
��ن ا������� ����                           ��آ� ����� ا�
��� ا
�	 وا����ت                     �� ا�����  Information Technology 


�ازق ا	��   ����د ��� ا: �����   ��� ����د    ���� ا
& ����د ��� ا
�ازق ا	�� :إ��اد                    ����
�14�   ١ا 

 ا	���ه�� ا������ 	��
�	���� ا	������ت 
Basic Concepts of Information Technology 

IT = Information Technology         ت��� !�

���� ا�"#� 
Refers to the use of computers in business, education and in everyday life  

� !$
0 و آ�)� ن�ا	' ا
���ة�!"' ا�$,�ام ا
���* ا(
' )' ا
!�& و ا  

Components of a computer system ����	ن�ت ن��م ا���  
1. Hardware: the physical equipment used in computing           د����
 ا3�4اء ا
��د��: ه' آ& �#�ن�ت ا
���* ا
2. Software: programs that enable you to use a computer       ا�$,�ام �� 5"#�� '$
ا
�����7ت: ه' ا
��ا�6 ا     

1. Input devices ل .١��    ادوات ا�د
The devices that used to pass information to the 

central processing unit (CPU). 

 �7
�!�
ه' ا>دوات ا
$' �;�م ب$�ص�& ا
�! ���ت ا
8 و	�ة ا
 ا
��آ��3

Examples:    � =ا� 

Keyboard 

 

>�����

�	� ا 

Mouse 
 

 ا
�@رة

Scanner 

 

'A�B
 ا
���< ا

Microphone 
 

 ا
��#�و)�ن

Trackball (alternative to 

the mouse)  
D�$$
)ب��& 
 �@رة(آ�ة ا  

Joystick 
 

 �� ا>
!�ب

Digitizing Tablet 

 

���H�
 ا
 �	� ا

Web camera 
 

*��
 آ����ا ا

Touchpad 
 

I� 

�	� ا 

light pen 
 'A�B
 ا
; 0 ا

   

Hardware 

 ا3�4اء ا
��د��

Input devices 

 ادوات ا>دخ�ل

Output devices 

 ادوات ا>خ�اج
Storage Devices 

��3,$
 و��MA ا
CPU 

 �7
�!�
و	�ة ا
Mother Board 

�����ا
 �	� ا>  
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Examples:     � =ا� 

Screen/Monitor/VDU= 

Visual Display Unit 

 

�O�P
 ا

Speakers / Headphones 

 

��
��ت�ا  

Plotter 
 

 ا
�ا�0

Printer 

 

 ا
�Qب!�

LED / LCD 

 

���H�
 ا
�O�P ا

    
3. Input / Output 

Devices 
 و��%$ ا�د��ل وا��#اج .٣

Touch Screen    

 �Iا �����
 �O�P ا

Modem    
    

 ا
��دم

    

4. Storage Devices 
    

 و��%$ ا	�*(ی' .٤

    
    

• Types of memory: • -اآ#ة	*(ی'( ان�اع ا�	ان�اع و��%$ ا( 
1. Read Only Memory (ROM): this memory 

is: 
١. M;( اءة�;
��T أن�T : ذاآ�ة اA�� :هWV ا
Vاآ�ة �� خ

 Fixed. 

 You can NOT write to this memory. 

 The contents of this memory are 

unchangeable and supplied during the 

manufacturing of the computer. 

 It contains instructions needed for the 

computer to work correctly when 

switched on. 

 .ث�ب$� 

 �T� � ب��$#
� ا#�� <. 

  �!"��
ُ��"D  او ا
P�آ� ا
� �H& ا� �$�=� �Tآ& �#�ن��
 &�H �� �T$

�T و> ��#� ��T����$�� ��Z او ازا

 .ا
��$,�م

�ت ا
�T7ز �$!�ف � 8 �#�ن 
\ �ZP� 0$� ���"� د����
 .ا

  

 

2. Output devices اج .٢#� ادوات ا�
The devices used to display the computer data in 

an understandable or readable format. 

WVا>دوات �!�ضه ������#
)' ص�رة �;�وءة أو   ب��ن�ت ا
���T�� 
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2. Random Access Memory (RAM) �. 'Aا�P!
 ذاآ�ة ا
�ص�ل ا
 This is the working memory  

 The operating system is loaded into 

it when the computer is switched on 

 it contains all the work in progress  

 it is volatile ( its contents are lost 

when you switch off your computer)  

 changeable / rewritable  

 The more RAM you have the faster 

your computer is. 
 

 � ��!
 .ه' ا
Vاآ�ة ا

  �"� �T داخ &�ZP$
�$0 ����& ن_�م ا
������#
 .��ZP& ا

 &�ZP$
 ��$�ى � 8 آ& ا
!�& ��H ا

;� آ& ��$�����T �"� ان;�Qع ا
$��ر �� 
 .ا
#T�ب' او b c ا
�T7ز

 �T� � ب��$#
� ��Z�ه� و ا#��. 

�"� ز��دة �!� ا
Vاآ�ة ا
!�Pا��A �3داد  
'
 ���� ا
���* ا(

 
3. Auxiliary storage devices / memory �. ة�����
�3� ا,$
 أدوات ا

It provides the permanent storage for your data 

that you wish to access again at a later date 

 �#�� d0 ب��Aدا &#Pن�ت ب���
�3� ا,� '( ���,$��
آ& ا>دوات ا
 ا�$��Bره� ��ة اخ�ى

Hard disk: the fastest 

media (auxiliary storage 

device) to access your data 

 

* �
�3� :ا
;�ص ا,$
ا>��ع )' ا
 و ا
�ص�ل ا
8 ا
���ن�ت 

Floppy disk: the cheapest 

storage device. It is suitable to 

store small documents its 

capacity is 1.44 MB 

 

 
و	�ة �,�3� :  ا
;�ص ا
��ن

� وذات �!� �,�3"�� ص�Z�ة �=
رخ��� ا
 8
�١�& إf٤٤ h�7 ب���  

CD-ROM: compact disk 

read only memory. Its capacity 

is 700 MB to 900 MB 

 6���

 ;�اءة );M: (ا
;�ص ا ( &��
 �� ��"�3,$
 ���7 ٩٠٠ ا
�٧٠٠8!$\ ا

hب� 

CD-R: compact disk 

recordable. Its capacity is 700 

MB to 900 MB 

 6���

 ;�اءة وا
#$�ب�:(ا
;�ص ا (
 �� ��"�3,$
�٧٠٠8�& �!$\ ا
 ٩٠٠ ا

h�7 ب��� 

DVD: Digital Video Drive. Its 

capacity is 4.5 GB to 17 GB 

 '�H�
�& �!$\ : ا
;�ص ا�
 �� ��"�3,$
  ���7 ب�١٧h ا
٤f٥8ا

Zip disk : zip disk capacity: 

100 -250 MB 

ذو �!� �,�3"�� : ا
;�ص ا
��ZBط 
 �٢٥٠: �١٠٠h�7 ب���  

jaz disk capacity:           

1 -2 GB 
٢ : ١ �!� �,�3"�� �� H�ص ا
�7ز  

h�7 ب��� 

Tape: is the slowest device. 

useful for backing up and 

archiving data DAT = Digital 

Audio Tape 

 
 'n��$	<ا o�"
: أ�n�O ا

��n��$	<ا o�"
 ��$,�م )' ��& ا

 

5. Motherboard ح� ا3م .٥��	ا 

It is contained within your 

system unit and all vital 

computer systems plug into it 

���� داخ& ص"�وق ا
"_�م و���D ا�3اء  
�Tب &�$� ���T
 ا
#������ ا
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6. CPU: Central 
Processing Unit 

 ا	���	6 .٦

• It is responsible for the 

control and execution of all 

the computer’s operations  

• The speed of the CPU is 

measured in MHz or GHz. 

MHz = a million cycle per second  

GHz = 1000 MHz 

 

ه� ا
���pل �� ا
;��م بD��7 �� ��ت  •
 8
ا
#������ و�!Q' أ�� ا
$"��V إ

 و	�ات اqخ�اج 

6 بـ ���7ه��3 أو  •�!�
�;�س ���� ا

 ���7ه���3
 ���7 ه���3 = � ��ن ذبVب� )' ا
=�ن��

 
Peripheral devices: ��(�Q
 ا
�صuت ا

All external devices that is connected to the 

system unit. 

 .ه' آ& ا>�3Tة ا
,�ر��� ا
$' �$0 ��ص� �T ب�	�ة ا
"_�م

 

Types of computers �7ت���	ان�اع ا 
 

1. The mainframe  ���#
 ا
the largest / the most powerful / 

the most expensive / used in 

large organizations and 

companies  

)�bA /ا4آ�� �Hرة/ ا4آ=� �# ��/ا>آ�� 	��7
 ����
��$,�م )' ا
P�آ�ت ا
#���ة / ا  

 

2. Mini computer M��$�
 ا
less powerful than the 

mainframe but can perform 

similar tasks/ used by medium 

organizations  


#"\ ��$D�Q ا
;��م ا bب��
�H &Hرة �� ا
 �Tب�P� آ�ت / ب����ل�P
��$,�م )' ا

�Q��$�
 ا
 

3. Laptop 

 

 ا
����ل

 

4. Personal Computer = PC = 

micro computer 
'�,P
 ا

   
    

5. Personal Digital Assistant 

=PDA 
�' ا
��H' ا
����� ا,P
 ا
��#�ة= 

 

 

 
 

Measuring the memory س��-اآ#ة9	ا  
 

Bit 1 or 0 ٠ او ١  hب 
Byte = 8 bit character ف�	  h٨= ب��hب  

1024 byte =1 kilobyte = KB page ١٠٢٤ ص��� h١=  ب�� hآ� �ب��  

1024 kilobyte = 1megabyte = MB book آ ١٠٢٤ آ$�ب h١= � �ب��h�7ب����  

1024 megabyte = 1 gigabyte = GB  Shelf of books  *$١٠٢٤ رف آ h١=  ���7ب��h�7ب����  

1024 gigabyte = 1 terabyte Library ��$#� ١٠٢٤ h١=  ���7ب��hاب�����  
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Software ت��7#�:	ا 
The programs: a set of instructions that have 

been designed to tell the computer how to 

perform a certain task.  


$,�� ا
���* : ا
��ا�6 �T����� 0� '$
����7 �� ا
$! ���ت ا�
�"�!� ��T� ديy� zآ�     

 ه"�ك ن���ن �� ا
�����7ت
1. Operating systems: we cannot run more than 

one Operating system at the same time 

They do the following jobs: 

ن_0 ا
$�ZP&: > ن�$�ZP� D�Q& أآ=� �� ب�ن���ZP� 6& )' |ن 
 وا	�

zA�}�
:�;�م بWVT ا  

� Controls the CPU. 

� It allows the other programs and 

applications to run. 

� It handles the input and output of data.  

� It controls the peripheral devices 

� 6
�!�
    .�$�#0 )' ا
� &ZP� يV
.                                ا
��ا�6 ا
$��Q;��ه� ا

.    
    �$!��& �D إدخ�ل وإخ�اج ا
���ن�ت �

� ��(�Q
 �D��� '( 0#�$ ا
�صuت ا

Types of Operating systems &�ZP$
 ان�اع أن_�� ا
� Text based operating systems: 

Ex. MS DOS = disk operating system 
 '�"
 ا
$�ZP& ب�H4�اص ن_�م �=&ن_�م ا
$�ZP& ا

� GUI = Graphical User Interface : 

Ex. windows 95 /98/nt/xp/me/2000 

Linux / unix / mac os  

GUI: a system using windows, a pointer and 

icons to operate a computer 

 8 � ��$!� '$
 وا��T ا
��$,�م ا
������ن_0 ا
$�ZP& ا
 
 

 ������
ه' �;"�� ��$,���T ن_0 ا
$�ZP& ووا��T ا
��$,�م ا
� خuل ا
"�ا)V و ا
�Oy� و ا>�;�ن�ت� *���
 .>دارة ا

 

2. Applications: different pieces of software written 

for specific tasks. you can open more than one 

application at the same time 


 ;��م ب��Tم ���دةب�ا�6 : ا
$��Q;�ت �� $,�.� �Q$�D 
 ��ZP& أآ=� �� ب�ن����Q� 6;' )' |ن وا	� 

� presentations  

� Word processing 

� Spreadsheets 

� Databases 

� Desktop publishing  
� multimedia   

� �����;$
 ا
!�وض ا

��ص �"

6 ا�!� 

 ا
�7اول ا
���ب�� �

 �Hا�� ا
���ن�ت �

�  '�$#�
 ا
"�O� ا

 ا
���MA ا
�$!�دة �
 

Stages of System development م��
 �#اح= ت;�ی# ا	
1st Analysis  &� �$
 ١ا
,�Qة  ا
2nd Design  0���$
 ٢ا
,�Qة  ا
3rd Programming �7���
 ٣ا
,�Qة  ا
4th Testing  ة  ا>خ$��ر�Q,
 ٤ا
                

The performance of the computer ب����	ا �?#� @A ة#BC�	ء ا��Eا� 
• The speed of the processor (CPU) 

• The type of graphics card that is installed 

• The amount of RAM (so increasing the 

amount of RAM speeds up the computer) 

• The amount of free space on the hard disk 

(so clearing all the unwanted files off a hard 

disk increases the speed of the computer) 

• �

�6��� ا�! 

 ن�ع ب�H�Q ا
���م ا
�=�$� ب�
�T7ز •

•   'Aا�P!
ز��دة �~!� ا
~Vاآ�ة �~yدي ا
~8     : �!� ذاآ�ة ا
�ص�ل ا
*���
 ز��دة ���� ا

�~ * �~yدي إ
~8 ز�~�دة �~���                •
ا
���	� ا
��ة � 8 ا
;~�ص ا

� ا
�ص�ل إ
8 ا
� ��ت�Tو� *���
 .ا

    

Networks ��7تF	ا 
a group of computers linked together ���7� ��!� � �$�
� أ�3Tة ا
���* ا�  

 وه"�ك أن�اع �� ا
�P#�ت
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1. LAN ( Local Area Network):  .١ �����	��7 اF	ا 
A  group of computers connected across one place or 

across a short distance such as within one building  
� � �!� )' ب"��� وا	�ة$�
 �O#� ا
����ب ا
�اخ �� ا

 

2. WAN ( Wide Area Network):  ا��� .٢�	��7 اF	ا 
A network that connects computers over a wide 

area such as over cities or countries. 

� � �!ً�  ا
�ا�!��O#� ا
����ب$�
��� ���)� آ���ة آ�
$'  ا
 ��بM ب�� ��ن او بuد �,$ ��

 

Resources that can be shared over a network �#�P
� ��& ��Pرآ� 
�T � 8 ا#�� '$
 ا��O4ء ا
• Printers, scanners, modems... 

• Tele communications 

• Applications 

• Files (databases / documents / presentations .. 

• Transferring data between computers. 

 ا
��دم/ ا
���< ا
A�B' / ا
�Qب!�  •

 خ���ت ا>���>ت •

 ا
$��Q;�ت •

 .ا
� ��ت •

 ن;& ا
���ن�ت �� ب�� ا>�3Tة  •
 

Systems used to transmit data ن�ت��7	ا =Gأن��� ن 
1. PSTN (Public Switched Telephone Network) �� ا�#��"! �ت ا����$� ش
1. PSDN (Public Switched Data Network) �� ا���� �ت ا����$�� ا����'�(ش$�� )ا�� ()� ��

2. ISDN (Integrated Services Digital Network):   �� ا��-��� ��,+��ت ا��#$���$���ا��+ی0 ا�
+ی.(ا�$���� � ) ا����'
3. ADSL (Asymmetric Digital Subscriber Line):  01��#��2 ا�� 	ك ا��-��#� )4 ا��
4. Satellite communications � ا9-��ر ا��5�67
ISP = Internet Service Provider ا;  ��ود ��+(< �# 
 

The Modem دم��	ا 
• A device that converts the digital signals 

used by the computer into analogue 

signals used by the telephone network 

and vice versa. 

• The speed of the modem is measured in 

kbps = kilobits per second 

� ا
����ب ا>داة ا
$8 �;�م ب$���& ا>�Oرات ا •� ���H�

 z��T
ا
8 ا�Oرات ���ث �� و�;�م ب�ر��
�T ��� خM ا

I#!
.                                                             وا
. 

 .�;�س ���� ن;& ا
���ن�ت بـ آ� �بh )' ا
=�ن�� •

  
 

E-mail @#ون��	ا� I7#ی	ا 
• E-mail = electronic mail 

• This is the method of transferring data 

between remote computers. You can send 

an e-mail to anyone on the internet 

providing you know their e-mail address.  

• You can send any content via e-mail ( 

photos – text – video – any type of data) 

• mahmoud@yahoo.co.uk  e-mail address 

� mahmoud  = User Name = ID 

� @           = at  

� yahoo         = Domain name 

� .co         = Domain extension 

� .uk = country domain 

 ا
���� ا>
#$�ون' •

•  �
";& ا
���ن�ت ب�� ا�3Tة ا
���* و ��#"5 � �;��n ه�
إر��ل ا
���A& إ
8 أي O,� ��� ا>ن$�نM;( h إذا 

 .� �h �"�ان ب���W ا>
#$�ون'

. 

5 �� إر��ل أي O'ء ��� ا
���� ا>
#$�ون' �=&  •"#�� )
 bAث��
��ص / ا"
��ر / ا
 ) و اى ن�ع �� ا
���ن�ت / ا

• mahmoud@yahoo.co.uk  �"�ان ب��� ا
#$�ون' 

� mahmoud  = م�,$��
 ا�0 ا
� @               = 8
  إ
� yahoo         = �7ل�
 ا�0 ا
� .co = �7ل�
 ا�$�اد ا
� .uk  = �
         ا�$�اد ا
�و

 

The Web site: 

http://www.ICDL.com/main 

 ��K9 ا	�ی�?
�ان 
 �}�� � :*��
 > ��ضD ���)�ت �"� آ$�ب� ��DH ا

� http:// = (Hypertext Transfer Protocol) 

� www. =  (World Wide Web) 

� ICDL = The Domain Name 

� .com = Domain extension 

� /main = file name 

 ا
���#�ل ا
��$,�م �

� �����#"!
 ا
�P#� ا

 ا�0 ا
��7ل �

 ا�$�اد ا
��7ل �

�  �
 zا�0 ا
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The internet Lا�ن�#ن 
• It is a global network of computers or 

computer networks linking together 

millions of computers.  

• It provides many services such as e-mail, 

visiting websites. 

• Different types of computers can connect 

to the internet an exchange data 

• The internet is not run or owned by one 

organization or one country. 

• The internet grew out of the American 

military. 

ه' �����7 أن_�� ا
����ب أو �O#�ت ا
����ب  •
0
�!
� � �!ً� � 8 ��$�ى ا$�
� أن_�� .(ا� ��u�
ا

 )ا
����ب

� ا
,���ت �=& ا
���� ا> •� ���!

#$�ون' و ��اDH �;�م ا
*��
 .ا

• �Q$��D �T� � خ�ل�
 أن�اع �,$ �� �� أن_�� ا
����ب ا
 .و���دل ا
�! ���ت

• #�$� <0 0
�!
 . )��T دو
� �!�"� أو ����y وا	�ة )' ا

 

 . أول �� أنP@ه� وزارة ا
�)�ع ا�4��#�� •

 

Intranet Lان�#ان 
A computer network used within one 

organization or one company. 
� � � 8 ��$�ى ����y أو O�آ� وا	�ة$�
.أن_�� ا
�����ت ا  

 

Extranet Lان#�Mاآ 
A computer network used to share data between 

two or more organizations 
� أو أآ=��$��y� 8 ��$�ى � � �$�
 أن_�� ا
�����ت ا

 

WWW = World Wide Web ���7ت�
 ا	��7F ا	�
• A vast collection of linked documents or 

files held on computers all over the world 

and is accessible via the internet. 

• Each document is called a webpage  and 

can be viewed via a web browser (such as 

ms internet explorer or Netscape) 

• ����
�Q وا
����{� � 8 آ& ا
��$"�ات وا
� ��ت ا
 �#�� '$

0 وا�!
أ�3Tة ا
#������ � 8 ��$�ى ا

hا>ن$�ن ��� �T�
 ..                        ا
�ص�ل ا

آ& ��$"� ���8 ص��� و�* ��#� ��ض�T ب��$,�ام  •
 ا
��$!�ض

 

Using computers in the home ل)
 ا��*Iا��ت ا	����ب A@ ا	�
1. Using different applications to type 

letters, run business from home, play 

music, play games 

2. Send e-mails 

3. Connect to the internet ( to study / shop 

online) 

� ا
$��Q;�ت )' آ$�ب� ا
,�Qب�ت وإن�7ز  .١� ���!
ا�$,�ام ا
.         ا���4ل �� ا
�"3ل و ��ZP& ا
����;8 و ا4
!�ب

. 

 .إر��ل ا
���� ا>
#$�ون' .٢

٣.  hل ب�>ن$�ن���q5( ا

 �را�� أو ا
P�اء أو �c� ذ( 

 

Disadvantages of internet at home: ل)
 أO#ار ا�ن�#نA L@ ا	�
1. Computer addiction  

2. Exposure to offensive material 

3. Waiting to access a network can be 

frustrating. 

 

١. *���
 .إد��ن ا

٢. ���P� 
 ا
$!�ض 
��$�ى �yذي 

٣.  �#�P
� �@خ� ا
�خ�ل � 8 ا� & �

��O 5!�ر ب� &!7� 

   

Using computers in the government  �����	ا @A ب����	ا��ت اI*ا�� 
1. Public records systems:  
To keep public records of individual data  such as: 

� Passport information 

� Vehicle registration 

� Population census information 

� Criminal records 

 

١. ���!
 أن_�� ا
�u7ت ا


��� �u7ت ���� 
���ن�ت ا>)�اد �=&: 
� ���
 �! ���ت ���ر�< ا

� &;"
 ���7& و��A& ا

����Aت ا
�#�ن�� �	qت ا��� !� 

� ����7�
 �u7ت ا
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�ازق ا	��   ����د ��� ا: �����   ��� ����د    ���� ا
& ����د ��� ا
�ازق ا	�� :إ��اد                    ����
�14�   ٨ا 

2. Administration systems 

� Administer social welfare benefits / 

payments  

� Car taxes  

� Income taxes 

� Television license fees  

 :أن_�� اqدارة �=& .٢

 إدارة ��)���ت ا
$#�)& ا>�$���' �

 
 تض���� ا
���را �

 ���* ض�اA* ا
�خ& �

 ر��م رخ�� ا
$ ��ز  �
3. public Information systems 

� Announce policy documents. 

� Notify citizens of government decisions 

� Public health warnings  

 :�=&) ا>�$!��uت(ن_�� ا
�! ���ت ا
!��� أ .٣

� ���!
 إ�uن وث�bA ا
����� ا

� ���#�
� ب;�ارات ا�"nا��
 ابuغ ا

�  ����
 نP� ا
$��V�ات ا
  

Using Computers In Business  =��	ا @A ب����	ا��ت اI*ا�� 
1. Online banking 

� Check your balance 

� Transfer funds 

� Apply for loans 

١.  u��!$
 :�=&) ا>ن$�نh( ت ا
�"#�� � 8 ا
�P#� ا

 ا>�$���ر �� ا
�ص�� �

 ����& ا>��ال �

 n * ا
;�وض �
2. Insurance claim processing 

� Check policy details 

� Analyze statistics to estimate premiums. 

 :)' ا
$@��"�ت �=& .٢

� ����$
 ا
$�آ� �� ���ص�& وث�;� ا

� �$
��� �& ا>	����Aت 
$;��� ا��Hط ا�� 

3. Airline booking 

� Check ticket availability 

� Purchase tickets 

 	37 ا
�Q�ان .٣

  ا
$�آ� �� و��د �Vاآ� �

 O�اء ا
$Vاآ� �

4. Business administration 

� Administer employee payroll 

� Process orders 

� Track invoices 

 ادارة ا>���ل .٤

������تادارة  ���}��
  ا

 ا
$!��& �D ا
Q ���ت �

 ا
��ا���اص�ار  �
 

Using computers in education �����	ا @A ب����	ا��ت اI*ا�� 
1. CBT (Computer Based Training): Used to 

deliver training materials without a tutor. 

2. Student registration and timetabling 

systems  

3. Distance learning 

4. Planning lessons / creating reports/typing 

letters via ms word 

5. Comparing exam results via ms excel 

6. Recording student details via ms access 

/database application 

١. ������#

$;��0 ا
��اد ا
$�ر���� ب�ون (ا
$�ر�* ا
;�0A � 8 ا
0 !�( 

٢. �7
 لاوان_�� ���7& ا
$V��u ووضD ا

 

0 �� ب!� .٣ !$
 ا


$;�ر�� وآ$�ب� ا
,�Qب�ت���B� ا
�روس وان�Pء ا .٤  

 

 �� �& ن$�6A ا>�$��ن�ت .٥

٦. V��u$
  ���7& ���ص�& ا

 

Using computers in hospitals and 
healthcare 

���P	#?�ی� ا	ت و ا���F�M�	ا @A #ت��7��	ام اI*ا�� 

1. Keep patient records 

2. Ambulance control systems 

3. Diagnostic tools ad instruments 

4. Track treatment costs 

5. Access database information on new 

drugs and reference materials  

 ا>	$��ظ ب�u7ت ا
��ض8 .١
 !�فان_�� ا
$�#0 )' ا>� .٢
٣. ��,P$
 ادوات ا
 ��ب �#�
�z ا
!uج	 .٤
��)�� �! ���ت �� �Hا�� ا
���ن�ت �� ا>دو�� ا
���7ة و  .٥

� ا
���ع ا
��Tا
��اد#�� '$
  ا
! ��� ا
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Computer ب����	ا Human ن�Mا�ن 
• Tasks that involve 

large amount of 

memory 

Ex. Storing a list of 

staff contact details 

ا
��Tم ا
$' �$Q * آ0 
 آ��� �� ا
Vاآ�ة

�3� ��A�H : �=�ل,�
�� ��!
 ب���ن�ت ا

� Tasks that incorporates 

decision making. 

Ex. Selecting new staff 


 ��Tم ا
$' �$Q * ا�,�ذ H�ارا

 اخ$��ر ��{��� ��د: �=�ل

• Repetitive tasks رة�#$�
� ر���� Tasks that involve caring � ا
��Tم ا�B$� '$
 ا
��Tم ا

• Tasks that involve 

complex calculations 

Ex. Calculating payroll 

for staff 

 * Q$� '$
ا
��Tم ا
 �� ��ت 	��ب�� �!;�ة

�ب �����ت 	�: ل��=
���}��
 ا

� Tasks that involve 

human interaction 

Ex. Solving staff relations 

Ex. Motivating staff 

 ا
��Tم ا
$' �$Q * ����& ا�$���'
 	& ا
�u#Pت ا
,�ص� :�=�ل

���}��
 ب!�Huت ا

�: �=�ل��}��
 ����3 ا
� Tasks that need creativity 8 اب�اع
 ا
��Tم ا
$' ��$�ج ا

� Tasks that are different 

every time 

Ex. Providing a customer 

support helpline 

ا
��Tم ا
$' �$0 �@د�$�T ب��رة 
 �,$ �� )' آ& ��ة

�;��0 ا
�����ة ا
�"��  :�=�ل

 !�uء 

• Dangerous tasks ة��Q,
 ا
��Tم ا

� Reacting to unpredictable 

situations 
 zHا��
 �c� ا
�$�H!�رد ا
�!& ن�� ا

  

E-commerce = Electronic commerce :�رة ا��	ا	��ون#�� 
It is the use of internet, world wide web and e-

mail to carry out the commercial activities such 

as marketing and selling products and services. 

O و h8 ا�$,�ام ا>ن$�ن
�Q < ا�
�#� ا
�! ���ت ��P� هVا ا
 Dوب� b���$
وخ���ت ا
���� ا>آ$�ون' )' ا>ن�QP ا
$�7ر�� �=& ا

 ا
�"$�7ت وا
,���ت
 

Advantages of e-commerce :�رة ا��	(ای� ا�	��ون#�� 
1. You can shop at any time of the day (around 

the clock or during the 24 hours) 

2. You can shop in any place connected to the 

internet. 

3. Goods are available from all over the world 

4. You can shop without leaving your home 

5. You are able to return or exchange 

unsuitable items. 

  ������٢٤$D�Q ا
$��ق )' أي وhH خuل  .١

 
٢. hب�>ن$�ن &� ��$D�Q ا
$��ق )' أي �#�ن �$

 
٣. �� �� �	�$� DA�B�

0ا�!
 �D أن��ء ا
 ��$D�Q ا
$��ق ب�ون ��Zدرة ا
�"3ل .٤
٥. ����"�
 ��$D�Q ا��دة أو ا�$��ال ا
��c DA�B� ا

 
 

Disadvantages of e-commerce :�رة ا��	ب ا��?	��ون#�� 
1. There is less social interaction 
2. The payment over the internet may be insecure 

3. Dealing with unknown companies may cause 

some concern. 

4. It's more difficult to return goods purchased 

online than goods bought in a shop. 

5. The consumer rights of the supplier's 

country apply 

١. &� H '���$�<ا &���$
 ا
٢. ��| ��c ن�#� �H hا>ن$�ن ��� D(�
 ا
٣. 
 8 ب!� ا
; bا
$!��& �O D�آ�ت �c� �!�و)� �yدي إ

 
٤.  DA�B�
� ا� �#�P
� ا>ص!* ا��دة ا
�DA�B ا
�P$�اة ��� ا�

���� ;$
 ا
�P$�اة �� ا
��uت ب�
Q��;� ا
٥. �T;��Q� 0$� '$
 �Hان�� ا
��$T 5 ا
$�ب!� 
� � ا
��DA ه' ا

 

Computers and the environment  �Q�7	�7ت و ا���	ا) R�? SA@ ت���	ا��#اءات ا Tب�

I ا�? �Q�7	ا����	ام اI*�( 

1. Toner cartridges for printers can be recycled. 

2. Many computer parts can be recycled. 

3. Some computers and printers have power 

saving feature to reduce power consumption.  

4. Storing information electronically can help 

reduce the need for printed materials 

5. Used paper can be reused / recycled.  

١. �Tا��دة ا�$,�ا� � ���ات ا
��� ا
,�ص� ب�
�Qب!�ت ��#
٢. ������#
� ا�3اء ��Tز ا� ���!
� ا��دة ا�$,�ام ا#�� 
٣.  &� ;$
 �H�Q
ب!� ا
�����ت وا
�Qب!�ت 
���T خ�ص�� ��)�� ا

 ا�$uTك ا
#T�ب�ء
�3� ا
�! ���ت ا
#$�ون�� ��#� ان ��� .٤,� ����
�� )' �; �& ا

����Q�
 ا
8 ا
��اد ا
 ا
�رق ا
��$,�م ��#� ا��دة ا�$,�ا�\ .٥
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Creating a good working environment 
for the computer operator 

 ت�A�# ب�� =�? �Q�Iة 	�VF= ا	����

i. Ventilation:  أ. ���T$
 ا

– Adequate ventilation is an essential 

element of a good working 

environment 

– ���T$
 ا
��7ة ���& ه�م 
���p ا
!�& ا
��7ة ا

ii. The monitor:  ب. �O�P
 ا

– Sit directly in front of the monitor 

with the top of the monitor at eye 

level 

– Your eyes should be approximately 

24” (60 cm) from the monitor 

– The monitor should have a high 

refresh level. 

ا� I )' ��ا��T ا
O��� �O�P�ة ب��d �#�ن  –
�O�P
 ��$�ي ن_�ك )' ���ذاة ا� 8 ا

 
 7�٢٤* ان ��!� ��"�5 �� ا
�O�P ب���)�  –

  �٦٠0ب�ص� اي ب�;�ار 

 
 �7* ان �$�ا)� )' ا
�O�P ��$�ى ����d ��ل –

iii. Keyboard and mouse  ج. >�����
  وا
��رة 
�	� ا
– Support your wrist and elbow 

– Vary the way you carry out tasks. 

– Take frequent breaks every two 

hours at least. 

RSI (Repetitive Strain Injury): occurs 

when you carry out some actions 

repeatedly. 

– ��Tع �"� ا�$,�ا��#
 اد�0 ا
��� و ا

 ن�ع ا
Q��;� ا
V�"� 8$ ب�T ا
��Tم –

– 
!�& � 8 ا
�T7ز خV )$�ات را	� �$#�رة �� ا
&H<8 ا � � آ& ���$�

ا>��اءات ا
=uث� ا
��ب;� ����� )' �"D 	�وث 
 V�"� ���"� ث��� '$
اص�ب� ا>��Tد ا
�$#�ر وا

� ��n ة��
 ا
��Tم بP#& �$#�ر و 

iv. Chair:  د. �!;�
 ا

– Use an adjustable chair 

– Check that your back is supported. 

– Keep your feet firmly on the 

ground 

– M�B 
 ا�$,�م �;!� �Hب& 
– z ,
 �@آ� ان {T�ك ����م �� ا

 
 ا�!& 5���H ث�ب$$�� � 8 ا>رض –

 

v. Lighting:  F. ض�ءةqا 

– The work area should have 

moderate indirect lighting. 

– The contrast between the screen 

and other lighting should be low. 

– Use a screen filter to reduce the 

monitor glare.  

–  �Q��$� إض�ءة �T�( �(7* أن �$�ا� &�!
ب��p ا
 O��� ��c�ة

� ب�� إض�ءة ا
�O�P واqض�ءة ا
,�ر���  –���$
ا
 �7* ان �#�ن �",��

– �T"� در��

$; �& ا>O!�ع ا �O�P
 ا�$,�م واق ا

 

Safety precautions and good health 
practice in the use of computers 

 I
إح����Wت ا��3ن و ا	���ر��ت ا	�P�� ا	:�Iة ?
 ا��*Iام ا	����ب

1. More than one computer should not use the 

same power socket. 
 > �7* ا�$,�ام اآ=� �� 	���ب )' ���ر آT�ب' وا	� .١

2. Do not touch the internal parts of the PC ب .٢����
 > � �I ا3�4اء ا
�اخ �� �� ا
3. Faulty cables should be replaced را .٣�( �T

�� �7* ا�$��ا�$
 ا
#�بuت ا
4. Run cables in a safe way ٤. �"�| �;��Qت بuب�#
 0H ب$�ص�& ا
5. Never shut down the PC by unplugging it 

from the power supply 

��ر  .٥� �> �;�م ب��;�ف ��ZP& ا
����ب ب"3ع ا
#�ب& �
 ا
#T�ب�ء

 

Computer backup @W��ا�ح� YM
 ا	
Copying computer files to a separate storage 

device or disk 

 �� �� �Tب ��;�� ��"� � ن�o � ��ت ا
�T7ز � 8 ا�3Tة �,�3
 أو

Keeping copies of data in two locations 
� ا
���ن�ت  	�� ن�,� �    ��� $,� �� ا�~$���ع       )' �#�ن�~#�� dب�� 

 �,�"

� ض��ع ا
���ن�ت 4ي ��*ا
���ن�ت �� ا�	 '( ��n��$	<ا 
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Teleworking  ����	�
ا	��= �' ا	�
(ل ب���*Iام ا	��7Fت وت�
 ا�ت��Pت

�T7A�$ن �� 
1. Harder to socially interact with team members ١. ����7�
 اص!* )' ا
$���& ا>�$���' ب�� ا)�اد ا
2. Flexible working hours ت ��& ��ن� .٢���� 
3. Greater ability to focus on one task ة .٣�	وا ��T� 8 � 3آ��$
 ��)� �Hرة أآ�� � 8 ا
4. Reduced or no commuting time ت .٤uاص��
 �; �& او ان!�ام ض��ع ا
�hH ا
��$T 5 )' ا
5. Reduced company space requirements ٥.  &�� �	��� ��(�$
 �; �& �$Q ��ت ا
P�آ� 
 

Access rights ��7F	ت# او ا��7��	ز ا�[� R�? ل��I	ق ا�Gح 
Are intended to protect the company’s 

intellectual property. 


 ����y او ا
P�آ� ���#�
 ا
�Tف �"�T ه� 	���� ا
� #�� ا

Determine which files individuals can read or 

change on a network. Access rights are not the 

same for employer and employees 

 �T�( ا�

u)�اد ان �Q !�ا � ��T او �!� �#�� '$
���د ا
� ��ت ا
 ���"

' )�ن 	;�ق ا
�خ�ل 
��h وا	�ة ب��$
� 8 ا
�P#� وب�

���y�
� ب�� ��!

\ 	b ا
�خ�ل ا
8 أي .
D��7 ا ���y�
)���� ا

��0T 	;�ق ���ودة �� ��!
� ان ا�	 '( �#�P
 �#�ن )' ا

  Password و آ �� ا
�� �ID 	;�ق ا
�خ�ل �� خuل ا�0 ا
��$,�م و�0$ ����
Passwords #ور�	آ��� ا 

Should be changed regularly. Z� *7ه� ب�ن$_�م����  
Ensures that the person logging on is who they 

say they are. 

 �yآ� ان ا
P,� ا
�اخ& ا
8 ا
�P#� ه� ذا�\ 

Passwords should contain both letters and numbers. م�Hوف وا>ر��
� ا� M� 7* ان �#�ن خ� 
A password should be known only to the user. M;( م�,$�� 
 > ب� ان �#�ن �!�و)� 
  

ID   مI*�M�	ا�� ا 
Identifies a specific user on the network �#�P
 �!�ف ��$,�م وا	� � 8 ا
Must be unique on a network  7* ان �#�ن��#�P
 �c� �$#�ر � 8 ا
Not confidential ي�� ��c 
 

Using applications ت�G�7;�	ام اI*ا�� 

Word 

processing 

Create a catalogue containing 

graphics. Creating letters, faxes, 

business documents or memos 

 �"P@ آ$�
�ج ��$�ي � 8 ص�ر •

• Qخ @P"�&Aو��$"�ات�ب�ت ور��  
 ا
o ..  و�Vآ�ات

��ص"

6 ا�!� 

Desktop 

publishing 
Producing a newspaper or 
magazine with complex page layouts 

 �"�Q�Q,� @Pت ا
�u7ت ا
�!;�ة •

��z ا
�!;�ة •
 �"�QQ,� @Pت ا
'�$#�
 ا
"�O� ا

A multimedia 

application 
Create interactive training and 

learning materials 
•  ���� !$
�"P@ ا
��اد ا
$�ر���� وا

�� ���$
 ا

MA���
 ���Q;�ت ا

  ا
�$!�دة
Database Sorts large amounts of information • ن�ت���
� ا� � Aن�ت �;�م ب��ز آ���ت ه����
 �Hا�� ا

spreadsheet 

Produce charts and graphs 

Make financial projections 

Working out budgets 

 ان$�ج ا
�,�QQت ا
���ن�� وا
$�ض���� •

• ��
��
 ��& ا
��Pر�D ا

 ��& ا
��3ان��ت •

 ا
�7اول ا
���ب��

Web browser To view web pages • *��

!�ض ص���ت ا 
��$!�ض 

hا>ن$�ن 
An accounting 

application 
Payroll and stock control • 3ون,�
 ��ب�ت�b��Q ا
� ا
$�#0 )' ا
�����ت وا

A presentation 

application 

Creates overhead projections or 

slides 

 
• >Aا�O وض �;����� و�� @P"� 

�b��Q ا
!�وض 
�����;$
 ا
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Copyright #ی���	ا �����	ق ا�Gح 

Copyright provides control over how other people make disk copies of someone's work 

 
 :و �� ا��4ر ا
$' �$! b ب�;�ق ا
� #�� ا
�#���. $' ��#0 ن�o أ���ل ا(خ��� وإ��دة ا�$,�ا��Tه' ا
;�ا�� ا
� Audio files on the Internet, Graphics published 

on the Web, Scanned images, most text on the 

internet are subject to copyright. 

P"�
��ر ا
��ت � 8 ا>ن$�نh، ا
�رة � 8 ا
�P#�، � ��ت ا
 DB,� hص � 8 ا>ن$�ن��"
��ر ا
����	� ض���A، �!_0 ا
ا

���#�

�;�ق ا
� #�� ا. 
� Commercial software is subject to copyright. 

You can not copy them for friends or family 

members or copy them over a LAN  

��#�

�;�ق ا
� #�� ا DB,� �7ر��$
� . �ا
��ا�6 ا#�� < '
�$
وب�
�#�P

uص��Hء او >)�اد ا
!�A � او � 8 ا �T,ن� 

� You can make a backup CD of software  

bought for your own use 

�� ��n��$	ن�,� ا &�� � ا
��ا�6 ا
$' �O 0�اؤه� 
�u$,�ام  ��#
M;( '�,P
 ا

� Publishing digital work on disk requires 

permission from the copyright holder  

نP� ا>���ل ا
�H 8 � ���H�ص �$Q * إذن �� ص�	* 	;�ق 

WVT ا>���ل ���#�
 ا
� #�� ا

 

Data Protection Legislation ن�ت��7	ی��ت ح��ی� ا#Fت 
The main purpose of it is  to safeguard the 

privacy of  personal details 


' ا
�Tف �"\ ه� 	���� خ��ص��$

u)�اد وب� ���,P
� ا
���ن�ت ا
 )�ن\

� Can result in litigation if personal data is not 

adequately protected 

�  �����

� ��م ا�	 '( ��#��
� ان �"$6 �"\ ا
 �7ء ا
8 ا#��
���,P

 ���ن�ت ا ��(�#
 ا

� Obliges organizations to protect confidential 

data within their control. 

� �T��Q�� h�� '$
 ��7� ا
�"_��ت � 8 	���� ا
���ن�ت ا
���� ا

 
 

Information security  تح��ی�������	ا 
� It covers all aspects of computer security. it 

covers protection against viruses, hackers, 

computer failure 

�Q < آ�)� او�\ �@��� ��Tز ا ��

#������ز )�P� &�P� �T& هVا ا
������#
 ا
����� ض� ا
���و��ت وا
�خuء و ا��Qل ا

� Ups(Uninterruptible Power Supply):  �  *���
� ا>ن;�Qع ا
����8ء 
 $��ر 	�d �3ود ا� *���
��Tز ���' ا
 �;��Qز ب�T7
5 �� 	�� �� 5 و اucق ا"#�� '$
ب�
�H�Q ا
#�)�� ا

��� � 
� Surge suppressor:  � ز�T� �� ا
$�Z�ات ا
$' ���ث 
;�ة ا
$��ر ا
#T�ب' �� *���
 ���' ا


' ���' ) 	��H h��=� 8 � &�!� dة ا
$��ر(ز��دة او ن;��ن �$
وب�
5
V
 ��� �
� ا
$�ث��ات ا� *���
 �#�ن�ت ا

These documents contains sensitive data and 

need protection such as: 

� Research on new products 

� Management accounts 

� �����

�� ��$�ي � 8 ب��ن�ت ���� و��$�ج ا�$
 : ا
��$"�ات ا

 

 أب��ث �� �"$�7ت ����ة �

 	��ب�ت ا>دارة �
 

Shareware ��7:#ی�	7#ا�6 ا	ا 
� Software that you try for free but pay if you 

keep it. Or, 

� Software that you can try free of charge before 

buying 

 �T"ث� D(�� 7* ان� �#
ا
��ا�6 ا
$' ��$D�Q ان �7�ب�T ��7ن� و
�Tظ ب��$	u
 

 

Freeware ��:�ن�	7#ا�6 ا	ا 
� Software that you don’t have to pay for 

� Software that you can use without the need for 

any payment 

ون أي ا
��ا�6 ا
$' > �QB� ان ��)D ث�"�T و��#"5 ا�$,�ا��T ب�
 �;�ب&

 

A computer Virus  =�ی�#ف A�#وس ا	���� بــ^ن[ ب#ن��6 ی�M*�@ دا
	�;7��Gت وا	����تا	���� ویR�? �7�� #BC ب�9@ ا  

� The virus can destroy all your data 5ب��ن�� D��� ����$وس ب���
� ان �;�م ا#�� 
� Viruses can make your hard disk unusable 
� * � 8 ا
���* �H ��cب& 
�u$,�ام��#� ان �7!& ا
 ���وس ا
;�ص ا



��ن ا������� ����                           ��آ� ����� ا�
��� ا
�	 وا����ت                     �� ا�����  Information Technology 


�ازق ا	��   ����د ��� ا: �����   ��� ����د    ���� ا
& ����د ��� ا
�ازق ا	�� :إ��اد                    ����
�14�   ١٣ا 

� Anti-virus software can disinfect applications 

as well as files  

��$D�Q ب�ن��6 �#�)�� ا
���و��ت ان �;�م ب$�TQ� ا
$��Q;�ت و  
 ا
� ��ت

� A virus can usually be detected by anti-virus 

software 

 ا
���وس ب�ا��Q ب�ن��6 �#�)�� ا
���و��ت��دة �� �$0 اآ$�Pف 

� The process of detecting and eliminating the 

virus by anti-virus software is called 

disinfecting 

�� �� اآ$�Pف و����� ا
���وس �� �H& ب�ن��6 �#�)�� ا
���و��ت 
 8��� "��TQ$
 ".ا

 

Good anti-virus 
practice (helps to avoid 

the risk of spreading a 

computer virus) 

 @A ةI�:	ر��ت ا���	ا
 �����A ا	��#و��ت

) *"7� 8 � ����� '$
ا
 )خQ� نP� ا
���و��ت

Poor anti-virus 
practice(doesn’t help 

to avoid the risk of 

spreading a computer 

virus) 

 @A �Q�M	ر��ت ا���	ا
ا
$' > (�����A ا	��#و��ت

( ����� �Pن �Q7"* خ� '
 )ا
���و��ت

� Regularly update your 

anti-virus software 

��ن~~~~��6  0_$~~~~"�
ا
$�~~~~��d ا

 �#�)�� ا
���و��ت
� Virus check all files downloaded 

from the Internet 
     0� '$
)�� ���D ا
� ��ت ا

hا>ن$�ن �� �T ���� 

� Ensuring that no 

updates are made to 

your anti-virus 

software 

�   ان~~~\ ان �#~~~�ن �$@آ~~~�  ~~~#�� <
 �~~�(�#�

��ن~~��6 ا d��~~�� &~~��

 ا
Vي ��$,��\

� Virus check all new 

diskettes and CDs 

before using them 

)�~~~~~~� ���~~~~~~D ا>H~~~~~~�اص  
ا
��ن~~~~~~~~~~�  وا>�~~~~~~~~~~�Qان�ت 

�Tا�$,�ا� &�H ���7ة
 .ا

� Updating anti-virus 

software once a year 

�ة وا	~�ة )~d����     8 ا
��ن��6 �  
 ا
!�م

� Scheduling virus checks 

once a day 

 �~~�� 
وض~~D �~~�ول ز�"~~' 
'���
 ا

� Opening unknown e-

mail attachments 

   �,O �� �;(��
)$< ا
� ��ت ا
 > ن!�)�

� Deleting e-mail from 

unknown sources 

 

	Vف ر�~�A& ا
���~� ا>آ$�ون~'       
��در �c� �!�و)�� �� 

� Rebooting your PC if 

you find a file that is 

infected 

         �~
�	 '~( *~���
إ��دة ��Z~P& ا
�~~~~~�ب    � z~~~~~ � 8~~~~~ � ر�~~~~~=!
ا

 ب���وس
� Scanning all unfamiliar 

disks with anti-virus 

software 

)�~~~~~~� ���~~~~~~D ا>H~~~~~~�اص  
ا
�P~~~~#�ك )�T~~~~� ب��~~~~$,�ام   

 �#�)< ا
���و��ت
� Write protecting all 

copies of application 

disks once they have 

been checked 

 '~~$
	���~~� ���~~D ا>H~~�اص ا
��$~~�ى � ~~8 ن�~~o ا
�~~�ا�6   

�$#
ب~~~~~� � �T~~~~~� ب!~~~~~�   �~~~~~� ا
�O��� �T�ة�( 

� Virus scanning all 

applications before 

loading them onto your 

hard disk 

  &~~�H ت�~~;��Q$
)�~� ���~~D ا
* �
 ���� �T � 8 ا
;�ص ا

� Copying applications 

from any source (even 

from your close 
friends or from the 

network or the 

internet) 

ن�~~~o ا
�~~~�ا�6 �~~~� أي ��~~~�ر    
8$ �� ا>ص��Hء ا
�;�ب�� او     (	

hاو ا>ن$�ن �#�P
� ا�( 

� Regularly visiting the 

web-site of your anti-

virus software supplier 

  D~~~~~H�� 
ا
�3~~~~~�رة ا
�ور�~~~~~� 
 
P~~�آ� ا
�"$7~~� ا>
#$�ون~~' 

��(�#�

��ن��6 ا 

� Running software 

that you have 

received by e-mail 

  h~~~~~�H '~~~~~$
��Z~~~~~P& ا
�~~~~~�ا�6 ا
� ا
���� ا>
#$�ون'� �T�u$ب�� 

� Running a virus check 

on an e-mail attachment 

 �~~~~~~~���
)�~~~~~~~� ��);~~~~~~~�ت ا
 ا>
#$�ون'

  

 

Documents that should be printed �:ء ی��E�7?�]�أW  
Academic certificates  دات ا4آ�د�����TP
 ا

Planning applications 6ا���
 �,�QQت ا
Guarantees ن�ت��B
 ا

contracts د�;!
 ا

Staff announcements ���}��
 نP�ات ا

Documents that need careful proofreading ف ا�P$8 ��ا�!� �$@ن�� >آ
 >خ�Qءا
��$"�ات ا
$' ��$�ج ا
 

 



��ن ا������� ����                           ��آ� ����� ا�
��� ا
�	 وا����ت                     �� ا�����  Information Technology 


�ازق ا	��   ����د ��� ا: �����   ��� ����د    ���� ا
& ����د ��� ا
�ازق ا	�� :إ��اد                    ����
�14�   ١٤ا 

Documents that can be distributed 
electronically 

 �ً��ظ ب�T ا
#$�ون	$�ا> ��#� أ��Oء

Help for a software application ��;��Q$
 �! ���ت ا
��ا�6 ا

Documents that are regularly updated ب��$��ار �T=���� 0$� ات�"$�� 

E-mail messages $#
 �ون8ر��A& ا
���� ا>

Working drafts of a lengthy report � ��n �ر��;$
 ���دات ��& 

 

Formatting a disk ��"�3,$
 ��p�T ا>H�اص ا
� Unformatted disks need operating system data 

written to them before they can store files. 

 

� Used disks can be reformatted many times. 

� Format erases or deletes data or the contents of 

your disk. 

� A preformatted disk can be used immediately 

to store data. 

ا>H�اص �c� ا
��p�T ��$�ج ان �;�م ن_�م ا
$�ZP& ب#$�ب� ب!�  �
 �T� � ص��,
� ) اث"�ء �� �� ا
$�p�T(ا
���ن�ت ا� ��H& ان �$�#

�T� � ت�� �
 	�� ا
� T� إ��دة � ��p ا>H�اص اآ=� �� ��ة��#
 �� �� ا
$�p�T �#�ن �� ن$� �T7A	Vف ���D ��$���ت ا
;�ص �

 
� ا�$,�ا�\ ���O�ة )' �,�3� ا
���ن�ت �#�� @�T�
 ا
;�ص ا

 

What may result if your computer, 
laptop, PDA or mobile phone is lost 

or stolen? 

�T� أو ض��ع �H�� �
�	 '( �7�$"
ز ��ذا �$#�ن ا
ا
#������ او ا
#������ ا
����ل أو ا
����� ا
��H' أو 

 ا
z��T ا
����ل؟
� If it is password protected but not backed up, 

the data will be LOST but NOT MISUSED. 

 

� If it is backed up but not password protected, 

the data or numbers may be MISUSED but it 

will NOT BE LOST. 

�  ��n��$	ا oه"�ك ن� I�
 �#
اذا آ�ن ا
�T7ز ���' ب# �� �� و
� ���ث 
�T ��ء 
 �#
� ا
���ن�ت )�ن ا
���ن�ت ��ف �D�B و�

 ا�$,�ام

�  '��� I�
 \"#
� ا
���ن�ت و� ��n��$	ا oا�� اذا آ�ن ه"�ك ن�
 �
 �T"#
ب# �� �� )�ن ا
���ن�ت ��#� ان ���ء ا�$,�ا��T و

� ا�#�� d�	 D�B���n��$	<ا o�"
� ا� �T����$ 
 

 

 

 

 

 

 

 

 

 

 

 

 


