[image: image1.jpg]BHebkcheickra.cem





Paper 7: Computer and Data Processing 

Part 1 
Introduction to computer 
1. Parts of computers 

2. Types of computers 

3. Software and hardware 

4. Classification of computers 

5. Types of storage 

6. Memory 

7. Input and output devices 

8. Types of software 

9. Operating system 

10. Common terminology's use in computer field 

Part 2 
Data processing 
1. What is data? 

2. What does data processing mean? 

3. Life cycle of data processing 

4. Data vs. information 

5. How data become information? 

6. Need of the data processing in business organization

Part 3 
Introduction to Microsoft Windows 98/2000 Professional 
1. Desktop 

2. Icons 

3. Task bar 

4. Display properties 

5. Control panel (mouse, keyboard and regional setting) 

6. Windows explorer

Part 4 
Micro-soft office 
1. Ms-Excel 2000 

2. Ms-Power point 2000 

Part 5 
Internet and e-mail 
1. What is internet? 

2. Services provided by internet 

3. Using a web browser 

4. Address bar 

5. Refresh and stop 

6. Using a search engine 

7. Saving the information from the net 

8. What is e-mail? 

9. Creating an email account on free web services 

10. Sending and receiving an emails 

11. Difference between ISP and free web server mail account
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