INFORMATION TECHNOLOGY - <sloglall L g 9iS5

&

nama

LR 1L LU ]
Empowerment & Entrepreneurship

etaiop q Social

2iluodl loaall §)lal
wlogleoll Laglgiai

1.0 r09) jlao)l

2020 ywjlo 25 &)U
sug N 9qill

deonljog alacl
gl JlA
wlogleoll Uaglgiai Jgl Jgduuwo

Page 1 of 19



INFORMATION TECHNOLOGY - <sloglall L g 9iS5

Ermmmriment b Entrrprenrartn

Table of Contents
.............................................................................................................................. SUgiial g18g Ul alacl

.................................................................................................. Word cale e 5 il i IV o il 2aLal
............................................................................. Adobe Acrobat gl e (3 se sl 5 S o 55 ALl

Page 2 of 19



INFORMATION TECHNOLOGY - &slo glall L g 945

SUgia I @19l alacl

Word il e 5 pilaa 55 5KV b il dalal

S el g Aalall Cun Cale U< s g SV @l sy ol 35 lall o3a

— sl sl — Jlsal) @l (e ) g word gebiw 4 a5l ddlia) c._nj.\u\t_'eu\cﬁe'ig-l
(5"35““'“ clall — J genall caulall

Word Gdu‘)ﬁ ?Lﬁ"d\ by yd e Drawh.ha‘élciu'u'al\ ?3 c@ﬁjﬂl 3 geadall KAl ‘él\ ladll -2

L isidlls A Draw by touch JWidly — i gl o) Ll -3

Home Insert Draw Design Layout References Mailings RENTE View Help ACROBAT

.. + v v k;}\) v D/ .. el
v Add Ink  Inkto Inkto Drawing Ink

Select Draw with Eraser Lasso
Touch v  Select Pen ~ Editor ~ Shape Math Canvas Replay

Convert Insert Replay

Pens

Tools

Page 3 of 19



INFORMATION TECHNOLOGY - &slo glall L g 945

Ctrl +S e haally calal) laéa -5

pleall Jay 15 8 File dada o harially clld g Joaeill lais PDF dapa ) aldl Jisai -6

File Home Insert Draw Design Layout References

Arial Body CS) v 11~ A" A" Aav A

Paste . B I U-+a x ¥ Av £ A.
v ‘éf Format Painter f—

Clipboard L Font Iy

sle baall b i g aae Js A ) «Create Adobe PDF e bl & - Export e baall -7
Create PDF/ XPS Document

Export

Create Adobe PDF
i Create Adobe PDF

R

Create PDF/XPS Document Mi’:t:w

Change File Type

Save LAs: Loaall g caldll baas 1S lis) -8

Page 4 of 19



INFORMATION TECHNOLOGY - <sloglall L g 9iS5

1ew 1olaer == "
# % Name . Date modified Type Size
A Feb 2/25/2020 7:03 AM File folder
4 Jan 1/26/2020 6:56 AM File folder
T A Mar 3/25/2020 8:54 AM File folder
Sw
sid A
8234
8756
:nt Ne
emot
v
CE . g syl ausaill
& PDF files
View Result [[] Restrict Editing

Options Save Cance

453 PDF &k ) Calal) s a3 et -9

Adobe Acrobat gt e @isas culi g Sl a5 ddll

Al ol shadl) e laly elld g 485 5 JSI anaa 5 S

"5 ) pa Arpay lgada o " AGLL 4G Hhall (e 4 a8 ) 5 ghadll ria e o LS aadiiall g SSIVE a ill (e By gea gt Q-1
"PNG 3 JPG

Page 5 of 19



INFORMATION TECHNOLOGY - &slo glall L g 945

Copy

Paste Options:

Save as Picture...

Change Picture

Link
Insert Caption...
Wrap Text

Edit Alt Text...
i1 Size and Position...

Format Picture...

al!

Style  Crop

Save e bl 5 an dilal Lisl) S jlaal g

Page 6 of 19



INFORMATION TECHNOLOGY - <sloglall L g 9iS5

ol File save x
L v 4 “ Pictures » Saved Pictures v (9] £ Search Saved Pictures
Organize ~ New folder - - (7]
-~
@ OneDrive No items match your search.
% This PC
¥ 3D Objects
I Desktop
“= Documents
¥ Downloads
,ﬁ Music
=~ Pictures
v
File name: @ e
Save as type: JPEG File Interchange Format v

~ Hide Folders Tools ~ Cancel

Sl Jis 8 Sign 4US ) ¢ Certificates (e haaall g 428 65 3l jall PDF cale =i -2

T PN - Adabe Asrebet Pra OC
file Edit View Wincow Halp

Home Tools  Document &8 EQ @ v ® £

@ Khalid ~

Page 7 of 19



INFORMATION TECHNOLOGY - <sloglall L g 9iS5

4

‘ nama

- ———
e q'“_ -
" WPNpa! - Adebe Acrchat Pra DO - o ®
File Edit View Wincow Halp
Home Tools Document 8 RQ @ e B2 @ Khalid ~

INFORMATION TECHNOLOGY - sl glall L gJ5i5G éJ

r‘||:|mc|
=) ..
®
- Comment
a »

Digitally Sign e bl 5

OK e bl -3
Adobe Acrobat

@ Using your mouse, click and drag to draw the area where you would like the signature
to appear. Once you finish dragging out the desired area, you will be taken to the next
step of the signing process.

[1Do not show this message again

oK

Costhaall w8 sl anal a je a5 @ sill Aila) S ) Al -4

Next le Ll & New Digital ID e bxul) -5

Page 8 of 19



INFORMATION TECHNOLOGY - <sloglall L g 9iS5 éd'

‘ nama

[ —
Ermmmriment b Entrrprenrartn

=i s

Add Digital ID X

I want to sign this document using:
(O My existing digital ID from:
A file
A roaming digital ID accessed via a server

A device connected to this computer

® A new digital ID | want to create now

Next e bl -6

Page 9 of 19



INFORMATION TECHNOLOGY - <sloglall L g 9iS5

Add Digital ID X

Where would you like to store your self-signed digital ID?

® New PKCS#12 digital 1D file
Creates a new password protected digital ID file that uses the standard PKCS#12 format.
This common digital ID file format is supported by most security software applications,
including major web browsers. PKCS#12 files have a pfx or .p12 file extension.

O Windows Certificate Store
Your digital 1D will be stored in the Windows Certificate Store where it will also be

available to other Windows applications. The digital ID will be protected by your Windows
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Enter your identity information to be used when generating the self-signed certificate.

Name (e.g. John Smith): ‘Khalid Yakout

Organizational Unit: ‘SUP port Services

Organization Name: ‘Nama

Email Address: ‘k)’akﬂ'-'t@nama.org.qa
Country/Region:  (SlaNRela el
Key Algorithm:  1024-bit RSA

Use digital ID for: Digital Signatures and Data Encryption

Cancel
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Enter a file location and password for your new digital 1D file. You will need the password when
you use the digital ID to sign or decrypt documents. You should make a note of the file
location so that you can copy this file for backup or other purposes. You can later change
options for this file using the Security Settings dialog.
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