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1. Introduction to Computer System
1.1 What is a Computer? [ opdygomalomomcs ]
1.2 The History and Generation of Computer System
1.3 How Computer works? [ ogfqgom 2000 ]
1.4 Hardware & Software [o§ugomd, 0085 1 "ee0pd acgmclopé:]
1.5 Computer in Today's Careers [uosgaecSogiaomasoiqeacdasottant]
1.6 PC and Portable Computers [ PC §§ s8cbeamEapbqjomyp: |

1.7 Virus: Malicious Software [ opfuygom 8E:q58qp: |
1.8 External Installation of a Computer

2, Basic Application to Operating System (Starting Windows 7)
2.1 Using Mouse ( Mouse saopgfgé: )
2.2 Using Keyboard ( Keyboard majfqfgé:)
2.3 Shutting Down the Computer (oz$qo280588: )

2.4 Using the Start Menu ( Start manu:nnﬁ& )
2.5 Overviews of the Task bar

2.6 Right-Clicking and Using Pop-up menus
2.7 Playing Music and Video
2.8 Disk Cleanup and Defragmenting

3. Microsoft Office Word
3.1 Starting Microsoft Office Word 2010
3.2 Creating a new document
3.3 Saving as a new Microsoft Word file
3.4 Closing a document
3.5 Opening a document
3.6 Exiting Microsoft Word
3.7 Setting up the Page
3.8 Selecting and Formatting the text
3.9 Paragraph Alignment
3.10 Cut, Copy, Paste and Clear Formatting
3.11 Inserting Drawing and Images
3.12 Previewing and Printing
- Chapter Review
Keyboard shortcuts for Microsoft Office Word

4. Microsoft Office Excel
4.1 Starting Microsoft Office Excel 2010
4.2 Creating a New Workbook
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4.3 Saving as a new Microsoft Excal file

4.4 Closing @ Workbook

4.5 Opening a Workbook

4.6 Exiting Microsoft Word

4.7 Creating Data on Workshests

4 8 Selection Technigue

4.9 Formatting

4.10 Alignment the Text

4.11 Formalting Row height and Column width
4.12 Applying Undo { Redo

4,13 Cut, Copy, Paste and Clear Formatting
4,14 Inseriing and Deleting the Cells

4.15 Using Formuia Bar and Calculation

4,16 Inserting Charts

4.17 Using Page Breaks and Setting up the Page
4,18 Previewing and Printing

Keyboard shortcuts for Microsoft Office Excel

5. Microsoft Office Power Point 2007

5.1 Starting Microsoft Office PowerPoint 2010
5.2 Creating a new Presenlation

5.3 Closing a Presentation

5.4 Saving as a new Microsdft PowerPoint file
5.5 Opening a Presentation

5.6 Exiting Microsoft PowerPoint

5.7 Creating and Inserting a New Slide

5.8 Formaiting a New Slide

5.9 Preparation for a Presentation

5.10 Understanding Presentation Seript

5.11 Understanding PowerPoint Views

5.12 Automatic Presentation with Timing

5.13 Crealing a Video with the Slides

5.14 Preview and Printing the Slides

5.15 Setting up the Page and Slide orientation
Keyboard shortcuts for Microsoft Office PowerPoint

6. InternetApplication

6.1 What is Intemet? [ =€omgadafonomnd |
6.2 History of internet [ s€omgabaogé: |
6.3 Overview of Web Browsers, Web Sites, and Web Pages
Some of the Internet web addresses
6.4 Browsers, Browsing and Using Search Engines
The Great Browsers in 2017
The Top Five Popular Search Engines in 2017
€.5 E-mail, G-mail and Mail Sending
6.6 Videoconferanzing with VZO or Conferendo
Computer Ethics
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