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1- Chapter 1 : Windows

Introduction to ICT

Basic operation on Windows OS ( Desktop Properties , Folders &
File Properties , My Computer Properties , Folders and Files
Permission and Ownership )

Control panel ( Mouse & Keyboard Setting , Fonts Installation ,
Folder Options and Regional , Languages , User Account , Power
Options)

Installing and removing a program on windows ( Common Software
Installation )

Disk partition / Formation

Windows Installation

Chapter 2: Word Processing

Typing skills ( Should be practiced in progress to the PART I1)
Document planning ( How to create a complete word document )
Document creation , editing , saving and removing document
Tables

Document in word graphics

Math function editing in word document ( Equation )

Referencing tricks in a document ( Footnote, Endnote , Book mark ,
cross- reference , Heading , Table of contents )

Versatile and tricky options ( word options )



Printing document ( Print Options )

3- Chapter 3:

1.

2.
.

MS Excel
Introduction
Work Sheet , Sheet , Cell Properties
Navigation
Filling
Function
Manual Arithmetic Calculation
Charts
Formatting
Internet
Effective Search
Searching Using Different type of Browsers

4- Chapter 4:

1.

2.

MS Excel 2003
Tools Menu
Shared Workbook
Track Changes
Protection
Goal Seek
Scenario
Formula Editing
Macro ( VBA)
Option
Internet
Creating Email Addresses
Managing Email Addresses
Email Group
Messengers

5- Chapter 5:

1.

MS Excel 2003
Data Menu

- Sort

- Filter

- Form

- Subtotal

- Validation

- Table

- Pivot table
- Internet

Google Services

Antivirus and Virus Interaction
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Kolymbas, D. (English version) with Farsi translation

PSS Bl
(>4) Sas s« S3ludigs .1

2. 1l-Introduction to Tunnel Construction-2010 UK
3. Longitudinal Ventilation of Road Tunnel, (1984), Erik Henning, Jan
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