—‘ 1!l wy2illg w26l puleill finlel fuwmgell
! ZLL | yoladg macad! dolat!3)laY |

oot iomthamt g

(AR I ) uablly ds Lulal
calay 142




dadde (AU L) puallly delylalf gailll
alad 142 (gt sl ok i) Ciaglallfg sl 3
dadde

HEUEY ‘@MJMTL"‘Cﬁ Jases 4044_"&,.33‘2&&.:63'{_“”‘9 B)Lm.ﬂj 40..\3194.\&1 Rvesl

Jid e 550la1 Ludl Labgll alsEall Jualil Sigll casuilly iall ealeild Zeladl Leacusll e
tro 3ol ilgan g0 om s aLena¥! 13s 3l ¢ Joadl By 23 585 il duiilly £zl Cailla gl
53 Gle g oylse e Lald actiay Jalsate il sloul 30 Leleme 20 coad Ul ol 1 53l
L Al (ysa Jumtl t(ggatill puiill dme g3 2 Losd et Jai e plas¥ly elalls mleall ailis
L lis ol Jgad! Calual

2 Lozl Adgall Ll e 3a3 Lubol solas malill jushaiy euestl Loladl 5,15¥1 cudas 13y
i ailininind Bl Jaall Baas olillaie ol Lpon Dpale ol 325 < Lol galydl oL
Taalad 5308 )01 Jran @20 Gilo Il ighl ylall slace] poydie 2 5glail oa cliad aBy (ailillaie
Joadl Gyer Jiad Lomeas o) o o Lilin 2 yulell siad 3] syl gelydl olis 2
a5 ) Leall gal5l1 pa dnaladl d5 501 (30155 o gl canyotilly ! alail] Zaladl dewca3lly
G BLastl] 0T 05 galipd Aalmia s oy Tylgd! 2 olanll oda gyl ¢ Joall Byow cibilloia
gl GLllie 355 2. Ggadly €y ( Jaal

Lzl ud 2 Ly crBgaall " (Gl LB el deldall ™ d, ! Bl ols Jgli

‘..\7.7 :LA)MJ‘ Qb\.gl‘ n._alm'?é-w‘ 31314-1 Jﬁ\.&l Z\_»J:o QLC.}AA}A ulc, w‘ Q\:t.\& % ((:uab-._”
byl

e Al G Jols Loyl sl o0s ity o i Sy galill joslaly el Zalall 3500¥1

cagaaill (pa gl dawcs Qglily (Ao L9 puadl hhlel! Juol 2 ydiles S5y g OF Jag

lylell o Glaagsl ilee eedt ) Jlena¥y calaudailly BlaiuYl;

sleadl Cume paacs 4] colis yg dumy U Lgia puiadieal |y Lol Lle onaSLall 3oy oF Jlus il

GAU-L‘J.!‘}'@E} ‘c,.m.laﬂ dolall 3)‘3:2‘



1!l wyyaillg s1all paleill nloll duwgoll
adLL | yolad g mesad! dolati3yla¥

(cakas 142)) (U1 S5L8) Gasllly deLilat|

iladaig ugad

Olaglad g dgald




Olaglaldg dpgdd (AA LD ) pually delialf oaaiil!

alad 142 (gt sl ol i) gl el 3

*»

ke
: dudond | 30 Aladf SR

oy Y1 Ao Ldat Al el lell & pn dl 23Le W1 (693 oyl olass] JI dgastl ol Caugs
RPN NN IR EISUNENESS [PREISSAER) [PREFSU

iy oy o

@ilhlgs il Gluess| Jlcaug Sl Clasd (e Y1y LI sl o dgastl sla aas
sl eilan A gl e il yul pdmtl odas andly (LU ALS ¢ o) ualll Layylay dellall
Cao oLy ooy Lpialoo¥ gLl gl e Il 2ol oy s il il
G e Coyuty et dayy GV o (e Janwd g e Y ndiall e i Jai @ 5l Y|
ool AT Less cmalall i gl 2 dnlustly Ll it caladlall L le ity @8 cdyglall ald, Yl
@ Ljlon ¥ mslall s gd e oyl (e i OF dang (ald; ¥l mpilie i gl e ()i Ayt de
cbolan e (90l Lnpe a¥lae Ll il agad LA SLE oYLl e sue e oyl
pusmally dypida]

2 al® ¥lg dnyidouVly doyall By sVl milae Lo gl e 3 paidea 300 Ldamll ola aud Laso
A gamll 33y

A pedl Eo o il sl hlge ulial Goplad Gle dpastlols Gle cpudll Jody e

3 Al bl | Aerdind | ALY aBgell | S
@3 el e AL Gyl Jeadll IS Ayl Ll olia el ylge e co il @
IS ey ga Tyt Zelis (90) 2 Lyums 03 5all oaalonll e Loagnll ity (poonaiieal]
Ay lelw 42 Gyl deldal Guelll day ey malall Do) alagil s o931 Bl gl
Apyolele 6 AV oo delidal Guelll 133k malall ds gl alaei : AGLE 5o o
Aokl 6 clolalldebdal Guelll 15k malall s gl ol el : AL 5o o
Aoy dele 30 L L L sslassy Gl @G ydan de ping Almis (o a2 Al pd 1 B> g

dgpalele 600 L 0L Gaelll dayday al3, ¥ molie L) alieiol Awelil 34 ol



Olaglaldg dpgdd (AA LD ) pually delialf oaaiil!
alad 142 (gt sl ol i) gl el 3

/—
s ddal! Auadll| BIABY |
0T e 5eligmny 15l oyl (5 Lol o2a e o yotil] dulgin

sl e ilae d gd aladioly Gualll L play L5adon ¥l A pall Cagyadl aday -1

ol i sl L5l ¥ Lzl cilellaall ies Coyay -2

oualll L ylay mSlall d g aloeioly Al ¥ aday -3

ookl milan B o 2 Gualll Eayyay iladladl play -4

Leldatl 2. pudl bl puen iy -9

: duiont | 60D (A (ol el s o Hhaad | Gl S
TGOS YU (RN U PR A PRCH DU W USSR U0Y- S | P VP PSP vi | TP
Ceolom] 5 3gn b 238 ,0) cilaon | ol enlifies 25 1ol Ladleadl cilaglany il comy -1
s el Lol aila Lon ¥ cldbaie pos 3809wl Jalall 2. Cnlsdl 33601 slae] -2
Al Ldadl ciledasy welgd elal -3

(2) @3y apgait! dimiin



Olagha g dgad (AA LD ) pually delialf ot
il 142 (gt sl ol i) gl el 3

//—

+ 2Lt Ao aLel Aol dusdont

(=
/
o

Ol e bl Lo ol alal g londl diiuss Lo dlablall oo dde oy o oz La JsT 0
o Lo Liadondl dogpig A paws conills Hpadidly BLas¥1 I (6355 Laubead | il Leulond

T ol crg clin Zaleall Ja pe uaall Lo jolall Juties Gl alef ulaf 1
A ggen milall g8lse JI Jyo sl o claslin | (p5mes M Y2l dlio
Crdandhe 0oy 1l Janlg clocn il Glo Ganall Legaing 2 clie|)d a2
(9 O S eaBlall gl 50 Loiious 131l oy ey ¢ (el
o5 Gl s il st (o oy Laiag condd Al Ggis (e Glad o

-2l e clio plas )l auld malall ds o Lgule

st Lol Legilema Jung OB (6,31 Lle auzD Loalus]

Bk (a3 G (B caall) Hleaty ¥ Caws malis le (alg¥) laels) chiug plol a4
s 398 Legrin® Lalg¥l Lal (L Zoedle (e’ slinty (o pm ¥l milan le plo ¥l
Lglewadly Ol falemy G culoleud

il ol Gy 7 liie iy 1ol ol W) oyl (9 4 (oLl o WU oyl Zliie iyl .5
.34}&&.}4@1#%(\477” 3:5:;@43‘.,.\.20&?‘34_“&3&&5.”

) 03 gl imis



Olaglaldg dpgdd (AA LD ) pually delialf oaaiil!
il 142 (gt sl ol i) gl el 3

dﬁ);n.” @GLMU_\LeLLoS” Q\_v)_«o d—’-’.“ﬁ 4@*)_u33.a:m:-:\:wb Ly c_ou_':-._H C\l‘m«_s).m\ 6

o pall idae

G Sl g2 Dy Ul o clasliol g Llisall ddae L3T cliel)d of chiug clyyd i .8
eyl T ol A i 5,550 e @ Lill BLay 1 s LTy eyl

ST pns Lalin Laad g dasy o Ly dadd al gVl aron] usi Lol clabeall 53 acie iyl 9
olall s gt Loy 7lias

Byl 358 clacs] ifs i dars Lle claelon 108 Lalie ol yalls] oyssat o Lle (ol 10

i yeblald Clgizr g
dglan iemis Lol dlie o Gyie 352 LSl 2 ¢l Jyl=a ¥ 1
I Eslamtiad Sle yuss as S aben Lliestl 2 Bl (a0 Led claldl paas! 2
s Y12 cle g3 o yigmy clIs oY Thd 2 cady 1] Lunaall e ¥LaY ol oy 3
clis Sl of Jud Dbl clalall e pMBY1 Joloy Gualll da,day Llisall Jywipal 4
L=l

aie il ya sae Lgigas 5yeat Sl calideall aay o187 2 LY 50,0 ¥ Sl culss yodl e sal .5
Laelsl Jgloy Alall zlide le dadintly daleall s ylacs oy Jin molal] s sd e Gyliss]
318 Aoy Lae o] pdatiiy Laud d0at) 5 lell cenniest i Lgd] wtaldy] Goled! G platly

Ol gnle A | Uaal | zemall | Gk B od ! el O peid | @) oyl | auded




Olagha g dgad (AA LD ) pually delialf ot
il 142 (gt sl ol i) gl el 3

//
1 B (A wlia IS (ol el duduS
I gl o By T Y aalll 3 phay i3l Conalonl milan do gt e oyt aie Bl
t AL o il Lgde o puitly Joledll @l Cogdin s o iligions suad Lecie malall
s ALl Caall Cagym g ¢ (LI caall) jleas)Vl caw .1
i Gladl Caall gy g (I Caall) Slest ¥ Cas el canll 2

e Alall Caall Cagyom g (V! caall) Hlessy ¥ o Jand cawall

3

Ll
vER
Iﬁ?

. Pe— Piag=
%
—_— —_—
]
e

P S R B N
s wice T EE EE BB B

S il Lgade Coyantl ole by ccnbigione sue (e 095 milal) d gl OF aad Buw Lasg
o «_UJ_U.‘ b&’gui J_t‘éb cu.ﬂ_a_” CUMH?\_?DE‘ ga.m_au_gldjj\&:u‘ﬁ‘ aay TJ..L? 4d:~‘).n S

oLty Lalas aile o yu @2 Gl (a3 aay W) I a1 ] s (e S Y O gy

S 335 Gl Awlid] dsm yodl da domy (g s ] S5t ol Zluall Caya o e Jeidiy cainl
RSN -PS A

: )9 Sl (A Bgdiall IS ole Joall AuduS
o O e il G o Hull e Bsdiall pien e cayill didee e sLgBY iy
puc g pslall in gl e 165,01 2. a2l 5lge luiSoly anlg cdy 2 Leles Casanll e
O Ao gazma e Coyaidl IA e iy alall ia ol Sle dilsmn po o i 3 Y oY1 Ut
NS PYCH Ph- I PYON | FEPRSp PPN JIPVEN L P i (REN (1Y

(D) @2 upgaid! imdo



Olaglaldg dpgdd (AA LD ) pually delialf oaaiil!

alad 142 (gt sl ol i) gl el 3
o yubald O el

ol e Jabh ¢ Jalen J€min Lo ,uill dudadl oda ciloyud e copuill salital Lle Lo,

LAl bl 31 oLen

(Word) o smill zllas malipm Bayb e molall il Gle Copuill @ b pad =1

2 Laglall gi coyeil 5 ym 5T o ¢ 3Ll Byl JEmid Canaenll (yuil] o yan anad ks -2
il s 2 daglall canfs way V) )T o pad JI JLEEY e g copuall Gl

ou e iy S5 7lide Gud (e Gy S5 (nEad pos 63,0 oyl e sl -3
olall s g1 2 = alall peslel e opaill Cayaid

Lo yall ellas ¥ CBlanss | ad iy i oyl e G831, a0 agd of cyadl e -4
e (e Sy i s Lad M yuil| ais pe Lgindlaag

ool 39i JEm b e Jaall 2 ornpaill 33T @ubad pe Joall dawg 2 oz o pall Sl =D
u:}_v)_x_ﬁ.‘bmaSMLM@uﬁojw)ﬂ‘bmJ!dﬁHMuﬁo(Udﬁdﬁ)

gy

ol 33y hay lien
Zole OLES] pos e LAIWI 2 de juadl aue oy ¢ Jaandly clalently Cig ol se |y 39 clat¥l e =7
clally sleall Fia Cagysmtl Gam Blad die oyl e oWl dalisg ¥ i LLatV g (o gyl
ondsagall cr yiall et Alegd! pd oyl e« Jiliogllg L gl ALYl iy wie -8

oyl JEm e 5 pEmd agd G Caasnll Gyl oY bl do & sl g e gell i@l -9
#(CAR ) fisdales 2 Ky C ajn s PH 2 5 g F s dalentl 3 ailensy

Fie Ll e oo yaidl Gaes conbaad Sl sl Ul (o dadles Sle oy of coidl Jle =10
N lewsg Ly clat¥|

Wl Gy gyl iamy oy @ O Juny =11

(0) 03, gl imin



Olaglaldg dpgdd (AA LD ) pually delialf oaaiil!
il 142 (gt sl ol i) gl el 3

CBlaa¥l 3am of dule o Leadaidly i yudl Calaa¥l saen saies ¥ ol coudl Ll -12
alaa¥l el ra Lyl

e Cyutll L ol o n 3._3\.9&‘:4_:. Ul 29 ccoyurdl idec jyxa g Gdaill -13
ol 2LV 3 oot 5y s oyl s e d el Jua o ] Jgmam sl
Of Juady ailas gl olia e coyaill dglee 2- an@ill 2 o patell 4280 Laglie Jaf e =14

g 99 S (B oyl 613] Sgelaae
............... 5 4 3 2 1

o gl g 3yle 1 cpslaitly elaies ¥l ane Jundy compaill @l Jaw Jal e =19

AL Qb\.ﬁé-\j iols) UJJL&S WJ} Mael



(cakas 142)) (01 5L3) Guallly deLlat|

L yialoo ¥l g pdl de sl el g ks elall i gl sl




ol o¥ 1 5ol (AA LD ) pually delialf ol

Aoldal uell| 4y oy LAY G g plukikis!
Ayl ¥

A peelon) W1 B g poud A Ldad ol | A o LAl Ao o afubiilia ) 2 (o 91 Bk o

1Bk olt aLal! A

il 142 £ rB el it ok 81 G lilallly Gkadiad| 0

o Loy doadsa Wl (o sdl Lliss e cloy S J sus gl ola caugs

s dubuadld| B14DY

0 e 3eLigayg 15ad (553 o sumsll 248 e oyl ey clie w35
Byl &30l kol ilie g8 2 (S Caall) Hleaty ¥ Caw Cagya casas 1

relId Jading uell]
(fodiscac] kol o)) sleaNicam gy~ 0O
(g«h)z2~ 0
(") igglall Lslall 5, O
L s ynestl Cagymmdl ¢ omtead Il coidasid| ade ) 3Lesi Wl Caws 2 ddlall Cagydl O

(“ua.l.&a.:d‘a.ﬂ){_ﬂjéH‘G‘F‘D‘S‘A‘\]‘K‘

kol milae Ao gl 2 (Jo¥1 aa ) 3Lean ¥ G Jiawl Caal Cagpm s 2

relld Sy uelll 45y 5day &3 0d0 Y|
ol Gle Ao latl ¢ dadilly el Ao lall of pdall pusall) Ghgyag aledle O
(Z:XcCeVeibonomag,~ «,
Y Le ¢ 7 algain ¥l Ladle ) 3L, Y Cao Jawl caall 2 4Ll 3yt O
(Z . X VBN Mt oyl ¢ < o iV iadke ¢ > e
el eilie Ao g 2 (CI Caa ) HleadyW cao el camll oy a3 3
el Jadig ualll 2 ylay 5020y
(W ecrcteycucic0cp) a9, O
([ Dot 0
sl als ey ) STy Cao Glel caall 2. Il caall ladle g by~ O
Y U O P spusstt Gagymdl « { 1Al Gusall ke ey ¢ J STHa00
(Q W (ER.T
-1-




ol o¥ 1 5ol (AA LD ) pually delialf ol
Aoldal el 4d) ay ruLat| Ao gd ol
A dend ¥

Y S S &_@MijMTd}MJ\j}\&S)Y‘wdﬁpoﬁdnq-ja\.d&%;]&i 4

Gl 142 L s (pgaald sk | ole uiSH Sliadallly Gackudiluad 023

Aadall 2 iales 20 e 5 Y de g
oumall o Lyilanl e g (ogint Laid o Lo e¥lEs st D

)0 de b 42 3o gl 0ld e it gl | Sl

Bk b | g

s gl oda 2 ciladal]
sas gl oda 2 el il
Ailazle pe el Hlg
ieculia gLa5 1 93 Lada
eenlia ol Cosna

~N o o~ W NP

.Q.JJLA:J‘ Sg‘fﬁgj_xﬁjiz.\_.zwoi)m

13ykgd ) Oldlate
oell) GG yday de Ldatl e claiad crgue &l (e ol LMl .1
REITNS SO [ D0 BN DO
(2e) Gruallly de LAl ayleadl Ly oil| Lol ool ylga oolas) .3
o gaill gllas maliy I Jsaadl le 55021 4
(Gl & ygian g adl dslasial 5



ol o¥ 1 5ol (AA LD ) pually delialf ol
Aoldal el 4d) ay ruLat| Ao gd ol

il 142 (g2t sl ol S Oliuglallfy el
e ¥
QUITCA{JUTV- Py PRV-F)

rilie 53 e Ligan T Lo Joi 0 Ui by i pall onlond] reilin il e LiyuS o L s
(Bgy e ASlgint avad gyl milie gl crais ytian ¥ (52001 Boleadl Caan Jana¥1 (ye consln]
Cran Jaaal Grall e dde Liati (o215 gy anll i Jo¥1 Cauall Wlilaeesd eI ) Jas Leaie
Cran g gyl pilie Lomg! (e AL Cruall Blliaand SleT 1 5T Lo Ll (3l ¢ jless Vi
Lialla] g2llg Cagyondl Cagian oy G Ciroall I Juaiois e JI ya7 Lacs Ll 3]y « 3Less, Yl
LBl G I Jeaied e Lis 65315 y0 LESH 3]y ¢ Send, ¥ Caus lef Crall v 4le
e Jrast riaall ! gl s « 6 paaally il (ool o cdll a2 s L] gl o Less
a1y Lo 6 peeal] gandl ) Tl 5 Yy il dm sl o el Zgad] 2 eilally g ol
o3t ey 51 038 2y (6 pesl) LAl Loyl il e o yin ! L] FEm i )
oY (gl s L1 Z (gl

Typing the Guide Keys (Home Keys) :3@,2‘@&33

e W Cas 0 Fo el eIl de Lt dgdin 2 il yuill e Bobeadl Cas ol (e Ly Lo
() ibsaill ilwlall Ladle 358 s jainls ua it odaie J KT Cagys e iyl
>E=5y18 (el ol Lal (] ) oy 390 Lleaadly (K oy (393 Glasaglly (1) Gy 393 yuatil
(S) ay> 353 yunilly (8) Loy 330 2l junislls uaiddl pusbi g fdsa s Lle
590 97 590 dm g Caadl 120 3l (e dnily (F) oy 392 bty (A) oy 352 Llaruglly
6 peasdl g il nlecadls Gl pcan 1AL (G ) oy (N) Copn Lad Contl 1008 2 Lagin on
eyl Gl

ool paiatl Gpaat (1) Lgladl A latl Ledle @llia 3Less W Cas cras adl 2 g

e dain Tl o CLa e Ly Cagyondl Gkt e (S giomy SLEST Y Cain (e Ll Ciaally
o>Laa o Ladlal Lgo caliss @GL&:—LU 4M‘Wdﬂ‘Mdﬂ‘gdw‘ctM

-3-



ol o¥ 1 5ol (AA LD ) pually delialf ol
dobidal uald Ay ylay mOLAL Aorgd plbdiil
Ayt
(") Bgladl Ao latl aadley (1) otinal I cxtlaaill JI Iladl aon Jom a1 () dosaill Al Lal
(1) paall Ladle I Jomis S|

Gl 142 L s (pgaald sk | ole uiSH Sliadallly Gackudiluad 023

1°Y Typing the Guide Keys (Home Keys):

The guide keys are located in the second row in your keyboard, The home keys are (a,
s, d, f) for left hand and (j, k, 1, ;) for the right hand.

Letter (a) is pressed by your little (fourth) finger of the left hand. Letter (s) is pressed
by the ring finger (third) of the left hand. Letter (d) is pressed by the middle (second)
finger of your left hand, and finally the letter (f) is pressed by using your left hand pointer
(first) finger.

With your right hand the sign (;) is pressed with your little (first) finger. Letter (I) is
pressed by using your ring finger (third) of the right hand. Letter (k) is pressed using the
middle (second) finger of your right hand, and finally you press letter (j) using your
pointer (first) finger of the right hand.

Typing the letters (G, H) and ()

The letter (g) is located on the right hand side of letter (f). It is pressed by using your
left hand side pointer (the first left hand finger).

The letter (h) is found on the left hand side of letter (j). It is pressed by using your
right hand side pointer (the first tight hand finger).

The sign (') is found on the right hand side of sign (;). It is pressed by using your right
hand by your little (first) finger.

Typing capital letters

Capital letters are typed by pressing the (SHIFT) key simultaneously with the desired
letter. There are two (SHIFT) keys in the far left and right of the first raw. The left
(SHIFT) key is pressed by the left hand little finger, while the right (SHIFT) keys are used
interchangeably with the letter key i.e., if the key is pressed by the right hand finger, the
(SHIFT) key should be pressed by the little finger of the left hand and vise versa.

When you press the (SHIFT) key with your little finger keep the other three fingers on
their normal home keys. Return your little finger back immedately after striking the
required letter key.

The capital letters and signs on the home keys are (A, S, D, F and G) for left hand and
(J, K, L, : and H, ") for the right hand.
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In the case of typing a word or several words totally in capital letters it would be
better to use the (CAPS LOCK) key by your left hand little fibger in the left-end of the
Guide row, Pressing the (CAPS LOCK) key will shift all the letters from the small mode

to the capital mode. After typing the required word or words in capital mode, press the
CAPS LOCK key again to shift the letters to their normal.
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Exercises on typing the Guide Keys

: QI
FESPSPN, (I I P | O P B |
Uasell slese ool oW1 ls ccliads 1 Gyl il s M Jaod Yo iy e Lty p5m .2
obo ¥ 3L el (9 patel) pus Vb Cytl sl 3
clalgl bl iy 4
Crgllall (o pamdl o yad o s ety Y Grs e Lgilens ) claslos i aed WD
Copondl oy e 33033 0T Jolomg ¢ ¥ gy @igd S Lan¥ 315 gyl iy dey o 6
il
Crag i 4y 935 (GO Byl s )5 e Bl 5y e Cagymll iy 2y O Yyl 7

Les (Ctrl + Shift) _>liie (e daically dpdondl Gl ) Glisall 4b5e o> .8

Instructions :
1. Sit opposite the keyboard correctly.
Place your fingers on the guide keys as explained before.
Hang your thumbs on the space par.
Try to think about the correct positions of each key.

o &~

Do not bother yourself if you made a mistake to avoid making more mistakes.
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Type the following in (10) lines:

ffff dddd ssss aaaa jjjj kkkk I ;;;;
ffff dddd ssss aaaa jjjj kkkk I ;;;;
ffff dddd ssss aaaa jjjj kkkk I ;;;;
ffff dddd ssss aaaa jjjj kkkk M ;;;;
ffff dddd ssss aaaa jjjj kkkk I ;;;;
ffff dddd ssss aaaa jjjj kkkk I ;;;;
ffff dddd ssss aaaa jjjj kkkk M ;;;;
ffff dddd ssss aaaa jjjj kkkk I ;;;;
ffff dddd ssss aaaa jjjj kkkk I ;;;;
ffff dddd ssss aaaa jjjj kkkk I ;;;;

Exercise NO. (2) ok cdyded!
S Al Ll 1y e e yerme JE0 s cllise o)l Lem)b il 5,80 2 L Lo casl

rBg il e ol ¥l QBLS o
Type the following in (10) lines:

ffff jjjj dddd kkkk ssss Il aaaa ;;;;
ffff jjjj dddd kkkk ssss Il aaaa ;;;;
ffff jjjj dddd kkkk ssss Il aaaa ;;;;
ffff jjjj dddd kkkk ssss Il aaaa ;;;;
ffff jjjj dddd kkkk ssss Il aaaa ;;;;
ffff jjjj dddd kkkk ssss Il aaaa ;;;;
ffff jjjj dddd kkkk ssss Il aaaa ;;;;
ffff jjjj dddd kkkk ssss Il aaaa ;;;;
ffff jjjj dddd kkkk ssss Il aaaa ;;;;
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Type the following in (10) lines:

fdsa jkl; fdsa jkl; fdsa jkl; fdsa jkl;
fdsa jkl; fdsa jkl; fdsa jkl; fdsa jkl;
fdsa jkl; fdsa jkl; fdsa jkl; fdsa jkl;
fdsa jkl; fdsa jkl; fdsa jkl; fdsa jkl;
fdsa jkl; fdsa jkl; fdsa jkl; fdsa jkl;
fdsa jkl; fdsa jkl; fdsa jkl; fdsa jkl;
fdsa jkl; fdsa jkl; fdsa jkl; fdsa jkl;
fdsa jkl; fdsa jkl; fdsa jkl; fdsa jkl;
fdsa jkl; fdsa jkl; fdsa jkl; fdsa jkl;
fdsa jkl; fdsa jkl; fdsa jkl; fdsa jkl;

Exercise NO. (4) gy o yeleidf
S Al L 1,23 e e germe J€o s clblise )T Les )b il 5,80 2L Le casl

rBg ol e polo Y @Bl o
Type the following in (10) lines:

sadf ;lkj asdf ;lkj asdf ;lkj asdf ;lkj
sadf ;lkj asdf ;lkj asdf ;lkj asdf ;lkj
sadf ;lkj asdf ;lkj asdf ;lkj asdf ;lkj
sadf ;lkj asdf ;lkj asdf ;lkj asdf ;lkj
sadf ;lkj asdf ;lkj asdf ;lkj asdf ;lkj
sadf ;lkj asdf ;lkj asdf ;lkj asdf ;lkj
sadf ;lkj asdf ;lkj asdf ;lkj asdf ;lkj
sadf ;lkj asdf ;lkj asdf ;lkj asdf ;lkj
sadf ;lkj asdf ;lkj asdf ;lkj asdf ;lkj
sadf ;lkj asdf ;lkj asdf ;lkj asdf ;lkj



ol o¥ 1 5ol (AA LD ) pually delialf ol
Aoldal el 4d) ay ruLat| Ao gd ol
A dend ¥
Exercise No. (5) wolstd | ot sl
dl).’a.gu;y‘ @t&)‘#tﬂ&wd& MQ&M@)T?&JBPTB}J&C%& LA&T,:&‘

Gl 142 L s (pgaald sk | ole uiSH Sliadallly Gackudiluad 023

Type the following in (10) lines:

jafa jafa dads kads Isfj Isfj kads ;a;f
jafa jafa dads kads |Isfj Isfj kads ;a;f
jafa jafa dads kads Isfj Isfj kads ;a;f
jafa jafa dads kads Isfj Isfj kads ;a;f
jafa jafa dads kads Isfj Isfj kads ;a;f
jafa jafa dads kads Isfj Isfj kads ;a;f
jafa jafa dads kads Isfj Isfj kads ;a;f
jafa jafa dads kads |Isfj Isfj kads ;a;f
jafa jafa dads kads Isfj Isfj kads ;a;f
jafa jafa dads kads Isfj Isfj kads ;a;f

Exercise No. (6) (ywaluud | oty |
S Al Ll 1y e e yerme JE0 s cllise o)l Lem)b il 5,80 2 L Lo casl

rBgymll e ol ¥l QLS o
Type the following in (10) lines:

aajj aajj sskk sskk ddil ddll ff;; ff;;
aajj aajj sskk sskk ddil ddll ff;; ff;;
aajj aajj sskk sskk ddll ddil ff;; ff;;
aajj aajj sskk sskk ddil ddll ff;; ff;;
aajj aajj sskk sskk ddil ddll ff;; ff;;
aajj aajj sskk sskk ddll ddil ff;; ff;;
aajj aajj sskk sskk ddil ddll ff;; ff;;
aajj aajj sskk sskk ddil ddll ff;; ff;;
aajj aajj sskk sskk ddll ddil ff;; ff;;
aajj aajj sskk sskk ddil ddll ff;; ff;;

-9-



ol o¥ 1 5ol (AA LD ) pually delialf ol
Aoldal el 4d) ay ruLat| Ao gd ol
A dend ¥
Exercise NO. (7)  gudbuiad | et yubeld |
dl).’a.gu;y‘ @t&)‘#tﬂ&wd& MQ&M@)T?&JBPTB}J&C%& LA&T,:&‘

Gl 142 L s (pgaald sk | ole uiSH Sliadallly Gackudiluad 023

Type the following in (10) lines:

ajaj ajaj sksk sksk didl didl f;f; ff;
ajaj ajaj sksk sksk didl dlidl f;f; f;f;
ajaj ajaj sksk sksk didl dldl f;f; ff;
ajaj ajaj sksk sksk didl didl f;f; ff;
ajaj ajaj sksk sksk didl dlidl f;f; f;f;
ajaj ajaj sksk sksk didl dldl f;f; ff;
ajaj ajaj sksk sksk dlidl dldl f;f; ff;
ajaj ajaj sksk sksk didl dlidl f;f; f;f;
ajaj ajaj sksk sksk didl dldl f;f; ff;
ajaj ajaj sksk sksk didl dldl f;f; ff;

Exercise No. (8) ol oyl
S Al Ll 1y e e yerme JE0 s cllise o)l Lem)b il 5,80 2 L Lo casl

rBgymll e ol ¥l QLS o
Type the following in (10) lines:

fasd kaka KklIkl jafl fasd kaka klkl jafl
fasd kaka klIkl jafl fasd kaka klIkl jafl
fasd kaka klIkl jafl fasd kaka KIkl jafl
fasd kaka KklIkl jafl fasd kaka klkl jafl
fasd kaka klIkl jafl fasd kaka klIkl jafl
fasd kaka klIkl jafl fasd kaka KIkl jafl
fasd kaka KklIkl jafl fasd kaka klkl jafl
fasd kaka klIkl jafl fasd kaka klIkl jafl
fasd kaka klIkl jafl fasd kaka KIkl jafl
fasd kaka KkIkl jafl fasd kaka klkl jafl
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ol o¥ 1 5ol (AA LD ) pually delialf ol
Aoldal el 4d) ay ruLat| Ao gd ol
A dend ¥
Exercise No. (9) gubeid! ouyaeldf
(_;1)"4'“”3” @t&)‘#tﬂ&wd& MQ&M@)T?&JB@TB}J&C%& LA&T,:&‘

Gl 142 L s (pgaald sk | ole uiSH Sliadallly Gackudiluad 023

Type the following in (10) lines:

kad kad fal fal jaf jaf lad Ilad
kad kad fal fal jaf jaf lad lad
kad kad fal fal jaf jaf lad lad
kad kad fal fal jaf jaf lad lad
kad kad fal fal jaf jaf lad lad
kad kad fal fal jaf jaf lad lad
kad kad fal fal jaf jaf lad Ilad
kad kad fal fal jaf jaf lad lad
kad kad fal fal jaf jaf lad lad
kad kad fal fal jaf jaf lad Ilad

Exercise No. (10)  pdilad! od yueld|
S Al Ll 1y e e yerme JE0 s cllise o)l Lem)b il 5,80 2 L Lo casl

rBgymll e ol ¥l QLS o
Type the following in (10) lines:

ads adds daf fad lak jak jlsjdl
ads adds daf fad lak jak jlsjdl
ads adds daf fad lak jak jlsjdl
ads adds daf fad lak jak jlsjdl
ads adds daf fad lak jak jlsjdl
ads adds daf fad lak jak jlsjdl
ads adds daf fad lak jak jlsjdl
ads adds daf fad lak jak jlsjdl
ads adds daf fad lak jak jlsjdl
ads adds daf fad lak jak jlsjdl
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ol o¥ 1 5ol (AA LD ) pually delialf ol
Aoldal el 4d) ay ruLat| Ao gd ol
A dend ¥
Exercise No. (11) s $akaut | o gl
dl).’a.gu;y‘ @t&)‘#tﬂ&wd& MQ&M@)T?&JBPTB}J&C%& LA&T,:&‘

Gl 142 L s (pgaald sk | ole uiSH Sliadallly Gackudiluad 023

Type the following in (10) lines:

gghh gghh ghgh ghgh gggg hhhh ghgh hghg
gghh gghh ghgh ghgh gggg hhhh ghgh hghg
gghh gghh ghgh ghgh gggg hhhh ghgh hghg
gghh gghh ghgh ghgh gggg hhhh ghgh hghg
gghh gghh ghgh ghgh gggg hhhh ghgh hghg
gghh gghh ghgh ghgh gggg hhhh ghgh hghg
gghh gghh ghgh ghgh gggg hhhh ghgh hghg
gghh gghh ghgh ghgh gggg hhhh ghgh hghg
gghh gghh ghgh ghgh gggg hhhh ghgh hghg
gghh gghh ghgh ghgh gggg hhhh ghgh hghg

Exercise NO. (12) pdis ol oyl
Sl Ll 1, e e yeme JEm v il o)l Lem)b i 5,80 2 L Lo cass

rBgymll e ol ¥l QLS o
Type the following in (10) lines:

has had gas gad has had gas dad
has had gas gad has had gas dad
has had gas gad has had gas dad
has had gas gad has had gas dad
has had gas gad has had gas dad
has had gas gad has had gas dad
has had gas gad has had gas dad
has had gas gad has had gas dad
has had gas gad has had gas dad
has had gas gad has had gas dad
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ol o¥ 1 5ol (AA LD ) pually delialf ol
Aoldal el 4d) ay ruLat| Ao gd ol
A dend ¥
Exercise No. (13) s S oyt
(_;1)"4'“”3” @t&)‘#tﬂ&wd& MQ&M@)T?&JB@TB}J&C%& LA&T,:&‘

Gl 142 L s (pgaald sk | ole uiSH Sliadallly Gackudiluad 023

Type the following in (10) lines:

gas sad half hal gas sad half hal
gas sad half hal gas sad half hal
gas sad half hal gas sad half hal
gas sad half hal gas sad half hal
gas sad half hal gas sad half hal
gas sad half hal gas sad half hal
gas sad half hal gas sad half hal
gas sad half hal gas sad half hal
gas sad half hal gas sad half hal
gas sad half hal gas sad half hal

Exercise NO. (14) s ad! o oyl
S Al Ll 1y e e yerme JE0 s cllise o)l Lem)b il 5,80 2 L Lo casl

rBgymll e ol ¥l QLS o
Type the following in (10) lines:

hall glad halk jass hall glad halk jass
hall glad halk jass hall glad halk jass
hall glad halk jass hall glad halk jass
hall glad halk jass hall glad halk jass
hall glad halk jass hall glad halk jass
hall glad halk jass hall glad halk jass
hall glad halk jass hall glad halk jass
hall glad halk jass hall glad halk jass
hall glad halk jass hall glad halk jass
hall glad halk jass hall glad halk jass
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ol o¥ 1 5ol (AA LD ) pually delialf ol
Aoldal el 4d) ay ruLat| Ao gd ol
A dend ¥
Exercise NO. (15) ydis (ol | oyl
(_;1)"4'“”3” @t&)‘#tﬂ&wd& MQ&M@)T?&JB@TB}J&C%& LA&T,:&‘

Gl 142 L s (pgaald sk | ole uiSH Sliadallly Gackudiluad 023

Type the following in (10) lines:

Lfif Jaja Kdkd Ghgh Akak Slsl Dhdh FIfl Hghg
Lfif Jaja Kdkd Ghgh Akak Slsl Dhdh FIfl Hghg
Lfif Jaja Kdkd Ghgh Akak Slsl Dhdh FIfl Hghg
Lfif Jaja Kdkd Ghgh Akak Slsl Dhdh FIfl Hghg
Lfif Jaja Kdkd Ghgh Akak Slsl Dhdh FIfl Hghg
Lfif Jaja Kdkd Ghgh Akak Slsl Dhdh FIfl Hghg
Lfif Jaja Kdkd Ghgh Akak Slsl Dhdh FIfl Hghg
Lfif Jaja Kdkd Ghgh Akak Slsl Dhdh FIfl Hghg
Lfif Jaja Kdkd Ghgh Akak Slsl Dhdh FIfl Hghg
Lfif Jaja Kdkd Ghgh Akak Slsl Dhdh FIfl Hghg

Exercise NO. (16) s it | i yubeid
Sl Ll 1y e e yeme J€0 s cillise o)l Les)b il 5,80 2L Le casl

rBg il e ol ¥l QBLS o
Type the following in (10) lines:

All Sad Dad Fall Gad Had Jass Kad Lala
All Sad Dad Fall Gad Had Jass Kad Lala
All Sad Dad Fall Gad Had Jass Kad Lala
All Sad Dad Fall Gad Had Jass Kad Lala
All Sad Dad Fall Gad Had Jass Kad Lala
All Sad Dad Fall Gad Had Jass Kad Lala
All Sad Dad Fall Gad Had Jass Kad Lala
All Sad Dad Fall Gad Had Jass Kad Lala
All Sad Dad Fall Gad Had Jass Kad Lala
All Sad Dad Fall Gad Had Jass Kad Lala
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ol o¥ 1 5ol (AA LD ) pually delialf ol
Aoldal el 4d) ay ruLat| Ao gd ol
A dend ¥
Exercise No. (17) pdis autlcad | ot yuleld
dl).’a.gu;y‘ @t&)‘#tﬂ&wd& MQ&M@)T?&JBPTB}J&C%& LA&T,:&‘

Gl 142 L s (pgaald sk | ole uiSH Sliadallly Gackudiluad 023

Type the following in (10) lines:

Sa'ad Faha'ad Jasa's "Dad" "Lafa" :;:;
Sa'ad Faha'ad Jasa's "Dad" "Lafa" :;;
Sa'ad Faha'ad Jasa's "Dad" "Lafa" :;:;
Sa'ad Faha'ad Jasa's "Dad" "Lafa" :;:;
Sa'ad Faha'ad Jasa's "Dad" "Lafa" :;;
Sa'ad Faha'ad Jasa's "Dad" "Lafa" :;:;
Sa'ad Faha'ad Jasa's "Dad" "Lafa" :;:;
Sa'ad Faha'ad Jasa's "Dad" "Lafa" :;:;
Sa'ad Faha'ad Jasa's "Dad" "Lafa" :;:;
Sa'ad Faha'ad Jasa's "Dad" "Lafa" :;:;

Exercise No. (18) s (olildf o yubildf
S Al Ll 1y e e yerme JE0 s cllise o)l Lem)b il 5,80 2 L Lo casl

rBgymll e ol ¥l QLS o
Type the following in (10) lines:

Aa Ss Dd Ff Gg Hh J Kk LI
Aa Ss Dd F Gg Hh J Kk LI :; ™ '
Aa Ss Dd FH Gg Hh J Kk LI :; "'
Aa Ss Dd Ff Gg Hh J Kk LI
Aa Ss Dd F Gg Hh J Kk LI :; ™ '
Aa Ss Dd FH Gg Hh J Kk LI :; ™'
Aa Ss Dd Ff Gg Hh J Kk LI
Aa Ss Dd F Gg Hh J Kk LI :; ™ '
Aa Ss Dd FH Gg Hh J Kk LI :; "'
Aa Ss Dd Ff Gg Hh J Kk LI
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ol o¥ 1 5ol (AA LD ) pually delialf ol
Aoldal el 4d) ay ruLat| Ao gd ol
A dend ¥

//—

2" Typing The first Row:

Gl 142 L s (pgaald sk | ole uiSH Sliadallly Gackudiluad 023

e The letter (z) is pressed by using your left hand little finger.
e The letter (x) is pressed by using your left hand ring finger.
e The letter (c) is pressed by using your left hand middle finger.

e The letters (v) and (b) are pressed by using your left hand pointer (the first
finger); These letters are pressed by moving your left hand pointer down to the
right. Strike the required key and return your finger back immediately to the (f)
key on the guide keys raw

e The sign (/)is pressed by using your right hand little finger .
e The full stop (.) (the period) is pressed by using your right hand ring finger.
e The comma (,) is pressed by using your right hand middle finger.

e The letters (n) and (m) are pressed by using your right hand pointer (the first
finger). These letters are pressed by moving your right hand pointer down to the
left. Strike the required key and return your finger back immediately to the (J)
key on the home keys raw.

Typing capital letters

Capital letters are typed by pressing the (SHIFT) key simultaneously with the desired
letter. There are two (SHIFT) keys in the far left and right of the first raw. The left
(SHIFT) key is pressed by the left hand little finger, while the right (SHIFT) keys are used
interchangeably with the letter key i.e., if the key is pressed by the right hand finger, the
(SHIFT) key should be pressed by the little finger of the left hand and vise versa.

When you press the (SHIFT) key with your little finger keep the other three fingers on
their normal home keys. Return your little finger back immedately after striking the
required letter key.

The capital letters and signs on the first Row are (Z, X, C, V and B) for left hand and
(N, M, L, the less than sign (<), the greateer than sign (>) and the question mark (?)) for
the right hand.

In the case of typing a word or several words totally in capital letters it would be
better to use the (CAPS LOCK) key by your left hand little fibger in the left-end of the
Guide row, Pressing the (CAPS LOCK) key will shift all the letters from the small mode
to the capital mode. After typing the required word or words in capital mode, press the
CAPS LOCK key again to shift the letters to their normal.
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Gl 142 L s (pgaald sk | ole uiSH Sliadallly Gackudiluad 023

Exercises on typing the first Row

: Q3|
emmatl Ll s

|

Ll SLEs3 ¥ Gas Chgy 035 @ oof caall 1208 e oyslaslly T ¥
Uil sleae ool yacs W1 ls cclinds 1 L yo ol o Jasd Yo cloads cya L1y oy
b ¥ 3L cl i (93 patidel] s Vb oyl Gy |

gl daleall Gy

sl (ol oy o by SLER3, Y s e (il J] claslin] e

Gyl oy e 35as o Syl g ¢ pa¥l 1igy ings S Lany SO Bg s de yw
al

Oy g 4 yiny g% (G| Byl s )5 e bl 5y e gyl cliyun 2 i o Syl 8

~N o o b~ W N

Les (Ctrl + Shift) _>liis ole daically fjadondl Gl ) Glhsall yise Joo .9

Instructions :
1. Sit opposite the keyboard correctly.
Place your fingers on the guide keys as explained before.
Hang your thumbs on the space par.
Try to think about the correct positions of each key.

a M N

Do not bother yourself if you made a mistake to avoid making more mistakes.
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ol o¥ 1 5ol (AA LD ) pually delialf ol
Aoldal el 4d) ay ruLat| Ao gd ol
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Exercise No. (19) s awleldf oyt
dl).’a.gu;y‘ @t&)‘#tﬂ&wd& MQ&M@)T?&JBPTB}J&C%& LA&T,:&‘

Gl 142 L s (pgaald sk | ole uiSH Sliadallly Gackudiluad 023

Type the following in (10) lines:

mv mv nb nb mv mv nb nb
mv mv nb nb mv mv nb nb
mv mv nb nb mv mv nb nb
mv mv nb nb mv mv nb nb
mv mv nb nb mv mv nb nb
mv mv nb nb mv mv nb nb
mv mv nb nb mv mv nb nb
mv mv nb nb mv mv nb nb
mv mv nb nb mv mv nb nb
mv mv nb nb mv mv nb nb

Exercise NO. (20) (9 pdiad! o yueld
S Al Ll 1y e e yerme JE0 s cllise o)l Lem)b il 5,80 2 L Lo casl

rBgymll e ol ¥l QLS o
Type the following in (10) lines:

gmhv gnhb gmhv gnhb gngm hvhb
gmhv gnhb gmhv gnhb gngm hvhb
gmhv gnhb gmhv gnhb gngm hvhb
gmhv gnhb gmhv gnhb gngm hvhb
gmhv gnhb gmhv gnhb gngm hvhb
gmhv gnhb gmhv gnhb gngm hvhb
gmhv gnhb gmhv gnhb gngm hvhb
gmhv gnhb gmhv gnhb gngm hvhb
gmhv gnhb gmhv gnhb gngm hvhb
gmhv gnhb gmhv gnhb gngm hvhb
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ol o¥ 1 5ol (AA LD ) pually delialf ol
Aoldal el 4d) ay ruLat| Ao gd ol
A dend ¥
Exercise NO. (21) 9 pdiadfg Sakout | ol yulid
dl).’a.gu;y‘ @t&)‘#tﬂ&wd& MQ&M@)T?&JBPTB}J&C%& LA&T,:&‘

Gl 142 L s (pgaald sk | ole uiSH Sliadallly Gackudiluad 023

Type the following in (10) lines:

mcemx ncnx mcmx ncnx mcmx ncnx mcmx ncnx
mcémx ncnx mcmx ncnx mcmx ncnx mcmx ncnx
memx ncnx mcmx ncnx mcmx ncnx mcmx ncnx
mcemx ncnx mcmx ncnx mcmx ncnx mcmx ncnx
mcémx ncnx mcmx ncnx mcmx ncnx mcmx ncnx
mcémx ncnx mcmx ncnx mcmx ncnx mcmx ncnx
mcémx ncnx mcmx ncnx mcmx ncnx mcmx ncnx
mcémx ncnx mcmx ncnx mcmx ncnx mcmx ncnx
mcémx ncnx mcmx ncnx mcmx ncnx mcmx ncnx
mcémx ncnx mcmx ncnx mcmx ncnx mcmx ncnx

Exercise No. (22) (9 pdiallg oIl oul o
S Al Ll 1y e e yerme JE0 s cllise o)l Lem)b il 5,80 2 L Lo casl

rBgymll e ol ¥l QLS o
Type the following in (10) lines:

hzhz kzkz 1lzlz gzgz hzhz kzkz Izlz gzgz
hzhz kzkz 1Izlz gzgz hzhz kzkz Izlz gzgz
hzhz kzkz lzlz gzgz hzhz kzkz lzlz gzgz
hzhz kzkz 1lzlz gzgz hzhz kzkz Izlz gzgz
hzhz kzkz 1lzlz gzgz hzhz kzkz Izlz gzgz
hzhz kzkz lzlz gzgz hzhz kzkz lzlz gzgz
hzhz kzkz 1lzlz gzgz hzhz kzkz Izlz gzgz
hzhz kzkz 1lzlz gzgz hzhz kzkz Izlz gzgz
hzhz kzkz lzlz gzgz hzhz kzkz lzlz gzgz
hzhz kzkz 1zlz gzgz hzhz kzkz Izlz gzgz
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Exercise No. (23) g9 pdiad!g S oyl
(_;1)"4'“”3” @t&)‘#tﬂ&wd& MQ&M@)T?&JB@TB}J&C%& LA&T,:&‘

Gl 142 L s (pgaald sk | ole uiSH Sliadallly Gackudiluad 023

Type the following in (10) lines:

Hz Gz Fx Lc Kv Ab Sn Dm
Hz Gz Fx Lc Kv Ab Sn Dm
Hz Gz Fx Lc Kv Ab Sn Dm
Hz Gz Fx Lc Kv Ab Sn Dm
Hz Gz Fx Lc Kv Ab Sn Dm
Hz Gz Fx Lc Kv Ab Sn Dm
Hz Gz Fx Lc Kv Ab Sn Dm
Hz Gz Fx Lc Kv Ab Sn Dm
Hz Gz Fx Lc Kv Ab Sn Dm
Hz Gz Fx Lc Kv Ab Sn Dm

Exercise NO. (24) g pad|g af | ot yubeld
I a1 Ll 1,52 o e garme JE aay olblis oyl LEo)l5 el 5 )0 2Ly L sl
rBgymll e ol ¥l QLS o
Type the following in (10) lines:

Man Sand Man Sand Man Sand
Man Sand Man Sand Man Sand
Man Sand Man Sand Man Sand
Man Sand Man Sand Man Sand
Man Sand Man Sand Man Sand
Man Sand Man Sand Man Sand
Man Sand Man Sand Man Sand
Man Sand Man Sand Man Sand
Man Sand Man Sand Man Sand
Man Sand Man Sand Man Sand
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Type the following in (10) lines:

Dana Dank Hard Sand Land Shad Snas
Dana Dank Hard Sand Land Shad Snas
Dana Dank Hard Sand Land Shad Snas
Dana Dank Hard Sand Land Shad Snas
Dana Dank Hard Sand Land Shad Snas
Dana Dank Hard Sand Land Shad Snas
Dana Dank Hard Sand Land Shad Snas
Dana Dank Hard Sand Land Shad Snas
Dana Dank Hard Sand Land Shad Snas
Dana Dank Hard Sand Land Shad Snas

Exercise NO. (26) (9 st 9 ot | i yubeid
S Al Ll 1y e e yerme JE0 s cllise o)l Lem)b il 5,80 2 L Lo casl
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Type the following in (10) lines:

and man dad fans and man dad fans
and man dad fans and man dad fans
and man dad fans and man dad fans
and man dad fans and man dad fans
and man dad fans and man dad fans
and man dad fans and man dad fans
and man dad fans and man dad fans
and man dad fans and man dad fans
and man dad fans and man dad fans
and man dad fans and man dad fans
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Type the following in (10) lines:

hang band san vans hang band san vans
hang band san vans hang band san vans
hang band san vans hang band san vans
hang band san vans hang band san vans
hang band san vans hang band san vans
hang band san vans hang band san vans
hang band san vans hang band san vans
hang band san vans hang band san vans
hang band san vans hang band san vans
hang band san vans hang band san vans

Exercise NO. (28) (g pdiadlg Halild! o yubeld
Sl Ll 1, e e yeme JEm v il o)l Lem)b i 5,80 2 L Lo cass

rBgymll e ol ¥l QLS o
Type the following in (10) lines:

han flash can nan cad han flash can nan cad
han flash can nan cad han flash can nan cad
han flash can nan cad han flash can nan cad
han flash can nan cad han flash can nan cad
han flash can nan cad han flash can nan cad
han flash can nan cad han flash can nan cad
han flash can nan cad han flash can nan cad
han flash can nan cad han flash can nan cad
han flash can nan cad han flash can nan cad
han flash can nan cad han flash can nan cad
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Type the following in (10) lines:

Zas
Zas
Zas
Zas
Zas
Zas
Zas
Zas
Zas
Zas

zach
zach
zach
zach
zach
zach
zach
zach
zach
zach

zag
zag
zag
zag
zag
zag
zag
zag
zag
zag

ZaX
ZaX
ZaX
ZaX
ZaX
ZaX
ZaX
ZaX
ZaX
ZaX

jax
jax
jax
jax
jax
jax
jax
jax
jax
jax

fax
fax
fax
fax
fax
fax
fax
fax
fax
fax

nas
nas
nas
nas
nas
nas
nas
nas
nas
nas

Exercise NO. (30) g9k oyl

(_;1)"4'“”3” @t&)‘#tﬂ&wd&J@Q&M@)ngupizﬂcgéﬁ LA&T,:&‘
189yl le bV @315

Type the following in (10) lines:

Van/vans man/dad land/sand
Van/vans man/dad land/sand
Van/vans man/dad land/sand
Van/vans man/dad land/sand
Van/vans man/dad land/sand
Van/vans man/dad land/sand
Van/vans man/dad land/sand
Van/vans man/dad land/sand
Van/vans man/dad land/sand
Van/vans man/dad land/sand
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Type the following in (10) lines:

dad, mad, cam, ...,
dad, mad, cam, ...,
dad, mad, cam, ...,
dad, mad, cam, ...,
dad, mad, cam, ...,
dad, mad, cam, ...,
dad, mad, cam, ...,
dad, mad, cam, ...,
dad, mad, cam, ...,
dad, mad, cam, ...,

Exercise NO. (32) ami9kit1g oL oyl
S Al L 1,23 e e germe J€o s clblise )T Les )b il 5,80 2L Le casl

rBg ol e polo Y @Bl o
Type the following in (10) lines:

Man? Fax? C>B A<B A<C
Man? Fax? C>B A<B A<C
Man? Fax? C>B A<B A<C
Man? Fax? C>B A<B A<C
Man? Fax? C>B A<B A<C
Man? Fax? C>B A<B A<C
Man? Fax? C>B A<B A<C
Man? Fax? C>B A<B A<C
Man? Fax? C>B A<B A<C
Man? Fax? C>B A<B A<C
_25_
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e The letter (q) is pressed by using your left hand little finger.
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e The letter (w) is pressed by using your left hand ring finger.
e The letter (e) is pressed by using your left hand middle finger.

e The letters (r) and (t) are pressed by using your left hand pointer (the first
finger); These letters are pressed by moving your left hand pointer up to the left
from letters (f and g). Strike the required key and return your finger back
immediately to the (f) key on the guide keys raw

e The sings ([ and ] ) is pressed by using your left hand little finger; these sings
are pressed by moving your left hand little finger up to the right.

e The letter (p) is pressed by using your right hand little finger .
e The letter (0) is pressed by using your right hand ring finger.
e The letter (i) is pressed by using your right hand middle finger.

e The letters (u) and (y) are pressed by using your right hand pointer (the first
finger). These letters are pressed by moving your right hand pointer up to the
left. Strike the required key and return your finger back immediately to the (J)
key on the home keys raw.

Typing capital letters

Capital letters are typed by pressing the (SHIFT) key simultaneously with the desired
letter. There are two (SHIFT) keys in the far left and right of the first raw. The left
(SHIFT) key is pressed by the left hand little finger, while the right (SHIFT) keys are used
interchangeably with the letter key i.e., if the key is pressed by the right hand finger, the
(SHIFT) key should be pressed by the little finger of the left hand and vise versa.

When you press the (SHIFT) key with your little finger keep the other three fingers on
their normal home keys. Return your little finger back immedately after striking the

required letter key.

The capital letters and signs on the third row are (Q, W, E, R and T) for left hand and
(Y, U, I, O, P, the sign { and the sign } ) for the right hand.

In the case of typing a word or several words totally in capital letters it would be
better to use the (CAPS LOCK) key by your left hand little fibger in the left-end of the
Guide row, Pressing the (CAPS LOCK) key will shift all the letters from the small mode
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to the capital mode. After typing the required word or words in capital mode, press the
CAPS LOCK key again to shift the letters to their normal.
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Exercises on typing the third row

¢ Q3L
FESISUPN | IO PN | ON P

|

Ll SLEnt ¥ Gas gy 35 @ oof caall 1208 e oysbanlly T ¥
Uzl sle s Gl pdacs ¥ Gls el 1 Uik ol a3 Jass Y clads (e Lily oy
ol ¥ Bl w3 g paliel] guo Yl oyl |

lalgls daledl Oy

sl Byl oy o b SLEm3, Y s e (il J] laslio] e

oyl s e 35 o Jalomg « pe¥! gy @igi DLa Lasy S Byl iy de yu
sl

Crag i duyng s (21 oyl sy g B g 3y e gyl cliyn 2 s o Jol> .8

N o g B W N

Lee (Ctrl + Shift) Lalize Lle daially 25los¥ 221 ] LBl d5e Jo 9

Instructions :
1. Sit opposite the keyboard correctly.
Place your fingers on the guide keys as explained before.
Hang your thumbs on the space par.
Try to think about the correct positions of each key.

o &~ P

Do not bother yourself if you made a mistake to avoid making more mistakes.

@ & * [ * Bac
S NS Y S O S ==
I G Y | I
= = = | o | - = E ~Hi=011 =
N 3 e o e I I
= J = D Y

cl By MNi <
i b o 1)
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Type the following in (10) lines:

ur ur ur ur urty uryt uryt uryt
ur ur ur ur urty uryt uryt uryt
ur ur ur ur urty uryt uryt uryt
ur ur ur ur urty uryt uryt uryt
ur ur ur ur urty uryt uryt uryt
ur ur ur ur urty uryt uryt uryt
ur ur ur ur urty uryt uryt uryt
ur ur ur ur urty uryt uryt uryt
ur ur ur ur urty uryt uryt uryt
ur ur ur ur urty uryt uryt uryt

Exercise NO. (34) g g a1 oty
S Al LB 1 ,ea3 e e yerme J€o s clblise )T Les )b il 5,80 2L Le cassl

Type the following in (10) lines:

euro euro euro euro €euro euro euro €euro
euro €euro euro euro euro euro euro euro
euro euro euro euro €euro euro euro €euro
euro euro euro euro €euro euro euro €euro
euro €euro euro euro euro euro euro euro
euro euro euro euro €euro euro euro euro
euro euro euro euro €euro euro euro €euro
euro €euro euro euro €euro euro euro euro
euro euro euro euro €euro euro euro €euro
euro euro euro euro €euro euro euro €euro
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Type the following in (10) lines:

we are busy
we are busy
we are busy
we are busy
we are busy
we are busy
we are busy
we are busy
we are busy
we are busy

we are busy
we are busy
we are busy
we are busy
we are busy
we are busy
we are busy
we are busy
we are busy
we are busy

we are busy
we are busy
we are busy
we are busy
we are busy
we are busy
we are busy
we are busy
we are busy
we are busy

we are busy
we are busy
we are busy
we are busy
we are busy
we are busy
we are busy
we are busy
we are busy
we are busy

Exercise No. (36) (gm9kit1g yus bl oyl
S Al Ll 1y e e yerme JE0 s cllise o)l Lem)b il 5,80 2 L Lo casl

rBgymll e ol ¥l QLS o
Type the following in (10) lines:

keep quite in your class room
keep quite in your class room
keep quite in your class room
keep quite in your class room
keep quite in your class room
keep quite in your class room
keep quite in your class room
keep quite in your class room
keep quite in your class room
keep quite in your class room

keep quite in your class room
keep quite in your class room
keep quite in your class room
keep quite in your class room
keep quite in your class room
keep quite in your class room
keep quite in your class room
keep quite in your class room
keep quite in your class room
keep quite in your class room
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Type the following in (10) lines:

the little cat under the table.
the little cat under the table.
the little cat under the table.
the little cat under the table.
the little cat under the table.
the little cat under the table.
the little cat under the table.
the little cat under the table.
the little cat under the table.
the little cat under the table.

the little cat under the table.
the little cat under the table.
the little cat under the table.
the little cat under the table.
the little cat under the table.
the little cat under the table.
the little cat under the table.
the little cat under the table.
the little cat under the table.
the little cat under the table.

Exercise No. (38) g9kt 1g Galildf ou yuld

S Al Ll 1y e e yerme JE0 s cllise o)l Lem)b il 5,80 2 L Lo casl
189yl Gle bV @Bl o
Type the following in (10) lines:

Be careful in your typing.
Be careful in your typing.
Be careful in your typing.
Be careful in your typing.
Be careful in your typing.
Be careful in your typing.
Be careful in your typing.
Be careful in your typing.
Be careful in your typing.
Be careful in your typing.

Be careful in your typing.
Be careful in your typing.
Be careful in your typing.
Be careful in your typing.
Be careful in your typing.
Be careful in your typing.
Be careful in your typing.
Be careful in your typing.
Be careful in your typing.
Be careful in your typing.
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Type the following in (10) lines:

She is feeding her baby, he is very hungry
She is feeding her baby, he is very hungry
She is feeding her baby, he is very hungry
She is feeding her baby, he is very hungry
She is feeding her baby, he is very hungry
She is feeding her baby, he is very hungry
She is feeding her baby, he is very hungry
She is feeding her baby, he is very hungry
She is feeding her baby, he is very hungry
She is feeding her baby, he is very hungry

Exercise No. (40) gady¥ oyl
S Al Ll 1y e e yerme JE0 s cllise o)l Lem)b il 5,80 2 L Lo casl

rBgymll e ol ¥l QLS o
Type the following in (10) lines:

Always remember to keep your fingers on the Guide Keys [Home Keys].
Always remember to keep your fingers on the Guide Keys [Home Keys].
Always remember to keep your fingers on the Guide Keys [Home Keys].
Always remember to keep your fingers on the Guide Keys [Home Keys].
Always remember to keep your fingers on the Guide Keys [Home Keys].
Always remember to keep your fingers on the Guide Keys [Home Keys].
Always remember to keep your fingers on the Guide Keys [Home Keys].
Always remember to keep your fingers on the Guide Keys [Home Keys].
Always remember to keep your fingers on the Guide Keys [Home Keys].
Always remember to keep your fingers on the Guide Keys [Home Keys].
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Type the following in (10) lines:

In the Name of Allah, the Beneficent, the Merciful
In the Name of Allah, the Beneficent, the Merciful
In the Name of Allah, the Beneficent, the Merciful
In the Name of Allah, the Beneficent, the Merciful
In the Name of Allah, the Beneficent, the Merciful
In the Name of Allah, the Beneficent, the Merciful
In the Name of Allah, the Beneficent, the Merciful
In the Name of Allah, the Beneficent, the Merciful
In the Name of Allah, the Beneficent, the Merciful
In the Name of Allah, the Beneficent, the Merciful

Exercise NO. (42) (9519 ok oyl
S Al Ll 1y e e yerme JE0 s cllise o)l Lem)b il 5,80 2 L Lo casl

rBgymll e ol ¥l QLS o
Type the following in (10) lines:

King Abdul Aziz Bin Saud is the founder of Modern Saudi Arabia.
King Abdul Aziz Bin Saud is the founder of Modern Saudi Arabia.
King Abdul Aziz Bin Saud is the founder of Modern Saudi Arabia.
King Abdul Aziz Bin Saud is the founder of Modern Saudi Arabia.
King Abdul Aziz Bin Saud is the founder of Modern Saudi Arabia.
King Abdul Aziz Bin Saud is the founder of Modern Saudi Arabia.
King Abdul Aziz Bin Saud is the founder of Modern Saudi Arabia.
King Abdul Aziz Bin Saud is the founder of Modern Saudi Arabia.
King Abdul Aziz Bin Saud is the founder of Modern Saudi Arabia.
King Abdul Aziz Bin Saud is the founder of Modern Saudi Arabia.
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Type the following in (10) lines:

Mohammad asked me to join him in his trip to Hail.
Mohammad asked me to join him in his trip to Hail.
Mohammad asked me to join him in his trip to Hail.
Mohammad asked me to join him in his trip to Hail.
Mohammad asked me to join him in his trip to Hail.
Mohammad asked me to join him in his trip to Hail.
Mohammad asked me to join him in his trip to Hail.
Mohammad asked me to join him in his trip to Hail.
Mohammad asked me to join him in his trip to Hail.
Mohammad asked me to join him in his trip to Hail.

Exercise NO. (44) sady¥19 gl 1 oyl
S Al Ll 1y e e yerme JE0 s cllise o)l Lem)b il 5,80 2 L Lo casl
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Type the following in (10) lines:

The Four seasons of the year are: Winter, Spring, Summer, and Autumn.
The Four seasons of the year are: Winter, Spring, Summer, and Autumn.
The Four seasons of the year are: Winter, Spring, Summer, and Autumn.
The Four seasons of the year are: Winter, Spring, Summer, and Autumn.
The Four seasons of the year are: Winter, Spring, Summer, and Autumn.
The Four seasons of the year are: Winter, Spring, Summer, and Autumn.
The Four seasons of the year are: Winter, Spring, Summer, and Autumn.
The Four seasons of the year are: Winter, Spring, Summer, and Autumn.
The Four seasons of the year are: Winter, Spring, Summer, and Autumn.
The Four seasons of the year are: Winter, Spring, Summer, and Autumn.
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Dear Sir, Will you please send me a copy of your catalog and price list of the
electrical instruments and goods produced in your factories, together with the
relevant price lists and conditions of sales and settlement of invoices and of
any descriptive leaflets concerning their use. Yours Faithfully

Exercise NO. (46) 9ady¥1g o liad | oyl

g pl Gle b V1 @3l o ] Llsall e pe) 1ok e cass|
Type the following:

The Islamic University in AlMadinah AlMunawarah is an Islamic educational
institution functioning on a world basis under the auspices of Saudi Arabia.

It was founded by the government of Saudi Arabia with a view to spreading
the teachings of Islam worldwide.

The main objectives of the university are:

To convey the eternal message of Islam to the entire world by means of
dawabh, call to Islam. We aim to do this through University education and
postgraduate studies.

Inculcating and fostering the community upon practicing the teachings of
Islam and worshiping the only true God, Allah alone with utmost sincerity
and devotion.

Imparting religious knowledge to students who come from different parts of
the world and fostering them to become highly qualified scholars, specialized
In various Islamic Arabic disciplines.

Collecting, verifying and publishing works relating to Islamic heritage.
Maintaining and fostering scholarly and cultural ties with other universities
and scientific institutions and organizations throughout the world to serve the
noble cause of Islam and its great objectives
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NAMES

INTERCUCTION

Everyone has a name. In fact, most people have more than one name. For
example, most Americans, and many other native English speakers, have
three names: a first name [given name], a middle name, and a last name
[surname or family name].

FIRIST NAMES

Bill, Bob, Tom, and John are common first names in English for men. Nancy,
Mary, and Susan are common first names for women. Americans like first
names. Each other. Everybody uses first names with children. Teachers
usually use first names with their students. Americans use first names a lot,
Perhaps more than people from other countries use them.

NICKNAMES

A nickname is a familiar or informal form of a first name. for example,
willian is a common first name for a man. Bill [also Billy or will] is a
nickname for William. Americans use nicknames more often than complete
first names.

Som first names, however, do not ordinarily have a nickname form. Carol,
Ann, and Mary are examples of names for women that do not have common
nickname forms. Paul, Kerth, and Mark are three common names for men that
do not usually have nicknames.

MIDDLE NAMES

Middle names are common in English, but they are not universal. In other
words, most native speakers of English have middle names, but not all of

them do. Many middle names are similar in kind to first names: Elizabeth,

Willian, and Robert. Some middle names are the same as the first, middle, or
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last name of someone in the family a grandmother, for example. We do not
use the nickname forms of middle names. In fact, we do not often use full

middle names except on forms [documents, applications]. Middle initials,
however, are common: John W. Dauvis.

Gl 142 L s (pgaald sk | ole uiSH Sliadallly Gackudiluad 023

LAST NAME

The last name in English is the family name. it is from the father's side of the
family. A wife usually rakes the family name of her husband, and the children
have their father's last name. last names are interesting because they show
some thing about the origin of a family. Many American family names, for
example, are not of English origin.

TITLES

A title is a label that tells something about a person. We know that Mr. Davis
Is a man. We know that Mrs. Williams is a married woman. Miss Rogers and
Ms. Costanza are both women. We know that Miss Rogers is single, but we
do not know from the title if Ms. Costanza is married or single. Dr. Bigley is
a doctor, a dentist, or a professor we do not know exactly from the title. Also,
we do not know if Dr. Bigley is a man or a woman.

In general, titles are used only with last names: Mr. Harris, Dr. Wood, Miss
Dumont. Children use titles and last names with adults who are not relatives.
Most students use titles and last names with their teachers. Most people use
titles with the names of professors, doctors, lawyers, and other professional
people. It is not common to use ongy titles when we speak with people.

Exercise NO. (48) aeady¥1g Hali! oyt
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Type the following:

THINGS

The word thing is very general. A thing can be an object on your desk, a piece
of furniture, a utensil like a fork or a knife, a can or a bottle, an article of
clothing like a sweater or a coat, and even a rock or a piece of wood. In other

words, a thing can be almost any object that you can see, touch, or pick up.
-30-



ol o¥ 1 5ol (AA LD ) pually delialf ol
Asbdal weldf 4G ylay ZuiLal| A o af kil
A dend ¥

//—

Exercise NO. (49) 9y ¥ 19 auwleld | o yuleld

Gl 142 L s (pgaald sk | ole uiSH Sliadallly Gackudiluad 023

Type the following: ol Lo cass|

"Who are you to tell me how I should live my life?"

Exercise No. (50)  (yguwestd | ot yubeld |
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Type the following:

ArRiyadh is the plural of the Arabic word 'Rawdah’, which means 'Garden' or
‘Meadow'. The name has been derived from the nature of the low location
where flood water collects, and green grasses cover the soil with fragrance of
roses. The city name comes from here. The city has risen on the ruins of Hajar
Al Yamamah ancient City.

The history of that city goes back to the time of Tasm and Jadees tribes where
they have erected towers and palaces. It is said that the ruins were seen during
the fourth Hegira century. The area was then settled by Hanifa tribes who have
scattered through the Valley where the city has had flourished and was a
market place for Arabs.

Yagout has stated in his book "Lexicon of Towns" that the name Hajar goes
back to Obeid Al Hanafi when he had put thirty palaces and gardens under his
property and called them Hajar. The place was formerly called Yamamah.

With the advent of Islam in Hijaz and its spread in Arab Peninsula, tribes have
come from Yamamah to the Prophet [May Allah's Prayers be upon Him] to pay
Homage. Bani Hanifa had embraced Islam with other tribes but had again
deflected after the death of the Prophet [May peace and blessings of Allah be
upon Him] with other Arab tribes. Abu Baker, the companion of the Prophet
[May peace and blessings of Allah Almighty be upon Him] has waged a war
against them until they surrendered and have entranced Islam once again.

An aerial view of the early-twentieth-century alMasmak Fortress in Old
Riyadh.
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At the time of the Caliphs, Hajar was the leader of Yamamah region with the
movement of the Islamic caliphate outside the Arab Peninsula and the
emergence of rich Islamic regions the importance of Yamamah towns and
villages started to decline. As a result, the political and security affairs were
mixed up and that has had an impact on the stability, growth and development

of Yamamah. During the eighth century ArRiyadh has come out on the
remaining ruins of Hajar and the surrounding villages.
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AlMasjid alJami’ [the Congregational Mosque] and Qasr alHukm as rebuilt in
the early of ninety fifties.

In the twelve thirty three of AlHijrah, Ad’Diriyah was destroyed by Ibrahim
Basha the Governor of Egypt and the first Saudi state was devastated. The
Ottoman state was scared by the reform call set up by the family of Saud. The
Ottoman state has become a breeding ground for heresy superstitions and
perversity for that reason a military conflict between the Ottoman state, which
was superior, and the Saudi State.

The result was the occupation of Hijaz and Najd. But the Saudi state have
recovered and regained power under the leadership of Imam Turki bin
Abdullah in the twelve forty of AlHijrah who has made ArRiyadh the capital of
his state after the destruction of Ad’Diriyah. Imam Turki has built the city
mosque and governorate palace in addition to a fortress surrounding the city.

From that time ArRiyadh has become the seat of the second Saudi State and
then at modern Saudi State after being captured by Imam Abdulaziz bin
Abdulrehman Al Faisal. ArRiyadh has become one of capitals characterized by
social, political and economic influence in recent time. This impact is not
limited to the local region but extends to the international arena.

Today ArRiyadh is considered of the fast growing cities. In less than half a
century, its area has expanded for more than hundred times. The city
population has increased from twenty thousand to almost four and a half
millions. The city is still growing and developing under the leadership of
faithful men who spare no effort for making the city a minaret for religion
welfare and civilization.
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Type the following:
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Establishment of the General Organization for Technical Education And
Vocational Training [GOTEVOT]

The Kingdom of Saudi Arabia is experiencing, in its modern history, a period
of enormous development that has touched upon all aspects of life. One
example of this development is the formation of a national manpower to which
the government has given complete attention. In consequence of this, it has
created government institutions that plan and supervise educational and
training programmes.

Having realized the importance of technical and vocational education. the
government had issued the royal decree [ no. M/30 dated 10/ 8/1400H ], which
stipulated the establishment of the General Organization for Technical
Education and Vocational Training [that will be referred to from now on as
GOTEVOT or the Organization].

The decree stated that the training centers. run by the Ministry of Labor and
Social Affairs, and the technical institutes. run by the Ministry of Education be
transferred from these ministries to the Organization. As a result of this strong
support given by the government. the Organization has been able to increase
the number of its graduates and to spread technical education and vocational
training in the cities and the provinces of the Kingdom.

Part of the decree that stipulated the establishment of the Organization is the
encouragement to undertake an objective planning for the development of the
workforce for the following areas:

All that is related to technical education in various fields such industry,
agriculture and commerce.
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All that is related to vocational training in all its forms and levels such as
vocational training for youth, preparatory training, vocational preparation. On
the job training, and other forms of training in the field of technical and
vocation training except the centers that has been established by the concerned

government sector. or those that may be established in the future on the basis
of decision by the Council of the Workforce.
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Embarking on vocational research and studies in order to develop the
performance and the productive competence of the national workforce.

Exercise NO. (52)  (guueéi! |9 o3l oyl
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Type the following:

The Holy Qur'an is the word of God revealed to the Prophet Muhammad,
{peace be upon him}, by the Angel Gabriel.

It is for Muslims the uncreated work of God and, in its original form, is
preserved beside the throne of God in heaven.

The utterances of God was vouchsafed to the Prophet Muhammad {peace be
upon him} who committed the words to memory and later dictated the word of
God to his Companions and to secretaries who wrote them down.

There are one hundred fourteen Suras [chapters] which vary in length.
The Holy Qur'an, as it is now, was compiled shortly after the Prophet's death.

Exercise NO. (53)  (jguasid |9 Sl oyl
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Type the following:
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There is no place like home.
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Type the following:

Allah Akbar, Allah Akbar, AshHadu Al La ilaha illa Allah, wa Ashadu anna
Muhammad Rasullulah. [Allah is the greatest, Allah is the greatest. | bear
witness that there is no deity but Allah, and | bear witness that Muhammad is
the Messenger of Allah]
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Type the following:

If we wish to live our lives as well as we can, we must try to stay healthy. This
means having both body and mind in good condition, free illness or pain. Then
we can do the best in life for ourselves and for others.

Good foods, fresh air, exercises, rest, plenty of water, comfortable clothing,
cleanliness, and examination by the doctor and dentist, all these things help to
keep bodies in good order.

Food gives us what we need to grow and to repair worn-out parts. It gives us
strength for work and play for our brains and bones. Doctors advise that we
would eat different kinds of food.

Exercises strengthen our muscles and stop us from getting fat. It also makes the
blood rash through the body faster carrying food, and also oxygen from the air
we breathe. Exercise in the open air is especially good. That is why sports are
healthy.

Sleep is the best kind of rest we can have. After a good night's sleep we
awaken in the morning ready to our day's work. Children need more sleeping

to grow up, because children's bodies not only have to be repaired, but they
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also have to grow. No person can grow bigger properly if he works and plays
all the time.
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Type the following: i Lo cass

Five Tenets of Islam:

Islam is a religion that informs every part of daily life. The five Pillars of Islam
constitute the basic religious duties which every Muslim must perform.

Al Shahadah [Testimony]
Al Salah [Prayer]

Al Siyam [Fasting]

Al Zakat [Almsgiving]
Al Hajj [The Pilgrimage]

Exercise NO. (57)  (yguwadt! |9 aullosad| iyl
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Type the following:

SHIP OF THE DESERT

The camels are able to travel vast distances in desert, drink from waterholes far
more bitter or saline for others and eat almost anything, regardless of how
tough or how thorny they are. People can even survive on what is in a camel'’s
stomach. Camels provide milk and fuel as its dry dung can burn readily.

A camel has leathery mouth, tongue and tooth enamel, enabling it to eat thorny

desert plants. They can drink one hundred litres of water within tin minutes for
future use. They can live without taking in water for three or four days.
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Type the following:
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The Qur’an speaks of the peace, security and freedom from fear at Makkah.
"Behold, the First Temple ever set up for humankind was indeed the one at
Bakkah (Makkah): rich in blessing, and a (source of) guidance unto all the
worlds. (It is) the place whereupon Abraham once stood; and whoever enters it
finds inner peace and freedom from fear. Hence Pilgrimage unto the Temple is
a duty owed to Allah by all people who are able to undertake it. And as for
those who deny the truth, verily Allah does not stand in need of anything in all
the worlds".

Exercise NO. (59)  (yguuwact! |9 auulold ! oyl
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Type the following:

Every student needs a place to study. Some students like to study in the quiet
atmosphere of a library. Most school libraries have large study tables with
many chairs. They also have individual study booths called carrels. A carril is a
small table with "walls" or partitions around three sides. A carrel is for one
person, so there is only one chair at each carrel. Other students prefer to study
in their own rooms at home or in a dormitory. In their rooms, these students
have a desk, some bookshelves, and perhaps a study lamp to provide good
lighting. All students need comfortable chairs because they spend many hours
sitting.

Students have different ideas about the best atmosphere for studying. Some
students prefer one kind of lighting, one kind of table or desk, and one kind of
chair. Other students prefer a different kind of lighting and furniture. Some
students listen to music or study in groups. Other students need to be alone in a
quiet room. In other words, there is not one best atmosphere for studying:
There is a "best" atmosphere for each individual student.
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Type the following:
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Dear Sir,
My neighbor, Mr. Khalid Saud, of AlUIlaia, ArRiyadh, recently bought an
electric lawnmower from you. He is delighted with the machine and has
recommended that | contact you.
| need, for my garden, a similar machine but smaller in size. | should be glad if
you would send a copy of your catalog and any other information that may help
me in making the best choice for my garden.
Yours Faithfully

Exercise NO. (61) (gstud 19 Sakaad | oyl
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Type the following:

Dear Sir,

We were very pleased to receive your letter about electric cookers and pleased
to enclose a copy of our latest illustrated catalog.

You will find details of our terms in the price list printed on the back cover of
the catalog.

We look forward to have among our clients.

Yours Faithfully
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4™ Typing the Fourth Row : The Numbers

The number (1) is pressed by using your left hand little finger.
The number (2) is pressed by using your left hand ring finger.
The number (3) is pressed by using your left hand middle finger.

The numbers (4) and (5) are pressed by using your left hand pointer (the first
finger); These numbes are pressed by moving your left hand pointer up to the
left from letters (f and g). Strike the required key and return your finger back
immediately to the (f) key on the guide keys raw

The sings ( = and - ) is pressed by using your left hand little finger; these sings
are pressed by moving your left hand little finger up to the right.

The number (0) is pressed by using your right hand little finger .
The number (9) is pressed by using your right hand ring finger.
The number (8) is pressed by using your right hand middle finger.

The numbers (7) and (6) are pressed by using your right hand pointer (the first
finger). These numbers are pressed by moving your right hand pointer up to the
left. Strike the required key and return your finger back immediately to the (J)
key on the home keys raw.
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Exercises on typing the fourth row ( Numbers row )
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Instructions :
1. Sit opposite the keyboard correctly.
Place your fingers on the guide keys as explained before.
Hang your thumbs on the space par.
Try to think about the correct positions of each key.

o &M N

Do not bother yourself if you made a mistake to avoid making more mistakes.
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Exercise NO. (62) (jgoiudlg oIt oyl
ie gazma JEo o alalivs g s, Hlaui i 2 6754 7832 7810 @B, Ll e

Type the following number (6754 7832 7810) in tin lines:

6754 7832 7810
6754 7832 7810
6754 7832 7810
6754 7832 7810
6754 7832 7810
6754 7832 7810
6754 7832 7810
6754 7832 7810
6754 7832 7810
6754 7832 7810

Exercise NO. (62)  {geiuid19 okl eyt
e gama Jo o lluns i Lol ylani 5,00 2 4576 2387 1128 3,11 Lliss 5y

Type the following number (4576 2387 1128) in tin lines:

4576 2387 1128
4576 2387 1128
4576 2387 1128
4576 2387 1128
4576 2387 1128
4576 2387 1128
4576 2387 1128
4576 2387 1128
4576 2387 1128
4576 2387 1128
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Exercise NO. (63) goiud!g S oyl
Q\ALM@UTI&)B)JQ“T By 2 g as gl il 2 ol e e 2)7T4 3,01 LS 5,0

Type the following number ( 2j7f4 ) six times in tin lines:

27F4 2j7F4 2j7F4 2§7f4 2j7f4  2j7f4
27F4 2j7F4 2j7F4 2j7F4 2j7f4  2j7f4
27F4 2j7f4 2j7f4 2j7f4 2j7f4  2j7f4
27F4 2j7F4 2j7F4 2j7f4 2j7f4  2j7f4
27F4 2j7F4 2j7F4 2jTf4 2j7f4  2j7f4
27f4 2j7f4 2j7f4 2j7f4 2j7f4  2j7f4
27F4 2j7F4 2j7F4 2j7F4 2j7f4  2j7f4
27F4 2j7F4 2j7f4 2jTf4 2j7f4  2j7f4
27F4 2j7f4 2j7f4 2j7f4 2j7f4  2j7f4
27F4 2j7F4 2j7F4 2j7f4 2j7f4  2j7f4

Exercise NO. (64)  (ygobed 19 gt 31 i yleidf
qumwig)upisﬁggu@ axlall el 2 el ye e 6F0] 1 2,11 fliss =5
Type the following number ( 6f0j1 ) six times in tin lines:

6f0j1 6f0j1 6f0j1 6f0j1 6f0j1 6f0jl
6f0j1 6f0j1 6f0j1 6f0j1 6f0j1 6f0j1
6f0j1 6f0j1 6f0j1 6f0j1 6f0j1 6f0j1
6f0j1 6f0jL 6f0j1 6f0j1 6f0j1 6f0j1
6f0j1 6f0j1 6f0j1 6f0j1 6f0jL 6f0j1
6f0j1 6f0j1 6f0j1 6f0j1 6f0j1 6f0j1
6f0j1 6f0jL 6f0j1 6f0j1 6f0j1 6f0j1
6f0j1 6f0j1 6f0j1 6f0j1 6f0jL 6f0j1
6f0j1 6f0j1 6f0j1 6f0j1 6f0jL 6f0j1
6f0j1 6f0jL 6f0j1 6f0j1 6f0j1 6f0j1
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Exercise NO. (65)  (ygosad 19 (oo bkl | (ot yuleidf
QKALM@UTI&)B)L“T By 2 g as gl Sl 2 ol e e 358 3,01 Lliss 5,0

ﬁﬂéjy‘cA‘-tﬂ*°y‘fdétﬁcbic;ljllwsm;QEEE=JLF£=3Cfﬂr&19ﬁéjgké=dﬂé
Type the following number ( 3f5j8 ) six times in tin lines:

3f5j8  3f5j8 3f5j8 3f5j8 3f5j)8  3f5)8
3f5j8  3f5j8 3f5j8 3f5j8 3f5j8  3f5)8
3f5j8  3f5j8 3758 3f5j8 3f5j8  3f5)8
3f5j8  3f5j8 3f5j8 3f5j8 3f5j)8  3f5)8
3f5j8  3f5j8 3f5j8 3f5j8 3f5j8  3f5)8
3f5j8  3f5j8 3758 3f5j8 3f5j8  3f5)8
3f5j8  3f5j8 3f5j8 3f5j8 3f5j8  3f5)8
3f5j8  3f5j8 3f5j8 3f5j8 3f5j8  3f5)8
3f5j8  3f5j8 3f5j8 3f5j8 3f5j8  3f5)8
3f5j8  3f5j8 3f5j8 3f5j8 3f5j)8  3f5)8

Exercise NO. (66) (ygebised 19 (g e | it yleldf
a@mwﬁs)u@h@gdmj axlgll paradl 2 ol ye e 974 @3 0 Lliss 5

ﬁ“ulﬁg‘cA‘-CfL“’y‘fdétﬁtbig;ljia*”y‘aétﬁézwﬂjﬁénjCf‘)i‘19f£t)ng=CE%
Type the following number ( 9f7j4 ) six times in tin lines:

of7j4 Of7j4 Of7j4 Of7j4 9Of7j4 9f7j4
of7j4 Of7j4 Of7j4 Of7j4 9Of7j4 9f7j4
of7j4 9Of7j4 9Of7j4 9f7j4 9f7j4 9f7j4
of7j4 Of7j4 Of7j4 Of7j4 Of7j4 9f7j4
of7j4 9Of7j4 Of7j4 9Of7j4 9f7j4 9f7j4
of7j4 9Of7j4 9f7j4 9Of7j4 9f7j4 9f7j4
of7j4 Of7j4 Of7j4 Of7j4 Of7j4 9f7j4
of7j4 Of7j4 9f7j4 9Of7j4 9f7j4 9f7j4
of7j4 9Of7j4 9f7j4 9f7j4 9f7j4 9f7j4
of7j4 Of7j4 Of7j4 Of7j4 Of7j4 9f7j4
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Exercise NO. (67)  ¢ygobed 19 o bt | it yubeid
awm@)ig)upizﬁu%dmj axloll pardl 2 il e cow 1T6)8 @301 Liliss 5,

Type the following number ( 1f6j8 ) six times in tin lines:

1f6j8  1f6j8 1f6j8 1f6j8 1f6j8 1f6j8
1f6j8 1f6j8 1f6j8 1f6j8 1f6j8 1f6j8
1f6j8 1f6j8 1f6j8 1f6j8 1f6j8 1f6j8
1f6j8 1f6j8 1f6j8 1f6j8 1f6j8 1f6j8
1f6j8 1f6j8 1f6j8 1f6j8 1f6j8 1f6j8
1f6j8 1f6j8 1f6j8 1f6j8 1f6j8 1f6j8
1f6j8  1f6j8 1f6j8 1f6j8 1f6j8 1f6j8
1f6j8 1f6j8 1f6j8 1f6j8 1f6j8 1f6j8
1f6j8 1f6j8 1f6j8 1f6j8 1f6j8 1f6j8
1f6j8 1f6j8 1f6j8 1f6j8 1f6j8 1f6j8

Exercise NO. (68) gotuad!g Molildf oyt
ﬁjié)\;,h_uis,.&_cga_uj asloll Jla 12 el e cew SF2J0 @8, 1 il ), <

tald, ¥ le ol 1 @315 o ) pac¥l Lliss et pe ya Ty @B J&o o cilalis
Type the following number ( 5f2j0 ) six times in tin lines:

5f2j0 5f2j0 5f2j0 5f2j0 5f2j0 5f2j0
5f2j0 5f2j0 5f2j0 5f2j0 5f2j0 5f2j0
5f2j0 5f2j0 5f2j0 5f2j0 5f2j0 5f2j0
5f2j0 5f2j0 5f2j0 5f2j0 5f2j0 5f2j0
5f2j0 5f2j0 5f2j0 5f2j0 5f2j0 5f2j0
5f2j0 5f2j0 5f2j0 5f2j0 5f2j0 5f2j0
5f2j0 5f2j0 5f2j0 5f2j0 5f2j0 5f2j0
5f2j0 5f2j0 5f2j0 5f2j0 5f2j0 5f2j0
5f2j0 5f2j0 5f2j0 5f2j0 5f2j0 5f2j0
5f2j0 5f2j0 5f2j0 5f2j0 5f2j0 5f2j0

-54-



pAIE XN (AA LD ) pually delialf ol

ALB Y i Tt el B yla it g plukilad il 142 £ 1 ptald it ok o SH1 ey Gkt 03
Exercise NO. (69)  (gobud |9 g boid | o yleid |
Lem i yhacal 5 pdie 2 g amlgll yaudl B cnipe 105 = 837 — 942 iileall Liliss 5,55

ZﬁLE)y‘L,kchLu:a‘fJBtB‘JTL;1)Ja4uy‘agtﬁézﬁﬂ)£&i3&§££)$>i9i&metiéz‘J}gCDuﬂﬁmncﬁ)T
Type the following (942 — 837 = 105 ) twice in tin lines:

942 - 837 =105
942 - 837 =105
942 — 837 =105
942 - 837 =105
942 - 837 =105
942 — 837 =105
942 - 837 =105
942 - 837 =105
942 — 837 =105
942 - 837 =105

942 — 837 =105
942 — 837 =105
942 — 837 =105
942 — 837 =105
942 — 837 =105
942 — 837 =105
942 — 837 =105
942 — 837 =105
942 — 837 =105
942 — 837 =105

Exercise NO. (70) &gt | o yebeidf

o lolis )i Lol s gl plawa 12 o5y = 83156 — 94720 ideatl Lliss 5,

tal3 Y1 e sl W1 @35 o ) el Lliss ) 503 as ol 5 pde 2 cllyg 6 ya Y1y dulaall
Type the following ( 94720 — 83156 = ) twice in tin lines:

94720 — 83156 =
94720 — 83156 =
94720 — 83156 =
94720 — 83156 =
94720 — 83156 =
94720 — 83156 =
94720 — 83156 =
94720 — 83156 =
94720 — 83156 =
94720 — 83156 =

94720 — 83156 =
94720 — 83156 =
94720 — 83156 =
94720 — 83156 =
94720 — 83156 =
94720 — 83156 =
94720 — 83156 =
94720 — 83156 =
94720 — 83156 =
94720 — 83156 =
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Typing the Marks and signs:

1°Y) Typing the mathematicsal signs (+),(-),(/),(x),(*),(=),(%)(*)
(>),(<),(.)

The Addition sign (+) (plus) is found in the fourth row. It is pressed by using
the right hand little finger. Press the left hand shift key first and then strike the
key.

The Negation sign (-) (minus or hyohen) is found in the fourth row. It is pressed
by using the right hand little finger.

The division sign (/) is found in the first row. It is pressed by using the right
hand little finger.

Therer are two signs for the multiplication. You can either use the letter (x)
(small mode), or you can use (*) sign which is only used in mathematical
operation on computer. The asterisk is pressed the (SHIFT) key with your left
hand little finger and then strike the asterisc in the fourth row with your right
hand middle finger.

The equal sign (=) is located at far right hand side on the fourth row and it is
pressed by using your right hand little finger.

The percen sign (%) is located at the fourth row, key number (5) and it is
pressed by using the left hand pointer key.

The caret sign (*) is found in the fourth row. It is pressed by using your right
hand pointer (the first finger) finger with the (SHIFT) key.

The greateer than sign (>) is found in the first row. It is pressed by using your
right hand ring finger with the (SHIFT) key.

The less than sign (<) is found in the first row. It is is pressed by using your
right hand middle finger with the (SHIFT) key.

The less than sign (<) is found in the first row. It is is pressed by using your
right hand middle finger with the (SHIFT) key.

The full stop sign ( . ) (the period) it is used like a (Decimal comma,
parantheses) and it is pressed by using your right hand ring finger.

Finally the vertical line (pipe) broken bar (| ) (| ) are found in the therd row.
They are pressed by using the right hand little finger.
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2"Y) Typing the Punctuation Marks (, ), (;),(:),(.),(?),('),(”), (-)

(2)

The comma (, ) is located at the first row and it is typed by the right hand
middle finger.

The semicolon sign (; ) and the colon sign ( : ) are located at the same key on
the home key row. The colon sign is typed by the right hand little finger with
the (SHIFT) key.

The full stop (. ) (the period) is located at the first row and it is typed by using
the right hand ring finger.

The question mark ( ? ) is located at the first row, It is typed by using the right
hand little finger with the (SHIFT) key.

The exclamation mark (! ) is located at the far left of the fourth raw. It is
pressed by the left hand little finger.

The quotation mark ( ) is located at the right hand side of the home key row. It
is pressed by the right hand little finger.

The dash sign ( -) is Icated at the fourth row the (negation sign). It is pressed by
using the right hand little finger.

Finally the underscore sign (_) is Icated at the fourth row the (negation sign). It
Is pressed by using the right hand little finger with the (SHIFT) key.

3") Typing the signs ((),()),(*),(,),(&),($).(@)

The parantheses ( ( ), () ) are found besides each other at the foutrth row and
they are pressed by using the right hand middle and ring fingers respectively.

The Apostrophe (') is located at the home keys row, It is pressed by the right
hand little finger.

The comma (, ) is pressed by using your right hand middle finger.

The ampersand ( & ) sign is located at the fourth row and it is pressed by the
right hand pointer.

The Dollar sign ( $) is located at the fourth row and is pressed by the left hand
middle finger.

Finally the at @ sign is located at the fourth row and it is pressed by the left
hand ring finger .
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AL LYl ohe &l !

Exercises on typing the Marks and signs

: QI
immall Ll Gulsl 1
Lol 5Lty ¥ s gy 35 o 0 el s e cpsbanily Tas ¥ 2
Uasell sleae ool oW1 ols ccliads 1 Gk il s M Jasd Yo clinds e Lailg oy .3
obo ¥ Bl ey (9 patel) pas Vb Cytl Gyl 4
clalgl kel iyl 5
gl (B yamdl iyt o v HLERT Y Caws Lo Lgilena ) claslo! 1ei .6
Coyondl oy e 33033 0T Sl g ¢y gy @i S Lan¥ 305 gyl oy ey 7
mal
Crag i s w933 (GO LByl s )5 e By Bydig e Byl cliyus 2 ps o Jyl> .8

Les (Ctrl + Shift) _>liis ole daicalls fjaudondl Gl ) Glhsall yise Joo .9

Instructions :
1. Sit opposite the keyboard correctly.
Place your fingers on the guide keys as explained before.
Hang your thumbs on the space par.
Try to think about the correct positions of each key.

o &M N

Do not bother yourself if you made a mistake to avoid making more mistakes.
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Exercise NO. (71) (gt fg Sakout | oudydeld |
Laadl o bl i Lemyl5 ol Slacadl 2 opye 7 X 8 = 56 ileall Lliss 5y

ﬁ&')y‘ulct'\'“’ig‘ ﬁﬁﬁ:& UT UJ!JJQ.MS“ Z\.ﬁ\:&)b&xﬁtnjla.‘.j 3).&2%«111336)};‘2”3
Type the following ( 7 x 8 =56 ) twice in tin lines:

7X8=56
7Xx8=56
7X8=56
7X8=56
7X8=56
7X8=56
7X8=56
7X8=56
7X8=56
7X8=56

7Xx8=56
7X8=56
7Xx8=56
7Xx8=56
7Xx8=56
7Xx8=56
7Xx8=56
7Xx8=56
7Xx8=56
7Xx8=56

Exercise NO. (72) g9 oIl | oyl
st oy eslplins p Lm,5 amlgll ylacdl 2 ot p0 975 — 453 = 522 ileall Liliss ,, 20

1al3, ¥ Sle sl 1 QBTG5 o7 J e Glss 550 g slawd 5 e 2 clidg 6,5 Y
Type the following (975 — 453 = 522 ) twice in tin lines:

975 - 453 = 522
975 — 453 = 522
975 - 453 = 522
975 - 453 = 522
975 - 453 = 522
975 - 453 = 522
975 - 453 = 522
975 - 453 = 522
975 - 453 = 522
975 - 453 = 522
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975 -453 =522
975 —-453 =522
975 —-453 =522
975 —-453 =522
975 —-453 =522
975 -453 =522
975 —-453 =522
975 —-453 =522
975 —-453 =522
975 —-453 =522
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Exercise NO. (73) gt |9 L oyl
Tulaadl G clbliss oyt Loyl an sl ylacadl 2 05,0 430 + 291 = 721 leall Lliss 5y

ﬁ@)y‘ ulc Eb‘:ig‘ ﬁ_\l"t& UT UJ!JJQ.MSM Zu\:& )b&\ﬁ tA)la.‘.uT b plus %«iﬁ}j Lg)::}ﬂj
Type the following (430 + 291 = 721 ) twice in tin lines:

430+291 =721
430 +291 =721
430+291 =721
430+291 =721
430+ 291 =721
430+291 =721
430+291 =721
430+ 291 =721
430+291 =721
430+291 =721

430 +291 =721
430+ 291 =721
430 +291 =721
430 +291 =721
430+ 291 =721
430+291 =721
430 +291 =721
430+ 291 =721
430+291 =721
430+ 291 =721

Exercise NO. (74) (gt 19 831 31 oyl |
Laadl o bl i Lem)y 5 sl ylacadl 2 005,2 900 / 9 = 100 iyleal Lbiss 5y
ralm¥ Gle sl W @Bl o JI iV Llies et ae ol sy de 2 @lldg 6,531y
Type the following ( 900 /9 = 100 ) twice in tin lines:

900/9 =100
900/9 =100
900/9 =100
900/9 =100
900/9 =100
900/9 =100
900/9 =100
900/9 =100
900/9 =100
900/9 =100

900/9 =100
900/9 =100
900/9 =100
900/9 =100
900/9 =100
900/9 =100
900/9 =100
900/9 =100
900/9 =100
900/9 =100
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Exercise NO. (75) (g (g guwoltd | ot gl
695 el cr ibolis poyi Lo )5 o l5d] ylawadl 2 xpe 52 = 25 dleadl Bliss ,50

:ﬁta)y‘L,k:chu:y‘fﬂétﬁ‘bic;ljlaiuy‘aetﬁénﬁﬂjﬁéi3c§\}kuuiSjaic.ér&iUBj
Type the following ( 52 = 25) twice in tin lines:

S5"2 =25
SN2 =25
5"2 =25
5"2 =25
SN2 =25
5"2 =25
5"2 =25
SN2 =25
5"2 =25
S5"2 =25

SN2 =25
SN2 =25
5"2 =25
SN2 =25
SN2 =25
5"2 =25
SN2 =25
SN2 =25
5"2 =25
SN2 =25

Exercise NO. (76) (gt 19 (i b | iyl
Lileall g slalos i Loyl uslgll Jlacl 2 03,0 5>3 & 4<T7 Lleddl Ll 5,

talm ¥ Gle sl ¥ @15 o JI ¥l Blies et pe yanlspde 2 clidy 6,51y
Type the following ( 5>3 & 4<7 ) twice in tin lines:

5>3 & 4<7
5>3 & 4<7
5>3 & 4<7
5>3 & 4<7
5>3 & 4<7
5>3 & 4<7
5>3 & 4<7
5>3 & 4<7
5>3 & 4<7
5>3 & 4<7

5>3 & 4<7
5>3 & 4<7
5>3 & 4<7
5>3 & 4<7
5>3 & 4<7
5>3 & 4<7
5>3 & 4<7
5>3 & 4<7
5>3 & 4<7
5>3 & 4<7
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Exercise NO. (76) (g 19 (pud b | i)yl
Ll i panisy,ie 2 (156X4)/(2x3)=60/6=10 ileatt L1l =

tald, ¥ e sl ¥ @31 of I e
Type the following ((15x4)/(2x3)=60/6=10) intin lines:

(15x4)/(2x3)=60/6=10
(15x4)/(2x3)=60/6=10
(15x4)/(2x3)=60/6=10
(15x4)/(2x3)=60/6=10
(15x4)/(2x3)=60/6=10
(15x4)/(2x3)=60/6=10
(15x4)/(2x3)=60/6=10
(15x4)/(2x3)=60/6=10
(15x4)/(2x3)=60/6=10
(15x4)/(2x3)=60/6=10

Exercise NO. (78) gt lg Jali! o yubeld
6> el rs ibolis poyi Lm )5 a5l ylasadl 2 xpe 14 + 1/2 dileadl liss ,50

tald ¥ le plo ¥ @315 o ) paw¥1 Ll )5t pe placl s yde 2 cllng
Type the following ( 1/4 + 1/2 ) twice in tin lines:

1/4 + 1/2
1/4 + 1/2
1/4 + 1/2
1/4 + 1/2
1/4 + 1/2
1/4 + 1/2
1/4 + 1/2
1/4 + 1/2
1/4 + 1/2
1/4 + 1/2
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1/4 + 1/2
1/4 + 1/2
1/4 + 1/2
1/4 + 1/2
1/4 + 1/2
1/4 + 1/2
1/4 + 1/2
1/4 + 1/2
1/4 + 1/2
1/4 + 1/2
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Exercise No. (79) gt |9t | o yebid |
SlrEipe panisyie2 (63/3)+(9x10)=21+90=111 i deatl liss 5,

Type the following ((63/3)+(9x10)=21+90=111) in tin lines:

(63/3)+(9x10)=21+90=111
(63/3)+(9x10)=21+90=111
(63/3)+(9x10)=21+90=111
(63/3)+(9x10)=21+90=111
(63/3)+(9x10)=21+90=111
(63/3)+(9x10)=21+90=111
(63/3)+(9x10)=21+90=111
(63/3)+(9x10)=21+90=111
(63/3)+(9x10)=21+90=111
(63/3)+(9x10)=21+90=111

Exercise No. (80) glectd ! o yubeid
ool o I e ¥l Dliss 1,58 pe slanisyie 2 100 $ = 375 SR itaatl fliss 5,5

Type the following ( 100 $ = 375 SR) in tin lines:

100 $ = 375 SR
100 $ =375 SR
100 $ =375 SR
100 $ = 375 SR
100 $ =375 SR
100 $ =375 SR
100 $ = 375 SR
100 $ =375 SR
100 $ = 375 SR
100 $ = 375 SR
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Exercise NO. (81) glatg SaLoetf oyl
wa\smwigﬁpiz}mgm@ o lgdl Hladl 2 el e e hOODH s 2
Rﬂéjy‘cAﬂ-tﬂkcy‘fdétﬁcbigﬁljiiws”;Qtﬁé=)tré=3C£ﬂr5i963)L¥5=

Type the following ( h%h# ) six times in tin lines:

h%h#
h%h#
h%h#
h%h#
h%h#
h%h#
h%h#
h%h#
h%h#
h%h#

h%h#
h%h#
h%h#
h%h#
h%h#
h%h#
h%h#
h%h#
h%h#
h%h#

h%h#
h%h#
h%h#
h%h#
h%h#
h%h#
h%h#
h%h#
h%h#
h%h#

h%h#
h%h#
h%h#
h%h#
h%h#
h%h#
h%h#
h%h#
h%h#
h%h#

h%h#
h%h#
h%h#
h%h#
h%h#
h%h#
h%h#
h%h#
h%h#
h%h#

h%h#
h%h#
h%h#
h%h#
h%h#
h%h#
h%h#
h%h#
h%h#
h%h#

Exercise NO. (82) gdbaidg okl oyl

sl o ol oy L5 an sl placdl 2 500 25% OF 60 i 15 dilesl Libiss 5y
23,31 e sl ¥ QIBES o ) plassdll Lliss 1,603 e ylacl 3 pie 2 cllsy 5,5 Y15

Type the following ( 25% of 60 is 15) twice in tin lines:

25% of 60 is 15
25% of 60 is 15
25% of 60 is 15
25% of 60 is 15
25% of 60 is 15
25% of 60 is 15
25% of 60 is 15
25% of 60 is 15
25% of 60 is 15
25% of 60 is 15

25% of 60 is 15
25% of 60 is 15
25% of 60 is 15
25% of 60 is 15
25% of 60 is 15
25% of 60 is 15
25% of 60 is 15
25% of 60 is 15
25% of 60 is 15
25% of 60 is 15
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Exercise No. (83) gledt1g ELL oyt
aadl o bl i Lemy 5wl Slacadl 2 00,0 19 * 6 = 114 Lleall Lbiss 5y

ﬁ@)y‘ ulc Eb‘:ig‘ ﬁ_\l"t& UT UJ!JJQ.MSM Zu\:& )b&\ﬁ tA)la.‘.uT b plus %«iﬁ}j Lg)::‘ﬁb
Type the following (19 * 6 = 114 ) twice in tin lines:

19*6=114
19*6=114
19*6=114
19*6=114
19*6=114
19*6=114
19*6=114
19*6=114
19*6=114
19*6=114

19*6=114
19*6=114
19*6=114
19*6=114
19*6=114
19*6=114
19*6=114
19*6=114
19*6=114
19*6=114

Exercise NO. (84) gdlboit(g a1 iyl
Lhiss jheies yhniiyie 2 (15X4)/(2X3)=60/6=10 iletl Ll ) =

ZﬁU{ﬁg‘cAL.chu:y‘fdétﬁ‘)TL;qua*uy‘
Type the following ((15x4)/(2x3)=60/6=10) in tin lines:

What! You slept only 3 hours last night! Why?
What! You slept only 3 hours last night! Why?
What! You slept only 3 hours last night! Why?
What! You slept only 3 hours last night! Why?
What! You slept only 3 hours last night! Why?
What! You slept only 3 hours last night! Why?
What! You slept only 3 hours last night! Why?
What! You slept only 3 hours last night! Why?
What! You slept only 3 hours last night! Why?
What! You slept only 3 hours last night! Why?
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Exercise No. (85) (glbait!g uwolskd | oyt
S g slawd s yie 2 My Nnew E-mail is aaaa@GOTEVOT .edu.sa il ;=

Type the following ( My new E-mail is aaaa@GOTEVOT.edu.sa) in tin lines:

My new E-mail is aaaa@GOTEVOT .edu.sa
My new E-mail is aaaa@GOTEVOT .edu.sa
My new E-mail is aaaa@GOTEVOT .edu.sa
My new E-mail is aaaa@GOTEVOT .edu.sa
My new E-mail is aaaa@GOTEVOT .edu.sa
My new E-mail is aaaa@GOTEVOT .edu.sa
My new E-mail is aaaa@GOTEVOT.edu.sa
My new E-mail is aaaa@GOTEVOT .edu.sa
My new E-mail is aaaa@GOTEVOT .edu.sa
My new E-mail is aaaa@GOTEVOT .edu.sa

Exercise NO. (86) glaid1g wadluaad| oyl
e sbewis,ze 2 lovely view you have here! That's fantastic! iteatl Lliss 5=

Type the following (What a lovely view you have here! That's fantastic! ) in
tin lines:

What a lovely view you have here! That's fantastic!
What a lovely view you have here! That's fantastic!
What a lovely view you have here!  That's fantastic!
What a lovely view you have here! That's fantastic!
What a lovely view you have here! That's fantastic!
What a lovely view you have here!  That's fantastic!
What a lovely view you have here! That's fantastic!
What a lovely view you have here! That's fantastic!
What a lovely view you have here!  That's fantastic!
What a lovely view you have here! That's fantastic!
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Exercise NO. (87) (g lboid 19 gt | oyl

Ol I Maw¥ Lliss et s s nis,ae 2 Who told you that? ittt L ),

Type the following ( Who told you that? ) in tin lines:

Who told you that?
Who told you that?
Who told you that?
Who told you that?
Who told you that?
Who told you that?
Who told you that?
Who told you that?
Who told you that?
Who told you that?

Exercise No. (88) gleid g ol oyl
"Oh it's you! How can a fellow sleep with all your racket?" ilext iliss =

ald ¥ le ol 1 @315 o ) pac¥l Lliss et pe yacisyde 2
Type the following ("Oh it's you! How can a fellow sleep with all your
racket?" ) in tin lines:

"Oh it's you! How can a fellow sleep with all your racket?"
"Oh it's you! How can a fellow sleep with all your racket?"
"Oh it's you! How can a fellow sleep with all your racket?"
"Oh it's you! How can a fellow sleep with all your racket?"
"Oh it's you! How can a fellow sleep with all your racket?"
"Oh it's you! How can a fellow sleep with all your racket?"
"Oh it's you! How can a fellow sleep with all your racket?"
"Oh it's you! How can a fellow sleep with all your racket?"
"Oh it's you! How can a fellow sleep with all your racket?"
"Oh it's you! How can a fellow sleep with all your racket?"
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Exercise NO. (89) (gboid 19 il ot yuleid

This article from (http://www.usc.edu/dept/MSA/humanrelations/womeninislam/idealmuslimah/) By
Dr. Muhammad Ali Al-Hashimi

Type the following: i) aladlall Ll e L0001 dalagl Cosl

One of the most prominent distinguishing features of the Muslim woman is her
deep faith in Allah (SWT), and her sincere conviction that whatever happens in
this universe, and whatever fate befalls human beings, only happens through
the will and decree of Allah (SWT); whatever befalls a person could not have
been avoided, and whatever does not happen to a person could not have been
made to happen. A person has no choice in this life but to strive towards the
right path and to do good deeds - acts of worship and other acts - by whatever
means one can, putting all his trust in Allah (SWT), submitting to His will, and
believing that he is always in need of Allah's (SWT) help and support.

The story of Hajar offers the Muslim woman the most marvellous example of
deep faith in Allah (SWT) and sincere trust in Him. Ibrahim 'May peace be
upon him' (PBUH) left her at the Ka'bah in Makkah, above the well of
Zamzam, at a time when there were no people and no water in the place. Hajar
had no-one with her except her infant son Isma'il. She asked lbrahim, calmly
and with no trace of panic: "Has Allah (SWT) commanded you to do this, O
Ibrahim?" Ibrahim (PBUH) said, "Yes." Her response reflected her acceptance
and optimism: "Then He is not going to abandon us." (Reported by Bukhari in
Kitab al-Anbiya).

Here was an extremely difficult situation: a man left his wife and infant son in
a barren land, where there were no plants, no water, and no people, and went
back to the distant land of Palestine. He left nothing with her but a sack of
dates and a skin filled with water. Were it not for the deep faith and trust in
Allah (SWT) that filled Hajar's heart, she would not have been able to cope
with such a difficult situation; she would have collapsed straight away, and
would not have become the woman whose name is forever remembered night
and day by those who perform hajj and 'umrah at the house of Allah (SWT),
every time they drink the pure water of Zamzam, and run between the mounts
of Safa’ and Marwah, as Hajar did on that most trying day.
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Speed typing Exercises ( Arabic & English)
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Les (Ctrl + Shift) > liie (e daicatly fpadonyl Gl ) Glhsall 4 bse Jos

Instructions :
1. Sit opposite the keyboard correctly.
Place your fingers on the guide keys as explained before.
Hang your thumbs on the space par.
Try to think about the correct positions of each key.

a &M N

Do not bother yourself if you made a mistake to avoid making more mistakes.
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Exercise No. (90) ¢t | ot yuleidf
Type the following: bl ] @sledall Luelpe 2001 LY ol

@_\gdj_m,n ujsﬁjwu\u_\u\_xe_w \ngj uij u‘ﬁsu_& _u,\sj}L;Lu m\du

{ﬁ:‘?) a9 gﬂu\:’ i ol ;«éutaf; z:uad A o\& Lej 4l (s il e ‘2; wéd
Allah says in the Qur'an: Thus have We made of you an Ummabh justly
balanced. That you might be witnesses over the nations, and the Messenger a
witness over yourselves; and We appointed the Qibla to which you were used,
only to test those who followed the Messenger from those who would turn on
their heels (from the Faith). Indeed it was (a change) momentous, except to
those guided by Allah. And never would Allah make your faith of no effect, for
Allah is to all people most surely full of Kindness, Most Merciful

Exercise NO. (91) (gt g Sabont | oud yueldf
i i BRI 1, En% pe 35BS yhie 2 Ll ledlall Lucye A1 Laladll (sl
O
Type the following in tin minutes:

A Kid was perched up on the top of a house, and looking down saw a Wolf
passing under him Immediately he began to revile and attack his enemy.
"Murderer and thief," he cried, "what do you here near honest folks' houses?
How dare you make an appearance where your vile deeds are known?" "Curse
away, my young friend," said the Wolf.."It is easy to be brave from a safe

distance ".
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Exercise NO. (92) gauidfg It oyl
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:Cl"j_” Lg'@:‘":’
Type the following in fifteen minutes:

There are very few people in our culture today who do not find it necessary to
work in order to make a living. It has been said that work is a measure of
civilization; that it is the foundation of human existence. If you reflect for a
mount, you will realize that there would be no progress without work. Without
work, we would not have the comfort or have goods which are provided by our.

Work produces the wealth of a country. Many of us think of money as
wealth. Wealth, however, includes all the useful goods made by the people
while money is only a medium by which the goods people make are
exchanged. Although it is quite true that the value of life cannot be judged
entirely on the basis of material things, we could not obtain progress without
them. All of us must work in life to obtain wealth.

Exercise No. (93) gt S oyl

i e sl )l s pe 880 G pdiee 2 dLalie ] ladlall Lm\)ﬁ LA Laladll Cass)

1@l
Type the following in twenty minutes:

The ancient Greeks thought our eyes emitted rays, like a laser, which enabled
us to see. The first person to realise that light enters the eye, rather than leaving
it, was the 10th-century Muslim mathematician, astronomer and physicist lbn
al-Haitham. He invented the first pin-hole camera after noticing the way light
came through a hole in window shutters. The smaller the hole, the better the
picture, he worked out, and set up the first Camera Obscura (from the Arab
word gamara for a dark or private room). He is also credited with being the
first man to shift physics from a philosophical activity to an experimental one.
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Exercise NO. (94)  (gtutd|g gy | o yleid |

B gy il pEmill pe B o pdie 2 Aalil| eledlall Lielpe LI Laladll (o
Type the following in twenty minutes:

o Joly iyl Gle 0yald Liland ally 55ulll e La] gy Lie T 0T 1gils (5uilisall sLand
Gl 5 ¢ Lelune Lty LS5 Luslyy Ule 0les Leta zyim Yo cnadl J] Jovon s gl ol dan ¥
Les 3! el e o guadl oo dad¥l o slion ooy Gaoomy Hleas¥1 o) Cadissl S @il oy
TN 2. crall (6,5 Y oo Wy Lo (oo a7 ,55 Y ol isadg 0l )3 0 el 5

O b yguatl Cal sl é? sgndl Callaadl 5 yallyg s gundl yulsmall 5 yally il ol i Less
e uilomie jud daig Jl onma daig 2 LS gunll 2033 H95e Jla 2 Leilesa

I g e a5l gty Lang idguntl 2a V1 Cipa 1] Logiinn O3S callani¥l o Cadiidsl Less
Jlesind Sgs alliyy caliuall juaty 3laty Logd Bigon ol ol o 99 (dne (uilziie je paTdang
o 0 (e e Lojally S50 (s JoT @i d) o eIl i conall g dantlan 2 e giill cilwaial
[from a philosophical activity to an experimental one] iiast! ils ol i ulall

Exercise NO. (95) (gt 19 o bkl | (o yuleldf
edall et i |y el e Lads e 2 Laliiel] ladlall L ye 00 Zaladl] Cassl
Type the following in twenty minutes:

olacs utigag hugeg GEalag yeld Wllia Gles (pludall caly Glea V1 iy e i ali 3
el Blie e e 548 825 ale 2 ((lyuls AT el ¥ gloma suiay al® uliyd o ulie ooy
Bl 01 0 ol Gl ¢ il 155 Lac ke dadma i Eubis Belae Laoiiians o3 2 yuissl
‘gall Jal daued OF (S Lo Ligsme dlogud de yw (o Seluall clldg 2 mliy @f dissd ¢ gulallss
O il sk ald Lale 70 o ee olss cam 875 ple 29 cilaan oy d il 008 (e 3
Jle glasyl Jlspll ol Juog 3l oda Jio el e 3481l 5508 50 Jolo @3 Hoaidl (g !
Slemll "y pd s acte e 3 ()lm g lag Mg | i dades digad (35183 ydie sl )3l Jlas
i iyl o1l (e pEmals S 0yl (]
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Exercise NO. (96) (gt !g (yud losad | ot 3ol |

B g i Il pe B e 2 Aalil| cledlall Lielpo LI Laladll (oo
Type the following in twenty minutes:

A thousand year before the Wright brothers a Muslim poet, astronomer,
musician and engineer named Abbas ibn Firnas made several attempts to
construct a flying machine. In 852 he jumped from the minaret of the Grand
Mosque in Cordoba using a loose cloak stiffened with wooden struts. He hoped
to glide like a bird. He didn't. But the cloak slowed his fall, creating what is
thought to be the first parachute, and leaving him with only minor injuries. In
875, aged 70, having perfected a machine of silk and eagles' feathers he tried
again, jumping from a mountain. He flew to a significant height and stayed
aloft for ten minutes but crashed on landing - concluding, correctly, that it was
because he had not given his device a tail so it would stall on landing.

Exercise No. (97) (gt |9 fud sl | iyl
byl e i |y el e LB o e 2 Lalill ledlall Lue | ye I Zaladll Cassl
Type the following in twenty minutes:

C5iEas Jog e Bilie oy« elo Lo pall Lalenll e Jo VI 2 il 4,301 "Cheque’ Ll
gl (811 a0 3 ylas | Slaliall Lgus yatig Jlga¥1 J&5 Joline (goland el aliadl ol pid vty
Walasy 2. el el Ualgy ol 2. p005 o pobaion @ladl Jlee V1 oy oles ydie

Exercise NO. (98) gty ol oyl
Byl it i 51y Sl e L5832 Aalin ] cledball Lol o ddll) Zelall o
Type the following in twenty minutes:
The modern cheque comes from the Arabic saqq, a written vow to pay for

goods when they were delivered, to avoid money having to be transported
across dangerous terrain. In the 9th century, a Muslim businessman could cash

a cheque in China drawn on his bank in Baghdad.
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Type the following in twenty minutes:

o=l O Less Jdudl oo cdug o (o)1 o craleadl elale opn pisall JUB e plidl a0l 2
Cadigny O Jod Gl Oles (o) Ll saame idadl Lle Liagae 550 Lo LaSls Guaddl o
ale 5000 dazitl l3 oysldls

og9azsd oy ¥l dama g palidl ¢y a0 a8 fas 2535 grelel | (sslall cblas cdlss aal
e WLl @y a3y Mazs jieglicn 200 Laill ool e J31 52 [ieskiss 40,253.4
LoMes 1139 ale 2 sl uaY £0s )Y 5 50l Lew

Exercise No. (100) did! ouyaed
reBgll g i |l g A2 o pdie 2 Laliell ciledal| Lo 2101 daladll Cossl
Type the following in twenty minutes:

By the 9th century, many Muslim scholars took it for granted that the Earth
was a sphere. The proof, said astronomer Ibn Hazm, "is that the Sun is always
vertical to a particular spot on Earth". It was 500 years before that realisation
dawned on Galileo. The calculations of Muslim astronomers were so accurate
that in the 9th century they reckoned the Earth's circumference to be
40.253.4km less than 200km out. The scholar al-Idrisi took a globe depicting

the world to the court of King Roger of Sicily in 1139.

Exercise No. (101) A dad Jo¥ 1 odyueld !

(el g i gl pe 35155 e 2 dalill cledall Ll ye Ll Cass!
Type the following in tin minutes:

"People who live in glass houses shouldn't throw stones."
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Type the following:
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Exercise No. (103) aid! dad St oyl

Bl e i gl pe 35155 e 2 dalill aladall Ll e 1 Cass]
Type the following in tin minutes:

Aphorism is a brief saying embodying a moral, a concise statement of a
principle or precept given in pointed words .
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Exercise No. (104) 4idf dad ol yf i yubeld

This article from (http://www.minhajalmuslim.com/women/hagar.htm)

Type the following in tin minutes: bl Sledlall Lie | e SI01 Cass!

"The first lady to use a girdle was the mother of Ishmael. She used a girdle so
that she might hide her tracks from Sarah. Abraham brought her and her son
Ishmael while she was suckling him, to a place near the Ka'ba under a tree on
the spot of Zam-zam, at the highest place in the mosque. During those days
there was nobody in Mecca, nor was there any water So he made them sit over
there and placed near them a leather bag containing some dates, and a small
water-skin containing some water, and set out homeward. Ishmael's mother
followed him saying, "O Abraham! Where are you going, leaving us in this
valley where there is no person whose company we may enjoy, nor is there
anything (to enjoy)?" She repeated that to him many times, but he did not look
back at her Then she asked him, "Has Allah ordered you to do so?" He said,
"Yes." She said, "Then He will not neglect us," and returned while Abraham
proceeded onwards, and on reaching the Thaniya where they could not see him,
he faced the Ka'ba, and raising both hands, invoked Allah saying the following
prayers:
'O our Lord! I have made some of my offspring dwell in a valley without
cultivation, by Your Sacred House (Kaba at Mecca) in order, O our Lord, that
they may offer prayer perfectly. So fill some hearts among men with love
towards them, and (O Allah) provide them with fruits, so that they may give
thanks.' (14.37) Ishmael's mother went on suckling Ishmael and drinking from
the water (she had).
When the water in the water-skin had all been used up, she became thirsty and
her child also became thirsty. She started looking at him (i.e. Ishmael) tossing
in agony; She left him, for she could not endure looking at him, and found that
the mountain of Safa was the nearest mountain to her on that land. She stood
on it and started looking at the valley keenly so that she might see somebody,
but she could not see anybody. Then she descended from Safa and when she
reached the valley, she tucked up her robe and ran in the valley like a person in
distress and trouble, till she crossed the valley and reached the Marwa
mountain where she stood and started looking, expecting to see somebody, but
she could not see anybody. She repeated that (running between Safa and
Marwa) seven times."
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The Prophet said, "This is the source of the tradition of the walking of people
between them (i.e. Safa and Marwa). When she reached the Marwa (for the last
time) she heard a voice and she asked herself to be quiet and listened
attentively. She heard the voice again and said, 'O, (whoever you may be)! You
have made me hear your voice; have you got something to help me?" And
behold! She saw an angel at the place of Zam-zam, digging the earth with his
heel (or his wing), till water flowed from that place. She started to make
something like a basin around it, using her hand in this way, and started filling
her water-skin with water with her hands, and the water was flowing out after
she had scooped some of it."
The Prophet added, "May Allah bestow Mercy on Ishmael's mother! Had she
let the Zam-zam (flow without trying to control it) (or had she not scooped
from that water) (to fill her water-skin), Zam-zam would have been a stream
flowing on the surface of the earth." The Prophet further added, "Then she
drank (water) and suckled her child. The angel said to her, 'Don't be afraid of
being neglected, for this is the House of Allah which will be built by this boy
and his father, and Allah never neglects His people.' The House (i.e. Kaba) at
that time was on a high place resembling a hillock, and when torrents came,
they flowed to its right and left. She lived in that way till some people from the
tribe of Jurhum or a family from Jurhum passed by her and her child, as they
(i.e. the Jurhum people) were coming through the way of Kada'. They landed in
the lower part of Mecca where they saw a bird that had the habit of flying
around water and not leaving it. They said, 'This bird must be flying around
water, though we know that there is no water in this valley.' They sent one or
two messengers who discovered the source of water, and returned to inform
them of the water. So, they all came (towards the water)." The Prophet added,
"Ishmael's mother was sitting near the water. They asked her, 'Do you allow us
to stay with you?" She replied, "Yes, but you will have no right to possess the
water.' They agreed to that." The Prophet further said, "Ishmael's mother was
pleased with the whole situation as she used to love to enjoy the company of
the people. So, they settled there, and later on they sent for their families who
came and settled with them so that some families became permanent residents
there. The child (i.e. Ishmael) grew up and learnt Arabic from them and (his
virtues) caused them to love and admire him as he grew up, and when he
reached the age of puberty they made him marry a woman from amongst them.
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After Ishmael's mother had died, Abraham came after Ishmael's marriage in
order to see his family that he had left before, but he did not find Ishmael there.
When he asked Ishmael's wife about him, she replied, 'He has gone in search of
our livelihood.' Then he asked her about their way of living and their condition,
and she replied, "We are living in misery; we are living in hardship and
destitution,' complaining to him. He said, "When your husband returns, convey
my salutation to him and tell him to change the threshold of the gate (of his
house).' When Ishmael came, he seemed to have felt something unusual, so he
asked his wife, 'Has anyone visited you?' She replied, "Yes, an old man of so-
and-so description came and asked me about you and I informed him, and he
asked about our state of living, and | told him that we were living in a hardship
and poverty.' On that Ishmael said, 'Did he advise you anything?' She replied,
'Yes, he told me to convey his salutation to you and to tell you to change the
threshold of your gate.' Ishmael said, 'It was my father, and he has ordered me
to divorce you. Go back to your family.' So, Ishmael divorced her and married
another woman from amongst them (i.e. Jurhum).
Then Abraham stayed away from them for a period as long as Allah wished
and called on them again but did not find Ishmael. So he came to Ishmael's
wife and asked her about Ishmael. She said, 'He has gone in search of our
livelihood." Abraham asked her, '"How are you getting on?' asking her about
their sustenance and living. She replied, 'We are prosperous and well-off (i.e.
we have everything in abundance).' Then she thanked Allah" Abraham said,
'‘What kind of food do you eat?' She said. 'Meat.' He said, 'What do you drink?'
She said, 'Water." He said, "O Allah! Bless their meat and water." The Prophet
added, "At that time they did not have grain, and if they had grain, he would
have also invoked Allah to bless it." The Prophet added, "If somebody has only
these two things as his sustenance, his health and disposition will be badly
affected, unless he lives in Mecca." The Prophet added," Then Abraham said
Ishmael's wife, "When your husband comes, give my regards to him and tell
him that he should keep firm the threshold of his gate.' When Ishmael came
back, he asked his wife, 'Did anyone call on you?' She replied, 'Yes, a good-
looking old man came to me," so she praised him and added. 'He asked about
you, and I informed him, and he asked about our livelihood and I told him that
we were in a good condition.' Ishmael asked her, 'Did he give you any piece of
advice?' She said, "Yes, he told me to give his regards to you and ordered that
you should keep firm the threshold of your gate.' On that Ishmael said, ‘It was
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my father, and you are the threshold (of the gate). He has ordered me to keep
you with me.'
Then Abraham stayed away from them for a period as long as Allah wished,
and called on them afterwards. He saw Ishmael under a tree near Zamzam,
sharpening his arrows. When he saw Abraham, he rose up to welcome him
(and they greeted each other as a father does with his son or a son does with his
father). Abraham said, 'O Ishmael! Allah has given me an order." Ishmael said,
'Do what your Lord has ordered you to do." Abraham asked, "Will you help
me?' Ishmael said, 'l will help you." Abraham said, Allah has ordered me to
build a house here," pointing to a hillock higher than the land surrounding it."
The Prophet added, "Then they raised the foundations of the House (i.e. the
Ka'ba). Ishmael brought the stones and Abraham was building, and when the
walls became high, Ishmael brought this stone and put it for Abraham who
stood over it and carried on building, while Ishmael was handing him the
stones, and both of them were saying, 'O our Lord! Accept (this service) from
us, Verily, You are the All-Hearing, the All-Knowing."' The Prophet added,
"Then both of them went on building and going round the Ka'ba saying: O our
Lord ! Accept (this service) from us, Verily, You are the All-Hearing, the All-
Knowing." [Narrated Ibn Abbas: Bukhari]
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Type the following in twenty minutes:

"Peace” (Salam ~>L.11) is mentioned many times in the Holy Quran and it is
certainly the most sought after condition for the life of every human on earth.
"The Peace" (As-Salam .>.11) is also one of the attributes which Allah has

named Himself by in the Holy Quran:

{He is Allah beside Whom there is none worthy of worship, The King, The
Holy, The Peace, The Watcher, The All Mighty, The Compeller, The Supreme.
Glory be to Allah! He is above all that they try to associate with Him as
partners.} [Holy Quran 59:23]

We are all striving to achieve some sort of peace and tranquility in our lives.
And providing that the other four conditions have been met, then this is the
inevitable result of the one who is truly seeking Allah.

So as soon as he or she has totally surrendered and submitted and obeyed
Allah, in complete sincerity and as a result has achieved total and complete
peace in this life and in the next.

It does not imply that they will not be tested however. And this must be quickly
understood. The one whom Allah loves, He tests. The person who will be

successful in this life and the Next Life will be tested as Allah has said:

{Do they think that they will be left alone on saying, "We believe and that they
will not be tested? For sure we will test them as we have tested those who
came before them, to show (them) the truthful of the honest and the liars in
their falsenood} [Quran 29:2-3]

Once we humble ourselves, rid ourselves of our egoism and submit totally to
Allah, and to Him exclusively, in faith and in action, we will surely feel peace
in our hearts. Establishing peace in our hearts will bring about peace in our
external conduct as well.
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Type the following in twenty minutes:

The Holy City of Makkah, which lies inland 73 kilometers east of Jiddah, is the
place where the Prophet Muhammad, peace be upon him, was born - the place
where God's message was first revealed to him and the city to which he
returned after the migration to Madinah in 622 AD.

Makkabh is the holiest city on earth to Muslims. Five times each day, the
world's one billion Muslims, wherever they may be, turn to the Holy City of
Makkah to pray. And at least once in their lives, all Muslims who are not
prevented by personal circumstance perform the Hajj, the pilgrimage to
Makkah. Thus each year the Holy City of Makkah is host to some two million
hajjis (pilgrims) from all over the world.

The Holy Mosque in Makkah houses the Ka'aba, in the corner of which is set
the Black Stone which marks the starting point for the seven
circumambulations of the Holy Mosque which every hajji must complete.

The Holy City is served by the seaport and international airport of Jiddah.
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Type the following in twenty minutes:

Islam is from Allah, The Creator and Sustainer of all that exists. As such, it is
for Him Alone to command and direct His creation and He Alone is
responsible for what He will accept and what He will not accept. It is also for
Him Alone to decree what is good and what is bad and He must be the One to
show the right path in all things.

Everything in the life of the creations of Allah, especially for those who have
choices to make (us), must be dictated and clarified by the One who Created
everything in the fist place. We understand from this that Islam must be a
complete and total way of living, explaining everything in the life from
beginning to end and from birth until death.

Islam is careful to remind us that it not a religion to be paid mere lip service;
rather it is an all-encompassing way of life that must be practiced continuously
for it to be Islam.

There are other injunctions and commandments which concern virtually all
facets of one's personal, family and civic life. These include such matters as
diet, clothing, personal hygiene, interpersonal relations, business ethics,
responsibilities towards parents, spouse and children, marriage, divorce and
inheritance, civil and criminal law, fighting in defense of Islam, relations with
non-Muslims, and so much more.

In conclusion, we are forced to realize that ISLAM is a complete way of life
for the human being. Everything is covered in Islam from birth to death to live
in the complete submission to the Will of the One Who Created man in the first
place.
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In August, 2005, Abdullah bin Abdul Aziz, formerly Crown Prince, became
the sixth King of Saudi Arabia, Custodian of the Two Holy Mosques and Prime
Minister. He remained head of the Kingdom's National Guard which he has
commanded since 1962. Born in Riyadh in 1924, he was given a formal
religious education. Throughout his long public life, HRH Crown Prince
Abdullah has exerted a major influence on both the domestic and foreign
policy of the Kingdom. King Abdullah has added to his early education at the
royal court with extensive reading of history, politics and social affairs. His
years spent with the bedouin in the desert reinforced in him the traditional
bedouin values of honor, generosity, simplicity and courage. From the early
years of his manhood, he has been closely involved in events inside the
Kingdom, invaluable experience not only for dealing with the internal affairs of
the Kingdom but also for the role he has played on the wider stage of
international affairs. He has visited most of the Kingdom's allies and has used
his good offices to mediate in negotiations between other Arab states. The
appointment in 1962 of the then Crown Prince Abdullah as head of the
National Guard (formed originally from the descendants of those who fought
alongside King Abdul Aziz (Ibn Saud) to consolidate the Kingdom) was
particularly appropriate in view of his intimate knowledge of the tribes of the
Kingdom and his love of the desert and its traditions. Since his appointment,
the King has transformed the National Guard into not only an effective modern
military force but also a unique social and cultural institution. He has played a
particularly noteworthy role in preserving and celebrating the cultural heritage
of the Kingdom. A major element in the preservation of the Kingdom's heritage
Is the annual National Heritage and Cultural Festival, inaugurated in 1985, and
held in Jenadriyah. With the King as its patron, the Festival which includes
folksong, dance and literary events, attracts visitors from all over the Kingdom
of Saudi Arabia. As Crown Prince, Abdullah was appointed Second Deputy
Prime Minister in 1975 on the succession of King Khalid and, when King Fahd
succeeded to the throne in 1982, was named Crown Prince and Deputy Prime
Minister. In his capacity as First Deputy Prime Minister, Crown Prince
Abdullah presided over cabinet meetings in the absence of the King.

In August, 2005, he became King on the death of King Fahd.
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The Arab calendar is a lunar calendar. The 12 months are:
Muharram . =« (30 days)

Safar ,2. (29 days)

Rabi'a al-Awal J,¥1 ~u, (30 days)

Rabi‘a ath-Thani i1 0, (29 days)
Jumada al-Ula _ %1 csles (30 days)
Jamada Ath-Thaniya st ¢l (29 days)
Rajab -, (30 days)

Sha'aban L. (29 days)

Ramadan ;,Ls, (30 days)

Shawwal 1,2 (29 days)

Dhul Qa'dah s..a1 43 (30 days)

Dhul Hijjah <=~ 43 (29 days: 30 days in a leap year)

The seven days of the week are:
As-Sabt ... (Saturday)

Al-Ahad .~¥1 (Sunday)
Al-Athnain oy (Monday)
Ath-Thulatha . sy (Tuesday)
Al-Arbia . L.,¥ (Wednesday)
Al-Khamees .. (Thursday)
Al-Juma iw>dt (Friday)

The time throughout the Kingdom of Saudi Arabia is Greenwich Meantime
plus 3 hours.

-103-



PP NPT (AAL LD ) puallly deLialf ol
Bp LSy ywald! Ady play A pug Alipiae yagial il 142 i (Bt caulind | o oS8 a0

Exercise NO. (113) A/ dad plis SILL oyl
Type the following: il ledlall Ll e 2001 dalasl ol

Traditional Saudi dress/clothing:

MALE DRESS
THOBE (w51 : The traditional clothing for men is the Thobe, a loose, long-

sleeved, ankle-length garment. Thobes worn in summer are generally white and
made of cotton. Thobes worn in winter are generally darker in color and made

of wool.
TAGIYAH st : The Tagiyah is a white knitted skull cap

GHUTRA G, @ The Ghutra is a square scarf, made of cotton or silk, which is

worn folded across the head over the Tagiyah. The end of the scarf can be
draped across the face as protection in the event of sandstorms.

AGAL (st - The Agal is a thick, doubled, black cord which is worn on top
of the Ghutra to hold it in place.

FEMALE DRESS
THOBE (441 : Women wear the Thobe - a loose, long-sleeved, ankle-length

garment, but, for women, the neck and front can be embroidered and decorated
with beads.

ABAYA (i,Lat) : The Abaya is a large, black cloak, worn either loose and

flowing or wrapped around the body. The Abaya is generally made of silk or
synthetic cloth.

BOSHIYA (3541 @ The Boshiya is a black veil, light in weight, worn across
the lower part of the face.

SURWAL (J1s, : The Surwal are cotton or silk trousers worn by women
under the Thob.
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BEGINNINGS OF SAUDI ARAMCO

The roots of Saudi Aramco go back morethan seven decades. In 1933, shortly
after Saudi Arabia was unified, the Government granted a concession to
Standard Oil of California who recognized the potential of oil as a valuable
export commodity and a source of revenue to begin building our nation.
Standard Oil of California, the parent company of Chevron, was joined later by
several other major oil companies and the venture became known as Aramco
the Arabian American Oil Company. In 1938, after five long years of
exploration, oil was discovered in commercial volume when a well named
Dammam Number 7, near today's headquarters in Dhahran, began to flow and
ushered in a new era for Saudi Arabia. Things moved quickly, and in 1939
King 'Abd al-'Aziz visited Ras Tanura to inaugurate the first shipload of Saudi
crude oil ever exported. The young Kingdom was now officially launched into
the international petroleum industry.

OUR BUSINESS

Saudi Aramco's operations span the globe and the energy industry. The world
leader in crude oil production, Saudi Aramco also owns and operates an
extensive network of refining and distribution facilities, and is responsible for
the gas processing and transportation installations that fuel Saudi Arabia's
industrial sector. An array of international subsidiaries and joint ventures,
including one of the world's largest and newest fleet of supertankers, deliver
crude oil and refined products to customers worldwide.
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Don't Complain, be Patient

Khabbaab ibn al-Aratt (may Allaah be pleased with him) said: *We complained
to the Messenger of Allaah (peace and blessings of Allaah be upon him) when
he was reclining on his cloak in the shade of the Ka'bah. We said to him: "Why
do you not ask Allaah to help us (grant us victory)? Why do you not pray to
Allaah for us?" He said, "A man from the people before you would be placed
in a hole dug for him, then they would bring a saw and cut his head in two, yet
that would not make him renounce his faith. They would use an iron comb to
drag the flesh and nerves from his bones, yet that would not make him
renounce his faith. By Allaah, this matter will be completed (i.e. Islam will be
perfected and will prevail) until a rider travelling from Sana' to Hadramawt
will fear nobody but Allaah or the attack of a wolf on his sheep, but you are too
impatient." Source: Sahih Bukhari.

The conditions of Muslims may go up and down but Islam will always remain
on top. We should never lose hope even during the most difficult times as
Allah is always in control. Surely, Allah helps those who are patient.
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Army of Elephants

The following incident is mentioned in Surah Feel of the Holy Quran and it
happened during the period of the birth-year of Prophet Muhammad (peace be upon
him). Abraha Al-Ashram was the governor of Yemen on behalf of the king of
Ethiopia. He (Abrahah) thought to build a house (like the Kabah at Makkah) in Sana
(the capital of Yemen) and call the Arabs to perform the pilgrimage there in Sana
instead of the Kabah in Makkah, with the intention of diverting the trade and
benefits from Makkah to Yemen. He presented his idea to the king of Ethiopia who
agreed to it. So the house (church) was built and he named it Al-Qullais; there was
no church of its like at that time. Then a man from the Quraish tribe of Makkah
came there and was infuriated by it, so he relieved his nature (stools and urine) in it,
soiled its walls and went away. When Abrahah Al-Ashram saw that, he could not
control his anger and raised an army to invade Makkah and demolish the Kabah. He
had in that army thirteen elephants and amongst them was an elephant called
Mahmud which was the biggest of them. So that army proceeded and none amongst
the Arab tribes that faced them (fought against them) but was killed and defeated, till
it approached near Makkah. Then there took place negotiations between Abrahah
Al-Ashram and the chief of Makkah (Abdul Muttalib bin Hashim, the grandfather of
the Prophet), and it was concluded that Abrahah would restore the camels of Abdul
Muttalib which he had taken away, and then he (Abrahah) would decide himself as
regards the Kabah. Abdul Muttalib ordered the men of Makkah to evacuate the city
and go to the top of the mountains along with their wives and children in case some
harm should come to them from the invading oppressors. Then that army moved
towards Makkanh till they reached valley Muhassir. While the army was marching
towards Makkah, in the middle of the valley, suddenly it was overtaken by flocks of
birds, flocks after flocks, air-raiding that army with small stones slightly bigger than
a lentil seed. There never fell a stone on a soldier except it dissolved his flesh and
burst it into pieces. So they perished with a total destruction. Abrahah Al-Ashram
fled away while his flesh was bursting into pieces till he died on the way (back to
Yemen). Such was the victory bestowed by Allah, (the All-Majestic, All-Powerful)
to the people of Makkah and such was the protection provided by Him for His
House (Kabah in Makkah).

Source: Extracted from Tafsir of Surah Feel (Surah 105) by Ibn Kathir as found in
Translation of the Noble Quran by Muhammad Muhsin Khan.
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A man came to Ibrahim ibn Adham (may Allah be pleased with him) and said,
"Abu Ishag, I am unable to control myself. Please give me something to help
me with it", "If you accept five conditions," said Ibrahim, "and are able to put
them into practice, your disobedience will not cause you any problem."

"Just tell me what they are, Abu Ishaq!" the man said.

"The first is that when you want to disobey Allah you do not eat anything He
provides.", "Then how will | get anything to eat?, Everything on the earth is
from Him!", "So is it right to eat His provision and disobey Him at the same
time?" replied Ibrahim. "No, it is not. What is the second condition?" "When
you want to disobey him, move off His land."”, "That is even more difficult!
Exclaimed the man. "In that case where will I live?", "Is it right to eat his
provision and live on His land and then to disobey Him?" asked Ibrahim. "No,
it is not.”, "What is the third condition?", "When you want to disobey Him in
spite of eating His provision and living on His land, find a place where He will
not see you and disobey Him there.", *What do you mean, Ibrahim? He knows
everything that happens even in the most hidden places!", "So is it right to
disobey Him when you eat His provision and live on His land and when you
know that He can see everything you do?", "It certainly is not!" the man
replied. "Tell me the fourth condition.”, "That when the Angel of Death arrives
to take your soul, you say to him, 'Give me a reprieve so that | can repent and
act righteously for Allah."™, "But he won't listen to me!", "Then if you cannot
ward off death long enough to give yourself time to repent, and you know that
when it comes there will be no reprieve, how can you hope to be saved?",
"What is the fifth?" "*That when the angels of the Fire come to you to take you
to the Fire, you do not go with them.", "They will take me whether I like it or
not!" exclaimed the man. "So how can you hope to be saved?", "Enough,
enough, Ibrahim! I ask Allah's forgiveness and | turn to Him!"

The man's repentance was sincere and from that time on he was assiduous in
his worship and avoided acts of disobedience until the day he died
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Bedouin, derived from the Arabic badawi (ss..), @ generic name for a desert
dweller

Exercise NO. (125) &l dad (g sdiad|g guwolikd | ol yubeld
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English3 Unitl Hybrids

Since ancient times, farmers have chosen the seeds for the coming year from
the biggest and best plants in their crop. Farmers hope that these seeds will
have the same good qualities as their parent plants. This method is called
inbreeding. But experts say it is not the best way to develop seed with strong,

healthy qualities over time .
In 1906, the genetic researcher G.H. Shull started work on breeding corn. He

found that if he mated two inbred groups of corn plants, he could create a
stronger new line of corn. This process is called crossbreeding. It produces

hybrids from putting together different kinds of related plants .
Researchers soon recognized that they could crossbreed four inbred lines of
corn. The result is stronger than corn crossbred only once. Hybrid corn first

appeared in 1921. Today, almost all corn planted in North America is hybrid.
And farmers harvest about seven times more corn from each hectare than they

did seventy years ago .
Corn is not the only hybrid crop. Yuan Longping is called the Father of Hybrid
Rice. He and other Chinese scientists worked on this idea in the 1960s and 70s.

The first hybrid rice appeared in 1974. Mister Yuan used three lines of parent
seed that produced fifteen to twenty percent more grain. By 1995, half of all

the rice grown in China was hybrid .

There are also hybrid animals. Long ago, farmers discovered that a female
horse mated with a male donkey produces a mule. This animal is strong and
good for work, although it cannot reproduce .

Hybrids are not the answer to every problem in agriculture. New hybrid seeds

must be bought each year. They also cost more than other seeds. Hybrids can
take many years to develop. And not all crops can be crossbred successfully.

But hybrids have been an important development for productivity.
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English3 Unit7 Home Gardens
For many people, growing crops on a small piece of land is not a business. For
them, a home garden may be an important part of a family's food supply, or it

Is simply an enjoyable activity .
Sunlight is a garden’s most basic need. A garden with unblocked sun from the

south is best. A good place for a garden must have at least six hours of sunlight
a day. Eight to ten hours is best. If the garden does not receive at least six hours

of light during the growing season, it will not produce a good crop .

The garden should not be near the base of a hill or a wall. These will block
sunlight. They also block fresh air that helps raise the temperature of the soil
early in the growing season .

Even if the soil of your garden is not very good, it can be improved. Excellent
fertilizer can be made by using the method of composting. Composted food
waste and other organic material can make poor soil dark and rich.

Good garden soil must drain well. This way water does not build up and leave
the soil too wet to support plants. Turning the soil and adding composted
material helps with drainage and permits air to enter the soil .

A garden must receive a good amount of water every week. Too little can, of
course, be as harmful as too much. So the garden must be close to water pipes
or a natural supply of water .

After choosing the best place, and improving the soil by turning it and adding
compost, you can prepare to plant.

In the northern hemisphere, planting season starts in March. In the southern
hemisphere, it begins in November. Planting season is also a good time to add
fertilizer to the soil. This will help the growth of seeds or young plants.
Compost is itself a fertilizer. Experts say that fertilizer should be turned into
the soil to a depth of eight to ten centimeters. This permits rooting seeds or

plants to use the nutrients immediately.
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Exercise NO. (131) A ad G99k g okt | ot sl
Type the following: b l] cledall Lie|ye LI Zadail Cass

English3 Unit8 Nutrients

The good mind is in the good body. People need to eat food that helps them
grow and keeps them away from being sick.

Vitamins are nutrients the body needs which can only be obtained from the
food we eat. Fresh produce is a good source of many Vitamins. Vitamins such
as Vitamin A, and Vitamin C are important to maintain good health. Scientists
suggest that people eat produce that has high content of these nutrients.
Vitamins are needed for a variety of biological processes, among them growth,
digestion, mental alertness and resistance to infection. Vitamins are substances
your body needs in small but steady amounts for normal growth, function and
health.

Vitamin A helps building body tissues and makes bones grow faster. It also
helps with night vision. Vitamin A is essential for strong gums and healthy
tissues. Many fruits and vegetables such as carrots, spinach and sweet potato
contain Vitamin A. Vitamin A is also found in beef liver and egg yolk.
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Vitamin C plays several important roles including strengthening the blood
vessels and gums and supporting tissue repair and wound healing. Vitamin C is
found in citrus such as oranges and lemon.
Beside Vitamins, fiber which is also found in produce, is also important.
Nutritionists suggest that people should consume 25 grams of fiber per day. It
is found in fresh fruits and vegetables and in grains such as wheat. Fiber lowers

the level of sugar in blood. Fiber also plays an important role in keeping the
digestive system working smoothly.
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Exercise No. (133) &b dad (g9t g S oyl
Type the following in ten times: il ledlall Luelys il pa e A Cass|

Sy il ol (Caghs Y o 3 (ot oy ¢ damdl Ay UL AT (AT Ly Y iy ALY Q) Y

Exercise NO. (134) i dad 9mi 919 aadf o1 oy
Type the following in ten times: caliell culedlall Lielpa il pa pdie Sl cass

(VU PRV VAR PRI AR VAR AT
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Exercise NO. (135) Al dag g9t 1g walstd | outyol
Type the following: i) ladlall Ll e 2001 dalasl ool

English3 Unit9 Biological Controls

Biological controls are living things that eat organisms harmful to crops. They
offer new ways for farmers to grow organic crops and protect the environment.
In modern times, farmers have depended on chemicals to kill harmful insects,
plants and other organisms. But, many scientists and farmers are looking for
ways to grow crops without using poisons. Using less chemicals can save
farmers money as well. One way to avoid using poisons is to release helpful
insects that are natural enemies of harmful insects, or pests.

Some insects eat pests. The lady beetle, or ladybug, is well known. Round,
colorful lady beetles eat many kinds of harmful insects including aphids.
Aphids develop colonies and eat plant fluids.

An adult lady beetle can eat fifty or more aphids a day. Aphids attack many
different kinds of crops. This makes lady beetles a good defense against aphids
for growers of fruit, grains, beans, strawberries and other crops. Lady beetles
live in Asia, Europe and the Americas. Farmers can buy them from the market.
Some insects inject their eggs inside the bodies of pests. These are called
parasitoids. Young parasitoids come out of their eggs and eat the pests. Some
parasitoids can be very effective. They keep the pests from reproducing. After
they become adults, they lay many eggs on other pests.

A tiny wasp with a big name is a good example. Encarsia Formosa is used all
over the world for vegetables and flowers grown indoors.

The Encarsia formosa wasp injects eggs into the bodies of young white flies.
There are many different kinds of white fly pests and E formosa likes to eat at
least fifteen of them. Some of these wasps can lay enough eggs to kill ninety-
five young white flies in twelve days. E. formosa is most popular in Russia and
Europe.
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Exercises on typing the Numbers on the Numbers
keybords

: Q1

ol el uls|

il ) Uiyl ol ST Jand ¥y il oo L1 (055

2l ¥ Bl el 9 paidell po Wl Byl s

lalgl ol oy
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Lea (Ctrl + Shift) Lalise Lle daially L5l ¥l Gl J) L]l S a5e Jon .10

Instructions :
1. Sit opposite the keyboard correctly.
Place your fingers on the guide keys as explained before.
Hang your thumbs on the space par.
Try to think about the correct positions of each key.

o &~ D

Do not bother yourself if you made a mistake to avoid making more mistakes.
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Exercise NO. (136) ! dad aei St 19 (yud buaef iyl
@315 T ) s w¥ ke Sl peai as plalsyde 2 clidg oniye ( 964 ) 3,01 Lliss ),

Type the following ( 564 ) twice by using the Numbers on the Numbers
keybords in tin lines:

564 564
564 564
564 564
564 564
564 564
564 564
564 564
564 564
564 564
564 564

Exercise NO. (137) bl dad 9ei St g aud s | oy
@1 o S e Lliss 100 pn placd 5 pdie 2 cllag o pe ( D321) 3,01 Ll ),
a3, e il Y
Type the following ( 5321 ) twice by using the Numbers on the Numbers
keybords in tin lines:

5321 5321
5321 5321
5321 5321
5321 5321
5321 5321
5321 5321
5321 5321
5321 5321
5321 5321
5321 5321
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Exercise No. (138) &&! dad iami il g Gl oty
@31 T I s w¥ Ll Hlpead ae plal i yde 2 clidg oniye ( 897) 3,01 Lliss ),

Type the following ( 897 ) twice by using the Numbers on the Numbers
keybords in tin lines:

897 897
897 897
897 897
897 897
897 897
897 897
897 897
897 897
897 897
897 897

Exercise NO. (139) Akdf dad ygei St qusildf o it
@B o) JI Mac¥ Bliss 1,500 pe ol 5 e 2 clidg oy ( 90.37) @301 Liliss <
1ala ¥ e sl Yl
Type the following ( 50.37 ) twice by using the Numbers on the Numbers
keybords in tin lines:

50.37 50.37
50.37 50.37
50.37 50.37
50.37 50.37
50.37 50.37
50.37 50.37
50.37 50.37
50.37 50.37
50.37 50.37
50.37 50.37
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Exercise NO. (140) aidf dad yeady ¥ | outydeld|
M e Hlent ae yha Wi ydie 2 cliyg oni e ( 5%9-84+10/2-3) ileall Ll

Type the following (5*9-8+10/2-3 ) twice by using the Numbers on the
Numbers keybords in tin lines:

5*9-8+10/2-3
5*9-8+10/2-3
5*9-8+10/2-3
5*9-8+10/2-3
5*9-8+10/2-3
5*9-8+10/2-3
5*9-8+10/2-3
5*9-8+10/2-3
5*9-8+10/2-3
5*9-8+10/2-3

5*9-8+10/2-3
5*9-8+10/2-3
5*9-8+10/2-3
5*9-8+10/2-3
5*9-8+10/2-3
5*9-8+10/2-3
5*9-8+10/2-3
5*9-8+10/2-3
5*9-8+10/2-3
5*9-8+10/2-3

Exercise No. (141) A& dad oady¥ 19 Sakaad | wu sl

5263410.987
5263410.987
5263410.987
5263410.987
5263410.987
5263410.987
5263410.987
5263410.987
5263410.987

5263410.987
5263410.987
5263410.987
5263410.987
5263410.987
5263410.987
5263410.987
5263410.987
5263410.987

-129-

Sl Ll st as sl syde 2 clihg o e (9263410.987 ) ileall Lliss 5,50

Type the following ( 5263410.987 ) twice by using the Numbers on the
Numbers keybords in tin lines:
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gyl (Bgdis daddie
.Typing the Guide Keys (Home Keys) l<=3,¥| caw :iz?ﬁ
Typing the letters (G, H) and () () Zadey (g, h) 2>
. Typing capital letters 3, <11 Cag !
Exercises on typing the Guide Keys yle=5,¥1 Caws e oy)lad
Typing The first Row (Js¥! Caeal) 5123 ¥ (o Jieud Careall : LolS
. Typing capital letters 3, =11 Ca g,
.Exercises on typing the first Row L=t ¥l Caws Jawl cawadl e o ylad
. Typing The third Row (EJEl Caall) 3LEm,¥1 Caas (e el Cauall s B
. Typing capital letters 5 o=l (99 ol

. Exercises on typing the third row le=i ¥l Caw el cawmtl Jle ¢plad
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Typing the signs ((),()),(*),(,),(&),($).(@)

65 .. . . .Exercises on typing the Marks and signs ializ=l! cladatl e by ol
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