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Building Construction / W.B.McKay

-Engel, Heino, Structure Systems, Deutsch
Verlages-anstalt, Stuttgart 4th Edition, 1977.
-U.S. Department of Labor, Concrete and

Masonry Construction, Occupational Safety and

Health Administration press, 1998
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-Field and scientific visits.

-Extra lectures by foreign guest lecturers
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Introduction to  Windos,
Desktop. Using the mouse,
My computer, closing any
open Window, temporary

closes.

Zooming any

Window, creating new
folder, select, find folder or
file copying from any folder

to another.

How to start any program |,
print program, shut down |,
Formatting floppy  disk,
Scandisk , Arranging icon,

Run, Help

3 VL | P ||

Microsoft word, File ( New ,
Open, Close, Save , Save
as Page setup , print
preview , print )

EDIT (Undo Typing, Repeat
typing, and cut copy, past.
Clear, select All, find

Replace, Goto).

VIEW (Tools bars, Heard
and Footer ,Zoom )
INSERT ( page numbers,

Symbol , Footnote , Picture
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, Textbox , Object ) .

Tools (spelling and
Grammar, Language).
TAABLE (Insert Table,
Insert Rows, Delete cells,
Split cells, Select Row,

Select column).

TABLE (Table Auto

format, sort Formula).

MICROSOFT

EXCEL: HOW TOSTART
Excel program, Menu Bar
Tool

Bar Formula Bar,
Worksheet, cell, Cell,
Creating new Workbooks,
open

Existing Workbooks.

v e gl

Clearing Cell, Saving your
work, Closing Workbooks,
Zoom, Drag. And Drop,
Inset cells, Delete Cell,

Find, Replace, Auto sum.

“&

-

Enter a formula
manually, Formatting work
sheet, Auto format, print,

print preview.

CHARTS

Examination
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Power point (il aUas
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FILE: New, open, Close
Save, Save as, page,

Setup,Print, Exit

Jg¥)

EDIT: Undo Repeat, Cut,
Copy, Paste, Select All
Clear, Duplicate, Delete
slide, find, Replace.

New: slide, slide show,

e

INSERT: new slide, Slide
number, Date and Time,
Slide from file, picture, and
Text box. Movies and
Sounds, Chart,, Object,

Tools: Spilling

Galllt)

Format: Font

Alignment, Text

Direction, Slide

layout, Background, Apple
Deeding

SLID SHOW: View

show Rehearse taming,
Setup shoe, Preset
animation and Animation

preview, Slid transition.
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- Available websites related to the subject : Planning , Urban Design
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