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Tracks Types Content Code | Duration
Fundamentals | Mandatory | Fundamentals of IT & Operating System | BIT 01 2 Days
of Digital (5 modules) | Word processing BIT 02 2 Days
Transformation Presentations BIT 03 2 Days
Certificate Spreadsheets BIT04 | 2Days
Modules Fundamentals of Database BIT05 | 2Days
Elective Distance learning & Virtual Classrooms BIT 06 2 Days
(2 Modules) | Networks BIT 07 2 Days
Web Search BIT 08 2 Days
Mobile Applications BIT 09 2 Days
Cloud Computing BIT 10 2 Days
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Figure 1 operation of a computer system
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Hardware 4l &b 3§o s

Keyboard, Mouse, Screen, Microprocessor, Memory, Hard disk,

Software Co |y
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Super Computer

Mainframe Computer

Microcomputer

Figure S Mainframe
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Super computer
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MAINFRAME COMPUTER
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Microcomputers
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Desktop computer or personal computer (PC) ®
Laptop or notebook *®

Tablet and smartphone
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Desktop computer or personal computer (PC)
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Figure & Desk top computer

. IT & OS °



Laptop Computer or Notebooks

Figure 7 Laptop
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Tablets and Smartphone

ol &l Ol Bl o) el 3l (3 pasend dog) 58 0
Touch Screen . dzls Je 594,

Sy 3 sl Jlgl o) oY) s (3 s
RESTY

. IT & OS .



Zyogdl 3L (3 I el Slelisia

() e o) CaY) ) fu B plasaay) ©
Al o g Al Ly s | a2l Cf“'
PRI GV ARTO VI

oY) e Slaglall o Eoll -

Al 3 plasasy!

ol s s 3 plsay!

— el = asad) Akl Slad) 3 plaseuy!
(o Bl 3,031 — sl

IT & OS y



Hardware 4,50\ &b ;ﬂ\

Input Units

Keyboard — Mouse — Scanner — Camera — Microphone

Output Units ©

Printer — Monitor — Speaker
Input/Output Units ®

Touch screen
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System Unit ®
Motherboard — CPU — RAM — ROM - Storage

Flgure 13 Motherboard

Devices

CD-ROM (Read Only Memory)
CD-R (Recordable 700M)
CD-RW (Rewritable)

A ' .\ Digital Versatile Disk (DVD)
Flash Drive




Hardware 4,50\ &b ;ﬂ\

§Byte — KB MB — GB — TB — PB sl ®

il T\B & o,k (£9 Machine Language o\ 431 4, gﬂ\ ol Jolay
Bit Jb el ) binary digit o 1 J1 5100l Gy 1 50 2, 0 oy sSes

8 bit = 1 byte

1024 byte = 1 KiloByte

1024 KiloByte = 1 MegaByte

1024 Megayte = 1 Gigayte

1024 Gigabyte = 1 TeraByte

1024 TeraByte = PetaByte
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Information Security
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Where can I backup files$

® External Hard disk
* DVD
® TFlash drive

Cloud storage

Google  drive  (cloud  storage) 15GB/account
(upgradable to 100) google

One drive 15 GB/ account Microsoft

Dropbox 2 GB
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Operating Systems a2l s

oes Gl i ©

System Software (Microsoft Windows (3.11 (1992); 95;

98; ME; NT; 2000; XP; Vista; win7; win8; winl0-
win11l)— Apple Mac -

Applications

(word-pp-photoshop-......)
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Windows &l

GUI (comp. old DOS) ®
Speed *®

Easy to use

Open multi windows ©®

Lock screen ®

(Alt+Ctrl+Del > lock)
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Mobile hotspot Night light

@ 59°F Rain showers

A ﬂ_] Q) ENG

9:37 AM
12/22/2021

Windows &l

Notification ©
Network

All settings
Project

Night light
Mobile hotspot




Windows &l

Desktop

Icons

Taskbar
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Windows &l

TaskBar
Start
Search
Task view (opened icons)
Network
Sound

Time

Notifications
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* Calculator

sss  Calendar

Camera

CodeBlocks

Connect

Windows &l

Start Menu

User account icon (alt+ctrl+del) ©

Switch user — lock - sign out

File explorer (Wlogo+E) ©

Deal with files

Settings icons

nstall/uninstall apps — win
update — language—...

o

Power option

Sleep — shutdown - restart
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Windows &l

Resizing Desktop Icons

View > Large icons

Sort by » | @ Medium icons

Refresh Small icons

Paste -~ Auto arrange icons

Paste shortcut -+ Align icons to grid
. MVIDIA Control Panel ~" Show desktop icons

Mew

1 Display settings
&2 Personalize

gty L=
PDF Shaper

Free

print
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Windows &l

i Changing Desktop

@ Home Background

Background

Start > Settings >

Personalization >

Background > (select)
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Changing Themes

(Y Home Themes
Find a setting yol Current theme: Windows Get more personality in Windows
Download free themes from the
Personalization Ba;kground Microsoft Store that combine
Harmony wallpapers, sounds, and colors
Color
B Background —_ Default blue
= Related Settings
Colors = Sounds . ! .
—_ Windows Default Desktop icon settings
C@ Lock screen = Mouse cursor High contrast settings
Windows Default
# Themes Sync your settings
Use custom theme
M Fonts
Help from the web
&5 Start Change theme Getting new wallpapers every day
from Microsoft
= Taskbar ﬁ Get more themes in Microsoft Store

@ Gethelp

& Give feedback




Windows &l

Organizing opened windows

Toolbars

Right click on task bar >

Search
Mews and interests p
. . .
Show windows side by side / stacked
+"  Show Task View button
Show People on the taskbar
Show Windows Ink Workspace button

Show touch keyboard button

Cascade windows
Show windows stacked
Show windows side by side

Show the desktop
Task Manager

" Lock the taskbar

$¥ Taskbar settings
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Windows &l

Navigating opened windows

Click “task view” on“task bar”

E Or use Alt+tab keys
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File Explorer

Click “start” then “documents”

| 7 | Documerts

G Home  Share  View

 Cut New item ¥ 5 14 Open Select all
t B8R’ B X1} o

it/ Copy path ﬂ Easy access Edit | Select nane
PintoQuick Copy Paste . Move Copy Delete Rename  New Properties .
J0Ces E] Paste shortcut 45+ 1 v folder v Histoy D‘Dllmrert stlection
(lipbaard Organize New (pen Select

A& ThisPC 5 Documents

Or use Winlogo+E

v b P SearchDocuments
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File Explorer

- O nelDrive

~ Ol This PC

- 30 Objects
Dresktop
Documents
Downloads

FAUsIC

” l? « il I

Pictures

> VWideos

Local sk (2]

Local Chsk (O]

Local sk (E:)

iZ Drivee (G:]) Etizalat 2.5G
— HWSE Drive (H:)

Y |

CD Drive (G:) Etisalat 2.5G
- MESB Drive (H:)

[_ﬂ' Metwork

2 iterms

E A2 Type here to search
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Shortcuts for files

Copy (Ctrl+ C)

Cut (Ctrl+ X)

Paste (Ctrl+ V)

Undo (Ctrl+ Z)
Rename file (F2)

New explorer (Ctrl+ N)
Find (Ctrl+ F)
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