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No. of Units
No. Course Code Course Name Prerequisites ) = s @ [ qu.IaJ.U )).E_U f““”‘ )).E_U 3y
CRH L P T CTH
1 MATH 101 Mathematics 3 6 0 2 8 Slasbyll oeby Ve i
— X
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a ) o
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et
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- — )
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4 UHRM101 Prnciples of Human Resources Management 4 6 4 0 10 LS O-TL PN RS KV R ZX\ 9 35 TR
Total Number of Units 10 10 20 0 30 sgozxll
Total Number of Units ‘ 20 ‘ 30 ‘ 20 ‘ 4 54 S gzl
CRH: CreditHours  L:Lecture  P:Practical T:Tutorial  CTH: Contact Hours I Foral Jlasl cilelin: T e oplads @03 ¢ Glyg /hes oo ¢ Byudln s ¢ Bokaian Sldgip.g
No. of Units
No. Course Code Course Name Prerequisites | a. ) .~ o fuzs bl el el el ey
CRH L P T CTH
1 ISLM 101 Islamic Studies 2 4 0 0 4 Al wlalys ol VN ‘__’i
— . -
£ 2 ENGL 112 English Language (2) ENGL 111 3 6 0 2 8 Jesl 1 (7) 2gplems) 23 el VY ’: .
— o 73
&u.: 3 UACC101 Principles OfAccounting 3 4 4 2 10 Awol=ll golio wza Vo) -
Q —
£ Total Number of Units 8 14 4 4 22 oozl 5
A N
_g 1 ICMT102 Advanced Computer Applications ICMT 101 2 0 8 0 8 el Vo) Louaill cewlol Sladas ks VY %',
f's\:l o~ 2 STAT 101 Introduction To Statistics 3 6 0 0 6 clas¥l & doude Las>| V. 1 =
) i | b | 3
= 3 UHRM111 Employment Analysis UHRM101 3 4 4 0 8 3o- TR aills gl @bty Juloes 3O TRRR % Y
4 UHRM112 Human Resources planning UHRM101 4 8 0 0 8 3o- TR Lyddl sylell Ladass 39 TRRN
Total Number of Units 12 18 12 0 30 goozll
Total Number of Units ‘ 20 ’ 32 ‘ 16 ‘ 4 52 EAFIVES]
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part No. Course Code Course Name Prerequisites o = o 3 sz bzl oxall el 2l 5y ¢ 5=
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1 LEAS 101 Learning Skills 2 4 0 0 4 laddl @llee sake Vo _ =
Ayl 4 .
D E 2 UHRM 221 Recruitment and selection UHRM111 3 4 4 0 8 3O TRRR SlasYly olbhara| Sy YV } 1
8 & 3
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E :
(9] Total Number of Units 9 14 8 2 24 gl 3
< 2
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E 2 UHRM 222 Training and Development of Human Resources UHRM112 3 4 4 2 10 SSTRRA A pddl 31kl Aeisy cunyls Sy YYY 5“ :‘i
= T
3 UHRM232 Civil Service Management 3 4 4 2 10 ERRIS - PRES (K| Sy YTY >
Total Number of Units 9 14 8 6 28 gzl
Total Number of Units 18 28 | 16 | 8 52 goozdl
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No. of Units
part No. Course Code Course Name Prerequisites Y = PVS [ bzt 2xall el 8Ll e,y ¢ 5l
CRH L P CTH
ETHS 101 Professional Ethics & Comm . Skills VOCA 101 2 4 0 4 JEVRARA! Jlas¥l alyleag b gl eludl PR
1 il il _ —
. — KABB102 KNOW About Business (2) KABB101 2 0 8 8 RSN (V) e @lle e 8yaall HE Y 1 .
-
[ = =2
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c —
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% Management i B 1 :“::\b
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8 CRH 3
E o —
o 5 1 UHRM 298 Co-operative Training (1) 2 (1) Gobadl oyl §rdaYAA ‘& ‘33} %,
= - : =
LN ~ = — 3
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Total Number of Units 4 goexll
CRH L P T CTH
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79 108 84 20 212 el Sl fSll gy
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Course Name English Language 1 Course Code ENGL 111
Prerequisites - Learning Style Online
CHT T P L CHR Semester
4 1 0 3 3 1

Course Description:

This course provides trainees with a solid foundation of basic sentence form and function. It concentrates on grammatical structures,

vocabulary expressions often used in technical and professional contexts.

General Objective:

The course aims to consolidate student’s previous knowledge of English, and bring it up to a pre- intermediate level which enables them

continue courses related to their particular majors.

Detailed Objectives: By the end of the course, trainees will demonstrate their abilities to do the following:

1- Communicate using work and major-related technical terms and vocabulary.
2- Understand simple dialogues, instructions, and descriptions about simple technical topics, objects and processes
3- | Readvarious types of technical texts and charts with reasonable comprehension using a variety of reading skills such as skimming,

scanning, and reading for details.

4- Utilize all available information such as graphs, charts, diagrams, and pictures to understand texts.
5- Write short guided texts using relevant vocabulary, basic sentence structure, reasonably correct spelling, and punctuation.
Safety Procedures:
1- The interns must follow the instructions of safety.
2- The interns must follow the Islamic ethics in maintaining the cleanliness and safety of the place.
SYLLABUS
Instructional Objectives
Hours
(Online) Contents Students will learn and practice the following
Language forms and functions:
®  Use of Verb Be in meeting people
Unit 1: Check up ®  Vocabulary: basic verbs, tool names, and prepositions
1.1 Basics: meeting people, using forms, following ®  Fill out business cards with personal details
8 instructions ®  Practice technical abbreviations
1.2 Letters & numbers: exchanging info, using ® Listen for specific info using context clues
forms, units of measurement ® Read and fill out charts with dates & times
1.3 Dates & time: numbers, travel arrangements e  Expresstimein 12/24 hour formats

o1




G5 A oyuizl) oladl Aol

Ay,

e

[
T A RPN RN Sy &yl 315k Byl
PR N ERI PR \"./
SYLLABUS
Instructional Objectives
Hours
(Online) Contents Students will learn and practice the following
Language forms and functions:
Identify different parts of something
Unit 2: Parts (1) Vocabulary: different parts and tools.
2.1 Naming: identifying parts Ask: “What's this (that) called?”
8 2.2 Assembling: using checklists, identifying what Follow instructions in a manual
you need for a job, using an instruction manual Learn verbs: tighten, loosen, etc
2.3 Ordering: using voicemail, ordering by phone, Take notes from phone messages
introducing yourself and others Make orders on the phone
Ask questions
Negate statements
Review Unit A: Use contractions in writing
4 Trainees will review and practice form, Use DO/BE in questions.
meaning, and use of the instructional Read numbers, date, time (12/24 hr)
content of units 1 &2. Vocabulary: verbs in instructions, word meaning
according to context & field.
Unit 3: Parts (2) Make yes/no questions in simple tense
3.1 Tools: describing components, using a Vocabulary: parts and important tools
8 product review Read about features of a product
3.2 Functions: Saying what things do, describing a Identify what things (devices) do
product, talking about people’s jobs Use prepositions to express locations
3.3 Locations: saying where things are Use “where” to ask about location
Use adverbs to describe direction of movement.
Unit 4: Movement Use “can” and “can’t” in statements and question
4.1 Directions: describing direction of movement Listen for numbers
8 4.2 Instructions: using an instruction manual Identify pronoun reference
4.3 Actions: using an instruction manual, giving and Follow instructions from an instruction manual
following instruction, explaining what Interpret diagrams
happens Write short instructions
Use “when clause” to describe actions
Review Unit B:
Ask questions in the present simple
6 Form negative and positive sentences

Trainees will review and practice form,
meaning, and use of the instructional

content of units 3 & 4.

Distinguish between short and long answers to yes/no

questions
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SYLLABUS
Instructional Objectives
Hours
(Online) Contents Students will learn and practice the following
Language forms and functions:
®  Use correct form of first person singular verbs in the
presentsimple
®  Name basic parts and tools
®  Guess the name of different devices from description
®  Use helping verbs and main verbs correctly in the present
simple tense
®  Recognize silent letters in words
® Use“a”,“an” and “some” with singular/plural nouns
®  Practice verbs of movement and adverbs of direction
Unit 5: Flow ®  Follow reference words
5.1 Heating system: explaining fluid ® Followaflow chart
movement around a system, using a ® Use the presentsimple with first person singular
flow chart ®  Prepositions of movement
8 5.2 Electrical circuit: explaining how an ®  Follow electrical symbols
electrical circuit works ®  Vocabulary: electrical terms and abbreviations
5.3 Cooling system: explaining how ® Use conditional “if’
cooling systems work, describing ®  Convert temperatures, Fahrenheit to Celsius
everyday routine ®  Vocabulary: words related to cooling systems
Unit 6: Materials
6.1 Materials testing; ®  Vocabulary: action verbs: bend, cut, compress, etc.
givinga demonstration, explaining ®  Present continuous: statements and question formation
what you're doing ®  Vocabulary: materials: ceramic, aluminum, diamond, etc.
8 6.2 Properties: describing the properties ®  Follow correct stress in pronouncing different materials.
of materials. ®  What's this made of?
6.3 Buying: using a customer call ®  Vocabulary: materials feature: tough, soft, brittle, light,
form, buying and selling etc.
by phone, checking, starting a ®  Take notes from a phone conversation
phone call .
Review Unit C: ®  Practice giving and following instructions
Trainees will review and practice form, ®  Practice the present simple and the present continuous
6 meaning, and use of the instructional ®  |dentify the name of equipment from description
content of units 5 &6. ®  Practice “if” conditionals
® |dentify the name of materials from description
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SYLLABUS
Instructional Objectives
Hours
Contents . . .
(Online) Students will learn and practice the following
Language forms and functions:
®  Identify the meaning of technical prefixes: poly-, sol-, etc.
64 Total
Textbooks Bonamy, D. (2008) Technical English 1.

Additional Readings and Teaching Aids.

1. Course Book Audio CD.
2. Workbook with Audio CD

References:

Oxford Word Power Dictionary
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&z
el lefal\

o9




G5 A oyuizl) oladl Aol

e

BTN gd-oé-i bl Aalall 5,ls¥1 ’ “ '&_p_i_d‘ ,;)bl‘ S)b!
a1 sl Aalall 351531 \' ./
EICRR 202l s ERERALLY el {“““‘
o oyl baas Gilad! bl s
i.uu Ps ‘Q.G e.j ﬁ)u\.‘i—” J-;é.é."
Y Y \
Z)).E_U B9

oling LS Ay 9l Bylall el ly 4ilasly Juolstll 3uaS (e Aaall LIS e cays J) 5,8l e s
3 pacelad 1 Auads gl Buel ¥ LLSI o crag Llilnsy poguatd] wgd e 8,0lal) mpmiall 31,50 dclgll qplimsed

M:Lp

553l e el ol

e S Lsally 2SI Sl Bugles (e 15318 058 dyaiy copoiall A

0 e 8619 138 coyill 05Ss o 1 ypaell dulppmarll calua¥l

Sldl § holstll Shlen e cipany | -

Aol DS G Beladl Julanlly wally 52 L,all 8)lea e cdpary | -

Aadaglly dela ¥ LS oo e cdyany | oY

Aadogly Auel ¥ LS Goley | -

Slarll deastll gl

N.;_.E.'i.” Q‘j.)i

Szl

oleludl

(w23 (52)

alylas |

‘deelsdll B)leo

Gl agido
Lraddss
deolsddl pgian
LAl pogie

(" izl Al sl ¢ ALl ¢ Juoyll) oilll adsll OS]

<hlas |

Sl

ZE;‘).E_” E)L‘.A

Lo
Laseal
L@l.,\.ﬂ

(Uo94as¥) dulzmally dulyuld Ayuzdly A1 (o guaill (o 7z 3las

< hlas |

bty

LS agide

Leseal

Lelagdn

Leelgil
e oY1 LS -
Halsgll ALSI - ¥

(1559 Lyads o¥l e cludanll sl ylaall ¢ cul,Sills liagdl ¢ Jslaoy Vs Jie ) Legid

T




@bty Gad! coyald dalall 2wl
el daladl 5,153
ghil\ oyl Aaladl 551531

Ay

\

‘\A-‘f'
’

N

/>

N &yl 315k Byl

Slarll dnastll gl

p.g.g.ﬁ.‘i.n L\\j_\i

Szl

Sle !

(w23 (52)

(OISie ®

<hlas

AN

WS RR ALY
dall e
Lasas ©
Lelgsl ©
(P )
Yo S5 was 0
LSl lwgdl @
Leizyai ©
Lo G5
bpaibas O
lwziles O

O

olylas |

Agas sl 3.l

(dhasbias ¢ symlicg ozl c dasyad) dule 5019 (ag,all 4,LS ®

):t)j.i." °
4.9_:)33 @)
Aslaal O

A¥l=es O

(@M ¢ oty sluadl ¢ dlbomis poumsll i « Lasio) salue] Slslas O

oy las

bty

A1 B pad)
Lasan @
A il 4511 Bpudl @
el Al s el @
(Loo z3Las) 9 LoliS Auaga€¥I 5 pull @

oyl
AN

el paza
disyai @
o oyall @
WS olshs ®
LGlaw ©

Sy las

Sl

Glghs @

Yy

1)




Aalalt 2 3
Gelly @anll cyanld Laladl 2l A
Mol e

I3 A zalio aalall 3)15¥) U™ &bl 551911 8yl
PR N ERI PR \' ./
Yl il assaally aall Gududl s« Jaiadl s deme : "Lpsidy Ruyall il patbas ) Jote " Bgalll @l R
2V¢8\¢
AVENT VLol ¢ el s ¢ lile 3155 el M5 3oy Lisals " Tugalll S o | 2=
¥ s+ Jaradl s e lalasls dlaslss pyall oyl 58
AVt e Y0V b ol plas ¢ aielly Al i Hls sy d sl paladlase sauads st 2 LST
@)Mﬁwﬁwéiwbj% -\ S|
MS-Word / MS-Excel / PowerPoint -y

1y




I ‘A
Sl gal oyl dalad) Al
Sells gasll oy N\l 4

3o Al Eabiol) 2elall 51531 U™ &bl 551911 8yl
a0 oyl Aol 3,15 \' ./
G V) 252l 3a5 eidly Gl 4zl 22l el
da e syl daes - Gld) il s,
" o e ps soytll il
\ \ \ \
1,8kl camg

53 e Jar¥ e coyuitl) LTy crdolall lismidig Jaadl puolic Jelomsy @bl iy lly Jeall ¢ Lio 2 an 5 il

.4.:53?3 cCU) dd,009 iBgll 2o Jelailly

il e alall Cull

1 Lo LA saug35s @l @t oyl Aoy I aladl eudasl) Al sy JLEO syl B J) 550 Churge
d.o.a_nﬂa\_z.:_ Jd=ig L__S.\.’U L'a‘).l\j gresy CLm 2\5).&&3%\.21‘ ua;p_&_ﬁ‘ B A PNINES) 4.5_?-5_2_“3 Lﬁrm 4_[9.5/.) aLais! ‘3 sdelul
Aclyily S A3yma9 m8sll e Jalatlly (¥ o JLar¥l il cupiall aLuSly lalall cilpase g

ydell Adaasll Calua¥
e 8eLaSog Ty0l8 oyl ! 36 oo

Sl Lyl Jeall £ Lie e coyall )

onloladl Slaidig Jaall polic Jules | -Y

Aol Joull Byaa | ¥

‘,Lu.l\ Q‘..L!,A L_? ZL»“}_Q.U cb.” 3._5)).3.4 -0

iyl 7l § Bl Jalgall Zoyna | -1

Badad! Q‘;E_Ub <Lr.|5_3i3 €U Zt.é):m -y

bl KD gl bidasidl 48,8 -A

Jlai¥l clyls Ad,0e | -4

Akl ol lalg olel |

OEL Adlao Silaglazy o150 -y

OB Loy 2allas e Asalally o150 -t

Laney yoye Laliy 4S5 8y9m oo OISl Bbigizme (e dadlaelly ol A0 -0
OB 8y5lie e elg ) i bSO maalinng clolidd) JLash ol A

Gl Jugmazll gl
. Sle b
N.gj.ﬂ‘ Qb.ﬂ 63.2_‘?,“
(way o)
Apaddl aS,Lally aasll) (b Lyl Jeall 7 Lie Y
B e Ay pyms e sl Loyl aging Jaall #lis psian @

ol £lie 38,3500 Jalgall @

1y




by ! Conyourl] doladl Ll ‘\!A,/'

[0 (sl galioll dalall 3,13 7 i: Ayl 21981 Byl0)
PR N ERI PR \"./
Gl sl il
easadl clgal Szl | leld
(a2 o5)

Lasdl aS,Ladls 2l sonlalall Slpazedis Jaadl uolic Julos ¢
Bipead dppmi ilylias| Jaall dyls @
Jeall dlas slile @
Jeall Julas Colual @
deall oyny @

apa sl as,ladls 2asLd) ad] Joud! ¢
Byad &y ys olyLas | Aol Joull pgan @
Al Jedll 3lais) @
A Jsall BLaiST wilgs @

Haad! 4S,Ladls 2Ll : Gl sl ¢
Buad Ay yoet oy Las | RERRVECI I
Gdlolsyl e
ddl et @

el aS,Lalls sl deadl ol 3 Bgiall 29,11 ¢
ad Ay s lyLias | Al Bgiall 2oyl jallae @
Al Bgiall o))l Slies @
Opbelall Agiall 2ol e 353 gl il Jalgall @

Aasd) AS,Ladls 2Ll eyl 7 s 3 Aaguadl Jalgal Y
Bsad Ay ymed ol yLaas| iyl dpcal @
sl Gl @
iyl unl @
copdill gagds @

Lpadd! 3SyLadly a0l €41 ¢
PN ERES AN EY 8 agaa @
SEllglesi @
Sodadl ol KU @
Ay Kl o

Lpasd) 3S,Ladly 2Ll 2801 1515 Jagdasal ¢
Baad Ay pms llas | Ldasidlagie @
Lasdiglyl @
Byl agia @
gl o Jobatll ggols @

Lgasd! A8, Ladls 250 Jlar¥l &l ¢
uad &y s Jhai¥l agae @
Jla¥l yolic ®
Jlar¥l ligas @
Jlasyl tl}ﬁ °

¢




S UV RURREIIE RIS EORRAY ‘\!A,,v'
SRPRIERIR PRI “}, e Lyt 3y19hl 5yl
a1 Coyozll Aalall 3,31 "‘
= > J) \ /

g s cpaladl CaSIl s fluall sl wle (V447) deme JofS csge °

Syalall cdlall s« aaitlly Slisall uasdl ale (VAAA) olillue 7,8 4 o | bl

8,880 a3ty il o yall Tl 5l cdusliog 6 (Y2 1Y) e dpasndlise ls

Juolgild 2l Bate b3 | -Y | yaell dgllall

MS-Word / MS-Excel / PowerPoint -y

10




G5 A oyuizl) oladl Aol

e

[3ma Asaid Ealiol) 2elall 51531 SyA™ &bl 551911 8yl
PR N ERI PR \' ./
R 5,3l e 2Lyl ]yl 5kl el
day s coyatdl o - Golad! bzl 5
o o e = £9 gl Jeadl
Y . . Y Y Y
el cases

caeizlly 5,401 e Loyl (gueg cnliany paibias (e 4 e Loy 2l Budall dws )l Calgdl 558l Jasy

8 o euSinll L Ll Lt (0 ZanLaadl sl a3 9 e Jeine Jnces ey Zo,Sllg Bpuiiall il Sl Lpogmis

Leal (o LS ¢ 3Lty algally (Lud¥l GoanS §ymlall 2,Sall Llaall ca¥ G)latis (dlas cudy Lals oudy Lle
Lagade SLAMST ¢y LBl Lo 3glamsy « deiilly potelly yall (e Layily DLl Lole Lt (& Al a8

il e alall Cull

29 (AdNSg Ll Calpmll Wb ldl palally 3,Sally uaall clslmd e il les ) S8l oo
Sally elailly @uadl olaes dalind! @ualally olyguattl slisg ¢ ! Gaodd A Il LLaa!l oles 4pud (£odl (Goiun

yaell Adaasll Calua¥l
10f e 36LaSig Tyols oyaall 36K of

Vlaz] paizelly 3,801 e Laylils suaall jaslas sazmy | -)

&3 laall o Aeadluyl) Bugaall Ada g y9uog yallae 50 | -Y

88511 uall ladl wal AShe Sy Apaladl LY @i e byazy | Y

Blaludlly Mgally il B9anS §yimlas 4,58 LLas e Cbyan, | ¢

LB (o LanBliy L Splamiy il 3 Lbinas 1Sy oDlall @ Ll 3515 ¢ Joally Gliell pyia (e cpany
agadll

ceizmll Bamg (e Alaslelly ool Aylex e weluy Loy LeMsTs Lalasy (iS5 1ug LS89 Tuiys Al 2pasess 93 055
O @9 deis § ealudly

Slaidl Jematll ol
. ale Ll
esa]) Slgal Syl
(4 <)
Sl lg — Gigoms — Auclosg Aoy lidlic A Buaall
£ 5w - . £ 2
g A8T) o Ay yoet of s o llias | — Ad5e LSl bl 3ugiall agiae @
Sl lg — Gigoms — Auclosg Aoy lidlic A Buaall
Ao 7SI 5l Zosyom5 o] Fgids lyleis | — B Al saall pailas @ i
Clirly — gy — Ayelomy 43,8 Slidlie Ayl aall
A9 ASY) o & yayoms of Augads lylas| — Al aeizmlly 3,8l e sugaall 31 @ Y
Clirly — Eigomy — Ayelomy 43,8 Silidlie ALyl 5aall
A9 ASY) o &y yoms ol Augads lylas| — Adiie ¥y slall s bogiall Blasg ® Y

R




G5 @l cupntall Zalad) Zucssl ‘\!A,{'
s < >
el daladl 5,153 ’ “

a0 oyl Aol 3,15 N

~

Lﬂ)—f«.hd‘ .b)‘ﬁl‘ 5)‘3!

Slasll dnastll gl

,«._@.z.ﬂ L\b_\i

Szl

Sle bl

(w23 (5¢)

Sl ly — gy — Aclazg 3,8 wladlia
439 A of Byymes of Apads llas | — Alia

Lyl wed
gL((; fl)'l:g‘ PES-¥1 ) ‘LA)LA._.Q.Aj gL@ Jb—U IiHJ R M dsg)»uj..\j O
Alud ¥y perzxlly 5,4l e Laylily

Sl ly — Sigom — e lozg 3,8 wlidlin
A9 ASI) ol &y ys of Apad hlas| — 2ulie

Ly el
(olasl-Juall- gl ) Lyl § Ldall @all @

Sl ly — Sigom — e lozg 3,8 wlidlin
A9 ASY) ol Ay of Augad wlylaas | — A

(LY1-e st Gusall) Dl § 2ualsdl @l

Sl ly — Eigmy — A lamg 0,8 wlidlie
A9 AT o By ps of Agas Shlas | — alie

ALY il
(D! -pDldl- o) Lyl §2lasdl call  ®

Sl ly — Eigmy — A lamg 0,8 wlidlie
439 AT o By ps of s Slhlas | — adie

Byolas 4,88 LLas
Ll o 3l sbas  GLad¥l Bsi> oyl GLud¥l Gsis @
53 Byall 3> Liny LYl 3 OLud¥l Bsio « Auagll elailly
(Ll Lisyad) 3lsLadly Jual

Sl ly — Sigomy — e lozg 3,8 wlidlia
A9 AT o By ps of Agas Slhlas | — adie

B yrolae 2,58 LLas
Az lge Jilusg « Jilusdl c Blua¥l  BLad) « canyadll: 3lidudl @
Blad

Sl lg — Eigmy — A lang 0,8 wlidlie
A9 AT o By ps of i Shlas | — adie

ISJ.lem 2\4_)53 L_'L‘aj
Low caBslly ¢ Layallang « Ldlaaly, Lasyas talgall @

Sl ly — Eigmy — A lamg 0,8 lidlie
A9 A o Ayt of Aas wlylas | — Aulie

Al ldds
Apeinl) Badzs J Al oldMST 5T @

Sl ly — Sigomy — Aclozg 3,8 lidlia

L‘Jjjﬁlji E\.l):»)m"jiaﬁé_fu&bl.g}‘ —ade

adl oladsi
Bl Alai¥l-dmlall - peadl — il Sldds T slegie @
AL gl A il ylgall @

;L»L:.}b—inj_m—a.!__cl.oyj 31_33)3 olidlia
A9 ASY) o & yayoms of Augads lylas| — Al

Al lddsd
(Bagadn BT -B350ms GST) 2! § 2l GUSHI @
Aagadll G Dle Gylog sagazll Y 35275l @

et

A

o3l Sl 2 2yie 0 L) 3 Jaadl BT

45,8l Mo ¢ Jaadl SldSUs

Olosesdl aliac 3 Bsgadl B yadl ASLekl Balas § Lelasdasy LYl 3 2l LM

It gl da s L3NS Tg dn Ll

Aye s domma Al gall yoin

1y




S J)
Sl gal oyl dalad) Al
s gatll oy AN

I3 A zalio aalall 3)15¥) ". }‘ &bl 551911 8yl
a0 oyl Aol 3,15 N )=

e late dliloe: Wgall Lz glguuty]

39583 39ame > Silazdl g liall 4,861 dalsdly 3] aduw]

Uaidl e 3 ¢ pioyimns B piladly 31yade] jslan -cyill liagd 3 mall oolyanadl 48

bl aballlige s Ll § olud P Bai>

Jeazdl Lol .5 DLl @ OLud ¥l 35>

zobe ey llae 5538l g ses (s o 5eaSl aluy dule Al i 00,81 g1 BIST 05180 § ] 80 Ae gngo

Bl Mas (o crem e ¢ Aadladl euall

s Glede HerSudl (bl Boaall dulyud (50

ezl el i) G deze . cldal (ailas (Lpaibas (Lageioe deloxtls Ld Jal uyac

Apess Glede yaSutl Al sugaall Ayt I3

ez el i) Gtz . cldal (ailas (Lpailas (Lageioe deloxtls Ld Jal uac

s 8 oo 4&4.4"@“3 3,21l ‘_js_x_g_,_njji

zske ey lie H59aSUl 5 e ¢ @l 5saS Al ey dale il o @, SN Jgao, Il 3BT 2)l80 (3 euaid] Byiins Acgnga

B gile 3 Cpilly Ll (o il

@29llle aadly Lol .y

Jedd) e 5eaSald il Dle 303 Auas!l i

ém_}m Maa o U‘“"")‘H“\"" D (G)LLN—JU'Y‘— HLLJUE“ ))44[:_]‘ )44.:_” Q Q._»..\.” @}Lﬂ_” U die

ol gill Al 8] Hnia pdgs | -

MS-Word / MS-Excel / PowerPoint -y

S|
saell il

TA




G5 A oyuizl) oladl Aol

el daladl 5,153
ol coyill Aaladl )51

e

A=
SV

Lﬂ)—f«.hd‘ .b)‘jl‘ 5)‘3!

Course Name English Language 2 Course Code ENGL 112
Prerequisites ENGL 111 Learning Style Online
CHT T P L CHR Semester
4 1 0 3 3 2

Course Description:

This course provides trainees with the core language and skills they need to communicate successfully in their specializations. This

includes the technical concepts, topics, illustrations, and grammatical structures. It helps trainees build knowledge and confidence in using

English in technical and vocational contexts.

General Objective:

The course aims to consolidate student’s previous knowledge of English, and bring it up to a certain level that enables them continue

courses related to their particular majors.

Detailed Objectives:

By the end of the course, trainees will demonstrate their abilities to do the following :

1{ Communicate using work and major-related technical terms and vocabulary.

2- Understand simple dialogues, instructions, and descriptions about simple technical topics, objects and processes

3- Read various types of technical texts and charts with reasonable comprehension using a variety of reading skills such as skimming,

scanning, and reading for details.

4- Utilize all available information such as graphs, charts, diagrams, and pictures to understand texts.
5- | Write short guided texts using relevant vocabulary, basic sentence structure, reasonably correct spelling, and punctuation.
Safety Procedures:
1- The interns must follow the instructions of safety.
2- The interns must follow the Islamic ethics in maintaining the cleanliness and safety of the place.
SYLLABUS
Instructional Objectives
Hours
Contents Students will learn and practice the following
(Online)
Language forms and functions:
Unit 7: Specifications ®  Express dimensions: length, width, etc.
7.1 Dimensions: specifying dimensions, ®  Vocabulary: adjectives to describe dimension: high, long,
using a specifications chart wide, etc.
8 7.2 Quantities: specifying materials, ®  Form questions about dimensions: “How high/wide is it?”
buying materials for a job, using a and making statements
materials checklist ®  Use countable and uncountable nouns
7.3 Future projects: describing plans for ®  Use achecklist to buy different materials for a job
the future, using a Gantt chart ®  Express the future with “will” in questions and statements
Unit 8: Reporting ®  Take notes from a phone call
8.1 Recentincidents: taking an ®  Formand use the present perfect tense
8 emergency call, explaining what has ®  Identify and use the past participle of basic verbs
happened, checking on progress ®  Vocabulary: verbs used to report damage of broken
8.2 Damage and loss: reporting damage, equipment: crack, break, cut, etc.
dealing with a customer ®  Use past participle adjectives to describe damage

14
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SYLLABUS
Instructional Objectives
Hours
Contents Students will learn and practice the following
(Online)
Language forms and functions:
8.3 Past event: discussing pastevents, [ ] Form and use past simple ques[ions
phoning a repair shop
®  Ask questions about dimensions: how high/wide, etc?
Review Unit D: ®  Change nouns to adjectives: depth-deep, etc
®  Ask questions about countable/uncountable nouns
Trainees will review and practice form, meaning, [ ] Make negati\/e statements in the past tense
4
and use of the instructional content of units 7 & ®  Change sentences from the simple past to the present perfect
8. tense
®  Change sentence focus from action to result of action
(passive)
®  Take notes from a dialogue
®  Make questions
®  |dentify the main parts of the airboard
Unit 9: Troubleshooting ®  Read about how the airboard works
9.1 Operation: Explaining how things work, explaining ®  Rewrite sentences providing the same meaning
what things do ®  Learn phrases: attached to. suspended from, mounted on,
9.2 Hotline: Listening to an automated phone message, connected to, etc
8 using a service hotline, taking a customer through a ®  Practice talking to a service technician
problem and solution ®  Use shortform answers
9.3 User guide: Using a flow chart, using a troubleshooting
guide ®  Compare diagrams
®  Use "if" to express condition and instruction in
troubleshooting
®  Write a troubleshooting diagram
®  Draw a flow chart based on information
®  Grammar: Use could, might, must
Unit 10: Safet
Y ®  presenttense of be ...
10.1 Rules and warnings: Following safety rules, Giving
®  Ask: “Where? When? How high? What? How far? How
and following warnings, Using safety signs.
8 many?”
10.2 Safety hazards: Giving and following warnings,
) ) ° Follow instructions in safety, hazard, accident,
Noticing safety hazards, Reporting safety hazards.
L L . ®  Learn nouns on a form: position, altitude, distance.
10.3 Investlgatlons: Investlgatlon an accident,
. o s ci ... etc.
Reporting an accident, giving, accepting and turning Shapes circular, round, .... etc
down an invitation. ®  Investigations
Review Unit E:
®  Use correct form of verbs
Trainees will review and practice form, meaning,
6 ®  |dentify the equipment from description
and use of the instructional content of units 9&
10 ®  Complete sentences from pictures
®  Draw and complete flow charts
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SYLLABUS
Instructional Objectives
Hours
Contents Students will learn and practice the following
(Online)
Language forms and functions:
®  Write troubleshooting guide from a flow chart
®  Askquestions
®  Write a set of safety rules
®  Practice following instructions
®  use the words used in warnings
Unit 11: Cause and effect
11.1 Pistons and Valves: Expressing causation, permission ®  Verb constructions
and prevention, explaining how a four-stage cycle ®  Vocabulary: Hydraulics, Electrical, Turbines,
works ®  Further practice of verb patterns in
8 11.2 Switches and relays: Explaining how a relay circuit ®  |dentify what things (devices) do
works, Giving an oral presentation, ®  Express devices job
11.3 Rotors and turbine: Explaining how a wind turbine ®  Use “verbs” drive, rotate, send ...
works, Giving an oral presentation, making e Turbines: blade, brake, gear ..
suggestions
Unit 12: Checking and confirming
12.1 Data: Describing specifications, ®  Read and fill out specification charts
expressing approximation, checking that data is ®  Vocabulary: ways to express approximation, opposites of
correct verbs, etc
8 12.2 Instructions: Flowing spoken instructions, confirming ®  Make questions and practice asking and answering
actions, describing results of actions ®  Make instructions
12.3 Progress: Describing maintenance work, checking ®  Practice making instructions and confirmation
progress with a Gantt chart ®  Use"yet" to mean up to now
®  Practice dialogues about the tasks of a progress check
Review Unit F:
®  Use correct form of verbs
®  Vocabulary: opposites of verbs and phrases
Trainees will review and practice form, meaning,
6 ®  Explain how something (device) works
and use of the instructional content of units 11 &
12 ®  Practice progress check dialogues
®  Write a short description of a project (function, main parts,
dimensions, materials, and how it works)
64 Total
Textbooks Bonamy, D. (2008) Technical English 1.
3. Course Book Audio CD.
Additional Readings and Teaching Aids.
4. Workbook with Audio CD

References:

Oxford Word Power Dictionary
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Course Name English Language 3 Course Code ENGL 113
Prerequisites ENGL 112 Learning Style Online
CHT P L CHR Semester
¢ 0 Y Y 3

Course Description:

This course provides trainees with the core language and skills they need to communicate successfully in their specializations. This
includes the technical concepts, topics, illustrations, and grammatical structures. It helps trainees build knowledge and confidence in

using English in technical and vocational contexts.

General Objective:

The course aims to consolidate student’s previous knowledge of English, and bring it up to a pre- intermediate level which enables them

continue courses related to their particular majors.

Detailed Objectives:By the end of the course, trainees will demonstrate their abilities to do the following :

1-| Communicate using work and major-related technical terms and vocabulary.

2-| Understand simple dialogues, instructions, and descriptions about simple technical topics, objects and processes

3-| Read various types of technical texts and charts with reasonable comprehension using a variety of reading skills such as skimming,

scanning, and reading for details.

4-| Utilize all available information such as graphs, charts, diagrams, and pictures to understand texts.

5-| Write short guided texts using relevant vocabulary, basic sentence structure, reasonably correct spelling, and punctuation.

Safety Procedures:
1- The interns must follow the instructions of safety.
2- The interns must follow the Islamic ethics in maintaining the cleanliness and safety of the place.
SYLLABUS
Instructional Objectives
Hours
Contents Students will learn and practice the following
(Online)
Language forms and functions:
®  Name parts of devices
®  Write a checklist of instructions
®  |dentify actions from pictures
Unit 1: Action

®  Grammar: Revisions of present simple and
1.1 Teamwork : describing a series of actions, giving a
imperative, present continuous and present perfect,
series of instructions
®  Make dialogues from checklists
8 1.2 Training: Reporting jobs in progress, reporting jobs

®  Make a set of instructions for doing a job
completed

2.3 Method: discussing how things work, describing ® Askandanswer questions

method ® |earn to explain how to activate or start devices
(by+ gerund or by+ means of)
®  Vocabulary: Phrasal verb (take off the tires/take

them off, pump in, switch off ), Maintenance

(adjust, lower, raise, tighten), Equipment (flap, hose,
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SYLLABUS
Instructional Objectives
Hours
Contents Students will learn and practice the following
(Online)
Language forms and functions:
jack, nozzle) and Activation devices: cord, lever,
screen, sensor
®  Use the present simple for regular or routine
events, job descriptions, and processes
®  Use the present continuous for current actions and
Unit 2: Work
future plans
2.1 Routines: describing Routines, explaining future plans, . .
®  Vocabulary: assistant, crew, operator, supervisor, etc
job descriptions . , ) )
®  Use "going to"for future plans and intentions
8 2.2 Plans: stating plans and intentions, arranging a meeting
. ) ®  Write ashortjob description
by phone, writing emails ...
. . ® Makeaplan
2.3 New Job: talking about your CV, job adverts and P
. . ®  Write ashort CV
interviews ...
® Roleplayajob interview
®  Vocabulary: Headings on a CV (experience,
qualification, training), Work tasks (hold, inspect,
meet, run)
®  Match pictures with instructions
Review Unit A: ®  Write a progress report
® Complete dialogues
Trainees will review and practice form, meaning, ®  Write ajob description
and use of the instructional content of units 1 & ®  Write ajob interview
4
2. ®  Recognize devices from description
®  (orrect mistakes
®  Makeaplan
®  Practice writinga CV
® Researchajob
®  Use the comparative form of adjectives
Unit 3: Comparison ® Reply to an email
3.1 Limits: Explaining dimension limits, comparing two ® Role play phone conversations between customer
items and service staff
3.2 products: Asking, offering and checking specifying ®  Use "one" to avoid repetition
8 requirements ®  Use "roo +adjective”or not + adjective + enough' to
3.3 Equipment : Comparing three or more items, explain a problem
collaborative problem solving, reporting on a ® Identify language functions
meeting ®  Practice making comparisons
®  Use the superlative form of adjectives
®  Write ashortreport

v4
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SYLLABUS
Instructional Objectives
Hours
Contents Students will learn and practice the following
(Online)
Language forms and functions:
®  Vocabulary: adjectives to describe
Dimension (high, long, wide, etc),
Specifications (diameter, height, length)
®  Write a description of a process using the passive
®  Use the correct form of verbs
®  Write headings of process stages (beginning with
verb +ing)
Unit 4: Processes . .
® Use "ro +verb" to express the purpose of an action
4.1 Infrastructure : Describing a process
' ) - ®  Practice speed reading
8 4.2 Manufacturmg :Expressing purpose, Descrlblng two
®  Use "who"and "which" properly
parallel processes
4.3 Communications: Describing a process ® [dentify the difference between active and passive
sentences
®  Vocabulary: Stages in a process (casting, cooling,
cutting, etc), Car assembly(axle , body, chassis),
Sequence(finally, first, next, etc)
®  Use hyphens
®  Make comparisons
®  [dentify language functions
Review Unit B: ®  Practice using "one"
®  Match descriptions to vehicles
Trainees will review and practice form, meaning, ®  (Convertinstructions to a process description
6
and use of the instructional content of units 3& ®  Make alist of instructions
4. ®  Make a set of headings
®  Use hyphens(-)
® Askand answer questions
®  Practice using the passive form
® Describe the shape and appearance of things
®  Form adjectives from nouns
®  [dentify names of objects
Unit 5: Descriptions ®  Ask questions (appearance, dimensions, use,
8 5.1 Uses: Describing use of function materials, properties) to recognize an object
5.2 Appearance: Describing shape and appearance ®  Use"which',"who', and "that" properly
5.3 Definitions: Giving a definition ®  Give a definition of a device
®  Vocabulary: look like, is shaped like, in the shape of,
circular, and names of shapes
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SYLLABUS
Instructional Objectives
Hours
Contents Students will learn and practice the following
(Online)
Language forms and functions:
®  Describe safety hazards
®  Use modals and passive form to write safety rules
®  Explain safety labels
Unit 6: Procedures ®  [dentify the difference between "must' and "should'
6.1 Safety: Describe safety hazards, Explaining safety ®  Askand answer questions
procedures, expressing necessity ®  Explain safety procedures
g 6.2 Emergency: Brainstorming, reccommending action ®  Brainstorm a rescue plan
6.3 Directions: Giving directions to a location, following ®  Provide recommendations
directions ®  Give directions to a location
®  Follow directions
®  Vocabulary: Warehouse (aisle, fork, pallet, ramp),
Warning labels (fragile, keep frozen, keep upright),
Rescue first aid (artificial respiration, causality,
treatment)
Describe the function of each item of equipment
Review Unit C ®  Make definitions
Trainees will review and practice form, ®  Change instructions into passive
® meaning, and use of the instructional ® Describe the appearance and function of devices
content of units 5 & 6. ®  Use the correct form of verbs
®  Change instructions into the passive
64 Total
Textbooks Bonamy, D. (2008) Technical English 2.

Additional Readings and Teaching Aids.

5.
6.

Course Book Audio CD.
Workbook with Audio CD

References:

Oxford Word Power Dictionary

coyeiel]

o lgtl Aol 8l dnia pdg3 -Y )J.E.A.Ul:}ﬂal\

MS-Word / MS-Excel / PowerPoint -y

AN




S J)
Sl gal oyl dalad) Al
s gatll oy AN

I3 A zabell ladl 31531 U™ &bl 551911 8yl
a0 oyl Aol 3,15 \' ./
el ) ) it JLas¥l ey Laddss)l sl TP
NUSIRNS oyl Jaed EVRR Sbad ezl ey
o o pe o p-s @il Juaddl
Y . . Y Y Y
10yal) oy

Jg a1l Slleas Joadl cilaleg wlddMsly Joall elass Laddsll lolidl ageias coptall cisyad 5,5l Lia Jeda
A Bl sl Slyles Sllaa¥! Klls loglall wlass lall domdl clylag IS

1238k cpe pladl ol

e § 4ol 2o SlSoludly 2sladlly Ll pual) eulady wgis S 5,4l lda b

10 el cyuall 058G of + Adzll Adnadll C8luadl)

oY ae dalanlly Jeall lSsblun adyall | -

ML g ((£1¥1 - gouall) pSanll wllee e Byanll | -¥

bl sl mhls e capanll | ¥

(Sl Ky claglall wlas e Byall | ¢

.quﬁl JLas¥ly ‘éoé).ll Jlas¥! QbL‘A EEJEP) -0

Al sl slae) | -1

2030 &gl Ly Aapall | -V

uv.\.’i.”.!a.uuu«-‘»&l&‘.a«.” e
ookedd! Aleall &, lal (aleatly & daidl) ol ol
e e EUN
Y RSN [ N
¢ a3l oYl San)l blasl ¢« aSanll slyles | Y
¢ Oleadl Alseily eMSCEd) J> byl | -Y
Al ‘"5«.‘.:.“ S dl alilse -¢
¢ Lf-l.dad,a' N €31 -0

Gstarll Jlas¥ly )l Jlas¥l slyls | -1

Al Bl slae) |-V

,
¢

v Joadl SLdMsls elas | -A
¢ Yor. dssandl g, [ -4

g9ozxll

sdadlud! QU@‘JLZB th—?!

O b cileglamy oY |

OIS Aedueg 83 e alaslally 0N | -

Lapts yoye Lalig 483 Bygumw o OlSLI Qlﬂjlm‘}cakﬁlxlb fa‘jﬁ}“ -y

O B)JLi.Au\.LCG‘}.QJ. LSSy GLZ).QS.” @_qbp.gj Al JLajL ‘aw}“ -¢

AY




G5 A oyuizl) oladl Aol

e

[JEN S zalio aalall 3)15¥) U™ &bl 551911 8yl
a1 sl Aalall 351531 \' ./
(gadll) eaist! gl
ol olebu
P NP aylasll Alaadl Szl alebud! Su>gll o3,
da e A e
s o1 gl
Loyl 2 lall Jsls 220 . E ‘ v I
Aasypaig ol agan @
&yl i al] lLas¥ls > = ?
A3l aaly eludl dulys Asal @
Ayl Aclal) Ja s 2850l B el 4l blasl ¢ aSawdl @lyle
Sadl e onuyaal] g aSadll shles deais @ . asll
; £
ahlas¥ly uelall 3,LIL ASadl jailas @
ERNERIPEWERA] Sl eulal ol @
Ayl e lall U ls 2830 lyall Sty oML do sl
;,Mldpul;gg).\mmj ~Q§§&”J-"'Q‘)L(:‘~-w °
syl S ¢ Aedall Byl ¢ LT
Okl 2SS Beelall ST L > oy gl uxs @ ¢
Joadl Jloma § M (o 2 | g
LA O S
Jie s 0 Ll bles s
Sy luwlydl paay (oye il G dl e
Lalall Bt Groyuall Cayaz . Lo
s ‘f:j.uw‘ Sl wlall txdlslghs o " sl
bl geladl cundl ISl J> § lall ol cilpas lasinl @
i adly dysymall
L4 ‘351“.: [;33)..\.11‘ Lidla ‘La'..')""— i
Syallas 5l (oyeg £lilal ¢ dclgsl @ ¢ EDPNES|
tSslatll Jlas¥ly 3,01 Jlas¥l @l
aelall S 1s 243l a8, Lad
\l Abiyal @ Y DR
sl
(3l Jla¥l Sy @
413 B LS Gyl oSS A5 8 ) olae]
Aelall § Leadliog L s o] ¢ Al sl casyal @ ¢ EWIA
gyl LS aas,log 45100 el aludl @
oobs aclall 15 aSsLal) eadl LB g wlas
) ] Y ) ) A Ll
Ayl whlasl Al Aally Joadl @ldMs Ty Jaall dadasl casyall @
2030 &yo5audl 45,
ook Ol ya350 slaibl- Gou> poize @
b aelall U515 S, Lal) . c i ) "
Lhy admes 9 alle szl oyl 3 | & a1 ) Al
Ayl LYl L Ay ) Beant § Gekly Gl capprl] Aalall Acuusll 59
2030
2030 L) Bedxs 3 palude Gl galall @
goazma
Y'Y alelud! ggazme rY
’ alelud!

eadl ¢ 1581 - 2yl JloeSlg ol LasW - i ) Jlae¥ly sl aaall clgal

AY




S J)
Sl gal oyl dalad) Al
s gatll oy AN

AT ozl Aalall 5l 5¥1

\/

Ealiol) 2elall 51531 ,', }‘ &bl 551911 8yl

ey galdg plas JT a8l dll de Tt Bz Ll Llaall — pSatll Sl @ulai (Y. ¥) o) oo 58z @

Aperladl SLLALAg Symall adlil: (oL ) L olas B
SHL aledl SESI 1« Jo¥) Al iy eaalin Satll @olad (V439) o llose 28 olae ® R PURY
il 2l
o3l zalill s (b oY) 0l Slostall alas (1493) Gllose oMo (ALl @ v
comtiell ilimle prams Sl Sl | ) | bl
diolstll sl bl Laie Adgs | -V | ydell Asllal
MS-Word / MS-Excel / PowerPoint -y

A¢




e el P
Gebly a1 caoyotild Aalal sl ok £

o galiell Zalall 51531 NS A, 5ylsll 1)
Aot oyl Aalall 5,15Y1 N

day e et ag laad! callazlf 50,

i.u,u o3 o~ = P9 (é‘f)'\'ﬂ‘ Jeasll
¢ . ¢ . Y 3
1yl aiag

e Byaill @iy G ¢ g9,Ss Lo o uiSlel el Al cslipdanll e yuidl @y yalel Tda J- e

Baaanll pasall slae] Shlea Gubaise) aS1( 2353, SUl1 Jglalal maliys he sl 030)3y99( o gsaill Az las zalin
abldel dudl> sda pudis)laliol( mebin s oo Gos,SUIN wo, Il ae Joladdl 4aiSoo)cingayg( meliyy M
Lelons g Aplrad) duslo) lagdat ao Jdolatld copaiald 203031 ALl

35k1 cpa aladl Bl

AT e Jolatl] el lylald oMo BsLoLal ol el LS iy bl LusT il ikl 1 oo

Apladl Auglo| claglasg Office MS g ung Sole 28,4 (ye 2uuiSlal clibasll zal

10 elyals coyaill 0980 ol & Al aliaanll C3luadll

L peg ol idlaas o Lidly 359801 aliyy Jiddidy psdy | -)

Aduny Saizma e Cmpg Lduasg Lawisg Lay g Sloguyg pai s | =Y

Lendasg Lladonsg ol ailud | G Lduag culloLs ¥y dgluselly @ilsall e iy | Y
bl casllsy aimsesg Layag ax il gormll Dl | -

iy it s Liily JuSY golip Jubils pgds | -0

NIl alszals Ly Jle¥l Bhl Ziamy agds | -1

cilas Seizma adasg Jeall d8y9 Soime Gy | -V

1A ploianls UL G Lo josall sy | -A

la g callabasell ey Jglazdl alusiwl @blbadl ouy | -4

gelidl casllsy jasmadeg Liznyung Slagasy (g Slilll (puaall (opall Jaugy | -) -
Ladomsg Bapdd3 (9,6 ¢(oidng ignyoddl maliyy Jida | -))

Bl g a2l Gotme Gy | VY

il de slhlaslly Joluzdly e udagdass cilogryg JEEH g sguall (opay | )Y
ey (o9, dlsdy Budg Ayl ooyl (439559 satidy Audgio pbolie Juidd | -V E
il 8yaly oloso¥) maliyy Judddy pgdy | )0

Eleganlly JLat¥l Eleas dielslly Jilaydl 505 | )1

el 3l alasials Anbrad! Agal) clindas e cayazll | -1V

Bl Aoyl cligdas § Lay s z 3ol daslys alotieialy cillalasel] @y RSl lindasl] | -VA

Ao




A
Gebly a1 caoyotild Aalal sl e L g

NPPR R

Lhitaiy Jolazdl slii) @

bl cLai) o

el Gowis  ®

leebby olusiud! o> @
Lobslsazlmzlsl @

bl asllsy papnss @

@S LAl Gladl g, ddl pape @

s zalial) Zalall 5,531 NS Ay andl 35151 3)1]
Aot oyl Aalall 5,15Y1 N
u.n.y.\l." b > Slelud!l sue
Adaatl aylaid (CPPES [ PRUNEL ) LA NS |
day e day e
\o Microsotf Word 2013 alasezul -\
\o Microsotf Excel 2013 alasiul -y
V¢ Microsotf PowrePoint al sl -y
! 4lp 8139 Outlook Microsoft ol sl -¢
V¢ applications computing Cloudaglewd! dngmdl ciladatl dauie -0
¢
|
¢ t}u‘i
sl il | il g Q‘;‘)—?!
OB 2l cileddai g Ll -
el B3l 228, Slaololl bS8 8551501 | ilalazy agasll -y
Lol Ladadl laylaig ucelgd &Lﬁ‘ -y
Lbiog e llg el Sl s o yadl 852t el Auidyd anlis o aSTl | -8
dolseiul (o s L@l dis Basasell LSLT 3 (o pall 85l Lais -0
Lol LeSLal 3 Lladmy ol 891 Aadls (e Aladlxl -1
S e Aol | udy Lolaws| -y
( eally glaill) dasill zill
! alelw .
ssdtl gl Lladl | eall Soteld sl | ‘“;‘
duge | dames
:Microsft Word Y. V¥ alaseiw!
dsycg ollilune cLid) @
opy=igpaiplsl @
uA.A.“ M L
Lidady logay ols] @
Alilwlg Goizo oy Seydl @
A i) JlasHlg ol Lasy
el el 2L baiy lsall sLas] @
oymtll JloeHlg oLyl Vo oo |

AT




Gebls il ol Aalall Zacll }{*Aﬁ'
o alioll Aolall 5,531 "".\‘ Adadl )l5hl B510)
¥l Zalal 5,531 s P
( Soadly ylatll) sasall gl
il slel
] Sl a,lal) Aloall sl alebad! | rﬁ;‘

Ay e sy e

:Microsft Excel Y.\ Y alasezul
dassg dimeclill @
Jles¥l Bl a3 @
obldisyls) @

Jlec¥l 3lyol 85la] @

Joall 8y9 S9imn Guuls @
il JlacHly &l o e
. Cilas Ggina dely
Ayl Lol oLyl 1o o | v
s Lol tieiuelg pusall sLis) @
. 5Lo—!.‘ sl

Al alasial obldl Olus @
Jolazl plusiuly olldisyls) - @
Lohsly ollalasllcLis) @

Sbledd gpuddll popall s @

Lz bols Slogy cLas) @

S LAy Glll go,adl pa,e @

: Microsft PowerPoint Y.\ Y aluseiul
Lladog daguds (mgye slis] @
Ay dll Goime Beuls @
shadislsl e

Bhadl de gl (2ye @

Tt e JSE o @

sl e Lo oozt Slaguy oope @
A adl JlasHly ol Lasyl c ] 2o

. 51 & [RES °
pymil] JlasHly L] Ve Thd el 2 Ve v
Blrd e slhlhzs oe @

(Geadl ¢15Y)

sty Aigim pbolie Juiid @

Aeaydds ogye llgly Bud (ugSs @

Lepatll (agpall Goslall @

Leopiatiy @lddl pogye slac) @

Laguaill (agyall aies @

S Ly Gl ggyddl ope @

: e 55519 Microsoft Outlook aluzeiw

i il JlasHlg olLasy) Jiluydisls) @
Ayl Jleelg ol Las) 1 elgllByls) @ 1 ¢

NPPRS R Slegazlly Jlas¥l wl> 5y5) @

SSIA sl Sl g5, al e @

AY




N
Gl ! cyotald bl Faapl E}A{!
A zalial) Zalall 5,531 ’,“.\“ Ay andl 35151 3)1]
¥l Zalal 5,531 s P
( Soadly g ylanll) Smsall gl
il Slelu .
pusinl] Syl aladl | et Szl alebdl | "Z‘
dape | dmpe
A lead! gl ila et 4suzeCloud computing applications
Slead gyl alasinl @
Aaddl JlesHl ol Las| - ’
il T Loloead! gl § 2iSll laglasll @
.a.p.»“).x'i.” JleeHlg ol L V¢ i \R4 0
A Bl Ry nll lidas 3 sl alasiuly clabsll gy @
. 5La.a.‘ eld -
i Lplead) Lwgdl wlagdas 3 lay i z3laddl @
S LYy Gldlgo,dll (ope @
clelul gpame Foazma
< ¢ Ll

headl el581 - 2y mmtll Jlae¥ly ¥l - apa i) JlacHly mlyLas¥l seaall Slool

Y. \Y, Microsoft IT Academy , =iws,Ssle , lessonPlans_ ARA MS_Office e EAL?).} J -\

Y. VY (2S) Cloud computing, C.Lai,Chao,Tsai,Y,lai Hassan, -y &?-LJJ
Y. .4 (wS) Cloud Application Architectures, George Reese, | -Y
ujmﬁwﬂwdiwl})l{‘} -\ Sz
Jeolgill Al 8l Lunia pdg3 AN TP UETINY

MS-Word / MS-Excel / PowerPoint -y

AN




J)
Gebly a1 caoyotild Aalal sl 2‘3 L4

A aaliold Zalall 5,131 " '.\‘ Adadl )l5hl B510)
Gl cyll Alall 5 lay I
u_ua‘:- VoY )).E-L‘}-A) Zt.a.\.a.'..l.l H_m‘zj‘ «;'Ld.u.‘a.s._. 3 )}5—“ M‘
day e iyl daes el VY Gbud! cdlazl) 54
(I o3 = = A9 @oud! Jyaall
¢ . ¢ . \f Y
238kl agog

onlas galind Roaaill ShUl e c3atll o s S galn) Roaaill cligdatl! e ool o3y 5,8kl s S cre
oo bl aelsd ae Jolaall clylen 38509 . (JuuST) Ao AN Jglamdl mabind deuaill LAl (e coyaidl @3 (5599) pogsasl]
(euS1) by I

35kl e plall Bl

it ol el o Jalarl) Zoazl) slylealloLd Bl oldly 2uianl) LS 8 ool ST J) 5,80 s g
MS S8gug,Sole AS, 4 e S

20! delyald coyuill sy o ¢ ddal) Adasill (3l aall

Lalesy wluiudl § 3484il9 2013Microsoft Word (3 Loy colaudiud | &5laay pgdy | -)

oles¥ly el o Jolarlly poasll bdostll slusialy psdy | -¥

gl ety Tt 1) Sl gall sl pdatag | ¥

.;Lf&j}’\ ‘_JJSj Q}Lw\)l‘ (ol G.SLA-L”‘Q c:-\)l\ o J.AL:JJ\ @M -¢

-2013Microsoft Excel Laysy=ig caivall Cdlgd alusiul pdatuy | -0

-z 3ledl e Ladly coladall 3udasy lpasll Cdad 8ylaly laiall 4S5 Liw o oSty | -1

«Jordd| Gy 7 3| sLadly SloMall o pe Jolazy | -V

<Ll Jl559 LOOKUP 5 AVERGAGEIF 5 COUNITF sROUND o IF Jlss ptdeiun | -A

calb sl o Jeadlg L, lalg PIVOTTABLE ¢ Lidlg WHAT IF gl:-_?j AWy mdgll Jlgn i -9

-Microsoft Access § Lgylalg liledl uelgd s Lid) adazuny | -) -

L1sls Lorasats slotadl zadd | -

Loty Lasasaty cslodlaradd! eLid) iz | VY

.L(f‘)‘.)!j LQ""Mﬁ G.SLA.L” ;L.&AJ!UE.I._g -\Y

.L‘;b‘.b!j ij‘)\iﬂ‘ eLéd) pany | -V ¢

oyl e ceus sleludl sue

Lleall Lyl (Akondly & laill) ol o

day e day e
Y 2013Microsoft Word (8 Lzeng lasiudl &ylae | -
v Laelams slaiteell @ gedadl | =Y
Y (2-1) puaall bdazeddl | -V
Y (2-2) puaill agazadl | -8
Y Ll aleudl | -0
Y Lgslal) ol il Bt I ol sl cdlgall | -7
A axbll | <Y

A4




e
W

Gl AT canyotld Aolall sl
aliall Lolall 5,l5¥1
a1 oyl Ll 3,15

&;)_qul 3,1ell3,la]

/=
%

/
\a

! zableadl | -A
A eyl zas | -4
\ cLasyl Jis )
Y &S ksl V)
Y 2013Micosoft Excel Layyoxig caigall Cllgd alasrwl |-\ Y
Y Slaaal) i 8ylaly claiall aS)lis |-V
) z3lel el ooladlall gardes |-V €
Y o ewds )0
\ ROUND s IF coadladl aluserialy Joadl 241
\ AVERAGEIF s COUNITIF ¢xdl ol alaiuls deadl |-y
Y LOOKUP =¥ls alasraul |-\ A
v gty Sl s plaseral [-)4
v LW I alasraly Jeadl Y-
\ WHAT IF Jloxs alaseil 1Y
\ Leslsls PIVOTTABLES (Lad) |y
! clbabsll g Joadl [-YT
Y @Shislas! |-VE
Y 2013Microsoft Access  Lglals bl aelsd elii] |-Yo
\ asilally Ml 5,05 |-V
| obildl aelsd § Jautt VY
) L pssady biledl aelsd Lla> [-YA
\ La sty bledl e lyd 2elds |- Y4
v Jolall sLis] [-¥
\ Jslazd! e -1
\ el 5yl0) Y'Y
) Ldeutady Jpadl elis) [T
A Eledaradl cLag) [FYE
Y b Juas [-VO
A SlaMazadl § arazeilly Lgumell Joazdl alazial -7
v zleallelad) TV
) z3saill @ Satll puolic caad [-TA
) bl ews |7
v soladlelad) ¢
¢

¢

ozl




N
Gl ! cyotald bl Faapl E}A{!
s zalial) Zalall 5,531 ’,“.\“ Ay andl 35151 3)1]
¥l Zalal 5,531 s P
e ] ol iy il lyan]
OB &dlu cilegdai g Ll -\
ool 832l 328,01 clagolgll lasS (3 53)le0) Adad) laglazy wadl] -y
Lol Ludoedl loylaig uclyd tl_‘_ﬂ -y
Lebiog e U139 e Ly STl an o yall 33 b€ Autlgd Conlis (oo ST -¢
ulmloﬁ;l@}l\mw\ L@Suiéu'a)_a_ﬂ B)'.{‘_?-Ué.a} -0
oLl LSl 3 Llaaomy (o881 )l e Aasl=ll [ -1
Sl e dus Lo | gy Lolazs| -y
(@olall) eaant) gl
coutd! Sleb .
sl Sl Al [ agdeal Saadl oleludl | “"'; \
NETI RETI
2013Micosoft Word (3 Lzxesg liiudl &55lae 1180561l
Sudol) iiue sluc| @
NAPVEL] TS UNTC I
A sd! JleeHlg ol Las! i
il Jlesly 2l Sl g St alukial @
Ayl Jlae¥lg ol Lasy) \ \ \
) . dilaell Aalins lylag) Byls] @
uLqu ;‘.)Y|
i Slpsill dal @

oladaddl3)ls) @
D9r alelS plugrul clududl Lle> @

Llesg loudud !l § 3803012 Bus o]l

Caypatll Sl i @

ol A oluuiudl Ll @

JIedly omdl ol § Judl byl pluszal @
A dd) JlasHlg ol Las il GHall ahls oS5 @

Ayl JlacHlg olylLas) \ \ \
. Q‘;‘)D-Y‘ i8S °
el el5) ?

S Ae gy @
LI 5))5) ploieal @
Lxls clle d) blsyl sLad) - @

(2-1) puaall ladaseall s 3 3usoll

Wolgll (055 @
Aadd JlaeHlg oy lasy) o
basl g ol sy @
) S il blasdll Shls ugSs @
. e
' Lellls uolsall s @

claally jaill Gauds  ©

9)




N
Gl ! cyotald bl Faapl E}A{!
s zalial) Zalall 5,531 ’,“.\“ Ay andl 35151 3)1]
¥l Zalal 5,531 s P
(lail)) Jrmisl gl
cotll alebe .
el Silgal a,kal aleal) szl atebudl . Pﬁ;i
A e e
(2-2) podal] Lasasesll 4 5]l
Al Jlec¥lg ol LasYl pdll bdoseall whls (0S5 @
Ayl Jlae¥ls ol Lasy) A Lniases Joa> wlaudiclii] @ Y ¢
‘g‘.o.:.n;b?\ Juolgd @bl °
oadl olaye by, @
Lla¥lg olewd! 5 80l
Hondze bolail Gedas .
- P R - )
gadd! Sl ol Lasyl Lordne bolosf Beshes
Ayl JlecHly Lyl Y sty boles¥l ole gama sLi) . v o
.g@‘g‘)?‘ Badaie &l o E)‘Ql °
Sadaie Ol e QLLA.;EN alaslad J> °
Lla¥lg gl s Lid) .
M@\}éﬁbhﬁ&&w A °
93| At 1 ekl g all 16 Bl
claslll §ablill g ®
Loaie g elisl  ®
2(._:_.4«.’53) Ol due ;u.’! °
.w\ JleeHlg le.g;'ﬁ“ - ”)_‘au_‘ Ja_:) .
Ayl JlasHly ol Lasy) A \ 1
- ) clakleclai)  ®
doall 61581
alutadl on 9SWalasg s ®
Al Cdlsall papazes ®
EL:}."U oliiwe Cb.:! ®
pblie Jiolsd zls) ¢
C'?")'U 27 S.L.a-}_n
- .. . .. - Y
A adl Jlosls syl r bl ghlols Reddie prlhe Slls s
Ayl JlecHly syl Y oy perd ] ® Y v
.M‘;‘J‘Y| wjbp"- > 0 Jj‘-\..?- ;Lﬁu! [ )
il Jlestly ol Lasy] gileddl s A sl
Ayl Jlae¥g oyl \ Joamll tpuzms \ A
‘}QA_“ c—‘;}” J.E.‘z-)l uéjld@-’ . .. °

ay




N
Gl ! cyotald bl Faapl E}A{!
A zalial) Zalall 5,531 ’,“.\“ Ay andl 35151 3)1]
¥l Zalal 5,531 s P
(&) ol gl
e X
el Silgal a,kal aleal) szl atebudl . Pﬁ;i
amoe | amoe
Losara Jgim 23Ls|  ®
CJ}.« 3\.3\.&} ®
09 Ll ol l Lles  ®
(St yiolic il ®
bl 20319 5t
Apaad! JLacHly Sl el gos Aaloe Luais
el JLaslg ol Lzl Y osslic Aslasyls] Y .
‘g\.u.ﬂ IS @_x_ﬂ Jya> sl ®
Sl e Jie !
Aiad) Jlaedly Sl Lasy ¢ LATYI JiS 110 3l
Al Jlecdly L] ol elo¥1y A pmin eLis] WS elts|  ®
Ayl JlasHly ol Lasy) \ ) \ V.
) s Loy el olyand bas ©
. sLA-!J sl
clad| IS jaibas japazs ®
cladyl Jssadly) @
il Yl culyLasyl LYl Ran e 111 5]l
Ay gl JlaeHlg ol Las| Y oleie¥l ot A Aanlye @ Y AR
gl.qu ;‘.;}“
Excel 2013 Microsoft § Ly y=ig caiva Ll Cllgd aluseiwl i1 5us gl
Al Llgall sl ®
lsall o ble¥l zus ®
Ayl Jlaeg ol Lasy Y Aol jgapll aluseind  ® Y Y
el oYl Lo gamll olamo slae]  ®
Al Ll Jlasy) @
oladadlizyls)
Lb).:_).z?j Wl LL«T ;L&J! ®
A sl JleeHlg ol Las| Slaall Ciai 8lsly Slanall AS5Lae 1 2 3us ]l
.2\.3).»).'&'&_” JL&C‘?‘}Q!}L{J}}” Y i ‘SLJ i)l 3,)5) Y VY
NPPRS R

Y




Gl ! cyotald bl Faapl }"’*A*g_'
s SRTIIERIENRY ﬁ,“.\" 2yl 5ylsll 5yl
¥l Zalal 5,531 s P
(@lall) saiall gl
il slele .
sl gl a,kal aleal) szl atebudl E_:J \
sy e Ay e
Sl caas
dadll aluszal oSl d> ®
olpadl dazle  ®
aiall da le>  ®
Sl caaielslae)  ®
Sodaill Ll s 8y0s) @
Aol gl alasial  ®
aall Sl s ®
oy AelS alusial clivall Gl ®
NUAJWYE L[ PETES S
Souazll bl alls 5)0s) ©
Aaiazll ol slasial  ®
Loy s bl Llaslelis]
Lo 3amill Gliime slac]  ®
zledl eLidly Sladlall 3edai:3 Bussll
iBglly malally @8, 0lg sl ciledle Gudas ©
il JlacHly oolLasy) il A Sl g
W eﬁf:i;b@}m \ ol sl ® \ Ve
z3ledl Joasclis]  ®
Sl LSy ably
o Gaudi 1 4 sl
gt Jolyey doy il Goudill plazial
Al JleeHlg il Lasy) Wl pasbias st eVl alusal ®
Ayl Jlas¥ls ol Lasy) A A Vo
a1 TRANSPOSE IF &lls luzial  ®
) ol aadtl] 5y13)5 onarll dudiatll olge sliil o3 ®
wmiasdl oy il Gewisll alusial  ®
ROUND sIF cntlll aluseiuly daadl 15 5us 11
At il Jlasdly S lasy & AN o PNl
At JL‘%E;"L’J‘M \ AND/OR catllfl aliial  ® \ h
g als ) ¥l ®
Al JlecHls il Lasyl \ COUNITIF 9 AVERAGEIF x|l oltseiaaly Joadl 16 50 ]] \ N
Ayl Jlec¥ly clyLasy) COUNTIF &Il puseiwd  ®

Q¢




b
Gl ! cyotald bl Faapl E}A{!
s zalial) Zalall 5,531 ’,“.\“ Ay andl 35151 3)1]
¥l Zalal 5,531 s P
(@lall) saiall gl
coutll cleba .
el Silgal a,kal aleal) szl atebudl . 2 \
o o Buo gl
hoadl 1! AVERAGEIF &1l alusiul  ®
s ol el fsl_x.&_uu\ ®
LOOKUP =1 plazial 7 Busgll
Aaddl JlasHlg olLasy) A LG Jlaryl ®
Ay szl JlasYlg ol syl Y Y YA
= = VLOOKUP &1l pieiul @
.gLqu AR
SERACH Alull puseiwl  ®
cdglly obledl (s alusiw! 18 sus gl
clasyl e caarll ®
Bualall 5080 ﬁlml ®
Aeaddl Jlesdly Sl Lasd] NOW s TODAY oldiadl @
Ayl JlaeHlg ol Las| Y Y 14
= = P
.gLqu 1Yl

cdolly apldly @)l wldle kot @8 ¢
Asdaall cdglly oliledl ¥y alusezwl  ®

By ylgall 5t eI alusral  ®

EULINRH (Y|P NES SN Py P [ J-NESN |

il Jloedly oy Lasdl &3 NI e IF A1l ol

oy ymetll JlasSlg oy LasY] Y Y Y.
= ? EP{IURCHRU{ PR TS DA R

NPPS R
s Lol eI alasiul @
WHAT IF Jelxs ol szl £10 5]
i) JlacHly Sl Lasy) clldiges
Aot Li:f:’; ;’L’bm \ S e el 3§ Loy what if el aluiinl @ \ "
T bl Byls] alasial  ®
Lelals PIVOTTABLES Las| 111 su>sl
PivotTables z 1,k & ©
ey deganll i Joaan, o3 .
S bled) Bewiny @3 ®
Agadd) Jlasdly ol lasyl EXENVR FHNIPE .
oyl Jm‘il:jgbwm \ Sinie Pt claain cLAS o . ) YY
. )
el Aegama Jl ULl a0 .
oluds¥l Jgas alusi i
.

PowerPivot f‘hd.‘ibau‘

oedl Gb silewda zlyals 03 ¢

q0




N
Gl @l syl Zalal) Al ?}Aﬁ
s zalial) Zalall 5,531 ’,“.\“ Ay andl 35151 3)1]
¥l Zalal 5,531 s P
(gsadl) deadtd) gzl
! cileba X
el Silgal a,kal aleal) szl atebudl . 2 \
o o Buo gl
ALl pivot cillalazes 3 Ll (neats o8 ®
llabasll ae Joall s VY susoll
Loaaill bbazll ol oLail 03 °
sla] Las 2Laly o8 .
Lessls Pivot Jslus ¢ Ladl o3 °
Sy pivot Sllabases ¢ LadL o8 *
; 5 °
i) Jlesly Ly pivorigz gl o3
Ay ymtll JlaeWlg ol Lasy \ Slegazme | @bl ppudiy o8 ¢ 3 Yy
<deall oYl Ll Gaudns o °
u«-wi)u-_u}m ol olabises rr-liidl.ﬁpé ®
Aainzs allalhzs (g8 cLadL @8 *
pivot sllalases 3 Ll gudaty 03 .
ol b cilewdia iy o8 *
oludsY Jya> NNEL °
i ddl Yl clLasyl ST 5L 1T B
Ay gl JlaeHlg ol Las| Y Olxia¥l (o AelS Aaxlye . Y Y¢
NPPS R
2013Microsoft Access g L@lab SLLdl uelgd (LaS) 11 5]l
By lily aeled cLad) :1-1
oSl mhas wlily aelgdslas)  ©
cosll e Access wlagdaselis]
Grbadll szl an Joadl  ®
4asLudl Access wilale @l uds plusrial  ®
el JLacly sy wlally Sadlall 5] 12-1
Ayl JlecHly Lyl 1 Yol golall s | 4 Yo
.L_g\.a.a.” 1Y Lo e Sl s ®
abled aelgd § Jaud) :3-1
Access aye Gyl plaseiwly Joall ©
Aellall 3 Bulall § Joadl cdlradl e ondl @
JlgaS abldl uelgd oo
Jouls @bl Buels Lass (s pluszal  ®

11




b
Gl @l syl Zalal) Al QA{:

i zalial) Zalall 5,531 N Ay andl 35151 3)1]
Aot oyl Aalall 5,15Y1 I
(gaill) Juaddd) il
cauall ol X
sl gl a,kal EWRY PR alebudl E_:J \
amos | amoe
Jaidll s 52 0SS
Jasll zalaslag) @
Lelog olildl uclgd les 1 4-1
Ldals Slldl aelsd boas
obbdlaelgd lale paas  ©
bl aclgal Jolas¥l gudll  ®
Lol | s oy bl Bolazal @
Access obily aelgd mas  ®
obldl aelgd @euwas  ®
Ly yasy biladl uelgd delds :5-1
Access § Leldall  ®
Lellall J8aulall § Josll  ®
obbedl poms
JIsaS bl aelyd Laas  ®
(ol ol Bucls ki ) clls alusaul  ®
Jolazdl ¢ Lai] 12 susoll
Jglaell sLis] 11-
peasadll gy Aanl § glanll canai ¢
bl 889 (aye b G doluxdlclid]  ®
Jouz Jlwbily olwl  ®
St Aapolge clii] @
S Slacudill o ilily sl @
A all Jlecls syl Lol slael) plaszal
Ayl JleeHl ol Las) 1 ol e Access ilaglas § JolaxllsLid] ¢ 1 Ao
NPPS AR Jolaa! Gewds :2-2
Jolazll § Joamllclas|  ®
bl elaiwds pas ®
Jousdl Calmsl 8Ll ©
Joluzdl slawd pas  ®
ESlad! 3y13] :3-2
by Ly cMmw 28Ls| - ©
Sl Gl ®

v




Gl ! cyotald bl Faapl :‘:\:Ai'
s zalial) Zalall 5,531 ’,“.\“ Ay andl 35151 3)1]
¥l Zalal 5,531 s P
() Amdall gt
coutll cleba .
sl gl a,kal aleal) szl atebudl E_:J \
sy e Ay e

Leediaty Layydy Sliledl (e Cum i ®
Lebas Joasedl cLad) : 4-2
Lbd>y Jsaxll Ails|  ©

Jsal pailas ae deall  ®

)9 yope Ayl J8,850ll izl ailias 205y @

bl

Joamll lilo plesl uas ®

Llalisaly J) Jsaml 0sSs @
JUo¥) Rl alasiul  ®
bzl +Lid) : 3 5uss]l
laril sLai] :1-3
ol s ®
Ldiios bbbyl Laas @
EURES 1 FEAPYIPS S 2] B
Sledall olodaieol cLis)  ©
Ale¥l Sldarayl clis]  ®
Joa Slaral 3 bl pae ©

ULl Casyady pyeilly umsill cldlazal @

Agadd) Jlacdlly lsLasyl oy Jglaz Buc 55l

syl JleeHly syl ¢ Sldlaradl Juaii2-3 | g YY

deadl o158 Slardl § Jyanll pis  ®
Lelas-ly Mareddl Jsi> (ope ©
SloMaie 3pall Cusys yu=s ®
¥l § Jgall sauis  ®
Eldlaradl § ppezilly Lgwmll Jsimdl plisial :3-3
Lpsmsielsy ol el psoms

Jedoell niniea slond clii] @
Lgaunll Jpinll alusiul  ®
ulanly Sazudl julas § Jolsall alaszal  ®
(as/ wSS) Slodl pye @ mladl 5la) ©

sl i Buclun e Jguaxdl @

QA




Gl ! cyotald bl Faapl }"’*A*g_'
i zalial) Zalall 5,531 f"“.\‘ Ay andl 35151 3)1]
¥l Zalal 5,531 s P
() Amdall gt
coutll cleba .
sl gl a,kal EWRY PR alebudl E_:J \
sy e Ay e

z3ledl cLad] s 4 Busoll

z g eliid] 1 1-4

23kl llas plmiul Gk e z3leall slas)  ®
EO g I90is gutly piseislid] @

Lodassll aye das,L 3 zobedll slas] @
oeosadll (oye dail dzilallslad)  ®
dacyill gileall i) @
giseidl patbias opas - ¢
5oy sll kel Jyas @
Ldims polod aas  ©
cosll e Access gudas 3 ooy b sLad] °

235l @Sn junlic cnuni 2-4
i ad) JlacHly ol syl kodos Ly pigedll oo olie L2l 2

Ayl Jlasdlly clylasyl ¢ Sl puolic clallas plisind o ¢ YA

Seadl e1s¥1 z3seill oSat yunlic Gouds  ©
bl sbas Joaas ®
peosadll (2,0 Aabe § Lesiyio oSl juolic @ pids ®
Lodasell e 3a b § oSomill uolic cllagass po Joal @
cleedll 5] ®

z3led) Buuds: 3-4
ziledl g Aguzll s uas ®
Lelbll ol dhss gouds ©
Mxudl 5,86 ¢
ziseill e Gl Bulas ®
zosedl mals s
zigeill Jodig oy plasezul @
ssellplol @

solaall fL&S) 1 5 81l

a5 eldd) 115
i adl YLl b Lyl el e s @
a0 pasas Sloal aluzial @
Leyall pladll alaszal @

19




b
Gl ! cyotald bl Faapl E}A{!
A zalial) Zalall 5,531 ’,“.\“ Ay andl 35151 3)1]
¥l Zalal 5,531 s P
(gsadl) deadtd) gzl
T i
el Silgal a,kal aleal) szl atebudl . Pﬁ;i
aa e aay e
wladl i
ol ) oSnl yunlic a3l
daibasy pyadll Joam5yls)  ®
cleouill o Joall  ®
bl polas Joaas  ®
[FSTETYUPV-ES|F SPCS S
)T’.)La'ﬂ‘ ‘5._/.__41_63—5

il e Gl s ®
Ledheadiy solall (gl d] Slaglas 2dLa) ¢
sl dl ey wlials 23Ls) ¢
Lyl Jodnll 28Ls|  ®
il g edzadl 5,8 ®

1¢ lebullgsene 1 Lo

alebud!

el el o8 - 2 ) Jleslly lybias¥l - i adl JlasHly cbLas¥ sl clgsl

Y. \Y, Microsoft IT Academy , cews,Ssla, lessonPlans_ARA MS_Officeye zobix K -\ X
Y. \Y, Microsoft IT Academy , ciws,Ssla, StuduGudes _ARA MS_Officeya by K -Y &

Jeolotll sl A8l nia pdes | -V | ydell dgllall

MS-Word / MS-Excel / PowerPoint -y




Gl AT canyotld Aolall sl

e
W

N zalial) Zalall 5,531 "“‘\‘ Ay andl 35151 3)1]
¥l Zalal 5,531 s P
Slaty 2yl ey JLee¥1 5,1a) tgola Bye{pon
day e oyl daes - Geladl sl 5,
i'c)"' o3 e = P9 (é‘f)"\'ﬂ‘ J.‘a.é."
¢ ¢ ¢ \
el casog

G e Byla] lelaly cptll g5 4wty s (Aalusell 2,15¥) 8l b dale o Tinolualy Tola Lidyae Moo 5,801 1 ad
Byla) g l¥l 81)) Aelail) casllngg (L8, dum gl alarall Iagdasnll) 3,la¥) casllagg 3yl Aalisell obylailly Aalisell epalal) Joss

(el 350501 8y18) (I 83T oladl 8Salls 3sgadl

Jles¥1 8510] 3 el LA punll Gl ) opall lia G,

Dkl e pladl il

1o e 369 Told ytal) 0585 ,all e Bl yyaell Aulpmatll Calaad)

Il 5505 tgolis ayazs
(SIS SN s Chpmy <Y
BylaYl casllbg suay -V
Al aslbg oy -8
ohall sl e S Camy -0
e B0 dale ayams -1
Byl oyl et msgy (Y
Bylodl casllsg Casyal pums <A
Aodaill caslsg Jodes -9

eyl elebas

aadl a4, (Akaatly a,Laill) ol |

A e e
1 Laalog syl O
Y .Sjb}" ity O
A LAelasdl u.éSUéj (@]
A Shallslsl o
¢

goazell
¢

Pl il dlg ooy

OB adlus ilalai ¢ Ls] -y

ALl Ul § 39 LeS Al ooy alAIY | -8

oyl e e Ll e Leusyig culeal) 2allas e dladlxll -0

el e sb@¥laay o8 g5 |-V




N
Gl ! cyotald bl Faapl E}A{!
s zalial) Zalall 5,531 ’,“.\‘ Ay andl 35151 3)1]
¥l Zalal 5,531 N P
(Geadly gplall) dmanll el
. lelud!
asill cilgol Soizel
(422 00¢)
ddae (pylaig lx g Lealag 5,15Y1 ‘-
4y yoes Al Lealogsyladl @
¥l dssle .é)b}(‘)&ﬂ UA)‘..LA [ ]
:5ylaYl asllsg
Ll e
Alae goladg wilizly sl e Y
- R i
‘Lp.:)z.: i 4_?35_” °
el (Agsle
la,ll e
Aalaill asllyg
A
A JlaeHy ol yLasyl zdlaad, e
aadl e159) AW gl dalsy @
.a_!-)jq.” Q)‘}l‘ 3.5.5]&3 [ ]
Dlyall slas!
. St e - £ . A
Aoy pmtll Jlas¥l lyLas) ablall bl des J>e - @
REPRIPIT Syl sl gilge @
allyall 3l die Lplels oy G algall gal @
tj_o_'x,l‘ ¢
Aeldally aieally paill 8 pudl Hls olece WJlee¥15,05) e 1SN 2o iBylo¥l golen (V4 V1) emme Juls c5 Lol °
O S (oIl Jlae¥T B10] tsalea (Y2 1Y) 09,519 crammllaie (el (g ranadid] °
29dly yadll maldl Hls (olas Il 3,000 tgolin (Y4 VYY) 5gamme Juasd (Byglg il °
adld Jslg 5l colas qjto.c‘)’\js)l.)?l YV E) guaie M)ALEA@JBJbM‘__;,\.QA G‘La%_;).gl.:_” ° Rt
29lly yaall [al_fz(l Dl oles (pudie e selaies Il 550a) galin (Y 10) oyl yd des§ s Glaad! ° &
LSl Hls olee e VY Oyall bussg dlus o) sladll caillsgg pooldl Ulal :3,10¥1 (Y. 10) .oaza JolS ‘g?)ill °
Aeldallg auenlly padld Bl Hls colae ¢ olan sslaie 339 :Jlac¥l 85la) (Y- 1)) Lossldl ipe (il ¢ ulie °
iolatll Aal sl ain pdes | -V | ydell Agllall
MS-Word / MS-Excel / PowerPoint -y




U
Gkl Gand! cupuild Aoladl Ayl :‘EA [ d

>
o galiell Zalall 51531 NS A, 5ylsll 1)
Aot oyl Aalall 5,15Y1 N
$dia 1Y 3sallsa, Ayl 5ylsll dasdass Sy
i.w P.'i o~ = P9 g).\.i.” J-qé.ﬂ."
¢ 0 ¢ 4 2
:))-5-“ - -7

e LUl Caylally Cllall 5g3s s 2y dall 519kl 3)15) agles § A I il 8Ll A &yl 5ylgll Indases 5,50 ptay
oo 8313l com Lo JS Ol a8 olgll Indasend Alail) edaedll (e el elldg Lpldlatag 3 ddl o))kl alas aing

bl

35kl e plall Bl

2ol delyold oyl 0986 o ¢ Adal Adoasnll CiluaaYl

ad.)..&_f.n é)‘ﬂ‘mﬁw‘ﬂjﬁ \

bl oyloll bdass deal e Capany | Y

RO PYS I SES PR TTSWL AT 25 (NN TS PR V-1 [ OF-Fi) i 4

Jeadl 8989 e yudi | O

Ay dadl oyl Indases Adoe Jo o sy | 1

Aol 58) slade 3 Lyl 5lsl Asjlae das amy | A

oyl Jaes cows leludl sue

orledl! Aloall el (ukentl 2 dailf) olus gl

A e S e S e
9 Lealog &bl 5)lsll baylaes dpanly pgiia | )
9 Aydad) 351601 8yls) yuolic o jmraS dydadl 3)lall bdases |y
18 &3 mealally 4,2l yloll Ladases | v
20 Ayadl ylell ldassddes | ¢
8 Ay ddl sylell as slue) oldhaze | o
64

64 W‘

sdadlud! QLE'}L’U} Q‘;‘)D-!

OB Al cilagdaigls) | Y

Al Jels & 239 LS @l cilaglazy a0 | Y

Bra¥ Al e Aadl=ll | Y

lgadl alugia wie 2odludl wlelyal glal | €




N
Gkl Gand! cupuild Aoladl Ayl :‘tbA»y;‘__r

s zalial) Zalall 5,531 NS Ay andl 35151 3)1]
Aot oyl Aalall 5,15Y1 N
el oo e Ll IS sy | 0
(gslaill) dadnl! il
! aleba
o] Sl g Aleall &bl Sezll Slebudl | Busgll 63,
e e
4 1 JleeWlg culy L)
ﬁfﬁd J 2= .ZL;)_&.QJ\ J)‘}—UM‘Q}@A L]
Lsaddl Jlas¥ly ol 0 9 ) 9 1
eadl oyl Apddl sl hidaxsdcal @
sl o)
Ayl Jlas¥ly il Lasy) Ladazsdl @
Agaddl Jlaedlg ol yLas| 0 9 il e 9 2
eadl syl wogtll @
s e
ZLS):'S\ ML&l‘j ZL»R)JJ.Q.H 3)‘91‘ Ll
oladradlgd, dudl oyl ladases @
Ayt Jlas¥lg ol Lasy)
jﬁj J oo .@Md"\w.’_'jja_»%d‘.\.b)bll.lallaz‘ ;5 @
Lsaddl Jlae¥ly ol Lasy 0 18 - - 18 3
AW B, lo¥ dadsg g, ddl o)l ladass @
g‘“—” _.‘_y_\_.‘_n 2) 99 i)““‘d )31
Arlo¥lg 4y il oylell Ldazs @
Ayl 5yl el) Ladases dles dpanly pgin @
opymetll Jlac¥lg olyLasy
ppal ety 2 Ayl 5yl Iagais Tulas Jolye @
Lgaall Jlaelg clyLas 0 20 : 20 4
Ayl
Ayl Jlac¥ly sl Lasyl Joall G5 @
Agadd) Jlasdlg clLasy 0 8 el s o 8 5
oadl o) ol el @
bl Ll @




b
Gl @l syl Zalal) Al ?}Aﬁ
Al aaliold Zalall 5,131 ﬁ".“
¥l Zalal 5,531 s P

&;)_qul 3,1ell3,la]

Al 3 leatl Slglasi ®

£ o)

Slelad!
Ladzdl il @lle (olee BET FON I ENVEE Y- 3ylgllBslal (Y- 4 Y) wie e @dladly Jole ‘EJL‘a \
add Jslg Hla cplas opaydialls L_gal.w)\ Oyall ] & ydadl 551980 85ls) YoV 0) nas [&LHA.H 9iGskdlae oy Y
Aelbally auyeally ,adld Bpdl Hls colase polas Hslaia 389 :Jlas¥l B)l5) (Y- 1)) Jaseldl uie il ol | Y
‘ejﬁﬂb)““ﬂ‘ﬁ delbal Aaslall Sladl i, uSCudil 4l 5)loll daisg tada sl Gl J5 0 YY) gly ¢ ¢

PRSP PR PPN VA ES [ RT{E=WECOM I P T30: 71 SN (ST KYIQ SR | o IO P P R Rt

&
&jﬁ.ﬂ‘j)&iﬂ é},ﬁ«.ﬂ )‘.J :QL&.C .".JL,.AJH 5)‘31“ ;Ll);a.f_” J)‘ﬁi‘ 5)‘.)! ( Y.. 1) gé.‘o_‘a.a “j:._vgbﬁ| -\
.QlS.H.aJlELEJSA ‘ual_l).ﬂ AJLQ.LS"S‘)‘.)E ZS.)LE.A .(Y . \T’) .Qj).&b uq:-).“..x.‘.c. o J.AD-T‘(__S)—A-_LA—&J‘ Y
29dlgyaill malidhls (oles (Jlac¥I5,1a] teabin (YA T) 5gazea Juasd Byslgid! | A
add sloy0s colee (Jlac¥lg 3,091 (Y21 E) Hgain crusms yalls cdBdly ruma se hisgyalall q
259y ,adll al¥Lls coles cpuite zmpayslates i dlec¥l B)ls] ggolis (Y 10) Gloyd sl s cilugadl | Yo
MS-Word / MS-Excel / PowerPoint -y




&

Gl G cpuild Aaladl Buaudl
aliall Lolall 5,l5¥1
a1 oyl Ll 3,15

e
AN
\ /

2=l g

EL;)A.}J\ 3,1ell3,la]




b
Gl @l syl Zalal) Al QA{:

s SRTIIERIENRY N 2yl 5ylsll 5yl
Aot oyl Aalall 5,15Y1 I
EL’“).&..L” Blally ol paslls Jolally iyedl Ol 3xlo
el 1/ g 1/ Jaal cye Butsinad] 2wyl culyyal siall sk Aulasell 2l e
el /2ys 0/ Jaal! e Butgitad| Apwyusll ol 5Ll il o5l
- u_;.:).A.I.U M»J\/J.ull
il gl @iy Jul=s
Al skl Iagass
)L_/_.'Z}}"j«_:ljaﬁ.‘i_w?" .
P a9l GugaellSG (1)sue
.;—l.)Yla)l.)l
A yda 3ylee Byla) 31l Joase
Ayl 5ylsl) ey s S YA st
. Azl ol GognsllG (V) sue &yl
gull Lol 5yl Sl
ke 81s) ol Jleel 8,13
.‘;,Léig.a_ﬁb)}?y\ PNECENEY
Asyaall 3ylell 3 Aabenil lallasas
Ayaall 3yl 3 JY ol Sladas




N
Gl @l syl Zalal) Al ?}Aﬁ
s zalial) Zalall 5,531 ’,‘.‘ Ay andl 35151 3)1]
¥l Zalal 5,531 s P

ez

adld Blgyls coles JlasYlg Bylo¥1 (Y1 E) guain pume yalls ‘@JL&JB Oxo (Go Ejb,a“__g).a\.a.“ )

CYYUA0 Lo Y (daladl 5,0 ayae) )5_?‘}’.3 ale 18,00 cdaladl 8,10¥ wmae g id! S8l EENVEN

(A28 ¥ Al sl plae Aga ¥ daaladl) (o Lllg udl ccaillagll Caiiat cnlolya dobusl el il tams

Aeldally mssnlly il Samdl s coloe palaa solaie 33g:Jlec¥l 8)1s] (a7 1)) asalidl e adl « solie

FE P PRA1 PN RV ES [ RT E-SWECOMI R T130. 71 SN (RS KY G P | g INPER PR

209ly ;i Boyadl Hlatgles 3 lalll 8yla)" d s aull 5ylall 8510] (Y4 ) Galaias (aglad]

2sdllg,ddld malidlyls (olee Jlac¥I5,1a) tgalia (YA Y) gazes Jumsd (Byglgidl

Ol aaSe (Ul Jlae¥Igyla] ol (Y 1Y) 09,519 e lase oy dasTe (g papadl]

e Ll daals Au'at._.)Jl alall ‘al).~> Aamy5 1,891 Byl0) (Y. L 8) (SR 59 cOgumngl

sy Sl ola cplee o ydially ol pall (§ 2 ydudl 5,15kl 51 AYN) ey fluall o gsldlae oy

) slg 5l colee Ay il 3ylall Byls) (Vo) L) el ogama 3o =

(pY 10 Jo¥l Aadall copuinlly il clidess) Jlee¥! clalaik geailiuel U5 a-io, dall 51kl Bylol ¢ pee Cagallie puole

sl oS dle colee . gmatlial J5 e iy dull sl By1a] (Y- - ¥) we « @dladly Jile (@l

gal) Leusd) 8159 agas 2pall Lozl allas

OlSeadl 23S0 5L, 2 Y1 BLAN (Y- A) @l (illasesl]

Apall Sl Zegama . JiSoll bl Zamys 2, 80l 3)lgall AumasT AN 5531 (Y. o A) . JSobo cuig s oyl

225919 yaddly deldall o 5l a1l &l iy ddl 51l Byl (Y2 4 9) . udgn s

.Ejjﬂ\j)_&ﬁ\j deldall dmaledl il :Z\.:)M‘| Et__,).m‘ 3yl el Ageisy Ioylnsel &Q"JLJ dsae (Y- 1Y) oly

Laeos¥ 3l Baal clee ubentl i) e szl &y iudl 5,15kl 8)1s] S laylan 31(Y+V) oluc] deme oSl

(‘Q)A) ZL..IS.A)‘a Yo @m‘ Zt.u.‘a_” m}.@\_:z]‘ QLWJ\.” u}.m\.’zn ‘03)55 ‘é\.:).” J)L daxa

CYYT-A0 o (‘aY R PP ij“g‘ ..\.Q.!.A) )3_';}”5 g.db).” 5,lal cdalall S)‘.):ZH NUE VY LEJ.QJU‘)&UQ glc dosea




