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1.1 Role of software in everyday life
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" |nformation System

"  People

= Software

®  Hardware

®  Data and Information

" |nternet

1.2 Hardware components
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®  Example of Computer

" System Board

" Microprocessor

" Memory

= Port

® Input device

®  Qutput device

®  Secondary Storage

® New Hardware Technology

1.3 Software components
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®  Examples of Software

®  System Software

- Function & Features of Operating System

- Categories of Operating System

- Example of Operating System

®  Application Software

- General purpose Application

®  System Utilities
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2.1 Microsoft Word

1 Fla1e 50 Ul

Creating a new document

Page Layout

Format paragraphs

Formatting

Tab

Tables

Picture & Graphics

Mail Merge

Equation

Print

2.2 Microsoft Excel
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Program Overview

Working with Cell

Formatting Cell

Managing Worksheets

Using Basic Formula

Function

Creating Chart

Sort Data

Filtering Data

Auto Fill

Program Setting
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2.3 Software for Presentation
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Create and Save the New Presentation

Introduction

Presenting mode

Image and Graphic

Bullet

Tables

Animation

Transition

Guidelines for Presentation

2.4 Software for Managing Photo and Animation
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Create and Save file

Image and Photo Editing tool

2.5 Online Essential
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Communication

Communication Channel

Connecting Device

Network Topology

Internet Access

Web

Communication Application

Search Engine

E-Commerce

Cloud Technology

Internet of Things

Social Network
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2.6 Utility Software for Modern Life 1 Falus
" Email (Gmail)
®  Calendar (Google Calendar)
"  Form (Google Form)
= Cloud service (Google Drive)
2.7 Security, Ethic and Law on Computer and Internet 1 °l°i."ﬂm
® Digital Security Risk
® Information Verification
®  Ethics
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3.1 Practice question 2
3.2 Independent Study 30
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