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Basic Concepts of Information Technology

IT = Information Technology il plral) L o i<
Refers to the use of computers in business, education and in everyday life
BLall Al g8 48 g atail) g Jaadl (B V) ualad) aladiod Jad

Components of a computer system cuwlal) alai cil g<a

1. Hardware: the physical equipment used in computing Lalal) lal) i€ JS A sdaalall ¢ 5aY)
2. Software: programs that enable you to use a computer pladi (e GliSA (AN gal gl (A s biaa )

Hardware
Aokl o) 329

| 1 1 1 |
4 N
Input devices } [ Output devices } [ Storage Devices J [ CPU \] [ Mother Board
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1. Input devices JAN <l g3l LY
The devices that used to pass information to the dallal) Bas g ) il glaal) Jra gl p 985 Al ) g A
central processing unit (CPU). 43 8 pal)
Examples: Al
Keyboard geilial) 4 gl
Mouse 5Ll
Scanner Ayl malal)
Microphone &7“"/ G198 5 0Saal)
Trackball (alternative to ‘V‘ . i ot %
s Wl Jaag)aiil)
the mouse) L (Bl i 3.5
Joystick e Gilal¥) &

Digitizing Tablet 40 ) 4a 5

Web camera .-:;,& Gu gl ) als
Touchpad g oualll da gt

light pen (A gall 2181
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Information Technology

2. Output devices
The devices used to display the computer data in

Lobay (ppalsall Ll dnen

ZIAY) <l ga) Y

JiSﬁgJLEJMgéjM\QUQU'AJﬂQ\JJYHh

an understandable or readable format. ‘LUG-‘-‘
Examples: Al
Scrfzen/Mo.nitor/V Dp= LAl
Visual Display Unit
Speakers / Headphones e Lad)
Plotter P
Printer dalall
LED/LCD b ) AL

Touch Screen

3. Input / Output
Devices

Touch Screen

Modem
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4. Storage Devices

CrAL Jailag ¢

e Types of memory: (AN hailug £1531) 3 SIA £1g3) @

1. Read Only Memory (ROM): this memory gl Lgaibiad (e B_SIA o3a ¢ Jadd 5o i) 5,813 )
is:

®» Fixed. AL @

® You can NOT write to this memory. Mgl AUl s Y @

® The contents of this memory are Aaiaal)dS,dll gl ahaall S8 e difia Liligsa JS @
unchangeable and supplied during the S (L)) g gty siaa o (S Y g Lgd
manufacturing of the computer. Read Only Memory Lpddlial)

® It contains instructions needed for the el aligga o d ol @

computer to work

switched on.

correctly when
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2. Random Access Memory (RAM)

# This is the working memory

® The operating system is loaded into E‘IZ:?:: A
it when the computer is switched on

= it contains all the work in progress %

® it is volatile (its contents are lost § EHLEEELE
when you switch off your computer) oom

= changeable / rewritable —

® The more RAM you have the faster RAMBUS

your computer is.

3. Auxiliary storage devices / memory
It provides the permanent storage for your data
that you wish to access again at a later date

Hard disk: the fastest
media (auxiliary storage
device) to access your data

FlOppy disk: the cheapest
storage device. It is suitable to

store small documents its
capacity is 1.44 MB

CD-ROM. compact disk

read only memory. Its capacity
is 700 MB to 900 MB
CD-R: compact disk

recordable. Its capacity is 700
MB to 900 MB

DVD: Digital Video Drive. Its
capacity is 4.5 GB to 17 GB

Zip disk : zip disk capacity:
100 -250 MB

jaz disk capacity:
1-2GB

Tape: is the slowest device.
useful for backing up and
archiving data @ = Digital
Audio Tape
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5. Motherboard

It is contained within your
system unit and all vital
computer systems plug into it
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6. CPU: Central o %
Processing Unit y '

e It is responsible for the clles aaang aldll ¢ J gianal) °
control and execution of all ui{ 14 J“ ’ ;:{ s i :9:“
the computer’s operations T i ; Ly ‘5\ -

e The speed of the CPU is s e s e
measured in MHz or GHz. T — I Fiala o f:; LL:; *

MHz = a million cycle per second - ) v B J",j =

GHz = 1000 MHz il (B sl ugpla = Jim lag

Peripheral devices: 4kl cSla gl
All external devices that is connected to the AUEN Bas g Ledua o8 oy Al da LRI B 3¢aY) S (A
system unit.

Types of computers Cilaulal) £ 63

omsl)

1. The mainframe
the largest / the most powerful /
the most expensive / used in
large organizations and
companies
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2. Mini computer
less powerful than the
mainframe but can perform
similar tasks/ used by medium
organizations

3. Laptop Jsaaall
4. Personal Computer = PC = Lal)

micro computer

5. Personal Digital Assistant

BShall = (b )l uadil) 3 Lual

=PDA
Measuring the memory 3 SIAN ulid
Bit 1or0 9 <
Byte = 8 hit character [ JEN oA =l
1024 hyte =1kilobyte = KB page dada b€ Y =y Vo Y
1024 kilohyte = Tmegahyte = MB hook Qs Cullasa Y =cubigl€ V0 Y €
1024 megahyte =1gigahyte =GB | Shelfofhooks | S i Cullasa ) = cullasa V2 Y €
1024 gigahyte = 1terahyte Library d<a Gl i ) = Cullasa Vo Y8
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Information Technology

Software
The programs: a set of instructions that have
been designed to tell the computer how to
perform a certain task.
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1. Operating systems: we cannot run more than
one Operating system at the same time
They do the following jobs:
% 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

7/
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Types of Operating systems

=Text based operating systems:

Ex. MS DOS = disk operating system
=*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
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2. Applications: different pieces of software written
for specific tasks. you can open more than one

application at the same time
presentations

Word processing
Spreadsheets

Databases

Desktop publishing
multimedia
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Stages of System development

1st Analysis Juladll Y 3 ghadld)
2nd  Design praall] Y 5 ghil)
3rd  Programming daaall ¥ 5 ghdll
4th Testing JEAY) € 5 ghadll

!l Ly ohal Jal e

The performance of the computer

¢ The speed of the processor (CPU)

e The type of graphics card that is installed

¢ The amount of RAM (so increasing the
amount of RAM speeds up the computer)

e 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)
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Networks
a group of computers linked together
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1. LAN ( Local Area Network):

A group of computers connected across one place or

across a short distance such as within one building

ddaal) ASLEN Y
Baal g Ay 8 L dlaiial) Adi Al (o guilad) A8l

2. WAN ( Wide Area Network):

A network that connects computers over a wide
area such as over cities or countries.

daa gl ASLEN) Y
&ESJ#EM&G&AM\&M\JS\@JMN‘M
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Resources that can be shared over a network
* Printers, scanners, modems...

* Tele communications

* Applications

* Files (databases / documents / presentations ..
* Transferring data between computers.

S e \gd AS ke Jes 0Sa o) pLdd)
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Systems used to transmit data
PSTN (Public Switched Telephone Network)
PSDN (Public Switched Data Network)
ISDN (Integrated Services Digital Network):
ADSL (Asymmetric Digital Subscriber Line):

. Satellite communications

N
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ISP = Internet Service Provider \

Cat Y AR 3

The Modem

* 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
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E-mail

* E-mail = electronic mail

e 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

v' mahmoud = User Name = ID
v @ =at

v' yahoo = Domain name

v .co = Domain extension
vk = country domain

9 AN b )
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i mahmoud @yahoo.co.uk| .38l & » o) sie

v' mahmoud = pdiiwal) aul
v @ =

v’ yahoo = Jlaal) andd
v .co = Jlaall Alaial
v .k = 4 5al) a)atal

The Web site:
http://www.ICDL.com/main
http:// = (Hypertext Transfer Protocol)
www. = (World Wide Web)
ICDL = The Domain Name
.com = Domain extension
/main = file name
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Information Technology

The internet

* It is a global network of computers or
computer networks linking together
millions of computers.

e 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.
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Intranet
A computer network wused within
organization or one company.

one

il i)
Baa) 9 A8 ol Ao 3a (5 giea Ao Aaial) cilpadal) dakis]

Extranet
A computer network used to share data between
two or more organizations

Gl S
S o O30 (5 gn Ao Alaial) cilpadal) dakis]

WWW = World Wide Web

* 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)

A5 guClial) A1)
e 45 giaall g Adagipal) Clilall g ilaiioal) S o
(S g alal) (5 ua 1o gasaSl 334
AN e g Jgeasl
AR Ll e Sy g dadia acy Alla IS @
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Using computers in the home
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)

JHall (B G gudal) cilafadin
Jlad) g cilUadd) ALUS 8 cilipdatl] cpe ddad) aladiad )
el g A gal) Jaadd g 35l e JlesY)

IS &) Sl ) LY
(A3 e ol £ ) g Al pall ) i AL Juaiy) Y

Disadvantages of internet at home:
1. Computer addiction
2. Exposure to offensive material
3. Waiting to access a network can be
frustrating.

Jiall B el AN )l
elald) lay) Y
ﬁwés}adm@ﬂ\ Y
AGA o Jadall Al Ga Jlally jsrd bl Jaay Y

Using computers in the government
1. Public records systems:
To keep public records of individual data such as:
v Passport information
v Vehicle registration
v Population census information
v" Criminal records

dagSall A8 o gulald) cila)ading
dalad) Mol dadasi Y
s Jia 313y ity dale @Dl Jadad

A rkal Glaglea v
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Ol Sl v

14 (e Vdadall

daa) (G510 4 3 gana s daa

Jgana b by & daal (G310 e 3 gana s Al




Information Technology

Cilaldll g‘!\ culall aalad S je

2. Administration systems s Jia B ylaYy) Aakal) Y
v" Administer social welfare benefits / S lday) il cle ghaa 3y v
payments
v Car taxes Gl bl Ay s v
v Income taxes JAA il ey v
v Television license fees Sl dad j aguy vV
3. public Information systems sdie (Cladlaiaal) dalald) Cila glaal) dakii) ¥
v" Announce policy documents. dalad) Al 3ilig (D) Vv
v Notify citizens of government decisions 4o gSal) il ) &y cpibal gal) £301 v
v'_Public health warnings danuall &l piadl) i v
Using Computers In Business Jand) A G gudall cilaladiing
1. Online banking sl (i) ) ASud) e Al @ Saladl) |
v" Check your balance Lall g sladiayl v
v" Transfer funds Jsa¥) agad v
v Apply for loans Ayl Qv
2. Insurance claim processing sdie cilipdil) B Y
v Check policy details Ol A8 g Jaaldl e asUl v
v Analyze statistics to estimate premiums. Oalil) Jalud) el clailbaal) Julad v
3. Airline booking Okl Jaa Y
v" Check ticket availability SSIX dgag (pe asll v
v" Purchase tickets S g i v
4. Business administration 3P I K I
v' Administer employee payroll Gl gal) il Ja 00 Vv
v Process orders Cilbuthl) aa Jaladll v/
v" Track invoices S8l el v
Using computers in education anlail) 8 G guilad) cilaladio
1. CBT (Computer Based Training): Used to 9 A jaill 3 gal) anaiil) 5 gusasll o adlll) qupail) )
deliver training materials without a tutor. (plra
2. Student registration and timetabling Sl auda g9 daadlil) s daai) ¥
systems
3. Distance learning day e aladl) ¥
4. Planning lessons / creating reports/typing Clldadl) AUS g o SN pLES) g (g all paadaad ¢
letters via ms word
5. Comparing exam results via ms excel clilatie) gildi Julas 0
6. Recording student details via ms access Ll Jualdli Juad
/database application
Using computers in hospitals and daal) Lle ) 5 clddiuall (B 5 guasl) aladin
healthcare
1. Keep patient records @ yal) Clauy Blitay) |
2. Ambulance control systems o) B asail) dalii) Y
3. Diagnostic tools ad instruments oadddl) ¢l ga) LY
4. Track treatment costs o) s Gl €
5. Access database information on new 9ol gyl e L) ae i 8 (e Claglaa 4B gl 0
drugs and reference materials Ll £ a0l (S Al dalad) 3) gall
14 (o Aadall daal G0 4 dgana s daa i dgana dud) by & daal (310 2 3 gana s dlas)
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Computer Ggmial) Human Ol
e Tasks that involve P
large amountvofV a u{h'u "d e Tasks that incorporates 3 s
BSIAN e asS K ¢ 1B A Gl Al algeall
memory dailh oy 385 < Jthe decision making. sis cpdlhgn JLGR) s the
Ex. Storing a list of uﬁﬁ i EX. Selecting new staff T T
ol
staff contact details ) o
e Repetitive tasks 5 8%all algall = Tasks that involve caring e ) (el (Al algeall
e Tasks that involve @ll®i Al algall = Tasks that involve Sladal Jeldi qtlats Al algal)
complex calculations  538a dylua cililes human interaction daldl) cdlsdall Ja 1 Jlia
Ex. Calculating payroll @l 4 lua :Jda  Ex. Solving staff relations Ol gal) c8Nlay
for staff (pilisall  Ex. Motivating staff Gl gal) el s glia
» Tasks that need creativity gl A gliad A algal)
» Tasks that are different B guay gl oy (A algal)
every time 8 e JS B Adlida
e Dangerous tasks 8 shill algall  Ex. Providing a customer 418 Bas Lwal) apafs 1 Jlia
support helpline sl
= I?eact.ing to unpredictable dab gl e i gall gt Jadl)
situations
E-commerce = Electronic commerce A g M) B ol
It is the use of internet, world wide web and e- e glral) ASudi g il AN aladiadd ) pellcal) 138 sy
mail to carry out the commercial activities such &9 (g sadl) Jia 4y jlail) AV A g A & ) cilard
as marketing and selling products and services. Cilaadl)  Sladiial)
Advantages of e-commerce A g A 3Ll L) e
1. You can shop at any time of the day (around dolu Ve DA cdg ol B gl galaind )
the clock or during the 24 hours)
2. You can shop in any place connected to the < ANG duatia (1S (g B (G amd) pobiid Y
internet.
3. Goods are available from all over the world pllad) slad) gaen (0 dalia pibiad) Y
4. You can shop without leaving your home Jiall B palka (g (3 gl ppdaid
5. You are able to return or exchange Luliall pf pdbad) Jlagi g Bale) pobiess 0
unsuitable items.
Disadvantages of e-commerce A g S B jladl) Qg
1. There is less social interaction Sl eldal) Jelddll )
2. The payment over the internet may be insecure Ol S S 8 el AN e @.\S\ Y
3. Dealing with unknown companies may cause Gl Gary ) 535 ddg ra pf S yd pa Jalal) ¥
some concern.
4. It's more difficult to return goods purchased il e dSall e 3 jidial) gl 3ale) coa) (pa £
online than goods bought in a shop. AQa 8T 48, Jhally cdlaal) (ya B) sidial)
5. The consumer rights of the supplier's Leadai oty Al A adll) Al daglil) llgiosal) oyl g8 0
country apply
Computers and the environment A BT N Gl aY) gan) Al g clbwlal)
(wlad) aladic e diyd)
1. Toner cartridges for printers can be recycled. Lgmaladiin Bale ) Sy cilaglally dualdd) juall cilgee N
2. Many computer parts can be recycled. Somasll Jlea £13a) (e aad) aladiid Sale) (Say Y
3. Some computers and printers have power  Juiil d8Uall 1 g8 duald Lgual cilaglall g cilawdald) Gy Y
saving feature to reduce power consumption. LSt gt
4. Storing information electronically can help 4alall Jul& & soluy o)) ¢Sy Lig SN cilaglaall ¢ a3 ¢
reduce the need for printed materials de gabaall 3] gal) I
5. Used paper can be reused / recycled. dalading Bale) (Say addiicall (G 91 0
14 ¢ Y4aiall daal G0 4 dgana s daa i dgana dud) by & daal (310 2 3 gana s dlas)
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Creating a good working environment
for the computer operator

kal) Jidial 5an Ja Aiy b

i. Ventilation:
— Adequate ventilation is an essential
element of a good working
environment

A
Basal) Jand) A ola Jale Saadl Aysgill

ii. The monitor:

— 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.

-

LA WA | R
G158 Euag B pdilae LALAY g ga (B ula)
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Je Cuaal 5 giea LLAY B 8 g0 o) iy —

iii. Keyboard and mouse
— Support your wrist and elbow
— Vary the way you carry out tasks.
— Take frequent breaks every two
hours at least.

5Ll &ISM\&AJS z

Lagaladin aic £ o< g dw dl asd)

plal) g 355 AN Bkl e gi —

Sl o Jaadl (e b Sl dal ol b A
B e (el JS

RSI (Repetitive Strain Injury): occurs
when you carry out some actions

Gigan ada b selud AR L) A3AY ciel oY)
385 Ladie &l Al g ) Siall gy dlal

repeatedly. A gh Baal 5 ) Sia JE algal)
iv. Chair: aiall L
bodall b saba aadiad  —

— Use an adjustable chair

— Check that your back is supported.

— Keep your feet firmly on the
ground

LY (e agede  yeda o S —

AN S S e Jaa)

v. Lighting:
— 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.

391.«.4\;1\ .0
Ao gia Belida) Lgud 81 g o e Jardl ddy  —
b dlia

da A selay) g AL seld) (b)) —
caidia 5% O e
Lia Jaball &MY\ BACAPIRARA] als @.\i:u.u‘ —

Safety precautions and qood health

practice in the use of computers
More than one computer should not use the
same power socket.

Do not touch the internal parts of the PC
Faulty cables should be replaced

Run cables in a safe way

Never shut down the PC by unplugging it
from the power supply

[
.

A o

e paad) Lauall clalaall g Gla¥) cildaliia)
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Computer backup
Copying computer files to a separate storage
device or disk

Keeping copies of data in two locations

(aliaY) Fewdl)
Al 0 345 5 3¢ Ao Jlgad) clile fd dlas Lgy sy
3
Ela i (pSay duay cpilida (pilSa b clibl) (e A3l ia
e Y ULl el Alla B Adaliay) Al (e cilill)
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Teleworking L ol 53S0 g Sl aladiindy J Hall (e Jard)
ylaly)
L2 0o
1. Harder to socially interact with team members de ganall 3 31 (S LadaY) Jolidl) 3 caal )
2. Flexible working hours Uy des ol Y
3. Greater ability to focus on one task Baalgdaga o 58 il o i3 ,08 dg Y
4. Reduced or no commuting time gl gall 8 elgiaial) Cd gll £luda alinil o Julii ¢
5. Reduced company space requirements o Aabuia b gil dS pdd) cilthaia Jl5 0
Access rights 44l ) Jigash Siga Ao Jodal (§gia
Are intended to protect the company’s A8 A o) A gall 4 i) Alal) Alan ga Lgia ingd)
intellectual property.
Determine which files individuals can read or Lgad ) lany o) Lgale ) gathay ol 31 80 Sy (Al clilal) daas
change on a network. Access rights are not the Aadlly Bas) g Cuad J oAl Gg8a (b AUl AS,8 o
same for employer and employees @l A JsAa a A dwcpal) jutad A sally Cpalalad) grand
Bagdaa (398 agual Cpalalal) O Cua (B ASE B lsa
Password sl 4alS g ID asdiceal) amd JYA (pa Jaal) 5 58a dand aly g
Passwords ol dals
Should be changed regularly. AUATIL W s cany
Ensures that the person logging on is who they 4303 ga Al N JANAl padlddl of aSs
say they are.
Passwords should contain both letters and numbers. A8 g g uadl (ra haald (685 () quay
A password should be known only to the user. atd aniiccall A5 e 0585 Ol 2 Y
ID pddiceal) ans)
Identifies a specific user on the network Audl) o ) g addie i oy
Must be unique on a network QA o ) Sha i (08 O e
Not confidential G
Using applications ciiuhil) aladiu
Word Create a catalogue containing J3a Je g siag 7 sllig l-dug J
. graphics. Creating letters, faxes, Gl g Jilay g clthd Ly o gapaill mllza
processing . : ;
business documents or memos & .. &l Sdag
Desktop Producing a newspaper or Baaal) cilaall cillaybads Wil o LSl
publishing magazine with complex page layouts Sakaall cisuall cilbabia Lily o ¥ >
A multimedia  Create interactive training and doaalail) g Ay jail) 3 gal) Lady @ Jailaw gl cilBala
application learning materials Aoy dasaiall
Database Sorts large amounts of information Gl (e ALy CiliaS o aghy @ clibyl) o) g
Produce charts and graphs dapdn gill g Ayl cillabadal) S @
spreadsheet = Make financial projections adLal abdall Jas @ dbuald) Jglaad)
Working out budgets Gl jaal) Jas @
Web browser To view web pages ugll Clada (2l @ “‘:‘J;;T
A:pi)c]?g:tlil(t::g Payroll and stock control CoiAall g il pall B asail) o lbead) (gaaka
. Creates overhead projections or . L
ot stin s o S
4 el a) G0 40 dgana i Ran S dgana ) s & el 51N 38 dgana ;3]




Information Technology Slalll g V) cdall alad S e Lobay (ppalsall Ll dnen
Copyright dg i) Aslal) (3 g8a
Copyright provides control over how other people make disk copies of someone's work
g A ALl 3 ghay 3las L2 3aY) (ha g gl kil Bale ) g (o AW Jla ] aSat ) o) gal) A
=Audio files on the Internet, Graphics published A&l o 3 gdiall jgall i) o Ggall cilila
on the Web, Scanned images, most text on the — g&idd GiiN) o apaill alinae g da guaall ) guall

internet are subject to copyright. A sl dstal) (g g8ad
=Commercial software is subject to copyright. OSay ¥ Al g Ay il ASlal) (3 g8t pulads 4y jladl) gl )
You can not copy them for friends or family A o gl dlital) 21 8Y o) plBaadl lgiud
members or copy them over a LAN
*You can make a backup CD of software AIAATL L 3l i (Al el gl (e Agaliia) Al Jas Sy
bought for your own use hid addd)
*Publishing digital work on disk requires G qala e oY) ikl ga B o dad ) Jles)
permission from the copyright holder Jues ¥ s 4y Sil) AsLal)
Data Protection Leqislation bl dlas cilay ya
The main purpose of it is to safeguard the Al g 21U dpad ) cilill) dpa guad djles b 4da Ciagl)
privacy of personal details aild
=Can result in litigation if personal data is not Llaall ase Ala & dasaal) ) 5 gall) dde iy o ¢Sagm
adequately protected duaddll clilull 4818
=Obliges organizations to protect confidential Wk cad AN 4y ) UL Ales e claliial) juage
data within their control.
Information security e glral) diles
=It covers all aspects of computer security. it Jady 9¢8 st Jlga (el da g) ABS pellaaal) 138 Jadym
covers protection against viruses, hackers, Hgzash) Juae) g eMAA g il g il M Alasl)
computer failure
*Ups(Uninterruptible Power Supply): Gualad) 3938 Gua JLAL ¢ allal) pUAN) (e culad) aay Slgan
A3 )k jlgadl (D) 5 dles Jda (pe dlisad Al 4dSl Adualy
=Surge suppressor: Oa Sl il B gl Gand Al @ i) e alad) ang Slgam

@y Al (UL 848 il o Jary dua) Glali g Baly)
GUAY Al el il e caaalad) il <a

These documents contains sensitive data and sdglaal) Uik g 4 yu Clily o (g giad A Clailualln
need protection such as:
=Research on new products S ciladia g Eilagie
=Management accounts 5l Clilwan
Shareware A jatl) zeal all
=Software that you try for free but pay if you Ll a8 () quag S g Uilaea g ad o)) i A el sl
keep it. Or, g Bliiany

=Software that you can try free of charge before

buying

Freeware Adlaal) zzal sl
=Software that you don’t have to pay for ¢ ot Lgaladinn) iy g gl adai ¢ i ¥ (Al geal il
*Software that you can use without the need for Jilda
any payment

A computer Virus JAN ARy el Al ulal) (g b Gy

clilall g clipbail) Bl Ao Lla Sy uulad)
*The virus can destroy all your data il e ey (gl 2 gl O (S
=Viruses can make your hard disk unusable AR 8 e sl Ao qabiall (e Al (g dl) Jaa O OSay
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9 lipdaill yuedal 2 g8 &) il gl AadiSa el ki

= Anti-virus software can disinfect applications

as well as files

=A virus can usually be detected by anti-virus

software

=The process of detecting and eliminating the
virus by anti-virus software is called

disinfecting

RATIIN]

il g dl) AadlSa zrali j Adaa) g3 g udll LELEIS) Ay La Bale

o g ) Aadlsa gl g O (e gl e g HLEGS) dylas

." Jsh"a“ " A

Good anti-virus

B ) Cila jladll

practice (helps to avoid
the risk of spreading a
computer virus)

il g adl) Aadl<a

Poor anti-virus
practice(doesn’t help

ciad e selud AlY)
(Sl gl &5 phad

to avoid the risk of
spreading a computer
virus)

st Al il jlaal)
Y Al g _dl) dadl<a
A ShA cial el
(&Lw\g),,\gl\

=Regularly update your
anti-virus software

®Virus check all files downloaded
from the Internet

=Virus check all new
diskettes and CDs
before using them

=Scheduling virus checks
once a day

=Deleting e-mail from
unknown sources

=Scanning all unfamiliar
disks with anti-virus
software

=Write protecting all
copies of application
disks once they have
been checked

=Virus scanning all
applications before
loading them onto your
hard disk

=Regularly visiting the
web-site of your anti-
virus software supplier

=*Running a virus check
on an e-mail attachment

el al it ial) Eya sl
il g o) AadlSa

a3 Al clilall guen and
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Latial) 48 il g Sy
dadlgal) grali

Al el 88 4 yaad
AN

=Ensuring that no
updates are made to
your anti-virus
software

=Updating anti-virus
software once a year

=*Opening unknown e-
mail attachments

=Rebooting your PC if
you find a file that is
infected

=Copying applications
from any source (even
from your close
friends or from the
network or the
internet)

*Running software
that you have
received by e-mail

OmSan Y A aslia eSS )
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Documents that should be printed

Academic certificates
Planning applications
Guarantees

contracts

Staff announcements

Documents that need careful proofreading
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Information Technology

Documents that can be distributed

electronically
Help for a software application
Documents that are regularly updated
E-mail messages
Working drafts of a lengthy report

Cilaldll g‘!\ culall aalad S je

Lobay (ppalsall Ll dnen
L gy Lgo BLEIAY Sy s ladi]
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Formatting a disk
=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.

iy A5 (al BY) g
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What may result if your computer,
laptop, PDA or mobile phone is lost

T P 5 e D g Fall s
9 B sebal) g Jganall f5guiasll g 5 gasasl)

or stolen?
=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.
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