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Outcomes Teaching
Learnin r ir ni hin meth
Week | Hours earning equired u ty/ | teaching et o_d
outcomes or topic. method evaluation
method.
Introduction to The use Monthly
cell physiology of written
information about | references | examinations
1 3 "
the Cell composition | and use and oral
the smart | examinations
board
The general and The use Monthly
cellular basis of of written
5 3 g‘ﬁﬂiﬁggy Body CEHS anld Cell | yeferences | examinations
membrane, fon anduse | and oral
channels . .
the smart | examinations
board
Physiology of the | Properties of mixed | The use Monthly
nervous system nerves; glia; of written
and muscles, neurotrophins references | examinations
3 3 Nerve cells;
excitation and and use and Oral ]
conduction; the smart | examinations
board




Nerve fiber types The use Monthly
) of written
Nerve functions f inati
4 Graded potentials, rererences | examinations
action potential and use and or al i
the smart examinations
board
Muscles: Skeletal | Smooth muscle; | The use Monthly
muscle; cardiac muscle | of written
. contraction references | examinations
and use and oral
the smart | examinations
board
Synaptic Alert behavior, sleep | The use |\/|onth|y
gafrllsmission: a??helegctr_ical acttivi'lcy of written
eflexes, of the brain; contro A
6 Cutaneous, deep of posture and references | examinations
and visceral movement and use and oral
sensations the smart | examinations
board
Higher function The autonomic The use |\/|onth|y
of the nervous nervous system of written
. ?Z;ﬁ?;?i'offgﬁm' references | examinations
visceral function and use and oral
the smart | examinations
board
Respiration : Surfactants; The use Monthly
Respiratory zones; | differences in of written
Mec_han_lcslof_ ventl!atlon and blood references | examinations
respiration; air flow in deferent parts
8 volumes; of the lung and use and O_ral .
respiratory the smart | examinations
muscles; board
compliance of the
lungs and chest
wall
Respiration: Dead | Gas transport between | The use Monthly
space ar_ld uneven | the lungs and tissue. of written
9 \F’,irl'rt]'qlgég;' references | examinations
circulation: and use and oral
Pressure, volume the smart | examinations
and flow board
Regulation of Respiratory The use Monthly
Netral control o | andl disease: Effectot | O written
eural con ; A
breathing; exercise; Hypoxia; references | examinations
Respiratory Emphysema; Asthma | and use and oral
10 centers; the smart | examinations
Regulation of board
respiratory
activity: Chemical
factors; non
chemical factors.
Renal Glomerular The use Monthly
11 Iphysmlogy:. filtration rate.(GFR): of written
ntroduction; Measurements; factor references | examinations

innervations of the

affecting GFR




renal vessels; and use and oral

renal clearance; the smart | examinations
renal blood flow. board

Filtration The counter current The use Monthly
fraction: mechanism; role of of written
Reabsorption of urea; water diuresis -
Na*, Cl ~and and osmotic dieresis. references | examinations
glucose. and use and oral
Tubuloglomerular the smart | examinations

12 feedback and board
glomerulotubular
balance; water
excretion in:
proximal tubules;
loop of henle;
distal tubules;
collecting ducts.

Acidification of Bicarbonate The use |\/|onth|y
the urine: H* execration; regulation | of written
secretion; reaction | of Na*, K*and CI - -

13 with buffers; excretion; uremia; references | examinations
ammonia acidosis; micturition and use and oral
secretion; factors the smart | examinations
affecting acid board
secretion.

Cardiovascular: The The use |\/|onth|y

origin and spread | electrocardiogram; of written

of cardiac | cardiac arrhythmias. A

14 excitation. references | examinations

and use and oral
the smart | examinations
board

Electrographic Cardiac output The use |\/|onth|y

fl_ndlngs in cardiac of written

diseases; references | examinations

15 mechanical events
of the cardiac cycle and use and oral

the smart | examinations
board
Cardiovascular Coronary circulation; | The use |\/|onth|y
regulatory Hypertension; Heart | of written
mechanisms: failure; Angina R
Local regulatory pectoris. g references | examinations
mechanisms: and use and oral

16 systemic the smart | examinations
regulation by the board
nervous system;
systemic
regulation by
hormones.

Digestive system Absorption of water The use Monthly
Gastr_omtestmal a_nd e!ectrolyte_s; of written

17 g’f;fs'ﬁgh ond vitamins and minerals. | oo rances | examinations
absorption of and use and oral
carbohydrates; the smart | examinations
proteins; lipids. board




Regulation of Mouth and The use Monthly
gastrointestinal esophagus. of written
18 Tﬁggﬂg&i on: references | examinations
gastrointestinal anduse | and oral
hormones. the smart | examinations
board
Stomach; liver and biliary The use Monthly
exocrine portion system; small of written
of the pancreas. intestine; colon. references | examinations
19 and use and oral
the smart | examinations
board
Circulatory body | Circulatory body The use Monthly
fluid: _ fluid: Introduction; of written
20 Lr;éﬁucuon’ I_i;):)%%dr.n arrow. references | examinations
Bone Marrow. and use and oral
the smart | examinations
board
White blood cells. | Immunity The use Monthly
of written
21 references | examinations
and use and oral
the smart | examinations
board
Platelets; red Blood group and Rh | The use Monthly
blood_cells; factor. of written
29 ng;’gﬁh emia. references | examinations
and use and oral
the smart | examinations
board
Hemostasis: The | Blood coagulation The use Monthly
clotting of written
23 mechanism references | examinations
and use and oral
the smart | examinations
board
Anti clotting Abnormalities of The use Monthly
mechanism; the hemostasis. of written
24 plasma; the lymph. references | examinations
and use and oral
the smart | examinations
board
Endocrinology: Metabolism and The use Monthly
Introduction; nutrition. of written
o5 energy balance. references | examinations
and use and oral
the smart | examinations

board




The pituitary Endocrine function | The use Monthly
gland, The of written
26 thyroid gland references | examinations
and use and oral
the smart | examinations
board
The gonads Development/function | The use Monthly
of reproductive of written
97 system references | examinations
and use and oral
the smart | examinations
board
The adrenal Adrenal functions | The use Monthly
medulla, The of written
28 adrenal cortex references | examinations
and use and oral
the smart | examinations
board
Hormonal control | The physiology of the | The use Monthly
of calciu_m bone of written
29 metabolism references | examinations
and use and oral
the smart | examinations
board
Endocrine Cont. Regulation of The use Monthly
functions of the carbohy_drate of written
30 EZ‘;S;?;?E? metabolism. references | examinations
carbohydrate and use and oral
metabolism the smart | examinations
board
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Suggested references
Vander's human physiology-The Mechanisms of Body Function.
Latest edition
Essentials of Human Physiology for Pharmacy, 2" Edition. WJ&‘ C-AU“M -
(JJLAAM)
Textbook of Medical Physiology by Guyton AC; latest edition.
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Textbooks: A short course in medical
terminology, 1% Ed.; Lippincott
Williams and Wilkins;2008
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To provide students with a sound theoretical back ground in chemical principals that is essential to practice
chemical analysis. It enables students to understanding the importance of judging the accuracy and precision of
experimental data and techniques of quantitative analysis, and also to show that theory frequently serves as
useful guide to the solution of analytical problems.

Laboratory safety rules, glassware laboratory , prepare solutions from solids and liquids, volumetric
analysis (Titration), Titration of hydrochloric acid with sodium carbonate solution, Titration of
hydrochloric acid with sodium hydroxide solution, Titration of potassium permanganate solution with
sodium oxalate , Titration of potassium permanganate solution with ferrous sulfate, , Determination of
chloride by the Mohr method , Determination of a water hardness
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Sy ylaal &l yalaa | Review of elementary
,,J; T concept important to 2 1
Aalaa analytical chemistry: strong
and weak electrolytes ,
importance weight and
concentration
<) s &) gucalaa | Review of elementary 2 2
2. concept important to
alea analytical chemistry: strong
and weak electrolytes ,
importance weight and
concentration
Sl oalald &l palas The evaluation to 2
;); T gravimetric data, definition 3
Aalea of terms.
Sl oaald &l palas The evaluation to 2 4
:); T gravimetric data, definition
Aalea of terms.
ol j A ol )‘2'1;‘ An introduction to 2 5
2. gravimetric analysis
alia statistical analysis of data,
rejection of data,
precipitation methods
ol j Y| ol )‘2'1;‘ An introduction to 2 6
P gravimetric analysis
Aalaa statistical analysis of data,
rejection of data,
precipitation methods
Mid Examination 2
“| s - . The scope of application of
a_a\:) * \ ub e gravimetric analysis , inorganic 2 7
sl and organic precipitating
agents
oy I “y) vealas | The scope of application of
a_a\:) : \ = gravimetric analysis , inorganic 2 8
sl and organic precipitating
agents
“y) yLia “y) valas | Anintroduction to volumetric
g_a\:) : ‘ = methods of analysis, volumetric 2 9
4_1;{3_‘ calculations acid-base
equilibria and PH calculations
“y) s “y) valas | Anintroduction to volumetric
g_a\:) : ‘ = methods of analysis, volumetric 2 10
4_1;{3_‘ calculations acid-base
equilibria and PH calculations
=) yia 3 vealas Theory of neutralization
n_a:) . = titrations of complex systems 2 11
Aalde
=) yia 3 vealas Theory of neutralization
n_a:) . = titrations of complex systems 2 12
Aalde
- -2 - . Calculation of PH in complex
t_l‘:)LUA‘ Gl yuialaa system 2 13
Aalée
- "2 - . Calculation of PH in complex
<l ~.Jl_x.x;\ Gl uialaa system 2 14
Aalée
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1- Fundamentals of Analytical chemistry by skoog and West

8th.ed.(2008).

2-Chemical Analysis in the Laboratory A Basic Guide, by I.
Mueller-Harvey and R. M. Baker, ISBN 0-85404-646-1.
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1- Modern Pharmaceutical Drug Analysis, by L. Zechmeister
And L. Von Cholnoky, ISBN (13) : 978-81-224-2718-9
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IR\ YN lac Prepare solutions from
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) IR\ YN lac Volumetric analysis
u:)‘ . = (Titration) 2 4
4.1;\3.4
| IR\ Lac Titration of hydrochloric
u‘) . = acid with sodium 2 5
Aalia carbonate solution
| IR\ Lac Titration of hydrochloric
u‘) . = acid with sodium 2 6
Aala hydroxide solution
Mid Examination 2 7
Sl PN AR Titration of potassium 2 38
P i permanganate solution
4ialia with oxalateacide
Sl PN AR Titration of potassium 2 9
P i permanganate solution
Adalia with ferrous sulfate
Sl ylal Lae Determination of 2 10
;_;;Lu - chloride by the Mohr
: method
<l Hlaal) (sac Determination of a 2 11
Zialie water hardness
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e Be able to explain the reactivity of substituted aromatic compounds.
¢ Be looking to the relationship between aromatic structure and reactivity.
e To enable students to understand the chemistry of carbon, and the classification, properties
and reactions of organic compounds.
¢ Itincludes understanding the basic structure and properties of Benzene, Aromatic compounds,
Carboxylic acids, Functional derivatives of carboxylic acids, Aldehydes, Ketones, Phenols
and Amines, in addition to the principles and application of these compounds.
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Prentice Hall, Inc. USA (1992).
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Al iy yh aalail) iy )k S/ B2 1) alaill Cils i Sile L) & sl
g sa sal 4 slladll
<l i) <) yialaa | Benzene and aromatic Synthesis 3 1
Zialie compounds (Theory)
<l i) <) yialsa | Electrophilic Aromatic Reaction 3 2
Aialie Substitution
WS [ &l jualaa | Phenols | Synthesis and 3 3
Qalia reaction
Gl Hid) | ) jualaa | Phenols i Synthesis and 3 4
Qaalia reaction
PN <) jualaa | Carboxylic acids | Synthesis and 3 5
Qaalia reaction
PN <) yualsa | Carboxylic acids 11 Synthesis and 3 6
Qaalia reaction
<l i) <) yualaa | Functional Derivatives Synthesis and 3 7
P of Carboxylic acids | )
alag reaction
Mid Examination 15 8
<l sl ) yalaa Functional [_)eriv_atives Synthesis and 3 9
Aialie of Carboxylic acids Il reaction
W) | &) alas | Aldehydes Synthesis and 3 10
Qaalia reaction
W) | Gl jalas | Aldehydes I Synthesis and 3 11
Qaalia reaction
GIWEA) | &) jalaa | Ketones Synthesis and 3 12
Qaalia reaction
SIS | &) palaa | Amines | Synthesis and 3 13
Qaalia reaction
SIS | &) jalaa | Amines Synthesis and 3 14
Qaalia reaction
Final Examination 3 15
dgiadill Al Yo
- R.T. Morrison and R.N. Boyd "Organic Chemistry" 6™ Edition L glhall 3 yaall <))

John McMurry "Organic Chemistry” 7t Edition Thomson Learning,
Inc. USA (2008).
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S| I\ R EY yid . | Determination boiling point of It's one of the physical
i . s some drug properties often used to 2 1
4—‘.5\3-" identify substances or to
check the purity of the
compound
Gl RN (s s, | Determination boiling point of | = ) 2
Lialia some drug
Sy LAl il | Re-crystallization These methods are important
i' . &> technique to get pure 2 3
4—’%‘3-“ compounds and separation of
organic compounds
Gl RN s s | Re-crystallization for Aspirin = 2 4
Aalaa
Gl RN s yuisa | Extraction — 2 5
Aalaa
<l sl s _isa | Extraction aniline from aniline | = ) 6
P i hydrochloride
4.1;\3.4
Gl RN s yiiia | Sublimation = 2 7
Aalaa
Mid Examination 38
Mid Examination 9
S A Solution and filtration = 2 10
Sl Y (5 s | Solution and filtration = 2 11
agiadll ) Y .
- R.T. Morrison and R.N. Boyd "Organic Chemistry" 6t Edition Ao slhaall 3 yaall il Y
Prentice Hall, Inc. USA (1992).
John McMurry "Organic Chemistry” 7t Edition Thomson Learning, (Jg\ MS\) YU @\)‘J\ 2y
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Theoretical Inorganic pharmaceutical Chemistry: 3rd stage, 1st Semester
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Al 44y 5l FARR sl / Bas sl al alzill Cila i cleludl | sl
aalail & sumgall 4 sllaal)
daalag “"—"Jl-.‘:‘i\ Q\)'Am Atomic and molecular ‘; Gkl g oy / delu3 1
RGN structure/complications bl Jladl P )}m
7 ) ¥ auall g -
daalag “"—"Jl-.‘:‘i\ Q\)'Am Atomic and molecular ‘; Gkl g oy /icls 3 2
Lzl structure//complications bl Jladl s ki
3 "gg\h;mib =
iaalag QU\_;,';\ Q\Fgﬁ Atomic and molecular L; Gkl g oy i /icls 3 3
RGN structure//complications bl Jladl P Jlm
? T Yauall -
aléa ol Jl_,g';\ <l )‘bb“‘ Atomic and molecular G Gubkigca =i | Ael 3 4
T L..»EL\A\ structure//complications ) el Jladl) By
’ Naall, |
Lalie )W) | @l jualag I(:SIcalstr_ooilnti'stina!da@lentsi & aukis i | /dels 3 5
.y e uoride, bromide, I Ol ..
LIl lithium, gold, silver and @Lijia]\ g
mercury e
Aaalas &l J_;,';\ Sl J*AA‘ Protective adsorbents ‘_g Gkl g Cay 2 /édelu 3 6
Lzl gl el 23
’ Y auall g d)h
dalia &) d) | &) jalas | Topical agents G Gukiy et | /iela 3 7
Mid Examination 8
dalia ) jd) | &) jealaa | Dental agents & Gukiy i | /dele 3 9
dalie Gl HWIAJ | ) jalaa | Dental agents Gauhisca i | /dely 3 10
Qaalia <l i) &) pialaa Radioph_armaceutical = Camkali gy /4dels 3 11
LBl preparations sl Jlaall ..
daalie il sl | &) jualsa | Radiopharmaceutical & Gubis et |/ dels 3 12
LBl preparations bl Jaall s ks
daalaa Q\JL.{_;'A\ ) palaa Racéi_o opaque and contrast < Gkl g Ly gt /4dcls 3 13
Calialial) media bl Juaal A
’ ‘;?}[J,yal\ 5 ‘_5)1:.’
alie @) WS | &l palas | Dental agents G Gukis et | /dcls 3 14
‘;?}[J,yal\ 5 ” )Jm
Final Examination 15
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Wilson and Gisvold’s Textbook of Organic Medicinal
and Pharmaceutical Chemistry 12¥¢ ed. John M. Beale,
Jr., John H Block.
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Inorganic Medicinal and Pharmaceutical Chemistry by -
.block, Roche Soine and Wilson
.Latest addition
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complicated reactions that involve heteroatoms.

administration.

e To teach students the principles of heterocyclic chemistry including the fundamental principles and the
features, classes and reactions of heterocyclic compounds; it enable students to apply these principles in

e To understand the application of quantitative and theoretical principles of the physical characters of
matter in the practice of pharmacy. It aids the pharmacists in their attempt to predict the solubility,
compatibility and biological activity of drug products. As a result of this knowledge it will help in the
development of new drugs and dosage forms as well as in improvement of various modes of
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Williams and Thomas L.Lemke. (Lebaall)
2- Selected Experiments of pharmaceutical analysisBy Anees
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This course discusses antibiotics, antiviral, antifungal and anti neoplastic agents

The role of medicinal chemistry in the discovery and development of synthetig
therapeutic agents. It also enables students to understand the concept of structure
activity relationships and its application in design and synthesis of new
chemotherapeutic agents and hormone derivatives with potential biologicall

activity.
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Predict the biological response, if any from the chemical structure..
Know the chemistry of different groups of the studied drugs.
Relate between the chemical structure and biological activity of the drugs.

Know some drug classes including preparation, identity and assay procedures.

Demonstrate how to avoid undesirable side effects of the studied drugs.
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Mechanism of action,
Microbial resistance and
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iialia chloramphenicol. Chemical
: classification ,SAR.
Mechanism of action,
Microbial resistance and
Commercial production
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Tim lie Chemical classification
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action, Microbial
resistance and Commercial
production
Q\J\_f_;';\ Q\FM Lincomycines & 3 5
ialia polypeptides. Chemical
: classification ,SAR
Mechanism of action,
Microbial resistance and
Commercial production.
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alia sulfones. SAR,
: Mechanism of action,
Microbial resistance and
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Target for prevention of
viral infection. Antiviral
drugs. Chemical structures
of some antiviral
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Hialia Biochemical targets for
: antifungal chemotherapy.
Classification of antifungal
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<l sl &) palaa Anti neoplastic agents; 3 10
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3. Wilson and Gisvold’s Textbook of Organic Medicinal and
Pharmaceutical Chemistry 12'¢ ed. John M. Beale, Jr., John H.

4. Faye's Principles of Medicinal Chemistry by David A.
Williams and Thomas L.Lemke.
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<l ,lad (slee | Synthesis of methyl ) 4
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Gl RN uj,“-, Types of Chemical 2 5
Tialia Reactions: Diazo
: reaction:
Gl RN . Lae Synthe'iis ?I[Ehlenyl- 2 6
Lialia azo-B-Naphthol.
<l lial (siee | Synthesis of 2 7
Hialia benzalacetophenon
j (chalcone)
lac | Organic Name 2 38
i Reactions: Canizzaro
reaction:
Sl Y bj,“-, Mannich Reaction: 2 9
Hialia Preparation of
: metamfepramone
Sl Y uj.«; : r?Iynthbestis 01; 2 10
Lialie chlorobutanol.
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5. Advanced practical medicinal chemistry by Ashutosh Kar.

6. Lab Hand Book For Practical pharmaceutical chemistry
Adopted by the Department by Assist .Prof. Karima Fadhil
Ali /2015
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Students learn the modern methods for the analysis and determination of active
substances in the pharmaceutical substances (drugs) and the standardization and
quality control of the pharmaceutical industry.
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4 sl
Sl alaal &l palasa UV / visible spectroscopy; i
,J; . Sample handling and 1
Aalaa instrumentation; Characteristic
absorption of organic
compounds;
| Ji Y| ] )b\;ﬁ Rules for calculation of lambda Y )
2. max and application; Application
4—‘.5\3-" of UV/visible; spectroscopy;
Conjugated system.
S ] Gl palas Infra Red spectroscopy (theory Y
:); T and H-bonding effect 3
4.1;\3.4
o) yLial &l palaa Sampling techniques and Y
:); T interpretation of spectra; 4
4—’%‘3-“ Characteristic group frequencies
of organic compounds.
RN ) owealae Application of IR spectroscopy; Y
,‘) . ~ Problems and solutions. 5
sl
Sy yial Gl palas Introduction, the nature of NMR Y
,J‘ . absorption, chemical shifts and 6
alia factors affecting them.
Sy yial &l palaa Introduction, the nature of NMR Y
,J‘ . absorption, chemical shifts and 7
alia factors affecting them.
Gy yial &l palaa Introduction, the nature of NMR Y
:)‘ T absorption, chemical shifts and 8
Aalea factors affecting them.
| _)‘ 4 Sl _)*2'1;‘ Information obtained from NMR A\ 9
o spectra, more complex spin-spin
“-’%\M splitting patterns, application of
H1-NMR spectroscopy
| _)‘ Y| Sl _)*2'1;‘ Information obtained from NMR A\ 10
P spectra, more complex spin-spin
4.1;\3.4 splitting patterns, application of
H1-NMR spectroscopy
S yLal ol ) alas C13-NMR spectroscopy: A\
‘) T introduction and characteristics, 11
Aala DEPT C13- NMR spectroscopy.
Gl yial &l palaa Introduction and interpreting Y
‘) T Mass spectra 12
Aalaa
) ylna &) palaa Interpreting Mass spectra Y
:)‘ : fragmentation patterns, Mass 13
alda behavior of some common
functional groups.
Sl oylald &) palaa Interpreting Mass spectra Y
:)‘ T fragmentation patterns, Mass 14
alda behavior of some common
functional groups.
Sl sl &l palaa Applications of mass Y
,J‘ . spectroscopy for pharmaceutical 15
alda analysis.
,: Al ..“..“
7. . Spectrometric Identification of Organic Compounds by Silverstein, 21_, 9”3 AR B! )gAj\ C (R
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Bassler and Morrill, 2005.
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1. Modern Pharmaceutical Drug Analysis, by L. Zechmeister ( B Jw\) TR )3\ CA\ )Aj\ _Y
And L. Von Cholnoky, ISBN (13) : 978-81-224-2718-9 T )
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3. Pharmaceutical Analysis Edited by DAVID C. LEE
GlaxoSmithKline Stevenage, UK and MICHAEL L. WEBB
GlaxoSmithKline Stevenage, UK.

4. http://www.chem.ucla.edu/~webspectra/#Problems
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9. Spectrometric Identification of Organic Compounds by
Silverstein, Bassler and Morrill, 2005.
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. Modern Pharmaceutical Drug Analysis, by L. Zechmeister
And L. Von Cholnoky, ISBN (13) : 978-81-224-2718-9
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. Pharmaceutical Analysis Edited by DAVID C. LEE
GlaxoSmithKline Stevenage, UK and MICHAEL L. WEBB
GlaxoSmithKline Stevenage, UK.
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To give the student knowledge and experience in prodrug as part of their
medicinal and pharmaceutical field . as well as combinatorial chemistry
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Teach Yourself VISUALLY Windows 10 (Teach
Yourself VISUALLY (Tech)) by Paul McFedries. ISBN-
13: 978-1119057024. Publication Year 2015
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Getting Started with
Microsoft Word

e  Open Word and Use
the Start Screen

e  Understanding Office
and the Cloud

e  Explore the Word
Window

e SignInto Your
Account

e  Work with Backstage
View

e  Change the Color
Scheme and Background
e  Locate Commands on
the Ribbon

e  Give Commands
Using the Keyboard and
Mouse

e  Using Word on
Tablets and Phones

e Using Word in
OneDrive and Microsoft
Teams

e  Work with the Mini
Toolbar and Context
Menus

e EnterTextina
Document

e  Move the Insertion
Point Around a Document
e  Switch Document
Views

e  Understanding
Document Views

e  Work with the
Navigation Pane

e  Using Focus Mod

e Using Immersive
Reader
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Creating and Saving
Documents

Start a New Document
Save a Document to
Your Computer
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Save a Document to the
Cloud

Recover an Unsaved
Document

Save a Document in a
Different Format

Save a Document in
PDF or XPS Format

Set Options for Saving
Documents

Open a Word Document
Open a Document That
Uses a Different Format
Open a Document from
the Cloud

Switch Between Open
Documents

Compare Two
Documents Side by Side

oSN | AuSAl B ) gard) Insert and Add Text
clal gl g | claadal) Insert Symbols and
i) | e da gy yal) Special Charactt_ars
da e Aoy Create a Hyperlink
- ; Delete Text
Insert Blank Lines
Undo, Redo, and Repeat
Entering Text into Changes
Documents Select TextMark and
Find Your Place with
Bookmarks
Move or Copy Text
Share Text Between
Documents
Move or Copy Several
Selections
SsSh | AusAY B ) gaad) Work in Read Mode
cilal gll g | cilaulal) View 5
Sy “ Zoom In or Out
il “k' &,3“:'“ Translate Text
Ao A5l

Editing and Proofing Text

Set Options for
Additional Actions
Using Additional
Actions

Search for Text
Replace Text or Other
Items

Count Words in a
Document
Automatically Correct
Mistakes
Automatically Insert
Frequently Used Text
Check Spelling and
Grammar




Find Synonyms,
Antonyms, and
Definitions

35
Glaad ol g
P

‘Z\.,.sm 5 gl
LARVEN
uiﬁ &y).d\

Formatting Text

Understanding How
Word’s Formatting
Works
Change the Font
Change the Font Size
Emphasize Information
with Bold, Italic, or
Underline
Create Superscripts and
Subscripts
Change Text Case
Change Text Color
Apply Text Effects
Apply a Font Style Set
Apply Highlighting to
Text
Apply Strikethrough to
Text
Copy and Paste Text
Formatting
Remove Text
Formatting
Set the Default Font for
All New Documents
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Formatting Paragraphs

Change Text Alignment
Set Line Spacing Within
a Paragraph
Set Line Spacing
Between Paragraphs
Create a Bulleted or
Numbered List
Display Formatting
Marks
Hide or Display the
Ruler
Indent Paragraphs
Set and Use Tabs
Add a Paragraph Border
Review and Change
Formatting
Compare Formatting
Apply Formatting Using
Styles
Switch Styles
Save Formatting in a
Style
Expand or Collapse
Document Content
Modify a Style
Add Paragraph Shading
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Formatting Pages

Adjust Margins

Insert and Manage Page
Breaks

Control Text Flow and
Pagination

Align Text Vertically on
the Page

Change Page
Orientation

Insert a Section Break
Add Page Numbers to a
Document

Add Line Numbers to a
Document

Using the Building
Blocks Organizer

Add a Header or Footer
Vary Headers or Footers
Within a Document
Add a Footnote

Add an Endnote

Find, Edit, or Delete
Footnotes or Endnotes
Convert Footnotes to
Endnotes or Vice Versa
Generate a Table of
Contents

Add a Watermark

Add a Page Border
Apply Document
Themes and Style Sets
Create Newspaper-Style
Columns
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Reviewing and Finalizing
Documents

Track the Changes to a
Document

Lock and Unlock
Tracking

Review Tracked
Changes

Collaborate in Real
Time on a Document
Compare Two Versions
of a Document
Combine Changes into a
Single Document
Work with Comments
Work with Protected
Documents

Inspect a Document
Before Sharing It

Mark a Document as
Final

Create a Master
Document

Work in a Master
Document




35
Glaad ol
P

‘Z\.,.sm 5 gl
LARVEN
uiﬁ &y).d\

Working with Tables and
Charts

Create a Table

Change the Row Height
or Column Width
Resize a Table

Add or Delete a Row
Add or Delete a Column
Set Cell Margins

Add Space Between
Cells

Merge Two or More
Cells into a Single Cell
Split One Cell into Two
or More Cells

Split a Table into Two
Add a Formulato a
Table

Align Text in Cells
Add Shading to Cells
Change Cell Borders
Format a Table Using a
Table Style

Add a Chart
Understanding Word’s
Chart Types
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Working with Graphics

Add Decorative Text
Using WordArt

Insert an Online Picture
Insert a Video

Add a Screenshot

Add a Shape

Add a Text Box

Move or Resize a
Graphic

Understanding Graphics
Modification
Techniques
Understanding Text
Wrapping and Graphics
Wrap Text Around a
Graphic

Work with Diagrams
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Customizing Word

Control the Display of
Formatting Marks
Customize the Status
Bar

Hide or Display Ribbon
Buttons

Create Your Own
Ribbon Group

Create Your Own
Ribbon Tab
Customize the Quick
Access Toolbar
Create Custom
Keyboard Shortcuts

R
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Printing, Sharing and
Mail Merge

Preview and Print a
Document

Print on Different Paper
Sizes

Print an Envelope

Share a Word Document
on OneDrive

Email a Document as an
Attachment

Create Letters to Mass
Mail

Create Labels for a Mass
Mailing
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Teach Yourself VISUALLY Word 2019 Teach
Yourself VISUALLY (Tech) , by Guy Hart-Davis

ISBN-13: 978-1119724483
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https://edu.gcfglobal.org/en/word/
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https://support.microsoft.com/en-
us/office/word-for-windows-training-7bcd85e6-
2c3d-4c3c-a2a5-5ed8847eae73
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Microsoft Official Academic Course, MICROSOFT

POWERPO

INT 2016

ISBN: 978-1-11-927303-5
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