
وزارت معارف
معینیت انکشاف نصاب تعلیمی و تربیۀ معلم

ریاست عمومی انکشاف نصاب تعلیمی و تألیف 
کتب درسی
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 دا عـ���زت د هـــر افـغـان دى
 هر بچی يې قهرمـــــان دى
ازبـکـــــ���و د  بـــــلـوڅــــ���و   د 
 د تـــرکـمنــــ���و د تـــاجـکـــ���و
 پــاميــري���ان، نـورس���تانيــــان
 هـــم ايمـــاق، هم پشـه ېان
 لـکـه لـمــر پـر ش���نـه آس���مـان
 لـکـ���ه زړه وي جـــاويـــ���دان
 واي���و الله اکبر وايو الله اکبر

افغانس���تـــان دى  دا وطن 
 کور د سولې کور د تورې
 دا وطن د ټول���و کـور دى
 د پښ���تــون  او هــ���زاره وو
 ورس���ره عرب، گوجــر دي
 براهوي دي، قزلباش دي
 دا هيـــ���واد به تل ځليږي
 په س���ينــه کې د آس���يـــا به
 نوم د حق م���و دى رهبـــر

سرود ملی
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          .  Add
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  .
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                 WordPad      )   19-2(  
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1.            .
2.            .
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Word

 

  :(Word)
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             .
                              

 .
   2007 Word       

Word2003            2003 2007
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                       Word2003  
          2007    .
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Open Office Writer)(       .        
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              .      )Word(   
              .

   )Word:(
   Word    :

            Start             

 Word Desktop .
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1. )Word (     .

              Word         
      .

   Word:
1.                    Start .

2.   Pointer  .
3.Pointer      

Microsoft Office .

4.        .
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 1-3

       Word                 
  Start    )Word (  Desktop         )Word (

  Desktop  (Word) ) 2-3 (      
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 2-3

1. Title Bar 2. Menu Bar 3. Standard toolbars 4. Formatting Toolbars 5. Ruler
6. Work Area 7. Drawing toolbars 8. Status bars 9. Cursor

6 
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3 
4  
5  
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  Word

    )Word (              :     
                         .    

      Word.
                      

.

 )Title Bar(:

     Word .
        Word                       

                       .
)                   )(MS-Word     

(    :
a (  )MS- Word(
b(        )Documents(
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   )Menu Bar(

                    Word    
       .

                              
                

                            
        )Commands(   . 

                  
               
.

     :               
  3-3  .

            File     
  :New, Open, Save, Save as ,Page setup,

Print, Print Preview and exit .

 1-3 :  
        .

1-           .
2-  arrow keys     Help   Help Highlight.
3- arrow keys       Highlight.
4-   arrow keys     Style and formatting .
5-  arrow keys              Highlight.
6-Enter        .
7-      .
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  (Toolbars)

  Word           
                                 

(User)   .               . 
Word                 (Formatting) 

   )(Standard Toolbars           
       view      .

         (View)    .

1 .               (View)
           

.
2 .                

  :   
   .

3.              
 .
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  (Ruler)

        Word       
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 (                .              
  (View)          :              

   .
1 . (View)   .
2.                

 .
3.                                  

         .

 3-3 :      
                              

 (View)   .
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3 -3

                            
                                   

            .                     
  .
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  Word:

               Word       
        .       .

.   .

.  (Exit)     .

.             Word  
     ."Do you want to save the changes to the document"

          Yes     NO   .  
        .

4-3

4-3 :     :
            .

. (Word)  .

.                             
 .

.        .

.          .

.        

.      .

.       Ms-Word   
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5 -3

1
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6 -3

1 .                              

     .                        

 Enter  .        .

2.             Enter      

            .    Ms-Word               

     .

2
  

           
        .

          .
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 :
          Ms-Word                         

      .

1.          .
2.            .  

   Highlight.

3.                 
                 

      .        
               .

7 -3

12
3
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     -6 ):(
              Shift 

                                   Arrow
        Highlight.

 :
                 )word(      

           .
             )Delete(                 

    .
         .

   Delete Backspace .
   .

     
Ctrl + A        Edit 

Select All   .       
     .
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     :
      )Copy,Cut  (                

                         
)Cut(                               

       .
              )Cut (                        

    .                 
        .

1.        )Cut (    .
2. EditCopy   .  Word     

        Clipboard.
3.                                   

     .
4.  Edit  Paste  .
5.     .

 Paste Past special:
                             

Cut           )Clipboard(               

     .       Paste   Paste Special

      .    :

1.  EditPaste  .

2.         .

3.           .

4.          Paste.
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5.           .

6.  Paste    .

 : Paste Special
            Paste .           

)Link (              
       .         

                
                

    .
1.   Edit Paste Special 

   .             
.

2.    
Microsoft Office Word  .

3. Ok  .

                              
     .

5-3 :  :
1.              .
2 .          Edit       .
3.  EditPaste           .
4.      .
5.Ctrl +A             

    )(Delete       .
.  FileExit    .

 8-3
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     )MS –Word(:

     (cursor)

 )Cursor(  .

  .

  .

   .

   .

       .

      .

      .

  

  

 

 

1.     Insert              

+
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    (Keyboard Setting)

               
   .

  :

1.                           .

2.                                  .

3.    Regional and Language Option .

 9-3

4.                      .       
Languages  .

5.Details        .
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6.Add          .
7.  Input language     .
8. Ok   Apply       .

             .

         (Bi-directional) :
                  .   

  2003                   .              
    .

 10-3

1

6

8

7
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 :
1.Alt Shift        .

2 .                               
.

3.     .

:
1.       
2.      
3.Paste Paste Special    
4.    Cut 
5.Clipboard Office

   (Text Box)
   (Text Box)        (MS-Word)  .

                                
     .                    

    .         . ACKU
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 :
1.     (Insert) .
2.  .
3.         .
4.               

  .            .

              
                

  .

2. 1.   

              
             

   . ACKU
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1

2

3

 
1.          .
2.         .

3.   .

                  
   Text Box   

     .
    

                  
       

          
      Text Box

 .
           

     
         

    .
     

Colors and Lines
 .

1.No
line  .

2. Ok  
    

.
 11-3
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  (File Menu):
        

:

          
  .
   :

New………Ctrl+N  :   
          

 .

  :
1.        New .
2.             Blank

Document     .

 13-3

2

1
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2

3

: Open…….Ctrl+O
                 .

 :
1.                  open

 .
2.Open  .      

.
3.  Open      .

 13-3
 Close   

                             Close  
.      Close       

                .   Save         
No     .       Save    

Yes      Save.
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Save     :
                

Save.

 :
1.    Save    

Save   .
2.          Save.

    Save as
                                  

      as Save  .  Save as  
                  

           .
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3

4

5

5

 :
1.     (File)  Save as  .
2.  .
3 .  Save in           .
4.  File Name       .
5.  Save as Type     .
6. Save          .

                            
    Save As Tools   

 Security Options 
 Security 

     
Password to open
              

 ok    
Confirm password 

.
  15-3

14-3
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    :
                   HTML              

          (web Browser)
   .

    
   

      
   OK  .
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 (Search)
                             

         .

  Page Setup:
                                   

    .      (Orientation)         
)Portrait (  )Landscape(        .

 16-3

 

 OK
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A4,A3    A5
   . 

   
     
     

.

1. 

2. 

3 . 

4 .
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Print Preview
                

 .
          :

            .

   

 : Print             .

 17-3

 )Print(

  )Magnifier(

 )one page(

 )zoom(

  )View Ruler(

  Full Screen
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 : Magnifier           .
: One page           

          .
: Multiple Pages         (6)   

          .

 :Zoom         .

View Ruler:        Print Preview  
 .

 :Full Screen      .
: Close Preview   Print Preview   .

             .

  :
1.      .
2.    Print Preview.

    Print Preview
      )  17-3(       
                     

.

 :         

    A5        

  .
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   Edit

 19-3
                           

        .             
 .

: Undo            
        .

       

      

     )cursor(
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: Redo  Undo   .         
  Undo     .               

      .

  View
  view                            

 (Normal layout)     (web layout)      
(print layout)     (Header & Footer) .

           .

    :(Normal layout)       
   .         
.     Normal layout  view  

    .

   :web layout          
        .  style                 

 20-3 View   
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       .      Style     View         
       style  .

  Print layout:        
                     Word    .   

     .

  Header & Footer :             
                         :           

               .      
                              

  .

1.   
2.   
3.    
4.   
5.       
6.   
7.     
8.         Header & Footer

:
                

                .

 21-3:
     

1 3 5 7

2 4 6 1ACKU
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   :Insert Menu

               .     
                    :               

                  .       
               .             

              .

    
    

     

      break                           
   .

 22-3 :    

   

 

    

  

  Clip art
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 24-3:

    

     

     2 4

     1 3 5

 :
             .

1.     Break .
2.     .
3.          .
4.page break     Ok  .
5.   .

       
       

 Column break 
   OK  

.

 23-3:
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 :

             .         
                     .   

  Insert     .

 :
1.     .
2. )(  Picture       Clip Art From File

 .
       

Clip Art   
.

ClipArt :          
      

 .

  Clip Art

  

  -

 

 

 

  -
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3. Clip Art.
4.    .
5.             .
6. Go   .
7.        .
8. .

2 -  :
                    (Insert)

 Picture    From File        
 .     .

 27-3

  :
1.        .
2.       .
3.        .

:
     .     Clip Art   

      .
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 (Table)

                              (Word)
 .

            .
1.   (Table).
2.    .

                
   .

1 .   (Table):      Table    .

  :
1.    Table     )(         Insert            

Table .
2.  Table     28-3    .
3.     .
4. OK  .
5.    .

 28-3

ACKU

http://www.abbyy.com/buy
http://www.abbyy.com/buy


88

 22-3

               3    5     
      .

   

2.    :
                              

.                              
 .
 :

1. ) (   Table .
2.               .
3.              .

4.    
 .

 

  

 OK
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   (Word)  .                         

       Format         .           
             .

1.   (Format)
2.   ) (
1.   (Format):         

        .
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1.    Font.
2.                            

 .
3. OK   .

.       )   :(           
)(                    .       

                         :          
             .                    

               .

  )(

  

  

 OK
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1.  ) (        .
2.      .
3.         .    B Nazanin  

.
4.    "   "                .    

    12  .

5.               (Bold)
.

6.         (Italic).
7.       (Under line) .
8.                   .

 25 -3 :  

    3          
                 

        .
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:
1.        
2.            
3.       
4.   
5.        

 12-3 :    :
1.        3      

   .
2.   18     B Titr      .
3.    (Underline).
4.         14    B Nazanin 

     .
5. 3    Bold .ACKU
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     (Word)                        
              

(Indentation) .
                        

               .                 
  .

 :
    Paragraph.

1.           .
2.                     Alignment 

Right  .
3.      Right-to-left  .
4.        Spacing .

 
   

     

     

 

 OK

 26-3 :
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    :
                               .

            .
1.    Bullet & Numbering .
2.   :     .
3. OK  .

            
    .

1.    Bullet & Numbering.
2.     Numbered.
3.          .
4. OK .

  

OK
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 Border and Shading   

      :

    Borders
    Page Border

   Shading

              .

  

  

  

OK
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 :

1.    Borders & Shading .
2.Borders  .
3.     .
4.          .
5.  Style     .
6.   Setting Box .
7.  color     .
8.  Width    .
9. OK    .

         .

  

  

 

   

 OK
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 .             

                .

 
1.    Borders & Shading .
2.BorderPage  .
3.     .
4.  Style     .
5.   Setting Box .
6.  color     .
7.  Width     .
8. OK  .
9.    .

                         
            .

 
10.    Borders & Shading .
11.Shading  .
12.     .
13.  Fill    .
14.  Pattern  Style .
15.  Style Pattern  .
16.  Color Automatic  .

 OK  .
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            .

 :
1.    Background.
2.   Background   .
3.          .

 

 

 Pattern

 Pattern

OK
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  7 -3 :           
1.      1-3    .
2.       right-to-left .
3.     Single .
4.   Indentation  0,4 .
5.             .
6.    1,5      .
7.                Shade             

   .
8.                     

   1,5 .
9.         .

   Alignment:
Alignment :           (Word) .

                                   
     .

                 
  .

 Left-align :      .

  Center :    .

Right-align :     ..

             
   .
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  :
                                 

                .    
                                  

                        .
                                 

(LAN)     (WAN)   (MAN)    
                .                     

.

 1-4 :  
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                       .         
       :

                :            
                                   

         .
           :          

                                     
                                   

  .
         :                  

                            
  .

   :                          
                              

   .

 1-4 :   
         

            

   .

ACKU

http://www.abbyy.com/buy
http://www.abbyy.com/buy


102

 
            (NIC)      

    (Routers)    (Bridges)               

       .                     

.

 .

   :
             :

  (LAN)
    (WAN)

  (MAN)
                                 

           .

 :
          .       

LAN               :
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      .       
     .

  (Configuration)      
     .         

             
      .        

WorkStation            
 .      2-4 .

 2-4 
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   WAN(Wide Area Network)
                    

         .                       
                  .           WAN

                       .       
        WAN           .           

      .

 3-4 : 

                 
1.     Peer-to-Peer
2.   Server Base
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     Peer-to-Peer:      
               

.             
          .

   :Server Base Server Base     
               .

           .

  :
      

        
    

       
           

       
     Server Base    

 2-4 :        :
            

    .
       

     
  Access point.

Workstations.
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             .

                                      
   .

               
       .          .

      World Wide
Web        

                    
      .

                              
                              

             .
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 :
                             

                                   
                      .        

      ........

   WWW 
   World Wide Web           

                 .              
       (Servers)       

     
 .

 ) ( 
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                :        

         )(External    
UTP          .                       

 (Internet Connection)          .       
Control Panel  Internet Options     

               
         
    

 .

.          
          : 

Dial-up  Cable Modem  DSL.
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 3-4 :   :
               

 .
    .
   www .

    .
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  www  

      

  
               WWW     .

            ServersWeb-           

        Webpage       .             

Microsoft Explorer & Mozilla FireFox          

 .               . ACKU
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