


History of the Internet.
Internet concept .
Protocol concept .
Web Site concept.
Home Page concept.
Hyperlink concept.
URL concept.
Download concept.
Upload concept.
Browser concept.
Internet services.



Aim

To give the student the main concepts of the
internet technology.

After completing this lesson, you will be able to
understand the following definitions:

22 Internet. & Protocol.

£ Web Site. £ Home Page.

&2 Hyperlink. £ URL.

£2 Download. £2 Upload.

£2 Browser. <2 Internet services.
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Introduction: (History of the Internet)

Nowadays it is difficult to imagine the world
without the Internet.

It enabled us to use our computers to reach
practically every other computer on the globe.
Here you'll read about:

e Technological breakthroughs and blunders.
e The evolution of Internet devices, slang, and
symboils.

e The Internet's influence on society and
culture.

Prehistory of the Internet: 1843 - 1956

The Internet is the child of several marriages:
government and Academic scientific research ;
telecommunications and computing. World War |l
accelerates the need for both high-speed
computing and improved telecommunications.
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Governments , Army and Universities :
1957 - 1969

Many governments have spent a lot of funds on
science, which brings the Net. Many universities -
and small businesses jump on the bandwagon =

What Does a Network Do? 1970 - 1978

Once it has been proved that computers
can be networked, the quest begins to find out
what can be done with the network. Meanwhile,
the PC bursts on the scene, changing the
computing landscape forever.

Because It's There: 1979 — 1984

Networking technology moves away from
the government and towards the universities,
and key advances in both technology and theory
establish the structure of the Internet as we now

recognize it.
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World Wide Wonder: 1991 - 1994
The synergy of several revolutionary concepts
results in the WWW, which takes the Net, and
the world, by storm.

Living on Internet Time: 1995 — 1998
The net becomes popular ,everybody can use it ,and P
everybody can communicate with each other. |

Until now:

In the twentieth century,
information technology
and knowledge era
took place. In the twenty
- first century, the vision
IS open to new dreams
and new world full of
knowledge, fun and
benefits.

12
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Co-operating with your
group, suggest three points
for the following question:
What the internet add to our
modern life?

The Internet:

The Internet is a computer network made
up of thousands and millions of networks
worldwide. No one knows exactly how
many computers are connected to the
Internet. It is certain, however, that these
computers are in the millions and are
growing. _ o
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No one is in charge of the Internet. There
are organizations which develop technical
aspects of this network and set standards for
creating applications on it, but no governing
body is in control.

q(‘ﬁv ?;d’ g

,‘;_’.

With your group,
conclude three statements
«  from internet definition.

‘;' (1) .......................................

*
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Protocol:

If two persons want to deal with each other, it
Is preferable to set a protocol to communicate.
Computers also need protocols to communicate.
All computers on the Internet communicate with
each other using the communication protocols.

The following are the famous protocols used in the
Internet:

(1) The TCP/IP protocol : refer to the two most
Important protocols in Internet. the Transmission
Control Protocol (TCP) and the Internet Protocol (IP)
used to connect different networks designed by
different vendors into a network of networks (the
"Internet").

e TCP - is responsible for verifying the correct
delivery of data from a computer to another.

e I[P - is responsible for transferring data
between computers.

15
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\
(2) FTP (File Transfer Protocol): is

simply a way of transferring files to
and from the Internet.

Web Site:

Any company or any business creates
for itself a web site that allows its visitors to
know about this business and eventually
communicate with it.

uuﬂj\‘f“‘."
1.“.-:.“‘ ahe (‘*“"'
aaeallidler

The web site "tour in Egypt"
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The web site is the place to visit to
know more about the entity that owns this
web site, it is a collection of one or more
web pages grouped together.

Ty

Actiwnr

eacher discusses with the student:
hat is meant by Web site?

- i S S S

§—|

Home page of web site:

When you start visiting a web site, you start by
its home page, then, you can navigate the web site
by BROWSING the different pages. The main page
of a web site, through it you can navigate the web
site is called its "Home page"

17



Hyperlink:

A hyperlink is simply a part of the text (or
graphic) on a web page, when that part is
clicked it enables :

e Taking you to a different part of the same
page.
Taking you to a different page within the
Web site.
Taking you to a page in a different Web
site.

Enabling you to download a file.
Launching an application, video or sound.




\'ﬁ(hv 1wy

Put the suitable concept in it's place:
(Home Page — The internet — Protocol —
Web page — Web Site - navigate)
Q) ... can move data between computers.
(2) The main page of web siteis ..........
(3) When you click on a hyper text or graph
youcan........... the internet.

Internet explorer

Browser: Software program used to view and inter

with various types of Internet resources available on t
World Wide Web, Netscape and Internet Explorer ar
two common examples.

Netscape navigation

19
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Upload: transfer a
file or program to a
central computer
from a smaller
computer. (from my
computer to the
internet).

Download: To copy
or move a file from
another computer or
disk onto another
(from the internet to
my computer).

oA ctryoty
With your group, explain the following picture:

: :

N

/‘

Responc

Download 2
Request
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Put the suitable concept in it's place:
(Browser — Upload — Download — URL)

(1) When you connect to the Internet, you
must have to follow a ............

(2) The internet explore program is

VU

—

The Internet services: An Internet user has
access to a wide variety of services. You hear
from your parents and / or your friends new
words that emerged with the internet :e-mail,
chat, web, e-commerce and many other things.

22




Teacher discusses with
the student:
- What is meant by e-mail?
- What are the advantages of
e-mail over ordinary mail?
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Teacher discusses with the student:
- Do you know, What is meant by Chat?

Chat: A real-time conferencing capability

between two or more computer users on
the Internet, thus, two persons or more
can discuss a specific topic with you on
line

24
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Teacher discusses with the student:

Do you know, What is meant by Web cam?
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Select the correct answer from those between brackets:

(1) Collection of one or more web pages belonging to
same entity grouped together (web site , Home page ,
web page).

(2) Address of a Web site refers to (URL , FTP ,
Hyperlink).

(3) A real-time conferencing capability between two or
more users on the Internet means (E-mail , chat , web
cam).

(4) The messages are exchanged electronically between
Internet users through (chat , video , conference , E-
mail).

26
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Preview Question :

e How to load the web site of Ministry of Education?

_More information

You can get more information about:

e History of Internet : you can use
http://www.historyoftheinternet.com/chapl.html

o The Internet services : you can use
http://en.wikipedia.org/wiki/Main Page

27
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http://www.historyoftheinternet.com/chap1.html
http://en.wikipedia.org/wiki/Main_Page

Remember:

28



Chapter 2
Browsing The Internet

.

Opening Browsers .
e The interface of Browsers:
o Title Bar
o Tool Bar
o Status Bar
o Address Bar
o Scroll bar
e The URL elements
e Loading the Web Site using
Browsers.

29



After completing this lesson, you will be able to:

To teach the student the use of Internet
Explorer and loading the web site.

£ Open The Internet Explorer Program.
£2 Understand The Interface of The Internet
Explorer Program for:
o Title Bar
o Tool Bar
o Status Bar
o Address Bar
£2 Understand the URL elements.
£ Know
o Types of extension in the URL .
o Geographic Domains of some
- Countries in the URL.
zWrite The URL of a Web site In The Address Bar.
=~ Accessing a Web site through its home page

30



Open Microsoft Internet Explorer

Double click on the Internet Explorer
icon displayed on your Desktop.

|nternet
E=plorer

You see the default Home page of the
Internet Explorer .

This default page could be the home of
the Egyptian information service.

! The teacher can set the default page on the lab computers.

My Compuber

Recycle Bin

Internet
Explorer

O]

N Egypt State Informa fice-Home Page - Microsoft Internet Explorer. [:||E|[X|

File Edit  Yiew Favor L Help 0

@Back - '\\_‘_3 < f\ | /‘__j Search *Favorites @ E’:‘:iv :; - I__J @ ﬁ .‘3
Address @ htbp: i, sis. gov . eg/EnfDefault, htm V| Go Links >
chjg]e“G‘iva__,mw.;,m it syl V|G0 GG D B~ ¢ Bookmarksy Blissblocked P Check v 4 Autolink v 2> () Settinasw
| o~ae  ENGUSH | = _ Aboutus__ Contactus Site Map = 2]
[ EGYPT STATE INFORMATION SERVICE . -
Y2 YOUR GATEWAY TO EGYPT TS
- I s--:c:
ple US Mirror Site Thursday. February 8, 2007

[ wfd | Liwve TV | Live Broadcast | Eqypt Online | Cairo Press Review| Weather
Mubarak calls for maintaining transparency in the LT v _
management of the state owned

Radio .
Live pERaa— &

2 = Virtual
Broadeast |jve TV Reality

“L B b—h—b—p =
Y i | L LS R

"Fresident Haosni Mubarak probed several economic Thin :!ay i -
issues during his mesting with the economic Egypt’s History
ministerial group Tuesday morning," Presidential
Spokesman Suleiman Avwwad said.

Full Story

Foreign Ministry condemns digging operations
near al-Aqgsa Mosque

Egyptian Foreign Minister Ahmed Abul-Gheit voiced
Tuesday deep concern and resentment over the sraeli

e,

@ hitkp:f e, sis, gov ., eq/EnfEgyptOnline P olitics{ 0000050201 000000000000007 195, htm 8 Internet
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e The default Home page of the Internet

Explorer is the page that appears every time
you open Internet Explorer .

The Internet explorer’s interface has two main
parts :

e The top section contains all the menu options

and toolbars for navigating through the web.
e The large area beneath displays the website
home page.

e The home page could contain several
links to other internet pages .

N Fgypt State Information Service-Home Page - Microsoft Internet Explorer |Z||E|rz|
File Edit View Faworites Tools Help

@Back - \___J @ @ f_h /:__] Search ‘B";\I?Favorites @ L:__jv ,::;; - I_.] ﬁ ,ﬂ

address !@ hiktp: v, sis . gov.eqfEn/Default, Hkm V| Go

Links
G&?nge :]E;-;."ﬁ__u.amﬁumlm‘;ll \:!GD O G 9 E 4 ﬁ Bookmarks+ 5158 blocked '::?'Check v % Aukolink + @SettinQSv

| e ENGUSH | ot Aboutus  Contactus _Site Map W A
& ;& |

b EGYPT STATE INFORMATION SERVICE |
|ome YOUR GATEWAY TO EGYPT
ofd | Live TV | Live Broadcast | Eqypt Online | Cairo Press Review| Weather
r Land & Peaople US Mirror Site

Search

Thursday, Fehruary 8, 2007

Mubarak calls for maintaining transparency in the k.\' v "
-~
management of the state owned I g
]
l

sy T — V”:ual
Broadcast | jye TV Rcallty

b

T
“Fresident Hosni Muharak prnbed several ecanomic ¥ Is:’w .
izsues during his meeting with the economic Egypt’s History
ministerial group Tuesday moming," Presidential
Spokesman Suleiman Avwwad said.

Full Story

Foreign Ministry condemns digging operations
near al-Aqsa Mosque

Egyptian Foreign Minister Ahmed Abul-Gheit voiced
Tuesday deep CONCENn and resentmant uverthe Israeh

%

@ hitkpe ey, sis, gov. egfEnfEgyptOnline Palitics/ 000003 /0201 000000000000007 195, htm £ Internet
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Discuss with your group the default
Home page Of the Internet Explorer

In Status Bar , thereis the URL of Web Site

@http:f/www.sis.gw.eq o B |
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Another example of web sites that could
be used as default Home page Microsoft

Internet Explorer is the web site of
EGYPTAIN Tourism ,its URL IS
http://www.sis.gov.eq

- Discuss with your group the web site
“ contents ,write your remarks:

IERR TR RN EE TR ENEE 3 Foypt State Information Service-Home Page - Microsoft Internet Explorer
File Edt View Favorites Tools  Help

‘;' eBack = d @ @ ii/lj pSearch *Fa\tontes @ Bv ;\" 7 LJ Eﬁ 'ﬁ

fildrass @ ikt o sis, gov, eqfEnyDefault, b V‘ G |Lnks ™

,& Coogle [Grapantrowmey  v/@ 0@ O B+ | & b Bi%ethded % chek « ynutslik » ¥ () sotngsw
J e A _ Aboutus _ Contactus _Site Map = al
{ EGYPT STATE INFORMATION SERVICE s, o
. e YOUR GATEWAY TO EGYPT >

uf | Live TV | Live Broadcast | Egypt Online | Cairo Press Review| Weather I s
] US Mirror Site

Mubarak calls for maintaining transparency in the
management of the state owned

Thursday, February 8, 2007

TV

Radio

Live Vitﬂu]
Broadeast Live TV Reality

o @, b |4 i }Tlsdi!yil’l-! ( ] 1)
resident Hosni Mubarak probed several econamic e L vl
issues duting his maeting with the economic Egypt's History | - (il (bt
ministerial group Tuesday moming," Presidential
Spokesman Suleiman Avniad said

Full Story

Foreign Ministry condemns digging operations
near al-Agsa Mosque

Egyptian Fareign Minister Ahmed Abul-Gheit voiced
Tuesday deep concem and resentment aver the |sragli

wll

a https e s, 0ov, 2gfEniEgypkOnline/Poltics/000008/0201000000000000007195, htm D Tnternet
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http://www.sis.gov.eg/

Main icons in the Browser

@ Back:

Re-displays the previous page
that you visited.

Displays the next page (assuming
that you have first moved back a
page).

Cancels the loading of the Web
Site.

Reloads the current web page
updating the content .(Refresh)

Returns you to The default Home
page of the Browser.

Y
P Search

Searches the Internet for sites
containing information that is of
interest to you.

il

- .

S ¢ Favorites
4

List allows you to store your
favorite Web sites addresses, so
that you can easily re-visit the Web
sites.

Finding pages you've recently
visited last in the few days, hours,
or minutes.
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Discuss with the your group What

0 does The Browser Address Bar
. 2 mean? :
o,

i @ i o s o D

“The Browser Address Bar’”

The Browser Address Bar is the place
you write on it The URL of the Web site
you want to visit.



“  Discuss with the your group
«  What are the URL elements?

@http:ffwww.sis.qw.quEnfDefault.htm

“The URL of the Egyptian state information service Web site *

The URL elements of
“ http://www.sis.gov.eg” are the following :

38


http://www.sis.gov.eg/

~

The URL elements of

http || :// | www sis | .| gov | .| eg
‘ [ [
Hypertext Specifies the
Transfer Country - Egypt
Protocol used -
to transmit Specifies the
and receive Organization
all data over -go_vernment
the Internet entity
World Wide Specifies the
Web look for name of The
any files Computer
available to be | | Where the file
seen by is stored
anyone with
The Internet
connection

Actywnty

Complete the following:

The URL of EGYPTIAN Ministry Of
Education http://www.moe.gov.eg

http:// means

~ WwWW means

\l) moe means

~ gov means .
means .

€9

39
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the internet :

Some Abbreviations of the type of Organization in

Abbreviation Type of Organization
com Commercial enterprise
edu Educational institution
gov Government entity
mil Military entity
net Network —related groups
org Usually nonprofit organization

Some Countries and their Abbreviation:

Abbreviation

Country

us

United Stated

ip

Japan

uk

United Kingdom

eg

Egypt

fr

France

ca

Canada

40
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- Teacher discusses with the students How
‘5 to write The EGYPTIAN Ministry Of
N\

-

e

" Education http://www.moe.gov.eg URL In The
Address Bar -

Loading the Web Site :
Click on The Address Bar Write
EGYPTIAN Ministry Of Education URL
http://www.moe.qgov.eq Click on Go in
The Address Bar or Enter from
Keyboard

hss

a http://www.moe.gov.eg

v Be ”

41

i@uiﬂ@iu I


http://www.moe.gov.eg/
http://www.moe.gov.eg/

Lopswsey
Chivs

Teacher requests the students to observe what
happens in the Browser (on The Screen)?

R edeslly Ly 50l 65155 - Microsoft Internet Explorer
Fle Edt View Favorites Tools Help

Qo - ©  [¥] B @ Psewsr Jrrovetes @ (-5 B~ LJKE 3
Addrass IQ] hitp: fveww.moe.gov.eq viEYGo Links ®
Google |G~ vt ®D B~ 3 Bookmaksy Epadblocked P check v §Autolnk v » () Settings~

Awsed oo &)gon /:;\\
adll g awpll °J|H1{_".'.§

\Gor/
704

© byt 3801 o bt 2 005

& ENGLISH

“The Home Page of Egyptian Ministry of Education Loads”
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The EGYPTIAN Ministry Of Education Web Site
Loads In The Browser.

The Window Title Bar becomes as shown :

[ =]
[ ><T]

A el - Microstt Internt Explorer

43
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After loading a web page, use the vertical scroll
Bar to see the whole contents of the page.

3 pelacly 20520 3,135 - Microsoft Internet Explor - |
Fle EQ Vew Favortes Todk Heb [ ]

Q- © HEA B Lo sires @ 3- 5 E-LJKIE B
Asiess | @) g ffwam oo g6 v 8
Google G~ v e B~ 12 ccomaksy Sasboded W Check vy Aok v P

== .;NT,( | Click on
- the link

ks *

B pdeslly 5l 5505 2390 o3 S L rosoft Internet Explorer EUETVXF
Fie Edt View Favorites Tools aw

Q- O KB G Jowor orownn @ 2- % B LIKE B

Address !_al]httpiﬂuwﬂedgemooveql&esklr 2> EINE
v oD B+ 17 sockmaisy Be7blocked P Check v\ Autolink v () settingsw

acljmoigenny ¢ Mg\
paleill g awgill ajlig ¥ *._J
u;:.o"ulqa \*’}

drag the
vertical
scroll Bar

FEOIN ] L e a
I s < . .
paer (A D el s il (58 o ey st 415 5 el el e
~ s i A Gl At ggdadt aalS faaall sagals
it A s 38 g A “M‘g-\-w.nsx‘l
bt ) 43 gl il sl gl HaE) S e Akl (3 T3 ) g e
sy Jally Al A 0 s Sl e s S oot
: ad i Noe 8
m il :
p V = BB S S |
’ e vl
S i L 5 NN S
Pty - =

You can scroll up and down the page , The remaining
of Web Page appears.
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Actiwnty

_— -

Teacher asks the students to write the URL of
algomhruia Newspaper
www.algomhuria.net.eq in the address bar ? (J

L/. What do you see?
7 (1) -

@ Mlgomhuria,net - Microsoft Internet Explorer

Fle Edt View Favorites Tooks Help

@Back " Y M @ f /.\"Search } E’Favorites @‘7 - & Z g - - ﬁ 3
fddress E.‘éjhttp:waw.algomhuria.net.egfalgomhuria!today!fpagef ‘; Go Links ?
Google Giv vai@ By ﬁ Booknarksw S SBblocked P Check vy Autolik v () Setings

ool il Bl gk g

'#‘J‘”"A(,“"‘ WA ‘»‘
) gt T o J ]/ \ HH'ﬁ‘ Wy

PN el ‘ e rJﬂ'\AT\/ 5 ”.a.ﬂ e~

Wtp:/rwwe eltahrit et

E. b eltahebr (e b net ﬂ‘ﬂ' ‘# m

“the web site Home page of algomhruia Newspaper loads in the
browser”
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http://www.algomhuria.net.eg/

Put the following phrase in the suitable place :
( Default Home page - The Address Bar- Scroll Bar-
Status bar )

1. You see the ................ of the Internet Explorer,
when you open it.

2. You writeon .............. the URL of the Web site you
want to visit it.

3. To see the remaining part of the Web Page drag the
vertical

46
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Preview Question :

How to navigate the web site of Ministry of
Education?

_More information

e You can use Microsoft Internet Explorer help to
get more information.

47
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Remember:

48



e Hyperlink.
e How to use WWW service to
Navigate the Internet?

e Save a web site contents.

49
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Aim

To give the student the main concepts and skills
of the navigation in the internet.

o

After completing this lesson, you will be able to:

nderstand the hyperlink concept.

Cc Cc

nderstand Navigation in the internet.

© © ©

The WWW service to navigate web sites.

€

Save text or picture from a web site.

€

Save a web page.

50
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Hyperlink: .

A link in a document points to information
within that document or another document.
Hyperlinks are wusually represented by
highlighted words or images. When a reader
selects a hyperlink, the computer switches
to the document or portion of the document
referenced by the hyperlink..

WWW

A system of Internet servers that supports
specially formatted documents. The documents
are formatted in a language called HTML (Hyper
Text Markup Language) that supports links to
other documents, as well as graphics, audio,
and video files. This means you can jump from
one document to another simply by clicking on
the link.

51



http://www.sis.gov.eq/En/Default.htm

then,

do the following:

‘(1) This web site about
............ . (Complete)

(2) Click the hyperlink
"Tourism" in picture.

(By using the Tool Bar)

(3) Return to the pervious
web page.

(4) Go to the home page of
the browser.

(5) Name the protocol in web
page is (Complete).
(6) Write two links available
in this web page :
and

|
4
<
.
-
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a Egypt State Information Service-Home Page - Microsoft Internet Expld

file Edt Vew Favortes Took Help

eBack 4 @ @ @ fﬁ] IIOSeearch ?%Favon‘tes ‘@‘ﬁ
Addres; @ Rkt fwaise,sis, gow egfEn/Default htm

v & J‘DE"Y | 93 Buckmarks+ 340
omds,  EUSH | o
ﬁ EGYPT STATE INFORMATION SE
s YO UR GATEWAY TO EG

|US Mirror Site |

ubarak gives go-ahead for university youth weel

Prasident Hosni Mubarak on Saturday 10272007
inaugurated the eighth University Youth Week at
Wonoufiya University and gave the green light to 7 000
students from 21 universities to engage in actiities in
the sparts, cultural, arts and social fields.

Full Stor

Mubarak discuses today with Abu Mazen
Palestinian conditien

£ S [ b | {n!
E" it . sis. qov. safEniEayptOnlinePolitics/ 1000080201 000000000000007207 it

| a4 e



http://www.sis.gov.eg/En/Default.htm
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« Save the picture from the web site:
http://www.eeaa.gov.eq/.

&

"3 Ministry of State For Environmental Affairs - Microsoft Internet Explorer

File Edit View Favorites Tools Help

{ 3
SERITE

Link v > () settings v

‘ Qﬁ:ack Q @ @ '(h pSearch *Favorites @ 8' ,L_; E

Address [@ http:{fwww.eeaa.gov.eqf

= GOOg[e“C}v ViGo o v % Bookmarksy Bh3blocked ‘% Ched

MSEA

J
Q Ministry of State For Environmental Affairs

— m
< TN i

{

AL Ay

You can use the following steps:
(1) Right click on the picture.

(2) Select from PoP menu "Save Picture As..."
command.

(3) Type name of the file: "msea" and save file in:
"My Document" folder. '
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http://www.sis.gov.eg/En/Default.htm

Actiity

Save the selected text in
the following web site:

. http://lwww.mwri.gov.eg/english
/engllsh home.asp: c{

UL

\
A

With the help of your teacher
perform the following steps:
(1) Select this paragraph.

2 sty of rigtionand Watex Resurces : Home: - crosoft et Fxlorer D@@ (2) Copy SeIeCted parag raph :
Fie Edt Vew Favortes Todk Hep Jf tO the Cllpboal’d.

Que O WA D Py @ 3 8- LR (3) Open a MS Word
hess ‘@ o o o englenih o |G0 lis app“cathn 5

GDDg[E A vGooE f}ﬁuokmarkﬁ @Hoke Jtec v \utlrk + @Settquv

(4) Paste the paragraph
copied from the clipboard.

(5) Save the document under
the name: "MWRI" on your
Desktop.

i 1836 thePuhhc kas [1835,he Pubic Works Department was
Degartet s established as apart ofthe Sclools Headquartey ESsee
stalhedasa it t Mokianed Al Pashi's reign. n 1857, the !
Schuls el Nizarah of Public Works was established andt |8
Hobamed AyPasit's i comprised many departmentslike the Raiay
Al Telegraphs Departnent, the Survey

Iitationfo the per- |}
Onalficaion Of private ™
conipanies and fims o
=B i forDesiqn-Buii-
(Operate 3 closed
Departat, s B Constcion oot fpiped) sice
Departmen, the Agricutre Departiien, = | water imigation System
Heandia Harbor, the Aiues Department the infhe West Deta
{OperaHouse, fhe Zoo

Hore

=

Wliire (11,

South Eqypt Development Project The naional Water
Presileat Hosniabarak ave the sgnalto beginthe exectfionef - Restumces Plan (IARP
£ ! = \1‘
-| e I
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Save the following web page
d (using the "File" menu) in "My
Document"” folder:

d http://www.mcit.gov.eq/

‘{ e Close the internet connection.

~ e Open thisicon from
"My document".

d o With your group, write your remarkes
in three lines:

A Welcome to MCIT Website - Microsoft Internet Explorer

"""""""""" File Edt View Favorites Tools Help
"""""""""" @Baclz O @ @ @ /OSearch *Favorites @ 8' E; <) '[
Address I‘ ttp: . meit. gov. eq)

Google“CJv V’Go B v 09 Bookmarksy & 3blocked " Check v

"' ‘ Arab Republic of Egypt
A2 Ministry of Communications and Information Technology

+ EGYPT'S INFORMATION SOCIETY & Hoe 15 Feb 2007
+ MINISTER'S CORNER EETTTIn S EA AN

sN e
T a—

+ ICTFOR DEYELOPMENT .
+ ICT TRAINING A
+ TELECOMMUNICATIONS ! gﬂ]w, . h

. Ra —

+ INYESTOR'S GATEWAY : e
+ INTERNATIONAL RELATIONS
+ EVENTS

+ MEDIA CENTER

+ PUBLICATIONS

+ TENDERS

CINDIGATORS MCIT 2006: A Year of Success

Affiliate Organizations
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Look at the following picture, then answer the
following question:

2 Main Page - Wikipedia, the free encyclopedia - Microsoft Internet Explorer

FEX
File Edt View Favorites Tools  Help ;f,.
@Back - Id @ @ i’h J‘}j Search '\i\?Favorites @ Ev:jv .:;; E - LJ ﬂ
F'-ddl’ess|\X-"http:,l',l'en.wikipedia.org,l'wild,l'Main_Page V‘ GD Liks ®
Gﬁ:ﬂgﬁ:“(}.v V|GD B+ O3 Bookmarkse S3blocked D check » oy Autolink + P () settings v

2 Sign in / create account Al

[ n'lai'n'p'agjé '| discussion_i | WiEwy souUrce || histary |

Your confirved dorafions keep Wikipediz mering!

Welcome to Wikipedia, = Aris ' Histoy = Sociely
S the free encyclopedia that anyone can edit. = Biography = Mathematics = Technology
KIPEDIA 1 B3 29 articles in English 5 Geography = Science s Al portals
The Free Encyclopedia

Owerigw « Editing - Guestions « Help Contents - Categories - Featured content - A—7 index

navigation

= Main page
B Community partal
= Featured content

Today's featured article | | In the news

(1) The protocol used is .................. :
(2) The URL IS «.ueeiie e :
(3) Determine four hyperlinks in the web site:

(4) Use the web site's logo to design a card in " Paint "
application.
(5) Access the "Current events" hyperlink in the web site,

What do you get?



*I ext

Preview Question :

e Write four methods to get information:

(1) oo

_More nformation

You can get more information about:

Egyptian government services portal : you can visit
the following web site:

http:/lwww.eqypt.gov.eg/enqglish/default.asp

| Egypt's Government Services Portal - Microsoft Internet Explorer

" File Edit View Favorites Tools Help

eBack v @ Et] @ (b pSearch *Favorites @ 8' »\; 3 [J ﬁ ‘3

Address !@ http:{ fwww.egypt.gov.egfenglishfdefault. asp Vl Go
Google “va vao o@D B v 93 Bookmarksy Sh47blocked ‘& Check v () settingsw  Links

es = Resources

Welcome to the

E€GYPTIAN GONERNMENT

Services Portal

Services for Individuals

= Citizens

—. A
~ Foreigners

Services for Businesses

ermnment services porta

— Companies

W Il find information related to more
than 700 services provided by the various
ministries.You can also access services online

= Investors

JouuISJ U]


http://www.egypt.gov.eg/english/default.asp

Remember:
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Introduction to Web Searching.
What is an internet search engine ?
Some of the major search engines.
Select a specific search engine
Loading The Search Engine.
Using a Search Engine.
Search for specific information:

o using a keyword.

o using aphrase.
Using favorites.
Using symbols to narrow the search.
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Aim

To give the student the concept of Web
Searching and the Use of it.

After completing this lesson, you will be able to:

©

Know Some of the major search engines
Load a specific Search Engine.

Use the Search Engine

© ©

€

Search for specific information using a keyword.

€

Using favorites.

€

Search for specific information using symbols
to narrow the search.
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Introduction to Web Searching:

With billions of pages on the World Wide
Web, how do you find the information
you’re looking for?

Searching sites are the answer.

On the Internet ,with a little skill, you can
use a search engine to find what you're

H looking for.

/-V’Vh_at—is_;;nternet search engine ?

An internet tool which searches for sites
containing the words that you designate
as a search term .

A search engine is a software that searches
the Web to find the information in which you
have an interest. Generally speaking, you
type in a word or phrase in an online form and
the search engine returns a list of
the documents on the Web containing those
words or phrases. When you click on
a document in that list, you are shown that
page in your Web browser.

- —
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Select a specific search engine
Google has a well-deserved reputation as
the top search engine. It is famous for its
simple interface.



http://www.yahoo.com/
http://www.google.com/
http://www.altavista.com/
http://www.excite.com/

._lescuss with your group how do you load
:the Search Engine_Google ? The URL of
- Googleis http://www.google.com.eg
~

2 Google - Microsoft Internet Explorer
Fle Edt ‘iew Favorites Tools  Help

Qui- O HEG Pwo st @3- 5B -UKH S
Address@mp:ﬂm.w,m.eqj V|Go Urks 2
Googlei:[(:ivm.w Vo) B v 13 Bockmarksw Eh4a7bloced T check v 'y Autolink v P (L) Settings~

B Google

Al deges e wy

. |
EIE [ By “ Google & ]

Juan g Slatan O dppall idly i O el g @ (oall

English sl i és Google,com,eg @l

Google com in English - U Google de 46,ma wisi L - le3) sl
dnad l e Gggle glaal

searching for specific information using a
keyword and phrase.
o %
Actwnty
\cht

Discuss with your group the Google
interface and how do you search ?

i@uﬁi@iu |
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——— q

——y

Each search engine has different
criteria for ranking search results, i.e.
the order in which search results are
displayed on your page.

The search engine like Google
searches through a Ilist that it
maintains of sites that have been :
registered with that particular search .
engine.

These search results are often
displayed 10 per page, with a brief
summary about each site that it has
found matching your requirements.

A Goo gle - Microsoft Internet Explorer E”E [X|
Fle Edt Vew Favortes Toos Help W

e Qe - Q) [8] B @ P Sprens @ (315 F- L KE B
& : lv.lGo Links 2
V'Go»@ﬂ- ©7 Bockmarksw S 47blocked 7 Check + % Autolink = () settings»

Google

Bl legana gpa wy

(B ) Congeen ]

s o Glsian (O dgpalliall clsiia Ol g @ ceaad

1

[¥|

3

type your word
English <l i s« Google,com eg s or phrase into the
Google Search
Google.com in English - b Google ge 4 jai cisile & - 5831 2l box and click on
the ""Google g™
button

| i} B sa al
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In the search box type "tourism" then press
Enter key or Google Search icon
What do you see?

“ The steps of search “

J'—."—;:"hrl Gl gume gaa way

ﬁ | ta Jrisml
Aolhl Dl [ fae dy g ] Google <= | |
gean g alngea (O dppadl dnllh dilasia O a8 (3D cedadll N

1- Type tourism in the
search box

2- Click on the "Google &y
button.

3 tourism - <2~ Google - Microsoft Internet Explorer

File Edit \iew Favorites Tools  Help @'

eﬁack - "\-) @ @ \:_/h pSearch *Favorites @ 8' ;i} - D E ﬁ .'ﬁ

address @ httpe ffuaene . google . com, egsearch?hl=arfug=tourism+&btnG="%08%A5%08%AD % D8% A6+ Google%E2 %805 5Fameta= V| Go Links
GOOg[t||G|Vtourism V|Go * D b v 9% Bookmarksw S]‘I? blocked ".E}Check » % Lookfor Map » @SettinQSv
A el o

Dbl Slogane e wey

52 =) we (GOOGlE

alaies O dpall s laine O cadl 4 @ sl
\

/
(.,\.@iwnmwe‘...‘...@Pm\.ﬂ\i) -

ifes el [imiall e 220 ] -TouUrism - Wikipedia, the free encyclopedia

’ Tourism is travel for predominantly recreational or leisure purposes ar the provision of services

1dia ... 1o suppart this leisure travel

The search result  fawl Lt el - s s - o (he] T 18 - en wikipedia org/wikiTourism - 78k
rips

alkindia-travel-packages. com [ imsastl ot 2200 ] -ISlAMic Tourism Magazine

el and tourism information to Malaysia, Dubai and

This is how GOOgle presents |counyfies around the world, ITh also provides infarmation on
the results Of your SeaI’Ch dti laiia - Hasa Lo -y islamictourism comy - 4k
Follow the links to the [ i=sesl e o2 ] -Egypt Tourism Net

. . .. nformation on hotels, cruises, attractions, restaurants, travel
websites you wish to visit. .. agencies, and transportation. Also includes an activity

dgdinn e - Baaa o - wratw TOUTISIML. Bgnet. net! - 24k

M| D e D IR PON B P I CPel N P N (PO B o Dt Py

E—— "The search result display on the Screen"
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The list of pages that match your
search appears below the amount of
Web Pages Found.

Each page of results contains 10

matches and near the bottom of each
results page you can find links to more
pages of matching results.

Goooooooooogle »
Aallili ot L [ PR

Either click on the Blue numbers or click
on the next button to advance through the
pages of results that match your search.
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With your group do the following
- Write the search result number

- Open any link from the search
o result in a new window.
ﬁ*' [IE R NN NN NN NN NN NENNNENNNENNNNNENNNNNENNNNNNNNNN]

The following IS

searching results:

screen one

1
... Tourism. This site is reqularly updated and contains fascinating
gl o - B Lo - i NEWMEXICO, DN - 3k
—

[ dsiaall i 220 | -E it Travel, Tours, Vacations, Ancient Eqypt from Tour Eqypt
Meet the ancient pharaohs, gods, kings, queens, monuments; dive the Virtual Red Sea o

y=e the hiernalvohics cnieder Officialed TLyyptian
ipt.net - 22k

gl ¢l s - Bs daui -

A Fgypt Travel, Tours, Vacations, Ancient Egypt from Tour Egypt - Microsoft Internet Explorer
File Edit View Favorites Tools  Help

@Back * @ E] @ F_{h pSearch ‘E?\?Favorites @ @v :; ' |__J E ﬁ s

Addrass I@ bt f fwane. bouregypt. net/

v| Go
() settings =

EX
W

S3ug

A

!

(hﬁg[t“@jvtourism VlGD oD Bv % bockmarksy Bhartlocked % Check + 'y Autolink »

¥ ¥ ¥ ¥ on q g ¥ ¥ ¥
HIITOMEgyPt'nIuI

Egypt Guide for Travel and Tows, Modein and Ancient Egypt, Welcome

Home |Sections: About Egypt | Ancient Egypt | Shop | Request Tour | Kids | Recipes | Photos | Message | Site Map

| m Advanced Search

Search & Tour Egypt O EgyptWeb|

Shop our Online Store: Support Tour Egypt Tour Egypt Auctions

Tour Companies

Emg Tut B

-

n k-— ]

[ emm—



With your teacher add the address of the web
site to your Favorites list using the following
steps:

e Click in Favorites button in the tools bar
or from menu bar.

3 Google - Microsoft Internet Explorer

File Edit Yiew Favorites Tools  Help

|\-_3 Bach I\:_.-:" @ @ f_b /:__] Search il? Favarites @ E;-;- :

Note: you will see Favorites list on left
screen. )
e Click Add ... command to add the
address of the web site to your
favorites list such as following:

——

e

3 Egypt Travel, Tours, Vacations, Ancient Egypt from Tour Egypt - Microsoft Inte

File  Edit Wiew Favoritkes  Tools  Help

b -~ .J @ @ f_:j /fj Search

E%Favorites {;‘} E;‘.};- :;; = ,__‘

@ hikkp: e, Eouregywpt, net )

WK/ History of the Internet - ... -7 books

A EST v Gow@D B+ ¢ Bookmarksy [ 26 blacked
B “Tw & ¥ ¥
< add,.. ™ organize... C
I, |
| 1 ‘ ﬂ ‘ Add Favorite E”E|
T ! y _—
[ Lin - Gui i\\? Intermet Explarer will add this page to your Favorites list.
@ Boosla.com &, dlagdl,. Zypt Guld
EIM5h.com Cliake available offing Cuistirrizs
#&] Radio Station Guide Home |Sections: About Egy , _
e ; Mame: | Egypt Travel, Tours, Wacations, Ancient Egypt from T[| [ Create in << ]
pan ed ikl =
. St Search & Tour Egypt O Eg R /\
[ At dB1sT1 Createin. 1= Favorites /  \ Mew Falder...
)books Shop our Online Stor & U Favorkes
. ) Frames
[Cabooks Shop in the Lan L g Links
& JOF Exam Eing Tut Beplicas, Perfirmne 1D ran sl el

) Al LS

[y frames

You can write any statement that refers to
this web site and click OK button.

Note: the web site address is added to
favorites list, when you click on any link in
favorites list, you can load the web site.
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Achhwnity

Activity (6)

Discuss with your group about "organize"
command in favorites list, then write your
remarks:

ANNANANNNANND

. With your group do the following
~ 1- Type tourism in Egypt in the search box

== ( taurism in Egypt
\
el oeflas | dadhl el gat | Al Al peas el

4

JouasS3uj

- 2- Click on the "<& button.
- Write the search result number

--------------------------------------------------------------
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[T B 0 3_};‘_3;;“ il i 0 gg_,!ﬂ u_'l @ |

e —
(1) i ysimal c@n Egyptoe 1c88-cc v+ Jsm o (}!D g

Sothuaatl | & coaall dad gad B Ta a pd) dallh RGN e Gy dana

M Glo giai  jga way
ﬁ [l,;,__q!” tourism in Egypt| Google
—

[ dsieall e ot |-EQYPE Travel Tours, Vacations, Ancient Egypt from Tour Egypt

Eqypt Travel, Tours, Yacations, Ancient Egypt, Culture, History and Egypt shopping
gl lagas - Haia Laai - e tOUre gypLnetf - 22k

[dsesll o o | -EQYPE Ministry of Tourism Offices from Tour Egypt

Eqypt Tourism ofices from Egypt Ministry of Tourism presents Taur Egypt, the Official
... Egyptweb site on Egyptian travel with information on Eqypt travel

dgahivn laies - Basa Lo - i toUre gy p.netftourinfo, htm - 36k

[ s toureeypt. et o ll e 133 ]

[dsieall o ot | -EQYpt TOUrism Met
A guide for tounists, including information on hotels, cruises, attractions, restadrants, travel

... agencies, and transportation. Also includes an activity
ied iy ol sdis - ey dau - wnatet toniriem ennet nati - 24k

Achivity

4 - Follow any link in the search result

5 - Navigate the web page you load

| 0 Internet

L o q(‘ﬁv W ;.: -

~  With your group compare between all
";‘ search results numbers in the previous
e activities.

o v

_ (0000000 | wmmmen-.
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Use a keyword in a search. h
Don't use a single search word!

Normally you should use two (or more)
words or a short phrase rather than a
single word when using a search engine.

Try to use unique words that directly
relate to what you are searching for.

For instance if you are searching for
information about tourism in Egypt then
search for "tourism in Egypt", not just
tourism, which would include all the
tourism in all over the world !

- Write the search result number

In the search box type " tourism in Egypt" ,
using “ ”quotation
P

Compare between this search result and the
results of the last two searches.
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%

X * tourism in Egypt” - === Google - Microsoft Internet Explorer, |:||E”z|

File Edit Wiew Favorites Tools  Help 'E.'
A s . ; - T [

Qe - @ - [¥] Bl @0 Prsewen Jeroons @ (2- 1z B~ [ E B

Address @ http: /fwenw . google. com, egfsearchrhl=arfq="%22+tourism-+in+Egypt Y2 24+ 2bnG=%08%A5%D8%A D% D8 %AB+Google V| Go Links *

GD(ngC |Gl+" tourism in Egvpt v GoRS v &2 ~ D E‘ ~ 9% Bookmarksw @Dblocked "‘?Check - ¥ @Settingsv

A danall ot

ol o sana  gsre ey

22 () tounsmn ey (GO og'le

J\ adaiee (O dapell 4l Heiie (O el 8 @l

— ——
Mdﬂ 1. "tourism in Egypt " oo e o e e ‘w -

"m0 et JE e R returm o0 e dereal dlell dlas e g i

[imasl o oo 5 | -Egypt Travel, Tours, Vacations, Ancient Egypt from Tour Egypt
[ds kings, queens, monuments; dive the Virual Red Sea; or

use the hieroglyphics converter. Official site of the Egyphan
gl o - Bas daws - touregypt.nets - 22k

Follow The link of web site Egypt:
Nubia in Modern and Ancient times.

] EGVDt Nubla |n Modem and Ancienttimes

ient Mubia in Egypt

Address ‘;é F;étp:Htouregypt.netihistcricale;;aysfnubia.htm7 sfnubla htm 11k
Google [[Gl+"tourism in egypt” v GooG® D B ~ 1% Bookmarksw~ &5 59 blof 2% Check| Bt (v ERLY
Nubia

_ Nubia is located in today's southern

'} Egypt and northern Sudan. The modern
| inhabitants of southern Egypt and

-~ ¥} Sudan still refer to themselves as

* | Nubians. They speak the Nubian
language as well as Arabic. Thousands
of Nubians from the north were forced
! to relocate from their endangered
homelands to be resettled in Egypt and .
"} Sudan. This land has one of the i *
harshest climates in the world. The

.
]

Using “ ”quotation symbols to narrow
your search :

If you search using two or more words
such as tourism in Egypt , then often a
search engine will go off and find all the
pages that it knows about relating to
tourism , Egypt and tourism in Egypt. :

This could include tourism, travel, hotel
,news of tourism, not just tourism in "
Egypt. \

Sometimes you would be Dbetter 's
enclosing your search phrase with '
guotation (") symbols. This will then
mean that you want to find the exact
phrase that you have entered. Thus if '.
you search for "tourism in Egypt”, it's ,
easier than not using the quotes.
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http://touregypt.net/historicalessays/nubia.htm
http://touregypt.net/historicalessays/nubia.htm

If you want to search for only images !
what do you do ?

Ac‘ﬁ‘ﬁw e = = e ‘*

~ With your group discuss about how do yo\ij
~ . search images of Egypt?

|8l & Google 3=l - Microsoft Internet Explorer

File  Edit Wiew Favaorites Tools  Help

Quk - ) [¥] B @) POseach Sioravones @ (- 12 - KEH B

Address |a http:ffimages. google. com. egfimghprie=UTF-G&ne=UTF-g&hl=ar&tab=witg= V| Go Links 2

Guug[c“(:]'v" kourism in Egypt" ,\P‘_-|G0 GRS+ @+ D B~ % bookmarksw EHoblocked % check » 2> () Settings

Goco gle

M&Mi J_,_,_‘,H‘f‘_b_ﬂ ” V\ |

]

sl p el sl \
sl A pall oo Y gad SY1 el :
1- Click on Ls= to
search only images

J__'._ﬁ.“".ﬂ -L'L:-_.;.n_:...-u pE g

. m= .
sestuetr et sl g e || (Egypt

sl [yr Zamall G Ladll

sl A el OF Ssd 5 ne Egypt in the
search box

3- Click on "_Jgall (2 cag) "
button
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sl [ aidl Caadl
Cbluid

AL

(gt ) (ot | | =1 (G00gle

(ot dpshull i) Eqyptos oooe

the search result
number

Address |é] http:{fumw. joytravelonline. comfegypt.2.large.jpg |1
bo lC “GIVegypt V‘ Go < @ @ 3

e B

q@ﬁvi"d — -

A— Egyptsvgpng

¥ A0 Ve

-

With your group save sdme
pictures about Egypt in the folder
"my Picture".

community is nere...



Acthvity

1 - With your group do the following:
- Search about education in Egypt .
you write in the search

- Follow some links in the search result
- write two links

2- In the search box write
education in Egypt
The search result

number is e 2T S
.................... el gl || anddee | eduction n Egypt

/ \

education in Eqypt = €& Jlsaput 0y Sl

3-In the search box write
"education in Egypt "
the search result
number is

sl dogane e cug
el BU [y gl | gl e | | “education in Egypt"

{10 capsiudl gl )Wpt"oﬂ AT Mmoo ) el

a3 Aol gt returm o) e

Jpg ‘l _..l Y.

A
Egypte lezend op260jpg  image002 0013 .gif

~dlobalc
by gbS Py y 240 T g€ 1 - s y 363 eod ey S et - dﬂﬁl)(3DDi Cudy g
whaewy. Dxfarnnovib.nl wewrwy 15802005 org. uk english. people. com.cn

4- Compare between the two search results
numbers.
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With your group do the following:

1 - Search about the information and pictures about
“tourism in the red sea".

3 - Follow any link in the search result.

4 - Copy atext into the clipboard.

5 - Paste from the clipboard into a new document.

6 - Save the document in a file name “the red sea”

[imadlew 0 ] -TED Case Study Hed Seq

Coral reefs at risk: Trade & Tourism in the Red Sea, and its threat to the environment.
... General Information Legal Cluster Bio-Geographic Cluster

dgdine < shua - Hass daws - e american ed i TED redsea. htm - 35k

icaaleoin oo i ] -Hed Sea & Gulf of Aden tour the redion
Tourism in the Red Sea is a flourisTimmmiag with ever increasing capacity _as thossher
... oea lures tourists Bath s Tascimating nature and climatic

dpddin el cdia - Eass dews -y Unep. chitegiorlseasimaindpersgafrediour. himl - 22k

et abiasiay Sudan
E] ht v Bl HEities for
Coogle [Clvtaurismintheredsea” % Goo G D) B » €9 BookmIksw [Si59blocked > () settingfiarked by

hddress |@ Rtkp: v, unep.chiregionalseas/mainfpersgaredtour  html

HOME MAP UNEP

Tour the region

Jordan
Saudi Arabia

D SEA & GULF OF ADEN
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7- Add the URL web site to the favorites.
8 - Search for the pictures of " fish of thered sea"
9- Save some of the pictures in the folder "my picture"”

3 " fish of the red sea” - &= Google Sosall - Microsoft Internet Explorer
File Edt Wiew Favortes Tools  Help

@Back = @ E] @ f_{b l"}:‘)Search E‘%’Favnrites @ @v :'_} = [J ﬁ .a

Address I@ http: ffimages.google. com. egfimages?svnum=10&um=1&hl=arfn="%22+fish+of +the+red+seate2abnG=":08%A5%05% \'*_| Go

HEIE

>

Links **
GﬂﬂgltHGiv" fish of the red sea" V|GD “RS+ @+ O ﬁ v ¢ Bookmarksw glnblpcked | T:,?giheck i @SettingSv
A il s
bl dege e o
sl (5 il Sl "fish of the red s

] T ==

=4
+ Google
= i
4 [-,f\éﬁmldﬁl'@edsea " e i q'-lymf-g"@ gy e

g 3 e Bl o retum 0 e deally el s Ao g daa

i
WLy
ey
epices jpg PADI LogoGP3ljpg poster 11 jpg id09 jpg
by b ¥ - Jutly 180 12s by ghs ¥ - (Juy y 350 vU4 abi gl V7 - a0 202 tes axbigle ro - duf 197 Yoo
whnw. 1 destination. com whnnw subsinal. com wrar. subsinal.cam wanewy. |eaveanlybubbles com
oyl gy ma |

[ wnane subsinal. com

Mext

Preview Question :

e What is the E-mail ?
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More information

More information:

Each search engine has different criteria for ranking
search results.

You can narrow your search quickly if you use:

1- Use lowercase and uppercase in text
Note: some search engine may give a different search
result.

2- Boolean Searching

Use Logic Operators such as:

AND

OR
Google recognizes the Boolean AND,OR, operators (it
must be Capitalized).

- Use AND Google automatically uses “AND” , Search
results must contain all words joined by the AND
statement

- Use OR between words to search for synonyms you
choose, e.qg., vacation Cairo OR Alex, Search results
must contain at least one of the words joined by the
OR statement.

- Excluded Words:
using - excludes search results with
a particular word or phrase
Example: bass -fishing
The search results about bass that are
not related to fishing.

Condition Search in Google
AND Cairo AND Alex
OR Cairo OR Alex

Excluded Words | bass -fishing
Exact Phrase "cat dog"
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Remember:|
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d. E-mail address definition.
e Determine elements of the

mail.

e Create E-mail account
through (English and Arabic)
web sites.

e Sending and receiving an E-

mail.
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Aim

To give the student the main concepts and skills
of the E-mail.

After completing this lesson, you will be able to:

Understand the E-mail concept.

Understand the E-mail address definition.

© © ©

Determine elements of the mail.

©

Create your own E-mail.

&2 Sending and receiving an E-mail.

81
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(Electronic Mail) is the exchange of
computer-stored messages and optional file
attached by telecommunication.

Sending and receiving messages
electronically.

You can send mail to:
- A single recipient.
- Multiple users.

E-mail Address definition:

An E-mail address, known as an e_address
(from electronic address) or simply as one's
email, identifies a location to which E-mail can
be delivered.
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Determine elements of the mail:

With your group,
determine elements of any

e m ail.
< ) T
& (2) e

-

A

(3)  eereeeeeee e e eeee e,
(B) e,
(5)  wereeeeeeeeeeeeeeeeeeee e,

8

{ We can say elements of any mail are:

|
)

- Mail address.

- Mail box.
Sender details.
Receiver details.
Message.
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ﬁere are some notes that you must consider when?.
you create or use the E-mail:
1- The basic requirements for any website that
allow you to create an E-mail account are similar .
2-The interface of any website may be changed and
the administrators can modify the interface of
Wépsite.
3- The steps of creating an E-mail account shown in
this lesson are a guide for you.

You can use these instructions to have an E-mail
account at any website that provides E-mail services.

File Edit Wiew Favorites Tools  Help \,
3 N . —~ f o~ A — il
¢ 4 oA 3 : [ o 24
Q- @ A G Lo oo @ -5 8 KB

Address IE http: fflogin.live .comflogin, srffid=2&sve=mailfchid=243258msppjph=18&w=900&F s=1&lc=1%_lang=EN V| B o | Links ?
Google [Clv vfGo o > 3 Bookmakse Eh3blocked 5P Check v % Autolink v () settings =

|
| Home | My MSN | Shopping | Money | People & Chat Search _.—_) A
msn* Hotmail

|
‘ What's new For Free Hotmail? M5N Hotmail

New to MSN Hotmail? Signin to Hotmail
A smarter way to email — FREE!

® Get enhanced security for your emaill
Help keep your inbox: free from contamination. With powerful spam Ffilkers and
enhanced virus scanning & cleaning. Password: | |
Forgot vour pazsward?
¢ Easily connect & share!

Send & receive e-mail from any \Web connection. With a huge 1 GB inbox and the
ability ko send up ko 10ME files or photas.

E-mail address: |

* Exnpress yourselft () save my e-mail address and password
Have fun personalizing e-mail to friends & Family, With unique emoticons,
signatures, background choices, fonts & layout styles.

- () Abhways ask For my e-mail address and password
Sign Up e ,

Sign in using enhanced security

(%) Save my e-mail address

arrmz of Use
@ Dane B Internet
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Show previous screen then, discuss with your
teacher the following questions :

What is the purpose of the following part?

E-mail address: |

Password: |

Forgot vour passward?

{1 Save my e-mail address and password
(#) Save my e-mail address
{1 Always ask For my e-mail address and password

Sign in using enhanced security

New to MSN Hotmail? J

A smarter way to email — FREE!

» Get enhanced security for your emaill -

Help keep vour inba: Free from contamination, With powerful spam filters and ]
enhanced virus scanning & cleaning.

» Easily connect & share!

Send & receive e-mail From any Web connection, With a huge 1 GB inbox and the /
ahility to send up to 10ME files or photos.

» Express yourselfl
Have fun petrsonalizing e-mail ta Friends & Family. With unique emaoticons, ¢
signatures, background choices, Fonts & layvout styles,
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Creating an E-mail account:

2 Microsoft Onl E-mail solutions - Microsoft Internet Explorer

s Hep
| @0 POsexch Sizrones @) (3- 5 & - ) K3

ks >

> L)
v 6ol v T3 bookmuksw Bh3blocked P Check v '\ Autolnk v () settings v
~

Entertainment

tions
art e-mail opltians

MSN
Hotmall Fre‘ Homail Plus |

Learnmore g

Learnmore &l

Fle Edt View Favortes Tools Help

Q- © W @B Lo foroots @ -5 B -[JK B
YRR Ty e e — —
Google (G~ viGou B v L2 Bookmarkse Epabtiocked ‘P Check v Autolink +

Getlitfree s

Overview | Features

Enhanced protection

Get the free e-mail service with virus scanning and
cleaning, plus advanced filtening to help keep
junk e-mail out of your inbox.

Easily connect

Send and receive e-mail from virtually any
Web-connected computer in the world.

Express yourself

Use unique emoticons, signatures, backgrounds,
fonts, and layout styles,

Inbox Storage
A1 GB inbox of online storage space.

| Click for quick demo |




———

O T——

Note:
- When you click into "Get it free"
button, will appear the next form that split
some sections, each section have a title,
now we will fill this form:

-y

3

[
|

| —

First section: Create your E-mail address: ’

Create your e-mail address

County/Region; Ml Type the name that you want to appear
before the @ symbal (for example,

Emaladdress: | |ghotmailconk ~ YOUMame).

The address can contain only letters, . )
rurnbers, periods {3, ryphens (-, or Get help with this section

underscores (),

Privacy for residents of the Buropean Union

Check Availability

You must choose Country/Region and
write E-mail address.
Note:

- This section is very important.
- Write E-mail address under

conditions and you can get a
help if you need.

JjouasS
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«  Fill the following form:
- Choose your Country/Region. e
- Write your E-mail address. ’
@ - Check Availability of your E-mail ’
address. .

Mail

Create your e-mail address

v| Type the name that you want 1o appear
before the @ syrmbol (for example,

Country/Region: | Egypt

The e-mail address yourname),

sama_ahmed2004@hotmail.com is

awailable, Get help with this section
E-rmail address: |sama_ahmed2004 @hotmail.com

Tip: Add another word, such as your
The address can contain only letters, favorite color or your pet's narme, to your
nurmbers, periods (), hyphens {-), or e-mail address. Example:

underscares ). exampleblue@hotmail.com

[

Check Availability

Second section: Create your password

- Write your password
and confirm it (at least six characters) .

Create your password

Passward: |

The password must contain at least six
characters and is case sensitive,

Passitord Stl'erlgfﬂ: Wik Medium Slrong

Retype passuiord: |

88
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7 YeynivI-——

< Write in the pervious part your password e

~ : .
. and confirm it.

Third section: Create your
password reset options:

Select "Question" and enter your
answer, you can write another E-malil
address (Option).

Create your password reset options

Question: | Select One

Secret answer: |
Five character minirmum; not case sensitive

Alternate e-mail address: | |
Cptional
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- Fourth section: Enter your account
~information:

Enter your account information

First narme; |

Last narme; |

Gender: O Male O Female

Birth date: |Day | | Month v |

Constitent Country: | Select One v
Postal Code: | |
Time zone: |Select One v

[ 1 awn ar wark with & small business
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Fifth section: Type the characters you
see in the picture:

Type the characters you see in the picture

Picture; (\@KCQH}\KJ

The picture containg 8 characters,

Characters; |

- e ’

Actiwnity

_—
Li/

box into the text box.

Rewrite the following characters in the picture

——

Sixth section: review and accept
the agreements:

1. This Is a Contract Between You and Microsoft.

This is & contract between you and Microsoft Corporation (located at One Microsoft \Way, Redmond, WA 98052-6399) or,
hased on where you live, a Microsoft Corporation affiliate. We will refer 1o ourselves in this contract as either "Microsoft,"

"we" or "our." You are an individual person, or you are an employee or other agent of an entity on whose behalf you are
accepting ... Read, save, or print the entire service agreement by clicking on the links below.

« Microsoft service agreement

« Microsoft online privacy statement

o accept the terms of service, click I accept. Clicking " accept” means that you agree to the terms of the Microsoft service
greement and privacy statement. You understand that you are creating credentials that you can use on other Windows Live 1D

dvertisernents and periodic member e-mails, If you do not agree to these terms, click Cancel,

[ | Accept ” Cancel ]

ites and services, you agree o receive required notices from Microsoft electronically, and you agree to receive targeted

Read aareements and click "I Accept" button.
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Mail

sama_ahmed2004@hotmail.com is ready to go

2007 Microsoft Corporation. All vights reserved. | Terms of Use | Privacy Stakement

When you register your E-mail successfully,
will appear next screen:

Wielcome, samal You can use your new e-mail address whenever you're ready.

Press continue button.

From next screen about "Free Newsletters &
Offers", you can select the topics you need.

2 FREE Mewsletters & Offers - Microsoft Internet Explorer EFEx=
File Edt Wiew Favortes Tools  Help ar
- B ; |
@M'\J debf’mH(FWQH ﬁm' J@ﬁ
2 ______fmmnw-wiﬁqmzwwsmrsalm v EYeo ks
vlco o B ~ o sockmarks~ [Bh3blocked | ‘8P Check ~ 4 Autolink = ¥ () Settings =
MSN Home | My MSN | Hotmadl | Search | Shopping | Money | People & Chat | Sign DUt 2}
ms'.' ~ HOtmalI Today Mall Calendar Contacts Oipitic
FREE Newsletters & Offers
You select the areas of inberest and MSH delrrers newsletters andfor offers dinectly to your inbox! These are maled to
Hotmad Members pericdically, and can be discontirased at any time.
Newsletters MSHN Featured Offers
Sedact the newsietters from MSN and our parkners that MESN continuoushy searchés for special discounts with: selact
interest youl merchants, then notifies Hotmal members who have indicated
i interest in related bopics?
AT =) [ apparel & Accessories
Lu.-um:‘gq& ul;-ga [ Teen appared [C] Womer's Apparel
everyt you s i
Family need to ereich your [0 Men's Apparel O] Fitness Appersl
O learningdlife o further your o, [ vids/esbyMaternty [ Lingerss
Wioaill Fined Fresh idess, Jeveshy B Watches L B Desigrer
special offars, insider tips, o o B Reidd
aned enare. (31 1] Entact ninmant Ry
< ' >
&1 B Internst
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When you load hotmail web site, you can ente
your E-mail address and password in the following
screen:

File Edit ‘iew Favorites Tools Help

Ot @ MA@ P foreet= @ -5 ©

Address | ] httas flogin.live. comlogin.srf7id=28sve=maiiicbid=243258msppiph=18tw=S006f s=18lc=18_ang -
vGo B v % Bookmarksw Eh3blocked I Check » () Settings~
. ~
Home | My MSN | Shopping | Money | People & Chat _ - B

msn " Hotmail
‘What's rew For Fres Hotmal? MSN Hotmail Inbox Storage is now 1 GBI

NEW to Ms" Hoh'l'lail? Sign in to Hotmail
A smarter way to email — FREE!

® Get enhanced security for your emaill
Help keep your inbox free from contamination. With powerful spam filkers and

E-mail address: s

enhanced virus scanning & cleaning. Password: |sesess] |
Fao L=18]2 SWOT:
= Easily connect & share!
Send & receive e-mal from ary Web connection, With a huge 1 GB inbox and the.
ability to send up to 10MB files or photos.

Then press "Sing In" button.

T TT—
You will get the following screen:

.

i@usj@:ﬂau |

23 MSN Hotmail - Today - Microsoft Internet Explorer [-_|[E|f?|
File Edit View Favorites Tools Help ﬂ

O - © L]l:]’:‘zpmmﬁ?mes =B8-LJK3

nddva:-shﬁfnnﬂbylﬂ?fdb&ylwmmﬂmn e 52 %:2d0000%:2d0000%2d0000%2d000000000001 v | [ Go

/G0 - {:mmv gnsuodul "% check ~ ' Autolink ~ () settings~

MSN Home | Travel | Hotmail | Sports | E-Learning

msn H otma |I - Calendar = Contacts

get a beautiful

From my contacts: 0(0) d

Mo new messages from contacts, Add people to your
| Conkacts.

N ekematasr 0@ thy hair

] Opening page http:/jrad.msn.comfADSAAChent31 . d7GetAd=aPG=HOTH4BATF=_NEWBAP=1089... ® Irternet




Complete:
(1) Number of messages are: ............ :
(2) New Messages refer to

If you click "My Messages" link, the computer ’
will display your "Inbox" mail as follows: s

Qe - O - ) 8] 0| Poomch rfevetes @] (- 5 B[ @
Address I@ht_tp:HbleSF_d‘bay109.hotmail.msn.com;’cg\-bin_J‘HOTMa\L?&curmbux=DDDDDDDO%2dDDQD%ZdDDDD°{a2dDQDD%ZdDDQDDDDDDDD1&§=S4afaaﬁdc452dlfgdeﬁﬂdaffaﬁfﬁ?sbcsbbcj GD |Lihks

Y! - 2] | seachieh < 2 e @ @ el - Qtyvabont - Prersonck « fyGanes - s + »

6% 15K Hotmei - Inhax
MSNHome | Travel | Hotmail | Sports | E-Learning M

msn Y HOtmail : Today | Mail = Calendar = Contacts

Cony
 dMew = | X Delte | ER 2unk | EFind | % Putin Folder = | £ Mark As Unrsad )
<« Show me mail from: | Everyone -

S R . subject Ivbate | Sis
—

"
Get more starage [ O
with Hotmail Plus & r

r

ahmed elansary welcome Mar 4 2KE

Learning & Life Mews. ., 2/27)07 Issue; 5 Careets for Job Security Febz7 KB
Folders

[ Inbox (3 «
(& Junk E-Mal 3 Messagels), 3 Unread
Drafts

Hatmall Staff Smart Ways to Get the Most from MSN Hotma.., Feb 25 KB
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Read the last message:

Ble Edt Vew Fgvortes ook Help
Qb + O - 1) @) ] Hsewch cravores &[0 W3- [) @

wnsla]nu; 1ty 109Fd, bay 109.hotmad msn. comycgi-bin/getmsgmsg=3535808C- TAND-481 1-AAZ4-23DSFOTEIDA st art =

¢ =) searchwes <] 2 - @~ @ | CoMal + @ty Yool + W Ppersonals + .gm,-

From : | ¥ | K| Eatnbox
Sent : Sunday, March 4, 2007 10:51 AM

To sama_ahmedZ2004@hotmal, com

Subject : welcome:

H., sama

Then complete the following statements:

- Subject of message is ........ccceveiiiiiannnnnn.

- E-mail received from............ccocceviiiinnnnnnn.
(Write E-mail address).

L

A ettty

- e

Replay previous message and send it as
follows: ——

Qs =) - 1@ D] Psewch Sirwvomes £ (5= L @ =1
idgw_luim e 6C-7 ?mluqau AA24-ZIOEFOTESOATE st mOfderm2 S | ]
X7 - e 1| Semchwebl-| 7 - @ @ | CIMai = Dy vohool = @ Personas.

' pasrd Hotmad < Reply

ravel | Hotmail | Sports | E-Learning i.:m

Today | Mall  Calerwdar Contacts

Toselect from oo Favorite
Contacts creste Favortes in
o Conkacts)

V'V VUV VV VUV

> =

>Diate: Sun, 4 Mar 2007 00:51:05 -0800 (PST)
>

>Hi, s¥Ta

>

™ Copy Message to Sent Folder

L) pere
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| When you send a message, you will see this
~ screen:

a e plo
Eile Edit Sier Faworites Tools Help

€ Back ~ 3 - [=] [2] l:_’h | ) Search 7 Fawvorites el @v & - [ -

Address I@ htkp: f /by 109Fd . bay 109, hotrmail . msn. comfcgi-bin/premail 7435

SF - o ~| | searchweb |~ | 2 - &- @
“® [MSM Hotmail - Sent Message Ca...
v = ave a

a O 1gn Duk

2 Mew Message | EE Mew appointrment | Mews Conkack

Return ko Inbox | Return to Message

Your message has been

Add To Hokrmail Contacks
sent Eo:

—
—

o ? Feturn ta Inbox | Return bo Message

Dowverload FMSK Messenger ko see who is online, exchange
instank messages, and more!
MSMN Exclusives

N Send e-mail messages to several people ak once
= Find wour Soul make with Mailing Lists
= Beauty Tips

o Invade the Kitchen EI - CC;;IE:;EGT:DDS;;W” cuskom mailing lisks,
o Check Ouk Your Horoscope

= Sawe Lime by sending messages ko
several of your contacts ak once

ahmed_slansaryz002@yah. ..

= Kﬂ(‘ﬁv 3¢

(1) Send a message to your friend.
(2) Sign out from E-mail.
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(1) Write (¥)) or (%) for each of the following statements:

Sending and receiving messages electronically:

(2) Create another E-mail at www.yahoo.com web site.

You can send mail to a single or multiple persons.
www.hotmail.com is an E-mail address.

Elements of E-mail are the same of elements of
traditional mail.

All web sites can be used to create E-mail.

The e _mail address can contain only letters,
numbers, periods, hyphens, or underscore.

The password of your E-mail is stable, you can
never change it.
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X1

Preview Question :

o Write the names of the web sites that allow you create
free E-mail with Arabic language:

More information

You can know more information about registration in
E-mail in "Hotmail" through Overview and Features
tabs from previous screen.
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~

Remember:' .
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e Create E-mail account through Arabic
web sites.

Sending and receiving an E-mail.




Aim

To give the student skills of creating E-mail
from Arabic web site.

After completing this lesson, you will be able to:

Create E-mail from Arabic web site.

© ©

Sending and receiving an E-mail.
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There are many Arabic web sites that
present free E-mail services. We will
use: www.maktoob.com, when you
see the following screen:

Help

eBack ¥, O B @ é pSearch *Favorites @ 8' ; B - D &

Address | ] hetpsffomm.maktoob.com
; : = @ = a Q

Jlosl 2laj Sl sLst S0
MAKTO0h
English Interface . Lgiso (oo plef Jaas 1050 0] oo Yo0A 6,1 _—
Gyl b LESo J=z| (18R 3o + ) Tooll oplnd TO

e e

File Edit View Favorites Tools

-~

g5 Ay mall (o &los atgbluo vl Skype
Iyl sl St

el Joet

2300 Bals wi (p995) 30l poll

— ety

_‘

-
=D

+
Wizl

1L S ez padoas 4 .
. S i € . el
sia b B lgoVl alg; e o]

® Internet

To create an new E-mail account click "dJdsaa",
you will see the following form:
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http://www.maktoob.com/

n Inc.: Arabic/English Free Webmail, E-Cards, Chatting, Business, Voting, Shopping, G - Microsoft I...

Favorites  Tools  Help

=] B @@ ) search ' Favarites €2 =- & M- ;5

[/ {ldap . maktoob, comfnewregfregister_ar.php?page_name=&maktoobfield=mail v| GO

P ST RN PR | R |

| LM| Sgul el

| m‘l| salflll gl

il

[+ o | telEul sl

@maktoob.com | samaahmed2004| MLyl L Jasodl ponl
C_dal(-Yal(a- . B ale e, ) Jasall ooyl 5o

[enenns t eyl ] EalS

(Caps Lock) 11 53 sléb] o 535t ot @yt din

|...... | Dol A0lS Esls] *

weemoad | BB Ol L LSS
|semsem[ | Dol Bl d c g 151 5,305 F

Lg il ULz e gl dol$y 83555 EolS EleT sbryll

Dt wedapll

[T R TR w PO 4] A Y |

wpid| iloglen | 4]

I m- 1984 st ®

e

iulﬁ

G Bl | o oo Cals A5

o e Helfasf H;vi

‘1med_elansary2002@yah00.com| 257l oSl g sl syl
Al ol

il gds gLl

52 sy S5l Bl fslb sy
tealogl gpall 53

o U el 2 o8 o 38 L ol sl

B bl i il Al 58 gl Esilgall g dosll il il G= a0
b5 Y]
LU AT 6050 bl eshle ayg ob J Py 'I} e

alay

daas Tl 1ha =

oo b Bl ole Jgandl pleg wgto deatat 9 dnsill B8 oo 58l cul " 5ll" ol hival ayzzny

Lizo ol — Aonll 4,316 ~ wgiSo pogas
Makkooh, com Inc 7+ oy @ dbgisen bodxl

L

a [ [ (R [ -'Internet
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-

el q N
P o [ SN
s Ctivity—= -
~« Enter your data in the previous form.
<« When you finish, will see the following
- screen:

2 Maktoob.com Inc.: Arabic/English Free Webmail, E-Cards, Chatting, Business, Voting, Shopping, G - Microsoft I... |

File  Edit Wwiew Favorites Tools  Help

eBack - (‘) B @ @ pSearch *Favontes &) @- & (<] D B 3

Address @ https:ffidap.maktoob. comfnewregfregister _ar, php?page_name=&maktoobfield=rmail&mm=bdfdfbcafa s | [=ta]
=l
LI M
&)y L0
= MAKTOOb

samaahmed?2004 Ual rodeass) o) ddae

[~ ] S8l vyl Lede Lsons modme 2051 ed e Gl el hpm(;l.gélgzll-
g feseaall Lsladsn, gieiol e fgsell oloasised] samaanme

s Logs I L =N )

samaahmed2004@maktoob.com

Ugeamll o8 afy5 s 5] cogife e iy g Sl aongy U

Vol il coiuloee prmaiSl) o Hgoie ols

[ ot ol Bmdd] o] J e al] i ]

o Il pis By oS 1 il s S 1] txiladl gl el Bl Sl
A el e June 3, 1984 SEMmSern
. . Lol M
e 05 A ede Aoy S0 Josodl clde Wied giSo ced clony ede Balsi sss

a Done | | | | | é ‘ Inkernet

<« You can activate your E-mail From
~ thefollowing screen:

A Ly 585 SUlhy M3l o ge 2l Slsse LLge olell ibs,s use 505 oy

File Edit View Favorites Tools Help
Q- © [N @ G Lo Frroae @ 3- %[ K 3
Address @ http:ffwww.maktoob. comf?language=ar&mm=5118d3b913 .V| Go
1Y )] o] ez i Yl ko Sups B A
1 . P R =y : =
i & w @ 27 ® R &
i & . ‘) I I - =
Jlosi 2l3) sol Lt > = iays Slao S E
°
" MAKTO0b
English Interface . wgiSo (sls olsi Y [EPRRRSEIIN EXEW-R b L -S| —
il Aizdo wgiSo Jwx| (@VEYA 380 + ) Yool oyulpnd YO 2l
| dT]Tal~
WeiSo Jad ¢
welgly Alws il Lo Ulo Skype
St
. st
2390555)s5u01 psull
plily wiadl
8 U1 slo 8319 830 5 st
830 alimdil yla i ey Webo 208 ras WA 239 gl £
sy ot @
& Internet
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Show the following screen, then fill the next -
table:

File  Edit \View Favorites Tools  Help

oBack - @ E @ @IpSearch iﬁ?Favor‘ites @I @v %

Address |@ hittp:ffweb? . makkoob, comfmaktoobmailwelcome tmm=0256638act ivated=1&nolimit

Now... / . cards a\

in all Eqypt cities
Maktoob Mail Home
Menu | (A)rnew messages in your Inbox
B Inbox 1000 MB email storage
.ﬁ....‘;qm!’???.. ——
2 ndaresses | msY Hotmail and YaEIOOL
¥ Search Let Maktoob get your Hotrnail &
2 settings Yahoo messages for you,
?’_-"_'__E_olders
! Hotmail
¥ Yahoo!
T
| Tresho
[ < — |
<51 i
] Error on page.

(1) What is meant by each of the following items ?

ltem Meaning

Inbox

Compose

AN a

Trash

VUL

£\

(2) How many new messages are in "Inbox" ?

\

Jouadojug
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follows :

Address (] maktooh

When you click on "Inbox" link from the previous
screen, you can see your message in "Inbox" as

A Maktoob.com Inc.: Arabic/English Free Webmail, E-Cards, Chatting, Business, Yoting, Shopping, G - Microsoft I... [E il‘_“|
File Edt Wiew Favortes Took Help

Q- O HEG P o @ 3-5 8 UK S

113644852

o i
MAKTO0k
s
poall
:_5::' Maktoob Mail Home User: umu-lrmn-dzﬂﬂ“_ll.gs_qg_ﬂ
Menu II'Ib_OH Messages 1-1 of 1 First | Previous | Next | Last
% s (putin roider ] ) (Belei)

(]

'D Compose
S addresses

] mete A

Subject Sender

Maktoob Team

@ Date
09:07:02

Size
15K

% Search
e Settings
& Folders
¥ Hotmail
¥? Yahoo!

Spam 0
Trash 0

1 P
&

[Putin Folder w|[put] [Delete] [_ReportSpam ]

-

Messages 1-1 of 1 First | Previous | Next | Last

® Internet

To read any message click on message subject.

Subject

Date of message

Message From

Message To

qc&viﬁ »

(1) From this screen, fill in this table:
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S qﬂav 1d >
« (2) If you want to close your E-mail Refer ’

-

to link responsible for closing E-mail

-
- 5
-
-~

You can Login into your E-mail from
the following screen:

W el S5 SLL, Ml i e 215 2ol Llse lell il 55 o0 se 50 5r 2550 - Maktoob.com Arab - Microsoft I... |:||E|[g|
File Edit Yiew Favorites Tools Help #
e Back = O E] @ f:-/l] p Search * Favorites @ . @ - .l; x |__J .ﬁ
fAddress ’TE btk f v, maktoob, comfmailflagin, php V.-| Go

o] 1 A ol v il e e mediee

74
Y MAKTOOR

sdpmr ol ool

2l E0lS

et | | |

i iyl Gl s €0

Dlwgaadl o S)loo @
CLgsadll o dalac ugin so a3l ool

o;.uSﬂJ@_.u.lq.w.w 4
gl Lo 1o o3 Ll g e

B lply €
VaBgs Conlid gl 2ol b g sl ]

~|
a Done

O Internet
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-

Enter your E-mail and Password, then L
you can see:

e

3 Maktoob.com Inc.: Arabic/English Frea Webmail, E-Cards, Chatting, Business, Voting, Shopping, G - Microsoft I... [:“E”E

Fle Edt Wiew Favorites Took Help

@Eack A '&;‘j @ @ i.,;] /“__) Search *Favorites

egse-UK3

Address Ia http:ffweb? makkoob, comjmakkoobmailfwelcome_a237mm=5291

= IR
Y s

clillag¥l

| [z55—=] samaahmed2004 1o Lo el

Aol i oy @ mdn 1

w S s

il gy

Sl iy 8 Bascr Wl ()l | SR
By s bl Yeee Byl gl ‘B
FRTRCRN _:’ﬁ_

ll | ,E[]..-’.ﬂ. i

Yusiool ymsn¥ Hotmail i B
Jols o J o vie b g paly sle dgy Tl e Y
s [pES 5'5_

Gl &

o 3 W

e
* Qe
* Dhlopn

@ a

refrlgef-étor
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(1) Compare your E-mail in Hotmail & maktoob:

ltem

Hotmalil

Maktoob

Size

Steps to Create E-Mall

Sending & receiving

Expire date

(2) Send a message from your E-mail in maktoob to your

E-mail in hotmail.
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ext

Preview Question :

Can you keep your e-mail address in your browser?
(Yes / No) '

More information

You can create Arabic E-mail in: www.ayna.com.

Remember:
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Describing the meaning of SMS.
e Receiving email by SMS.

e Sending email by SMS.
e What is MMS?

e What is WAP?

e What is GPRS?
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Aim

After

© O © ©

©

 im—

To give the student the concept of SMS Messages

completing this lesson, you will be able to:
Describe the meaning of SMS.

Understand the Receiving of email by SMS:
Understand the sending of email by SMS
Know the data that can be sent and received
through SMS ,MMS, WAP and GPRS.

Know how the messages can be sent?

112
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Describe the meaning of SMS:

Mobile telephones are a relatively new
technology.

SMS (Short Messaging Service) is an
option available on the vast majority of
mobile communication networks.

What is SMS? SMS (Short Messaging
Service)is a system that allows 160-
characters text messages to be passed
to and from mobile phones using the
control channels.

This means that the text
message can get through
. even when a call is in
f :iaf;% progress. SMS does not go
directly to the destination,

but you send it to a
message center, which

sends it to the destination

as soonas there s
\ available capacity. J

\
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You can send cards ,pictures and
customized ring tones as well as text .

In the message settings menu, you may '._
find the option of sending messages as '
fax or email , as well as text and other !
formats. These systems allow the user to !
send and receive email by SMS. ,

Receiving email by SMS:
some networks will provide you with
an email address associated with the mobile
telephone, and you can then send and |
receive messages using this email address. ;

Customers of all mobile telephone "
networks can use these services. You
choose a name ,and get address.
The service can only send the first 160
characters of each email, due to
the limitations of SMS, but as most email are
relatively short , this is usually adequate.



|
|
|
|

a e OS]

e

— i
ety

Sending email by SMS

You can not send an email by SMS
directly: you have to send it to a gateway that
will convert the SMS to email format.

The gateway provider will convert the text
into an email format and send it to the
recipient. They can then read the email
through their computer software and reply.

The reply is then converted into a format
that the mobile telephone can display and is
sent to the telephone.

115
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The data that can be sent and received are
SMS MMS, WAP and GPRS.

What is SMS?

SMS is a SHORT MESSAGE SERVICE that
allows you to send and receive text. Your short
text messages may contain up to 160 characters.
If your mobile is switched off or out of range your
messages will be stored in the network and
delivered as soon as possible.

Consult your mobile manual on how to send an
SMS.

What is MMS?
MMS is a MULTIMEDIA MESSAGE SERVICE
that allows you to communicate with long text
messages, graphics, video clips and sound files. So

basically you can send a picture that says a
thousand words — or the thousand words.

Consult your mobile manual on how to use MMS.
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What is WAP?
WAP means WIRELESS APPLICATION
PROTOCOL or WIRELESS ACCESS
POINTS.

It’s a standard for applications that use
wireless communication. Basically WAP
allows your mobile to connect to the
internet and download text, sound and
graphics. The world’s mobile internet sites
are known as WAP-sites.

What is GPRS?
GPRS stands for GENERAL PACKET
RADIO SERVICE. It is a technology that
allows data to be transmitted and received
In packets. With GPRS you can be
connected to the Internet at all times.




How can messages be sent?

Messages can be sent either

- Through a modem, using a dial-up SMS center.

- Through the internet, using an account with an
internet SMS center.

- Through a mobile phone attached to the computer.

How could the messages be sent?

The messages can be sent through an internet
connection or directly through an attached mobile
phone.

If a mobile phone is attached to the computer, the
contents of the inbox can be downloaded and
stored in folders.

Short Message Center:
Store-and-Forward

Function in
Centralized
Core Network Ernvironment
p—
Centralized SMSC \
___.;.—

...MscC | MSC

Mobile X Sends

SMS to Mobile Y Mobile ¥ Receives
Short-Message SMS Short-Message-
Mobile Terminated

Mobile Originated
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Answer the following questions:

1- What is SMS?

4- What is GPRS?

(7
000000000000000000000000000000000 00 ,\
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_More information @

You can get more information:

e Use search engine to know more about SMS ,
MMS ,WAP ,GPRS.

Customer sends MMS to Recipient{s) receives HTML
an e-mail address formatted e-mail

®

i\,
D4
MAIL SENT

-

——

Recipientis) replies to e-mail Customer receives reply
as text-only MMS
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e Changing the Web browser Home Page.

e Displaying or hiding images on a Web
page.

~)'\\l

community is nere...
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Aim

To give the student some of the concepts of
Internet Options .

After completing this lesson, you will be able to:

€

Change the Explorer home page.

©

Display or hide images on a Web page.
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To change your Explorer home page

Your Explorer home page is the page that
appears every time you open Internet
Explorer.

If there is one page to visit most, you can
make it your home page so that it appears
every time you start Internet Explorer or
click the Home button on the toolbar.

= 1 - Go to the page you want to appear
« Wwhen you start Internet Explorer such

- as the www.moe.gov.eg

< 2- On the Tools menu, click Internet
< Options.

<

IS uUuaASJug
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A pdaslly 53 65155 &3 50 o3 ¢Ss Lin 50 - Microsoft Internet Explorer
Tools
Mail and News
Pop-up Blocker
Manage Add-ons...
Synchronize. ..
Windows Update

-

‘Windows Messenger
Show Related Links
Sun Java Console

Internet ¢

o) it o =
A Gl el b adladl (9% Gl el g 4 i 4 )09 a5
Al sl 3 Oleall Al (gaiadl salS faad sagadi
pad A 2l (96 (g Amanaall 48 ekl A5 A8 g S AW
st ) 45l il il 3l 1851 A5 s kil A Ty Taagas
Ml ety Jardl g fabl s A5 Al waa Slea) e b 3

Joih AalS

) vou to change settings.

3- Click the General tab.

Internet Options

General | Secuiity | Privacy | Content | Connections | Programs || Advanced|

Home page
% “Y'ou can change which page to uze for your home page.
Addiess:

[ Usze Current ] [ Usze Default ] [ Usze Blank

Temporary Intemet files

Fages you view on the Intemet are stored in a special folder
for quick viewing later.

D

[Delete Cook_ies...] [Delete Eiles...] [ Settings... ]

History

The Histary falder containg links to pages you've visited, far
quick access o recently viewed pages.

Days to keep pages in histony: Clear History

[ Calors... ] [ Fants... ] [I__anguages... ] [Accgssibility...]

L QK. J[ Cancel ] Lpply
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4- Under Home page, click Use Current
button.

) Internet Options : :
‘- 1 General | S ecurity || Frivacy " Content " Connec tions || Frograms ” Advance dl

JSuUuaAS3uUI]

Hame page
{ Ej. ‘v'ou can change which page to uze far your home page.
‘ é:L | >SS: \EEp i oe, 0o, e
[ Uze Current t J [ Uze Default ] [ Usze Blank. J
| Temporary Internet files

<y Pages you view on the Inkernet are stored in a special folder
! & Y for quick viewing later.

[Delete Ceekjes...] [ Delete Files. .. ] [ Settings... J

' ‘ Highary
The Hiztany folder containz links to pages you've wisited, far
quick access to recently viewed pages.
Daps to keep pages in histary: Clear Histary

« [ Caolors... J [ Fonts... ] [ Languages... J [Aeeessibility...]

J L Ok J [ Cancel ] [ Lpply J

d Click on the OK button to close the dialog box

ot e e . -
& | it
Discuss with your group the following:

Q)

'1 Reopen the browser.

« -The URL of the Home page of the
~internet Explorer is

~ 2-Click on the Home button “*' in the tool baf

‘)‘ - The URL of Home page of the Internet
_Explorer is
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To turn off graphics to display all Web
pages faster

By default Microsoft Internet Explorer will
automatically display any images within a

Web page. You may choose to turn this
feature off to speed the loading of Web
pages.

1. click Internet Options. é
S 2
2. Click the Advanced tab. -

I Internet Options
@ e

Settings:

[

[ Always expand ALT text for images
[ Move zpstem caret with focus/selection changes
Browsing
Always zend URLs az UTF-8 (requires restart]
[ &utomatically check for Intermet Explorer updates
Cloze unused folders in History and Favornites [requires restart)
Dizable script debugaing in applications using Intermet Explore
Dizable zcript debugaing in Internet Explorer
Display a notification about every script error
Enable folder wiew for FTP sites
Enable Install On Demand [Intemet Explorer)
Enable Install On Demand [Other)
Enable affline items to be synchronized on a schedule
Enable page transitions
[] Enable Personalized Favorites Meru il
I | b3

REEROROE

| A

[ Restore Defaults

L 0k ][ Cancel l Apply
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Activty

- -

3- Scroll down until you see Multimedia, clear
the Show pictures check box

Internet 0O ptions

| General " Security || Privacy " Content || Connections || F'ru:ngramsl fdvanced | I

Settings: |

E} Microzoft Wi |

Dizplay Java Applets Blocked dialog n
’E [l Ensklsdn omatic Image Resizing
Enable Image Toolbar [requires restart)

Play animationz in web pages

Play sounds in web pagesz

Play videos in web pages

= Srinrimage-damnload placeholders

ithering

Clear the Show 0

und colorz and images

pictures check bOX | jess bar

%, When searching

() Display results, and go to the most kel site |
4| 1] ] ¥

FRestore Defaults ]

L Ok JI_ Cancel ] Apply

4. Removing the tick next to this option will
mean that the browser will load pages, but
not display any pictures that might be
included within the pages.
e Click on the OK button to close the dialog box.
e You may have to close and then re-start your
browser to see the effect of this change. (J

’—\w-v-u-u-u-(
G

_What do you see on the browser?
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When you use this option a rectangular box
will be displayed in place of pictures when
viewing Web sites.

A pleslly o 5l 6,05 - Microsoft Internet Explorer [Z”EHE
ar

File Edit View Favorites Tools  Help

\) Bach e - D @ .’i)lj p Search *Favorites @ @' :ﬁ\; = |_J ﬁ ﬁ
fddress I@ hitkp: v moe. gov. egf v,| e
GDGg[B“G.v v|Go v By Oy bookmarksy Bh4zblocked | T check v P () Settingsw Links

-

B R I e L B

|

il 8 Aid o sl AR

Ay A i [

g | 3dl
1 Ayl | AN LT
wpariduy | e T
= A Culas alal 1 adarl s ol adantlg a5 55 5 0 R oSl s
2 gl sl d.‘l ol sl dssad salt “a'.u.au adgadl ) lalew
= ).ua.nd.‘l ,u.n.ul O08 lg vomaddl 48 Lol l_,‘.n.'. i.'.L'I ‘_g_)S).a‘;’ ; Bl Al
bl

A3 pdl c..um bl ) A e bl A TG s
aid gy Jedly il bl Ao il s Slaal s b g sl !
il d.an.nﬁ‘;'l sl fal g

g a1 Dlasadl dalga

0ol Al il 1l

i Internst
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Discuss with your group how do you display

images again in the browser?

A padaslly 30 5155 55 90 85 ¢S Lis se - Microsoft Internet

[l Internet Options

| General " Securty || Privacy " Cantent " Connections " Proglams| Advanced

&] HTTP 1.1 settings

Uz HTTP 1.1

] Use HTTP 1.1 through pros
& Java [Sun)

Use JRE 1.5.0_10 for <appl
@ hicrosoft i

Dizplay Java Applets Blocks
28, Multimedia

Enable Automatic Image Re:

Enable Image Toalbar [requi

Play animationz in web pags

Play sounds in web pages

Play wideos inweb pages
[] Show image download placd
Show pictures J

€] D %] ropusioder » ;:( Favories
———— Manage Add-
fddress @J b eMOE.T gy o
Google |G~ =
- B
H
Settings:
P
o] | el
|
@ || q
Enables you to change settings,

\

Internet Options

| General || Security || Privacy || Cantent || Connections || Proglams| Advanced

Settings:

&] HTTP 1.1 settings
Use HTTP 1.1

é Java [Sun]

@ Microsaft 'k
Dizplay Java Appletz Blocked dialog
28, Multimedia
Enable dutomatic Image Fesizing
Enable Image Toolbar [requires restart]
Play animations in web pages
Flay sounds in web pages
Play videos in web pages

L | [] Show image download placeholders
E) ¥| Show pictures —>
| Smart image dithering
£

[ Use HTTP 1.1 through proxy connections

Use JRE 1.5.0_10 for <appletr [requires restart)

[

:  Restore Defaults

Cancel ][ Apply J
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valuatior
AT

— — — —

Make the home page browser the web page of
http://www.sis.gov.eg
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More information

1- To restore your original home page, click Use |
Default button.

Internet Options

Ip General | Security || Privacy || Content || Connections || Programs || Advanced|
and Mews 3
Home page
Pop-up Blocker » .
ou zan ch ich page to uze for your home page.
Manage Add-ons. ..
Synchronize. ., Addiess: ®ermoe, orgfarabicy |

o~ N
Usze Default

‘indows Update

Use Blank

| Use Cunent |
wWindows Messenger
Show Related Links

5un Java Console

Temporary Internet files

o Pages you view on the Internet are stored in a special folder
@& N for quick viewing later.

Internet Options. ..

[Delete Cook_ies...] [Delete Eiles...] [ Settings... J

Hiztamy

The Hizstory falder cortaing links ko pages you've visited, for
quick access to recently viewed pages.

Duays to keep pages in history: Clear Histary

[ Colors... ] [ Fonts.. ] [I__anguages... ] [.&ccgssibility...]

[ ak. J[ Cancel ][ Apply ]

2- If you wish to start the program with a blank page,

click on Use Blank button.

Fle Edt View Favorites Tools Help
Internet Options ? || N » —' A ‘ —
—_— _ S O O WEG P forowe @ - 5[5 LK
Geners! | Secuity | Frivacy | Content | C ions | Programs | Advanced| Address | 8] aboutiblank
Home page Google |G Vot @ B+ fr toomaise Bcobocied | % Chee
& You can change which page lo use for your home page, — - -
Address: |sboutiblesk |

Use Curent Uuﬁefﬂg | g I ) >

Temporary Intermet fles
[ Pages you view on the Intemet are stored in a special folder
Y for quick viewing lster.

[Delete Cookies...| [ DeleteFiles. | [ Settings. |

History

The Histoty folder containg ks to pages you've visted, for
quick access to recently viewed pages.

Daystokeep pages nitoys (3965 [ Clos ity |

[ odors. J[ Fome. ][4 ] (Accpsstity. |

(_ox J[ conca J[ ooy |

S
=

i@usj@iu I
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<
More information

4- If you wish to use another starting page,
enter the full URL into the Address box.
Click on the OK button to close the Internet Options

dialog box.

5-1f the pictures on the current page are still visible after
you clear the Show pictures check box, you can clear
Play animations, Play videos, or Play sounds check

boxes.

mun lty is here...
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Part - Sran GDeets - Exel

-
22 Total Sales by Store Total Sales by Region

Store |z Sales L2 Region Sales
S 313765 West @s 1718258
107,140 South Qs 534,389
- Midwest @$ 1,009,268
Os 990,431
$ 4,162,346,

~. ‘= @ Gardening @ Eled
\' Sporting @ Hou:
AGames

- 7] &=
Lo .




Gapter & Invoncdonto Sorea sheel

Introduction to Spread sheet .
o What is Microsoft Spread sheet?

When to use Spread sheet?
Load Excel
What is a Workbook?
Navigating In a Workbook

= Using a mouse.

= Using a keyboard.
Cell Contents

= Text

= Numbers
Entering Data

Editing Cell Contents

o Saving a Worksheet
o Closing and Exiting Spread sheet
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To give the student the main concepts of Spread
sheet.

DjBsiyes

] [+ | =) e S i - e D | =
| Codal orrl] cer2) Giedl Quw sl Tata

S2capital . 35000 4.-;1'1:‘31—;;:.‘?“%. ] R S
Sales (Gross) a o w2 4 &00

{ 1] £ L : [Z A00) 5500

| L= R 400

|2afcest of Goods Sold a%‘ mo ol

After completing this lesson, you will be able to:

know What is Spread sheet?.

Know When to use Spread sheet?.
Load Spread sheet.
Know What is a Workbook?.

Navigate in a Workbook.

Move the Cell Pointer.
Use the mouse.

Use the Keyboard.

Enter data.

Save a Workbook.

Close and Exit Spread sheet.
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|

x
|

| users to create worksheets that store

What is Microsoft Spread sheet - Excel?

Excel is a popular spreadsheet program
designed for use on a personal computer.

Excel files are known as WORKBOOKS which
contain sheets that are composed of columns
and rows.

The intersection of a column and row is called a
cell.

Each WORKBOOK, by default, contains three
sheets. It may contain more sheets. Excel is

used for calculations, and information can be ] !

placed on a sheet in a table configuration. Excel | =
provides many functions that aid in calculations. |
Excel also provides a variety of charts you can J
use to present your data in chart form. The l
default name of your Excel file (or workbook),
until you save it with a name of your choice, is &
Book 1.

Excel is a spreadsheet program that allows 2

iInformation in workbook files. The built-in L ;

\ functions allow users to create and edit | §
' formulas; copy and move data; format |
| worksheets; and set up worksheets for printing. \ §
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Text, numbers, or mathematical formulas can be
entered into the cells. Formulas are entered in such
a way that changing any of the numbers they reference
will automatically update the calculated value.

When to use Spread sheet- Excel:

1-Whenever you're doing work that involves
calculations with rows or columns of
numbers.

2-An electronic spreadsheet makes your
task many times easier. As soon as you
change any numbers on your
spreadsheet, any calculations that use
those numbers — for instance totals - will
be automatically updated.

3- You can automatically generate charts in
a variety of formats from data in an Excel
spreadsheet. Your chart will automatically
be updated when you change your
spreadsheet data.




Open Excel:

1. Click the Start icon button on the Taskbar.
2. From Programs menu select Microsoft Excel.

[atpeor

Sharteut ko DM

L@

(&7

E Shortcut ko SAME
H E Micrasaft Office Wor

<{ Acrobat Reader 4.0

ifindows Media Play

All Programs  §

! ¢ °
Cooperating with  your
discuss the interface of Excel :

i Micrasaft Office

) ROt

@ Sakhr Educational Programs

@ Startup

@ Symantec Client Security
@ ‘Winamp
) WinRaR

jcrosoft Office £
Micrasol ice xcea@ Wirdi

“H S0 FREE M35 From efusic!
‘ Intermet Explorer

@ Outlook Express

r: Remate Assistance

() Windows Media Flayer

-

-

-

I 0% rew %
@ Micrasoft Office Taols

Microsaft Office Access 2003

B3 Microscf
Perfarm cakculations\
spreadshests or Web |

Microsoft Offics
Microsaft COffice OOk 200
Microsaft Office PowerPain: 2003
Microsoft Office Publisher 2003
Microsof: Office Word 2003
e w

[ﬁ‘ Log Off |6‘ Turn OFf Computer i

group™,

! Teacher can split students into groups.
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What is a Workbook?

The Excel Desktop has a multitude of
toolbars. There are certain toolbars that
appear by default when you open the
program.

- Menu bar.

- Standard bar.

- Formatting Bar .

- Formula (or Function) Bar.

The Formula Bar displays the contents
of the active cell. It includes text,
numbers, formulas, and functions.

1.

ﬂ
—

Title Bar Maximise [ Minimise |
Menu

Restore buttons *
Toolbars \_ﬂ
[ Et Wen ot Fqmet Tk (2 Wi b

;:‘::HD & EEI.F“ mﬂ*ﬂ"? » O |‘! LAY ﬂ'|:jl‘||m- gl
|
—

iy - B0 EEAE PR, UL EE B4
4] ﬂ .|
Name box i B n\ulE F @ | H | | ] K LT
1 :
12
—| 3| Active Cell Formula Bar Column Headers

Row Headers

X CC
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AClve Lell (A cell tTnat IS selected , 1 he AC TV
CELL is marked by a bold outline.

Active Cell
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Navigating In a Workbook

At the bottom of the workbook window
(where the sheet tabs are located) are a
number of controls you can use to move
from worksheet to worksheet within a
workbook.

Four tab scrolling amow buttons

044\t et { e

Note

Use the four tab scrolling arrow buttons
in the lower left corner only when you
have more worksheets in a workbook
that can be displayed at once.
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& Actviy e
- From the sheet tab, Click on the "Sheet2",

What happened?

- From the keyboard press "Ctrl" + "Page
Down" buttons.
What happened?

- From the keyboard press "Ctrl" + "Page
up" buttons.
What happened?

Moving the Cell Pointer

To enter data into a cell or to change a cell's
contents, you must first select the cell by
moving the cell pointer to it. This can be
done with either a mouse or the keyboard.

Moving the Cell Pointer Using a mouse:

- Scroll the Workbook window down or up or
right or left to reveal rows that are not
initially visible.

- Move the cell selector to a cell displayed in
the workbook window, Click on the desired

cell.




Activity
By using mouse activate the following cells
with addresses C3 , A7 , E6

3 - T

I R -




With your group try to use the previous table,
to move the cell pointer.
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To move the cell

pointer: Action:

To the beginning of [HOME]
the current row

To the first cell in the | [CTRL] + [HOME]
worksheet (Al)

With your group try to use the previous table,
to move the cell pointer.
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To move the cell
pointer:

Press:

To the last cell in
the current column

[CTRL] + [DOWN
ARROW] |

To the first cell in
the current row (if
the direction of the
worksheet from left
to right)

[CTRL] + [LEFT
ARROW]

<—

To the first cell in
the current column

[CTRL] + [UP
ARROW]

T

To the last cell in
the current column
(if the direction of
the worksheet from
left to right)

[CTRL] + [RIGHT
ARROW]

; < With your group try to use the previous table,i{;’;%?
- » to move the cell pointer. ==




Activity
Using the keyboard, activate the cell
pointer such that it addresses C3, A7, E6

Cell Contents .

Cells can contain one of four specific types of
values: text, numbers, dates and times, and
formulas.
1- Text
Text is any combination of numbers, spaces,
and nonnumeric characters. All cells that
Excel considers to be text will be left aligned.
In the following example, these entries would
be treated as text:
158A4S (this has numbers and letters).
587DER (this has numbers and letters).
10[72 (contains a non-numeric character).
123 456 (contains a space).

2- Numbers (Values)
Numbers include the numeric characters 0-9.
By default is right aligned in a cell.

3- Dates and Times
Excel stores dates and times as numbers.
When a date or time is entered into a cell, By
default dates and times are right aligned in a

ceII.|
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=,

To type a time based on the 12-hour clock, type a space '%
followed by AM or PM (A or P) after the time. Otherwise, 1
Excel bases the time on the 24-hourclock. For example, if ll
you type 3:00 instead of 3:00 PM, the time is stored as

I 3:00 AM.

Entering Data:

Data can be entered in the sheet by typing
text or numbers in the selected cell and
then pressing the Enter Key or one of the
directional arrow Keys.

1. Click the cell where you want to enter a
text or a value.

2. PRESSING the Enter Key or one of the

directional arrow Keys.

B2 v X e mingty
C
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Type the following:
e Names in Cell Al
e Birthday in cell B1
e Telephone number in cell C1

b
Birthday

Editing Cell Contents
There are several ways Excel allows you to edit cell
content:

* In-Cell Editing

» Function Bar Editing
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In-Cell Editing

Allows you to edit the information right in the
cell itself.

To do this:

l

1. Double-click the cell you wish to edit (or
pressing the F2 key). The insertion point
appears within the cell .

2. Make corrections. You may use the mouse
pointer or the arrows ,HOME , and END
keys to position the insertion point where
you want. You may also use the
BACKSPACE and DELETE keys to erase
unwanted characters.

3. Type new characters if necessary.

4. Press Enter to accept the edit, or press
ESC to cancel it.

!  Code
32capital | 35000
dSales (Gross) 35100
Ufcost of Goods Sold 35201
doforossPrott 300 g L
Sloross roftabity 30300 20 3% SR
31fFixed Costs .f'm””--, T
JofNetPrott .~ 33300 12 '
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Aty

e Enter your data (Name, Birthday and Tel
No.) in cells (A2, B2 and C2).

e Enter other data of your group in the
following rows.

e Enter current timein cell B9

E15 - e
A, E c D

1 Mames Birthday Telephone
2 |ahmed 02021991 22895445
3 zaid 01./01/1991 24597163
4 mohamed 17/031991 145278596
5 mostafa 10041991 | 55749621
B saide 05/04/1991 14557425
7

=]

9 11:15

10

Saving a Worksheet

1. Click the Save icon button & on the Standard
Toolbar.

. Select the disk drive and folder that you wish to store
your file in.

. Type the new workbook name in the “File name" box

. Click Save button. The new name appears in the Titl
Bar.
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. Closing and Exiting Excel .

Closing a File

To close a workbook :

1. Click File on the Menu Bar and select Close.

2. Alternatively, you can click the Close button
(X) on the upper right corner of the worksheet
window (this is the lower and smaller of the
two buttons marked with an X).

Exiting Excel

To exit the program:
Click the Close button on the Excel program
window Title Bar (the upper and larger of the two
buttons marked with an X), or click File on the
Menu Bar and click Exit.
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With your group do the following :

- Save the current workbook with a file name ” CV" in
folder "My Documents".

- Type your remarks:

Preview Question :
Can you insert a column or delete it ?

Open Microsoft Excel Help to get more Information .




Remember

Term

Definition

Workbook

In Excel, a workbook is the file in which you"
work and store your data.

Because each workbook can contain many
sheets, you can organize various kinds of
related information in a single file. By default,
all new workbooks contain three worksheets.

Worksheet
(Spreadsheet)

Worksheets consist of cells that are
organized into alphabetical labeled columns
and numerically labeled rows and are always
located within workbooks. They are used to
list, organize, and calculate data.

Information can be linked from one
worksheet to another in the same workbook
or in different workbooks.

Cell

Cells form where rows and columns intersect.
To refer to a cell, enter the column letter
followed by the row number. For example,,
C15 refers to the cell at the intersection of

column C and row 15. \

Active Cell

A cell that is selected.
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Actions

To:

Use this procedure:

Scroll the Workbook window
down (to reveal rows that are
not initially visible).

Click on the down arrow on
the Vertical scroll bar to scroll
row by row, or press and hold
down the mouse button with
the mouse pointer positioned
on the down arrow to scroll by
several rows. (You can also
scroll by several rows by
dragging the scroll box or by
clicking in the scroll bar itself.)

Scroll the Workbook window
up (to reveal rows that are not
initially visible).

Follow the procedure for
scrolling the window down.
Only use the up arrow on the
Vertical scroll bar.

Scroll the Workbook window
to the right (to reveal columns
that are not initially visible).

Click on the right arrow on the
Horizontal scroll bar to scroll
column by column, or

press and hold down the
mouse button with the mouse
pointer positioned on the right

arrow to scroll by several
columns.
(You can also scroll by

several columns by dragging
the scroll box or by clicking in
the scroll bar itself.)

Scroll the Workbook window
to the left (to reveal columns
that are not initially visible).

Follow the procedure for
scrolling the window to the
right. Only use the left arrow
on the Horizontal scroll bar.

Move the cell selector to a cell
displayed in the workbook
window.

Click in the cell.
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- Selecting items techniques.

- Inserting row(s), column(s), and cell(s).

- Deleting row(s), column(s), and cell(s).
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Al

To give the student the skills of Insert and Delete |
worksheet(s), row(s), column(s), and cell(s).

Dhjpstyes

After completing this lesson, you will be able to:
2% Understand the purpose of selecting items.
2% Inserting row(s), column(s), and cell(s).

2% Deleting row(s), column(s), and cell(s).

EXCEL
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~ You can insert blank cells above or to the left of
the active cell on your worksheet, shifting other
cells in the same column down or in the same row
to the right.

5 17:00 Arablc Scien
B 18:00 Arabic Scien
W - 19:00 Arabic Scien| © htcelsriaht
a
g

Inserk

{0 shift cells dowen

(®Entire row!

20:001English Engli§ ~&ie coiomn
10 21:00 Math Englis
22:00 Math Math

[ Ok ] [ Cancel

You can also insert row(s) above and column(s) to
the left of the active cell on your worksheet.

& | e | ¢ | o | E | F | &6 | H |k

Time Table

Sun Mon Tue Wed Thu
17:00 Arabic, Science English Matis

1
2
3
4
5
4
7
g
]

18:00 Arabic Science English Maff

19:00 Arabic Science Arabic Mat] o shire celis right
20:00 English English Arabic Scig O shift cells down
21:00 Math  English Math Scig OEntwerow

22:00 Math Math Math Scie

Notes: When you insert cell(s), row(s), or
column(s), keep in mind that the maximum size
of a worksheet is (65536) rows by (256) columns.

You can use MS-Excel application to
prepare "Study Time Table" through one week
as an example.
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= Activity

Write "Time Table" in "B2" cell, and "Sun" in "C4".

You can insert other days you can pick it from
"Custom Lists", just type the first element "Sun"
in a recognized custom list, grab the fill handle at
the lower right corner of the cell, and drag the fill
handle to accommodate your data.

E3 Microsoft Excel - excel-lessons

@ File Edit Yiew Insert Format  Tools Data  Window  Help

EHRES GV E S B F9-C-8

| &4 | 45 100+

: arial 16 < |Bl]s U |EE]=[E] 4 -] S 8| 2 =
B2 - £ Time Table Merge and Cente _
A 1 8B | ¢ | 0D | E T F ] H 1]

Time Table

Sun Mon Tue Wed Thu Fri S5a

With your teacher, enter first time "17:00" in cell
"B5", and fill Series to "22:00" in cell "B10".
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save data under name "Time Table" in "my computer" folde

L

Activiy -

Write first value in a recognized series, as

shown in the following screen:

s B 3 D E | F G H |
2 Time Table
3
4 Sun  Mon Tue Wed Thu Fri Sat
5 17:00 Arabic Science English Math  History English
; 18:00
7 19:00 Arabic Geography History  Math
i English Science
g Geography
10 Math  Math  Science English
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N

You can fill blank cell shown in the following
screen using the fill handle to extend the series:

A e | ¢ | o | E | F | 5 H | 1|
i &
1] Time Table
3
! Sun  Mon Tue Wed Thu Fri Sat
f 17:00 Arabic Science English Math  History English
b 18:00 Arabic Science English Math  History English
1 19:00 Arabic Science Arabic Math  Geography History ~ Math
; 20:00 English English Arabic Science Geography History  Math
g 21:00 Math  English Math  Science Geography Geography
1l 22:00 Math  Math  Math  Science English  Geograph

On the standard toolbar, click the Save button
to save your changes.
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Selecting items techniques are very important
skills to perform some tasks in MS-Excel

application such as:

- Inserting and deleting row(s), column(s), and

cell(s).

- Copy or Cut operations.
- Format row(s), column(s), and cell(s).

The following table will help you to select
items in the active worksheet:

To select

You can

A single cell

Click the cell, or press the arrow
keys to move to the cell.

A range of cell

Click the first cell of the range,
and then drag to the last cell, or
hold down SHIFT while you
press the arrow keys to extend
the selection.

An entire row or
column

Click the row or column heading.

Rows or columns

Hold down CTRL key while you
click the row or column headings
of other rows or column that you
want to add to the selection.

Entire worksheet

Click the whole sheet button.
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= (‘fﬁ«ACﬂVlty

Look at this screen:

’
‘l D3 - & English -
o a |8 | c | D | [ F G H [
( |1
2 | ime Table
- 3|
( 4| Sun Mon Tue Wed Thu Fri Sal
: 5 17:00 Arabic Science English Math History En:
— 18:00 Arabic Science English Math  History En:
7 19:00 Arabic Science Arabic Math Geography History Ma
= = 20:00 English English Arabic Science Geography History Ma
%i 21:00 Math Math Science Geography Geography
10| 22:00 Math Math Math Science English Geography
11
: O
ﬁ
1
W4y [, Tirme Table %, Sheet2 { Sheetz / < X ;
(1) Join:
The Refer to selecting
number
1 Active worksheet
2 Entire column
3 Single cell
4 Entire row

(2) Draw a circle around the place that is used to

select the whole sheet.
(3) Select range A4:H10. :
paj e[ o JETE ] 6 [

Note:

e To select nonadjacent cells,
select first cell or range and
then hold down CTRL key
while you select the other

Time Table

Sn Mon Tue Wed Thu Fd
Arabic. Science English Math  History

cells or ranges.

To cancel a selection of
cells, click any cell on the
worksheet.
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18:00 Arahic. Science English Math  History

19.00 Arabic Science Arabic Math  Geography History
2000 English English Arapic Science Geography History
2100 Math  English Math  Science Geography Geography
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You can edit your study time table through adding
or deleting time, this task require inserting / .
deleting cells on a worksheet. 1

As example: To add new time "19:30".

- Selectthe row or cellin "= = - l@" rorma: fools pats
the row above which you JI = =
want to insert the new row, 2 cobmns
"Click a cell in row 8". i M| chert...
Note: 2 J& | Function...
. . 3 Mame »
e You can also right-click the | . >
selected rows and then | © 17:01@ woetric. o e |
= n 1 g : — ;
click "Insert” on the |, 19:00 Arabic Science 4
shortcut menu. g 120:00 English English
g 21:00 Math English
10 22:00 Math Math

e To insert multiple rows, Insert
select the rows above which
you want to insert rows. Insert
Select the same number of () shift cells right
rows as you want to insert.
from shortcut menu select
"Insert..." then "Entire () Entire: row

row". () Entire column

0] 4 ] I Cancel
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Activity
e Insert new column Between column "G"
,"H" to type any remarks.

Time Table

Sun  Mon Tue Wed Thu Remarks Fri
17:00 Arabic Science English Math  History
18:00 Arabic Science English Math  History

19:00 Arabic Science Arabic Math  Geography ‘History
20.00 English English Arabic Science Geography History  Math
21.00 Math  English Math  Science Geography Geography

10 22:.00 Math  Math  Math  Science English Geography

< > With the help of your teacher, write the steps in
. the text box to add three times in Monday as
{'} shown in the following screen :

-

— =
; )= - Eis
Iy a | 8 [ ¢ [P Put in order
2 ( ) Select "Shift cells down"
3 command.
4 Sun 'Mon
5 17:00 Arabic.  Science
. 18-00| Arabic ( ) Open shortcut menu.
7 19:00 Arabic
5 20:00 English ( ) Select range (D6:D8).
3 zgzgg ma:: gcie"“’ ( ) Select "Insert"
10 . a Cclence
11 English command
12 English
13 Math
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Activi
With the help of your teacher, insert new
worksheet as in the following screen :

- With the help of your teacher, Rename the
four worksheets to become (First week,
Second week, Third week, Fourth week).

~

/- Copy study time table from first week to
another worksheet, and do editing for your
new time table.
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Activity
With the help of your teacher, Delete "H"
column from second week worksheet.

£ Microsoft Excel - excel-lessons

Edit | Wiew Insert  Format Window  Help

Undo Twping ‘Remarks' in H4 - Ctrl+2 E J |
Cut Chrl+% E |_“ 4] b7 - | Eg % | L. iy o A .
Copy CrHC
Office Clipboard. ., G

Tools  Data

fe Gk fr 3 5

Paste Chrl+y

Paste Special...

Fill
Mo
Scil
Sci
Sci

Clear » U Remarks |Fri
Delete ‘;tﬂry
story
ography|
En{ . ograph History
Eng v ograph Geograpt

W 4 » ¥ second week / third week [ forth week /7 |¢ — B

Delete Sheet

Find... Chrl+F History

Edt iew Insert Format Tools Data  Window Help

ET '«wmmﬁs-mwgw

Cut

4| Copy

=t [ o [T e [ F ] 6 | H
Time Table

Paste Special...

Insert

Mon Tue Wed Thu Fri

Delete

Cear Conterts (0IC. Science English Math
WTENC, Science English Math
bic.Science Arabic Math

Row Height...

History
History
Geography History —

ish English Arabic Science Geography History
English_Math _ Science Geography Geogray
Math  Math  Science English Geograg

>Jz

Hide

q n
Unhide

n
et |

=Y
| 7% ‘ £
S lai o

"

W« v wfirst week / second week /{ third week / fortt | ¢ |
|| Read Sum=1 916666667
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Actrvaty
Delete the blank cells with shifting cells up in
active worksheet at Friday.

I F I <)
Time Table

Del Fri Sat
. English
English |
) Shift cells up E:: ﬂ:::zg m:::
() Entire row
) Entire column Lh‘y" Seography
Geography
i Ok i [ Cancel ]

| A forth week /| <€

Activity
Delete fourth week sheet, and save changes in
the workbook.

g

(o
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aluation

1 Choose the right answer:

1. Excel worksheets contain:

[a] 256 rows. [b] 30256 rows.

[c ] 3020,000 rows. [d] 65,536 rows.

2. Excel worksheets contain:

[a] 265 columns. [b] 256 columns.

[c] 3020 columns. [d] 65,536 columns.

3. To save changes to a workbook, use the:
[a] Save As command. [b] Open command.
[c] Save command. [d ] More workbooks command.

4. To change the active worksheet:

[a] click the title bar. [b] click the sheet tab.

[c] press the RIGHT ARROW key.

[d] click and drag the scroll bar at the bottom of the
worksheet window.

5. To select nonadjacent ranges, you would select the
second range while you press and hold the:

[a] CTRL key. [b] SHIFT key.

[c] CAPS LOCK key. [d] ALT key.

6. To select adjacent cells using only the keyboard, you
would use the ARROW keys as you press and hold the:
[a] CTRL key. [b] SHIFT key.

[c] TAB key. [d] ALT key.

EXCEL
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Evaluation
-

Choose the right answer:

7. To select an entire column or row:

[a] type the column letter or row number.

[b] press and hold the CTRL key, then type the column
letter or row number.

[c] click the column or row header.

[d] type the column letter or row humber in the Name Box.

@ Enter the following data about your friends:

A B C ]
1
2
3 My Contacts
4
5 Name Home Tel Mobil E-mail
& | Sama Ahmed 7952018 121144556 sama@yahoo.com
7 |Islam Saied 7940172 102536987 Islam@yahoo.com
s Seba ElAnsary 7950200 124587963 Seba@hotmail.com
s Alaa Saied 4015203 123455664 Alaa@hotmail.com
10 Alia Ahmed 4520120 105598744 Alia@yahoo.com
11

Then do the following:

e Save data under name "My Contacts" on
Desktop.

e Rename worksheet to "My friends".

e Copy all friend's data then copy frinds with
E-mail in yahoo to another worksheet.

e Add new column to "Birth date" after name
column.

¢ Insert new data of two friends in row 7.

e Delete data of "Alaa Saied".

e Save the changes
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iﬁexl:

Preview Question :
Formatting data in a previously saved table using
Format menu.

More information

Selecting items techniques and Insert / Delete
Worksheet(s), Row(s), Column(s), and Cell(s) you
can read:

e Step by step Microsoft Office XP.
e http://office.microsoft.com
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Remember

e You can use "Custom Lists" to enter data easily.
e You can use fill Series to enter data.
e You must know Selecting items techniques to perform
some operations such as:
o Insert/delete row, column, cell.
o Copy/cut.
o Format cells.
e Use CTRL key to select nonadjacent cells.
e From "Insert" menu or shortcut menu you can insert
row, column, cells.
From "Edit" menu you can delete row, column, cell.
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Al

e To give the student the skills of
enhancement the layout of the data of
worksheet.

After completing this lesson, you will be able to:

—x

—x

—x

-5

Use Excel’s Format-Sheet command to control the
layout and appearance of worksheet.

Use Excel’s Format-Column command to control the
layout and appearance of the column within the
worksheet.

Use Excel's Format-Row command to control the
layout and appearance of the row within the
worksheet.

Use Excel's Format-Cells command to control the
layout and appearance of:
o Changing the font, color, size.
Alignment.
Changing cell colors and/or patterns.
Formatting text & numbers.

O
O
O
o Adding borders.
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For a complete list of the formatting options you
must select any item you want to format (sheet,
column, row or cells), then Right-Click on the
highlighting cells and choose the suitable
command from Shortcut Menu or select Format

from Menu bar.

l 17 € Insert...
18- Delete
19:( Renarne
20:( Move or Copy,..
h 210 Select all sheets
. Tab Color...
22:0
3= Wiew Code
first w
~ 16 «||B|Z O | % cut
B 3| Copy
Paste
Paste Special, ..
Inserk
Sun Mon Delete
Arabic. Sciencg % “enents
Arabic. Sciencq o Eermat Celis...
Arabic. Science__ Column width... |
English English Hide
Math  English Unhide
Math  Math  Math |Scienc
| —
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Paste
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Condtional Formatting. .

Style...

Format | Tools Data  Window  Help Type & qu
ﬁ_‘ Cells... 17 & T . %l i
o L @y 5
Calumn “H’ Width..,
Shest RutoFit Selection
AutaFarmat, .. Hidk
Condtional Formatting. . |Unhids
| Shyle.., Standard Width, .

178

Format | Tooks Data  Window Help Type 4
A Cels.., i |, Qx4
A - @y

Column
Sheet Rename
AutoFormat, . Hide

Lnhide. .

Background..,

Tab Colar ..




Format | Tools  Daka  Window  Help

AukaFormat,.,

Conditional Formatting. ..

Style...

Tonls

Daka

2 Cells.., Crbbl | o | Q=
Row >|$[ Height..,
Column 3 | AutoFit
Sheet » Hide

Unhide:

Window

Format Cells

i | alignment || Faont

grns || Prokection |

Chrl1 ||

Sample
English

Category:

Mumber
Zurrency
Accounking
Date

Time
Percentage
Fraction
Scientific
Texk
Special
Custam

General format cells have no
specific number Format,

] [ Cancel
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You can use the features on the Formatting toolbar,

|_ simply make the cell or group of cells you want to format
| active by clicking on them then click on the button(s) you
| want to use to make your changes. The Formatting

- toolbar looks like this:

s o |87 u|SSSEs % 8 EE|H-0-A

Time Table
Sun Mon Tue Yed Thu Fri Sat
17:00 Arabic. Science English Math History English |
18:00 Arabic Science English Math History English

19:00 Arabic Science Arabic Math Geograp History Math

20:00 English English Arabic Science GeograpHistory Math

21:00 Math English Math Science Geograp Geography
Math Math Science English Geography

Ready H )

i 4 » [\ First weel) ! Second wee

Rename sheet from
First week to Week 1.

Hide sheet
"Third week"'.

- With the help of your teacher You can "Unhide"
"Third week" sheet.

- Save changes.
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Formatting sheet, columns and rows:

Sometimes, many of the items in the columns will
not fit because they are wider than the column. To fix
it, you need to use formatting column and row.

fivity
Make data in all columns appear completely in
the following screen:

 Position the mouse
cursor so that it rests
on the line between
columns "B" and "C".

 The cursor will change
to a vertical bar with
arrows pointing left
and right.

* When it does, D-click
to do "AutoFit
Selection" the
desired width

3 I f Mon
A el c bl e[ F e | H [ 1 |

Time Table

sun |Mon ITue Wed Thu Fri Sat

17:00 Arabic, Scien¢Englis Math History English

18:00 Arabic Scien¢Englis Math History English
1900 Arabic, Scienc Arabic Math Geogr Histor Math
20:00 Englis Englis Arabic Scien¢ Geogr Histor Math
21:00 Math Englis Math Scien¢Geogr Geography
22:.00 Math Math Math SciencEnglis Geography

b 0\ First week / Second o week / Forth week ¢

=

Time Table

Sun  Mon Tue  Wed Thu Sat
17:00 Arabic, Science English Math  History English
18:00 Arabic Science English Math  History English
19:00 Arabic Science Arabic Math  Geography History Math
20:00 English English Arabic Science Geography History Math
2100 Math  English Math  Science Geography Geography

22:00 Math  Math  Math Science English Geography

W 4 v n]\First week / Second wesk / Third week f Forth week
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Note: You must select any column, row or cell before
any formatting operation.

ACthltY —

<
“ With your teacher discuss and perform the s
. following skills: .

-

Action Do
- Select "C" column.
== o
|55, Paske )
Hide Sur et S - Choose  "Hide"
" " r=H In=s=rk
C Erat Ctote command from
column rat Clear Contents Shortcut menu.
EI"I! == Eormatk Cells. ..
1 ad oluamn YWrideh. ..
I"u"la'q' Hide
ek i Unhide
tt | Format | Tools Data  Window  Help | = SE|ECt " D" COIUmn.
Make | /& @ akl |Lo.@x-42(-  "Format" menu,
width of | < M.y, < | "Column”  command,
pr | E LG [ . then choose from sub
Column - Sheet ¢ AukoFit Selection menu "Width“ .
20 futoFarmat, ., Hide _ Type 20, then "OK" ]
’ Condtional Farmatting... Unhide
Style.., Standard Width...
e Columns.
,u: B | Gf | H
Hide : - Choose ...........
"D" "E" | |2 Time Table | cOmmand from
and "F" | | [ 1 shortcut menu.
4 Thu Fri
columns | |- 17:00 History
c A12-MN  KHietnrr
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| -~ Activity s

7 With your teacher discuss and perform thes
» following skills:

-

Action Do
T
Famat | Tods Daka wndow el w= | - Choose columns from
B cels... Ctrkt1 ~oax-4i | "B"to "G".
Unhide | | = :|i1;ﬂ =944, |- From "Format” menu
Calumn ] Width...
all - || s ocon select ...l
columns | wme. " command, then choose
Conditional Formatting.. . | Linhide | .............. fl"O m
Style. . Standard Width. . su b menu.
T odl
- Select row.
t | Format | Tools Data  Window  Help = Choose ............
_ﬁ‘ Celo e 7 | command from
. Row 4 I Height... 1
=T oo = "Format" menu, then
ROW : Sheet 4 Hide H
. . click on  .........
h e I g ht autoFarmat.. ., Unhide
Conditional Formatting... CO m m an d fro m
_wrclrngﬁrue—vm—rrm Fri Sat SmeenU
ic/SciencEnglis Math History Engli _ Helght Of l|4|| row iS
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Formatting cells:
The format cells menu has choices such as
~ number formats, alignment, font, borders,

patterns and shading, and protection cells.
s

- You must know that:
- Every cell has a border,
~ content and pattern.

With your teacher discuss and perform
formatting "B2" cell to be as shown:

—
A Al
B C 0 ; F ¢ H

b

=

2 Time Table )

Note: You must select cell(s) before format cell(s).
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Action

Do

Merge and
Center cells

P.Ilg nt| Faont H Border || Fatterns || Protection

Texpligrrent Crienkation

Horizontal:

Wertical: i}

Eattom v

Justify distributed
Text control
|:| Wrap text
[ Shink ta Fit

Merge cells
Right-to-left

Test direction:

e

Change
Time format

Mumber | Aligrment ” Font " Border " Patterns " Protection
Cateqory: Sample

General 5:00 o

Humber

Currency Type:

Sciuuntlng oo gt

i 13:30:55

Percentage 1:30 PM

F"?C“?'? T oo

Seientific V¥ o

Text. ViTe FM

Special -

Custorn Locale (location):

| Arabic (Egypt) v

Tirne Formats display date and time serial numbers as time values, Except far
items that have an asterisk {*), applied formats do not switch date or Hme
aorders with the operating system.

Change
"Font" format
(Font — Font
Style - Size

- Color)

Huml Font | EBorder " Patterns || Protection
Font: Font style: Size:
[arial Y [Bold [18
H Angsana Mew -~ Regular 14 -~
T AngsanalPC = |Iealic 16—
Arabic Transparent Eiold 15 B
e Eiold Italic 20 b
Underline; Color:
|NUHE e | Automatic F| [ ormal font
Effects | | Aukomatic
[ strikethrough
T separscrit EEEEEEEE,
[ subscript EEEN .li‘. u ]
= EEEEEEERN
N ‘ . EEEEEEN
This is & TrueType fonk, The same rinker
and your screen. EEO0O00mED
ERCOEENEQO
NN
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- Select cells.

- Choose "Format
cells" in the
shortcut menu.

- Check box
"Merge cells" in
"Alignment" tab.

- Discuss with
your teacher
"Orientation".

- Select range
"B5:B10".

- Select "Format
Cells" from
shortcut menu.

- Select "Time"
category and type
of time.

- Select range
"C4:14".

- Select "Format
Cells" from
shortcut menu.

- Choose "Font"
tab then, select
"Font", "Font
Style", " Size"
and "Color".




Action

Do

Add Border

Format Cells

Mone

Qutline

Border

Patterns | Pratection

Inside

bow Text

Text

diagram or the buttons above,

Line
Stle:

None

The selected border style can be applied by dicking the presets, presiew

0K H Cancel ]

- Select range
"C4:14".

- Select "Format
Cells" from
shortcut menu.

- Choose
"Border" tab
then, select
"Color", "Style",
"Qutline" and
"Inside" Border.

Set pattern

Format Cells

Murber | Alignment | Fol

Cell shading
Colar:
ho Color
AEEERERERN
EEERERERN
] EEREE
] EERR
| [mm] |
an AERN

Sample

Patterns | Pratection
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- Select range
"C4:14".

- Select "Format
Cells" from
shortcut menu.

- Choose
"Pattern” tab
then, select
"Color".




Activity
Complete the cells formatting as you
see in the following screen:

1

H v f Hry,r
A B | C | 0 | E | F | H
i
2 Time Tahle
)
K Sun Mon | Tue | Wed Thu Fri Sat
5| |07083] Arabic.  Science English IS History™ English
5 0.756 | Arabic. | Science English English
7] 07917 Arabic.  Science  Arabic -Geography
8 08333 English  English ~Arabic Science | Geography
i
0

W4 v W\ First week { Second week { Thid wesk / Forth week { My Cc[¢ i |

0.875 - English - Science | Geography Geography
0.9167 --- Science| English | Geography
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- Open File "My Contacts" file :

1

—a

L
-]

Ready

W« v v |{ Second week £ Third week { Forth week My Contacts / [¢

o - 7952010 Insert Hyperlink,
| B C | D E

1
(2
3| My Contacts
4
|5 Name Home Tel Mobil E-mail
|5 |[Sama Ahmed | 7952018| 121144556 sama@yahoo.com
|7 Islam Saied 7940172 102536987 Islam@yahoo.com
| 5 Seba ElAnsary 7950200 124587963 Seba@hotmail.com
3 Alaa Saied 4015203 123455664 Alaa@hotmail.com
10 Alia Ahmed 4520120 105598744 Alia@yahoo.com

ML

Then do the following:
e Merge cells from "A3:d3" as shown.
e Format heading of columns:
o Centered data of cells.
o Font Style "Bold".
o Font Size "20".
o Background of cells "light green".
o Add border of range.

e Make suitable format for other data in the range

"A6:D6".

e Save the changes
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Preview Question :
What is the meaning of Function in Ms excel?

Mote information

For cells formatting you can read:

e Step by step Microsoft Office XP Book.
e http://office.microsoft.com
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http://office.microsoft.com/

Remember

e For a complete list of the formatting options you
must select any item you want to format (sheet,
column, row or cells), then Right-Click on the
highlighting cells and choose the suitable
command from Shortcut Menu or select Format
from Menu bar or from format toolbar.

e All columns in worksheet have a default width.

¢ All rows in worksheet have a default height.

e The format cells option has many choices it's:
number formats, alignment, font, borders,
patterns and shading, and protection cells.

e Every cell has a border, content and pattern.
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aiptar 12 T Formont amid Fumction

o
-
) N

Formula Basics.
e Benefits to using formula.

e How do you calculate in Ms Excel?.
e Edit the formula.

e Using Cells in Formula.

e Automatic Calculation.

e More about Formula.

e Order of calculation.

e Functions SUM ,AVERAGE ,MIN,
MAX ,COUNTA.

Copying Formula.
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Al

To give the student the concepts of calc in
MS Excel.

After completing this lesson, you will be able to:

2% Formula Basics.

& Benefits of using formula.

2% How do you calculate in Ms Excel?.
2% Edit the formula.

X Using Cells in Formula.

2% Automatic Calculation.

2% More about Formula.

2% Order of calculation.

& Functions SUM ,AVERAGE ,MIN , MAX ,COUNTA.

g Copying Formula.
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Understanding Formula Basics: A
Formulas are what make a spreadsheet so useful.
You use formulas in your Excel spreadsheet to
calculate results from the data stored in the
worksheet. When data change, those formulas
produce updated results.

To add a formula to a worksheet, you enter it
into a cell. You can delete, move, copy formulas
just like any other item of data. Formulas use
arithmetic operators to work with values, text,
worksheet functions, and other formulas to
calculate a value in the cell.

Benefits of using formula:

When using a formula in your spreadsheet, the
sum will automatically change as other cell
values referenced in the formula change. This
feature is very valuable when editing or adding
information to your worksheet. You do not have
to remember to update other cells that rely on
that cells information. A formula always begins
with an equal sign (=) followed by some
combinations of numbers, text, cell references,
and operators. If a formula is entered incorrectly,
an ERROR IN FORMULA message will appear.

|
!
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Actrvity =

With your group : SLM * ¥ -J A —25+3
A B C O

- Go to cell C2.

- enter =23+5 into it.
- Press Enter key or
press any arrow or
click on the green
checkmark +~ on :
the Formula Bar. C3 v f

=25+3

e L —

What do you see?

20

e | | —

When the formula =23+5 is entered into the cell C2 in
the worksheet, the contents of the cell will read 28,
while the Formula Bar will show the formula as
=23+5.

the Formula Bar will
show the formula

C2 v fe =25+3

20

Cell C2 shows the
result of the formula

= AR —
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Activity
Edit the formula Vl

Edit the formula in C2 to be =23-5
What is the result of the formula ?
The result of the formula in cell C2 equal ......

If the operator is changed to read =23-5, the cell
contents will change to read 18.

Activity el \” ﬁﬂ

Using Cells in Formula (Cell references)
We are going to add the contents of cells A5
and B5 together and put the result in cell C5

C11 v x
A B C D

- Enter value 25 In

cell A5 1
- Enter value 3 In
cell B5

2

Assume you want the content of cell C5 to
be the sum of values in cells A5 and B5, you
can enter the formula as =A5+B5 in cell C5.
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(formulas always start with an equals sign)

XV ==
B

- In cell C5 type =

- Click in cell A5

(watch the formula
building up in the formula
bar)

A

I

COUNTIF  ~| X W = ;ﬁ5+
A B C

COLNTIF
A

- Click in cell B5

L

- Confirm your entry by
clicking on the green
checkmark to the left of
the formula batr.

Instead of entering the values contained in cells A5 and B5
(and changing the formula each time those values change)
you can enter the formula as =A5+B5.
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Automatic Calculation

Make A5 the active cell
and type in 20

Confirm the entry and
notice what happens in
the total in cell C5.

Excel will automatically take the values of A5 and B5 and
enter them into the formula in cell C5. the value in C5 will
automatically change to reflect the correct answer.
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Functions

Functions are built-in formula designed to make your work
simpler and faster. .
Excel contains many predefined, or built-in functions. .1
Functions can be used to perform simple or complex

calculations. Some of the most frequently used functions ‘
are the SUM, AVERAGE, Max, Min, ........ . '

SUM Function
The following worksheet contains your degrees
and your colleagues degrees in the different
subjects. Find the total degrees for each one.

| DIz | =
A B C D

Mames  English D MathD  Since D Total D

1
2 Ahmed 25 a0 37
3 Zaid 21 17 20
4 Mohamed 27 32 20
5 Mostafa Ja 24 27
B Samir 27 28 35
7
g

To find the total of degrees of your colleague
Ahmed in cell E2:
Activate cell E2,in the formula bar

1. Type =SUM( - : : .
COLINTA j X o = =sumf

A E ¢ D0  E |
Mames  EnglishD Math D  Zince D Total D
Ahmed 24 30 37 |=sumj
Zaid 21 17 25
Mohamed 27 32 20
Mostafa 30 24 27
Samir 27 28 35
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2. Select the cell range B2:D2 , by dragging your cursor

over them.
Counta | w| X o/ = =sum(B2:02
B C D E | F
English D MathD__ Since D_ Total D __
o 25 I 37v=sum{B2:02
21 17 25

4 Moh4fed 27 32 20

5 Mostafa a0 24 27

B =amir 27 20 a5

Fi

3. type)

4. click the enter key (or click green checkmark  on
the Formula Bar).The result of formula appear in E2

200

= - | = =SUMBZ:D2)
A B - ]
1 |Mames English D [Math D since D Total D
2 |Ahmed 25 30 37
3 faid 21 17 25
4 Mohamed 27 32 20
5 Mostafa 30 24 27
B |Samir 27 28 45
ki

o
]




—
!
| E2 | = =SUM(B2:D2)
A, B C D E | F &

1 Mames  English D Math D' Since D Total D

2 |Ahmed 25 30 37 92

3 |faid 21 17 25 B3

4 |Mohamed 27 32 20 79

5 |Mostafa 30 24 27 a1

6 |Samir 27 28 35 =) |
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AVERAGE function

With your group try to find average degree of
each subject.....cceviiiii e

D13 ~| =
A B C D E

1 Mames  English D Math D0 Since 0 Total D

2 |Ahmed 25 30 37 E)
3 |Zaid 21 17 25 B3
4 Mohamed 27 20 s
5 Moastafa 30 27 o1
B |Samir A7 35 80
7

g

Activate cell B8 in the formula bar:

1. Type = AVERAGE(

2. Select the cell range B2:B6 , by dragging your

cursor over them
4. type)

bo

3. click the Enter key or
click green checkmark
~ on the Formula Bar.
The result of formula
appears in B8

= AVERAGE(E2EH

012 hd =

A B C
1 Mames  English D Math
2 Ahmed 25
3 faid 21
4 Mohamed 27
5 Mostafa a0
b Samir 27
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= Activity

With your group try to copy the formula in cell
B8 into the cells C8:ES8

| F12 | =
A, B C D E

1 Mames  EnglishD Math D Since D Total D

2 Ahmed 25 30 37 92
3 | Zaid 21 17 25 b3
4 Mohamed 27 32 20 =
5 Mostafa 30 24 27 g1
b Samir 27 35

W5 D 2B 28.8

MAX Function ACtiVity

What is the highest degree in English subject ?
The highest degree in English is.........

Activate cell B9 ,in the formula
bar: B13 < =
1. Type =MAX(B2:B6) A B
1 |Mames English D Mat
- . 2 |Ahmed 25
COLATA v X/ = 'Mﬁ&{[BZ BE] 3 |Zaid 21
4 Mohamed 27
2. Click the Enter key or C|ICk 5 Mostafa a0
The result of formula appear in | 5§  =Samir a7
B9. 7
g |AGY D b
Pl B a0
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ACHVIY
With your group try to find the highest degree
of the remaining subjects in cells C9:E9

D13~ =
A B C D E
1 MNames  English D MathD  Since D [ Total D
2 Ahmed 25 30 a7 52
3 | Zaid 21 17 25 B3
4 Mohamed 27 3z 20 79
5 Maostafa 30 24 27 51
B Samir 27 23 35 S0
7
8 AYGD 26 262 25.8 81
30 a7 52

MIN Function
What is the lowest degree in English subject ?
The lowest degree in English is.........

B13 -
A, B

1 Mames  English D Mat
Activate cell B10 ,in the formula g ?:ignelj g?
bar:

4 Mohamed 27
1. Type =MIN(B2:B6) 5 Mostafa 30
2. Click the enter key E  Samir 27

7

8 AVGD 2B

9 MAX D 30

10 [KIM D 21

The result of formula appear in B10
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With your group try to find the lowest degree
of the remaining subjects in cells C10:E10

| A3 | =
A | B C O E

1 Mames English D Math D Since D Taotal D

2 |Ahmed 25 30 37 92
3 | Zaid 21 17 25 B3
4 Mohamed 27 32 20 Fi=.
5 Mostafa 30 24 27 81
B |Samir 27 23 35 a0
7

8§ AVGD 26 26.2 28.8 81
9 MAXD 30 32 37 92

I D 21 20

Activity
COUNTA function: vl

Find The number of your colleagues in the
worksheet?

| B12 -] =
A B

1 Mames  English D Mat
Activate cell B12 ,In formula bar: 2 Ah_med 25
1. Type =COUNTA(A2:Ab) 3 Zaid 21
2. Click the Enter key 4 Mohamed 27
The number of your colleagues 5 |Mostafa 30
in the worksheet is 5 in cell B12 ? Samir 2f
Note 8 AV D 2k

: 89 [MWAR D a0

COUNTA Function counts the 10 MIN D 21
number of cells that are not 11
empty. 2 [Mo colle _5!

3
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The following table contains the temperatures recorded in
first week of April — 2007

{ Previous Maonth fpril - 2007

Q
Hi29°C | Ri30°C | Hi26°C | Hi28°C  Ri30°C | Ri29°C | Hi29°C

Find :
- Lowest degree
- Highest degree
- Average degree in this week

ext

Preview Question :
Can you present the table that contains the
temperatures as a chart ?

More information

Use the Ms Excel help to learn how do you insert
a function by the function wizard.
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Remember

A formula always begins with an equal sign (=).

Functions are built-in formula designed to make your
work simpler and faster example SUM, AVARGE,
MAX, MIN, COUNTA.
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Introduction to charts.
- Using chart wizard.

- Modify chart.
Deleting the chart.

Al

To give the student the skills of representing data in
worksheet graphically.

DjBsives

After completing this lesson, you will be able to:

2%  Create chart.
2% Modify chart options.

2%  Deleting the chart.
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Introduction to charts:

' e A chart is a graphic representation of
E worksheet data that can offer visual
t analysis of information.
. e Excel offers a variety of different charts.
l e Some chart types are set with a two-
| dimensional (2-D) or three-dimensional
1 (3-D) perspective.
% e A chart may be created on an existing
worksheet, or in a new sheet.
- o Both types of charts are linked to the
1 source worksheet and are updated when
| the source data is edited.
!

|

|

Excel’'s Chart Wizard leads you through the steps
for creating a chart. There are four main dialog
~ boxes the Chart Wizard presents to you during
| the process. Once the chart is created, you can
. access any one of the dialog boxes to edit the
chart.

t
'

Using the Chart Wizard \

!

x

209
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Activity
In The following table average temperatures
(High/Low) through months of year:

- Represent high temperature graphically
using wizard.

To create a chart using the "Chart Wizard",
use the following steps

(1) Select range (A2:B14).
(2) From "Insert" menu, High Low I
select "Chart", or 20 10
Click "Chart Wizard" 22 12
e 21 11

—1in Standard A L
toolbar. 53 18
34 21
36 24
(3) From wizard dialog 35 24
boxes, you can 33 22
complete the chart 28 18
through four steps: 25 14
20 10

M 4 » ¥ { Third week £ Forth week § My Contacts ' Sheet

Regyl’
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Chart Wizard — Step 1 of 4 -
Chart Type:

- Choose chart type and chart
sub type.

- You can click "Press and
Hold to view sample" button.

- Click "Next >".

: 2
o
= I
; ]
- —{
E H - ﬂ
s —{ |
o
Jaw  Fen mar Apr may g Sep 0ot Nou Des
Data rang
Series in
[ Cancel ] [ = Back ” Mext = ] [ Finish ]

Chart Wizard - Step 1 of 4 - Chart Type

Standard Types | Custom Types

Chart sub-tyvpe:

i WY (Scatter) Uﬂ Iﬂ I et

‘ Area

@ Doughnut 3 ILILIL ENE

@ Radar

Surface

@ Bubble ~
Clustered Column. Compares values across!
categories.,
I Press and Hold bo View Sample |

(> J (oo

Chart Wizard — Step 2 of 4

— Chart Source Data:

- Determine range of data if it
not selected.

- You can preview chart.

- Click "Next >".

Chart Wizard - Step 3 of 4 - Chart Options

Chart Wizard — Step 3 of 4

— Chart Option:

- Type chart title, Category
(X) axis and Value (Y)
axis.

- Click "Next >",

Chart Wizard - Step 4 of 4 - Chart Location

Flace chart:

() ts riew sheet: ‘Chartl ‘

Sheet]

(%) 4s ohject in

i
-

l Cancel H < Bark ]

Titles | fxes | Gridines | Legend | Datalabels | Data Table
Chart title:
High Temperature High Temperature
Category (X) axis: o
Markthes ® l
£7 B
Yalue () axis: g% -
Percent Degree| t ?: N
i L
& =
5 -
i
sEEREZ e§334
[ Cancel ] [ < Bark “ Mext » ] [ Finish

Chart Wizard — Step 4 of 4

— Chart Location:

- As new sheet or as object in
sheetl.

- Click "Finish".
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High Temperature —

Crrn

Percent Degree

Jan  Feb Mar Apr May Jun  Jul Aug Sep Oct Now  Dec -
Monthes —

14 20 i 0
M 4 v M| Third week £ Forth week 4 My Contacts % Sheet1

|
T

Look at the chart carefully, answer the
following questions with the help of your
teacher:

(1) Chart types are set with a (two-dimensional
- three-dimensional) perspective.
(2) The chart is a (new sheet - object in sheet).
Select correct answer
(3) Change high temperature at "Aug" from "35"
to"38".
Look at the chart and type your remarks:

(4) Save changes.
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T |

iThart Area

Chart Type ...

To change chart type

Modify chart:

,@|‘,

Standard Types

Custom Types

E= Bim % ¥

Chart bype:

I §-clumn

2 Fie

@: Eubble

£

Chart sub-type:

(o el

) ()| |

Ciptions

[] pefault Formatting

categories,

Clustered Colurnn. Compares values across

[ Press and Hold o Yiew Sample ]

Set as default chark

213

[ oK,

I [ Cancel ]

When you click on a chart to “activate” it, the
Chart toolbar becomes available. If the Chart

1.

-

X CC



Sounce Data

Drata Range eries

Percent Degree
cobid
-‘
H

Data range:

Chart Option ...

To change any option
about chart Title, Axis,
Gridlines, Data Labels
and Data Tables

F

Chart Location

Flace chart:

Chart Options

Axes

Source Data ..

Gridlines | Legend | Datalabels | Data Table

To change the range of
data is represented

Chart title:

|High Temperature | High Temperature

Category (X)) axis: a0
NMonthes | b oes

m 30 H H

) ais: 2 28 -

) axis ?E 2 Hn

rcent Degree g 15 4 .

l/ 20 mim

& 5] HH

L e e e LI B e s e

l

() s niew shest: ‘Chartl

E

(*) s ahict in: Sheet]

H Cancel ]

214

Location ..

To Change chart
location ...




Activity
Using the following statistic data of population

(Egypt 2006), enter this data and save it in file under
name "Egypt 2006":

£ Microsoft Excel - select insert delet. xls

5 Eile Edt \Wew Insert Formak  Tools  Chark  Window  Help

TRN=A" NERE N RNk - TN -SSR RN R I Y

: Arial 10 ~|B(LF U E==ad| dmM-~-| % % o
Chart Area = fx
A | E
1 | Rate male to female percent in statistic 2006
2 Male Female
3 21.17% 48.83%

Perform the following:
(1) Draw chart to represent previous data Using toolbar
to Shown as the followina picture:

E3 Microsoft Excel - select insert delet.xls

E File Edit Wew Insert Formak Tools Chart ‘Window  Help
R =" W = NN N == R A AR SRR X ot NN |
: Arial 0 Bz O | = == | 4 -] $§ % 0 SR 2| EE EE | i
Chart Area | i3
A [ B c [ =
1 | Rate male to female percent in statistic 2006
2 Male Female
3 51.17% 48.83%
| 4 | w
% Rate of males to Females (Statistical 2006)
— 52.00% Male
g 51.00% -
19_0 L 50.00% - o
Female
KR 49.00% - .
e 47.00% |
5 | Male . Female -
4 4 v v\ Egypt 2006/ 183, f Caro / 1= s
§ Chart Arsa A=A MR E RN |
Ready LM

(2) With your group, discuss chart then write your remarks:



(3) Change the "Chart Type" to (3-D) Pie Chart as the following:

B3 Microsoft Excel - select insert delet.xls E|E|E|
] Fle Edt Wiew Insert Format Tools Data  Window  Help Typ rhelp -« o @ X
iNEEHRASRVE %R F 908 3 -4l Z] D s
{ il -6 -[Blz u | EEIE[E] A 1-18 % o BB EWN A-g
Al - & Rate male to female percent in statistic 2006
A | B e | o [ E | F @
1 | Rate male to female percent in statistic 2006
2 Male Female
3 51.17% 48.83%
| 4 |
% Rate of males to Females (Statistical 2006)
7] \
8
9 | Female
10
11
12 Male B sl
ﬁ EFemale
14
15| a
H 4 v W Egypt 2006 188, / Caro / B3 el
Ready UM

(4) Select "Chart Option" from shortcut menu, then,

- Add title of chart from "Titles" tab.
- Select "Data Labels" tab and check "Category Name".
- Click "OK".

=

Note: Click into any "Object" of chart to select it,
and then you can do formatting on it.
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Actvity
With the help of your teacher:
-Change "Pattern" of chart area.

- Save changes.
- Close Excel application.

B3 Microsoft Excel - select insert delet.xls |:||E”z|

5 File Edit Yiew Insert Format  Tools Data  indow  Help oe s question for help 2 B X
HRRE=A" RERENEE NENEA N RN R AL RN R ey % - @ B
; arial -1 -[B]z v | =EE=[E Q-8 % @WPEEL-5-A-f ’
Al - & Rate male to fernale percent in statistic 2006
A | B ¢ | o [ E [ F @
1 | Rate male to female percent in statistic 2006
2 Male Female '
3 51.17% 48.83%
| 4 |
% Rate of males to Females (Statistical 2006) =
[ 7 | ’ 1
g
g | Female
10
[11]
12 Male B Mal L]
i W Female
14
15| g
M 4 b w}Egypt 2006 188, £ Caro / 1< I | s
Ready UM

Deleting the chart: f._
To delete the chart, just select it and press "Delete"
key from keyboard.




Open Excel application, and enter the following data to
represent it in the chart

Ed Microsoft Excel - select insert delet.xls

:1 5; » w|{ Egypt 2006 / 1ad, % Cairo / i< ST — ] Sjjg]
(1) Make Chart Type to (3-D) Column chatrt.
(2) Put the suitable title of chart.
(3) Put "Chart Location" as a new sheet.
(4) Change column color.
(5) Save changes.
(6) Close Excel application.
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Preview Question:

Excel application help us to display information about
printing data and chart.

Search in MS-Excel help about Chart.

1.

—
s

_More information

You can insert chart, modify, format and delete it,
you can read and visit:

e Step by step Microsoft Office XP.

e http://office.microsoft.com.

e You can modify chart to represent High/Low
Temperature in one chart.

X CC

-
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http://office.microsoft.com/

Remember

B icrosoft xcel - select insert delatxis

El] Fle Edt Yiew [sert Format Tools Data  Window  Help

I EHBEAEBE S e [

; hrid

-t <]z U E[E[EE @ 2 0-A E

>

Al v A Rate mals to fernals percent in statistic 2008
A \ ]
1| Rate male to female percent in statistic 2006
2 Male Female
3 51.17% 48.83%
14 W)\ Eoypt 2006 { Tk, { Caro / [¢ 3
Ready M

A chartis a
graphic
representation of
worksheet data
that can offer
visual analysis of
information.

Reteof males o Femles (Statsial 206

Reteof male 0 Femles (Stasial 206

1

01k
0Feree

Excel offers a
variety of different
charts.

ﬂarenfm!smh:a!u (Statisical 2005) .
205 Ml
0%
P00 H s 4
005 :
s |_| (sseise] |
1% T |

Male

Female

Rate of males o Females (Staitical 2006)

Some chart types
are set with a two-
dimensional

r

Rate fmale o Females(Sasical 208

i ; (2-D) or three-
dimensional (3-D) -
= | perspective. M
7 g T 0Dl ETF Gl i T R R

| NETRRIS  yn |  Both types of | | M ...,
w2 | ¢ . w@ o m| chartsarelinked | @ 2t paan
(M s | pooiiliie | tothesource liwn o el
B S ECE. p| worksheetand are || w = LRl " o
W s [l | updated whenthe |/ w —a  u I -
. w s |z WL source datais w De o i =
B e AR edited. 0 EEEE YRR
1, Dee 2 10 ) 2 0 -
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To give the student the concepts of the printing
in Ms Excel

After completing this lesson, you will be able to:
Change the page Orientation.

Scale the printing size of the document.
Change the page Margins.

Custom The Header/Footer page.

Use print preview.

Print the Entire Worksheet
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P

age Setup

printing of your worksheet.

You may wish to perform the Page Setup function
first, prior to inputting data on your worksheet.

. Select File from the
menu bar and Page Setup
from the submenu.

Excel will display the Page
Setup window.

. The Page tab
allows you to:

* Change the page
_ Orientation to
either Portrait or
Landscape.
* Scale the printing

The page setup is very important to the layout and

icrosoft Excel - Book1

File Edit View Insert Format Tools Data window Hel

O mew... Chrl+M |

[ = Cpen... Ctrlvo

Close i

& save chrbs
Save As...

I Save as Web Page...

ieb Page Preview

Print Area
[ [ &) Print Preview

| & print...

Send To 4

CtrH4-p

1 Fihall_homed Lastl abby., . doedl LS poas xls

Exit

<«

size of your
document.

.................
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Page Setup

| Margins | He:ader [Footer I Sheet |

Orientation I

Print. ..
L
&+ Portrait " Landscape

Print Preview I

& adjust ko IIDEI 5‘ % niormal siz
" Fit ko |1 5‘ pagels) wide by

1

Paper size: I.ﬁ.4 j

Print quality: | 1200 dpi ]

Firsk page number; I.ﬁ.utu

Cancel

3. The Margins Tab allows you to:
« Set the left, right, top, and bottom margins.
» Center your print on the page either vertically or
horizontally.

=2

Page Setup

Page EMargiHSEl Header/Fooker | Sheet |

Top: Header: Print. . |

Prinkt Presview |

Opkions. ..

Bokkarn: Fooker:

|2.5 5‘ |1.3 5‘ )
Center on page
™ Horizonkally [ Wertically
1 ]

\ J

(0] 4 I Cancel




Feage Setup ?”H

e T

o Page | Merpnsf: | Heacer ter) sheet:

To use Preset
Headers or

Footers click
enthe arrew. [

To ereate 3 Custam
i|Header or Footer,
click an the appro- |

priate bButton,
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ﬁ?gdit Yiew Insert Format Tools Data Window He

01 Hew. Chrh

= Open... Ctrl+o
Close

& save Chrl+3
Save fs..,

Save as Web Page. .,

Wb Page Preview

Page Setup...
Prink Area
@, Prink Preview
& prirt... Chrl+P

%end Ta

1Fall_homet Lasl bl bomdl o) pass s

Exit
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The buttons at the top of the Print Preview

screen allow you to:

-[lview the Next and Previous page (if
your worksheet covers more than one
page)

-[JZoom in to actual size and out to full

page view;

-[1go to the Print... dialogue box.

-[1go to the Page Setup... dialogue box . |‘

j -[Jalter the page Margins (these can also | :
5 be set in the Page Setup... dialogue box.

"1Close the Print Preview box and return

Preyiaus | fext |

My Cantacts

Mame HomeTel Mabl Bl
Sama Bhmed  THIAME 121144356 samayahoo.com
Blam Saied  THA0172 102336387 Ielamiyahoo.com
SbaEldreary  THI0200 124347563 Sebahatniail com
133 Saied 4013203 123455664 Alaahatmal o
Mig Bbmed 4520120 105338744 Aliafyahon som
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Printer

Mame: ||:~ﬁ AGFA-AccuSet w523 (Copy 1)

Skakus: Pause

Twpe: AGFA-ACCUSeL w52, S

Where: LPT1:

Cormrnentk: [ Prink ta file

Prink range _opies

i =
* Al Mumber of copies: =

" Page(s) From: |

Print what

" Selection

{* Active sheet(s)

illﬂil il

H o
(" Entire workbook . v Collate

ITI Cancel

Prink what
" Selection

[+ Active shesat(s)
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Note: You may select other options in the Print window
before you print your spreadsheet. For instance, you may
print certain pages of your spreadsheet by filling the
“From:” and “To:” boxes in the “Print range” area. You may
also print several copies of your worksheet by selecting
the "Number of copies:” option in the Print dialog box.
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With your group try to:

e Setup the page of the worksheet =

e Change the page Margins.

Custom The Header/Footer page.

e Use print preview.

e Print the Entire Worksheet
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More information

Use the MS Excel help about printing the work
sheet

Remember

- Page Setup
The page setup is very important to the layout and
printing of your worksheet.

- The Header/Footer tab allows you to:
Use preset or create custom Headers and Footers for
your document.

- Print Preview
To view how your work will look like when it's printed.

- You can Print the Entire Worksheet or a Section of a
Worksheet.
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