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Office automation systems: 
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ففففففففف   دار   ةتعريفففففففف  البالففففففففا لكبريفففففففف  الإدار  ا ل كر نيفففففففف

الأعمففففففال الورقيففففففة  الر تيايففففففة ففففففف  لي ففففففة الم اتففففففا   ففففففر  

مفهففففففوت الم كففففففا   اا فففففففت  تبرياففففففات نظففففففم  تمكففففففة الم اتففففففا 

 الكبريففففف  العملففففف  الفففففبة يافففففوت لفففففت البلرفففففة لأ فففففم الكبريافففففات 

المكففففففوفر   المسففففففكأتمة ففففففف  نظففففففم  تمكففففففة الم اتففففففا لكع يفففففف  

قفففففففترتهم فففففففف  ا تفففففففكأتات الأماففففففف  لكلففففففف  الكبريافففففففات   فففففففبا 

ضفففففافة  لفففففر  فففففر  عاا فففففر    ففففف ال  فففففر ات ال اتفففففو  لالإ

  ثر ففففففففا ففففففففف  ترففففففففادل المراتفففففففف ت  ةالسففففففففل ية  ال تففففففففل ي

 الكجارية  المعلومات لين الأفراد  الماظمات.

 

The main objective of this course is to 

provide students with an overall understanding 

of managing electronically the daily operations 

and paperwork in the office environment. 

Therefore, an overview of the nature of office, 

its functions and the application of electronic 

management in the office environment is 

provided at the outset of this course. Moreover, 

students are required to present a practical 

application of the most available and 

commonly used office automation 

applications, which include word processing, 

presentational programmers, spreadsheets and 

messaging systems to be familiar with such 

systems. Wired and wireless computer 

networks are also discussed to explain their 

utilization in the exchange of business 

messages. 
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