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ÎÒÃì́ áÇÃì (Hardware)1.1

¤ÓÇèÒ Hard á»ÅÇèÒ “á¢ç§” ÊèÇ¹ Ware á»ÅÇèÒ “ÀÒª¹Ð/à¤Ã×èÍ§ãªé/ÍØ»¡Ã³ì” ©Ð¹Ñé¹

Hardware ¨Ö§ãËé¤ÇÒÁËÁÒÂÃÇÁÇèÒ “ÍØ»¡Ã³ì¤ÍÁ¾ÔÇà ÍÃì” ¶×Íà»ç¹ÇÑ ¶Ø·Õè ÒàËç¹ Á×Í¨Ñº éÍ§ä´é

(μÃ§¡Ñ¹¢éÒÁ¡Ñº«Í¿μ ìáÇÃì) ÍÐäÃ¡ç ÒÁ·Õèà¡ÕèÂÇ¢éÍ§¡Ñº¤ÍÁ¾ÔÇà ÍÃì·Õè ÒàËç¹ ̈ Ñº éÍ§ä´é ãËéËÁÒÂ¶Ö§

ÎÒÃì´áÇÃì·Ñé§ËÁ´ àªè¹ ¨Í¤ÍÁ¾ÔÇà ÍÃì á»é¹¾ÔÁ¾ì àÁÒÊì à¤Ã×èÍ§¾ÔÁ¾ì Ê×èÍºÑ¹·Ö¡¢éÍÁÙÅ»ÃÐàÀ·

á¿Åªä´Ã¿ì ÎÒÃì´´ÔÊ¡ì á¿ÅªàÁÁâÁÃÕè áÅÐÍØ»¡Ã³ì·ÕèÍÂÙè´éÒ¹ã¹à¤Ã×èÍ§¤ÍÁ¾ÔÇà ÍÃì à»ç¹ é¹

à¤Ã×èÍ§¤ÍÁ¾ÔÇà ÍÃìâ¹é ºØê¡
àÁÒÊì

«Õ¾ÕÂÙ·ÕèÍÂÙèã¹à¤Ã×èÍ§¤ÍÁ¾ÔÇà ÍÃì

Ë¹èÇÂ¤ÇÒÁ¨ÓáÃÁ
·ÕèÍÂÙèã¹à¤Ã×èÍ§¤ÍÁ¾ÔÇà ÍÃì

ÎÒÃì´´ÔÊ¡ì·ÕèÍÂÙèã¹à¤Ã×èÍ§¤ÍÁ¾ÔÇà ÍÃì

•

¡ÒÃì́ ¨Í·ÕèÍÂÙèã¹à¤Ã×èÍ§¤ÍÁ¾ÔÇà ÍÃì¾Õ«Õ Ñé§â êÐ

à¤Ã×èÍ§¤ÍÁ¾ÔÇà ÍÃì¾Õ«Õ Ñé§â êÐ

àÁ¹ºÍÃì́ ·ÕèÍÂÙè́ éÒ¹ã¹
à¤Ã×èÍ§¤ÍÁ¾ÔÇà ÍÃì
¾Õ«Õ Ñ é§â êÐ
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«Í¿ ìáÇÃìãËé¤ÇÒÁËÁÒÂ¡ÇéÒ§ «Öè§ èÒ§¨Ò¡ÎÒÃì´áÇÃì¨Ò¡ËÑÇ¢éÍ·Õè¼èÒ¹ÁÒ  «Í¿ ìáÇÃìà»ç¹ÊÔè§

·Õè¨Ñº éÍ§´éÇÂÁ×ÍäÁèä´é àªè¹ ÃÐºº»¯ÔºÑ Ô¡ÒÃÇÔ¹â´ÇÊì (Â¡μ ÑÇÍÂèÒ§ Windows Vista) ËÃ×ÍáÁéá è

â»Ãá¡ÃÁãªé§Ò¹ èÒ§ æ (Â¡μ ÑÇÍÂèÒ§ â»Ãá¡ÃÁ Microsoft Excel, Microsoft Word áÅÐ Adobe
Photoshop) ËÃ×ÍÀÒÉÒâ»Ãá¡ÃÁ¤ÍÁ¾ÔÇà ÍÃì¡çàªè¹¡Ñ¹ (Â¡μ ÑÇÍÂèÒ§ ÀÒÉÒ«Õ ÀÒÉÒ»ÒÊ¡ÒÅ
ÀÒÉÒÇÔªÇÅàºÊÔ¡) ¡çÅéÇ¹á èà»ç¹«Í¿ ìáÇÃì·Ñé§ÊÔé¹

«Í¿ ìáÇÃì (Software)1.2

à¤Ã×èÍ§¤ÍÁ¾ÔÇà ÍÃì èÒ§¨Ò¡ÍØ»¡Ã³ìä¿¿éÒÍ×è¹ Ã§·ÕèäÁèÊÒÁÒÃ¶ãªé§Ò¹ä´éàÅÂ·Ñ¹·ÕàËÁ×Í¹

àªè¹à¤Ã×èÍ§àÊÕÂ§ ÙéàÂç¹ áÅÐà ÒäÁâ¤ÃàÇ¿ á èàÃÒ¨Ð éÍ§ Ô´ Ñé§ÃÐºº»¯ÔºÑ Ô¡ÒÃ (â»Ã´ÍèÒ¹·ÕèËÑÇ¢éÍ
1.3) áÅÐ«Í¿ ìáÇÃì/â»Ãá¡ÃÁàÊÕÂ¡èÍ¹¨Ö§¨ÐÊÒÁÒÃ¶à»Ô´à¤Ã×èÍ§¤ÍÁ¾ÔÇà ÍÃìãªé§Ò¹ä´é

 (System software)1.2.1

·Ñé§«Í¿ ìáÇÃì â»Ãá¡ÃÁ¤ÍÁ¾ÔÇà ÍÃì ÃÐºº»¯ÔºÑ Ô¡ÒÃ áÅÐÀÒÉÒâ»Ãá¡ÃÁ¤ÍÁ¾ÔÇà ÍÃì

¶×Íà»ç¹»Ñ--Ò»ÃÐ´ÔÉ°ì·Õèà¡Ô´¤Çº¤ÙèÁÒ¡ÑºÎÒÃì´áÇÃì¤ÍÁ¾ÔÇà ÍÃì áÂ¡ÍÍ¡¨Ò¡¡Ñ¹äÁèä´é à¾ÃÒÐ

¶éÒ¢Ò´ÍÂèÒ§ã´ÍÂèÒ§Ë¹Öè§ àÃÒ¨ÐäÁèÊÒÁÒÃ¶ãªé§Ò¹à¤Ã×èÍ§¤ÍÁ¾ÔÇà ÍÃìä´é

«Í¿ ìáÇÃì (Software) ¡Ñºâ»Ãá¡ÃÁ (Program) ¶×Íà»ç¹»ÃÐàÀ·à´ÕÂÇ¡Ñ¹ à¾ÃÒÐ èÒ§¡ç¨Ñº

éÍ§´éÇÂÁ×ÍäÁèä´é (´ÙàËÁ×Í¹à»ç¹¹ÒÁ¸ÃÃÁ) àÃÒÍÒ¨ÃÙéÊÖ¡á»Å¡ËÙá»Å¡ Ò ËÒ¡¾Ù´ÇèÒ “«Í¿ ìáÇÃì

Microsoft Excel” á è¶éÒ¾Ù´ÇèÒ “â»Ãá¡ÃÁ Microsoft Excel” ̈ ÐÊ×èÍÊÒÃ¤ÇÒÁÃÙéÊÖ¡ä´é´Õ¡ÇèÒ

«Í¿ ìáÇÃìÃÐººÂÑ§áºè§ÍÍ¡à»ç¹ 2 ¡ÅØèÁÂèÍÂ ¤×Í «Í¿ ìáÇÃì»ÃÐàÀ·ÃÐºº»¯ÔºÑ Ô¡ÒÃ àªè¹

ÃÐºº»¯ÔºÑ Ô¡ÒÃ Windows XP ¶×Íà»ç¹«Í¿ ìáÇÃìÃÐºº áÅÐÀÒÉÒâ»Ãá¡ÃÁ àªè¹ ÀÒÉÒ«Õ ÀÒÉÒ

»ÒÊ¡ÒÅ áÅÐÀÒÉÒ¨ÒÇÒ à»ç¹ é¹

 (Operating system)1.2.1.1

«Í¿ ìáÇÃì»ÃÐàÀ·ÃÐºº»¯ÔºÑ Ô¡ÒÃ ä´éá¡è ÃÐºº»¯ÔºÑ Ô¡ÒÃÇÔ¹â´ÇÊì (àªè¹ Win-
dows XP áÅÐ Windows Vista à»ç¹μ é¹) ÃÐºº»¯ÔºÑ Ô¡ÒÃ´ÍÊ (DOS) ÃÐºº

»¯ÔºÑ Ô¡ÒÃÂÙ¹Ô¡«ì (Unix) ÃÐºº»¯ÔºÑ Ô¡ÒÃÅÔ¹Ø¡«ì (Linux) à»ç¹ é¹ á èËÒ¡à¤Ã×èÍ§

¤ÍÁ¾ÔÇà ÍÃìáººáÁ¤ÍÔ¹·ÍªãªéÃÐºº»¯ÔºÑ Ô¡ÒÃ¢Í§áÍ»à»ÔÅ àªè¹ Mac OS

Leopard

àÃÒÊÒÁÒÃ¶¨Óá¹¡«Í¿μ ìáÇÃìÍÍ¡à»ç¹ 2 »ÃÐàÀ·ãË-è æ ´Ñ§¹Õé
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 (Programming language)1.2.1.2

«Í¿ ìáÇÃì»ÃÐàÀ·ÀÒÉÒâ»Ãá¡ÃÁ ËÁÒÂ¶Ö§ ÀÒÉÒ¤ÍÁ¾ÔÇà ÍÃì èÒ§ æ àªè¹

ÀÒÉÒ«Õ (C), ÀÒÉÒâ¤ºÍÅ (Cobol), ÀÒÉÒ»ÒÊ¡ÒÅ (Pascal), ÀÒÉÒáÍÊ-

à«ÁºÅÕ (Assembly) áÅÐÀÒÉÒ¨ÒÇÒ (Java) à»ç¹ é¹ ÀÒÉÒâ»Ãá¡ÃÁ·Õè¡ÅèÒÇ

ÁÒ¹Õé¤ÅéÒÂ¡Ñº¡Ã³Õ·ÕèàÃÒÈÖ¡ÉÒà»ç¹ÀÒÉÒ·ÕèÊÍ§ã¹ªÕÇÔ »ÃÐ¨ÓÇÑ¹ àªè¹ ÀÒÉÒ

ÍÑ§¡ÄÉáÅÐÀÒÉÒ¨Õ¹ à»ç¹ é¹

 (Application software)1.2.2

«Í¿ ìáÇÃì»ÃÐÂØ¡ ì ¤×Í «Í¿ ìáÇÃìËÃ×Íâ»Ãá¡ÃÁ·Õè·ÓãËé¤ÍÁ¾ÔÇà ÍÃì ÍºÊ¹Í§á¡è¼Ùéãªé

ÒÁ·Õè éÍ§¡ÒÃ ¾Í¨Ð¨Óá¹¡ÍÍ¡à»ç¹ 2 »ÃÐàÀ·ãË-è æ ´Ñ§¹Õé

1.2.2.1

«Í¿ ìáÇÃì»ÃÐàÀ·¹Õé¶×Íà»ç¹â»Ãá¡ÃÁÊÓàÃç¨ÃÙ» ËÃ×ÍÍÒ¨àÃÕÂ¡ÇèÒâ»Ãá¡ÃÁ

»ÃÐÂØ¡ ì¡çä´é ¼ÙéãªéäÁèÊÒÁÒÃ¶á¡éä¢ËÃ×Í´Ñ´á»Å§ä´é à»ç¹«Í¿ ìáÇÃìËÃ×Íâ»Ãá¡ÃÁ

·Õè¼ÅÔ ÍÍ¡ÁÒ¢ÒÂ·ÑèÇâÅ¡ àªè¹ â»Ãá¡ÃÁ Microsoft Word ·Õèãªé¾ÔÁ¾ì§Ò¹ ËÃ×Í

â»Ãá¡ÃÁ Microsoft Excel ·Õèãªé¤Ó¹Ç³ ÑÇàÅ¢ ËÃ×Íâ»Ãá¡ÃÁ Adobe Photo-

shop ·Õèãªé ¡á è§ÃÙ»ÀÒ¾ à»ç¹ é¹

«Í¿ ìáÇÃìÊÓàÃç¨ÃÙ»ä´éÃÑº¤ÇÒÁ¹ÔÂÁÍÂèÒ§¡ÇéÒ§¢ÇÒ§ à¾ÃÒÐä´éÃÑº¡ÒÃ

ÍÍ¡áººÁÒãËé·Ø¡¤¹ÊÒÁÒÃ¶¹Óä»»ÃÐÂØ¡ ì¡Ñº§Ò¹ èÒ§ æ ä é́ ÒÁ¤ÇÒÁ»ÃÐÊ§¤ì

1.2.2.2

«Í¿ ìáÇÃìËÃ×Íâ»Ãá¡ÃÁ»ÃÐàÀ·¹Õé¶Ù¡ÍÍ¡áººÁÒà»ç¹¡Ã³Õà©¾ÒÐ à¾×èÍãªé¡Ñº§Ò¹

à©¾ÒÐÍ§¤ì¡Ã¹Ñé¹ æ ÊèÇ¹ãË-èà¢ÕÂ¹¢Öé¹¨Ò¡ÀÒÉÒâ»Ãá¡ÃÁ¤ÍÁ¾ÔÇà ÍÃì (àªè¹
ÀÒÉÒ«Õ) ̈ Ò¡¹Ñ¡à¢ÕÂ¹â»Ãá¡ÃÁ (Programmer) àªè¹ â»Ãá¡ÃÁ·Õè¹Óä»ãªéã¹¡ÒÃ

ºÃÔËÒÃ¨Ñ´¡ÒÃË¹Ñ§Ê×Í¢Í§ÊÓ¹Ñ¡¾ÔÁ¾ì ËÃ×Íâ»Ãá¡ÃÁ·Õèãªéã¹¡ÒÃ¤Ó¹Ç³¤èÒ¨éÒ§

¢Í§¾¹Ñ¡§Ò¹ã¹Í§¤ì¡Ã à»ç¹ é¹

¡ÒÃ¨Ðà¢ÕÂ¹â»Ãá¡ÃÁ´éÇÂÀÒÉÒâ»Ãá¡ÃÁ èÒ§ æ ¢éÒ§ é¹¨Ð éÍ§ãªéàÇÅÒ

ÈÖ¡ÉÒ ¼Ùé¹Ñé¹¨Ð éÍ§ÁÕ¤ÇÒÁªÍºËÃ×Íã¤ÃèÃÙéà»ç¹ é¹·Ø¹ÍÂÙè¡èÍ¹ ¹Í¡¨Ò¡¹Ñé¹ ÂÑ§¢Öé¹

ÍÂÙè¡ÑºÊÀÒ¾¡ÒÃ§Ò¹»ÃÐ¨ÓÇÑ¹·Õè¼ÅÑ¡´Ñ¹ãËé éÍ§àÃÕÂ¹ÃÙéÍÕ¡´éÇÂ ã¹¢³Ð·ÕèºÒ§¤¹

äÁè¨Óà»ç¹ éÍ§àÃÕÂ¹ÃÙé¡çä´é
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àÁ×èÍ«×éÍà¤Ã×èÍ§¤ÍÁ¾ÔÇà ÍÃìÁÒáÅéÇ ¶éÒäÁè Ô´ Ñé§ÃÐºº»¯ÔºÑ Ô¡ÒÃÅ§ä»  (àªè¹ Windows XP
ËÃ×Í Windows Vista) àÃÒ¨ÐäÁèÊÒÁÒÃ¶ãªéà¤Ã×èÍ§¤ÍÁ¾ÔÇà ÍÃìä´é à¾ÃÒÐ¶éÒäÁèÁÕÃÐºº»¯ÔºÑ Ô¡ÒÃ

ÍÂÙèã¹à¤Ã×èÍ§¤ÍÁ¾ÔÇà ÍÃìÍÂÙè¡èÍ¹ àÃÒ¨ÐäÁèÊÒÁÒÃ¶ Ố Ñé§«Í¿ ìáÇÃìËÃ×Íâ»Ãá¡ÃÁ èÒ§ æ Å§ä»ä é́àÅÂ

à·èÒ¡ÑºÇèÒ ÁÕà¤Ã×èÍ§¤ÍÁ¾ÔÇà ÍÃìÃÒ¤Òá¾§á èàËÁ×Í¹ÁÕàÈÉâÅËÐÇÒ§ÍÂÙèº¹â êÐ¹Ñè¹àÍ§

 (  Windows Vista)

(   Microsoft Word)

ÃÐºº»¯ÔºÑ Ô¡ÒÃ·Õè¡ÓÅÑ§ä´éÃÑº¤ÇÒÁ¹ÔÂÁÊÙ§ÊØ´ÍÂÙèã¹¢³Ð¹Õé¤×Í Windows Vista (ÍèÒ¹ÇèÒ
ÇÔ¹â´ÇÊìÇÔÊμ éÒ) à»ç¹¼ÅÔ ÀÑ³±ì¢Í§äÁâ¤Ã«Í¿ ìÃØè¹ãËÁèÅèÒÊØ´ (¢³Ð¡ÓÅÑ§à¢ÕÂ¹Ë¹Ñ§Ê×ÍàÅèÁ¹ÕéÍÂÙè)
áÅÐ Windows XP (ÍèÒ¹ÇèÒ ÇÔ¹â´ÇÊìàÍ¡«ì¾Õ) ÊèÇ¹  Windows Me áÅÐ Windows 98 ¶×ÍÇèÒ

àÊ×èÍÁ¤ÇÒÁ¹ÔÂÁä»áÅéÇ ËÒ«×éÍÂÒ¡ ÍÕ¡·Ñé§¼Ùé¼ÅÔ äÁèºÃÔ¡ÒÃËÅÑ§¡ÒÃ¢ÒÂ ¹Í¡¨Ò¡¹Ñé¹ à¤Ã×èÍ§¤ÍÁ-

¾ÔÇà ÍÃì·Õèãªé Windows Me áÅÐ Windows 98 ÁÑ¡ÁÕ»Ñ-ËÒ èÍ¡ÒÃ Ô´ Ñé§â»Ãá¡ÃÁÃØè¹ãËÁè æ

¡ÅèÒÇ¤×Í äÁèÊÒÁÒÃ¶ Ô´ Ñé§Å§ä»ä´é ËÃ×ÍÍÒ¨àÅè¹à¡ÁÊìÊÒÁÁÔ ÔÃØè¹ãËÁèäÁèä´é à»ç¹ é¹

ÃÐºº» Ô̄ºÑ Ô¡ÒÃ (Operting system)1.3

ÊÁÁ ÔÇèÒ ¤Ø³«×éÍà¤Ã×èÍ§¤ÍÁ¾ÔÇà ÍÃìÁÒ ·Ò§¼Ùé¢ÒÂ Ô´ Ñé§ÃÐºº»¯ÔºÑ Ô¡ÒÃÁÒãËé¾ÃéÍÁ (àªè¹ Windows
Vista) ¤Ø³ÊÒÁÒÃ¶ãªé§Ò¹¤ÍÁ¾ÔÇà ÍÃìä´éã¹ÃÐ´ÑºË¹Öè§ à¾ÃÒÐã¹ÃÐºº»¯ÔºÑ Ô¡ÒÃ Windows Vista

ÁÕà¤Ã×èÍ§Á×ÍËÃ×Íâ»Ãá¡ÃÁ¾×é¹°Ò¹ÁÒãËé¾ÍÊÁ¤ÇÃ àªè¹ â»Ãá¡ÃÁºÑ¹·Ö¡«Õ´Õ/´ÕÇÕ´Õ, â»Ãá¡ÃÁ¾ÔÁ¾ì§Ò¹

Wordpad, â»Ãá¡ÃÁ´ÙË¹Ñ§¿Ñ§à¾Å§ Windows Media Player, â»Ãá¡ÃÁàÇçºàºÃÒÇìà«ÍÃì Internet

Explorer à¾×èÍãªé·èÍ§ÍÔ¹à·ÍÃìà¹ç  áÅÐâ»Ãá¡ÃÁ·Õèãªé¾ÃÕÇÔÇËÃ×Í¨Ñ´¡ÒÃÀÒ¾¶èÒÂ Microsoft Photo

Gallery à»ç¹ é¹ á èäÁèÁÕâ»Ãá¡ÃÁà©¾ÒÐ·Ò§·ÕèÁÕ¤ÇÒÁÊÒÁÒÃ¶¢Ñé¹ÊÙ§ àªè¹ â»Ãá¡ÃÁ ÒÃÒ§¤Ó¹Ç³

Microsoft Excel áÅÐâ»Ãá¡ÃÁ¨Ñ´¡ÒÃ°Ò¹¢éÍÁÙÅ Microsoft Access à»ç¹ é¹ ¤Ø³¨Ð éÍ§ËÒ«×éÍÁÒ

Ô´ Ñ é§àÍÒàÍ§ã¹ÀÒÂËÅÑ§
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¶éÒ¤Ø³«×éÍà¤Ã× èÍ§¤ÍÁ¾ÔÇà ÍÃì·Õ è»ÃÐ¡ÍºËÅÑ§ÃéÒ¹ ¤Ø³¨Ðä´éá èà¤Ã× èÍ§à·èÒ¹Ñ é¹ á è·Õ èà¢Ò Ô´ Ñ é§ÃÐºº

»¯ÔºÑ Ô¡ÒÃÇÔ¹â´ÇÊìáÅÐâ»Ãá¡ÃÁãªé§Ò¹ èÒ§ æ ÁÒãËé¹Ñé¹ (àªè¹ â»Ãá¡ÃÁ Microsoft Word, Microsoft
Excel áÅÐ Adobe Photoshop) äÁèä´éËÁÒÂ¤ÇÒÁÇèÒ à»ç¹Ë¹éÒ·Õè·Õ è·Ò§ÃéÒ¹¨Ð éÍ§ÃÑº¼Ô´ªÍº èÍ

ÅÙ¡¤éÒ ÅÙ¡¤éÒ¨Ð éÍ§«×éÍËÒÁÒ Ô´ Ñé§àÍÒàÍ§ á è·Õèà¢Ò Ô´ Ñé§ÁÒãËé¹Ñé¹ ¡çà¾×èÍàÍÒã¨ÅÙ¡¤éÒ á è¶éÒ«×éÍà¤Ã×èÍ§

¤ÍÁ¾ÔÇà ÍÃìà»ç¹à« ·ÕèÃÐºØÂÕèËéÍ àªè¹ à¤Ã×èÍ§¤ÍÁ¾ÔÇà ÍÃìÂÕèËéÍ acer, lenovo áÅÐ hp  à¢ÒÁÑ¡ Ô´ Ñé§

ÃÐºº»¯ÔºÑ Ô¡ÒÃÇÔ¹â´ÇÊì·Õ è¶Ù¡ éÍ§ ÒÁ¡®ËÁÒÂÁÒãËé á èà¤Ã× èÍ§¤ÍÁ¾ÔÇà ÍÃì·Õ è»ÃÐ¡ÍºËÅÑ§ÃéÒ¹

ÊèÇ¹ãË-è Ô´ Ñ é§ÃÐºº»¯ÔºÑ Ô¡ÒÃÇÔ¹â´ÇÊìáÅÐâ»Ãá¡ÃÁ·ÕèÅÐàÁÔ´ÅÔ¢ÊÔ·¸Ô ìÁÒãËé

¤ÇÒÁÃÙ éà¾Ô èÁà ÔÁà¡Õ èÂÇ¡Ñº«Í¿ ìáÇÃìáÅÐÃÐºº»¯ÔºÑ Ô¡ÒÃ·Õ è
Á×ÍãËÁè¤ÇÃÃÙé

1.4

ËÒ¡«×éÍà¤Ã× èÍ§¤ÍÁ¾ÔÇà ÍÃìâ¹é ºØ ê¡ áÅÐËÃ×Íà¤Ã× èÍ§¤ÍÁ¾ÔÇà ÍÃì Ñ é§â êÐ·ÕèÁÕÂÕ èËéÍ

(àªè¹ ÂÕèËéÍ acer, hp áÅÐ lenovo) ÊèÇ¹ãË-è¼Ù é¼ÅÔ ÁÑ¡ Ô´ Ñ é§ÃÐºº»¯ÔºÑ Ô¡ÒÃ

ÇÔ¹â´ÇÊì·ÕèÁÕÅÔ¢ÊÔ·¸ÔìÁÒãËé àªè¹ Windows Vista ÃØè¹¾×é¹°Ò¹ (Home Basic ËÃ×ÍäÁè¡ç
Home Premium)

â»Ãá¡ÃÁãªé§Ò¹ËÅÑ¡ àªè¹ â»Ãá¡ÃÁ Microsoft Word, Microsoft Excel áÅÐ Adobe

Photoshop äÁèÁÕá¶ÁÁÒ ¤Ø³¨Ð éÍ§ËÒ«×éÍÁÒ Ô´ Ñé§àÍ§ á è¶éÒÁÕá¶ÁÁÒãËé (ËÅÑ§¨Ò¡
¾Ù´¤ØÂ¡Ñº¾¹Ñ¡§Ò¹¢ÒÂ) ¡çÁÑ¡à»ç¹â»Ãá¡ÃÁ·ÕèÅÐàÁÔ´ÅÔ¢ÊÔ·¸Ôì

ÃÐºº»¯ÔºÑ Ô¡ÒÃ (àªè¹ Windows Vista) áÅÐâ»Ãá¡ÃÁãªé§Ò¹·ÕèÅÐàÁÔ´ÅÔ¢ÊÔ·¸Ôì

ÊÒÁÒÃ¶ãªé§Ò¹ä´éà»ç¹»¡ Ô á è¨ÐàÊÕÂâÍ¡ÒÊãªé§Ò¹ã¹ºÒ§¿Ñ§¡ìªÑ¹·Õè éÍ§´ÒÇ¹ìâËÅ´

ËÃ×ÍÍÑ»à´ ¼èÒ¹·Ò§ÍÔ¹à·ÍÃìà¹ç  à¾ÃÒÐ¶éÒ¾ÂÒÂÒÁ´ÒÇ¹ìâËÅ´ËÃ×ÍÍÑ»à´  ÍÒ¨·Ó

ãËéà¨éÒ¢Í§¼ÅÔ ÀÑ³±ì¨Ñºä´éÇèÒ ¼Ùé¹Ñé¹¡ÓÅÑ§ãªéÃÐºº»¯ÔºÑ Ô¡ÒÃ áÅÐËÃ×Íâ»Ãá¡ÃÁ·Õè

ÅÐàÁÔ´ÅÔ¢ÊÔ·¸ÔìÍÂÙè ÍÒ¨ÁÕ¼Å·ÓãËéÃÐºº»¯ÔºÑ Ô¡ÒÃ áÅÐËÃ×Íâ»Ãá¡ÃÁ¶Ù¡ºÅçÍ¡

¨¹äÁèÊÒÁÒÃ¶ãªé§Ò¹ä´é à»ç¹·Õ è¹èÒÊÑ§à¡ ÇèÒ à¤Ã× èÍ§¤ÍÁ¾ÔÇà ÍÃì·Õ è Ô´ Ñ é§ÃÐºº

»¯ÔºÑ Ô¡ÒÃ Windows Vista ÁÕÃÐººÃÑ¡ÉÒ¤ÇÒÁ»ÅÍ´ÀÑÂÊÙ§¡ÇèÒ Windows XP ¶éÒ

¤Ø³à»Ô´à¤Ã×èÍ§¤ÍÁ¾ÔÇà ÍÃìàª×èÍÁ èÍÍÔ¹à·ÍÃìà¹ç  à¤Ã×èÍ§¢Í§¤Ø³ÍÒ¨¶Ù¡ºÅçÍ¡¨Ò¡

ºÃÔÉÑ·äÁâ¤Ã«Í¿ ìä´é (àÇé¹àÊÕÂáμ è¼Ù éÃÙ éËÃ×ÍªèÒ§¤ÍÁ¾ÔÇàμÍÃä´é»Ô´ªèÍ§·Ò§äÁèãËé
à¨éÒ¢Í§¼ÅÔμÀÑ³±ì«Í¿μ ìáÇÃì/â»Ãá¡ÃÁμÃÇ¨¨Ñºä´éäÇé´ÕáÅéÇ)
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äÁèãªèÇèÒà¤Ã×èÍ§¤ÍÁ¾ÔÇà ÍÃì·Ø¡à¤Ã×èÍ§¨ÐÊÒÁÒÃ¶ Ô´ Ñé§ÃÐºº»¯ÔºÑ Ô¡ÒÃÃØè¹ãËÁè (àªè¹
Windows Vista) Å§ä»ä´é â´Âà©¾ÒÐà¤Ã×èÍ§¤ÍÁ¾ÔÇà ÍÃì·Õè«×éÍÁÒËÅÒÂ»ÕáÅéÇ ËÃ×Í

¶éÒ Ô´ Ñé§ä´é ¡çÍÒ¨ãªé§Ò¹äÁè¤ÅèÍ§ ÑÇ àªè¹ à¤Ã×èÍ§¤ÍÁ¾ÔÇà ÍÃì·Ó§Ò¹ªéÒÁÒ¡ ËÃ×ÍÍÒ¨

ÁÕ»Ñ-ËÒ¡Ñºä´Ã¿ìàÇÍÃìÍØ»¡Ã³ì (àªè¹ äÁèÁÕàÊÕÂ§ÍÍ¡ÁÒ·Ò§ÅÓâ¾§) ËÃ×ÍàÅè¹à¡ÁÊì

ÊÒÁÁÔ ÔºÒ§à¡ÁÊìäÁèä´é ËÃ×ÍºÒ§¿Ñ§¡ìªÑ¹¢Í§ÃÐºº»¯ÔºÑ Ô¡ÒÃÇÔ¹â´ÇÊìäÁè ÍºÊ¹Í§

(àªè¹ ¡ÒÃ·Ó§Ò¹ÊÒÁÁÔμ Ô Windows Aero ¢Í§ Windows Vista à»ç¹μ é¹) à¹×èÍ§

¨Ò¡Êà»¡à¤Ã×èÍ§ èÓà¡Ô¹ä» (â´Âà©¾ÒÐÍÂèÒ§ÂÔè§ ªÔ»áÊ´§¼ÅËÃ×Í¡ÒÃì´¨Í)

¡ÒÃÅÐàÁÔ´ÅÔ¢ÊÔ·¸Ôì«Í¿ ìáÇÃì¤ÍÁ¾ÔÇà ÍÃìà¾×èÍ¡ÒÃ¤éÒ ̈ Ð éÍ§ÃÐÇÒ§â·É¨Ó¤Ø¡ Ñé§á è

6 à´×Í¹¶Ö§ 4 »Õ ËÃ×Í»ÃÑº Ñé§á è 1 áÊ¹ºÒ·¶Ö§ 8 áÊ¹ºÒ· ËÃ×Í·Ñé§¨Ó·Ñé§»ÃÑº Í¹Öè§

¡ÒÃÅÐàÁÔ´ÅÔ¢ÊÔ·¸Ôì«Í¿ ìáÇÃì¤ÍÁ¾ÔÇà ÍÃì¶×Íà»ç¹¡ÒÃ¡ÃÐ·Ó¼Ô´·Ò§ÍÒ-Ò·ÕèÂÍÁ

¤ÇÒÁä´é

¢³Ð¡ÓÅÑ§à¢ÕÂ¹Ë¹Ñ§Ê×ÍàÅèÁ¹ÕéÍÂÙè¹Ñé¹ ÃÐºº»¯ÔºÑ Ô¡ÒÃÇÔ¹â´ÇÊìº¹à¤Ã×èÍ§¤ÍÁ¾ÔÇà ÍÃì¾Õ«Õ

·Õèä´éÃÑº¤ÇÒÁ¹ÔÂÁ¤×Í Windows XP áÅÐ Windows Vista (à»ç¹ÃØè¹ãËÁèÅèÒÊØ´) á èà»ç¹·ÕèÊÑ§à¡ ÇèÒ

Windows Vista ä´é¤Ó ÓË¹Ô¨Ò¡¼ÙéºÃÔâÀ¤´éÇÂàÃ×èÍ§·ÕèÇèÒ ãªé§Ò¹ÂÒ¡¡ÇèÒ Windows XP, à¤Ã×èÍ§

¤ÍÁ¾ÔÇà ÍÃì·Ó§Ò¹ªéÒ áÅÐÍÕ¡ËÅÒÂàË Ø¼Å ¨Ö§¢ÍàÃÕÂ¹ÇèÒ ¶éÒÊà»¡à¤Ã×èÍ§¤ÍÁ¾ÔÇà ÍÃìäÁè èÓ¨¹

à¡Ô¹ä»¹Ñ¡ áÅÐ¡ÒÃì´¨ÍáÅÐËÃ×ÍªÔ»áÊ´§¼ÅÁÕ»ÃÐÊÔ·¸ÔÀÒ¾´Õ¾ÍÊÁ¤ÇÃ ÃÇÁ·Ñé§ ÑÇ¼ÙéãªéàÍ§à»Ô´ã¨

ãËé¡ÇéÒ§ àÁ×èÍà¢éÒã¨¸ÃÃÁªÒ Ô Windows Vista ¡çÁÑ¡¨Ðª×è¹ªÁáÅÐà»ÅÕèÂ¹ã¨ÁÒãªéã¹·ÕèÊǾ   ËÒ¡à»ÃÕÂº

ä»¡ç¤ÅéÒÂ¡ÑºÇèÒ Windows Vista à»ç¹¤ÄËÒÊ¹ìËÃÙ ÍÒ¨·ÓãËé¼ÙéÍÂÙèÍÒÈÑÂÊÑºÊ¹¡Ñº¤ÇÒÁãË-èâ

¢Í§ÁÑ¹

 . . 2550

5 ÍÑ¹´ÑºáÃ¡¢Í§âÅ¡·ÕèÁÕÍÑμÃÒÅÐàÁÔ´ÅÔ¢ÊÔ·¸Ôì«Í¿μ ìáÇÃìÊÙ§·ÕèÊØ´ ¤×Í »ÃÐà·ÈÍÒÃìàÁà¹ÕÂ,
ºÑ§¡ÅÒà·È, ÍÒà«ÍÃìäº¨Ò¹, ÁÍÅâ´ÇÒ áÅÐ«ÔÁºÑºàÇ àÃÕÂ§ ÒÁÅÓ´Ñº¨Ò¡ÁÒ¡ÊØ´ä»¹éÍÂÊØ´

5 ÍÑ¹´ÑºáÃ¡¢Í§âÅ¡·ÕèÁÕÍÑμÃÒÅÐàÁÔ´ÅÔ¢ÊÔ·¸Ôì«Í¿μ ìáÇÃìμ èÓ·ÕèÊØ´ ¤×Í »ÃÐà·ÈÊËÃÑ°ÍàÁÃÔ¡Ò,
ÅÑ¡à«ÁàºÔÃì¡, ¹ÔÇ«ÕáÅ¹´ì, -Õ è»Ø è¹ áÅÐÍÍÊà ÃÕÂ àÃÕÂ§ ÒÁÅÓ´Ñº¨Ò¡¹éÍÂÊØ´ä»ÁÒ¡ÊØ´

9 ÍÑ¹´ÑºáÃ¡¢Í§·ÇÕ»àÍàªÕÂ·ÕèÁÕÍÑμÃÒÅÐàÁÔ´ÅÔ¢ÊÔ·¸Ôì«Í¿μ ìáÇÃìÊÙ§·ÕèÊØ´ ¤×Í ºÑ§¡ÅÒà·È
92%, ÈÃÕÅÑ§¡Ò 90%, àÇÕÂ´¹ÒÁ 85%, »Ò¡ÕÊ¶Ò¹ 84%, ÍÔ¹â´¹Õà«ÕÂ 84%, ¨Õ¹ 82%, ä·Â 78%,
ÍÔ¹à´ÕÂ 69% áÅÐ¿ÔÅÔ»»Ô¹Êì 69%

 :  , 15  . . 2550 : 3.
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â»Ãá¡ÃÁ»ÃÐÁÇÅ¼Å¤Ó (Word processing)2.1

â»Ãá¡ÃÁ»ÃÐÁÇÅ¼Å¤Ó (Word processing) ¼Ùéà¢ÕÂ¹¢Íãªé¤ÓÇèÒ “â»Ãá¡ÃÁ¾ÔÁ¾ì§Ò¹”

¡çáÅéÇ¡Ñ¹  à¾ÃÒÐ¶éÒá»Å Ã§ ÑÇ ÍÒ¨·ÓãËéÊ×èÍÊÒÃäÁè´Õ¹Ñ¡

¼Ùé·ÕèàÃÔèÁãªéà¤Ã×èÍ§¤ÍÁ¾ÔÇà ÍÃìãËÁè æ ÁÑ¡àÃÔèÁ é¹ãªé§Ò¹â»Ãá¡ÃÁ¾ÔÁ¾ì§Ò¹¡èÍ¹â»Ãá¡ÃÁÍ×è¹

¾Í¹Ò¹ä»¡ç¨Ð¾Ñ²¹Òä»ãªéâ»Ãá¡ÃÁá¹ÇÍ×è¹ àªè¹ â»Ãá¡ÃÁá è§ÀÒ¾ Adobe Photoshop à»ç¹ é¹

â»Ãá¡ÃÁ·Õèãªé¾ÔÁ¾ì§Ò¹ äÁèÇèÒ¨Ðà»ç¹¡ÒÃ¾ÔÁ¾ì¨´ËÁÒÂ º·¤ÇÒÁ ÃÒÂ§Ò¹ §Ò¹ é¹©ºÑº

Ë¹Ñ§Ê×Í áÅÐ§Ò¹¾ÔÁ¾ì·ÑèÇä» â»Ãá¡ÃÁ·Õèä é́ÃÑº¤ÇÒÁ¹ÔÂÁÍÂèÒ§¡ÇéÒ§¢ÇÒ§ã¹»Ñ̈ Ø̈ºÑ¹ÁÕà¾ÕÂ§â»Ãá¡ÃÁ

à´ÕÂÇ ¤×Í â»Ãá¡ÃÁ Microsoft Word àÃÕÂ¡ÊÑé¹ æ ÇèÒ â»Ãá¡ÃÁ Word á è¨ÃÔ§ æ áÅéÇÂÑ§ÁÕâ»Ãá¡ÃÁ

¾ÔÁ¾ì§Ò¹Í×è¹ÍÕ¡ á èÁÕãªéã¹Ç§á¤º àªè¹ â»Ãá¡ÃÁ WordStar, Word Perfect áÅÐ AmiPro

¶éÒà¤Ã×èÍ§¤ÍÁ¾ÔÇà ÍÃì¢Í§¤Ø³ Ô´ Ñé§ÃÐºº»¯ÔºÑ Ô¡ÒÃÇÔ¹â´ÇÊì (àªè¹ Windows 98 ËÃ×Í Windows
Me ËÃ×Í Windows XP ËÃ×Í Windows Vista) ËÒ¡ÇèÒã¹à¤Ã×èÍ§¤ÍÁ¾ÔÇà ÍÃì¢Í§¤Ø³äÁèÁÕâ»Ãá¡ÃÁ

¾ÔÁ¾ì§Ò¹ Microsoft Word ¤Ø³ÊÒÁÒÃ¶ãªéâ»Ãá¡ÃÁ WordPad á·¹ä´é â»Ãá¡ÃÁ´Ñ§¡ÅèÒÇ¹Õéá¶ÁÁÒ

¡ÑºÃÐºº»¯ÔºÑ Ô¡ÒÃÇÔ¹â´ÇÊìÍÂÙè¡èÍ¹áÅéÇ ¢éÍ´éÍÂ¡ç¤×Í ÁÕÅÙ¡àÅè¹ã¹¡ÒÃ¾ÔÁ¾ì§Ò¹¹éÍÂ ¤Ø³ÊÒÁÒÃ¶à»Ô´

ãªéâ»Ãá¡ÃÁ WordPad â´Â¡ÒÃ¤ÅÔ¡·Õè»ØèÁ Start, ¤ÅÔ¡·Õè All Programs, ¤ÅÔ¡·Õè Accessories áÅÐ

¤ÅÔ¡·Õèâ»Ãá¡ÃÁª×èÍâ»Ãá¡ÃÁ WordPad ÒÁÅÓ´Ñº «Öè§¨ÐãËé¼Å´Ñ§ÀÒ¾μ èÍä»¹Õé

ËÅÑ§¨Ò¡ÁÕâ»Ãá¡ÃÁ¾ÔÁ¾ì§Ò¹à¡Ô´¢Öé¹º¹âÅ¡ ¾ºÇèÒ »ÃÔÁÒ³¢Í§¼Ùé¤¹·Õè«×éÍà¤Ã×èÍ§¾ÔÁ¾ì´Õ´

ËÃ×Í¼ÙéàÃÕÂ¹ÇÔªÒ¾ÔÁ¾ì´Õ´´éÇÂà¤Ã×èÍ§¾ÔÁ¾ì´Õ´ÁÕ»ÃÔÁÒ³Å´Å§à»ç¹ÍÂèÒ§ÁÒ¡ à¹×èÍ§¨Ò¡â»Ãá¡ÃÁ

¾ÔÁ¾ì§Ò¹ÊÒÁÒÃ¶·Óá·¹ä´éà¡×Íº¨Ð·Ñé§ËÁ´
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â»Ãá¡ÃÁ·Õèãªéã¹¡ÒÃ¾ÔÁ¾ì§Ò¹ ª×èÍ Microsoft Word ËÃ×Í·ÕèàÃÕÂ¡ÊÑé¹ æ ÇèÒâ»Ãá¡ÃÁ Word

¹Ñé¹ à»ç¹¼ÅÔ ÀÑ³±ì¢Í§ºÃÔÉÑ·äÁâ¤Ã«Í¿ ì â»Ãá¡ÃÁ´Ñ§¡ÅèÒÇ¾Ñ²¹Òà»ç¹ÃØè¹ 2007 á èËÒ¡äÅèàÃÕÂ§

ÁÒ Ñé§á èÍ´Õ ¨¹¶Ö§»Ñ¨¨ØºÑ¹ (¢³Ð¡ÓÅÑ§à¢ÕÂ¹Ë¹Ñ§Ê×ÍàÅèÁ¹ÕéÍÂÙè) â»Ãá¡ÃÁ´Ñ§¡ÅèÒÇä´é¾Ñ²¹ÒÁÒ

ÍÂèÒ§ èÍà¹×èÍ§ (¢ÍàÃÔèÁ¨Ò¡â»Ãá¡ÃÁ Word ·Õè·Ó§Ò¹º¹ÃÐºº»¯ÔºÑμ Ô¡ÒÃ Windows 95)  â»Ã´´Ù

¢éÍÁÙÅã¹¡ÃÍºÊÕèàËÅÕèÂÁ èÍä»¹Õé

 Microsoft Word  

Microsoft Word 95
 Windows 95  . . 1995

Microsoft Word 97
 Windows 98  Windows Me

  . . 1997-2000

Microsoft Word 2000
 Windows 98, Windows Me  Windows 2000

 . . 2000

Microsoft Word XP  Microsoft Word 2003
 Windows XP  . . 2003-2006

(Word XP  )

Microsoft Word 2007
  . . 2007 

Windows Vista   Microsoft Word 2007 

Microsoft Office Word 2007
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 Microsoft Word 2007

¤Ø³ÊÒÁÒÃ¶ Ô´ Ñé§â»Ãá¡ÃÁ Microsoft Word 2007 Å§ã¹à¤Ã×èÍ§¤ÍÁ¾ÔÇà ÍÃì·Õ è Ô´ Ñ é§ Windows
XP áÅÐ Windows Vista ä´é

Microsoft Word 2007
•

â»Ãá¡ÃÁ ÒÃÒ§¤Ó¹Ç³ (Spreadsheet)2.2

Ù́àËÁ×Í¹à»ç¹ÊÙ ÃÊÓàÃç̈  àÁ×èÍÁ×ÍãËÁèàÃÔèÁËÑ́ ãªéà¤Ã×èÍ§¤ÍÁ¾ÔÇà ÍÃì  ÁÑ¡àÃÔèÁ é¹ÈÖ¡ÉÒâ»Ãá¡ÃÁ

Word ãËéà»ç¹àÊÕÂ¡èÍ¹ ̈ Ò¡¹Ñé¹¨Ö§¤èÍÂ¢ÂÑºàÃÕÂ¹ÃÙéâ»Ãá¡ÃÁ Excel ã¹ÅÓ´Ñº¶Ñ´ä»

¡ÒÃ¤Ô´¤Ó¹Ç³ ÑÇàÅ¢·ÕèÂØè§ÂÒ¡«Ñº«éÍ¹·ÕèÁÕ¢éÍÁÙÅ»ÃÔÁÒ³ÁÒ¡ æ àªè¹  ¡ÒÃ¤Ô´à§Ô¹à´×Í¹ãËé

¾¹Ñ¡§Ò¹ã¹Í§¤ì¡Ã ¡ÒÃ¤Ó¹Ç³ÀÒÉÕ ¡ÒÃºÃÔËÒÃ¨Ñ´¡ÒÃ ÑÇàÅ¢·Õèà¡ÕèÂÇ¡ÑºÊÔ¹¤éÒ ËÃ×ÍáÁéá è¡ÒÃ

¤Ô´¤Ó¹Ç³à¡Ã´¤Ðá¹¹ãËé¹Ñ¡àÃÕÂ¹¹Ñ¡ÈÖ¡ÉÒ ¡ç éÍ§¾Öè§¾Òâ»Ãá¡ÃÁ Excel â»Ãá¡ÃÁ´Ñ§¡ÅèÒÇ

ÊÒÁÒÃ¶¤Ô´¤Ó¹Ç³¢éÍÁÙÅ ÑÇàÅ¢·ÕèÁÕ¤ÇÒÁÊÅÑº«Ñº«éÍ¹ä´éã¹àÇÅÒÍÑ¹ÃÇ´àÃçÇ â´Âà©¾ÒÐÍÂèÒ§ÂÔè§

¢éÍÁÙÅ·Õè«éÓ æ ¡Ñ¹ àªè¹ ¤Ó¹Ç³ËÒÍÒÂØ¡ÒÃ·Ó§Ò¹¢Í§¾¹Ñ¡§Ò¹ã¹âÃ§§Ò¹¨Ó¹Ç¹ 700 ¤¹ ¾ºÇèÒ

ãªéàÇÅÒà¾ÕÂ§àÊÕéÂÇÇÔ¹Ò·Õà·èÒ¹Ñé¹ ·Õè·Ó§Ò¹ä´éàÃçÇ¢¹Ò´¹Ñé¹¡çà¾ÃÒÐÇèÒ àÃÒ¡ÓË¹´ËÃ×Í¾ÔÁ¾ìÊÙ Ã

¤Ó¹Ç³ªèÇÂ¨Ñ´¡ÒÃãËé ¹Í¡¨Ò¡¹Ñé¹ ÂÑ§ÁÕÊÙ Ã¤Ó¹Ç³ÊÓàÃç¨ÃÙ»à©¾ÒÐ·Ò§ãËéàÅ×Í¡ãªéÍÕ¡ÁÒ¡ÁÒÂ

Excel (ÍèÒ¹ÍÍ¡àÊÕÂ§ÇèÒ àÍ¡«ìà«Å) ÍÒ¨¶×Íà»ç¹ ÑÇá·¹¢Í§â»Ãá¡ÃÁ ÒÃÒ§¤Ó¹Ç³

(Spreadsheet) ¢Í§ÂØ¤¹Õé¡çÇèÒä´é ä´éÃÑº¤ÇÒÁ¹ÔÂÁÊÙ§ÊØ´·ÑèÇâÅ¡ ¶Ö§¡Ñºà¤ÂÁÕ¤¹¾Ù´äÇéÇèÒ “ËÒ¡ãªé

â»Ãá¡ÃÁ Excel äÁèà»ç¹ ÍÒ¨ËÒ§Ò¹·ÓÂÒ¡” ÂéÍ¹ä»ÊÑ¡ 20 »Õ¡èÍ¹ â»Ãá¡ÃÁ ÒÃÒ§¤Ó¹Ç³·Õèä´é

ÃÑº¤ÇÒÁ¹ÔÂÁÊÙ§ÊÙ´ ¤×Í â»Ãá¡ÃÁ Lotus 1-2-3 á èÇÑ¹¹Õé´ÙàËÁ×Í¹à»ç¹â»Ãá¡ÃÁ·Õè ÒÂä»áÅéÇ


