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Understand the terms hardware, software, Information
Technology (IT).

Information technology: A general term that relates to
the use of computers as an aid to creating and
maintaining data. IT is related to all aspects of managing
and processing information, especially within a large
organization. Computers are critical to managing
information, and computer departments within large
organizations are often called IT departments. Alternative
phrases are IS departments (Information Services) or MIS
departments (Management Information Services). People
working with computers within large companies will often
refer to their job, as “working in IT”.
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MIS stands for Management information services.
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MIT stands for Management information technology.
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Hardware (sl dalall ol s<all)

» The term hardware refers to the physical components of

your computer such as the system unit, mouse, keyboard,

monitor etc.
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Software (zludl Ay el & &l s<all)

» The software is the collection of instructions that makes

the computer work. For instance, when you type in words

via the keyboard, the software is responsible for displaying

the correct letters, in the correct place on the screen.

Software is held either on your computer’s hard disk, CD-

ROM, DVD or on a diskette (floppy disk) and is loaded
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from the disk into the computers RAM (Random Access
Memory), as and when required.
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Types of computer (<hwlal) g1 i)

1- Mainframe: Mainframe computers are the big, powerful,
expensive computers used in the background by most
large organizations. The power of the mainframe can be
distributed amongst many people accessing the
mainframe via their own PC. Organizations such as large
insurance companies would use the mainframe to keep
track of their policyholders and send out renewal notices.
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The mainframe is the fastest and the most powerful at
performing computer calculations.

i) dallae b (g 805 8 ) sa asl) gulal)

®17772718 fotosearch.com

2- Mini computers (s_sall Glulall)
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3- Super computers (&l clwlall)
Aallae o Alla 5,08 aa claa adlall AL B Copnlall Sac o) (e il LS

el plATLY) G A Seall Glnedl B e aS JSA g gl 138 aadin g UL
Ledic caibally gl Jie dime GVl 8 Lagl s Gl 3 el led 8 aasiuy
<l Jae (e (S5 Ae yun bl (e Jila a8 dallaa ) 5eY) Zlis,

http://www.cray.com/ : Ul adsall ) ) ccilaglaall (e 4 3al

4- Networked computers (Luill cllall)

A network allows you to connect two or more computers
together. This allows data stored on one PC to be
retrieved by other PCs connected to the network. It also
allows the sharing of resources. Thus instead of each PC
requiring its own printer to be directly connected to it, you
can have a single printer shared amongst many,
networked PCs. In the early days, to network PCs
together was a complicated task, only to be attempted by
qualified professionals. These days most people with a
good working knowledge of Microsoft Windows can install
and configure a Windows based network. However to get
the best out of your network, in terms of performance and
security, still requires a qualified, experienced technician.
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5- Portable computer, laptop, noteboo.., puiiiep, « <A
personal digital assistant.

Laptop computers, as the name implies, are small
portable computers that can run on batteries as well as
mains power. They use special screens, rather than the
traditional bulky VDUs (Visual Display Units), which allows
for longer battery life as well as portability. A newer term,
“Notebooks”, simply indicates a VERY small laptop. These
are especially popular with salespersons on the move or
people giving presentations. While they tend to still be
more expensive than an equivalent Desktop computer,
they can now match the power of a Desktop computer.
Palmtops are even smaller computers that can literally fit
into the palm of your hand.
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What is a Personal Digital Assistant (PDA)?

» These devices use a special pen, rather than a keyboard
and can be used for storing and retrieving information.
Like most computer devices, many can connect to the
Internet. They are extremely compact.
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What is a PC? (il quulall)

* IBM invented the PC (Personal Computer) way back in
1981. All PCs released since then are in many ways
compatible with the original design, though many
extensions have been made. The term PC compatible
relates to PCs manufactured by companies other than
IBM that are compatible with the traditional PC
specification. In the early days, most PCs ran an operating
system called DOS (Disk Operating System). These days
most PCs will be running a version of Microsoft Windows.
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What is a Mac? (i siistall caulall)
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» The Apple Mac is a computer, but NOT a PC. It uses a
different operating system, and requires special versions
of application programs (such as word-processors or
spreadsheets). Even the hardware add-ons have to be
customized to some extent to be able to be connected to a
Mac. In the early days the thing that really distinguished
the Mac over the PC was the GUI (Graphical User
Interface), or in plain English the way you could use the
mouse to drive the computer. In the early days of the PC,
you really had to be a bit of an expert to use and maintain
your PC. Recently the differences between the PC and the

Mac have blurred(=='s <), with Microsoft buying a stake
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Graphical User Interface (4xsudl Gukill 4¢al )
What is a Graphical User Interface?
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A Graphical User Interface (GUI) is simply an additional
part of the operating system that displays windows and
drop down menus, and also enables you to drive your
computer using a mouse. Examples of operating system
that use a GUI include Windows and IBM's OS/2.
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GUI: a system using windows, mouse, pointer and icons
to operate a computer.

The advantages of using a GUI
e All programs look similar and when you switch from a
program supplied by one manufacturer to one from a
different manufacturer, you will find the transition very
easy.
e Application programs work in the same way as the
underlying operating system.
e The GUI also allows programmers to easily write
consistent looking programs.
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Comparing computer types (<bwlal) £ g ¢ 45 i)

Mainframe (Lxsl) clal))

e Capacity: Very powerful computers often connected to
many individual PCs over a network.
ASaS Gab 0o 8,88 0 88 el dualy L an (558 5 s Slea 15,40
e Speed: Much faster than PCs used for processing large
amounts of data such as mail-shots, salaries, tax etc.
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e Costs: Very, very expensive, only affordable by large
companies.
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e Typical Users: Only used by large companies including

banks, building societies etc.
A bl e o il Jie dadizall S a0 T 4adiing 1) salll sl

PC (addl) cuulall)

Capacity: Large hard disks combined with a work working
memory (RAM)
210 3081 pe daie adiia Glia (a5l
Speed: Fast. Normally measured in GHz.
oA el lladll Aoy iy s e Ll e Sl
Costs: Getting cheaper by the day.
.el-,&\ D50 pe JE A
Typical Users: Home users, large and small offer users.
Education, Doctors. In fact just about everyone needs to
know how to operate a PC these days.
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Networked PC (4S:dlly Juaial) caulall)

e Capacity: Large hard disks combined with a work
working memory (RAM)
e\)wﬂ&b'&)ﬁ\ﬁ@dﬂ&a%wﬁi)dﬂ\
e Speed: Fast. Normally measured in GHz.
A s lladll Aoy Ll Bale oy tde pull
e Costs: A PC only requires an inexpensive card to be
added to it to connect it to a network.
ASad b Juaidl 4l Ciliay i ) 4S8 @ S il 2 ling aadldl) aulal) (4T
e Typical Users: Due to ease of networking a PC these
days just about anyone can network PCs together.
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Laptop (Jsaaall cuudall)
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e Capacity: Large hard disks combined with a work
working memory (RAM) — Often less powerful than for a
PC of equivalent price.
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e Speed: Fast. Normally measured in GHz. Often speed
specifications are less than for a PC of equivalent price.
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e Costs: Components need to be much more compact so
there is a price overhead when compared to a PC of
equivalent power.
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e Typical Users: Business users, people on the move,
educational users. ;
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Palmtop (A lal))

e Capacity: Much smaller storage capacity compared to
a PC.
el Caalally &5 e 8 4l dys jaal 5 a8l -5 il
e Speed: Much less than a PC unless you pay a lot extra.
i dlie Candd 1Y) addl) sl e S B e )
e Costs: In relative terms expensive when compares to a
PC.
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o Typical Users: Mostly business users.
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PDA (Personal Digital Assistant) .8 aidll o luall

e Capacity: Much smaller storage capacity compared to
a PC.
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e Speed: Much less than a PC unless you pay a lot extra.
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e Costs: In relative terms expensive when compares to a

PC. andll Caudally &5 adl vie S B el
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e Typical Users: Mostly business users.
Al Jlae 3 We anind) 1 ad saill addiol

Types of Software (z=/udl £ sil)

What is an Operating System? (J:dall sUai g L)

» The operating system is a special type of program that
loads automatically when you start your computer. The
operating system allows you to use the advanced features
of a modern computer without having to learn all the

details of how the hardware works.
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There are a number of different types of operating system
in common use. The IBM PC (Personal Computer) was
introduced way back in 1981 and was originally supplied
with an operating system called DOS (Disk Operating
System). This operating system was very basic, and you
had to be a bit of a computer expert just to understand
how to use it. It was NOT user-friendly. Later on, Microsoft
introduced Windows and this is the operating system that
is most widely used on PCs today. To complicate matters
further, there are a number of different types of Windows.
The first widely used version of Windows was called
Windows 3.1. This was more powerful than DOS and far
easier to use. It had a Graphical User Interface (GUI), i.e.
you could 'drive' it using a mouse and drop down menus.
Later versions of Windows include Windows 95, Windows
NT, Windows 98, Windows 2000 and Windows XP. The
good news is that later versions of Microsoft Windows look
almost identical to each other and are all much easier to

use than Windows 3.1.
Microsoft: http://www.microsoft.com
IBM: http://www.ibm.com/software/os/warp

Linux: http://www.redhat.com
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What the operating system do?
1- Controls the hardware and software of vyour
computer.
2- Sets up the look and feel of your computer interface.
3- Enable all other programs to run.
4- Instructs the screen to display data entered with the
keyboard.
Sl 2l Al y o e
el el e g aalall Sl Sall & aSasl) -1
Lo aSadll cdall deal 5 dlac by o 58y -2
Jaall e gl ) 08 el -3
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Operating systems from Microsoft:
Dos, windows 3.11, windows 95, windows 98, windows
Millennium, windows 2000, windows XP(professional,
Home), windows 2003 server, windows vista, windows
seven.
Operating systems from other companies:
Linux, Unix, Macintosh.

Applications Software (ki gzl )

What is an application program? ((xbill zali ) sa L)

* An application program is the type of program that you
use once the operating system has been loaded.
Examples include word-processing programs (for
producing letters, memos etc), spreadsheets (for doing
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accounts and working with numbers), databases (for
organizing large amounts of information) and graphics
programs (for producing pictures, advertisements,
manuals etc).
Alia) ey il allas Jrand 2z daladinl eliSay mal ) (0 g 53 98 Andaill el ) ()
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Word processing (<tals!l zllza)
« A word processing program (such as Microsoft Word)
allows you to easily produce letters, memos, etc. You can
easily mail merge a list of names and addresses to
produce mass mailers, individually addressed to
customers or subscribers.

F )l LY A g el anes (255 D gan g Sile Ja) o il) Aallas gl
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Microsoft Word
http://www.microsoft.com/office/word/default.htm
Lotus Word Pro

http://www.lotus.com/home.nsf/welcome/wordpro
WordPerfect http://www.corel.com/Office2000

1- Produce a catalogue containing graphics.
2- Creating letters, faxes, memos, and business

documents.
Jlae YL Aala 31 55 <l S0 5 ikl cilad oL

Spreadsheets (4 AN Jglaal)

A spreadsheet program (such as Microsoft Excel) allows
you to work out a company’s income, expenditure and
then calculate the balance. It enables you to make 'what if'
type projections of how the company will fair in the future
and to forecast how changes in prices will affect profits.
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Microsoft Excel http://www.microsoft.com/office/excel
Lotus 123
http://www.lotus.com/home.nsf/welcome/lotus123

Summary
1- Makes financial projections. 4l cile 5 e L)
2- Produce charts and graphs. &ty <l s L)
3- Working out budjets. e dabaill 5 430 jall Gl

Databases (<l i) 6)

A database program (such as Microsoft Access) allows
you to compile information and then to search this
information to extract just the information you require.

Caall a5 ey e slaall pan G ransy (ST 8 g5 Sile Jie) bl 32218 a0
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Microsoft Access http://www.microsoft.com/office/access
Lotus Approach
http://www.lotus.com/home.nsf/welcome/approach

Summary
1- Sorting large amounts of information.
UL pe Al G aylais

2- Creating a list of contact details.
Jiai¥) Jraléty daild oLl

Presentation (dxeiill (a5 ll)

A presentation program (such as Microsoft PowerPoint)
allows you to produce professional looking presentations,
which can be printed out directly onto slides for use with
an overhead projector. Alternatively, you can display your
presentations directly on a computer screen.
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Microsoft PowerPoint
http://www.microsoft.com/office/powerpoint

Lotus Freelance
http://www.lotus.com/home.nsf/welcome/freelance
Summary

A presentation application creates overhead projections or
slides. xil s sl g ye oliily galiall a iy

Accounts / Payroll (i s daki)

In most large organizations, the accounts are maintained

by a computerized system. Due to the repetitive nature of

accounts, a computer system is ideally suited to this task

and accuracy is guaranteed.

daplal |y d sl dadail (35l e Lgy aSadll 2y bl 5500 ciladaiall alaes
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Sage software http://www.sage.com

Summary

The accounting application controls payroll and stock

control. o s aall (& aSaill g cpils gall il 5 ) Cluay il gl Aalail iy o 68

Web browsing (=i i) cladaia)
These applications allow you to view and interact with the
World Wide Web (WWW).

Lgma Jalaill g i i) Ciladia (2 y2y rand Al Cliplail] (e i Y mdeaidie
Microsoft Internet Explorer hitp://www.microsoft.com
Netscape Navigator / Communicator http://www.netscape.com.

Web authoring («u sl &3 s sL&I)

These applications allow almost anyone to create a web
site, quickly and easily. s adl g0 oLl

Microsoft FrontPage: http://www.microsoft.com.
Macromedia Dreamweaver: http://www.macromedia.com.

A multimedia application Creates interactive learning
and training materials.
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Desktop publishing produces a newspaper and

magazines with complex page layouts.
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What is systems development? aiill ki g La
e This is a rather general term used to describe the way
new software is specified, computer coded, tested and

then delivered to the user.
eMMﬁcJ&J}mhFu};m\MebCJLAAQQBJL\QjA

What is a systems development cycle?
ek.m skl Jal pas 3 galal) La
Most IT projects work in cycles. First, the needs of the

computer users must be analyzed. This task is often
performed by a professional Systems Analysts who will
ask the users exactly what they would like the system to
do, and then draw up plans on how this can be

implemented on a real, computer based, system.
Vsl Jal e e il asbal Ladg€icile y i aalef s ki
G (5 yina ahai gllae dagall @lliy o 53 e Bale 5 salad) eadiue Claliial) Jidad oy
Lladll aia g () 50 58 a5 g s (Al algall g allaill peadiundll 40y ) e () 5 i
smlall e daiey Jlad aUsi JA (e Gld 3,455 48 dilaial)

The programmer will take the specifications from the
Systems Analyst and then convert the broad brushstrokes
into actual computer programs. Ideally at this point there
should be testing and input from the users so that what is
produced by the programmers is actually what they asked

for.

) Aiay 2l b ghdll oda Jsan g alaill Han (e Gldial gall hbdhmca}.d\ PP
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Finally, there is the implementation process during which
all users are introduced to the new systems, which often
involves an element of training.

Once the users start using the new system, they will often
suggest new improvements and the whole process is
started all over again. These are methodologies for
defining a systems development cycle and often you will
see four key stages, as listed below.

Analysis, Design, Programming and Testing
c\in_d \\_)A‘: le il AM\%})&QEJPM&T%QM
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Hardware (cuwlall dualal) U g<all)

1- What are input devices? (J\¥) claag A L)

e Input devices allow you to input information to the
computer and include things such as the keyboard,
mouse, trackball, scanner, touchpad, light pen, joystick,
digital camera, web camera, and microphone.

2- What are output devices? (z'AY claay A L)

Mr. Mohammad Dyaa
Mobile NO.0181545548



Mr.Mohammad Dyaa 17

e OQOutput devices allow you to output information from the
computer and include the printer, the monitor, the
speakers, and the plotters.

The touch screen can be used to output and input data.

Bl iy 8 ) AN JIAS) Bas oS padiud uall) A5LS

3- Processing devices (sl ©lasg) such as the central
processing unit. The CPU is the brains within your
computer. It performs most of the calculations within the
computer and is responsible for the smooth running of
your operating system (Microsoft Windows) as well as
your application programs, such as word-processors,
spreadsheets and databases. There is a small amount of
memory associated with the CPU, which it uses to perform
these operations. It also accesses and uses the main
memory (RAM - Random Access Memory) within your
computer. In many ways, the CPU is the single most
important item within your computer that governs the
overall speed of your computer. The CPU's speed is
measured in MHz. This relates to the frequency that the
CPU runs at and the higher the MHz rating of your CPU
the faster your computer will run. To give you some
indication of how PCs have advanced over the years, the
original IBM PC released in 1981 ran at less than 5 MHz
while modern PCs can run at speeds well in excess of
2000 MHz. Note that 1000 MHz is the same a 1 GHz.

More information:
Intel: http://www.intel.com
AMD: http://www.amd.com

Cyrix: http://www.viatech.com
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4- Network devices (duiiclass)ysuch as Ethernet
controllers, LAN, network interface cards(NIC) and cables.

5- Storage devices ()3 Glass) such as hard disk drive,
compact disk(CD), digital versatile disk(DVD), floppy disk.

* Hard disk drive
A. Internal hard disk drive such as EIDE, ATA, SATA,
SCSI.

B. External hard disk drive.

What is the difference between internal and external

hard disks?

e Internal hard disks are located inside your main
computer unit, while external hard disks are joined to
the main computer unit via a lead that you plug into the
back of your computer unit. Some external hard disks
will plug into the USB port (connector) located at the
back of your computer. Other external hard disks
require the installation of a special card within your
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The hard disk provides the fast access to data. The speed
of a hard disk is often quoted as "average access time"
speed, measured in milliseconds. The smaller this number
is the faster the disk. The hard disk is usually used to back
up files you are working on. ;
-l ) Jsaa gl ey DY e 20a il - Lgie e o Dliall ) YY) Calias
o8l o bl 585 Ae juw Gl ed smasll ey B LalSE 4G Ll Gl o
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* Zip drives 100-200 mega bytes.

A Zip disc is like a more recent version of the floppy disk,
the main difference being that a single Zip disc can hold
up to 250 Mbytes of data. They also offer increased speed
compared to the old floppy disk.

Lase 250 e s 5ina o (Sl @ 1Y) (o slal al 81 Jie 3l Clas g (g 58
celoally 4 Haally bl ae Jaladll (& ST de ju paiy 43l LS Ul (e

* Jazz drives 2 gigas.
* Diskette, floppy disk 1.2-1.4 mega byte. Floppy disks are
also known as diskettes. They are very slow compared to
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hard disks or CD-ROMs, and hold relatively small amounts
of data (1.44 Mbytes). Sometimes people will backup
(copy) important data from their hard disk to floppy disks.
However, as diskettes are notoriously unreliable this is not
the best way of backing up valuable data (but is better
than nothing).

a8 A% s Anadall Gal 81 5l dbeall Gl AL A0 lRe 13a day 40 5all Gl 8V )
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The floppy is a very cheap mean of backing up 1 mega of
text files. draill clalall e Lage aal g o A3 ad ) Al g 5o G all a8l

* CD-ROM 700-900 mega:

Most computers are now supplied with a CD-ROM
(Compact Disc - Read Only Memory) drive. CD-ROM
discs look exactly like music CDs but contain computer
data instead of music. The advantage of a CD-ROM is
that it can hold a vast amount of data (equivalent to the
storage capacity of over 450 floppy disks). The other big
advantage of CD-ROMs is that they are interchangeable.
This means that you can own a range of different CD-
ROMs and choose which one to insert into your CD-ROM
drive.
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*DVD 4.7-17 giga.

e Short for "Digital Versatile Disc”. Similar to CD-ROM
drives but allows you to use DVD disks, which contain
vastly more information than a traditional CD-ROM disk.
These also transfer the data from the disk to the
computer far faster, allowing you to watch movies on
your computer screen. A CD-ROM can store 650 MB of
data, while a single-layer, single-sided DVD can store
4.7 GB of data. The two-layer DVD standard allows a
capacity of 8.5 GB. A double-sided DVD increases the
storage capacity to 17 GB (or over 25 times the data
storage capacity of a CD-ROM).
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* Tape backup
A tape backup unit allows for regular backing up of your
data. These tapes can store a vast amount of data at a
low cost. DAT (Digital Audio Tape) devices are commonly
used for backups. The DAT tapes that they use can
backup enormous amounts of data (over 4 GBytes per
tape). The devices are also fast and reliable.
The tape backup is used to archive personal records that

are not currently needed.
\ L 2
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What is PCMCIA?

e Portables by their very nature are very compact and
require smaller than standard parts such as hard disks
and CD-ROM drives. Many portables are supplied with
special adaptor sockets that enable what are called
PCMCIA compatible hardware to be connected to them.
PCMCIA components tend to be more expensive than
standard computer parts that are designed for more
bulky desktop computers.
More information: http://www.pcmcia.org.
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Why format a disk?

e Originally when you purchased a pack of floppy disks
(diskettes), you had to format them prior to use. Today,
most floppy disks are supplied pre-formatted.
Formatting a disk is like putting lines on a blank sheet of
paper. Formatting allows the operating system (i.e.
Windows) to read information stored on the disk and
also to store information on the disk. In the same way,
the manufacturer formatted your hard disk. You should
be very careful about formatting a disk, as any data on
the disk will be lost after re-formatting.
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Summary

¢ Unformatted disks need operating system data written

to them before they can store files.
cilily JLaal Sy s Waalaely o 58y Juandis alla ) 2l Leiingd (s o) 3 cilSasnl
lele

e A used floppy disk can be reformatted.
g sole) (Say adiiuall dlul
e A pre-formatted disk can be used immediately to store
data.
Lo Ll JAY 55l addiud o (Say Leing G 3l Sl
e Full disk formatting completely erases the previous
contents of a disk.
Liasa Lale 83 g sall Cilild) S e (al 33U ALK diggetl
e All disks need to be formatted before they can store
files.
Leale il 0 383 (S (s gt ) lisd GlSall S

Why do you need to back up your computer?
The most important thing that you store on your computer

is information. Often the contents of a hard disk can
represent years of work. If the hard disk stops working one
day you could lose all those years of work. For this reason
it is VITAL that you take regular backups of the
information that is stored on the computer. In large
organizations this backup procedure is normally
performed automatically by your computer support team,
where the data is normally held on a centralized,
networked computer.
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In smaller organizations, it is often up to the individual to
organize some sort of data backup. If nothing else is
available, copy your files to a floppy disk and make sure
that these backup disks are stored away from the
computer, ideally off-site. If there is a fire and your office
burns down, if your backup disks are stored next to the
computer they too will be incinerated. Back up is copying
your computer files onto a separate storage device. Back
up is keeping copies of data in two different locations.
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Main Parts of a Personal Computer

1- The system unit (case): The "system unit" is the name
given to the main PC box that houses the various
elements that go together to make up the PC. For instance
within the system wunit is the computer system's
motherboard, which contains all the main components,
such as the CPU. The system unit also houses items such
as the hard disk, the floppy disk and CD-ROM drives etc.
System units come in two basic varieties, the tower
version, as illustrated, or a desktop version, which is
designed to sit on your desk with your monitor on top of
the system unit.
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2- The System (Mother) Board
The system (mother) board in contained within your
system unit and all the vital computer systems plug
directly into the system board. The CPU is normally
housed on your system board along with all the other
electronic components. Other items such as the hard disk
are attached to the system board, either directly or via
cables. These boards are getting smaller and smaller as
the components become more integrated. If you open up
a modern system you will find that it is mainlv full of air.
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3- The CPU

The CPU (Central Processing Unit) is normally an Intel
Pentium (or equivalent) and it is one of the most important
components within your computer. It determines how fast
your computer will run and is measured by its MHz speed.

4-Memory (RAM)

The RAM (Random Access Memory) within your computer
is where the operating system is loaded to when you
switch on your computer and also where your applications
are copied to when you start an application, such as a
word processor or database program. When you create
data, (e.g. letters and pictures), these are initially created
and held in RAM and then copied to disk when you save
the data. As a rule of thumb, the more RAM you have
installed in your computer the better.
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e The operating system is loaded into ram when the pc is
switched on.

e The contents of ram change constantly as the pc is
used.

e The contents of this disappear when the pc is switched
off.

5- What is ROM?

e Read Only Memory (ROM) as the name suggests is a
special type of memory chip that holds software that
can be read but not written to. A good example is the
ROM-BIOS chip, which contains read-only software.
Often network cards and video cards also contain ROM
chips.

What is the ROM-BIOS?

e The 'Read Only Memory Basic Input Output System'’
chip is a chip located on the computer's system
(mother) board, which contains software. This software
performs a variety of tasks. When you first switch on the
computer the ROM-BIOS software performs a self-
diagnostic to check that the computer is working OK.
This software then loads your operating system from
the disk into the RAM.
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Summary
- The contents of this(ROM) are fixed during the
manufacture of the pc.
- You cannot write to this type of memory.
- It cannot be modified by the user.
- This type of memory is permanent and
unchanging.

What is flash BIOS?

e Most modern computers are actually supplied with a
flash BIOS rather than a ROM-BIOS. This chip contains
exactly the same type of in-built software, but has the
advantage that the software on the chip can be
upgraded. This upgrade is achieved by simply running a
small program supplied by the computer manufacturer.

6- Hard (Fixed) Disk

Hard disks are the main, large data storage area within
your computer. Hard disks are used to store your
operating system, your application programs (your word
processor, games etc) and your data. They are much
faster than CD-ROMs and floppy disks and can also hold
much more data.
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7- The Monitor

e An Output device. The monitor is the TV type screen
that you view your programs on. They are supplied in
different sizes, common sizes range from 15" to 21"
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screens. You should be aware that poor quality or badly
maintained monitors could harm your eyesight.
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e The VDU (Visual Display Unit) is the computer screen
used for outputting information in an understandable
format for humans. Remember that at the end of the
day the computer works in binary code (a series of
on/off impulses). It is hard to realize that the original
electronic computers did not have a screen.
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Flat screen monitors
Traditional computer monitors are based on the same sort
of technology that is used within a television screen.
More recently, flat screen computer monitors have
become available. These take up a lot less room on a
desk and use less energy than the traditional, more bulky
monitors.
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e VDU(visual display unit)
** CRT stands for (cathode ray tube).
** LCD stands for (liquid crystal display).
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Screen size

e You should be aware that often if you specify a screen
of a certain size, say a 17-inch screen, that this is the
size measured diagonally, not horizontally across the
screen. If you are upgrading you should also ask for the
"visible viewing area" of the screen.
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8- Sound cards and speakers

Many computers are now supplied with sound cards and
speakers that mean that when you run 'multi-media’
programs, you can listen to sounds that are played back
via your computer. If you have a microphone and suitable
software, you can also record sounds. You can even
purchase special software that will allow you to talk to your
computer and get the computer to type the words you
have spoken on your screen. In time, this type of software
may replace the keyboard.
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Computer performance (wlsll ¢lal)
Factors affecting performance (o« £)af o s Jalge)

Factors affecting overall computer speed include:
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1- CPU Clock speed: The computer clock speed governs
how fast the CPU will run. The higher the clock speed
the faster the computer will work for you. The clock
speed is given in megahertz (MHz). The original IBM
PC ran at 4.77 MHz whereas modern PCs will run at
over 2000 MHz, which gives you an idea of how far
things have progressed since the introduction of the
original PC. The higher the MHz speed the faster the
computer.
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2- RAM size: As a rule the more memory you have the
faster the PC will appear to operate. Windows also
uses the hard disk a lot so logically the faster the hard
disk can operate then again the faster the PC will
appear to run.

Jwe Aoy )y al M Ao ) ) LS 4] Loal 32 6S 1 A el 0 3A30 3 SI3 e pus -2
Aoyl ) LalS ihiall (ad | 58S caliall (a8l andiog Loagl Jaedidll plas caulal)
ladl de e )y cliall (a8l

3- Hard disk speed and storage: Hard disks are also
measured by their speed, defined by the disk access
time, which is measured in milliseconds. The smaller
this access time the faster the hard disk will store or
retrieve data. The data storage capacity of hard disks
continues to increase as new products are released.
The disk storage capacity is measured in Gigabytes
(GBytes). 1 GByte is equivalent to 1024 Mbytes.

dsasll ) oy liall (e 3l Ao o (ul& 1A ATl da 5 liall (a8l Aoy -3
&l gl IS ) I J g sl (e 8 LSS Al Ly (bl 53015 il Y
Lo 1024 (st (Al s Laoadl dm 533l o jlell dans Gald5 UL (4 )35 9 36 8
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4- Free Hard Disk Space: To get the most out of your
Windows based PC, you not only need a fast hard disk
but also a large hard disk with plenty of "spare space".
This is due to the fact Windows is constantly moving
data between the hard disk and RAM (Random Access
Memory). Microsoft Windows will create many so-called
“temporary files” that it uses for managing your
programs. In fact, if you have very little free hard disk
space you may find that Microsoft Windows will not be
able to run your programs at all.

18 lind Y el sl e jus ool 2t €3 sleall il e 5_pal) Aalusall -4
AS (AR 5 Aabliie ae dediia Asliay a8 (A #Us3 o gy Glea a8
el aLas ) g cabeall e il s i) Jiy s Joiitl Qa5 51 ) 13 S

C.A\JA\ B3 aY Leaddiug 3\_15),43\ QM\ME_MJQ lale e Lal V:)S.I

5- De-fragmenting Files: If you are running Windows you
may find that if you click on the Start menu, select
Programs, and then select the Accessories / System
tools group, there is a de-fragmentation program.
Running this periodically may noticeably speed up the
operation of your PC. When you use a PC, over a
period of time the files get broken up into separate
pieces that are spread all over the hard disk. De-
fragmentation means taking all the broken up pieces
and joining them back together again.

A8 =18 Say (Windows) 280 sill s plai A i€ 1Y) il audats sale ) -4
(Accessories) ikl zal il Hlias Leia s (programs) zeel sl JUiss Lgia s 1l
b clalall avlaii salel ‘Gu R At o (sxstem tools) aldaill <l ol HLias Lgia g
il plasial vie 439 B gale IS ol Coalal) Qs eyl 1 Jnld alai
abaii sale)  a il o) ol JS e g 568 A8 Hite o) ja) ) lalal) oS < 6l) (a3 yidl

Lﬁﬁi 3% ;\);i}[‘ Y @AA: (= Clalal)

6- Multitasking considerations: Windows is a multitasking
system, which means that it can run more than one
program at a time. However the more programs that are
running at the same time, the slower each one will run.

To some extent this slowing effect depends on what
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each program is doing. Editing a large, full color picture
for instance can take up a lot of CPU time.

=l 2ae q\jus_&;\w@@zgme\#@;dﬂgdm\ Alai algall 2223 -6
b e Jarll 8 edaddl Ao a8 5 Jaal) 8 Unal sl o JS OIS gl udi 8 Jaad A
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Information Networks
What is a LAN? (dulaall 440 2 W)
A LAN (Local Area Network) is a system whereby
individual PCs are connected together within a
or organization. For instance if ten people are
together within an office it maka
connected. In this way, t@ offic ave a sing|
and all ten people can @Wsim_ilgr way, other
devices such as moderfi§~Gr- scanners kan| be shared.
Even more useful is the ability to share i@ation when
connected to a network.
Loy adda (e aiy oldas (e 55l Alall 40N S LAN (Local Area Network) o
3 phe dllia S 1Y) (JU Jare lad Lae dipe o A8 55 JA12 53 g sal) vl sall
e Aaal Al Cl gl s T 511 2 o Jazad) (ad ccailSall aal Jals e () slery (alali]
Ay kg Lealadin Lases oY 5l (Says 8an) 5 dalde iiSall (5685 o Sy A8y plall o3ga g
A8 jliie Wyl agiSayy  sad) el g ad gall i (5 5a Y1 3 361 A4S Hliie Sy ¢AliLas
i L Slasladl)

i totbe
printer

What is a WAN?
e A WAN (Wide Area Network) as the name implies
allows you to connect to other computers over a wider

area (the whole world).
- oY) (e poaly WS - glaill daud ) Bateal) AS0EN 5) WAN (Wide Area Network) ¢
(AaSh allad) <) sl (Sl e 5 AN Canaal sally LtV el o

What does client/server mean? (plalls Jraal) Cilsudi  ra L)
e This term relates to the type of network where
resources are kept centrally on the server and used
locally by the client. The server tends to be a very
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powerful PC (or group of PCs), while each client
workstation, which the users have, are less powerful.

aal e By ga e 438 pe dlas padied i il g o3 ) iy mllaia ) 12a
ha @58 padd s ) (e Al Clulall) oDlaall Leadding g (LaS auls)
O LAY 8 31 (oo 8 ula) daee JS 5 cilnlall (e de gane ol clplSaY) o
PRENY

What is workgroup computing?

Sawlall Aaldl) Jaal) Cle gana R La
The idea of a workgroup is that groups of people working
together can share their resources with each other.
People within the workgroup can share information on
their hard disks as well as sharing printers, modems and
scanners. The workgroup is connected via a computer
network. This network can simply consist of a few
computers at a single location physically connected to
each other via a network cable, or it may be a workgroup
of computers connected globally via the Internet. The
networked nature of computers means that the physical
distance between workgroups members is fast becoming
irrelevant.
Many programs are designed to be used within a
workgroup. For instance when using a word-processor
you may use what are called templates. Your organization
might want to use a standard Fax header sheet. If a
template for this header sheet is held on a single
computer but available to all the other computers then this
has the advantage that when you need to make a change
to the Fax header you only have to change one file, rather
than change the files on each computer.

Os—lemy 3V Gald S G e d e sene O i Jeall Lo sene s gla )
el aladin) die (JUd) Jaras And anal ppany e jobiadll 48 jlia agiSa Lie
e E e i la ) Ul Jas a2 3lailly o Lo 203005 Lay )y ¢ gucail) Anllne
e Uit dadiall oda 735l LS 138 (uSLal) dadial (Al 5as se Gy g 53 aladiul
e el pal G 1AL a i (gAY Gl sall JSI LAl 4S5 aal s Csila
e 83 g sall Clalall JS 8 Gl g dadd aa) g Cale 3 sl - (uSU Aadia (e Gy g 5

smla S
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Advantages of workgroup computing
Jard) Cile gana Gl &) Jaaa
e As there is no reliance’ on a central computer, there is
less chance of major disruption if one computer goes

“down for a while.” ;

il sail J81 da s ligh Jiiae (53 0 cala 35a s 8 JulS Ll @llia Gl 4l LS
aaly s Jlaxd s Jaal)
e Provided members of the workgroup have the authority
and access rights, they can share data on a temporary
basis with colleagues, as required, without the need for
a network administrator to get involved. ;
Glalall A8 Hliie Jhe clald) e Jsanll 3oy Aladlall agd Jarll Gile sana sliac)
Ade JAx 5 AS0EN yide 3 ga gl 85 e (s Aalal) s
e In small offices there may be no need for a dedicated®
network administrator, and this can result in

considerable cost savings.

bl el 5 g ASEN jaa Ganadil dals @l 5 Y 285 praall ikl i
Ll

Disadvantages of workgroup computing
elally Aaldl) Jard) Cile gana i ge
e |f you share files on your PC with many other people,
this can significantly slow down the running of your PC.
s (A elld a5y 28 Sliulall e € dne aecly Aalal) el A8 jlie Al 8
Al
e The security of the computer network may not be as
good as the traditional client/server network
arrangement.
A 5 Jaanll CASLE e a0 B Jerdl Cile gane S0l s
e You may give total access to the files on your PC,
which may then be damaged or even deleted, by other
members of the workgroup.
o elilile jpeaiaie iy Lae elilile Jiamis 4y ) (o8 Opendivnall JalS (3 plae | eli€ay
A%l e rerdina) (e gl (e Ledda
Summary (J>s4)

JSi) ¢ adle Jgay e JS ¢ 48 = Reliance !
G sl (333 = Disruption
Ul (g3gz ¢ gaady ¢ Sy = Dedicate 3
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a) LAN links computers in a single site or location.
Files, disk storage, applications, printers all can be
shared on a LAN.

Cilaluall ¢ clilall 48 jlie LIMA (e (Says a5 i ge 8 iladal) Ty 5 Alaall 4030
(el 5 el ) ol il ¢ Ay Al

b) Authorized users can access any data stored
anywhere on a LAN.

A8l e 839 50 Gl (Y Jsea sl agiSas agl ¢ peaall (peaiii)

c) Large data files can be transferred on computers

using a LAN.
Aolaal 48l e sl G Lels Ky dadual) cilildll

What is the difference between the Internet and an
Intranet?
e Y ASud g daldd) Al o (3N La
e An Intranet is a smaller, closed version of the Internet,
which can only be accessed by authorized members of
an organization. Intranets are becoming an increasingly
popular way to share information within a company or
other organization. An Intranet uses Internet
technologies to allow users to access company
documents, search databases, schedule meetings and
of course send emails. Once a company has installed a
comprehensive Intranet many users need only one
piece of software on their PC, a web browser.

Ol a5 Lgle Jsaall oSy ci V) ASE (e sl laal 4 il i) A0
A8 Hlial 3 yed A0 Al g ol il Y1 ASE 3 5l A el (3l 8 agd 2 sl
Oediinnall lacedl s V) aadcined cas) i) ASs AS5AY o A sall (Glas & bl
aae) sall Jghan ardass ¢ ULl ae) @ 8 Canll ¢ clilall ) J g sl 4S50 2 A (g

(s A 3 ) Jls

Summary

**** An intranet is a network using e-mail and web within a

single organization.

i saal ol A sall Sldai (8 gl g (59 SISV 2yl w05l A S o ) YT ASL S
A,

What is the difference between an Intranet and an
Extranet?
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i) sy g il AN G (34D La
e An Extranet is an Intranet that is partially accessible to
authorized outsiders. An Intranet is normally only
accessible by members of the same company or
organization; an extranet also allows outsiders who
have been issued with a password to gain limited
access to information held on a company network.
Extranets are being used as a way for business
partners to share information.

PUAF G - ON| TV DN R Tr TR b Wk SUIENTGIE i) ') IR WV ENPIE G IS [ LN
(e Lede Jaall dad Lepaadiial mand 3ale il i) 4Sus A0 » A (e Leale J a0
O Ledle Jsaall (Ledh o sl ) (perdinnal et Cul SV ASLS Lain A0 2 s
s Al JA'\M:A};}A\ Gl Jde agaan e el g ) je dalS aladinly & Al

(Jlae ) I ) Janll 618 3 (g il A8 Lial Al 5 it il iV

Summary
*** A network using web and e-mail to share data

between organizations.
Clalaiall (pa culilall 485Ul 35 5iSIVT 2yl 5 oY) 040505 A0 A

What is the Internet?

e A collection of networks started by and for the US
military to enable them to 'survive' a nuclear war. Later
adopted by the educational system, and now exploited
by the commercial world.

Ao sl opall oLl sacluall S e Gl 8 colay Sl (e Ao ganae s s Y]

Apladll il e Y1 a8 dpaalaill il 5l Laladiu &5 1 A 5a g

Summary

a) A global network of computers linked together
using a communications equipment.
b) A network that grew out of the American military.
Jusil Jilas 5 aladidy Aloaiall sl e 4805 & -1
SaY) Gl 8 clii a8 -2

What is the Internet and how is it useful?
Clgalalading & Lag cui i) A La
e The Internet is a global network of interconnected
networks. The unique thing about the Internet is the
sheer amount of information that you can access from
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it. Whatever your interest you can search for and find
information on the most obscure topics. For research
the Internet is an incredibly valuable tool. Whether you
are gathering information about a rival company on the
other side of the world, or are looking for information
about your family tree, you will find there is plenty of
information available.

Jilell A<l s i Y e Le pal o) LIS e o Jag 53 Aalle 4K < Y
sl e Glaglan o Jpasl) di€ad LA e 4] Jsaasl) dliSay (53 e glaal) (40
¢l pud a3 jadie dano o e i Y] 2ad ang & jaaS 5 B S de jun g ody i g s se
Caagial allall e AV Clal) 8 A e 4S5, 8 e Gl sl aand S
Y] e dalie by 5 3l Cilasbaall (e 1588 aa cdlilile 35 e Cilaglae oo

e |f you publish material on the Internet, it can be
accessed by everyone on the net (providing they can
find it.). As a marketing tool, this has interesting
possibilities. It is possible for a small company to sell
products and services worldwide, without the need for a
single sales-person.

) Jsaa gl i i) e pad S Y (Sad o Y o o b s o 58 G 1Y Ll

(e 33 38 (3 Lgaladind (S (G smill 3aIS 5 (oala) Jenal) o (1583 O o)

Gotie (A dalall e allall 5 e (o Ltlaad 5 Lgtlatio a3 ypiea 4S540 (1Sl

Aaly Gl

These days the problem is often not finding information

but rather dealing with the sheer amount of information

that is available. Also, you have no idea how accurate or
up to date a lot of the information you access really is.

More information about search engines:

http://www.searchenginewatch.com

O JAled) Daall 138 e Jalail) L (ST g e slaall Sl aae 8 sl ALY o2 G ()

Lel) daa ) e glaall 383 (g0 o yad Y @bl el ) ZaliaYl y Aaliall cile slaall

AL ) sndl Bl 3 A cCanll LS jaa e il slaall (e 2y jal Y ol Lo il 13)
http://www.searchenginewatch.com
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What is the difference between the World Wide Web
(WWW) and the Internet?
S AN) A%l g A8 gaSial) A i (§AN La
e The World Wide Web is just a small part of the Internet
as a whole. The Internet relates to all the hardware and
software involved, as well as the WWW, it also includes
FTP, email and newsgroups. The WWW is basically the
text and pictures that you can view using your web
browser, such as Microsoft Internet Explorer, or
Netscape Navigator.
ol s ) ASuE S s Y A e e £ ) ple JS0 e 4050l 4S04
A5 5iSial) A8 Lal A3l e 53 g gall (el all) Aol e 5 dpalall i Sl S
pasaill e b e Lulul a5 IV oy pull g bl J85 @Y 5S5i 5 50 Ganas
skl i Y e rieatia aladinly Wiy i€ Al saall

***** The World Wide Web is a vast collection of linked

documents held on computers all over the world.

The world wide web can be accessed using a browser.

A s sie o cludall e ddag jall @Gl (e adiia Juail (4 4 Siall 4S04
ladaiall aal aladinly L) J sl (Say

The Telephone Network in Computing
Gulal) alle b ddilgd) il
What is PSTN?

e PSTN (or Public Switched Telephone Network) is the
technical name for the public telephone system. It is
based on traditional 'copper wire' technology and can
transmit analog voice data.

Jan a g daal Lpaladll INLY) e Al a s dalall il gdlil) Al ) aul) s

Ll <l gl

What is PSDN?

e PSDN (or Public Switched Data Network) is simply the
technical name for the telephone system in use today.

s Laaiioual) il gel) ASua agle i jlaiall ) o

What is ISDN?

e Stands for "Integrated Services Digital Network." ISDN
dates back to 1984, and allows much faster transfer
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rates than when using modems. Using ISDN, you can

transfer 64 Kbit or 128 Kbit of data per second.
1984 sle 4 ISDN ¢k 28 "Integrated Service Digital Network" - Jbaidl sa
Aladiild o gall 3y e\;slfﬂ_;.eﬁ P I PG K B g &‘)u\ Y ey e 98 g
AUl 8 bl ey 1S 128 5l 64 J @liSay (|SDN

What is ADSL?

e Short for 'Asymmetric Digital Subscriber Line'. A more
recent technology that allows more data to be sent over
existing copper telephone lines, but requires a special
ADSL modem.

e Lelin o5y o ST il et a5 Jilaia sl el i) ladl jlatal) o

Al £ i e pd el (815 dpulail) DY)

e ADSL allows data transfer rates of ranging from 0.5 to 8
Mbps when receiving data (called the downstream rate)
and from 16 to 640 Kbps when sending data (called the

upstream rate).
Aoy ety QL JuEtu) ade Law 8 (i 0.5 e bl Jass ADSL 4was
i) die AU 8 b IS 640 (Hns 16 O ) de ey ik, Jai 5 Joasdll

What is DSL?

e Refers collectively to all types of digital subscriber lines,
the two main categories being ADSL and SDSL. DSL
technology allows faster data transfer while still using
copper wires (as opposed to optic fiber cables).

L Gt il s ¢ B ) S ill) Lokt o5 maead Lelen 5 pemr 5l

Jii & ST de sy 460 o34 pranst J) ul (52 . SDSLs Jilaiall e el & jisal

(Al GLIYI OIS (e Sl o) dplaill @D axsiies JI 3 Y g 8 bl

Modem

e Modem stands for “MODulate/DEModulate”. The
modem sends information from your computer across
the telephone system. The modem at the other end of
the phone line, converts the signal back into a format
that can be used by the receiving computer.
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% e

Jis b 2 5all 5 585 “MODulate/DEModulate” = Jbalal 54 (a254ll) Modem &)
el (e 3 g sall ad sl a5 5 ilell pllas e dnle Juaad (30 o sdad) (e Ly
Az Jalatll Jitsall o gulall (K G ) LYY o gay (ol ok e LAY

Baud rate
e The baud rate tells you how fast a modem can
send/receive data. Most modern modems have a

maximum baud rate of 56 Kilobits per second (Kb/sec).
s Ledbiind s ALl Jlu ) (A a3 sall de ju ) ("Baud” "askl") de pull daxe ady
(bl 228 Al &y SIS 56 Aaall o gall 3 eal e 3 a5l Jana

Digital vs. analogue (ctilatl) alladl) Jilia a8 ) alBadl))

e A digital system uses 1 or 0 to transmit data or to
represent data. Thus, a digital clock will display whole
seconds, whole minutes and whole hours.

An analogue system, such as a traditional clock, does
not use multiples of 1 or 0, but rather uses the full range
of numbers, including fractions. In this way, an
analogue clock can display fractions of a second.

Aol A0 (i et ¢ Ml Lelii g il Jiiad (8 135 5l 1 i o allai (4l padiay
A 5 A8l 5 deLdly ) Gyl

aaldl o jaa U A aal debe V) o J S Bl pldail) axdie Y
LBlail) delll Sy ¢y lall o3ga s .y sal @l 8 Lay L8 ;O JalSH Jlaal) andins Lai)
A e S a e

Computers at Work Jard) (A cuulal) aladic
Where computers might be more appropriate than
people
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¢ Repetitive tasks: In the past, many repetitive jobs were
performed by low skilled, poorly paid workers. Now is it
more common to use computers instead.

B Sl algally ALl 3 ganall il jleall (593 Jlanll dgay IS ¢ palall & 5 ) jSiall algal)

Gosmalal) alasial RLEN (e aal 38 (V) Ll el QLall oy el e o sleasy 15K

aleall 028 glal

e Easily automated tasks: The phone system is now

largely automatic, while in former times all calls were

made through an operator. Many other examples exist.
How many can you think of?

A3 K g AT Al @llia 5 Jieis dale DA (g i eualal) 3 clalSall S

e Mathematical calculations: A computer is ideally
suited to performing mathematical calculations. Before
computers were widely available accountants used to
work on manual, paper-based spreadsheets. Within a
spreadsheet, a common task would be adding up a
column of figures, and then taking the total, which is
added to other columns of figures. If you change one
number within a column that is being summed there can
be a knock-on effect on many other calculations within
the spreadsheet. Re-calculating a spreadsheet could
take hours (or days). On a computer, this re-calculation
can take seconds.

duluall cililasl)

O csulall alasinl SIS Jiy | ag e JSG Baal) Aplal) clilaally Gsulall a8,
el JSh sy 1508 28y (5,50 o 4 68 4y 50 Al Jslaa () seating () saulall
w3 135 LAY Baae V) Jlaa) pe il pen a3 3aae V) 33 g sall e Y pan
clbaall JS 8 Uad @iy ) oaud codlael g gane luas &3 a5ee ol dalo &85
b i) dlsh cilels Jsaa ol b sale) (8 jaiug OIS 35| laad) Jsaall 8 53 9 5all
B3 53ma )55 (5 g Aalaall 3 (33 Gl e gulal) aladinly Ll (bl sae Gla¥) (iany

e Dangerous situations: Monitoring of polluted or
radioactive environments is suited to computer-based
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robots, where the use of a human would expose that
person to unacceptable risks. Unmanned, computer-
controlled machines almost exclusively carry out
serious space exploration. A recent exploration of Mars
involved a computerized ‘car’, which had to make
decisions on it's own. It could not be remotely controlled
from earth, as the time taken for the signal to reach
Mars is just too long.

5_phadl) c¥lal)

A glall il A8 e 8 Cgulall o sadisal Gyl el alaiiul Juadll e
bl ) dad) 13 8 Jany padd gl pasat O (el e Cua delaBY
e an ¥ il s

oalail Lad sty W g o glall alasiinly Lead aSaiil) ity @il je e € S8 alaie V) oy
(G pall S 68 LSl 8 45 S A e aladiul | A s a3 08y eliaill CiliSEL) b
O 2 e JaalS JS L oSail) (S Y s Lgadiy &l )8 A3 Lgale s Al
Gl B LY U saa s 48 jaiey o) < gl Jghal |l @lld g ¢y,

Where people might be more appropriate than

computers

e Computers have their limits (how do Daleks from the TV
series “Dr Who” cope with stairs?)

Malaaty ¥ 1o gas suladl )

e When you are unwell and visit your doctor, it is often a
person that you want to talk to, as there might well be other
factors affecting your health (maybe personal problems) that
you would not feel happy typing into a computer, but would
feel comfortable describing to your local doctor, who you
may well have known for years. In most of the caring
professions, the same is true, whether it be doctors, nurses or
social workers. The human touch is important.

) Gaati padd s 5S o JemdY) ed ccanlall Candip ol le o 6SEY Lavie
glinnd ¥ 5 (Ll OIS ()5S0 Ly ) limaa e 555 (o AT ol se lia ¢ 585 Ly b
Ay A83le ¢l aday 55 a8 el Lgie Ciaad 13 dal Il et (815 ccsulall e Ll
cloacl g cilia peall 5 oLl e et dale il el (Ao Leadf 138 Gulatg
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e Despite the uptake of e-commerce, (selling on the Net,
banking on the Net and so on), there are many people (myself
included) who still like to have the option of a real person
that you can talk to, be it the local bank manager or a real
person on the end of a telephone sales line. Does anyone like
ringing a large organization and being greeted with a range of
buttons to press, in order to communicate with a
computerized telephone system? Even ordering cinema
tickets can now involve a lengthy phone call, listening to a
synthetic voice describing many films you do not want to see,
and pressing many buttons.

Claadll e Jsandly cu Y e ol s 4 53S0V 5 jladll SIS e a2 ) (o
e Jaladll G slimdy ) )y La (el a SN (e 580 llia 4008 ¢13Sa 5 LeIDA (e 4 el
kel e AV il e Glagie cogaie ol Al Gl jiae (LS ¢l g (Gadd
e baall PR a8 S A8 58 A Gy iy Jalatll &5 o Ja gl ililee
S a0l gl asa 050 pnlall o daiay M allas 3 )5 (e de sene
Janee Dga A plaind) Lgd o5y eddy sha 4sila 4K (Y1 anathy gruaal Lol SIS

DY O paall e Jaaall elia Callay 5 Lgiaablie 53 Y w00 Al Al ia jay

e For many years, science fiction has portrayed images of a
thinking, sentient android (Lieutenant Data from Star Trek
for instance). In reality this is a long way from present
capabilities and when it comes to anything requiring creative
thought, a human wins every time. Computers in their present
form would gain little from studying philosophy for instance.
They can memorize the facts, but cannot make the creative
leaps that humans can. On a more mundane level, when it
comes to even a simple task such as cleaning your home, a
human can deal with mess, clutter and items (such as chairs)
that have changed their position recently. Even this simple
task is beyond a small computer.

OSy 5 ySia g Alile Ay gyl S dalide | ) gaa ALy sk ol gl caladl JLA) W 208 3)
ClasYU (AN kel 5 oY1 Gl Laaie ¢ dnllall LKLY e laa 13 13a J1 )
U Jae e Zalal) A e i) ity o AW atie e O palalld Ll (5580
(ol peatall () g0 s LAl (e IS 4] IS aodaien Y 43Dy o 3EAY) 0y AT 4K
a5 (m sl ae Jualay () Gl Sy ¢ el e Jie Adased) algall dunilly
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Cmla (gl a8 (558 Anll dagall o2 S5 ) A 5 LeiSlal i a8 5 y5dl)

e Computers are very bad at recognizing and interpreting
shapes. They can take photographs and record images on
video, but they have no understanding of the meaning of
shapes, and will be easily confused when presented with two
overlapping shapes. The human process of pattern
recognition, as recent research had demonstrated, is vastly
more complicated than we used to think. For these reasons it
1s humans, not computers that will examine tissue smears for
signs of abnormality within hospitals.

Jinniiy ) goa l@ill aiSad LS 0) 5 JSEY) Juad 8 Alle il 508 4l Gl sl o
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e In time things may change, it was not very long ago that a

computer was incapable of beating a chess grand master.
i A8 - i Al alal) (B 1B G gualal) S ot B gl) g pan sLudY) R Lay
Izl A alladl Jhy daya e - JUiall

Examples of large scale computer applications in
business
Jue¥) Jlaa & (aaill daad g uadad) cililail AL
e Business administration systems: The classic use of
a computer is to run business administration systems,
and all aspects of this have now been computerized.
Aadail QT S5 5 1a¥) Aalail 3 Jamy o ol galiil) aladius) sl 5 lal dalad
Mg sa a3 sl gl a5y
e Airline booking systems: Airline booking systems
have long been computerized. This maximizes profit for
the airline companies and is often more convenience for
the customer. Many of these airline-booking systems
have now also been integrated with online airline ticket
sales.
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e Insurance claims processing: All insurance
companies use very large mainframe computers,
combined with specialist software to manage their
business. The software involved can handle all aspects
of claims procedures. As with many large-scale
systems, some insurance companies have invested in
over ambitious computerization and there are numerous
examples where many millions have been wasted over
the years. ‘ ;
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¢ Online banking: Most banks now offer some form of
online banking. This has the advantage to the bank that
costs can be reduced. Some banks are completely
online, with no physical branches at all. The customers
benefit from 24-hour access to banking services. The
downside is that this leads too many job loses in the
banking industry and when things go wrong there is no
physical person you can go and see and make your
complaints to. Some leading banks have demonstrated
a degree of incompetence when it comes to the security
of their online systems and many people are very
reluctant to trust online banking systems vyet.
Smile: http://www.smile.co.uk
Egg: http://www.egg.co.uk
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Uses of large scale computers applications within
government lagal) A GUaill A g Slalad) aladic

e Census: Every few years census details are taken and
entered into large computer databases. This data can
then be used to extract useful information and predict
trends. In some cases this data is also being made
available online, so that it becomes even more
accessible and useful.

adlio) 5 Gl alans Jue iy Gl sl cpa Joli 2ae JS ;KGN Saatl o) sbas) Jae
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¢ Vehicle registration: All car and lorry details are kept
centrally; this makes it easy to find the owners of cars,
which can be useful for police, customs and security
services.
Semsl (o Jany 138 5 S e Ledain 2y cilialal) g <l ) Jpealiss JS 1l ) Jomass
8oy S laall s da pill saie 0 5S5 ) 0Sar (Al ¢l ad) Glaal e ) )
AgiaY)
e Revenue collection: Increasingly aspects of
government revenue collection are being computerized,

which in many cases involves online systems as well.
JSh 2y 38 ol ) Jaaadl Giladaldl aodiud Al dge Sadl il galdl 1cla) oY) Juaas

e Electronic voting: Governments are experimenting
with online voting systems, often in response to
appallingly low voter turnout. Security remains the main
obstacle to the extension of this idea.
www.ukonline.gov.uk
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Uses of computer applications within hospitals and

the health care system
Laal) e ) alai g cilbibdiuall A Y cualad) clidai cila)adia

Mr. Mohammad Dyaa
Mobile NO.0181545548



Mr.Mohammad Dyaa 48

o Patient record systems: Appointment and record
systems are computerized and centralized. This means
that doctors at one location can access medical records
from another location. The results of tests can be
emailed rather than being posted, which speeds up
treatment.

fLlaW) o i 1 5 A a5 40 3S e ol Gl Al 1 el s A

OSan LAY il o el e g AT GSe e dgdal) Ol ) J s ) agiSay
o Alae g e Laa (galall 3l o5 O e Y (S5 SV 3l e Ll ) o O

e Ambulance control systems: Ambulances are often
centrally controlled and the computer systems can now
integrate satellite positioning to pinpoint the location of
each ambulance. In times of large scale disasters
ambulances from different regions can be coordinated.

dacliall Sl aladiul 25 L3S ye Gl Gl jlaw 8 aSadll 25y i) 481 ye Akl
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e Diagnostic tools and specialist surgical equipment:
The modern intensive care facility is filled with
computerized diagnostic equipment. Even the doctor’s
surgery is increasing being taken over by computers,
which will monitor heart rate, blood pressure etc.

3 3 yall Al Saldl) pand il Cilass Aaradid) Lal all Glasall § and Sl &l 5o
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Uses of computer applications in education
aalail) A Y ulad) ciliadal aladial
e Student registration and timetabling: There are many
specialist programs designed to computerize these
otherwise time consuming tasks.
algall oda Jiey alall dmiadia b, mal oy llia ael sall Jglan s oOUall Qo dalaif
Sl e ) S g Al

e Computer Based Training (CBT): Computer Based
Training (CBT) offers a low cost solution to training
needs where you need to train a large amount of people
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on a single subject. These programs are normally
supplied on CD-ROM / DVD and combine text, graphics
and sound. Packages range from general
encyclopedias right through to learning a foreign
language. As an alternative to training via CD-ROM /
DVD, CBT can also be delivered via the Internet.

AL IS5 13 SUa "yl e vl o paill" ol axg 1 pulad) o adiadll 53
plat el o (A 35Sl e s gall (G La £ saimsall 5 amall Cia G el ) Cile sane

A el

e Using the Internet as a homework resource: The
Internet is the ultimate resource for getting the
information necessary to complete a student’s
homework. The Internet can also be used to set and
collect homework (via email).

2 ) gall (e callaall Ales g s W) 1 il caad ol e Guanll 8 e BV aladdul

axiined o Ll Sy s cadUall A jaall cilaal ) alas¥ 4 331 Cla slaall e J sacaall
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¢ Distance learning systems: E-learning is a term used
to describe studying via the Internet. It can take many
forms ranging from a simple web version of printed
books, through to advanced use of video images with
sound. In many cases there can be real-time two-way
communication between the teacher and the student.
Y e Al pall Caa o) padty mblaias oo (5 SISV auladl) amy e aaladl) ada
A A5 Ae saall I sl (e Aagusy il planal (e ey de site VISET 355 o (S
O Gl e s Joal i dlia 05 S O S VLA el el

Advantages include: Gl ddiaa ded o Ol ) ee
- One trainer can train many people at many different
locations.

Adlise 8Ll B (add (e JSTCapah o gy o aal o (K

- If the training is solely computer based, then the students
can work at their own pace, and repeat parts of a course
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that they do not understand. Also the teaching can be at

any time, 24 hours a day, 7 days a week.

el 3l ) S8 a5 agiSlal L Jandl COURY (S Il canladl e 218 oy il IS 1
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- Often e-learning solutions are cheaper to provide than
other more traditional teaching methods.
Apatal) 3okl e ad l 05SE A 5 I aledl) 35k Llle

Disadvantages include (Gt g s gall phadasiy G g—e)
- There may be no opportunity to ask a question of a real
person. iss Jh c ol Jsad da i lia Gl Qllal)

- The Internet connection may temporarily fail for some
reason.g\ .3\3{\ Ay Ja g of @ 3 YL Jla 5 o Sy
- In some cases you may have to pay for the connection

time, by the minute.
AEANL Juai) CallSl adall 48y 5k ) 5S) hall) Gany

- The download speed may be too slow for some forms of
e-learning that involve pictures
or even moving pictures to be viewed.
e s siad (Al s SV andedll 2 alas Gamd Al Anday () 5S5 CULA Jreati A
\gaalial ) suall Jiil 5l g
- Because of the increased time required to produce some
types of e-learning packages, the e-learning tutorials may
not be available for some time following the release of a
new version of software, or a new certification syllabus.
OS5 ) aliall odgd Sy (s SIV) aplail cmal s o zealie ZUBY 5O G gl 5L 5 Canees
Al ol bl el gl el jaay s Gl (e s il dalia e

What is tele-working? (= ¢ Jaxdl 2 W)

e Tele-working is a broad term that refers to people
working at home connected to the rest of the
organization via a computer network. Communication is
via email or the telephone. This arrangement has
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advantages and disadvantages to both the employer

and the employee.
Ay Galatie el 3 0 sdeny (Al (alAEY) D b ale mlhias s a2 e Jaall
iy e 5 Ll e Led b il o2 onlall GlSe il Gosh (e 38500 ) dalaial)
Jeadl Calia 5 ol all

Some of the advantages of tele-working

S 08 Jaad) L e (s
e Reduced or zero commuting time. This saves time
(and money) for the employee and reduces
environmental overheads, as less commuting means
less car pollution. It means that the employee does not
arrive at work already stressed from car jams or late

train connections. ‘
i 138 5l ) e i) &gl Al YY) 5 SIS Ll gl b b il
Al sl ala ) sy daanll e 1Al ol Un grias Jandl ) diay ¥ ol gl 0
k)

o Greater ability to focus on one task: As there are
fewer interruptions from low priority phone calls, there is

a greater ability to concentrate and focus. ‘
Citlgl) L glad ¢ Uil JSLaal p8 53 ollia o LS a5 dege e 58l e 5T 5,0
Baal g daga & S5 e ST 5508 Leal @y

e Flexible schedules: In many cases, as long as the job
gets done, it does not matter when the job gets done.
This means there is time for other activities, such as
picking up the kids from school. It also means that work
can be finished in the evening if required. If it is a
beautiful day, why not take advantage of the weather,
and finish your work later.
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e Reduced office desk space requirements: The cost
of Office space can be very high and tele-working can
help to reduce these costs if a proportion of the staff
work at home. "Hot Desking" is a term used to indicate
that people do not have a desk dedicated to their
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exclusive use. People simply sit at any desk and log on
to the networked computers using their own ID, which
will allow them to uniquely access their own work stored
within the computer system. Hot Desking is popular
where staff spend a proportion of their time working at
home, or at sites outside the main office complex.
Gl las e () 5S5 il sall Lpandiiny il dalosad) 4805 - €Al ol clalyial (jiads
ES s llaadll 5 e (ila sal) immy any A0S 02 I 3ey e Janll
Ostaay by (el i) gy deall 4 jean dalis agead ad ol Galasy) I
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Some of the disadvantages of tele-working
(e Jard) g (g
e Lack of human contact: Many people site this as the
single biggest factor when switching from a regular
office job, to tele-working. In fact many companies now
arrange company gossip networks, just so that people

can keep in touch.
Janll Sl & i) Jandl (e Jasaill liay (ulll e 53S0 2 g il JuaiV) aland)
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¢ Negative impact on teamwork: If you never see the
rest of the team it is hard to feel part of the team. To
some extent this is offset by video links and by
occasional get-together meetings. ;
T 280 O mall b G 8 (Bl 6 8 Y QS ) pelaad) daall e plu i
Las Cilelaial Juand Ulal s ¢ s Juai) el fe Lase 6% Loas LG al)

e Self-discipline: It can take a lot to work from home and
remain focused on work. It is all very well saying 'l will
take the afternoon off and work this evening', but come
the evening you may not feel like working.
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e Possible Employee Exploitation: If workers are
isolated from each other there is the possibility for

Mr. Mohammad Dyaa
Mobile NO.0181545548



Mr.Mohammad Dyaa 53

companies to take advantage. Some large companies
using teleworking restrict trade union activity (or if they

can, ban it altogether).
IS A piSa) llig apany (re (s e Galalall LS 1) 7 ol sl JBlain) (S
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What is email? (98N Lo sa L)

e Email allows you to send a message to another person
almost instantly, anywhere in the world. It requires both
computers to be connected to the Internet. As well as
sending a text message, files can be sent as email
attachments.
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What is E-commerce? (s M 3 il A L)

e The phrase e-commerce is a buzzword that relates to
buying or selling via the Internet. Increasingly you can
purchase directly via a Web site by selecting the goods
or services that you require and entering your credit
card details. When you send your credit card details
these SHOULD be encrypted by the site operators so
that no one can intercept your details. Most sites that
accept credit card payment are on secure services and
your Internet browser program (i.e. Microsoft Internet
Explorer or Netscape Communicator) will normally
inform you (via a popup) when you are entering or

leaving a secure server.
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What is E-banking? (4N 48 paal) clasddl 2 L)
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e The phrase e-banking relates to managing your money
online. Instead of having to go to the local branch, or
telephoning them, you can pay your bills online and
move money from one place to another. Some online
banks have no physical branches at all, making it a very
profitable operation for the bank. There are
considerable security considerations relating to online
banking, with numerous examples of poor security
coupled with sloppy operations.

O Yy sy e ol gl el i g3y g yiKIY) A jea W) Jlae Y5 e
Ay 58 ady iy ¢ ago el Jlat¥) i ¢ clidl sl g 5 D) Cladll )yl ay)
Led G i Y1 4S5 e sl (may HAT L lSe e J ) Jii g s i) e
Alia el 4l 4Ll day je dlae @l (e Jaag Lae ¢ Adgal) (B dugale g 5 48
gl sV il Baae Alial pe ¢ i EY1 e A jeadl) cileadl) e 3 S Ayl il liic)

cleadll sl e dail 3% cillee Guila ) Ay

The process of shopping online

e There are numerous web sites from where you can
purchase online, the most famous of all being
amazon.com. Most Internet based shopping sites use a
virtual “shopping cart” system. As you browse the site
you can add any products you want to purchase to your
cart. Once you have placed items in the cart you can
then move to the checkout stage. At the checkout you
enter your name & address, select the type of delivery
you want and enter your payment details.
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The advantages of e-commerce (4 55 5 il &) jaaa)

e Services available 24 / 7: Unlike a conventional shop
that closes in the evening, you can shop via the Internet
24 hours a day, 7 days a week, and 365 days a year.
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e Large stock range: A much larger range of stock can
be carried than a conventional store. The stock does
not have to be distributed and duplicated over many
physical stores, but rather it can be held in one central
distribution warehouse.
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e Detailed product information: A detailed product
description for each product, along with a picture can be
given. There can even be links to the product
manufactures own web site.
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e Ability to compare prices: Many sites claim to offer
you the very best prices. You can use the information
on these sites to compare prices.
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e Equal delivery to town and country: The fact that you
may live in the countryside, far from the nearest town
makes no difference at all when shopping via the Net.
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¢ Right to return defective goods: Most e-commerce
web sites will have a 'Returns Policy' and it is advisable
to read this prior to purchase. In many cases you will
find that the law gives you a right to return defective
goods or even goods that are not quite as you
expected.
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The disadvantages of e-commerce
(A g ASY 3Ll i gee)
e Possible Credit card Fraud: Some web sites have
been set up solely to trick you into providing your credit
card details, which can later be sold to criminals so that
they can make purchases with your money. When it
comes to credit card fraud there is basically one rule
'wherever humanly possible the bank never pays: -
someone else does', make sure that someone is not
you. Check the small print on your credit card

agreement.
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¢ Is the web site genuine?: When you purchase from a
company such as amazon.com, you know that the
company is well respected, is unlikely to go bust
tomorrow, and above all will not attempt to 'run off with
your money'. But what about when you purchase online
from a company you have never heard of? Look for
clues. Is there a client list on the site? How long has the
company been trading. Are full contact details
provided? If in doubt ring the phone numbers provided
on the site and try to decide whether the company
sounds genuine. Ask for references from other
customers. Just because you see trade association
logos on a site, do not assume that the use of these
logos is genuine. There are organizations now whose
sole purpose is to verify that other web sites belong to

~honest companies.
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e What about returning faulty goods?: If the goods
arrive and are substandard, who pays to return them.
Where do you return them to? Be sure you know about
a company’s returns policy, BEFORE you make an
online purchase.
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e How are you covered when you purchase goods
from another country? This is a minefield. Each
country may have its own laws relating to consumer
protection. Be warned! ;
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e Can you talk to a real person? | recently heard a radio
presenter who purchased a computer online, through a
very well known PC manufacturer. He purchased the
computer for his daughter, in good time for Christmas.
As Christmas due near he tried to find out what was
happening, but was unable to talk to a real person and
was forced to rely solely on email contact with the
company. The computer eventually turned up in
February. Never buy from a company that does not
provide you with full contact details including a
telephone number.
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Ergonomics (Jas 4iy)
Good working practices (3x Jas 4y i 5)
13y Lalal) dagall miliaill sy
e Your chair: Your chair should be fully adjustable, and
be able to be moved up or down. It should have an

adjustable back.
ey yads Jind o eV 4t (fas lua leaae gulall ald e st (3 SN 068 O e
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e Your screen: Your screen should be fully adjustable so
that your eyes are at the same height as the top of the
screen. You may wish to use a filter attached to the
screen to reduce glare. If the screen is badly focused,
too bright or appears to flicker, then get a qualified
technician to take a look at it. You should periodically
refocus into the distance, as opposed to always glazing
at a screen a few inches from your eyes.

Lalal culS 135 e e Jalaall 2alall 5 2adin) b e i Lay, A5 pla )
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ASLEN e Gl &) (g slse (0 AL

e Your keyboard: Use a good keyboard and you may
also wish to use a wrist pad to relieve pressure on your
wrists.

dald Al milia da ol aladia) & e 5 Lay g Ba il da gl aodiin) 1iildal) da ol
iy e Jazall casasl (wrist pad)

e Your feet: You may wish to use a footpad to rest your

feet while using the computer.
o salal) aladin) ol 8 cliedd adle o il yukia dii aladiul 8 e 5 Ley ) 1oledl)

e Your mouse: Use a mouse mat to make the mouse
easier to use. Ensure that you have enough space to
comfortably use the mouse. If your arms or fingers
become tired or painful when using the mouse, take a
break and do something else.
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e Breaks: Take frequent breaks when using a computer.

LAY Gy e galall aladiul die dal @l yi Gacad sl i

e Other factors: Make sure that the area that you are
using the computer in is adequately lit and well
ventilated. Ventilation is especially important if you are
using a laser printer, which may produce ozone when
printing.

s ) Arlio 4 9g5 2l 13 5 s Belizae o saalal) L anaing ) dsaiall () (e 256 15 AT Sl g

Al sie o550 e 7 a3 o cSadl (e (5 3l Al w085 S 13) Al Ao oy sl

(A0 g gl 30 B ccila glaal) (a3l

More information:
http://intranet.linst.ac.uk/student/services/health/computer.
htm

http://www.ibm.com/ibm/publicaffairs/health/summary.html
http://www.ics.uci.edu/~chair/comphealth2.html

Health Issues (4aall L)

Using a computer incorrectly can damage your health

iaa pdal) Gals O Say s i S8 i gt aladiin)

e Take regular breaks, have regular eye tests and get a
good desk & chair to maintain good posture. ‘

o Jyanll S5 iSe e Jmnlly cpall il Lia) Jae rialiiio da ) <l i 34

N DNl

Repetitive Strain Injury (RSI) (Losiall G )

e Often referred to as RSI. This is a condition caused by
constant use of the keyboard or mouse. You should
take regular breaks to help avoid this type of injury. You
may want to consider the use of a pad that you can rest
your arms on which will help to some extent.
More information: http://www.rsi-center.com

Al e cangd Al gda ol yial s Ll o piliall da gl andig A (adlll Cpai Ala 2

g5 (e dadaladinl 4 S8 Ly, Allad) ods Jle caia® s alatie JS5 Al &l g
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Glare from screens (&&Lal) (a )

e You should take regular breaks to avoid constantly
staring at the screen and straining your eyes. You
should consider using the best (i.e. most expensive)
monitor that you or your company can afford. The better
the monitor the better the screen resolution and the
higher the refresh rate. For detailed work, you should
also consider using a large screen rather than the
'standard' 14" or 15" screens that are in common use. In
many countries, your employer has a legal duty to pay
for eye tests for employees as and when they request it.
You can get filters that fit in front of the screen and
reduce glare.

(,t_ai:\_\ulaab_ﬁ@:a_u‘gea_fmgbbgab CIME L U
el dalid) clalal) o) sl (Aol ol) duadl oLl o585 () cangy Gline agad 5 ASLA
(Refresh L galall Cuaadll Jaza g g gaia g da a ) ) dana ASLAT uilS LalSa
S8 ) Gy e pmlal) LS Gl Jeall el Lt 2y 33 3 Jee DU il 5 Rate)
Y \gemg\@g\uﬁw}14¢muu\¢,4‘m)__‘siume\&#\?_s.
Orall (b (LSS aday o L il Janll caalia o 3l o J sl e S0 85 oY)
Jolid AsLal) el pazm gy 53l e Jsanll L€y Led) dala 8 (555 Ladie (il gall
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Bad posture (u«siall s hlall o gll)

e When sitting at your computer you should have a
monitor at eye level that can be adjusted to suit you. In
addition, you may want to consider a footrest. Neck
ache and backache can result from prolonged bad
posture.

%wgﬁ@w\dﬂu@u&twgdi%“,_,}Mu\euiw}x_g\m_
‘glcvﬂmﬁ@jﬂuu&sﬂmehaiu\@)&u\u;gcﬂjé\:&ﬂha‘)]b} e i

Precautions (<UsliaY))
Make sure that cables are safely secured
d3Ual) MK cpal) cuS Al e asiall
e You should always use the power cables that were
supplied with your computer or cables of a similar
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quality. Make sure that the cables are safely secured at
the back of the desk and that you have power points
located near the desk. If your desk has a cable ducting
system make sure that you use it. Avoid long trailing
cables as yourself or other people can easily trip over
them and cause injury to yourself or others. Apart from
personal injury, accidentally pulling out a power cable
could cause your computer to loose power and you will
loose data as a result. Network cables tend to be
delicate and easily damaged and the most common
cause of failure to log onto a network server is that
someone has accidentally dislodged or damaged the

network cables.
elif asliy Alle 509 @y A 5 o glall ae gl ) AU CBULS andins o cang
S 135 Sl Gl B35 50 sl eSH ailia (5 e JS COUISI ity o
OF ey s Lelaind O ong (LeIIA (e LS ) e (S aal g | rgna Sl
Cliba) sty gy (e ol Jiady ol i o (S 3 Ay shall SIS aladiiu) caiss
Cglall (e A8l g Uil ) 48Ul jaae e poaliall Lhad a5y i) @l i dall,
b Jadl Clead Qe s Al geun Clis (o (S Adda A0EN OIS o) il aa il
Ladll 3y 5k e 483U ol ellu adad Can (4583 AS0A dad Bas g e Jsaa)

Make sure that power points are not overloaded
sl <)) (uslia Ao 231 Jreadl) are
e Overloading of a power point is dangerous and a
potential fire hazard. If you need more power sockets,
have them properly installed by a qualified electrician.
Gros Sigan (s O (Saal) Gay | pabd Lad sl oSl Gl e 2313 Jpanil 2y
e S0 M esS  Ss da 5o (Pl e dial ¢ 5 el jeS ulia ) Canial 13 5

The Environment (&)

Computers and the environment (<l y i sl 3 3¢a)

e You should have a separate bin for paper that can be
sent for recycling (be sure that sensitive material is first
shredded). ‘ ‘ ‘

o ssint A G e S 5 Lealadind slay ) G315 Gali ol aadid o sy
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Printer toner cartridges can be sent for recycling; in fact
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some charities now collect spent toner cartridges, and
send them for recycling. You may also wish to consider
the use of recycled toners in your printers (but be aware
that in some cases this may invalidate the printers
guarantee).

U a8l gl 8 ¢ Lgaladiad 5 Leila sale Y Ayl Aalall o) ikl jA Jlu ) oS
e i a8 Lealadinl sale Y Lellu ) s ¢ de Hlll ) el A OV aaad Ay yall Gl all
SLs) ey Aalal dnllall (8 L 503 sbead) Sl il alasid 8 il 8 L

(el Gleca Jay 38138 5 SV pany B adl ple o g S

Many monitors and other peripherals will automatically

switch into 'sleep’ mode after a period of inactivity. This

means that even though the computer is still switched on,

it will consume less power. ; ;

A (e By amy () sSud) AUl LiSile 53 ) J5 A8 Hhall 3 a1 5 LA (e 1S
(J8 A8l ellgioy Cogu Jeal) audas (8 Jlead) OIS 1) s 4ol ey 124

Don’t Waste Paper
e \Where possible the use of on-screen manuals and help
systems, rather than printed manuals will save on the
amount of paper consumed. This equates to less trees
being cut down.
e it N A sl ) Gl (e o (BT st GSa) A e Y
a5 cllginall 3 sl Al elld jagrn il Al e Yau ¢ daclocall dadaif g 5051
i adad 8 (5 sl

Security (c»Y)

Information Security (e sizal) (i)

What is information security? (<ilesixall (el 58 L)

e This is a general term that covers all aspects of
computer security. It covers protection against viruses
and hackers, password and access control policies as
well as procedures for the regular backing up of your
data (to guard against computer failure)

il gl o Aleall Jaiy 55 i saaaSl) el ail s IS hany ale mlhuas oo 1aa

(U8 55 53aSl) am Al yall) el Aalall ULl Apalal) LalgaY)

Advantages of proactive information security
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e A proactive information security policy anticipates
problems and attempts to guard against future
problems, as opposed to discovering a problem and
then trying to deal with the problem 'on the fly'.

Y sl s Sk a8 g Al Al Cila sleal) (el sABLE L) Cila glaal) ¢al Lyl

e Jalaill A glaa &3 (e g USSR CHLESS) (e Yy ¢ Jatusall 8 JSLEe &gas (50 A gl

il et A1) s2a

Passwords (Lsall <)

e If your computer has a password that prevents other
users from accessing it then do NOT give this password
to anybody else. Do not write the password on a card
and prop this up next to the monitor and above all do
not attempt to hide your access passwords on the
underside of your desk (this is the first place most
criminals would look if trying to break into your system).
Make sure you do not forget your passwords; in many
cases, data cannot be recovered once the password is
lost.

e Op AN Gpeadiall i (A pud) A o g ging oy (aldd) el Slea S 1)
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The Importance of shutting down your computer
Hgasasl) J2dh Cildy) dsan]
e When you are using a Windows based system it is
important to remember that just switching off the
computer or losing power due to a power cut (power
outage) can cause loss of data. To protect against this
you should save your work regularly. Many programs
have a facility that automatically saves your work; say
every 10 minutes (or any time interval that you specify).
Aot A8 lags gl i saneSl @) o 83 Gl agall (ra )iy g aldat aadieg i 1)
JSi ellee Jadn Cangy 138 (e Aglaall bl 1o oy o Sy (AL jeSh) Ll g Uaisy
0 5l) @la 10 JS Mie ¢ Lilal ellee Jain 31800 e dlaelud mal (e aaell aliiie
_(u, 3 A% 4 2ia )3 ) 1
Mr. Mohammad Dyaa
Mobile NO.0181545548




Mr.Mohammad Dyaa 64

Some operating systems, such as the later versions of
Windows 95 and also Windows NT have a facility that will
automatically detect that the computer was not properly
shut down the last time it was used. If this situation is
detected, then a special recovery program will be run that
will attempt to fix any damage caused by the power cut.

) 08 Laad (5 () Haks5 95 Hadis (e <l plaa) Guaal Jia ¢ Jproil) Lakail iany
il o5 13) B AN B el 8 e e (S0 4S5 el () LAl RS (i g
ZohaY Lale Caulall (330 a5 ) Alladl ol iy mali yy Qi s o3 ¢ Alall 028 (0
& 35S )| Al ¢\ bl c aal 3 ) sl

When using Windows 95 or Windows NT, you MUST
always use the shutdown command (located on the Start
menu) to close down the operating system, before

switching off the power.
Je2itl ) el Ll phatind e omg ¢ (5 ) S5 5l 95 Jsaias pladid aie
A8l 3de) dd ¢ Juaall plas 33ley (T Aaldl e o g sall)

What is a UPS?

e A UPS (Un-interruptible Power Supply) is a device that
you can attach to your computer that will guard against
power cuts (or indeed someone tripping over your
power cable and pulling the plug out). It contains
batteries that will keep your computer alive long enough
for you to use the shutdown command and turn off the
computer in the proper way. This is especially important
for PCs on a network that might provide data for many
users on the network.

Dbl plhadl jllas (e afilead agle Jani A G gulally alia 65 SSay Jlea oo 3 ke
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Electrical surge protection

(AL Aglaad) 34l 3) 1 gSI) gl B o aliall pLE Y Jhalaa (e 4408 1)

. The voltage that is supplied to your computer via the

power cable can vary from time to time, and there are
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occasional power surges. Power surge protection
devices are readily available and offer low cost
protection again these occasional power surges.

Gaanig o AY Sy e ddde Jand A o gulall haall o 5eSl agall Calisg of (Sadl (1
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Things computers like (L_&si qa sLudl)

e (Good ventilation (sua 4 5¢)

e Clean environment (dadas day)

e Stable, vibration free surface (<l 5ia¥ e Ja i xhas)

Things to avoid (L3 cas sL)

o Dust (L)

Drinking and eating over the keyboard (zswsisg oo o as)
Heat, Cold (z25,4) 5 5,1 )

Moisture (4:sh_))

Do not move the system while it is switched on. Doing
so could damage the hard disk inside the machine.

A 25 sall bl a8l ey ol Saall e 138 Y da gida (5585 Ladie G gulad) @y jas
¢ Do not just switch the computer off at the mains. Follow

the correct shutdown procedure or data could be lost.
Gsulall damall Jaelill Gl @l shad gLl e 55 pilie o gulall @302

e Do not place objects on top of monitors. This could
block the ventilation holes and cause it to overheat.

3aly 35 sl clad as ) a5 o Saall (e @l (Y il ef 8 elidl g

Pyulall 3l ja

e Do not place floppy disks near monitors. Monitors

produce a strong electromagnetic field, which can

damage floppy disks.
28 Ly g8 Ll S Lilaline Wlawe ol 58 claladls clalall (e o8l 45 e Gal il aa s
o=l BY) 028 et b iy

What to do if the computer breaks down?
Sl (ot Aie J2dd 2
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e |f you are working within a large organization, you
should be aware of the company’s policy if the
computer suddenly breaks down. Many large
companies have a special computer support
department and you should make sure that you know
how to contact them in case of emergency.

) JHasi 2ie 4S50 Lga i) Ailpaa) oyt () oy 35S 4S8 58 8 Jlend S 1))
ol O g ol sall pead ala By 588 eSS AN e ASIL aa g L sula
Lol shll Al 84y Jati cas

In many smaller organizations, the situation is much less
formalized. If you are not qualified to make repairs on the
computer, do NOT attempt to open the computer case and
investigate. This is especially true of the computer
monitor, inside are many components operating at VERY
HIGH VOLTAGES, which can kill. If in doubt, get a
qualified technician to fix the problem.

ALl Sa e (S5 a1 1L il gy Y (56 Y 8 pall SN e S
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Prior to contacting your computer support staff you may (if
authorized by your organization) check that the various
external components, such as the mouse, keyboard,
monitor and network connections are in fact properly
connected to the back of the computer. A very common
complaint to support groups is that the screen is not
working. You may wish to check that someone has not
inadvertently switched off the screen, prior to ringing the

support group. One of the more common reasons for a
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network not working is that someone (maybe an overnight
cleaner) has accidentally pulled the network cable out of
the back of a computer.
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Dealing with security problems
ey Jsliial) aa Jalacl
e |In any organization there should be clearly defined
policies for the detection of security problems, and what
to do if a problem is noticed. Security problems may
range from the physical presence of unauthorized
persons in an office, through to suspicion of attempted
unauthorized electronic entry to your computer
networks.
In all cases you should know who to contact, and how
to contact the relevant person, so that the matter can be
investigated further.
¢ AaY) JSLiall e Rl Sl allaall daial p il @l ¢ 5<5 o au dadaie ol B
@l 3o gl s gl 5 a8 ) JSLEe gaa e Al dsa i 13 Jad 3 g
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Responsibilities for dealing with security problems
ey Jsliiall pa Jalaill iyl giosal)
e |If you are reporting a security problem, you should do
so without delay, to the relevant person within your
organization. If you are responsible for dealing with
reports of security incidents, you should always take
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action immediately, and follow the correct procedure
within your organization for investigating any problems.
Aall cld Gad il ) ¢ uals o el Jadl o) coas ¢ dnial AL (pe Chanti i€ 1))
Al Gl g g8y e 5 )l ae Jaladll e Y g S 13) el Aalall A gall Jala
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Security rights and obligations
e Sl gy 3s8a
e If you are working for a large organization you have
both rights and obligations to the organization. For
instance does an employer have the right to video film
and record employees without their permission? Can an
employer, read all email sent and received by
employees? Can an employer monitor what Internet
sites an employee is accessing? The employer must
make clear the security obligations of employees, such
as keeping network ID and logon passwords secure
and how to report security incidents.
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User IDs and passwords? _jall clals g asdical) (o Sl glra

e A User ID, is normally used to logon to a computer, or
computer network. It uniquely identifies you to the
network. In addition you use a password, which is only
known to you. The password guarantees that no one
can access the network and impersonate you (in
theory). Once you have logged on (i.e. connected) to
the rest of your computer network, you will have been
assigned access rights to the network. Your network
administrator will have defined these access rights. The
idea of access rights is that you only have the ability to
connect to, or share, devices that you have authority to
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use. In other words, the network administrators often
have access rights to just about every computer,
printer, modem etc on the network. You on the other
hand may have access rights to print to only certain,
specified printers and you may be able to access only
certain data held on the network.
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Choosing a secure password
el g e dals JLEA
e Your password is the only thing that will prevent
someone else logging into a computer using your user
ID and impersonating you. It is important to choose a
password that cannot be easily guessed by other
people. ldeally a password should be at least 8
characters long & contain a mixture of words and
numbers. It is also recommended that you change your
password regularly; some computer systems will
require you to change your password periodically.
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How secure is your software? ¢l n 4dal 4 as
e Microsoft Windows does seem notoriously easy for
talented hackers to crack. It seems that there are rather
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How do your manage data securely?

ol JS il 3,000 dliSay Cass
e Make sure that there is a policy in place for the
management of sensitive data, especially if it involves
the transmission of the information beyond your
organization. If you are sending a fax or email, be sure
that the message contains your contact information,
and a message describing the contents as confidential,
with instructions for what to do if the recipient has
received the message in error. Logs should be kept of
all faxes and emails sent and received. Sensitive
printed materials should be clearly marked, maybe with

a watermark saying CONFIDENTIAL or DRAFT ONLY.
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How do you dispose of data securely?

Mr. Mohammad Dyaa
Mobile NO.0181545548



Mr.Mohammad Dyaa 71

Sl (88 clill) e (aldlt (i

e Floppy disks: If you perform a full re-format on a floppy

disk, this will remove the data. However be aware that

there are programs available that will undo the effect of

this formatting. The only way to be sure that the data is
removed is to physically destroy the floppy disk.
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Hard disks: If you delete a file, then it is actually only
moved to the Recycle Bin. As a first step, empty the
Recycle Bin of deleted files. Even where a file appears
complete deleted, it can still often be recovered using
specialist data recovery programs. Be warned. If you are
disposing of an old hard disk that used to contain sensitive
data, the safest way is to crush it.
85haS COlagall Al ) &y a8l gl 8 sl ¢ Calall Cadany < 13 ; duliall Gl 8Y)
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bl BalainY danadio gl aladinly o jiul oS Gla¥) e S 8 J) 5 Y 4l
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Tape backups and removable drives (ZIP and JAZ
drives): Apart from file deletion, physical crushing of the
media is the only totally safe way to guarantee that your
data remains secure.
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Old Computers: When disposing of old computers, remove all
data storage media and crush them.
Leia 5 oAl Tl g OS¢ 33 dapaill claudall e Galill vie i) sl

Paper output: Always put unwanted paper output through a paper
shredder, prior to disposal.
(sl Aadald aadiuly Led e el e GV e Waily aldd 14 )l s jal

What is visitor control?
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. When you let visitors into your building, they should
always sign in. This is vital for fire regulations, so that
you know exactly who is in a building, in case of
emergency.
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You can issue electronic badges to visitors. This often
allows the movement of visitors to be monitored
electronically by your security staff. It can also be used to
allow access to certain areas of the building, but deny
access to more sensitive areas. Electronic passes can
also be used to control which members of staff have
access to which area of your building.
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Why do you need to back up your computer?
felibpll dalia¥) fedl) ) zliag 13lal
e The most important thing that you store on your
computer is information. Often the contents of a hard
disk can represent years of work. If the hard disk stops
working one day you could lose all those years of work.
For this reason it is VITAL that you take regular
backups of the information that is stored on the
computer. In large organizations this backup procedure
is normally performed automatically by your computer
support team, where the data is normally held on a

centralized, networked computer.
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In smaller organizations, it is often up to the individual to
organize some sort of data backup. If nothing else is
available, copy your files to a floppy disk and make sure
that these backup disks are stored away from the
computer, ideally off-site. If there is a fire and your office
burns down, if your backup disks are stored next to the
computer they too will be incinerated.
by il Llee apdail Luailly Gaddll 51 & 5 Losale b saall S Al 8
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Organizing your computer for more efficient backups

Adlad i) Aliia) e Ao Jgaall qgulal) aliis
When you think about it you have a computer containing
many programs and also a large amount of data that you
have created, then it is only the data that really needs to
be backed up. If you create a folder structure that contains
only data then only this directory (plus any sub-directories
of this directory) needs to be backed up.
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Complete vs. incremental backups

4 A aliay) fedl) Jilka B Jalsl) hlsiay) ged)

o A complete backup means that you backup all the data
on your computer. This has the advantage that the
entire hard disk can be backed up, but suffers from the
disadvantage that this process can take a long time if
your computer contains a lot of data. An incremental
backup means that once a week you can perform a
complete backup, but every night for the rest of the
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week, you only backup files that have been newly
created or modified since the last backup, saving time.
With the right backup software, this process is
automatic, and normally you only have to select full or
incremental.
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Why you should use ‘off-site' storage?
S gl 0 13 Uil Cpe Adalial) fradd) 0 A0 oy 13l

e It is no good backing up your data only to leave the item
that you backed up to next to the computer; if someone
steals your computer it is likely that they will also steal
your backups too. If you have a fire, then again you will
lose your backups if the backups are stored next to the
computer. ldeally, backups should be stored off-site at a
safe location. At the very least, consider storing your
backups in a fireproof safe, which will give some
protection against fire damage.
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Beware of 'open files' (4 sidall clilall (e Jial)

e You should perform backups at night. If you backup
your computer during the day (when you are using
programs on the computer) then any program or data
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files that are in use at the time of the backup will not be
backed up. The backup program will skip these 'open’
files.
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What if your laptop is stolen?

e If there was no startup password then all the data on
the computer could be at risk. The same goes for
important/sensitive documents; if these were not
individually password protected they could also be
vulnerable. If you work within a large organization,
always report an incident of this type immediately to
your technical support department.
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What if your mobile phone is stolen?

e Call your technical support department if working for a
large organization. If you work alone, then call the
phone network operator and report the phone as stolen.
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Computer Viruses (obal) cilu g )

What are computer viruses? (wulall gugd s L)

e Viruses are small programs that hide themselves on
your disks (both diskettes and your hard disk). Unless
you use virus detection software the first time that you
know that you have a virus is when it activates.
Different viruses are activated in different ways. For
instance, the famous Friday the 13th virus will activate
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only when it is both a Friday and the 13th of the month.
BEWARE: Viruses can destroy all your data.
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How do viruses infect PCs?
folad) (g udl) rmas s
. Viruses hide on a disk and when you access the disk
(either a diskette or another hard disk over a network)
the virus program will start and infect your computer.
The worst thing about a computer virus is that they can
spread from one computer to another, either via use of
infected floppy disk, or over a computer network. The
Internet allows you to access files from all over the
world and you should never connect to the Internet
unless you have a virus-checking program installed on
your computer. It is vital to keep your virus monitoring
software up to date. Many anti-virus programs, such as
Norton Anti Virus allow you to update the program so
that the program can check for recently discovered

viruses.
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More Information:
McAfee Anti-virus software http://www.mcafee.com
Norton Anti-virus software
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http://www.symantec.com/avcenter
Dr Solomon anti-virus software http://www.drsolomon.com

How to prevent virus damage

L PR P REWIEN | i PENTOVRE 1
e There are a number of third party anti-virus products
available. The main thing about your virus checker is
that it should be kept up to date. Many companies
supply updated disks on a regular basis or allow you to

receive updates automatically via the Internet.
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To make a diskette read-only
Jadd 3¢ A1 e 48 Jead (A
e |f you are using 3 1/2” diskette, there is a notch that can
be opened or closed which may be used to protect the
disk. To protect the contents of the disk move the notch
to the open position (you should be able to see through
the hole).
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To password protect your computer
2908 AalSy lal) dlea ¢Sy S
e You can set a power-on password on your computer.
The mechanism for setting this will vary from one
computer to another, and is determined by the makers
of the computer, rather than by Windows. The
advantage of a power-on password is that the computer
will not boot to Windows until you supply the correct
password. This means that no one else can play around
with your computer and in the process accidentally
infect it with a virus.
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How do your protect computers from attack?
psagd) (o el 8 gl dlaa Sy s
e The safest way to use a computer is to not connect it to
a Local Area network or the Internet. This is called a
'stand-alone' computer, providing that you do not use
floppy disks on that PC that have been used in other
computers, this type of computer is virtually immune
from any form of intrusion.
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Unfortunately it is the ability to connect to other computers
or indeed the Internet, which makes the modern computer
so versatile and so useful. Always make sure that all
computers require an ID and password to access them.
Make sure that all relevant 'security patches' from
Microsoft have been applied.
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Make sure that the password is long enough, contains a
random mixture of numbers and letters, and that the
passwords are changed on a regular basis.
o LS QLY 5 oy ol (e g se e 55ty (S Lay Adysha el AaS (o (g S0
Al L s
There are many examples, where people have used
passwords that relate to something personal, such as a
partners first name, the dog or cats name etc. For a
determined, serious computer hacker, these are easy to
guess. If you have a system, where lots of different
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passwords are required to access the system, then
security often breaks down and computer users will
sometimes keep a list of these passwords in their disk.
This defeats the whole object. If you forget your network
access password, the network administrator should be
able to assign you with a new one.
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What to do if you discover a virus on your computer
Aacla Jo g b Slia (of clig) 1) Jadi 1ile
e If you discover a virus on your computer don’t panic. If
your virus checker alerts you to a virus, then the
chances are that it has caught the virus before the virus
could infect your computer and cause damage. For
instance you may insert a diskette into your computer
and the virus checker should automatically scan the
diskette. If the diskette contains a virus a message will
be displayed telling you that the diskette is infected, and
it should automatically remove the virus. The other
common method of infection is via emails.
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If you work within a larger company, you should have a
company IT support group that will come and rid your
computer of viruses. Be sure that you are familiar with

your company’s policy regarding viruses.
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The limitations of anti virus software
il g ) dadla gal Ao dia g ial) 35280
e Anti virus software can only detect viruses (or types of
viruses) that the software knows about. As such it is
vital that you keep your anti virus software up to date so
that it can detect new viruses that are constantly

appearing.
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What is virus disinfecting?

¢ Running a virus checker on a machine that contains a
virus is known as disinfecting the PC, as the virus
program will detect, and then eliminate the virus.
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Anti-virus Precautions (<t il 3alaal) cilaliaY))

e You should have an anti-virus program installed on your
computer. This should be updated on a regular basis,
so that the anti-virus program is aware of new viruses
that are in circulation. Even the best anti-virus program
will only offer protection against known viruses or
viruses that work in a particular way. New types of
viruses are constantly being developed that may attack
your computer in new and novel ways. Your anti-virus
program may not be able to defend you against every
possibility. Be warned, if you are connected to a Local
Area Network (LAN), or to the Internet you are
vulnerable. ‘
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e Make sure that your virus checker is configured so that
as well as scanning your computer for viruses when you
first switch on your PC, it remains active in the
computers background memory, constantly looking for
signs of virus attack. This is very important when
connecting to the Internet.
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o Take care when opening emails: Be very cautious
about opening unsolicited emails, especially if they
contain file attachments. A good anti-virus program
should detect most threats from virus-infected emails.
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e Beware of Internet Downloads: Any file that you
download from the Internet may in theory contain a
virus. Be especially careful about downloading program
files (files with a file name extension of .COM or .EXE).
Microsoft Word or Excel files can contain macro
viruses. Basically trust no one when it comes to
downloading files. Do not connect to the Internet unless
you have a good anti-virus program installed on your
computer.
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Copyright and the Law (0 #A g fewdl) (3 63a)

Software Copyright Issues (gl Lalil) fudll 358a)

e Most programs that you purchase are copyrighted and
you must not copy them. If you do so you may be
breaking the law and if caught, you could find yourself
being prosecuted. Many people will buy a copy of a
game and make a copy for their friends or other family
member. This is also normally unlawful. Even lending
your program disks or CD-ROM to other people may be
breaking the law in most cases. There are numerous
organizations, such as FAST (the Federation Against
Software Theft), which are dedicated to preventing the
illegal copying of software. In a business situation, if
your manager tells you to copy software, ALWAYS first
make sure that you have a license that entitles you to
copy the software, because in many countries, you will
be personally liable for damages.
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e Most text that you will find on the Internet is

copyrighted. Never copy text without authority to do so
and always quote your sources.

ol (i gt ¥ Geatl) (3 58ad Azl ci i) e Waad Al (o seaill alaea
Al paliadl e Garl] 5 7 el O 50

e There are many sites offering free graphics and clipart.
Some are genuine and have the authority to offer you a
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free download of images. Many sites however may not
have this authority. Popular examples are pictures,
sound clips, or movie clips from Star Trek. If you visit
the official Star Trek site (www.startrek.com) you will
see that use of images, and even the name 'Star Trek'
is protected and may not be used on 'fan sites'. Even
downloading sound clips to replace the bleeps that
Microsoft Windows makes is often illegal. Some sites
even allow the 'free' download for complete films or
music tracks. If you can download a film for free before
it is even officially available on video/DVD, it is a pretty
good bet that the site is unauthorized. Cover yourself.
Get written permission to used downloaded materials
and 'if in doubt - don't' is the safe rule. Because CD-
ROM writers have become so widely available, it has
become possible to copy entire CD-ROMs that can
contain software, games or data. Do not do this. Always
be careful of software that you may find advertised at
very cheap prices, it may be illegally copied.
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e More Information: The Federation Against Software
Theft http://www.fast.org.uk

What are site licenses? (g5l (i, & L)
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e Many large companies do not go out and buy a certain
amount of 'shrink-wrapped' copies of each software
product that they need, instead they will buy a site
license. These site licenses are different in their small
print, but generally mean that the companies
purchasing the license can make a fixed numbers of
copies available to their staff, normally via a company
network.
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Copyright Issues (<l a Llzd)

e Transferring files across a LAN: You need to be
careful that you do not accidentally make copies of
software via your Local Area Network (unless of course
you are authorized to make such copies).
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e Downloading files from the Internet: You need to be
VERY careful when downloading files from the Internet.
Just because a site may say you are free to download
materials from the site, does not necessary mean that
the owners of the Internet site have the authority to
allow you to do this. It is possible to download entire
software packages from the net, even entire movie
films. In many cases however it is not legal to do so.
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e Copying diskettes /| CD-ROMs / DVD / ZIP disks: If

you purchase software on disk, or data such as a clipart
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library, you may, in come cases be allowed to make a
single, backup copy of disk. You are not allowed to
distribute copies to family and friends. You are certainly
not allowed to copy and re-sell commercial software.
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e Freeware: This is software that can be copied or
downloaded for free. It is often fully functional.
Examples may include software developed by
organizations such as Universities, where the aim was
not to profit from the software. It is very important not to
confuse freeware and shareware.
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e Shareware: This is where you can use software for a
free trial period. Sometimes the shareware versions
may be fully functional, but after a time period will either
start to display an annoying message, asking you to
reqgister (i.e. pay for) your software, or in some cases it
may stop working altogether after the trial period. This
'try before you buy' method of getting software is
becoming increasing popular with the major software
suppliers.
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e User Licenses: If you have more than one PC, then
you can either purchase a separate copy of the
software you require for each PC, or better; you can
purchase a user license. This user license allows you to
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make copies and install them on each computer. The
more copies you make the more the user license will
cost, but the cheaper the effective cost per PC.
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How to check a software Product ID
e Normally if you click on the Help drop down menu
within an application, there will be a command such as
About. Clicking on this option will often display your
software product identification number.
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What is freeware? (&silaall il 4 L)
e Some software is made freely available. Demonstration
disks often come under this category. In addition, a lot
of software is produced by the educational community

and is made freely available. Always read any licenses
supplied with such software very carefully before use.

p2a Caa dma yill Gy Aal) (al 81 2 2 Le bale 5 Ao gl ) Gy () 5SS
Ulaa L 35 zmalall (e el oLy palaill gl o o3 celld 1) ALy 5 2l
O -8 s zeal ol 028 e s 53 Gt 5 (gl Lo T8 () camg @Ay cpandinn all

_LG_A .o

What is shareware? (4w il gl & L)

e Shareware is software that is freely available and is
designed to let you use the product for free, for a limited
period while you decide if you like it or not. After this
period, you must legally either remove it, or pay an
amount to the producers of the product.
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¢ More information: http://shareware.cnet.com

What about software that you find on the Internet
Cud A e Lt Al gl ) oo 13l
e There are some sites on the Internet run by dubious
organization’s that might make copies of commercial
software freely available. If you download any software
from the Internet, make sure that it is legal.
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What is an end-user license agreement?
¢ Normally when you install software these days there is
a step within the installation routine in which you have
to agree to be bound by the end user license
agreement. This agreement can be very large and is
drawn up to protect the manufacturers of a product from
being prosecuted due to faultily software. It also defines
how many copies of the software you are entitled to. |
recently printed out a Microsoft end user agreement
and it was over 15 pages long.
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Data Protection Legislation <l il (5l
Data Protection and Privacy Issues
dua gadl) g i) dglasy daldd) i) gal)
e If your computer system holds information about
individuals then you have a moral and legal duty to treat
that information with respect. For instance if a police
force computer is used by unscrupulous people to gain
unauthorized information about a persons private life
that would be a clear breach of trust. In the same way
doctors, government departments and credit agencies
often hold vast amounts of information about the
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general public, which is both sensitive and private. In a
free society you have the right to ensure that the
information held about you is not abused. In many
countries, this right is enshrined under data protection
laws.
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Data Protection Legislation (Ul &lasy (aldd) &y 5E8l1)

o Listed below are the main principles of the UK Data
Protection Act. This is meant as an illustration only and
should NOT be used for determining liability or
operating principles. You must read the full details of
the act if you are considering legal implementation. For
more information about the UK data protection act

please access the following Web  sites:
http://www.hmso.gov.uk/acts/acts1984/1984035.htm#aofs.
http://www.pro.gov.uk/recordsmanagement/dp/default.htm
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e The information to be contained in personal data shall
be obtained, and personal data shall be processed,
fairly and lawfully.
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e Personal data shall be held only for one or more
specified and lawful purposes.
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e Personal data held for any purpose or purposes shall
not be used or disclosed in any manner incompatible
with that purpose or those purposes.

Lol 13 ddllae 48y Hha 4l e (o ad daaddll dpadall cliball alasinl (g Y

e Personal data held for any purpose or purposes shall
be adequate, relevant and not excessive in relation to
that purpose or those purposes.
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e Personal data shall be accurate and, where necessary,

kept up to date.
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e Personal data held for any purpose or purposes shall
not be kept for longer than is necessary for that purpose
or those purposes.
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¢ An individual shall be entitled at reasonable intervals

and without undue delay or expense to be informed by

any data user whether he holds personal data of which

that individual is the subject; and access to any such

data held by a data user; and where appropriate, to
have such data corrected or erased.
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	إختصار ل "الاقراص الرقميه". وهي مماثلة لمحركات الأقراص المضغوطة ولكنها تسمح لك باستخدام أقراص دي في دي ، التي تحتوي على معلومات أكثر بكثير من الأقراص المضغوطة التقليدية ، وهذه أيضا تنقل البيانات من القرص إلى جهاز الكمبيوتر أسرع بكثير ، مما يتيح لك بمشاهدة الأفلام على شاشة الكمبيوتر. القرص المدمج يمكنه تخزين 650 ميجا بايت من البيانات ، في حين دي في دي واحد يمكنه تخزين 4.7 جيجابايت من البيانات. الدي في دي ثنائي الطبقة يسمح بتخزين  8.5 جيجابايت. كما يمكن زيادة السعة التخزينية الى 17 جيجابايت (أو أكثر من 25 مرة من القدرة التخزينة للقرص المضغوط).
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	توجد اللوحة الأم (لوحة النظام) داخل وحدة النظام ويتم توصيل كل مكونات الحاسوب الأساسية بشكل مباشر بها. وتوجد وحدة المعالجة المركزية في لوحة النظام إلى جانب المكونات الإليكترونية الأخرى. ويتم توصيل مكونات أخرى مثل القرص الصلب بهذه اللوحة بشكل مباشر أو من خلال كابلات. إن هذه اللوحات يقل حجمها يومًا بعد يوم لأن المكونات تصبح أكثر دمجًا. فإذا قمت بفتح أية وحدة حاسوب حديثة، فلن تجد غير مكونات صغيرة جدًا.
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	تعد الأقراص الصلبة مساحة التخزين الرئيسية والكبيرة الموجودة داخل الحاسوب الخاص بك. وتستخدم الأقراص الصلبة في تخزين نظام التشغيل والبرامج التي تستخدمها (على سبيل المثال، برنامج معالجة النصوص والألعاب وهكذا) والبيانات الخاصة بك. وهي أسرع بكثير من الأقراص المدمجة والمرنة ويمكنها تخزين قدر أكبر بكثير من البيانات.
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	المهام المتكررة: في الماضي، كان يعهد للعمال ذوي المهارات المحدودة القيام بالمهام المتكررة وكانوا يحصلون على أجر زهيد للقيام بذلك. أما الآن، فقد أصبح من الشائع استخدام الحاسوب في أداء هذه المهام.
	المهام البسيطة التي يمكن أتمتتها: لقد أصبح نظام التليفون الآن آليا بشكل كبير، في حين كانت كل المكالمات في الماضي تتم من خلال عامل تشغيل. وهناك أمثلة أخرى كثيرة لذلك.
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	لوحة المفاتيح: استخدم لوحة مفاتيح جيدة وربما ترغب في استخدام لوحة مفاتيح إضافية خاصة (wrist pad) لتخفف الضغط على رسغيك.
	فترات الراحة: خصص فترات للراحة عند استخدام الحاسوب من وقت لآخر.
	Health Issues(قضايا الصحة)  
	Using a computer incorrectly can damage your healthاستخدام الكمبيوتر بشكل غير صحيح يمكن أن يلحق الضرر صحتك
	Glare from screens (وميض الشاشة)
	يجب أن تأخذ فترات راحة منتظمة حتى لا تقضي فترات طويلة أمام الشاشة وتجهد عينيك. يجب أن تقوم باقتناء أفضل (أي، أغلى) أنواع الشاشات المتاحة لديك. فكلما كانت الشاشة جيدة، زادت درجة وضوحها ومعدل التحديث الخاص بها (Refresh Rate). وبالنسبة للأعمال التي تزيد فيها ساعات العمل أمام شاشات الحاسوب، يجب أن تفكر في استخدام شاشة أكبر بدلاً من الشاشات 14 و15 بوصة القياسية التي تستخدم كثيرا هذه الأيام. وفي الكثير من الدول، يلتزم صاحب العمل قانونيا أن يدفع تكاليف فحوص العين للموظفين عندما يكونون في حاجة إليها. يمكنك الحصول على فلتر يوضع أمام الشاشة لتقليل الاشعاع.
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	Security (الأمن)
	Information Security (أمن المعلومات)
	What is information security? (ما هو أمن المعلومات)
	Advantages of proactive information security
	إذا كان جهاز الكمبيوتر الخاص بك يحتوي على كلمة السر التي تمنع المستخدمين الآخرين من الوصول اليه بعد ذلك لا يعطي كلمة السر هذه إلى أي شخص آخر. لا تكتب كلمة المرور على بطاقة وتسقط البطاقة بجوار الشاشة أو تخفي هذه البطاقة تحت مكتبك (لأن هذا هو أول مكان معظم المجرمين ستبحث فيه اذا كانت هناك محاولة لاختراق النظام الخاص بك ). تأكد من أنك لا تنسى كلمة السر الخاصة بك ، وفي كثير من الحالات لا يمكن استرداد البيانات عند فقدان كلمة المرور.
	The Importance of shutting down your computer
	What is a UPS?
	Electrical surge protection
	Things computers like (أشياء يجب توفرها)
	What to do if the computer breaks down?
	Dealing with security problems
	التعامل مع المشاكل الأمنية
	في أي منظمة ينبغي أن تكون هناك سياسات واضحة المعالم للكشف عن المشاكل الأمنية ، وماذا تفعل إذا لاحظت وجود مشكلة. عند حدوث مشاكل الأمن قد تتراوح بين الوجود المادي للأشخاص غير مأذون لهم في المكتب ، أو من خلال لاشتباه في محاولة الدخول غير المصرح به إلى الشبكات الإلكترونية للكمبيوتر.وفي جميع الحالات يجب أن نعرف من الشخص الذي يمكن أن نتصل به  ، وكيفية الاتصال بهذا الشخص ، بحيث يمكن التحقيق في المسألة في المستقبل.
	Responsibilities for dealing with security problems
	User IDs and passwords? معلومات عن المستخدم وكلمات المرور 
	Choosing a secure password
	How secure is your software? كم هي آمنة برامجك 
	مايكروسوفت ويندوز المعروف يبدو سهلا للقراصنة الموهوبين للقضاء عليه او اختراقه. ويبدو أن هناك العديد من الحلول التي أطلقتها شركات مثل مايكروسوفت ثم تطلب منكم التثبيت للمساعدة في سد بعض الثغرات في أمنها الذاتي. بمجرد توصيل كمبيوتر أو شبكة الكمبيوتر بالإنترنت يزداد خطر الهجوم. التطبيقات هي أيضا عرضة للهجوم. على سبيل المثال هناك بعض برامج الفيروس الذي اكتشف نقاط الضعف الأمنية في مايكروسوفت وورد لنشر نفسها وتصيب جهاز الكمبيوتر الخاص بك.
	How do your manage data securely?
	المخرجات الورقية: تخلص دائما من الأوراق غير المرغوب فيها باستخدام قاطعة الورق.
	What is visitor control?
	Why do you need to back up your computer?
	Complete vs. incremental backups
	Why you should use 'off-site' storage?
	Beware of 'open files' (إحذر من الملفات المفتوحة)  
	What if your laptop is stolen?
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