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q E-mail

? Is one of the online services it's one of the most modern means of
communication. it's used to exchange messages between users of the network and
can attach files with messages containing documents, sounds and images must be

of the transmitter and receiver letter e-mail address.

qdvantaqes using of E-mail
q - Easy and fast sending of messages.
Y- You can send a single message to multiple destinations in the same time .
¥-Messages can be stored .
£-You can print the messages .
© - You can attach many types of files with e-mail message.
1 - Available free of charge by several companies, the most important:
q G mail service from Google.
q Yahoo service from Yahoo.
- Microsoft Live Mail service.
a

- E-mail Spam

q The spam label applies to messages that are sent electronically and are spam, such
q as news spam messages. The actual difficulty is how to stop and never receive

chem again.
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q How to create an email on the Yahoo website

? 1- Open a web browser and visit the link to the email Yahoo
WWW.yahoo.com
2-Click on the word email and click on the sign in
3-You will see a registration box containing some requirements including:
First name, last name, email address, password, phone number, date of birth
(day, month, year), gender and then click on follow-up will send you a code
on the phone Check to make sure your mobile is hot and you have to enter it
in the box 1n front of you and then press Continue.
Now will welcome you in your new email, but you will find in front of the
new mail page.

q Steps Creating Your E-mail account (Yahoo) :
i / N
1- Open the internet explorer =% (>

Write the address: http://www.yahoo.com.

L

2- Click on the “ Sign in .
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http://www.yahoo.com/
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YAHOO!

Verity your phone number
Toxt 1o - Account Key
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YAHOO

L e

Verify that you have this phone

Congratulations!
YOu are the proud owner of a

Enter in Code
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Turkish Airlines Sales Festival ‘) Todsy

Discover the world with
Turkish Airlines’ special fares

p B TR
7-:‘:! '% ‘,s—, Meredith is buying Time Inc. with the Koch brothers’ help

b Pw

Built For Business

bigal EQER - o

The contents of the email list

1- Compose: This is where you are going to compose a message.

2-.Inbox: A box that stores or saves received messages.

3-.Drafts: Saved messages.

4- Sent: A box that stores messages.

5-Spam : The spam label applies to messages that are sent electronically and are
spam, such as news and spam messages.

6- Trash: deleted basket.

7-.Folders: Sets in which the emails are divided.
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How Does g /”’ ‘
Email [

/ POP + Security Layer or

|
Work? | / [ IMAP + Security Layer

Legacy Mail Microsoft
Systems 0365

r\

HENN

The Internet

Message
Recipient

Recipient’s Mail Server Your Mail Server

rrrrrrrrerrrrpernl

e-mail address is the address given by the e-mail service provider to the
account holder, and can be changed and modified as the account holder
wishes. Usually, account holders use addresses indicating their identity, such
q as their name, numbers, and symbols. E-mail must not be the same as any

q other address, it must be unique from other addresses, which 1s why the

q service provider and after determining the address by the account holder

q searches whether there is another similar address, or if the address is unique
% The system will be called If not, the system informs the user that it rejects this
address and asks them to replace it or make some modifications to it. There is
? a general version of the e-mail address as soon as you see it known directly
that this 1s the address of a particular person or entity and this format is
(name (@ Host) The account holder is authorized to specify the name before
the @ sign, but what comes after the host name indicates The most popular
email providers are Gmail.com, Yahoo.com, Hotmail.com, and many other

rrrrrrrrrrerrprprererpererrrprrrerrprrprprerperererprrprrrrrrrrrrrrrerrerrrrrerrpy g
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q E-mail consists of
-

NN NN NN RN NN

rrreprrrerrrprrrrrrrfrrrrerrrrrrrrrrrrrrrrrrrrrrrtrrrtrern

L]



AN NN NN EE RN

E
F
:

A rrrrrrrrrrrrrprtrrrrre e reripnigd

Part | @ Part ! |

Whereas

Part I: a code chosen by the owner of the title
Symbol@: is used to connect the two parts
Part Il: is a provider of e-mail service name

An example of the mailing address ali@yahoo.com

To run the Internet browser program, the following follow

Start ... All Programs .............. Internet Explorer.
Or double-left-clicking on the icon diamond( Internet Explorer) on the desktop.

- Internet Search engine:

1- Google search engine.
2-  Yahoo search engine.

1- Google search engine

the following:

Web |mages Groups News more »

Google [rainforest butterfies | Search | Adunced Seareh

Search: © the web O pages from Canada

LU

The Rainforest and Its Butterflies. ...
projects. edtech. sandi.net/kimbrough/rainforest/ - 3k - Cached - Similar pages

Web Results 1 - 10 of about 141,000 for rainforest butterflies. {0.26 seconds)

| Rainforest Butterflies | Tropical Rainforest, Far North ... Sponsored Links

Rainforest Butterflies, photos and text. Courtesy of Chambers Wildlife . )

Rainforest Lodge, Atherton Tableland, Far North Queensland, Australia. ... Rainforest Butterflies

rainforest-australia.com/butterflys.htm - 14k - Cached - Similar pages Join us in protecting precious
tropical butterfly habitat.

rainforestfindex htmi tropicaltreefarms.com

rrrrrrrrrrerrprprererpererrrprrrerrprrprprerperererprrprrrrrrrrrrrrrerrerrrrrerrpy g

M.Widgit.com/rainfnresv flash/fin%20b%20fTESTAFIN%20End2. html - 4k -

Carmkad Ot~y
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2- Yahoo search engine.

the following:

r 2R Yahoo! - Microsoft Internet Explorer
: File Edt View Favorites Tools Help
: QBack + O M @ € O search frFavorkes € (3~ Sa (W] -~ [
¢ Address | [ http:/fwww.yahoo.comf v Bco unks »
Make Yahoo! your home page Get Yahoo! Toolbar with Anti-Spy &

& »® B PYPARFOO! & My S

Finance Music Travel Mail My Yahoo! Maessanger
Select Search Category m Images | Directory | Local | News | Products
Search the Web: | = | B s e
LAUNCHCcast - 100+ radio stations: Adult Alt., Country, Soft Pop, 80s
Free mail | sign up | Mail status: Sign In

NOW MIANTONY
Autos Horoscopes Movies Real Estate = i \ N 1
Chat HotJobe. Music Shopping FPLAYING
Finance Kids My Yahoo! Sports
Games Mail News Travel
GeoCities Maps People Search ™v
Groups Messenger Personals Yellow Pages
Health Mobile Photos Y s i

SEE THE TRAILER

Get Showtimes - Ad Feedback

In the News
= Bush sees global mission in second term
Yahoo! Small Business = Blast near Baghdad mosque kills 14

- = Officials say FCC Chairman Powell to resign
Se't' :c‘i‘oma"ln name for $498 —~ = Inch of snow cripples North Carolina’s capital
e g L /yr = British media anxious about new Bush term
= Volcanic eruptions triggered ‘great dying’

Enter the domain name you want: - Police probe allegation against Bill Cosby
www.| |[Go - 'Da Vinci Code’ to be shot inside Louvre

ahoo.comy. DaWSkZ & Internet

Microsoft
Office

SN NN NN NN NN NN NN NN EEEEE
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Power
Point
2007

- Using Microsoft PowerPoint

rrrrrrrrerrrerrrrrrrrrrrrrerrrrrerrrrrrerrrrrned

q The PowerPoint program uses computer technology to transform ideas and
? projects to presentations fun and active as in the field of education, training

and product marketing and sales.

HENEEN

q PowerPoint 1s different from the document because the document is agroup of
q pages while PowerPoint consists of a group of slides can be displayed on a
q computer screen or through your monitor or turn them into Web pages for

j display on the network.

-
-
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Features Power Point program

1. design and display slides containing text, images and movies and sounds.
2. format text (font type, color and size).

3-Drawing Lines and boxes and other forms.

4-Inclusion of information from other programs to slides.

5-delete and re-sequence of slides.

6-application movements on various objects in the slides.

7-Control of the way of slides show.

8-print slides on paper.

9-deploy presentations in the form of Web pages.

You can open PowerPoint from:

Click on Start, All Programs and then Microsoft Office and then Microsoft PowerPoint and the

following window will appear:

I_I_I_I_I_I_I_I_I_I_I_LLLLLLLLLLLLLLLLLLLLLLLLLLLLLLLLLLLLLLLLLI_I
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Quick Access Toolbar Title bar Close butten
— | |
Gﬂ:lce ——1“@ H q " u ¥ F'I"-I?S.rl?l'lrr'lh-:ll'li : M'{l‘.'S':'ft p“:ﬂ"ErﬂDl“r Dreaing Tools - A ¥
Button " hme | weet Degn  Amabons  Sideshow  Revew  View  Fomat "
Oy Y J@E|- | Calibn Headings) - [0 - .EE'- = ua EARE R ﬁ .
'j i IJ‘E I.E'[lhjﬂrl 31!'5-7-' 'l._l) -+ If . - — Ribbon
SRt s o S M T R e
G i LR ) e el r . TR r |
Slides Clipboard + || Sides Fart E Faragiaph s Diewing N |
tab—fo iz =] |;:_;;n|-:-:|n1nsnanrnn|l1 T
|
i
Outline .
fah —— - — Slide

Click to add title : pane

Click 1o 080 subtithe H

P4 o= 8=z 0L oo

Click to aod notes —I— Notes

fide 1 ri e Theme < Wi pane

Status bar View buttons  Zoom slider

Use the Microsoft Office

Click on the icon to open the choices.

1. New — select if you want to create a new presentation.

2. Open — select if you want to open an existing presentation.

SN NN NN NN NN NN NN RN
AT T T m
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3. Save — select if you want to save a presentation already created or for |

the first time saving.

4. Save As — select if you want to change the name or file folder .

5. Print — select if you are ready to print your presentation.

6. Prepare — select if you are preparing to document or distribution and
you want to check agreements with other versions of PowerPoint.

7. Send — select if you send an email copy or fax copy.

8. Publish — select if you want to package it to be burned to a CD;

9. Close — select when you ready to close this document and leave

PowerPoint open.

3 = D=

j N Recent Documents ‘ |
=
=

1 Results R etrieval Rollou t Status—- Dynamic Visu...
eeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeee
4 SCV Presentation 2007.ppt
SCM Upgrade RN General Use Guide 0407 not... = {
Nursing Orientation Training Genl Use Guide ...
adv booking summer.ppt

ntation3.ppt
adv booking power pt spring.ppt

consists” Tape" of the following tabs:-

-Home" tab, you will find here all commands display as buttons, it supports a "

< B

ariety of tasks, including copies

NN NN NN NN NN
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QAnd-paste, and add slides, change the slide layout, and format the text and the

_ appointment of his site, and search and replace text.

2-Insert" tab Here is everything you might need to put in the slide - from tables, "
pictures and graphics .Diagrams, charts and text boxes to sounds, hyperlinks,
headers and footers.

3-Design" in which you can choose Completed segments form includes "

background design, fonts, color scheme, and then tab Customize this format.

q4-Movements“ tab Here is all animation effects. The basic movements are easier "
qto add to the lists or Charts.

q 5-Slide show™" in which you can specify the color of a pen or a certain segment "
q of the start of which tab. You can also record narration, And a review of the offer

% quickly, and make some other preparatory tasks.

q 6-Review"" tab, find the spell checker and research services. Mark team have "
% used illustrations Comments To review the presentation, and then see these

comments.

7-View" tab, you can make a quick switch to a view "page notes," and show grid "

Jines, or All open presentations organization in the frame.

rrrrrrrrerrl

q The status bar as shown in the bottom of the display screen PowerPoint introduce
us information such as slide number and the name of the design template .
Applied to the slide that is displayed and the display buttons and a sliding zoom in

/ zoom out to enlarge or view slide
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q Resized. Clicking buttons minus (-) and plus sign (+) as well as to accomplish the

_ same thing .

it Lo “OfeMene” At EERr e

o =
- Home | Inset  Design  Animations  SlideShow  Review  View L7}
= [El 2 E e i )

E ! R YA ol ) 2 A

i EE WM E | - o
Paste New B Uae§ N g = Shapes Amange Editing
i e =SS=S . :

Clipboard T Slides Font Paragraph Drawing

Presentation:-

Microsoft PowerPoint may be formed from single slide or multiple slides which in
turn may contain texts, sounds, and graphics can be post an sound and mobility to

texts and objects.

Slide:-

Is the unit that make up the presentation and where can writings images, objects.

A rrrrrerrrrrrrerrrpyrerrprrerrrerrrernl

- Display buttons
qAre the buttons on the bottom of the program screen from the left side in the in

jformations bar and then clicking the lift mouse button and Display where
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_ buttons represent three main ways slideshow.
And each way view has a certain style, namely.
1- normal supply .

Y-Slide Sorter View .

v-Slideshow.

=T

q click "methods of presentation offers" then

QWe choose the right offer, as in the following figure

id
-/l Home  Insert  Design  Animations  SlideShow  Review | View

g og o v gl = i t
ﬂ ] Slide Sorter ﬂﬂlIdEMEStEI' i ._,§ '_J' = _.-_tl = ﬁj :‘
El Notes Page 44 Handout Master — ’j =d
Show/Hide| Zoom Fitto | Color/Grayscale | Mew Switch | Macros

] Notes Master v Windaw v Window 5% | Windows -
Presentation Views Zoom Windaow Matros

Normal|_,
[ Slide Show

Notes part:-

1

qyou write your notes that you want to accompany what slide.

CCCCC e e CCrCrr e
Qyou can through the display buttons determine how the slide show and these

And you can access them in a second way as part of the group the "View" tab,

q Notes part is the lower part in normal view shows the phrase (to add notes),when

Click to add notes © ‘

Create presentation

1 - Create a presentation using the Blank Presentation

NN NN RN NN
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e e
- The first way:- Click the Microsoft office button click New, and then

Cclick Blank and recent bottom of the molds, and then double-click the
offer down empty empty set up, as in the figure

R

The second way:- by left-clicking on the = new from Quick Access

Toolbar as in Figure.
(-0 o =1

kkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkhhkhhhhhhhkhkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkkk

2- Create a presentation using the installed templates

QDefine the installed templates .

QThey are files that contain the styles in a presentation, in clueing the
type and size of fonts, and design of the back ground.

You can create presentation by using the installed templates Perform
qthe following steps .

Click Microsoft office ,Click New ,and then Click the bottom of the
installed templates.

aaaaaaaaaaaaaa

aaaaaaa

aaaaaaaaa

nnnnnnnnnnnnn
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Slle Zal
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More categories

Create presentation

1 - Create a presentation using the Blank Presentation
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QThe first way:- Click the Microsoft office button click New, and then
Bcck Blank and recent bottom of the molds, and then double-click the

offer down empty empty set up, as in the figure

J

The second way:- by left-clicking on the = new from Quick Access

Toolbar as in Figure.
(-0 o =
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2- Create a presentation using the installed templates

qDefine the installed templates .

QThey are files that contain the styles in a presentation, in clueing the
type and size of fonts, and design of the back ground.

quu can create presentation by using the installed templates Perform
qthe following steps .

Click Microsoft office ,Click New ,and then Click the bottom of the
installed templates.
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Dealing with the slide

1- inclusion of new slide

Insert a new slide empty, select the slide you want to insert a slide and then do one
of the following actions:

A -From the "Home" click the "slices", click the new slide tab as in
Figure.

_I//

Home Insert Design Animation
B S
o
, &3
Paste New 5 B 7 U abe &
- Slide ~ | % =
Clipboard ™ Slides Font
New Slide

Add a slide to the presentation.

@ Press F1 for more help.

—

B -Right-click on the current slide menu appears and choose a new
slide as in the following figure.

T T T
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€ E = | =

HENN

Cut

Copy

Paste

L &

Mew Slide
Duplicate Slide
Delete Slide

L Publish Slides

Check for Updates »

= Layout »
Beset Slide
Format Background...

Hide Slide

qC — From the keyboard Click on (Ctrl) key with (M) key.

q Y - Delete slide

qTo delete a slice, select the slide that you want to delete and do one of the
qfollowing actions.

QA— From the home page, click the slide part, click Delete.

|
—/r Haome Insert Design Animations Sli

J - = | A
o
Ep =]
Paste | Mew |B 7 U abe 8 AV- A
+ J || slide~ & =
Clipboard T« Slides Font
Delete Slide

Remave this slide from the
presentation.

B- Right-click on the current slide menu appears and choose Delete

slide.

rrrrrrrrerrrerrrerrrpyrerprrerrrrerrrerrl
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% | cut
53 Copy
& Paste
—1 New Slide

Duplicate Slide
Delete Slide
= Publish Slides
Check for Updates >
=] Layout >
Reset Slide
'\'}_7] Format Background...
i

=l Hide Slide

C- Press on the key delete or Backspace From the keyboard to
DELETE the slide.

3- Copy, cut (move), paste the slide

rrrrrrrrrrrrrrrrrerrrrrerrrrrerrerrrenl

q Select the slide you want to copy and do one of the following actions:-

%A- Right-click the selected slide, and then click Copy .
QB- From the home page tab in part clipboard click above the copy
- button, or paste button .

qc-press on CTRL+C to copy and press on CTRL + X from the

1

q keyboard.
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_f#!:EE%;l Ih!'
— Home

L

=

Faste

-

Clipboard =

4-Paste slide

QAfter a Copy command or the Cut command to the slide , you have to use the

q Paste command and to do this command, click the slide that you want to be
qfollowed by the copied slides or cut do one of the following actions.
Q1-Right-click on the slide that you want to be followed by the copied
slides or cut, and then click Paste.

qZ-From the home page tab in the clipboard part, click the Paste
Qbutton :

q3-From the keyboard press(CTRL +V).

l CNEER Bk
(on

/
— Home Insert Design
eE| &

Paste New B
Slide » %

o il 4
4 Clipboard = Slides

Paste (Ctrl+V)

£

Click here for more options such as
pasting only the values or
formatting.
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¢- Hide slide
Select the slide you want to hide and do one of the following actions:

rrrrrrrrerrrerrrprrerprrerrrernld

T T T

I_I_I_I_I_I_I_I_I_I_I_LLLLLLLL_LLLLLLLLLLLLLLLLLLLLLLLLLLLLLLLLLI_I

rrrrrrrrrrerrprprererpererrrprrrerrprrprprerperererprrprrrrrrrrrrrrrerrerrrrrerrpy g

rrreprrrerrrprrrrrrrfrrrrerrrrrrrrrrrrrrrrrrrrrrrtrrrtrern

L]



T

NN
A-Of the "slide show" tab in the "set up", click "Hide slide,"

as in the following figure.

Animatians Slide Shaow Review "

Iy, x :
“E]- = W5 Record MNarration
Bl ﬁl-'-iehearse Timings

5et Up Hide
slide Show Slide ¥ Use Rehearsed Timings

Set Up
B- Right-click the slide that you want to hide, and then click to hide
slice.

Hidden code slide ‘ with slide number appears inside, next to the
slide that you have hidden. As in Figure

| == -

Hidden slide

Hint: - slide remain in the file, even though it be hidden during the

presentation Run.
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6- Repeat slides

Select the slide that you want to repeat them and do one of the following actions:-
- A-press the keys(CTRL+D)OF the keyboard.

QB-Right-cIick the slide that you want to repeat them, and then click

rrrrrrrrerrrrrrrprerrprrprprrirrrrrrrrrerrrrrrerrrrrerrerrrinl

unpIicate Slide As in the following figure
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Copy

Paste

News Slide
Duplicate Slide
Delete Slide
Publish Slides
Check for Updates
Layout

Reset Slide

7-Add Features of the slide.

Features are set of formatting choices that include sets of (colors

Features, lines Features and features of the effects).

Selecting Background and Format for Slide Click on the Design Tab and the following

screen will be displayed:

J'
j Home Inset | Design | Animations  SlideShow  Review  View  Add:lns
i [=h ‘ Colors ™
I | | ” ) Background Styles »
Page  Slide A | | Emene onnnns || {(wosmes g (e | - - Hide Background Graphics
Setup Orientation” ' : " |0]efeds
Page Setup Themes Background [

Slide layout: - determines the form of slide and identifies
elements that can be contained in the slide, such as text box, image,

tableland others.

AT T T m
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HEEN
2 =

=L Publish Slides

Check for Updates

=l Layout

BReset Slide
Format Background...

q/\-ln addition kinetic and sound effects to slides

q In order to make the presentation more attractive and the impact on the
qublic, you must be to add some Kinetic effects and audio it so the
Qaudience does not feel bored. Effects that can be added to the

q presentation.

q1-SIide transitions .

qz-Kinetic and audio effects.

q1-Add transitions between slides

QTransitionaI phase is the kinetic effects that can be applied at the

Qtransition between the slid and the other, such as the transition from slide
the first to the second tranche at the moment can make the second
Qtranche appear on the screen from the bottom or top or on the diagonal
Qformer curtains or boxes etc ... and you can also control the speed of the
transition effect for each slide, you can also add sound.

QAdd transitions between slides carried out the following procedure:-

j Click on Animations Within the range Transition to this Slide.

NN NN NN NN
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j Animations sSlide Show Review Wiew
-
| 1
n =il I el @]
To appoint a speed slide transitions:-
Click on Animations Within the range Transition to this Slide.
To appoint slide transitions speed, the group was transferred to this
segment, click the arrow next to the speed stages
Transitional, and then select the desired speed. Click the tab Speed share-
speed box and select the appropriate speed which is(Slow, medium, fast).
Animations Slide Show Review View
i | [Mo Sound] -
q j‘ l Jl _’l 33 Fast [=]
q Aedium
- Ft—‘

qg-Add sound to the slide transitions

quthin the Animations tab, in the group move to this other advice evil, click

qthe arrow next to the transfer of voice, and then do one Both of the

qfollowing.
To add a sound from the menu, select the sound you want

QTO add a sound that does not exist in the list, select another voice, select

che voice that you want to add, and then click OK.

nnnnnnnnnnnnnnnnnnn e Rewiawwr Wiewr

=£ Mo Sowund] = Advance Slide

Chime

LLLLL

Suction
Typewriter

I | LooP Unti Next Sound

11-Slideshow when a mouse click
Progress within the slice tab, select the box when a mouse click.
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Animations 5lide Show Review WView

:l;., [No Sound] * || Advance Slide

‘H --‘ HI ih . —ﬂj—_ Fast * | ¥ On Mouse Click

-V YThe timing of the slide show set

Progress within the slice tab, select the Automatically After check box and
then enter the number of seconds you want the appearance of which slide
.on the screen

Animations Slide Show Review View
J_.', [Mo Sound] - || Advance Slide
] ‘ E‘ 4" - 3 Fast - On Mouse Click
= i3l Apply To Al V| Automatically After; 00:00 3

Transition to This Slide

rrrrrrrrerrrrrrrerrrrrrererrrrererrrril

QYou can apply different transitions between slides and you can transition
q phase itself to all the slides in your presentation and so Bannagr( Apply to
q all slides)

Animations Slide Show Feview Wiew
H ‘ cth | [Mo Sound] -
l J —, il Apply To All

- ide

Tra

Save the presentation
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- After you create your presentation and write in it needs to be saved to

QKeep him permanently and save the file for the first time, you will be
prompted to give
Form and to conduct conservation follow one of the following steps: - ppt

] Melv.oicon name for the file extension PowerPoint
\-Office of the menu button, click Save.

2-From the quick access bar tools Click the Save button . =

In both cases, a special dialog box appears to conservation through:-
Type the file name

Select where to save the file

Click Save button

q —

% Save afilein the form of a PowerPoint presentation ready Erj
Qpps power display in the form of ready-sliced file, which is its extension ppt
you can save the file in PowerPoint, which is an extension

The advantage of this type of file that is ready to go as soon as double-

q (clicking the icon file it does not open (point show

q PowerPoint program, but it is running a presentation and start a slide show
q Mbeshraa became like an executable file and beForm

To make the save, follow these steps.

Office of the menu button, click Save as.

q Private conservation as the dialog box appears.

Of the dialog box

\-Type the name of the file when the file name option .

Y-Select where to save the file when the option to save the .

Y-When "power point show" Select the type of conservation and be

QSave as type option.

q ¢-Click Save button.

q Run the slide show:-
qCIick on View Within the range presentation Views Choose slide show .

tall

— Home Insert Design Animations Slide Show Review View
- 10 g : & slide i = i T
s —=]| | 28 Slide Sorter | [ Slide Master % _\; *_,_|' =

E] Motes Page | [ Handout Master

Show/Hide| Zoom Fitto Color/Grayscale
Motes Master v Window -

Presentation Views Zoom
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