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(Software : Telling the Machine What To Do)
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(It is the software - the planned, step - by - step instructions required to turn data into
information - that makes a computer useful.)
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Vazyna (system software and applications software)
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(The operating system manage the computer’s resources, such as the central processing unit,
memory, disk drives, and printers.)
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(Many large organizations pay computer programmers to write custom software, software
that is specifically tailored to their needs.)
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(Most personal computer software is planned to be user friendly, meaning that the software
is supposed to be easy for a beginner to use.)
axlvaoviduaTliliney)s 2 (But What Would 1 Use It for?)
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{Software is considered to be in the public domain if its author chooses to provide it free
to all.)
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{Software has moved to the warehouse stores and to mail-order houses, where the high sales

volume takes up the slack for slim per-unit profits.)
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(Organizations with locad area networks usudly indal widedy - used software such as word
processing on the networks server computer, so it need not be indalled on each user's
computer.)
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(Electronic software distribution means that a user can simply pay to download the
software move it from another computer to the user's computer over data communications

links.)
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(There is much more concern over illegally copied software than illegally copied music '
because the copied results are identical and the loss in dollars is significant.)
anastiufnaenv¥erANIF? (OK If I Copy That, Software?)
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(Although many people are casua about it, making unauthorized copies of software is
stealing.)
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(If software piracy is extensve, manufacturers will lose motivation for making it.)
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(To copy software to avoid paying for it is unethical and illegal.)
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(Word processing lets users create, edit, format, store, and print text and graphics in one
document.)
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(Software used for database management - the management of a collection of interrelated

facts - handles data in several ways.)
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(The software can store data, update it, manipulate it, report it in a variety of views, an print
it in as many forms.)
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(Database software can be useful for anyone who must keep track of a large number of
facts.)
51N (Graphics)
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(In addition, visual information is usually more compelling than a page of numbers.)
Msdeans (Communications)
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(The most likely way for a user to communicate is via the Internet, for which a browser
is needed, software that gives user access to the Internet.)
¥Ad1IINAIU (Office Suites)
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(A suite is a bundle of basic software designed to work together.)
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N9 A8 (This Is Serious Business)
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(Some companies produce unique products or services that require custom software., )
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{But not all of company’s software need be custom - made. Many companies use standard
packages for standard tasks such as payroll and accounts receivable.)
¢ o
¥evlAITNaINAINTI (Vertical Market Software)

P4 o ~ Yo 9 s [} 9/ a 9 o T [} A =)
- govaursdudiou I dmiunguuesgnAiadioiu nqulanguniisTaamwiz Gan

) 4

= 1

' . - < ' Y & N Y 1
11 vertical market software Un# 191 gnifidlu vuefly uieralszah uSeduaey
Y @ wa -y =
5@@!1’]']’0@111&1]‘;] HIDIUIATUAY
e o gh yd” a o -l A o @ o o 1 = é o
. Wﬂﬂﬂlﬂimﬂﬂlﬂ‘l‘]ﬁu Una sbueuamadaniiudiauess WYNATEADNITAAAIY BIN
o o P
Tanusuiluvoamsinousy douhiga
(This user - oriented software usually present options with a series of easy - to - follow
menus that minimize training needed.)
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(Groupware, also called collaborative software, can be defined generally as any kind of
software that lets a group of people share information or track information together.)
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(Getting Software Help at Work : The Information Center.)
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(Software is available to hedp with tasks such as accounting, writing and advertising,
cusomer service, keeping up and making contacts, making sdes pitches, and meeting orga

nizationa needs.)
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ABNNNADT DAY (Computers and People)
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(Computers will never amount to much without people = the people who help make the
system work and the people for whom the work is done)
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(The expansion of user is due patly to user - friendly software for both work and personal
use and partly to the availability of smal, low - cost, personal computer.)
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AUNMIATUABNN UADS (Computer People)
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(Many organizations have a department called Management Information Systems (MIS)

or Computer Information Systems (CIS), Computing Services or Information Services.

This department is made of people responsible for the computer resources of an organization.)
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(Large organizations, such as universities, government agencies, and corporaions, Kkeep
much of the inditution's data in computer tiles. The people who maintain the data and

provides services to users are the computer professionas.)
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(Data entry operators prepare data for processing, usudly by keying it in a machine -
readable format, computer operators monitor the computer, review procedures, and keep
peripherd equipment running, and librarians catdog the processed disks and tapes and
keep them secure)
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(Computer programmers design, write, test, and implement the programs that process

data on the computer system; they aso maintain and update the programs.)

IT 105 (H) 81



wr o d A ¥ ' v e
- findenzdzun Ny uazeenuuy liosud Tsunsuuaazge uaidlusis sy
o ¢ o oa "4 a ] Yo o vg g A 'é‘ 1
ABURAADS UNIRTITRITIIII Ut InAFatud Y o nwmuszuy v B3 14
dullamnaudenisvedld
(System analysts plan and desgn not just individua programs, but entire computer
sysems. System analyst work closely with the users to plan new sysems that will meet
the users needs)
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(The department manager, often caled the chief information officer (CIO) must under-
stand the goals and operations of the entire organization.)
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(Computer professionals aso help users directly with their personad computers or terminals,
and the software they use Furthermore, a professiona cdled a network manager imple-

ments and maintain the network.)

uuairlatia 6.1 vsvugMfinAMuMUIL Ty

----- 1, software piracy a. Software that is easy to use

----- 2. shareware b. public domain

----- 3. suite c. commercial software

————— 4. user friendly d. can copy, make a donation

----- 5. custom software e. making illegal copies of software
----- 6. copyrighted software f. pictures, maps, charts

----- 7. freeware g group of like customers

----- 8. packaged software h. no copies without permission

----- 9. graphics i. made for specific user needs

----- 10. vertical market software j. software packages that work together
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1. DOS, Window 2. Scientific, Business
3. Application, System 4. Package, Word processing
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1. Utilities 2. Spreadsheet 3. Word processing 4. graphic
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1. Word processing 2. UNIX 3. Database 4. Spreadsheet
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1. interpreters 2. deciphers 3. trandators 4. inverters
o I's o
5. Ynlafe voriuIsszyna
1. Window 3.11 2. Utilities
3. assembler 4. graphic
¥ -} . .
6. U0 1D application software
1. Utilities 2. DOS 3. UNIX 4, graphic
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7. diola aly vorlduasalssgnd
1. word ';'1‘15"3?1 2. Dbase 3. window 95 4. lotus
8. ¥ola laily woWduaflszynd
1. operating systems 2. database managers
3. design systems 4. communication packages
v ' I'd
9. dala Wil quantAvesweriuailssyna
1. MUgsne 2. MNIUTIUA
° = a 4 [ = o
3. Meandnemand 4. mivayumiInanyensunInes
ar = o =
10. TiSappununes nuleia
£ s
1. Tusunsy @eiate Id uazaiedad
& o [T a o a
2. Tilsunsu i 1ine einsAaldnavLson s iINy
=§ o J Y a d' = I 4
3. Tusunsy #aiudelse urEs inToenounADI

4. v0 1 unzdo 2
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11. yana Fudhdsszuuneuiianes edligndes Gllegal access) iSund

1 clicker 2. flamer 3. hacker 4. spammer
12. M5AARDA (copying) woWhuay TaoRangnue Seni

1 piracy 2. hacking 3. licensing 4, downloading
13. ﬁ.d‘ﬁ online service Undve luvald fn

1. emal 2. access to WWW 3. gspreadsheet 4. online games
14, TWsunsuuims (sevice programs) N0 nBnetianilain

1 systems rRanager 3. utilities 4, schedulers

y4 Y

15. Tsunsu Fegrelumsdhsesdoya A i nie daudeyaiivielyl Soat
1 diagnostics 2. utilities 3, debugger 4. scanner
16. Nuriala Fernnsonszii1ade Tsunsuessadss Tond
1. backup and restore 2. data compression
3. virus protection 4. g\.ﬂnm’fﬂ
17. 9olafie utility software
1 prwcessors 2. operating system
3. tile defragmentation 4.  database
18. yerhuag Fesariiu lavawizannudesmsvesdld Gund
1. commercial software 2. packaged software
3. task-oriented software 4. custom software
19. packaged software Ti¥aiondnat1aniian
1 commercial 2. freewaregroufware 4. shareware
2. dola fio wiinveswenAuad demunsn iy Usuldifuilogiu quuds unsduiudeya
1]
1. desktop 2. database management 3. spreadsheet 4. graphics
21. worhuag Feamnsadszanana nw deny mas uazduq 14 Ao
1. multimedia 2. audio visud 3. browser 4. rdiability
2. Solahdy yadidsmaiuaieFinm Sufufionldfuumsnme
1. Microsoft PowerPoint 2. Aldus Persuasion

3. SPC Harvard Graphics 4. Commence
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23. wowdias Fa1M1F18WE SathdndnmanTeiudedldwels awazswiiulylavains
1s fio
1. custom software 2. freeware 3. licensed software 4. shareware
2. verduas #91Funsaeloudeyassniie inseaneniaaes fo
1. operating system 2. presentation 3. communications 4. word processing
25. dolamowondunt 919 lumsiddeusnsTavase (online services) §mTy Y13
ANMWHNDINIA TN LA AITAUNANIIAUNI
1 Database 2. Electronic Mail

3. Communications 4. Personal information management
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o [ VY J YV = d o s
ﬂ"li‘l.li‘;’,u’lﬁﬂﬂﬂ] Ltﬂ:ﬂ”ﬁ%G\‘WNWG’I'ltlﬂi’]ﬂﬂ'l!ﬂi‘]ilmﬂﬂdiﬂﬁ

(Word Processing and Desktop Publishing)

[¥) d =4

TagiszaanvesnisiFou

- wugamusImsiszaiana

= L o, da A - v v &4 = 5=

- osvInhlumsiszananad Seifiga riefieudy mslfnaseshisniaa
QA [ 3

- semsguaniAnanveslilsunsumsidizananas

- JounNMIIIZNI M3 nazMInnasnYvon N

=) Y ° a o d
- 95U AIATITAIUMITLNANT !mziiji!!ﬂiﬂﬂﬂﬁ'mﬁ‘l‘lﬂ

97 =y w A ¢ W a ¢ v so
. ‘llﬂﬂﬂlﬂ\‘lﬂ'l‘iﬂﬂﬂ““ﬂ']ﬂﬂﬂ“wuﬂ5!!.1]1!9]»31!‘!5
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o o d'l 24 oy d!
msiszaanadudunseaieviianiia
(Word Processing As a Tool)
a =] 1 LY ' o a |
. m'iil‘szu’ammm neDIN1saie mdiuuag m'iimgﬂmm NTTINU MIAUAU UAZNT
Rurlenasvennu
(Word processing is the credion, editing, formatting, storing, retrieving, and printing of a
text  document.)
¥ 4 a o o a 1Y ' v ooer
- pnmItoany vnedadalafmudimmnsoRun 18 @y fadnys
(A text document is anything that can be keyed in, such as a letter.)
- M mneiuSudumsiSouSvauazRuiienans
(Creation is the original composing and keying-in of the document.)
] [} ¥
- nsdsuuas vnetamswasulanenas Wweud ludeRawaia e Uuitenny
a; Y T ' Ay ¥ A a Y b =) 3
AU @001 MIauNedselon mmﬂmmmﬂ‘vﬂmﬂﬂgﬂmm HIONIEEWII-
N3
(Editing is making changes to the document to fix errors or improve its content - for
example, deleting a sentence, correcting a misspelled name, or moving a paragraph.)
- msingluny wineiinstansdsnguesenats e IRiugmuzay oz
dsenivla
(Formatting refers to adjusting the appearance of the document to make it look
appropriate  and  attractive.)
- msduAuenas nuesdimainerenmsiiniu Bnnududes aduandanisanu
- d A o S A 2
AOUWIUNDT I.Wﬂunlﬂ‘]fi}ﬂﬂiﬁﬂ‘ud w30 nlavuuilasyeds
(Retrieving the document means bringing the stored document from disk back into
computer memory S0 it can be used again or changed in some way.)
< o -4
- ﬂ1‘;;lﬂm’ﬂﬂ’d'li ﬁijwﬁdtﬂm’ﬂﬂﬁﬁ']_iullwuﬂﬁﬂ
(Storing the document means saving it on a data disk.)
a o =S e 9 A Y 3 = o
- MINUW THTUNNITHDADNATUUNIEATY Iﬂﬂi‘lﬂﬂ‘i@dﬂﬂl‘w HINDNUNDUNWAANDT

(Printing is producing the document on paper, using a printer connected to the computer.)
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- msdszanasam (Word processing)
a —-a 4 1 o PN
- Puf g ARuud lumisanuwesneiiuwes
vq 9 4 & da I'd | = d o
- AlFE TR UFINAURLUIEN N ABUNITAUNDTI
° [ =Y s { a i a
- $118 e s nazdlduasundasdannun |y
& o Aad P kY ¥
- AUNENEINAoNET mun eI 14
- fivaunnaeaestsemsndunald sernaams ¥ Tsunsunisdseyianam uazmslé
q o o ] = 4 = o
INFOINURAA AB NMISUINANHINYBIMIRNN (tping) TOYAINATIANN (printing) 1DIANS
o o i o & & i
wazlumsdszaanan M1 ialdounlas enmsnadsiu wSeudnszialasunias

o = o o
AWAD HASDTITANWTUUN

sl : msvszananadiiavedhals
(An Overview : How Word Processing Works)

- yuvenw Tilsunsumsilszuianad uansldifiuasuuugavosninsza veudoie
yazveuY il (margins) vosAsRmuIE

L

P gl e L' s 'd o o 1 o o o o
- ymzgPFlFAuAa A2 TUsunsuuans nesiaes (cursor) m Aumniweadisnysda T

a d

SHUNLUIBNN

T

3 .
AISABHAUUA (Scrolling)

¥ oo

a4
o 0 = T u £ 3
+ Tilsunsuddsznana Fhldgld Aundeaneg afeznilimbinszaw Tusunsudou
r d‘ w 1 é
Ing) uamanilsusssfaveadudszuusenw duasemuinuniimtingses uag
4 ¥ a P o
ZEUAUBANHIMIINITATY
e ar 1 w1 £ 9 J dl ) vt ar 1
- Yz INuNUIsHia lnl ussnanoundt szdeiu vaznussvialniudazussvialdhasy
1 | o {a o .
angavessenm lufige ussiausniinuiudaznie llnaneunugausssann
A‘ 5 =& 3 A ¥ L4 L4 [] Ted o
- mstaeuyuas nuedamslgmsindeudhenoiires liadaulan veuenms uatimios
p 2,2
niavon M luAagAT iy

(Scrolling is using the cursor movement keys to see any part of the document, but only one

screenful at a time,)
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1o o Y o [ Y] w Y =
"lumn]uﬂmmnmmnumumma

(No Need to Worry about the Right Side)

¢
L e I v

- guauiAnEond MItuseu (word wrap) Tsunsumisdszuianad szifheh

ussviaRuW Indfuveuvesnszaty (menileqe) els drlufifiRemefinousy
vosussai e IdmgRuiauysel TsunsuazGudu dniiogedaTui 7
Fruiloqa (left margin) YoUsIVIATIATA T

+ guANYAYEY word wrap fosmiumsldnsdeunnsfineusuvoudazussia msld

LA X [ ﬂ 1 61 9 w ot 2 a - ¥ oo 1
M5iaouULnI (Enter) LUWIWHIAA UTINOINUUILIING N7 iﬂﬁmuﬂ‘j'lm?'lﬂﬂ‘l"l'lﬂﬂﬂﬂ

= Y .
udlunrade (Easy Corrections)
= o a o | e o
. Sofawatn arsoudly Taomsthamosies ldsdmmusife udwinmsud b 14
o @ o 9/ - s o ~ Y o @ w
ftl Backspace QUAIONUIEN T IUUDVDIUADIITOT N30 1908 Delete AU AIDNUITLAT
o [ o o F= | P} 4 o«
ANVUUADIIFDT HION1YNUDUDUADIITDT
P o v 1 o A ° (") = L4 n’:
- snuszaa vy ewseldasenartvesusing veved Tan ludssnurRnanua (Lay

aw n’: b7 @ o Ad [ r-] [l P
aunaanua)  TUsunsvazdedsnuszhtioguds Tumevnievesmsld vuzihg

s o L} s

Aunsnvszda lnyoteda Tuld

\ ] Q‘J
Yy vaztfu : Mdaam
(Menus and Buttons : At Your Command)
¥q ¥ Y 4 o @ 1 ] & a 1
- idemnsaldunduondidaay dy Sulugavesmadon Undvzegunasuuudga
¥B4907N W1 5011 pull-down menus (W3 1z I IMARENTUAUIADL ¥R IDAAN 921l
A 1 , 4 & Yy w ¥
NQADNYDY (sub-choices) HIAIAY (pull down) AAWNLHIIVDINUIA
4 =t o @ 1 & - '
- §1%and snsadondidanulauld ifu (bottons) Fenduaategreuuu iadud)

VOIIONIN

porauiiRvean1sUszananaf (Word Processing Features)
ar as o 9 g 3 ' 9/ s - o 4
- mannns1uIsmsnaundnuda Alddmlngezwe 1 quandivanuaioiiaedauds
dszuranadiild
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midagiluuy (Formatting)
+ msdagtuuy winets madsingnismenwueaenas Sagduuy vueds Sansanang

¥
a as, ' [
FAVDLU N1TAITSUSLHAIUDHU

a Yy A A ¥ £y ¥ @ A :
1AISHATINTOFAYIT LIUVTINA 11U waz Tededug my
. A ar
ViNWmaﬂsz‘VI‘Uﬂ‘um‘i‘1J‘i1ng‘ummﬂmi
(Formatting is the physicad appearance of the document. Format refers to centering,
margins, tabs and indents, judtification, line spacing, emphasis, and al the other factor that
affect  appearance.)
dlHegnIanais (Vertical Centering)
- §aldagassnars Ae malfuvenuuge uezanga iveIidennwegasnars vumih
AszAMLAUTIRNN
(Vertical centering adjusts the top and bottom margins so the text is centered verticaly on
the printed page)
LY L Qs . .
dalrtegna1aw339iA (Line Centering)
as w ¥ a 3 Y oA ) b
: nﬂ‘l]‘a'i“ﬂﬂ [PV RIA ﬂﬂﬁlﬂﬂgﬂﬂﬂmdlﬂuﬂﬁﬁx TEAINVDUBWHDUAZVITND YDI HU
ATEAH
(Any line can be individudly centered between the left and right margins of the page)
@ d'. ﬁ'. “.'l g ' o d'l UL “ 1 o/ 3 1
* WATDN LDTYOLTON ﬂﬂmz’aqmaﬂmq UITNADU 1FU 1UNDY E}Wﬂﬂﬂlﬂﬂgﬂﬁﬂmi
DUTUNNIZ Y
(Heading and title are usudly centered; other lines, such as addresses, may aso be
appropriately centered.)
¥huoD (Margins)
- matmuanguayAiiuldededaTuid Taold Tsunsinlssananadt Sund default
settings oA uuAR Iz muaes
(Feature settings as automaticaly used by the word processing program, unless overridden
by the user, are caled default settings)
& ¢ d o o s w 9 3
+ diemsfinuaveugnidenudas serauasnmisszuianam zfuteanyldmugen
o 1 d’l <4 ' s 14 QLACK
fu voulny aszuaumsi Goend madagduuvlnusaludia
(When the margin settings are changed, word processing software automatically adjusts the

text to tit the new margins, a process is caled automatic reformatting.)
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NMIALITUZIAZNITLONII (Tabs and Indentation)
¥ ¥ '
- dndnmsdsszuzhuisaniafeimousudumsins i Jlanmudesmssmualidumis

n’l‘ ﬂ’: 3 A o 5 o
mizuzﬂwumszmymanﬂmammmanu

o [ v
- Pt 1187z denit (indent) Wi msmvanue wasudinseys sonthsuanian gy

weolmiuazaam
= . . .
MIv¥aveal (Justification)
o =5 o ¥ 9 =

* ANTERUDU LU0 ﬂ'lSVlﬂH‘Ui’)ﬂ'J'IiJ"]Sﬂ'ilﬂ‘D

(justification refers to the eveness of text at the side margins.)

e ' 2 ' o Y o a s v oo oA

* IPAMITNUYINY ‘W'li'lﬂi'l‘ﬂl VYA T ‘DZU'lﬁl!GliliJ'lﬂﬂ’q@ DUHFAYIUNIADIANIH HUAD

i Favouaraumazau

(A document of several paragraphs is often most attractive if it is fully justified, that is, has

an even margin down each side.)
M3 uusINn (Line spacing)

] vy & @ 3 g A Y A o e Y

d li‘)ﬂi’l"liﬂ']uclﬂﬂg AUAUIUTINA !EWU'Nﬂ5*1!.Wﬂ‘11’lﬂ%ﬂ’lﬂﬁiﬁlllﬂ'l'lilfmlﬂuﬂilxiﬁlﬂﬂﬁ”li

Auaesussia nsadumuussia

(Most documents are single spaced. But there are occasions when it is convenient or

necessary to double space or even triple space a document.)

o o wa e o Ve a o a &
. ﬂ‘l'iﬂ'i:ifmﬂﬁﬂ‘mﬂﬂlﬁﬂ‘ﬂﬁm !lﬁSUﬂUﬂ’JJTHMﬂ'I‘iﬁ?“ﬁﬂﬂl!ﬁ%ﬂﬂﬂiﬂﬂ FHUHANUI YOINIT
Y Y E

Auussiia Thilu Snvilanitala
@ vV (% - v Yo
At Aaeu naz Yadulam
(Boldface, Italic, and Underlining)

o A A A Y] o o Y Y o Y A '
*AURWIE B0 IR HIDIATENI 'VI\?W’!i'lﬂi'W‘ mmsmuuiﬂuh AUYN UIBTUNNM

[

A Y A w oo A 4 3 a¥o Ao
boldface text 138 laulyriaduon GFonn italic ¥Tolaomstaduldmnd i
HUUBNYS (Fonts)
o o o1 1 [ = @ o w
- gadusamailssutanamiaiulvg § vuusnysiatoriia YAYOIRIONVIY - AI0NYS
g o o L ‘§ U
INTOINUIAIAUITINADU LAZAUAY FIoanUUDMTBUNY
llAdln u 4'
AMATNUANTINYOUS (Other Important Features)
PISAUN (Search)

aa 4 ] T o -~ ~ = Yo o
* 9D PITALTIASITY ”lumsmmmm: HIDIALRNIE ﬂlumﬂfﬂi e ’hrmmam search
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» ’
¥SoUATATENI 1T find
P=1 ] ' o A o < 1 = o  a
- e B eS8 997 search UA2RO A1 HIB A1A19 MSIMFIUDIMT HIINTTAY LAY
Aumidesntiuey szilsinguusenn

5“111!5’(;]3!“11«!?1 (Find and Replace)

@ o ° ¥ 9 & o A 4 o oA A oy A P
. #397%U find and replace M11%N1530992NHATY UNUNHUIAIMTONUIIR AIWONNUY

' ¥
AIRDOANUDNES
e ! ' 4 o
. Tusunsuiszananadidanlng 3 conditional replace T30 WA 1F 1903 9L MsUNUN

¥ ] ] ¥
NAATI noufiszlinsunuiesufadiu
! 3/ . .
15U (Pagination)
- Tosunsutseananadl § maden mawlamihinszay msveuIwiimunily (page

number) BYLLAA HIDATA ¥BINTEAIY BYMIAFIY 19w Wi Asanan ieullud

YY) 9 3
adudu Fw uazun 1a

ﬁuwﬂﬁgﬁﬂu (Print Preview)
¥ o & 4 o & vy d = ¢ W
C AWATTINUNUIATY ﬂl‘]f MUITOUDIHULUIDN N 1u‘umﬂ1’lﬁﬂawmmﬁumﬁzmy

A Y - Y A
T30 AOINUINTSATH N30 ‘Hﬂ'lUHu'lﬂitﬂ'lHaUm'ﬂ\‘l
< ~=lv ¥ e ] o o & o g gy
R 1Y Lﬂ‘u“ﬂﬂ‘ﬂﬂﬂ’ﬂ ﬂ']ii]'lﬂﬂﬂ'lu'.]u‘lﬁiﬂﬂﬂﬁl‘]iulﬂﬁuﬁlﬂﬂ"l'w
(This gives a better overall view than the limited number of lines available on a screen.)
wuene (Footnotes)
o 3 o Yy & ~ o't A e 9 T
* ATINUVIL NU M5 1MATOINUNAA LB footnotes ABINIUNY BUINTOUADY LIDENTT
a ° [ ~ v o = 1.4
wisuwlasmldon lumsdszuonad Aldmsauduen Madanu footnote L HIH

W
footnote Lmﬁu
a -] Aw a & o Y] 1w e
- Tsunsunistlseuianadt 1By track Youton asuilu uaz SaSvuaviv saluld

iin31d footot A1yl
o o y A
U789 Az mu304 (Headers and Footers}
A o £ a & -
- himiloudiy footots el INgiBInTUALY, headers (FOULUTAVDINTTAY) LD

footers (AOUANFAYDINTzAY) UsINYNYTNNIzAIBYDIONAT

o & & o v g A o o
. SlanunaInHa1s U IR 1 NI r LR e Y109 KaSHULTHAR IONYS
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9/ 1Y u N
VADNUBAIIN : MSENY MIIANADN LazMIauna
(Text Blocks : Moving, Copying, And Deleting)
o v 2 o ' ¥ < Y ¥
© UaRNTON N ML nilanusyesdeanuluenats, vaendennuenilsznoudie
A A v é o - Al £ o ¥
Wi MI01INNTT Yile /1, 18, Use Ton, W131n5 W, vie udnssnamlinssay
(A text block is a unit of text in a document. A text block can consist of one or more
words, phrases, sentences, paragraphs, or even pages)
=] 3/ o 34 - y o A qy
Y uaanvanIuy mmsnmmh"lﬁ'nmuw Tﬂumww N8, ARADN Y0 DUNY
o .Y o o d
MINTIVMIASDAAINR I!ﬁl&’iﬂ'jl!ﬂ‘iﬂﬂﬂmuﬂﬂﬂ
(Spelling Checker and Thesaurus Programs)
as o @ =Y ° [} [-Y =Y A
- Tisunsudnsenmisaznadiie sznudedanaramsaznamlan @ lvngunia) e
Hun uenes
(A spelling checker program will find any spelling errors (more likely typing errors) typed
in a document.)
+ TsunsuSvuioy sudaziluenats fuseie flloglulmynsudwsivesiu
(The program compares each document word to the words it has in its dictionary.)
o o a 1 o o o
+ fitaznarn amwtsaud lviigndes ldhedereraursmsseuianad
(A misspelled word can be corrected eesly with the word processng software.)
o ¢ = Aaa ® ¥ ¥ v o A
¢ AINTIINTALNAMINANANTA TIﬂ‘HI;ﬂfI’SN ﬂmunsuﬁwmwmﬁwamnm'195’
(The best spelling checkers let you create your own auxiliary dictionaries)
= ar 4 = ar a o & o o =] Y o [V
' IATTHANN HUEDI ﬂmﬁ’awalﬂmmuau (MPUANUA VA UDUNU) LLazAINTINHINY
@itianumineasaiud) dmsomnlena
(A thesaurus is a book that give synonyms (words with the same meaning) and antonyms
(words with the apposite meaning) for common words)
o o o & a v & o 1 =
+ Tsunsuefsiudw FalndiiuduniwesTusunsumstsentonad duasy h-

vudeiReINY

(A thesaurus program, which is usudly pat of a word processing program, serves the same

purpose.)
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msdaRnidionenfiamesiuudalfy : nwitaq b
(Desktop Publishing : An Overview>

. mitafuideneuiame eI mneds nszunumsvesmsesnuuunInsTaTy
At Yo uazgnm Srundesiiftiannmgs  mafiilenmsgaieiesy
adwRuilpo1Iniam
(Desktop  publishing is the process of designing pages with both text and graphics and, with

a high-quality printer, printing a professional looking final document.)

upvdlntia 6.3 1dSugmndanunnensadiu

_____ 1. footer a. centered on page

_____ 2. synonyms b. front library on disk
----- 3. internal fonts C. up and down document
_____ 4. soft fonts d. document appearance
_____ 5. scrolling e. automatic new line
..... 6. format f. cut and paste

————— 7. vertical centering g. thesaurus

..... 8. cursor h. insertion point

----- 9. block move i. on ROM chip

----- 10. word wrap j. page bottom

81 o = ° = 5 A 4 L v oA
UUUHDYA 6.4 YudenfmBuNgNAefigaioaniladudion

[

1. $olalily sovfind Fuufidnduuninarouas 1 omiall
1. Word processors 2. Spreadsheets
3. Utilites 4. Medica diagnostic

2. dolafie yilavesnsilAsunlasdalfsunlsaudtundn Wiuilegihy
1. revisions 2. addition 3. deletion 4. gynde

3 9 ] = G :
3. iedpansaiiuenaisyalni Idndnlenoudilaluyaniesile
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4,

5.

10.

11.

12.

13.

o o

A =) Vo = 1 4 3 Y a a A 2
dieapanisisonienmsyamduinindumldanu Wnanlensudalalugainseile

1. J—@l 2. J@J 3. _2:—‘- 4, L&l

[% g - o 3 [3
agUszmAusngavesdlizitanad Aekiig1dannse
v a oy t
1. aheeifadeddudou 2. uuAItonI
3. Aougasadamand 4. @hilagudeyaluitae

a & @ .
. Jorenaadala Feamrsons19vu1d1a spelling checker

1. I eight my lunch 2. The bear licked it's feet

3. Teh last day 4. 1 don’t have no idea

Y A o &
. ﬁllf)clﬂﬂﬂﬂj?&"ﬂ"]ufni"U'E]Qﬂ'l'iﬂ_'ﬁﬂut!ﬂaﬂ!u@ﬁ’]mamaﬂﬂ'ﬁ

1. creating 2. editing 3. formatting 4. printing

ar o R £ - o 1 . '
- awudin sl <vst Tudslon 99599 udusinasee e “is® winnd

wea o -A sal. o ] -y t
AuauiAvesmitszanadiFedroniniga lumsmidumisdefanaainees s
1. grammar checker 2. spell checker
3. status bar 4. thesaurus

L4 3 o = [ ] i
BoNAWIS 19¥11910 (task-oriented software) FalFiuumsnarsuniige e
1. graphics 2. database management 3. word processing 4. spreadsheets
4 29 3 o £ v 9 A a ' e o
woWawdd 1Hham assmamiudonnu ionda 3avuev1d s1w0u uazurusiy ig

Mmieuies 1wt usenn

1. word processing 2. database management
2. spreadsheets 4. desktop publishing
&4 d P ¥ ¥y
WaVanNUB text gridBAUAY 13511 Aot s

v H «
1. dauiuezgnavesn 2. UningegineuuuyeInen v
2. fulasuuilas 4. Waduld

o a A o [~ [ z ° ‘el

LWALTIAAHIDANTON UTONYDI text muuuﬁazm"lﬂ“lﬁm

1. desktop 2. style sheet 3. ruler 4. clipboard
. Y a - g =4 1

ﬂi$‘]J’Juﬂ'li"ﬂﬂﬁmﬂﬂ"lilﬂﬁﬂuuﬂﬁQLNEJﬂ'J'IlJ'iI’ENLﬂﬂﬁ'IiLiUﬂ’J"I

1. creating 2. editing 3. formatting 4. printing
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14,

15,

96

r'd '3 o P
FoaWALITUsTuIaNaf M0
e ek a o a
1. aeWausBaion14fuinniga
g o '
2. wanALITFaTon19Ipon 1 spreadsheet
o s a ¥ 1 [4 4 o 5/
3. aorduas gty ldhduredauimsianisgudeya
f-} = o 4 o
4. womsdationldifoumiduaenAs DTP
WYSIWYG 8811910
1. When You See It When You Go 2. What You See In What You Give

3. What You See Is What You Get 4, What You See It Why You Go
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r ° = a o a as
UAUAIS11INTS HAZNITHANAEIAO : TS auazA DY

(Spreadsheets and Business Graphics : Facts and Figures)

(¥ d o v
TagilszranveamaBeud
- dofvourunisisiins
& L) Qs ' °
- alszgndnansiud i iuunumseiinms
o 9/ [ 9/ 1 o = o =Y o
- Hnnudnle ndnvesms IurumsiehmsBinnsednd
- MANUgUIAY 330 madmuanazmsiudsaumEuaIsaihnms
¥ S
- YoAvpInIIWNMIgINe

o g 2 [}
< MFUATIZHATNNUAAAN Elﬂ$ﬂ1iu11ﬁuﬂﬂ51ﬂﬂ

55U I1AVDINHUATI19911M13 (The Nature of Spreadsheets)
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(A spreadsheet presents business data in a grid of rows and columns)
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WHUA TN IDIEANIBUNE (Electronic Spreadsheets)
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(The electronic spreadsheet program automatically does all the calculations and produces the
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(By far the greatest labor-saving aspect of the electronic spreadsheet automatic recalcula-
tion:)
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MIVATIZH “What - If? (“What - I Analysis)
a o . = = 4 & A i
L MITUATITE “What - if” 11004 nszuumMIvesmsnfasunasamilas nieinnnm
A 1 L] -3 a o d‘ 0

HUIAN 1“LLNHW1§1QW1ﬂﬁ HaENIHINA NﬂﬁWfﬂQﬂﬂizﬂUﬁﬂﬂﬁﬂTﬂ')ﬂl

(“What - if”” analysis is the process of changing one or more spreadsheet values and observing

the resulting calculated effect.)
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(When a value or formula in the worksheet is changed, the related values on the spreadsheet

are recalculated automatically to reflect the change.)
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HANVDIMAUAIIINIMS (Spreadsheet Fundamentals)
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ivadiaziaviaguaaaad (Cels and Cell Addresses)
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(A gpreadsheet is divides into rows and columns, each labeled with a number or a letter. The
rows have numeric labels and the columns have alphabetic labels. There can be more rows
and columns than can be seen on the screen.)
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(The intersection of row and column forms a cell. Refer to a cell by its cell address, or cell
reference, the letter and number of the intersection column and row.)
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(One cdl is the active cell, or current cell.)
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(Contents of Cells : Labels, Values, Formulas)
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(A displayed value is the result of a calculation from a formula. The displayed value is what

shows in the cell. The actual formula is called the content of the cell.)

Weve (Ranges)
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(A range is a group of one or more cells arranged in a block shape that the program treats

as a unit during an operation.)
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(To define a range, indicate the upper-left and lower-right cells of the block; the cell
aldresses need to be separated by a period)
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ﬂﬁyﬂﬁlmlmuﬂﬁ]dﬂ]mi (A Problem for a Spreadsheet)

ﬁ‘ﬂﬂﬂ?ﬂdﬁ‘iﬁﬂ (Business Graphics)
ﬁ o T o ar 3/ Sl ::id 9 b [
 nIn AIouaIiIA1eY wazduay uazdeyaluIsnanurusuaziinle ldod1s
:'\ ; o o d’ a o = J
sia30 Aeflfomaradifg it ldiulaiumn
{Graphics can show words and numbers and data in ways that are meaningful and quickly

understood. This is the key reason they are valuable.)
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(Business graphics - graphics that represent data in a visua, easily understood format -

provide a way to convey information to managers or clients in a meaningful way.)

firludal¥ns1#n? (Why Use Graphics?)
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(Most people use business graphic software to view and andyze data and to make a postive

impression during a presentation.)

A5MMT 97129 (Analytical Graphics)
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1. SQL 2. Visual BASIC 3. excel 4. RPG
o o o
2. Yolafle vonauaTszgna
1. database 2. spreadsheet 3. multimedia 4, Qﬂ‘l]ﬂ‘i’fﬁ)
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3. inFesdlede 1 lunsuns iziveyarauay An
1. cell 2. spreadsheet 3. label 4. electronic analyzer
) A )
4. olaBily doyavia Fusrezldly cel

1. number 2. formula 3. label 4. graph
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5. 4ol Wily werlduafilseynd
1. Excel 2. Dbase 3. window 95 4. Foxpro
6. ANMUIAARY VB upazaAus lunszamyims Sunh
1. formula 2. label 3. worksheet 4. cel
7. 4olaansotiseiue deymeiuay lu worksheet 14
1. cdls 2. addresses 3. formulas 4. labels
8. ¥olaftna1 1 spreadsheet liimunsavinld
1ofwasduar 2 gdumsuend 3 desedadd 4. ada chart
0. foln Wl sievesesaume Fwzldlumad
1. label 2. range 3. value 4. formula
10, wHuIms (workshest) Mdndanitah
1. graph 2. cdl 3. spreadsheet 4. function
11, mysufuvesaauduazion Nidunilsedns e
1. graph 2. function 3. value 4. call address
12. nduiitmuavonaadine lughwdmdeniuth Gond
1. rectangle 2. label 3. range 4. function
13. = SUM(B3:B10) iludiatisves
1. function 2. labd 3. border 4, call address
14, $1813%0ems I FRdevernd Fa3am 1013, 4, unz 5 dmunedul B, C,uayD e
doammuaiduognels
1. C4:D5 2. BL1:DS 3. B3:.C5 4. B3:D5
15. wadwsvosansluwad Son
1. label 2. Range 3. vaue 4. displayed value
16. activecell fidniSunsnatanileh
1. current cell 2. labd cdll 3. range cdll 4, function cell
17. gashdmual3uds  (Preprogranmed formula) Gunm
1. value 2. procedure 3. function 4. labd
18. frdadavenTdsunsuuruas1avhng Wannudias fe
1. label 2. formula 3. vaue 4. range

102 IT 105 (H)



