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Word Processing  

1.  Word Processing Basics 

Word processing means using a computer program to write text instead of 

writing by hand. Examples include letters, reports, and homework. 

 وانخماسَش انشعائم يثم انُذوَت، انكخابت يٍ بذلاً انُظىص نكخابت داعىبٍ بشَايج اعخخذاو حؼٍُ انُظىص يؼانجت

ً.انجايؼُت وانىاجباث

 

2. Basic Features of Word Processors 

Word processors allow users to type text, edit mistakes, save documents, open 

files later, and print them. 

ا، فخذه انًغخُذ، دفظ الأخطاء، حظذُخ انُض، كخابت يٍ انًغخخذو ٍحًك انُظىص يؼانجت بشايج  هوطباػخ لدما

 .بغهىنت

 

3. Opening and Closing Documents 

Opening a document allows the user to view or edit its content. Closing a 

document ends the work after saving changes. 

 انخٍ انخغُُشاث دفظ بؼذ ؼًمان إَهاء فُؼٍُ إغلاله أيا حؼذَهه، أو انًذخىي بؼشع نهًغخخذو َغًخ انًغخُذ فخخ

ً.ػهُه أجُشَج

 

4. Text Creation and Manipulation 

Text creation is writing new content. Text manipulation includes copying, 

cutting, pasting, deleting, and moving text inside the document. 

 يٍ انُض وَمم انذزف، انهظك، انمض، انُغخ، حشًم انُض يؼانجت بًُُا جذَذ، ييذخى كخابت هى انُض إَشاء

ً.انًغخُذ داخم آخش إنً يكاٌ

ً
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5.  Formatting Text and Paragraphs 

Formatting improves the appearance of text by changing font type, size, color, 

spacing, and alignment. 

 ويذاراة الأعطش، بٍُ انًغافاث نىَه، دجًه، انخط، َىع حغُُش خلال يٍ انُض شكم حذغٍُ إنً َهذف انخُغُك

 .انفمشاث

6. Using Templates for Document Creation 

Templates are pre-designed documents that help users create professional 

work quickly and easily. 

ً.ألم وبجهذ بغشػت ادخشافُت يغخُذاث إػذاد ػهً انًغخخذو حغاػذ انخظًُى جاهضة يغخُذاث هٍ انمىانب

 

7.  Creating and Managing Tables 

Tables organize information into rows and columns, making data easier to 

read and compare. 

 .وانفهى نهًماسَت وأعهم أوضخ انبُاَاث َجؼم يًا وأػًذة، طفىف ضًٍ انًؼهىياث حُظى انجذاول

 

8. Utilizing Styles and Themes 

Styles control the format of headings and text, while themes control colors and 

fonts of the entire document. 

 .بانكايم نهًغخُذ وانخطىط بالأنىاٌ حخذكى انغًاث بًُُا وانُظىص، انؼُاوٍَ بشكم حخذكى الأًَاط

 

9. Spell Check and Grammar Tools 

Spell and grammar tools automatically detect writing errors and suggest 

corrections. 

اً الأخطاء حكخشف وانُذىٌ الإيلائٍ انخذلُك أدواث ً.انكخابت جىدة نخذغٍُ حظذُذاث وحمخشح حهمائُا
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10.  Using Headers and Footers 

Headers and footers show repeated information such as page numbers and 

titles on every page. 

 .انًغخُذ طفذاث جًُغ فٍ انؼُىاٌ أو انظفذت سلى يثم ثابخت يؼهىياث حؼشع وانخزَُلاث انشؤوط

Spreadsheet Applications  

Introduction to Spreadsheet Software 

Spreadsheet software is used to store data and perform calculations using 

rows, columns, and cells. 

 والأػًذة انظفىف باعخخذاو انذغابُت انؼًهُاث وإجشاء انبُاَاث نخضٌ حغُخخذو الإنكخشوَُت انجذاول بشايج

 .وانخلاَا

Creating and Formatting Worksheets 

A worksheet is a page where data is entered into cells and formatted for 

clarity. 

ً.انمشاءة وعههت واضذت نخكىٌ وحُغُمها انخلاَا داخم انبُاَاث إدخال فُها َخى طفذت هٍ انؼًم وسلت

ً

Sorting and Filtering Data 

Sorting arranges data in ascending or descending order. Filtering shows only 

selected data. 

اً انبُاَاث َشحب انفشص ا، أو حظاػذَا  .انذاجت دغب فمط يذذدة بُاَاث حظُهش انخظفُت بًُُا حُاصنُا

 

Using Formulas and Functions 

Formulas calculate values, and functions are built-in tools like SUM, 

AVERAGE, and COUNT. 

 .وانؼذ انًخىعط، انجًغ، يثم جاهضة أدواث فهٍ انذوال أيا انذغابُت، انؼًهُاث لإجشاء حغُخخذو انظُغ
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 Using Pivot Tables for Data Analysis 

Pivot tables help summarize and analyze large amounts of data quickly. 

ً.وعهىنت بغشػت انبُاَاث يٍ كبُشة كًُاث وحذهُم حهخُض فٍ حغاػذ انًذىسَت انجذاول

 

Data Visualization: Charts and Graphs 

Charts and graphs turn data into visual forms such as bar charts and pie 

charts. 

 .انفهى نخغهُم وانذوائش الأػًذة يثم يشئُت أشكال إنً انبُاَاث حذىل انبُاَُت وانشعىو انًخططاث

 

Conclusion 

Word processing and spreadsheet skills are essential for students and 

professionals. 

 .انًهُُت انذُاة وفٍ نهطهبت ضشوسَت الإنكخشوَُت وانجذاول انُظىص يؼانجت يهاساث
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Q1. What is word processing? 

انُظىص؟ يؼانجت هٍ يا  

A. Writing text by hand 

B. Using a computer to draw pictures 

C. Using a computer program to write text 

D. Printing documents only 

E. Scanning documents 

Q2. Which of the following is an example of word processing? 

انُظىص؟ يؼانجت ػهً يثالاً َؼُذ َهٍ يًا أٌ  

A. Playing a game 

B. Writing a report 

C. Watching a video 

D. Editing an image 

E. Listening to music 

Q3. Which program is commonly used for word processing? 

انُظىص؟ نًؼانجت ػادة َغُخخذو بشَايج أٌ  

A. Microsoft Excel 

B. Microsoft Word 

C. Paint 

D. Calculator 

E. Media Player 
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Q4. Which feature allows users to correct mistakes in text? 

انُض؟ فٍ الأخطاء بخظذُخ حغًخ خاطُت أٌ  

A. Printing 

B. Editing 

C. Scanning 

D. Saving 

E. Closing 

 

Q5. What does saving a document mean? 

انًغخُذ؟ دفظ َؼٍُ يارا  

A. Deleting the file 

B. Printing the file 

C. Storing the file for later use 

D. Closing the program 

E. Formatting text 

 

Q6. What happens if you close a document without saving? 

دفظ؟ دوٌ انًغخُذ أغهمج إرا َذذد يارا  

A. The document prints automatically 

B. Changes may be lost 

C. The file becomes larger 

D. Text becomes bold 

E. Nothing happens 
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Q7. What is text creation? 

انُض؟ إَشاء هى يا  

A. Printing text 

B. Writing new content 

C. Formatting text 

D. Saving files 

E. Closing documents 

Q8. Which action is part of text manipulation? 

انُض؟ يؼانجت يٍ حؼُذ ػًهُت أٌ  

A. Turning off the computer 

B. Copying text 

C. Printing a page 

D. Opening software 

E. Scanning paper 

Q9. What does “cut” do to text? 

نهُض؟  انمض ػًهُت حفؼم يارا  

A. Deletes text forever 

B. Copies text only 

C. Moves text to clipboard 

D. Changes font 

E. Prints text 
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Q10. Which operation moves text from one place to another? 

آخش؟ إنً يكاٌ يٍ انُض حُمم ػًهُت أٌ  

A. Delete 

B. Paste 

C. Copy 

D. Cut and Paste 

E. Save 

 

Q11. What is the purpose of text formatting? 

انُض؟ حُغُك يٍ انهذف يا  

A. Increase file size 

B. Improve appearance and readability تحسين المظهر وسهىلة القراءة 

C. Delete content 

D. Close document 

E. Scan text 

Q12. Which is NOT a text formatting option? 

حُغُك؟ خُاس نُظ َهٍ يًا أٌ  

A. Font size 

B. Font color 

C. Alignment 

D. Printing 

E. Font type 
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Q13. Paragraph alignment controls: 

:فٍ حخذكى انفمشة يذاراة  

A. Text color 

B. Page number 

C. Text position 

D. File name 

E. Grammar 

 

Q14. What are templates used for? 

انمىانب؟ حغُخخذو فًُا  

A. Writing code 

B. Creating documents quickly 

C. Drawing images 

D. Playing audio 

E. Editing videos 

 

Q15. What is a table made of? 

ٌ يىً  انجذول؟ َخكى   

A. Pages and files 

B. Rows and columns 

C. Fonts and colors 

D. Letters and numbers 

E. Images and text 
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Q16. Tables help to: 

:ػهً انجذاول حغاػذ  

A. Hide data 

B. Delete information 

C. Organize data clearly 

D. Change font color 

E. Print faster 

Q17. What do styles control? 

الأًَاط؟ به حخذكى يارا  

A. File size 

B. Text and heading format 

C. Printing speed 

D. Saving location 

E. Grammar rules 

 

Q18. Themes control: 

:فٍ حخذكى انغًاث  

A. Text content 

B. Colors and fonts 

C. Page numbers 

D. Tables only 

E. File name 
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Q19. Spell check tools help to: 

:ػهً الإيلائٍ انخذلُك أدواث حغاػذ  

A. Delete text 

B. Find spelling mistakes 

C. Change themes 

D. Insert tables 

E. Save files 

 

Q20. Headers and footers appear: 

:وانخزَُلاث انشؤوط حظهش  

A. On the first page only 

B.On the last page only 

C. On every page 

D. In tables only 

E. In charts 

 

Q21. Spreadsheet software is mainly used to: 

اً الإنكخشوَُت انجذاول بشايج حغُخخذو :نـ أعاعا  

A. Write stories 

B. Edit images 

C. Store and calculate data 

D. Watch videos 

E. Design logos 
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Q22. Data in spreadsheets is stored in: 

:داخم الإنكخشوَُت انجذاول فٍ انبُاَاث حخُضٌ  

A. Pages 

B. Files 

C. Cells 

D. Images 

E. Charts 

 

Q23. Rows in a spreadsheet are: 

:حكىٌ الإنكخشوٍَ انجذول فٍ انظفىف  

A. Vertical 

B. Horizontal 

C. Diagonal 

D. Circular 

E. Hidden 

Q24. A worksheet is: 

:هٍ انؼًم وسلت  

A. A full computer 

B. A single spreadsheet page 

C. A printer 

D. A chart 

E. A formula 
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Q25. Why do we format worksheets? 

انؼًم؟ أوساق بخُغُك َمىو نًارا  

A. To delete data 

B. To improve clarity 

C. To stop calculations 

D. To close Excel 

E. To save memory 

 

Q26. Sorting data means: 

:َؼٍُ انفشص  

A. Deleting data 

B. Arranging data in order 

C. Coloring cells 

D. Hiding data 

E. Copying data 

 

Q27. Filtering data means: 

:حؼٍُ انخظفُت  

A. Showing selected data only 

B. Printing data 

C. Deleting rows 

D. Changing font 

E. Saving file 
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Q28. A formula in Excel starts with: 

:بـ الإكغم فٍ انظُغت حبذأ  

A  +ًً.  

B.   * 

C.   - 

D.   = 

E   /ًًً.  

 

Q29. Which is an example of a function? 

دانت؟ ػهً يثال َهٍ يًا أٌ  

A. =A1+A2 

B. SUM 

C. Table 

D. Chart 

E. Row 

 

Q30. Pivot tables are used to: 

:نـ انًذىسَت انجذاول حغُخخذو  

A. Write text 

B. Format documents 

C. Analyze large data 

D. Print worksheets 

E. Change themes 


