Computer
Lesson 1:
Graphics are electronic pictures, scanned, photos,
inserted into a document.
 or cartoons that can be
*you can scan images by using a scanner or digital
Camera and then store them on Your computer.
*To save any picture you click on the file menu and press
Save as and write the name you want to save this file with it
and press save.
*When you want to insert that you must click on insert
Menu then you press on picture then you press on
from file then the one square appear you click on
the picture you want then press insert then this picture
appear under the document.

*If you want to change the size of the picture

you click on the picture the small black squares
appear then click on any square and change the size.

*If you want insert A Clipart press on

the insert menu then press on picture

then click on Clipart then write a name
of the picture you want to insert that in the search text

and press search.

 *your computer have almost 5300 clipart images.

*If you want to back to search again you press on modify.

*If you don't know what the picture you want to insert.

  you on Clip organizer the one square appear then you click on    the folder you want then you can choose a folder then the            pictures appear then you click on the picture then the 

  one menu appear click on copy then click on the place in your     document then click on edit menu and click paste then the 

  picture appears.

 *If you want to change the place of the picture you click on 
    The picture and click on the square which change the place of
    The text.

Lesson 2:

Textbox: is a simply shape that can hold text we can use them in a documents you can say in a document in a document.

*textbox come in a large number of shapes called auto shapes.


*If to do a textbox you click on              then you see the shape      of your cursor is change to this shape (+) this shape called 

  Precision select shape now hold down the left button and do the   textbox in the size you want then you can begin to type text.

  and you can change the type of the line and the language.

 *also you can resize the textbox such as the picture.

 *when you want to change the place of the square of the textbox    you click on the line which surrounded the textbox and you         stay click and move the mouse.                  These circles called 

    handles if you want to change
      the size of a textbox you press on any one and change the size.

*you can add something on the textbox(shadows , borders ,          colors and fills and you can also change the shape of the               textbox by a Draw icon then press on auto shapes then basic      
 shapes and choose a shape you want.

*the fill color icon it fills a color inside the textbox.
*the line color icon to change the color of the line which              surrounded the textbox.

*the font color icon this icon which change the color of the text.
*the line style icon this icon which change the thickness of your   textbox borders.

*the shadow style icon from this icon you can create shadows 

  Of your textbox.

*the 3D style icon this icon can do your textbox really stand out.
*If you want to insert a lines an arrows you can find then icon on   the screen next to the icon of auto shapes if press on this your      mouse will change to this shape(+) then you can draw a lines   
 or arrows.
*you can change the shape of your line from the icon Auto shape   then press on lines then the line option appear.

*if you want to make sure your line is really straight click on the   shift key while you were drawing a line.

*to resize the line you do such as you do if you want you resize      the textbox.
*if you want to change the direction of the line or arrow just 

  Click on the handle and convert the direction.
*if you want to change the place of the line move your mouse       over the line when the cursor change to this shape(+) click on      the line and move that to any place you want.
*the line style icon from you can change the thin of the line or 

  Arrow.

*the dash style icon from this icon you can change a shape of the

  Line. 

*the arrow style icon you can change a shape of the arrow.

Lesson 3:

*to put the number or bullets you click on the icon you find 

  In a toolbar.

*if you finish your text and you want to add numbers or bullets 

  Then select the text and click on a numbers or bullets icon.
*to change the numbers to bullets is easy select the text and click on bullets icon and if you want to back again you do same steps.
*if you want to change the shape of these bullets you click on       the format then click on bullets and numbers then the square       appear then choose the shape you want.

*if you want change the bullets do same steps you do in 
  The numbers but you choose a tab which called bulleted.

Lesson 4:

*table: is a set of rows and columns.

*the intersection of a row and a column is called a cell.

*you can a table easily by click on the table icon in the standard 

  Toolbar and drag your mouse over a numbers of rows and            columns you want.

*this view called a table palette.

*the below table have a (3) rows and a (3) columns 

	
	
	

	
	
	

	
	
	


*if you want to change of the wide or tall of the one row or one    column move your mouse over the line you want to move and

  when the shape of the mouse change to this shape (+)

   you click on the left button in your mouse and move the line.

*if you want to change the wide or tall of the table click on the     table menu and then press on table properties then change 

  The wide or tall of the table.

*gridline are the lines that divide the spaces into cells these lines 

  Don't show in the paper if you print your table.
*if you want to move between the cells of the tables you use
  A tab key or arrow keys or click with mouse on the cell you        want. 

*if you want to write in the cell you click on the cell you want

  Then you write.

*if you want to delete the contents you select a cell and click         delete key.
*if you want to delete a row or columns select whole row or 

  Whole columns then click on the right button and delete row or   columns.

*if you want delete a row or columns press on table menu and       select delete then select row or columns.
*when you click on the table and borders icon it is help you to 

  Create and format a table.

*the table have (2) handles the first handle to resize the high and 

  A wide of table in the same time and the second handle which     move the table.

*if you write a text in the cell and you want to change the place    of the text in cell you select the text and you press on the 
  Alignment icons in the toolbar.

*you can Color the table background and you can color the           table's gridline and another set of line.
*if you want to create a table format click on any cell but don't      select then click on the table auto format icon in the toolbar

   Then a square appear and choose a format and click apply.

Lesson 5:

*Margin: is a blank area between the text and the edge of the       paper.

*if you want to change the shape of the paper you can do that        by click on the file menu then you click on page setup then you   find a two shapes portrait in this kind the paper become tall and   when you choose a landscape the paper become wide.

*you can change the size of the margin from the file menu you 

  Click on a page setup the one square appear the from this            square you can resize the margin.

*to print any page you click on the file menu in the menu bar 

  And select print from this window you can print all pages    

  By choose all or you can print the current page and you can 

  Write a some page in pages then these pages only print.

*if you write the numbers of pages you want to print on this

  View 1, 2, 3 it will print the pages numbers 1, 2 and 3 but if 

  You write 1-3 it will print each pages between page number 1

   And page number 3.
*also you can change the numbers of copies from the copies dialogue box. 
*another printing options you have if you inter into the                properties you can change the print quality and you can change     the color of print       
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