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1. PowerPoint

Dr.Zulaikha Beevi

Asst. Prof, Department of Computer Science

As technology enters the classroom more and more each year, there
are always innovations being brought into the fold that can help
teachers to get their points across better, and help students learn more
efficiently? One such tool that has been utilized in the classroom for
some time now and continues to be used heavily is the Microsoft
PowerPoint program.

This program is one that enables teachers and students alike to
prepare presentations. When used effectively, PowerPoint can really
enhance teacher presentations and the overall comprehension of
students. A program allows teachers to present their lessons in a more
dynamic way than simply lecturing and writing on the blackboard.

PowerPoint has become very popular because it's easy to learn and
widely available. It provides the ability to equip your presentations with
different types of media - including images, sounds, animations, and
much more. This enhances the students' abilities to retain what they're
being taught, especially those who are visual learners. Teachers can
focus on the class and interacting with the students instead of writing
on a board, because the text and the entire presentation is already
there in the form of a PowerPoint file.

PowerPoint is not just for the teachers though, another way to use
PowerPoint in an educational setting is to have the students create their
own presentations. This is a great way to teach them how to use visual
aids while working on their presentation and public speaking abilities.




2. Create a Table

Dr.Zulaikha Beevi

Asst. Prof, Department of Computer Science

The following steps will help you understand how to create a table in a Word
document.

Step 1 — Click the Insert tab followed by the Table button. This will display a
simple grid as shown below. When you move your mouse over the grid cells, it
makes a table in the table that appears in the document. You can make your
table having the desired number of rows and columns.

Step 2 — Click the square representing the lower-right corner of your table,
which will create an actual table in your document and Word goes in the table
design mode. The table design mode has many options to work with as shown

© | <5  Enguingus) | Iosest ¥ea s 100 — =

Step 3 — This is an optional step that can be worked out if you want to have a
fancy table. Click the Table Styles button to display a gallery of table styles.
When you move your mouse over any of the styles, it shows real time preview
of your actual table.




Step 4 — To select any of the styles, just click the built-in table style and you
will see that the selected style has been applied on your table.

Table Style Options Table Styles
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Delete a Table

Following are the simple steps to delete an existing table from a word document.

Step 1 — Click anywhere in the table you want to delete.

Step 2 - Click the Layout tab, and click the Delete Table option under
the Delete Table Button to delete the complete table from the document along
with its content.

Add a Row

Following are the simple steps to add rows in a table of a word document.

Step 1 — Click a row where you want to add an additional row and then click
the Layout tab; it will show the following screen.




Row & Column group

Layout tab
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Step 2 — Now use the Row & Column group of buttons to add any row below
or above to the selected row. If you click the Insert Below button, it will add a
row just below the selected row as follows.

Row & Column group

Layout tab
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Newly added row

If you click the Insert Above button, it will add a row just above the selected
row.

Delete a Row

The following steps will help you delete rows from a table of a Word document.

Step 1 — Click a row which you want to delete from the table and then click
the Layout tab; it will show the following screen.

Delete Rows option

Delete Table Button
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Newly added row

Step 2 — Click the Layout tab, and then click the Delete Rows option under
the Delete Table Button to delete the selected row.




Delete Table Button Layout tab
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Add a Column

The following steps will help you add columns in a table of a Word document.

Step 1 — Click a column where you want to add an additional column and then
click the Layout tab; it will show the following screen.

Row & Columns group

Layout tab

Step 2 — Now use the Row & Column group of buttons to add any column to

the left or right of the selected column. If you click the Insert Left button, it
will add a column just left to the selected column as follows.

Rows & Columns group

Layout tab

Newly added column

If you click the Insert Right button, it will add a column just next to the
selected column.
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1. Basic English

Rasha Mohammad Aljazzar

Lecturer, Department of English Science

The Main Uses of Capital Letters:

. At the beginning of the sentence.

. The pronoun “I “.

. Names of people, countries, cities, villages, and abbreviations.

. Names of holidays, months, days, and seasons.

. Nationalities, languages, and titles of books, films and magazines.
. Names of seas, lakes, oceans, streets, buildings and parks.

Days of the week:




Months of the year:
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Basic colors:

what is your favorite color? What color is this? It is

COLOR WHEEL
g

ol W in English

R
= h;:ﬂ;d cousin

daughter: scavinlaw

grandion granddaughter

cousin
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World is very Closer to You

Dr.Zulaikha Beevi

Asst. Prof, Department of Computer Science

Swedish
c

Catalan
Finnish
Greek

Turkish

Language is needed for any kind of communication, even people with speech
impairments communicate with sign language and brail. Communication
becomes difficult in situations where people don't understand each other's
language. The inability to communicate using a language is known as
language barrier to communication.

Language barriers are the most common communication barriers, which cause
misunderstandings and misinterpretations between people.

Most of the people in the world do not speak English or, even if they use, it is
their second or third language. If the speaker and receiver do not use same
language and words, there is no meaning to the communication. Not using the
words, that other person understands makes the communication ineffective
and prevents message from being conveyed.

This Portable Language Translation Device is one of the best translator
devices that functions as if it’s come out of a futuristic sci-fi novel.

Before travelling somewhere new you probably always try to find the best
translator app for your phone, just to be safe.
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