few or
little?. Articles-al, an, or the. No articles. A, the, or nothing? Vocabulary- Spelling of
plural nouns, clothes. Writing - Filling in forms

Verb patterns- Hopes and ambitions. Infinitive or ing? Asking questions. Would like
(to do) or like (doing)? Would you ..? Or Do you...? Choosing the correct form. Would
like or like? Will or going to- Offers and decisions. What's going to happen? Choosing
the correct form. VVocabulary- Words that go together. Writing a postcard

What...like? What is/are...like? What was/were...like? Comparatives and
superlatives- Forming comparatives and superlatives. How old am I? Opposite
adjectives. As or than?, as...as/not as...as. Making sentences about you. Vocabulary -
Adjective formation. Writing relative causes. Who, That, Where, Which. Describing a
place

Present perfect- Using the present perfect. Making positive and negative sentences.
Making questions. Short answers. Past particuples. For or since. Tense revision- Using
the correct tense. Asking questions. Vacobulary- Men and women. Writing- Ralative
clauses. Writing a biography.

Have (got) to- have got to. Have to. Making questions. Short answers. Making positive

30




and negative sentences. Should- Giving advice. Asking for advice. Have to or should?
Using the correct form. Must- must for strong obligation. Vocabulary- Job
descriptions. Writing- Writing a formal letter. Present simple or will- Choosing the
correct form. Conditional clauses- First conditional. Making questions. Making
negatives. If or when?

Time clauses- Present tense or future. Joining sentences. Choosing the correct
connection. Tenses and time expressions. VVocabulary- Preposition+word. Writing.
Discussing ideas- Verb patterns- Infinitive or ing? Choosing the correct form

Used to- Matching. Things used to be different. Infinitives- Infinitives after adjectives.
Infinitives of purpose. How to do it/something to eat. Vocabulary- ed or ing adjective?
Rhymes. Writing- Formal and informal letters. The passive- Forming the passive.
Making questions. Making negatives. Short answers. Newspaper stories. Active and
passive- Notices. Active or passive?

Vocabulary- Words with more than one meaning. Writing- Writing an email- Linking
words but, although, however, so, and because. Second Conditional- Jimmy's dreams.
Making questions. Laura's dreams. Short answers. If...

might = will + perhaps. Choosing the correct form. Worries. Trying to decide.
Vocabulary- Phrasal verbs. Writing- Adverbs. Writing a story. Present perfect simple-
What's new? Yet and already. Questions and short answers. Been or gone?

Present perfect continuous- What has Ann been doing? Making questions. The review-
Choosing the correct tense. Forming the correct tense. A conversation between old
friends. Vocabulary- sound the same. Writing- Expressions in letter writing. Formal
and informal letters.

Past Perfect- Matching. What happened first? Past Simple or Past Perfect. Joining
sentences. Reported statements- What did she say? Reported to direct speech.
Vocabulary- say and tell. Words that are often confused. Writing for talking.
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Draw Typical sections of concrete columns and kinds of connections.

Recognizing longitudinal sections of the columns in a building of multi — storey ,
depending on the tables of concrete for the columns with taking cross sections in the
building , Drawing the previous picture by computer ( using another example ) .

Draw Kinds of foundations , their concrete , Method of connecting the rebar of the
column with the foundation .

Drawing details for the asymmetric common foundations ( by computer ) .

Draw Raft foundations , Sections of iron foundations.

Draw Kinds of piles caps ( drawing by computer) .

Draw Kinds of stairs . Details of stairs rebar and connection of lower and higher ends.

Draw Details of concreting stairs surrounding lifts and adjacent sections.

Draw structural carrier walls. Layers of thermal and wool insulation, Kinds of
supporting walls . Drawing details of the rebar by computer.

Site visit for the building under construction (concreting) .

Drawing a whole concrete structural building includes (ceilings , bridges , columns and
foundations),Details of drawing of connecting constructional components with each
other .

11-12-13

Continue draw carrying out pervious drawings.

14-15
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The principles of the architectural drawing (Elevations, Plans, Sections, Perspective,
Details and the architectural symbols).
Explain to draw the plan of the residen al house (ground and first floor plan), scale
(1:100).
Explain to draw the plan of the residential house (ground and first floor plan),
Scale (1:50).
1- Explain to draw the ground floor plan for the multi — story building, scale (1:100).
2- Explain to draw the other plans for the multi — story building, scale (1:100).
1- Explain to draw the typical floor plan for the residential building consisting four
flats , Scale ( 1:100).
2- Explain to draw the plan for the residential flat , scale ( 1:50).
1- Explain to draw the plans of the residential building illustrate the number of the

doors and windows, scale (1:100).
2- Explain to draw the elevations of the doors and windows of the above plans,
scale ( 1:50).
1- Explain to draw the foundation plan of the residential house with dimensions,
scale (1:50).
2- Explain to draw the foundation plan of the residential house with dimensions,
scale (1:100).
Explain to draw the sections for bearing walls and partitions illustrate the foundation
and its relation with floor, roof and parapet, scale (1:20).
Explain to draw the details of the layers of floors with symbols of different structural
materials, scale (1:10), (1:20).
Explain to draw the details of the layers of roofs with symbols of different structural
materials, scale (1:10), (1:20).
1- Explain to draw the types of stairs in plans, sections and elevations, scale (1:20),
(1:50).
2- Explain to draw the detail of the stair , handrail and landing.
Explain to draw the brick bond in walls ( English and Flemish bond) in plans ,

36




elevations and isometric scale (1:20).

1- Explain to draw the types of the stone walls and principles of composition in
elevations.
2- Explain to draw the detail of Alikopon and principles of composition in elevations

lanl il yiall

il Jpalis

Drawing the architectural symbols, scale (1:10) .

Drawing the plan of the residential house (ground and first floor plan), scale (1:100).

Drawing the plan of the residential house (ground and first floor plan), Scale (1:50).

1- Drawing the ground floor plan for the multi — story building, scale (1:100).
2- Drawing the other plans for the multi — story building, scale (1:100).

1- Drawing the typical floor plan for the residential building consisting four flats,
Scale ( 1:100).

2- Drawing the plan for the residential flat, scale (1:50).

1- Drawing the plans of the residential building illustrate the number of the doors and
windows, scale (1:100)

2- Drawing the eleva ons of the doors and windows of the above plans , scale
(1:50).

1- Drawing the foundation plan of the residential house with dimensions, scale (1:50).

2- Drawing the foundation plan of the residential house with dimensions, scale
(1:100).

Drawing the sections for bearing walls and partitions illustrate the foundation and its
relation with floor, roof and parapet, scale (1:20).

Drawing the details of the layers of floors with symbols of different structural
materials, scale (1:10), (1:20).

Drawing the details of the layers of roofs with symbols of different structural
materials, scale (1:10), (1:20).

1- Drawing the types of stairs in plans, sections and elevations, scale (1:20), (1:50).
2- Drawing the detail of the stair , handrail and landing.

Drawing the brick bond in walls ( English and Flemish bond) in plans , elevations and
isometric scale (1:20).

1- Drawing the types of the stone walls and principles of composition in elevations.
2- Drawing the detail of Alikopon and principles of composition in elevations
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Explain in detail Stress strains in structures — types of stress strains occur in structures ,

Types of resistances of reinforce concrete and steel.

Explain in detail Structural steel and its use — Typical sections of structural steel , how

to extract dimensions details in the tables of structural iron — compound sections .
Explain how to draw methods to connect steel sections ( screws , welding ) .

Explain how to draw Details of connecting steel columns with their bases .

Explain how to draw Connecting steel bridges with each other, Connecting bridges
with columns

Explain how to draw Exercises regarding the previous subjects By computer. .
Explain how to draw Drawing Structural steel building with its details .

Explain how to draw Steel components ( connection by screws ), Steel components (
connection by welding ).

Explain how to draw The symbols, Kinds of ceilings , One concrete ceiling with one
direction.

Explain how to draw Concrete ceilings with two directions ( horizontal schemes with
their sections ).

Explain how to draw Scheme for ceiling of building includes concrete ceilings (slab)
with one direction and two directions , and cantilever ceilings(slab) .

explained how to Preparation of executive maps for a map drawn in the last week
Explain how to draw Beams and doorsteps , their kinds , kinds of rebar used in , sites
of cutting and bending the rebar , bases of using hasps .

Explain how to draw Beams and doorsteps , using table of iron amounts to present
details, To continue recognizing beams in all their kinds .

Explain how to draw Typical sections of concrete columns and kinds of connections.
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Showing scientific films to introduce students to Stress strains in structures — types of
stress strains occur in structures , Types of resistances of reinforce concrete and steel

Showing scientific films to introduce students to Structural steel and its use — Typical
sections of structural steel , Train the students how to extract dimensions details in the
tables of structural iron — compound sections.

Draw Methods to connect steel sections ( screws , welding ) .

Draw Details of connecting steel columns with their bases .

Draw Connecting steel bridges with each other, Connecting bridges with columns.

Draw Exercises regarding the previous subjects By computer.

Drawing Structural steel building with its details .

Draw Steel components ( connection by screws ), Steel components ( connection by
welding ).

Draw The symbols, Kinds of ceilings , One concrete ceiling with one direction.

Draw Concrete ceilings with two directions ( horizontal schemes with their sections ).

Draw Scheme for ceiling of building includes concrete ceilings (slab)with one direction
and two directions , and cantilever ceilings(slab) .

Preparation of executive maps for a map drawn in the last week

Draw Beams and doorsteps , their kinds , kinds of rebar used in , sites of cutting and
bending the rebar , bases of using hasps .

Draw Beams and doorsteps , using table of iron amounts to present details, To
continue recognizing beams in all their kinds .

Draw Typical sections of concrete columns and kinds of connections.
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1- Explain to draw the types of the arches in elevations.

2- Explain to draw the types of the pattern ornamentation of the bricks and stones.
Explain to draw the site plan of the residential buildings with scale ( 1:500) and
illustrate the surrounding streets , farmed area and parking.

Explain to draw the elevation for the residential house, scale (1:100).

Explain to draw the elevation for the residential house, scale (1:50).

Explain to draw the elevation for the multi — story building, scale(1:100),(1:50).
Explain to draw the section for the residential house, scale (1:100),(1:50) and explain
to draw the section for the multi — story building , scale (1:100) , (1:50).

1-Explain the Principles of the exterior perspective drawing (one, two and three
vanishing points).

2- Explain the exterior perspective at the eye sight level, under the eye sight level
and above the eye sight level.

Explain to draw the exterior perspective of the residential house at the eye sight level
(from two vanishing points) and explain to draw the exterior perspective of the multi
— story building at the eye sight level.

Explain the principles of the interior perspective and Explain to draw the interior
perspective for one of the interior spaces in the residential house with furniture.
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1- Drawing the types of the arches in elevations.
2- Drawing the types of the pattern ornamentation of the bricks and stones.

Drawing the site plan of the residential buildings with scale ( 1:500) and illustrate the
surrounding streets , farmed area and parking.

Drawing the elevation for the residential house, scale (1:100).

Drawing the elevation for the residential house, scale (1:50).

Drawing the elevation for the multi — story building, scale (1:100),(1:50).

Drawing the section for the residential house, scale (1:100),(1:50) and drawing the
section for the multi — story building , scale (1:100) , ( 1:50).

Drawing The exterior perspective of the cube at the eye sight level, under the eye sight
level and above the eye sight level with suitable scale .

Drawing the exterior perspective of the residential house at the eye sight level (from
two vanishing points) and drawing the exterior perspective of the multi — story
building at the eye sight level.

Drawing the interior perspective for one of the interior spaces in the residential house
with furniture.




ALz ) Analal

A8 S/ Al agaall
S il / gl ) / Al ) avd

e gl cle L)

d

pdiia ALY as )
Sal CITC224 Advanced Structural
drawing

Y gl Tl il sl 28 e IS 5 ZALEYT Aalil e Laiall e o a JS Akl s g (e Ul a5 s Cangl

LY 3 a1 g Al A ALy

Al iy el

& s

Explain how to draw Typical sections of concrete columns and kinds of connections.
Recognizing longitudinal sections of the columns in a building of multi — storey,
depending on the tables of concrete for the columns with taking cross sections in the
building.

Explain how to draw Kinds of foundations, their concrete , Method of connecting the
rebar of the column with the foundation .

Explain how to draw Common foundations and their indications use , Drawing details
for the asymmetric common foundations ( by computer ) .

Explain how to draw Raft foundations , Sections of iron foundations.

Explain how to draw Kinds of piles caps ( drawing by computer) .

Explain how to draw Kinds of stairs . Details of stairs rebar and connection of lower
and higher ends

Explain how to draw Details of concreting stairs surrounding lifts and adjacent sections

Explain how to draw structural carrier walls. Layers of thermal and wool insulation ,
Kinds of supporting walls . Drawing details of the rebar by computer.

Site visit for the building under construction (concreting).

Explain how to Drawing a whole concrete structural building includes ( ceilings ,
bridges , columns and foundations ),Details of drawing of connecting constructional
components with each other.

11-12-13

Explain how to Continue draw carrying out pervious drawings.

14-15
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Microsoft Excel : Understanding Basic Terminology (Work sheet , Work file , Cell
, Cell pointer , cell Content , Row &Column reference ), Building formula,
Mathematical Operators , Hierarchy of the main mathematical operations ;
Managing Workbooks (Create new one ; Create from Template , Enter data,
Moving around , Saving ;Opening ; Closing Workbooks )

Manipulating the contents ( selecting cells ; columns ; rows ; worksheet , using
undo& redo , copying & moving data , changing column width & row height ) ;
Auto filling technique ; Deleting & Editing content ; Delete & Insert row or column
; Formatting cells ( number , font ; alignment ; border , color and shading ;
protection of cells and work sheet )

Creating simple and complex formula using different types of writing Using
absolute and relative address, Understanding common error values ; Using common
built in functions ( Sum, Average , Max , Min , count, count A, count Blank , If,
Round , Sqrt, Today , Day360 , Left, Right, Mid, Trim) ; Copying Formulas ;
Insert & Deleting Worksheets ; Formatting tables using Auto format

Working with charts (Create chart , select chart elements , changing chart types ,
positioning & resizing charts , chart & axis titles , changing background and color
effects , changing data series color , adding or removing legend& data labels &
data tables & grid lines ) Sorting data Ascending & Descending , Sorting multiple
fields , Filtering data using Auto and Customize type ; Customizing printout using
options , previewing & printing worksheet

Living Online

The Internet , Browsers and the World Wide Web (The Internet, the World Wide
Web , Web Browsers ); Understanding Web Site Addresses ( Web Site Protocols ,
Resource Names )

Common Web Site /Page Elements ; Browser Features and Functions (Browser
Function , Browser Features );Getting Connected Network ; Advantages of Using
Networks ;Understanding Local Area Network (LAN) and wide Area network

63




(WAN);Connected to the internet (Dial — Up Connection ,Direct Connection );
Domain and Sub Domain Needs for Security & Firewalls

Digital communication : How Can | Communicate with Others? (Electronic Mail ,
Instant Messages , Text Messages , VolIP , Video Conferencing , Chart Rooms ,
Social Networking Sites , Blogs , Presence, and Standards for Electronic
Communication

Working with Email (Usernames , Passwords and Credentials )

Using Microsoft Outlook ( Creating New Messages , Receiving Messages ,
Working with Attachments Managing Spam , Emptying the Junk E-mail Folder ,
Automating Outlook )

Digital Citizenship : Identifying Ethical Issues (Understanding Intellectual Property
, Copyrights and Licensing ) ; Protecting Your Data or Computer (Identifying
Software Threats , Understanding Viruses ), Protecting Yourself While Online ;
Buying Online ; How Much Information Should I Share ?, Protecting Your
Privacy )

Finding Information : Searching for Information (Different types of Web Sites ,
Searching a Specific Web Site ) ; Using Search Engine Technology (
Understanding How Search Engines Work )

Narrowing the Search , Evaluating the Information ( Reliability and Relevance ;
Validity and Authenticity ; Objectivity and Bias
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