
Computer 
 

   Examination 

 MSDOS

 

 power point

 
file :new open close save   as page 

setup print,exit  

 
  Edit:undo,repet,cut,copy,past,selec

t all ,cleat,duplicate,delet 

slide,find,repet, 

Niew:slide,slide show,tools,header 

and footer,zoom 

 
Introduction to 

windows,Desktop 

,using the mouse ,My computer 

, Closing any open 

window,Temporary closing 

 Insert:new slide,slide number,date 

and time,slide from file,picture,text 

box ,movies and sounds,chart 

object,tools:spelling  

 
Zooming any window,Creating 

new folder ,Select folder to 

anoher 
 Format:font,alignment,text 

direction, slide layout, background, 

apply dedign 

Slid show: view show, rehearse 

timing, setup shoe, preset 

animation, animation preview, 

slide transition 

 
How to start any program ,Print 

program,Shut down ,Frmatting 

floppy disk,Scandisk 

,Arranging icon ,Run,Help 

 autocad

status,limits,point,color,line,erase,c

icle,arc ,redrow,zoom. 

 
Microsoft 

Word,File(New,Open,Close,Sa

ve,Save as,Page setup,Print 

preview,print) Edit 

(Undo,typing,Repeattyping,Cut,

Copy,Paste,Clea,Select 

All,Find,Replase,Goto) 

 Ellipse,polygon,donut,solid,fill,bre

ak,copy,move,pan,mirror 



 
View(Tool bars,Header and 

Foter,Zoom) Insert(Page 

numbers,Symbol,Footnote,Pictu

re 

Textbox,Object) 

Format(Font,Paragraph,Bullets 

and numberng,Borders and 

shading,Columns) 

 Trim,extend,change,linetype,ltscal

e,dis,area, trace. 

 

 
Tools(Spelling and 

Grammer,Language) . 

Table(lnsert table,lnsert ,delet 

cells,Split cells,select row,select 

column) 

 Hatch,text,snap,grid 

,rotate,oops,ortho,fillet. 

0 
Table(Table Auto 

format,sort,Formula) 
 Dim 

 
Microsoft excel:How to start 

Excel program,Menu Bar Tool 

Bar, Formula Bar,Worksheet, 

cell,creating new 

workbooks,open existing 

workbooks.  

 
 
 
 

Layer 

 
 
 

Clearing cell saving your 

work,closing 

workbook,zoom,drag and 

drop,inswt cells,delete 

cell,find,replace,auto sum. 

 
 
 

Internet 
 

 
Enter a formula 

manually,formatting work 

sheet,auto format,print,print 

preview. 

 Internet 

 
Charts  Internet 

   Internet 

   Internet 


