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[ General concepts. [Hardware — Software - IT] ]

Hardware Physical Components of your computer. Signalh Sleal duatal) o Ja¥ g @il Sall A
Software  Collection of instruction Which makes the computer work.  Jazy i guaSll Jaad Al Y1 (e Ae gaaa ;_A
IT [General term]: Relates to the use of computers. i gnaSll e\.liz.:.u\ Lﬂ;i PRI YRS ale Cﬂma.«
IS Information service. Cila daal) ladd
MIS Management information services. il glaall ilans P.Jmi
IT Information tecknology il slaall Lia gl 6353

-

Types of computer( . ssasll 5 g/ £ ). ]

Are the big (J=SY)) , most powerful(SlLilSaY) 3 5 58Y1), expensive( = 2Y))

Mainframe (c 35l fiitj\s)t at performing complex calculations (4slwall Cllaalllall jdg HuY)

Only affordable by large companies(’_xSl IS Hall § Siliss gall 4a250),

Getting shipper by the day(aL¥) s e sad ).

In fact (481l ) just about every one needs to know how to operate a pe ((4e3iiw
SisaS Jlea Jerioy (S aladll 3y i s sl) these days (ALY o2).

Is a computer but not a PC (4235wt (53l (galall JleallS (ad (S15 yi5nS Sl 5),
Mac [Other O.S] It's using different operating system (4 o=l calide Juid alai aladiuls o o) called
apple Mac (U siSlall ol au),

Two or more computers (S| sl 0 )e>) are connected together (Legazazs (aliaic),
Network computer Enable users to share files (<ulilall 4S jliay (peadiioall o),
Networked (ASs&dly printers (<lhall) and other resources (s aY! 5 3¢a¥ s 3 ) sall ).

Only require an expensive card (4<% < S by to be added (438l aiag) to
connect to a network (Al Juaidl),

Smaller portable (J s«>«) computer which can be run on batteries (<L Usdl Jwzy). They
use special screen (4 dald LALG a0itiuy),

Often less Powerful than a PC for equivalent price .

(el Gy (gale i eSS Jlan 4% e o 13) diaddie () 5S5 J sanall Slead) cililsa))

Price is overhead when compared to a PC of equivalent Components.

(adl Slead) ClilSa) (udy 4% e 2ie Ladl jo ()58 J senall Jleall sz

They are more expensive than an equivalent desktop computer.

() ignasll Sl (e el dgenall Slea saw oS L)

Palmtop = Much less than a PC unless you pay a lot extra.

Palmtop (g5 dsanall) | (L) ilia g codd 13 Y] bl i anSl Slem g 8 (0555 Slea)l sl

Pc (Personal computer)
(il i 533aS)

Laptop (Jsaxall i gaasl))

Personal Data Assistant.
PDA (o~} 3= luall) This device use special pen (U= 2B) | rather then (0= L se) key board.
It is least Powerful (3_33)) 83 jea¥) ),

Fmasl) 83gal £153 a8 Jed
Mainframe Networked Laptop Palmtop
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/ . LW Allow you to input data to the computer. \
Input Devices Jaayl claa i pusel) lead CAliLal] JA s reass

Allow you to output data from computer.

igpaSll lga gm il g S prasss

Touch Screen (u«ally 4dLd) , Modem (a3 Juail jig)

Any device which you can attach to your computer.
Hapall lgas leluo 5o 2 65 Al Cilas 5l 5 5 jga Y e b o4
Peripheral Devices 4 )l Slas 5 | And Controlled by Central processing unit.

515 5) 4 S pall STl S g NS (0 hin gl 8 4 ASa Tl aTy
\ (pLi /

[ Main parts of a personal Computer: (Fswa! jga £/ jalg SilisSq ]

Output device ) AY Qlas

Jia) sas g

Input & Output device i

System unit Axti )1l Yl s2a 5 (Tour [$2 <2]- desktop [ggjéi])

Basics () <1 02) Mother board [(x5)l) o¥) 4 W], CPU [llall], Ram [3_SIAN], Bios [4ilall 3 SIAl]

o &) Video (graphic) [4&Lill & ,\S] — Sound card [© sall &S] fax modem [ &S
\ o -,
Cards (=57) Sl LAN card [4S:l) &)\S)
Ports (C_al.;iﬂ\) Ps2 [ sball 5 ziliall s ] | serial (Juduiall) [4ap8 5 j¢al] | parallel () 5i) [ Axsldall

sl el 5] USB [Asaall 3 362y U5 clidlall]

Input Devices (J&a) &laa )

/D,
/ /’
\"' 4

Keyboard Scanner | Microphone Joystick Web Light pen

cam

LAM - < . ‘J;LALS “ .l N B -
Sﬁaﬂ s g Seal ald) 13 o (s gual) alil

“ Output Devices ()3 <l g)

I - l
o
€

Screen (Normal) | Screen (Flat) Printer Plotter Speaker presentation projection
dalaaall LaLEY dalal) L) Al daglh e Ladl oad S

Storage Devices (<l (Al Cliag)
—

y

~o ©°

Hard disk Cd DVD FLASH | Floppy disk Zip disk Jazz drive
Sawa jlgd) 9 o) @9 GA gl | Al 3,803 Sagall J gruzaal) duwal) gl

-
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System unit (a3 9)

inte]

Corep
£y
<7z/azr-m,[f’77@

CPU Mother board Desktop case Tour case
dailal) 5_S)A) laal) a1 a5l 4,38y Adadla) Al ) ALadlaty

Output Devices (z)A) @l )

|

Video card Fax Modem Lan card Sound card
dala) als oSl &l A @S & gual) @ j\S

Ports (Jxasill 38lia g cilaid)

i ©0000PEPOEEOO®

Parallel

Bit
<uby s | Terabyte Byte
Gigabyte | 1024 (GB)
Kilobyte [ 1024 (KB). Megabyte
1024 byte. p——
Terabyte
Ram size measured by (M.B) or (G.B) (<2l ) ;/;(dylg basall) o wlds 5 )SI3)] ana
CPU speed measured by (MHZ) or (GHZ). (It ) o (5 g8 adl) o wldi mlleal] de_j
Screen resolution measured by (Pixels). (Abiil)) JuSul uldy AL i je 5 ana
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[ Data storage devices: ]
Type Speed of _ Capacity Usage
(Cn)A 3aa g £ 9d) access to data (A ATl daudl) (p1adiu)
(Qliall Jii de )
Internal hard disk | Very fast Over than 160 G.B | Backing Up (<Uks 0235 1.8 GB. Of files You are
Currently _working on Wls ledadin) o4 il
(Work in progress — Al &5l d Lale Jasd)
External hard disk | Very fast Over than 80 G.B Fastest access to data (<ulall J sa sl Cilas ¢ )uj)'
Floppy disk Very slow 1.44 M.B Backing up 1 M.B of Text files
CD-ROM Fast Over 650 M.B
DVD Fast 17 G.B Can save more data (Save the most) than zipdisk,
floppydisk, cd-rom
Zip disk Faster than floppy | 100 or 250 M.B
Jazz disk Faster than floppy 25G.B
Archiving (<ULl ¢ )35) Personal records ((<Uly
Magnetic tape Fast 45GB duadl) and Graphic files (L= <k not currently

Back-up Tape

needed (W L) zUs3 YY), [Record Multimedia —
s Sldadl Jias]

[ Memory Type: (55141 £147) ]

Ram (Random access memory).  (%e=lsadl 5_sIil))

Rom (Read only memory). (4«iidll § s/ 4)

Bios (Basic input output system). (4l §_S/i)

Flash bios (is A bios but can be upgraded).

Video graphic memory(&&La) < g S 3 813) ‘
kind of memory located on the video card to store pictures. (Ls<all (2 A% a g8 Lgisl g 3 SN £1 53l (a £ o)

(Ram - Rom) 83l g Lailtl) 5 48/30 (s 4 jlia

Ram

Rom

The operating system is loaded into it

(tgd it plhi fiasS sy when the PC is switched on
(gl i Jaw 5 56 Ladic),

You can’t write to this kind of memory.
(58130 o £ 5ill Jis e lily Jiand HiSes Y)
Can't modify by the user.

(gl pasicaal] i o bgi Slilo 5/ e (Sar Y),

The content of this is disappeared (~<35)when the
Pc is switched off. _+sweSl] _jlga (L Ly sine i57

The content of this is fixed(4il b sisg) during
the manufacture of the PC.
(s el ppivai o Uil g iilica) aly g 40l g 5ill J30 il sing)

The content of this is changed ( &L siss
s piigconstantly as the PC is used( &5l 134 b sina
Aafiin aly jlgad) slole ) paiuls piiis 5 piic)

Un changing and permanent.
(Lo_puii (Say Y5 400 lgily sing)

Used to temporary Store data that is being

processed(l¢iallee sl 130 SULy (p s,

You cannot save files to this type of memory
5 SI o g _oill L) clsle Lié liSarY

The content of this come with the PC when you
buy it.
A elif i aie jlgad) ga 05 SIA 0ds il gine
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[ Factors affecting on computer performance: ( sl jiga sl Ao A58 AN &l isall (e de gana) ]

(1) CPU clock speed. (zllxsl) dc ) (2) Ram size.(3_SI2 aaa)
(3) Hard disk speed and storage. (Ul (a5 8o )lell de ju)
(4) Free hard disk space (w2 )l e de )l dalill),

Clearing all UN wanted files of a hard disk. (<l )l e L dalsy bl Al cildlad) JS Gdas g3k e @l oy )
(5) Number of application Running, (&> 53l zal il 2ae)

(6) Type of Graphics card that is installed (Jlea)) ae 2 52 gall LN & S aas),

(7) increase the amount of ram (3513l paa 334 ),

[ Types of printer: ( il f/}r’p‘ ]

Type Quality Speed Cost of print

(s (Aelhll 3352) | (Aol de ) (dsLkl) ddls)
Dot matrix (4killl 43 giaall) | Not god (Bad) | Very slow Very cheap (e )
Ink jet (all 4dU)) Very good fast Expansive (2> 428 ) | Using cartridge (o= 4de a235.3)
Laser (L E\AA,LH‘) Very good Very fast Normal (4xle) Using toner (sl () )3 pading)

[ Formatting disk (Very important) ]

o Disk need to be formatted before they can store files.

o lalall op A5 A dwladin Ji elunall (Agl) Sla 8 Jae (e 1Y,

¢ You should be very careful a bout formatting a disk.

o lasdll dleny SLall Ji 1 da 0S5 ol Y,

* Any data on disk will be lost after re-formatting (<l sl Jae 33l )),

il il dlee sale) Al 8 s elagal) e cilily i,

* Formatting hard disk should be done by qualified person.

* You don't even need to know how to format a hard disk.

Ll Sl 8 dplars o 085 RS A8 ra (5 5 pall (e Gl

= Un formatted disk need operating system data written to them before they can store files..
o UL G 5R5 s ey sall Alens bl J il ol il g cilile ) Al 8 cile s Alens Sala ) gl
= All disks need to be formatted before they can be used.

o Lealadin) J8 ey sall ddaad dalany clSupall S

= Full disk formatting completely erase the previous contents of a disk.

s il e Al el gisall JS Ll sy e il Jee|

[ Types of software (gLl £15): ]

Types Of software
zaldl g1 s

-
[Application Programs J Operating Systems (0.S) ]

Lk ey s JEERY
Operating system Software application
Set up the look and feel of your computer interface. | This can be used to edit data files.
Control the hard ware and software of your computer You can run more than one program at the same time.
il e el Sleall ¢al b oSal 2ty iy b gy pm ST s Al
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"o )

Iperating system:
Special type of program (7| s u=l3 & o) which loads automatically (L5 Lexs s3) when you start
your computer (sl jlga LAl 2 587 Ladic),

And enable all the other program to run (s 3/ gesl sl JS Jiei gihive 4DIS (o).
Instructs the screen to display data entered with the keyboard.
liell ) Gy o Lela) D 3 Ll i ey AL ey
kLike [windows — dos — Mac — Linux - UNIX — OS/2]. j

Application program:

Type of program which you use once (lodic 4aldSiul » 5d7 53l mali ] e 3 jLc) operating system has been
loaded into memory (—lsJ) 5 815 8 Jadidl] alhi JranG aT),

And enable users to carry out specific tasks (Lize 445 5 Jors Gporiivall mai)

such as word processing (5.5l LES zeali y Jig),

Kind of application program (7= s/ & /}-’9

Word processing (U8 el 1) @ produce catalogue(<ls sIiSl) containing graphic. Creating letters faxes
and memo's etc such as Microsoft word

Spread sheet (<55 35Y) JsJaxdl zal 1) produce chart and graphic, Makes financial projection, working on
a budget (<Ll i), Such as Microsoft excel.

Data base (<UL 2c/59: storing large amount of information, Creating list of contact details such as
access

Presentation (Ll (i g 2ll mol 4): creating overhead projection or slide. Such as power point

Multimedia(é22ial) Lilu 4l): creating interactive learning material,

Web Authoring(<i Y/ 28 sa ac 5 £Li): Create a web site (s 43S x99 ac),
Accounts/payroll (<bluatly Sile 4i23d): pay roll and stock control (OB« 4 2S5l 5 ile gdnal),
Web browsing (< LY/ =iaiy: to view web pages. (< yTY/ &8 g0 =1 5 i se),

Desktop publisher (=S _ill): producing a newspaper and magazine with complex page layout.

Speech synthesizers (LUS) g Cuaill mal 1);
Convert the spoken word into text (=55 ga’ ) Gshaiall SN Josa3) which will be displayed ( pis 520
4.5 ) within say your word processor (RUSH zali (Ao 53 oIS ) 23S 3o £ LS)),

[ GUI [Windows]: Graphical user interface (4 s )l a2diuall 4gal o), ]

An additional part of the operating system (Jsi3l) sUai 8 i) ¢ 3a) which displays windows (o= st 3l
33 5ill) and drop down menu (2 _JLEaY) 23 68 g),

Enables you to drive your computer using a mouse (U skall - 3 )l aladiuly 53 gl & aSail) (e cliSay).

A system using windows (s sl) aUai aladiul) g pointer and icons to operate a computer (aSaill i Sol g yige aa
Sisnasll 8),

Using windows and a_mouse to operate a computer (3 seSl A oSaill g slall 5 gy sll aladinl),

Now days all operating system’s have A GUI But [Ms Dos].

(o) Al lae L dpe sasy dganl 5 Led Jsesil) daasl JS jualal) 1) ),
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[ Development cycle(Zlsl xsbi §,99): ]

Analysis

Software development Steps
Development M First | Analysis i}
cycle Second | Design Ataaill
Third | Programming | 4a_s/
Last Testing b Y/
[ Programming

\

[ Network(<lS«d)); ]

Public Switched Telephone Network.(dala) cili siulil) cilSyd)
Public Analog telephone network.

Based on traditional copper (Uil &l e aaiad) |
Transmit analog voice data (48 & sall ) LS Jaw),

Public Switched Data Network. (dala) cliud) Jii cilsud)
The name of the telephone system used to day (Wl <l salill 4<us e (gllay (g3 anY),

Integrated Services Digital Network. (dalSiall cilaadll 4348 1) ASu4Y))

Much faster transfer rates than when using a modem.

Digital Line using to transfer both voice and data ( <Ulull Jail aaiins 4.d ) Lo glad
G gall ),

Transmit (J&) about 64 , 128 Kbps.

Refers to all types of (Digital Subscriber Lines)
[Aaall A< yidiall Gyl o shadll g ) il JSI ja),

Asymmetric Digital Subscriber Line.(4ilaia sl 4S jidial) 4248 )1} b ghll)
Allowing more data to be sent over existing copper telephone lines , require special
modem.

Download (<Ulall Jusinl — Jaes) transfer rate [0.5 to 8 Mbps] (Receiving data).
Upload (<Ulall Jus ) — &8 ) Transfer rate [16 to 640 Kbps] (Sending data).

Digital & analog

Digital using 0,1. like digital clock (48 il cLudl),
Analog Like traditional clock (4slail) dcLull),

Device that links computer to telephone networks by converting digital and analog signals.
[Modulate / Demodulate] (0sSall (uSall 5 40a8 ) ) Ledy 923 5 45 puaall il JLEY) i ¢l 5di)
used to transfer or converting (Jis>3 sl Jail axiius) digital signal (8 )l <l L3YY) to
analogue signal and reverse.

Baud rate

Speed of
connection

Tell how much the faster of receiving and sending data of the modem.

pasall Slead llall Qi 5 Jluy) de e U a3

Most modem have the maximum baud rate of 56 Kilobits per second (Kb/sec).
Baa) gl Al by LS 0T (5 el Lo s a0 sall 3 gl &1l S

14.4 Kbps modem transfers data slower than a 56.6Kbps modem.

01,1 Ao oy Jiy (5 (po Uaal (9585 1 £, € Aoy clllal) Jiby 53 250l Jlea

Search engine

A tools used to find any information in the internet.
i iY) e aila sl sl oo Eanall st slal e 5 5le (A
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LAN
(Alaal) ASAM))

[ Information networks ]

Local area network (4alse 4805,

Network That Links computers in small area, or Single site or Location.

i i U809 (LB A 6T ) ASuLd) 4

Authorized user (Cpeisiud) can access (o Js)

and use data_ anywhere (1S3 5 jgn/ Ao HlSa 5/ 6 Sl pa3ivn g on a Lan.

Large data files (~>>J 5 08 <lilal) can be transferred between computers (5je Y/ (w lelii (Se)
using a Lan (4] pasiul),

Wan
(a:..u‘ ‘9-“ M\)

Wide area network (daw se 4S5,
Linked computers (Alaiell 3 3¢a¥) (1 4= seax) in different cities or countries ( Js25 o2 8
- '!.- 3 )'

Intranet
(G

Internal network (%13)3 2%.3) ysing e-mail and web (< 5y 5 Jrar)) a2i%u)

with in a single organization (33> 5 dakaic Jal),

A local network using e-mail and web (< 5Y) 5 Jra¥) aadind dolas 4S05),

Avery large intranet within an organization.

A private computer network used by an organization (dekic ddau) g 20355 Lald AS0T),

Extranet

(<l i)

A network using web and email

to share date between organizations. (<lelaiall (p GULL S HLia))

A network using web and email to share date between Two or more organizations.
A network shared by more than organization (‘elaic (e S (o 4S jida A8.5),

Private network that uses internet Protocols (< i) <Y oS ¢ g p a23008 dald 4S0),

Internet
CE)

A network that grew out by the American military (S ¥ i) Wil 2 lin d<0s a)
You must have a modem (25« Sl <hal (35S () (aa) to connect to the internet (<YL Juaidl),
Linked computer system (Lwsilais yisueS dalail) that from a vast global network. (il
Aadlall),

Global network (4xlle 8.3 of computer providing many services (<leaddl (o HISI) a08)
It's not controlled (42 aSaiy ¥) by any single organization.

It's enable computers (Ui sS85 3¢aY =aws) with different operating system (dilise Juis dokily)
to exchange data (<ULl Jaldy),

It's allows computer (i s+Sll 3 3¢aY zaus) to share data (<ULl 4S )Lix) over large
distance (3 Clilual),

You don't need license (w2 il 4alay Cuwd) to publish any material on the internet ( a5
i Y e dpale 3 ga (5l i),

Client / server

(dpanll) / (a1

Terms (zllhas) relates to () Uxi) the type of network (4S8l ¢ 5) where resources (2! sl
are kept centrally (LS s &335) on the server (o~ ) Jleall — 23A -8) and used locally
(Wlae 2235.5) by the client ((peddiuall 2as) 5).

Must have a server that is running in order for computers to communicate.
Lpian 3 3ea ) Juail e Jamy (53015 a3al) Sleall 35a s e Y

Workgroup
(Jaxd) 4e gara)

Grouping people working together. .3a) 5 O1Sa (& Jaad (Wil (0 Ao gana

WwWw

Collection of ((» 4= seax) linked document (Lars as jall Glildll) holds on (52 82 5> )
computers all over the world (ali)) elasl aren 3 5 00aS1) 3 el

It's need a_browser_application program (zo<=3 z<U )l zUs%) like (Internet explorer |,
Netscape , opera)

Work group
resource

(V%)

A lot of devices can be sharing (5 3¢ (e Sl aladiul 4S5l Sad) by multiple (=) user
in the network such as

(1) Applications (z= ). (2) Files (<-élally,

(3) Disk storage — Disk Space (4 )3l Aabull), (4) printer (AxLl),
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The use of computer in every day life

:\JAJ:\H a\_tal\ 63 Jﬁ}\.mﬂ\ e\.l';fw\

Where computer might be more appropriate than people? [ Computerized Solution]

(5 5l paiall aladinl o Juadl i gl aladind o & Ja)

Repetitive tasks (5 S5l algall),

Generate invoices (2 sl Juasil il ¢l Jae),

Mathematical calculations
(bl Gililaall)

Calculating pavyroll for staff
(Ao S Ll S,

Tasks involve large amounts of memory Carrying out stock control

(S 3 SN ) zUas Al aleal)),

(033 3 STl o)

Dangerous situation (3_kal) ad) sall). Science faction (<!l Juall),

Where people might be more appropriate than computer?

(5 Sl a)adind (e Juadl (5 pill yatal) Aladil o &< )

Hiring Employees (8 sall (s,

Tasks incorporate decision making Praising employees (b sall 3lil<4)

()8 AR Lgd (55 Sl aleall),

Motivate employee (18 sall 31a%).
Motivate Staff (Jenl) (328 JL5A)),

Tasks involve human interaction

(Bl ) e il 5 Bl Cpaut slgall Providing a customer support helpline (sl acd dadd aaa%),

Tasks involve caring
(Olsiy) Aniay alaial Cpacadi slgall),

Visit doctor (b 34 ).

computer uses in business: (JecY/ aﬁ Hguall) a/Jasic)

Administration system
(31aY) alkai)

Administer employee payrolls. ((ib sell il 5 ) Gile e 8 Saill)
Maintain employee records (alall O3l e Llaall),

Process orders. (el el Y1 Jansi)

Track invoices () sl i o),

Perform stock control ( &5l 4 1),

Airline booking
(&) Al il SIS jas)

Check tickets availability (L&l JSIX jas (asd)

List customer's Dietary needs (s Jteall 4301221 Cilaliiay) Glilby Jass),
Track Passenger lists ((n_dbual) 4aild asd)

Purchase ticket (& 3 SX5 ¢l ),

Online banking
(Sl Sloeally L),

Check your balance (3x=_ll y cluall Glily (asd),

Transfer funds. (J)se¥! Ji5a3).

Apply for loans. (= Al maiil),

Apply for credit card details. (2 1 ) &Uay e J gaall apaill)
Pay utility bills () sl ada aUas),

Insqrance claim proces§in2
(Celill (3 5y AlUnal) 5 (el

Check policy details, (0melill faand s cilly e agUill
Analyses statistics to estimate_premiums.
(BLadY) s Jlas Cilelaal)

Provide quotes for premium, (<lselil) Jaludl il aai),
Calculate premiums (LLad¥) 22 b)),
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‘ Computer uses in government: (<lasSall 3 i guall) a/iic)

Administration system
(512Y) alad)

Handle social welfare payments.

(helaiay) dle )l cile shre dallag).

Collect television license_fees (0 A (el i a gy aan),
Income Tax payment form (<le s8aall s Jaall il jua aaend),
Revenue collections (J3dl il pz),

Public Record System
(alall ) QU

Store Census information (4xbaa) Gy Jias)
Store Passport details. ( il &) sa ULy Jisad),
Vehicle registration Listing (LS jell &Uly Jasosd),

Policy documents. (Aubewdl 3 51),
Public health warnings (d«ldl ds.all <) jdas),

Public information System Announce policy document online
(alall il slaall ala). (i) e dalall cilulaud) 3355 e e Y)),

Notify citizens of government decisions

(o sSall )y il gall e,

‘ Computer uses in Hospital: (<lddiva 4 45 guasl aldiic)

1) Patient_record system (=== sl <ULy Jaaus),

2) Establishing bed availability (&l 5 3uY) jan (e SUl),

3) Tracking patient medical history (= <!l (oa yall Fo Ul &35 g Jaansd),

4) Tracking treatments Costs (& Jal) Call<s aii ),

5) Ambulance control system (—lauy) &l s 8 oSall Gl

6) Diagnostic tools and specialist surgical equipment (Al a5 Ladall  jea ¥ s Cilaeal) Cilily (),

7) Providing Medical data base (A <ULy sac 8 i),

8) Running Live-support system (<badiuall 35S jall 43lal) oUai acd g andd)

Computer uses in Education: (adeilll 4 5 guasl a/aiic)

Computer base training.[CBT] (UisueSl) e aainall alail) oUs3),

Computer based education (5 seSl) e sainall arlaill)

Traditional methods (axill sl § lall)

Student registration (—>Uall ULy Jiai)

Provide Student counseling.
(i YL Q3 35 35)

Distance Learning (2= e alxill),

Coaching of slower students.
(sday Ul aes),

Organizing student time table (=l jaas Jgaa ki),

Researching Home work on the internet.
(Y] e ad) Gl gl Jac),

[ Teleworking (Jjiall (e Jard): ]

Refers to people working at home (pedJtie (0 O sbary bl e de sene () judy mllaias) connected to the rest of the
organization via a computer network (JiseS ASuly Juai¥) JA (e dabially cplalall Bl Juail e 15 K5 5),

The effect of Teleworking is:

it’s harder to social interact with team member’s (Jexd! (33 % slac aa Lelaia) Jelilll Canall (1),

Less emphasis on teamwork (308 Jeadl e 35S 5l Julas),
Advantages (< jxaall)

Disadvantages (<s:2))

Reduce or zero commuting time (L&),

Lol dad) @ g JIs

Lack of human contact.
Ailuay) ) 4% 5 Cania

Greater ability to focus on one task.

Baa) g daga ol o 508 il 8 Laplael) 534l

Negative impact on teamwork.

el 3 8 e aludl o il

Flexible schedules.
darll e 50 B4 5l

Self discipline.
o)l Ty e 58 aae

Reduce office disk space requirement. <lSe Jaal 4, slhaall dalal) Jlis,
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(IT) - Information Technology Module [1]

[ Electronic world (~3.-5Y/ alle) ]

What is email (59 5S04 )2 E stands for (4 |_b=idl) Electronic ((s5S).

Sharing files between workers at different locations (Adlide (Slal 8 Cplalall ¢y Sl S jliia 5 Jl),

What is E-commerce (49580 5 ailly?

Buys or sells good and services online (< Y (3 b e ddbadl of jd 5 aw),
Required credit card detail (28 1 judll Glily allats)
Transaction can occur anywhere in the world (Al J1Sa () A &35 jaill Sllae),

What is E-banking (&S cililead))?

Managing (sSa3 5 %) your money and balance (—lssll 2ua ) online instead of ((+ Y) having to go to bank.
You can pay bill on line (< y5Y) &yl e &yl 6 ads cliSay),

Or transfers money from one place to another (L3 JSe ) e (e Il sa¥) Jisad ).

Depositing a cheque is a task would traditional banking be preferable to online banking.

OY oY) i) G dgalall & gill Abada ) 5SS g g il gy,

What is (EFT) Stands for (7bwas 2 130)?

Electronic funds Transfer (35 5SIY) 3 ladll 8 aadiuall g 5SIY) adall alks),

What is shopping (purchase) online (< Y 35k o5 ¢ &0 ol aud) & La)?

New way to buy goods from the internet web site (< il a8 90 (33 h e gdladl o) Hil saaa 44 Hla),

Advantages (<! jxaall)

Purchase can be made 24 hours a day. (L s dclu Y€ dalia ¢ il dulae),

There is wide range of products to choose from. (Lo JUAI Cilatiall & S g o8 0 g),

Detailed product information. (<laiiall duluadt GlLy (1 ),

Ability to compare prices. (23 sl) zitall jlaul G 45 jaall),

Equal delivery to town and country. (Y (i (Al Al 5 Al dibiad) Jua 59),

The consumer right of the supplier's country apply. (2.5l ol i @llghuall (3 8,

E-commerce offers access to goods around the clock. (Acbudl jlae Ao claiiall J gom ol srand 435 9 3V 3 jlaall),
Disadvantages (<))

Possible credit card fraud. <l dalall ) 5l Glly 48 pud (i o Lay ),

You are at risk from insecure pavment methods. (1Y) e adall 3 )k (e sha & ),

It's difficult to return goods purchased online than goods bought in a shop.

SOl (e s s Al diladl e i i) 3y e o jikall adbad) gla jiul el (4,

No ability to talk to a real person. gbadl e acall (o gadd g (S ¥

[ Health and care (i>=l \aY)), Precautions (4ild s Llaad) el a), God environment (51 1ivl) E]

How to Sit at A Computer

Pasition monitor Adjust monitor =0 top

s
Ty n r o i of screenis 515
bbnﬁ uﬂ-ﬂi"'i 31 _,h.v.ﬂ o g gjl-.ﬂ dals Chﬂ 10-24 Inches away below horisontal line

fromeyes. of sight

Adjust seat height so
upper arms hang
vertically ehows
hent at 90

Hald wristsin a
. neutral position
‘_I.Mi PF‘J nit bent Upsward @
Adjust backrest I Use a docurment
A to support the = halder next to
# : ; - e
._,.:_,bl.l;,gjly Q'Jﬁﬂﬂ ks }Ia;ftmg papers
Ly 30
R o @Jfﬂ‘_‘#h&mrﬂl

Llse a footrest it
necessary.

o ghadl
design by Ryan Doom
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(IT) - Information Technology Module [1]

Good Working Practice (52 Jeall Sl jlas),
To reduce eye-strain ((pa) dea) (e Jlil),
Using an anti glare filter on your Monitor. (<l e 2331 31 5 alasiinl),
Having your eyes level with the top of monitor. (AWl 3 4kas el e clive (5 sie 550 () aan).
Sitting one arm's Length from monitor. (3L e Jams 1,0 Hladay (uslall),
Taking frequent breaks from your work. (<lee (e 4a) J (3o &y 2a),
To reduce repetitive strain injury. (LSSl slea Y (e Jilaill),
Using Elbow and wrist support. (3=ball 5 a1l acly aladialy,
A good level of ventilation in the room. (442l 3 45568 (e 2 Hlaia aladdul),
Using a fully adjustable operator's chair. (A4S all B8 o jo 5 crulia o S pladinl),
Use a foot pad to rest your feet. (Ll 4ile oz 31l o 3 aladin),
Ensure there is comfortable space to use the mouse. (3Ll — s sball alasiny 43S dalise 3 ga 5 (e 2SN,
Printer toner cartridge can be recycled. (Aalall jia 3 e Jlantinl sale)),
Use a monitor that consumes less power in “stand by” mode
(PR a2 pia g 3 ALY e B e gt 33U Alaaiul).
Laptops on_standby use less electricity than when running normally.
(o) a5l 8 Lealainl (o aia¥) m g 8 et el el jgSII Sgial (pe JIEE 55 I 8 Sl aladiu),
Using computer in, vibration free surface.
(D)) 48 aa 0 W b S (i gl aladdial),

Bad Working Practice (sl Jaall Sl jlas),
More than one commuter should not use the same power socket.
(sboeSl dadd Luis A SisneS Slea e JSI duasi (Sa V),
Touching internal parts of the pe. (sl Sleal Bllall o) 32¥) ud),
Leaving power cables unsecured. (el ye 5Ll <OLS & y3)

Electronic documents help to save paper, while other documents are best printed out.
el iy g A GG i Lady ‘QJJS\gJ;BM\GAAGMQJJﬂ‘g!QSGJSL

Should be printed Are suitable for electronic distribution
Are best printed Can be distributed electronically.
(Esbb o) (oAl a8 )

Guarantees (SUlaall), Help for software application. (gt sacluall (i ye),
Contracts (2s8])). E-mail Message (=558 & 5 Al ),
Staff announcements (ke lBle ), 2_‘0&:1 r,::?jl;‘tgft ;ﬁ?&? Ccérj ﬁil\mli)“m—g;).f-readln '
Working drafts of lengthy report.
()___\Jﬁﬂ\ OAQ\A}MJA&)
Document that are regularly updated.
() il Lian &y Colaiios),

Planning applications (daxhds zal ),

Academic certificates (S| cilale ),

Repetitive Strain Injury (RSI) — (5,85l dga Y Sllal)
Factors contribute (RST) — (3lea¥! 2 dnaluall Jal s2ll):
Stress (Ll

Ergonomics (Jexll 44y),
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(IT) - Information Technology Module [1]

[ Security (<ilaglealy Cilibal) (a) ]

Protection legislation (<blsl) Lles ¢y 5i8),
It is concerned with the handling of confidential data.
A puall L Alea Hlic ) 3 2291 A,

Obliges organizations to protect confidential data within their control.
Lr palal) (Sl s pem 4yl Leilily len s 5l o35,

A security policy protects the employee's confidential information.
Ol sall iy e il sleall 5 UL (el dlgus,

Safeguard the privacy of individual's personal data. (eadill ULl Ales e Llisll),
Are intended to protect a company's intellectual property.

Sl 2y KAl ClSTaall (3 gia Aglaad ) sl Cangs,

Can result in litigation if personal data is not adequately protected.

2an IS ane L S5 A 13 il Y g2 o oS

Determine which files individuals can read or change on a network.

AS il clily A8 e W s sl L) 8 31 81 sk Al il ol apans 8 38aY) any s,

[ Password protection (! Slal$s Slilul) Lilas) ]

Password
Password should contain both letters and numbers. (28,Y) 5 a5 all ol a5 g3 ol cang)
Password should be known only by the user. (48 a235uall 43 5 jaa yul) 4alS ) &5 Ol =il )
Should be changed regularly. (U <islb ) AlS juas asg)
Ensures that the person logging on is who they say they are.
Gkl 638 Cialin Mad 5 Ll andivall s UL aasiudll )5S b e

User ID

ID must be unique on the network. (L_Se e — a8 axiivall aul (5555 o)) aa)
ID Identifies a specific user on a network. (A8l e axdtue JS anl 30a3)
ID is Not confidential. (L ol padivall ausl)

Result if there is no password

Misuse of confidential files and telephone numbers.
If (PDA) has been stolen (e 253l b saldl) o6 Ty il alasind sLul)

If (laptop) has been stolen | Work stored on the laptop will be lost (238 b sw 58 Y e 453l Jlee VI )
If a (mobile) has been stolen | Misuse of confidential numbers. (4de 4 33l 218 ;Y aladinl selul)

Items Contain sensitive data Items do not need protection
Al 4y cilily g giad pualic dlaa ) gliad Y clity
Contact details for sales enquires .
(Sl Ol jludiny EYlal) 4aild)
Management accounts. (Sbbuall i i 5 anlat) Training materials. (X 33)

[ Backup (LY fewdl) ]

Research on new Product. (3 ciladia e &iay)

Keeping copies of data in two locations .((Se (o3 ULl (e (pidny Jaléiayl)
Keeping A copy of computer files on a separate storage devices.
(Adlida (A8 Glaa g e cuulal) lala (e ety Laléia))

Copying your computer files onto a separate storage device.
(Online pilSa A Cuulall cilile Fus)
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[ Antivirus (g il 4adl<o gral 1) ]

What is a virus program??

a9 sdl) el 98 La

Can usually detected by antivirus software.

il 5 il A8l el o Adand 53 ale ABLEST (S

Can be introduced when new software is installed.

53 el BLs) Gk oo B Jadll 25k

Can make the hard disk unusable on a computer.

Sl Jlll Jee Sl 484

Antivirus

Sl g yudd) aMlSALu\JA

Can check your computer for viruses

s g il LSy i gaaSl yand 43S,

Disinfect application as well as files.

ol Al SLI el Gl o g

Disable a virus on your computer called Disinfect.

Good antivirus practice.
(S 3 il Balzaall gzl ull ) il jlaall)

Jilon’ o LA (e sy i) il lee

Bad Antivirus practice.
(Sl g ill Baliaal) gl jull dalu yal) Gl jlaall)

Deleting e-mail from un known recourses.

Opening e-mail from un known sources

A seaall abad) e (s Y1 2 0l =38

Putting a virus-checked disk in a floppy drive.
ey e Gl g il Gandl i o g,

Downloading and running free software from the
web.
25 75 (o Rl el sl 5 Jyess

Scheduling virus checks to run once a day.
e 538 pe Jamal il g i) and el jy Al gaa,

Updating anti-virus software once a year.
mdSo)Au.u}):\quw\cAh‘)ﬂ\ dhass,

Regularly visiting the web-site of your anti-virus
software supplier.

J\)MDMMLEJ\UA}JM\JLAA&)AEJL\J

Opening unknown e-mail attachments.
9 ASYY 3l il ) me 188 el ilala id

Running a virus check on a email attachment.
AJ)J\‘:ASJ)\)S\ dﬁu)uub})ﬂ\uaﬁ@h);dﬂxﬁﬁ
o S,

Ensuring that no updates are made to your anti-
virus software.
il g il San eyl Gaani o) jal pae (pe S,

Help to avoid the risk
(hlda quiad o el
of spreading a computer virus (0«9 4laY))

Running software that you have received by e-
mail.
s A 3l A B yha e Gl dea s el

Doesn't Help to avoid the risk
of spreading a computer virus (0«9 4laY))

Scanning all unfamiliar disks with anti-virus software.
w})ﬂéﬂ'&d@@.ﬂ\ﬁaﬁ}ﬂ)ﬂﬂ\ C'_ﬂs.u_m]\dsua;a

Only copying applications from your close
friend.
lia cy dl liia e 3 pbla gl il e,

Write-protecting all copies of application disks once they
have been checked.
s s pail) Cpe Lgamand 3 yaey COLawl) aa CilSial) JS dlas,

Rebooting your PC if you find a file that is
infected.
o5 Al s Cila caaa g 13 Sl Jiadi sale,

Scanning all applications before loading them onto your
hard disk.

& lead Leliant U8 gual yall JS s
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[ Copy right (4S8l Lslall (§ 4 ]

Audio files on the internet are subject to copyright.

L) G il la i tie zliad o i) e < gl il

Graphic published on the web are subject to copyright.

Scanned images are subject to copyright.

odw\ a;\@J Sl u.‘\) .J;y Cu;.i 6_;1}@3\ C.ubon_a RN L?_"d\ J}A\

Copyright provides control over how other people make disk copies of someone's work.
Lo i Ul shl (e gt Jee s GAY) aladiud R4S 3 JalSI) aSail 06 AL (3 sis
Publishing digital work on disk requires permission from the copyright-holder.

2 sall 028 aalia (53 Y pling A5 IV Jlae ) i

You can make a backup CD of software on CD transfers the copyright to you.

i ad ) alaaiu U (S Slle (33) 380 ) el Ll I gdaud (e dakalia) fd Jae iy

[ Software Version (gl <l Jia) £147) ]

Shareware (‘2 el )
Software that is activated for a trial period unless you pay for it.
Adad a8y Caad gl W) dana 8 6 a0y el

Software that you try for free but pay for it if you keep it.

Adladial ) painl 3 5 5l ablie absi g 4 oy o 585 el g

Software that usually has some feature deactivate unless you pay for it.
A ady Caad 5] Y) Alid) (ailadll Gae 4l sale mali

Freeware (4ilaall zl 1)
Software that you use without the need for any payment.
A adal dalall () 52 4eddid gali

el S
i) (8 o) 8

JS dalgd) <l Jnaall g clalsl) pa 7 il daldld) cladlbaiaal) JS
cllaiay) dliad Je Ay A ale 5us 8l oty Al g mllaaa
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(IT) - Information Technology

Hardware

Module 1]

Physical

Software

Collection of instruction

IT

use of computers

IS

Information service

MIS

Management information services

Mainframe

Big - most powerful — expensive — fastest - large companies

Pc

Getting shipper - operate a pc

Mac

not a PC - different operating system -

Networked

connected together - share files - require an expensive card

Laptop

Portable - run on batteries - less Powerful — overhead - more expensive

Palmtop

pay a lot extra

PDA

special pen - least Powerful

Input Devices

Keyboard — Mouse — Scanner — Microphone — Joystick — cam - Light pen

Qutput device

Screen — Printer — Plotter — Speaker - presentation

Input & Output device

Touch Screen

Storage Devices

Hard disk — Cd — DVD — FLASH - Floppy disk - Zip disk - Jazz drive - Tabe backup

Ram size

(M.B) or (G.B)

CPU speed

(MHZ) or (GHZ)

Screen resolution

Pixels

hard disk

Backing Up >>> Currently working on - Fastest access to data

Floppy disk

Text files

CD-ROM

Over 650 M.B

DVD

Save the most

Jazz disk

Faster than floppy

Magnetic tape

Archiving

Ram

Random - operating system — disappeared — changed - temporary

Rom

Read only - can't write - Can't modify — fixed - Un changing - cannot save - come with the PC

Bios

Basic input output system

Flash bios

Bios >>> upgraded

Video graphic memory

store pictures

performance

clock speed - speed and storage - Free hard disk space - UN wanted files - application Running -
Graphics card - amount of ram

Dot matrix

Very slow - Very cheap

Ink jet

Expansive - cartridge

Laser

Very fast - Very good - toner

Formatting disk

Disk need to be formatted - should be very careful - re-formatting - qualified person - how to
format - need operating system - need to be formatted - completely erase

Operating system

look and feel — Control - loads automatically - other program to run - Instructs the screen -
windows — dos — Mac — Linux - UNIX — OS/2

Software application

edit data - same time - use once - specific tasks -

Word processing

Catalogue - letters faxes and memo's

Spread sheet

chart and graphic — financial - budget

Data base

Storing - contact details

Presentation

overhead projection - Slide

Multimedia

interactive

Web Authoring

Create a web site

Accounts/payroll

pay roll and stock control

Web browsing

view web pages

Desktop publisher

Newspaper — magazine - complex page

Speech synthesizers

spoken word

GUI

additional part - using a mouse - using windows - a pointer and icons - windows and a _mouse

Development

First(Analysis) — Second (Design) — Third(Programming) - Last(Testing).

LAN

small area - Single site — Authorized - data anywhere - between computers - Large data files

Wan

cities or countrie

Intranet

Internal - single organization - using e-mail - an organization

Extranet

Organizations - Two or more organizations - more than organization - Private network

Internet

Global - have a modem - American military - not controlled - over large distance - publish material

Client / server

kept centrally - Must have a server

Workgroup

Grouping people

WWW

linked document - need a browser

Work group resource

Applications - Disk storage — Disk Space — Files — printer

PSTN

Public Switched Telephone Network — Analog — copper

PSDN

Public Switched Data Network - telephone system used to day
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ISDN

Module 1]

Integrated Services Digital Network - faster transfer rates - transfer both voice and data

ADSL

Asymmetric Digital Subscriber Line - Receiving data - Sending data

Digital & analog

traditional clock - using 0,1

Modem

converting digital and analog -

Baud rate

the faster of receiving and sending - 56 Kilobits - 14.4 Kbps

Search engine

find any information in the internet

Computerized Solution

Generate invoices - payroll for staff - stock control - Science faction

People

Hiring Employees - Praising employees - Motivate employee - Motivate Staff - customer support
- Visit doctor

Business

(Administration) [payrolls - employee records - Process orders - Track invoices - stock control]

(Airline booking)Check tickets - List customer's - Track Passenger - Purchase ticket

(Online banking)Balance — funds — loans - credit card - bills

(Insurance claim)Policy - premiums

Government

(Administration)Payments — fees — Tax — Revenue

(Public Record)Census - Passport details - Vehicle

(information System)Policy documents — warnings — Announce - Notify

Hospital

Patient record - bed availability - patient medical history - treatments Costs - Ambulance
control - surgical equipment - Medical data base - Live-support system

Education

(Computer based) Student registration - Distance Learning - time table - Researching Home
work

Education

(Traditional methods) counseling - Coaching

Teleworking

people working at home

effect of Teleworking

harder to social interact

Teleworking(Advantages)

commuting time - ability to focus — Flexible — Reduce disk space

Teleworking(Disadvantages)

Lack of human contact - Negative impact - Self discipline

email

E stands for Electronic - Sharing files

E-commerce

Buys or sells good - occur anywhere

E-banking

Balance - pay bill — transfers - Depositing a cheque

EFT

Electronic funds Transfer

shopping (purchase) online

to buy goods from the internet

(Advantages) 24 hours a day - wide range - Detailed product - compare prices - delivery to town
- The consumer right - around the clock

(Disadvantages) credit card fraud - insecure payment - difficult to return goods - ability to talk

Good Working Practice

(reduce eye-strain) anti glare - eyes level - Sitting one arm's Length

(strain injury) breaks

Ventilation — adjustable - foot pad - comfortable space - toner cartridge — standby - vibration
free surface

Bad Working Practice

power socket - Touching internal parts - power cables

Should be printed

Guarantees — Contracts - Staff announcements - Planning applications - Academic certificates

electronic distribution

Help for software - E-mail Message - proof-reading - Working drafts - regularly updated

Factors contribute (RSI)

Stress - Ergonomics

Protection legislation

Concerned - protect confidential data - confidential information — Safeguard - intellectual
property — litigation - Determine

Password

contain both letters and numbers - known only by the user - changed regularly - logging on

User ID

Unique — Identifies - Not confidential

(PDA) has been stolen

confidential files

(laptop) has been stolen

Work stored

(mobile) has been stolen

Misuse of confidential numbers

sensitive data

Research - Management

do not need protection

Contact details - Training materials

Backup

Keeping copies - Keeping A copy - Copying your computer

virus program

usually detected — introduced - hard disk unusable

Antivirus

Can check — Disinfect

Good antivirus practice

Deleting e-mail - Putting a virus-checked - run once a day - Regularly visiting the web-site -
Running a virus check

Bad Antivirus practice.

Opening e-mail - Downloading and running - once a year - Opening unknown e-mail - no
updates - Running software

Help to avoid the risk

Scanning all unfamiliar - Write-protecting - Scanning all

Doesn't Help to avoid the risk

close friend - infected

Copy right

Audio files - Graphic published - Scanned images - provides control — permission - make a backup

Shareware

Trial - try for free - feature deactivate

Freeware

without the need for any payment
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