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 دا عــــزت د هـــر افـغـان دى
 هر بچی ي３ قهرمـــــان دى
ازبـکــــــــو د  بـــــلـوڅـــــــو   د 
 د تـــرکـمنـــــــو د تـــاجـکــــــو
 پــاميــريـــان، نـورســـتانيــــان
 هـــم ايمـــاق، هم پشـه ４ان
 لـکـه لـمــر پـر شـــنـه آســـمـان
 لـکــــه زړه وي جـــاويــــــدان
 وايـــو الله اکبر وايو الله اکبر

افغانســـتـــان دى  دا وطن 
 کور د سول３ کور د تورې
 دا وطن د ټولـــو کـور دى
 د پ＋ـــتــون  او هـــــزاره وو
 ورســـره عرب، گوجــر دي
 براهوي دي، قزلباش دي
 دا هيــــــواد به تل ځلي８ي
 په ســـينــه ک３ د آســـيـــا به
 نوم د حق مـــو دى رهبـــر

ملي سرود
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�`sȨƑ :g5`r+
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 --- -------------------------------------------------
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�/�1rmɺGsU%e+ȥ .q¢/�1��ƈȲȲȦ_/sa¢r�¢ȱ_+r0Nkex+ .q`PɺĎsƉjrrmɺ
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c�Qz¢�0y1r�+�Ȳkos¢�+
Ɗ�/ g4�� �0X�

sĥ� r� ȥs` +ȥ�,( {ƉjҾ�fMj q` Ɗz` r� �4s` + r� ͅȨaĥ��/ ,jrė Ȳy q� ēse ȲÞ ͅrsƈ ȥ�Ê q¢ 0Ɖ8
˿ + r� ͅsy xĎƈ lf(0� Ȳy q)ÚȨUE=e ,f%e ɫfQȧ¢ {�4r/r 0¢ Ȩ`�M�� q�/r c�Qȧ¢ ȨjĎes` {p`� ȲÞ

)b�4s` (sy�r +r/+ ͅr .
 m+ m/�ƉĤ q� s`s� ȲÞ qƭj0Ṳ̢̨̪́q¢ _�ƈ + Ȳkos¢ + _�ƈ 2y0˯ x0!o + q� qae� ȯ+ q` ͅs8 _sesjr qe�j

xr ,o�8 sjsjs`,� r/rė + ͅc�Ij 2zjrsĤ +�sȱo i�0Ƭ .m+1 ͅȨƉjrsĤ + r� m/�+� ͅȨËjrsĤ ͅ���ƈ ͅȨƉjrsƈ
 q¢ Ȳj1r/ r� ȲjrsĤ + +�sȱo + ȲÞ ͅxĔzƈ ba� ʆ�kL 2z�5k� ˻sƬĔ£8 c�Ij 2zkos¢ + +�sȱo + Ȳj�Ƭ�/s8 sky,`�r

r/ gpe Ȳƈ �z�)e0¢ r� �z�(�0¢x0` _ . + ͅc�Ye q���ʁe + �/�1r Ȳkos¢ + i��5j�QT� + Ȳƈ �(r gpe Ȳ4�+ q¢
ȥ+ leė q� sjsjs`,� r2z�5k� /s` q¢ �ȧ�(�0¢ r� ȯ+r + Ȳƈ c�Ij 2zjrsĤ q¢ +�sȱo.

x+ q)Ú sjs�s�yĎes` sfpe q` �/�1r Ȳkos¢ + ͅ�z�(�0¢ r� #ʙ<� ��=j 2zjrsĤ + qae� ȯ,fo q` . q¢ qƑj/�,fo
,e ͅszËjrsĤ q� NȰ1s� r� �zUzƈ ͅ�s�%e sjs���ƈ ɾ/+ + ͅȲƈ s��5z4�� r2zjrsĤ ʊs=( r� {� r̀+ s`s� r� s4/

x0` ȥ�Ê Ȳƈ ɺ q¢ r/�Þ + �/�1r Ȳkos¢ + qj0ae�¢ . is�8 q` sjs���ƈ ɾ/+ q�zUzƈ�� + ȲÞ ͅsy /r�� ȯ+ q¢ ēse
s9j Ȩ`,ȱ4/ q� sT�,o� ɾ�4� Ȳj1r/ r� ȲjrsĤ + ͅq�0¢.

 q� s(se szk�/s¢ ͅqƬs� q¢ sƉjr1r/ + b5j {Ɖjsa��/ + ͅm/�£` s`sƈ q�Ëke�/ + c�Ij 2zjrsĤ Ƈ�j2ȱP� + r� r,ȱ4/ +
 +�sȱo + ȲÞ ͅcsƈ qazo xr�j/+ q¢ q)Ú sj�0y,e {Ɖa5e r� sj�+��4� ͅsƉjrsĤ r,j�s4 mč1 s`s� q` +�sȱo +

_ró Üzo ͅȲƈ s`r+Ĕȱ` q¢ �s�%e + r� ͅ6y/,� q¢ sjs���ƈ ɾ/+ + ȯ+ q� sj�zß� + r� ͅxsf£4 qjr ,j�o r� qÛo
xĎƈr ĦĤsƈ r� /�y1 ͅȲƈ qj1r/ q¢ b5j _��f4 0ƉU� x+�Y�j� r� ˳e ͅ{ky+ q¢ r� _�MT msy . Ȳkeė + É/r m0o

m+1 i�0Ƭ ȲÊ/r lj + ȲÞ ͅxĎƈ bȧ¢ �4s` �zj ȯ+ q¢ ͅmɺ Ƈ/+ q¢ �z`r�5e + r� s`sƈ xsj q¢ q� {Ɖjrsƈ
i�/˴Me i��5j�QT� ˳a�)e0¢ msy + ��4xr {Ɖjr,ȱ4r� /s�Ƭ r� i,f�e Ȳk`s� + r� ͅ.

 q)Ú �<0T 0o q` sÚ ͅc0` qk�ĤsP ͅm+ qƭj�¢ qƈ�k�Ĥ1/� +�sȱo + ȲÞ ͅq)Ú sƉjrsƈ m+1 rēs( q` 1�/ �,fo
 ͅmɺ xr�j/+ q¢ q� sƉjrsĤ r� ͅqƐs� q¢ s`�sjrôƬ s`�MT r� sƈ˼ Ê + Ȳƈ q4r0¢ q¢ ȯĎƈ m+1 + r� ͅxĎƈ q�/s¢ q�Ƭ

r� qĤ q)Ú 6Ȧ/,� q`xĎƈr m+�U�4� qƈ�j2ȱP�.
 ���ƈ ȯ+ + ȲÞ ͅq)Ú sj�/�Ɖfo {Ɖa5e q` ��=j 2zjrsĤ + r� sj�os¢ s`s� q` Ȳj1r/ r� ȲjrsĤ + Ȳƈ ȥ�¢ q¢

ȥ�,( ȥs` + r� ͅcsƈ qkke ͅx+ ȯĎƈ ȲaÊ Ȳao ȲƉjr,ȱƈ ȯĎ�4 qj Ȳy Ȳƈ s`sƈ s�fÞ r� saƉz` q¢Ҿ /��/+ q`
o ȲƉjrrčs  i�5j� r� ȲaÛz£4 ȯ+ q¢ q� ȥr+ q)Úcč�sP �y0� Ȳƈ ȲÛ.

 q`�ƈs4 r� ms¢ ͅƇ�sa£( ȲȰ xĎƬr ȲÞ qaȧo q¢ i��5j�QT� i�+r Ȳ4�+ + r� c�Ij 2zjrsĤ ˳a�)e0¢ r� x/�zMe +
xr.

0y1r Ȳkos¢ +
{)a� 6yr˼e ,f%e /s�ƈ+
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ręáìÝ sl¬cĄ
ręáìÝ�±ìÝ:

câlòì¬ü èbå¨åëh ðææl ē

ƄúÞźë¶ńƀŽƃŉģĿôńħĤžÉõƈùå ƇĿ ŴùĤŉƃôħ ƀÝ ŀŽƃç Ŀöħƒö ƄŶƄŽƄùĤº
)ƄŽƄĽÂģ (ôëńĭóïƀ· ŴĮŊúĽģƇÅöë .žŽ ƀÝž×ïŵĤúÑ× ƃģ
ħńùĤžÈúſņ(Digital and electronic)ŽÖÃëô ĿƄŵƄ¶

 ƀÝ ƄìŶĽŽĤºðóÃƄĭïƀå ſŃĤÞŵ ƄŽĤŊë ƄŦƁ Ŀô
4Ƈńŵ īĤŊúŉĚĭ ŃƄŽ ƃģ ƀŽƄĮëńō 4ôŊŉƄŹ 4ƀŽƄŽĤŹŅĤŉ

ń¶ƄúÞźëńõÀŅŃģ ƃģ ŸƂŹżźĮÈïŴÑƇÅöë .óĿèŽųƄ¶Ź ƀŦƁŻŃÁ
ƀŽƃņú¾åôù ƄŉĤĭôğńŵ ĤúĭŀŶħ ſńŉŃƃ ƃģ ĠŽèúÝ4ƄúÞźë Ŀ Ĥùń¶Ƅĵ ƀŚŉģƃ ƀÝÂĤù ƃģ ƇĿ ƇƄō ŸƁ

ƄúÞźë Ŀń¶ ƀÝųƃŃĤë ƀŶúŉƃƇÅöë4Ŷúħ ĿðôƄĭ ƀÝïƀ :ƄŹ4ƀŽƃń¶ƃ ńũĤŊŹôìŽƃÂžĵ ƃģðƈ ôìĭƄŵģ
ôŵƄ¶ƄúÞźë ƀŵń¶ƀľ¾ ƀÝïƀ·žĮŊúĽģô ſńŉżùģņùÀƄōóƇĿ .ƈìúũģń¶ŉðƀŽƄŵĤžƄúÞźë Ŀń¶ ƀÝ

 ģńĵģ ƃģ ųĤĨźŉ ƀŚŉģƃƇÅöë4ńõÀƄúÞźë ŴùĤŉƃ ƈùĤúĮťƃŃƇń¶Ŋžħµ ƄŽƃńŪŉ ƈùĤŖũ Ŀ ƃģ Ƈńŵ
ŹƄŵøŽÃƄúÞźë Ŀ ŴúÝń¶ ƀŚŉģƃ ƀÝſńŉńĭ÷Ŀ ÷Ƅō .Ńƃ żŽ¸ńõÀóŀŽĿóƄúÞźëƇń¶ƁƄÝôģ ƀĭĤúĭÂ

Ƈńŵ .Ŀó ƃģ ƈìúŽĤľúŹĤžÉõńħƈù ņŦŹ)ƄúÞźëń¶ (ƄŹŅÄ ƀÝĿģńŪŽģƇ ƃģņúžŵƄ¶ë ƀŽģŀŽƃçôŃƃçó ƃģ
ĽģńÝôņúťģóžŹģŃ¹ë ƀĭóÃƇĿ . ƀëńöåƄúÞźë ƀĭń¶ĿƄŵŃĿ ƀŽ ŻƄĮō4óŃƃ żŽ¸Ŀ ŻƃŀŽƃç ƀħó
æëôøŵŀúŉŃ ÷ģƃ ƀŽ ƀĭ .

ƀëńöå ƄŹ ƀĭÄ    úÞźë ƀŵ ƀĨúō ſƄùƄń¶ƀľ¾Ŏĭ ĿôŽÖÃģ ƀÝſÂëƃ ńìũƃÃ4  Qå ƄQō ƀħ ſƄÝ ƄŽô Ŀ
ƈùĤúĮťƃŃ  Ľńħ ƀÝ ƄŹƄŶšƀëôƄō ƀĭ ¹žŹ ģŃƇĮľŹńÝðƀŽƄƀħ ƃģ ƃƃ ƈŽƄōĤŽŶöħƒöħô QžŶŹŃĿô Qåô Ŀ

ƄŪŶĮľŹ      ƃģ ŨŎë ſŃĤÞŵ ƄúťƃŃĤŽŀŽèöÝ      ĤQĹ ŴÞĽ ƀÝ 4ƇĿ óƄō ų  ų   ƀQħ ĭĤQÝô÷ģƃ4 ƀQìº  Qåô ńQõÀó
ťƃŃĤŽ×      ƄúÞźë Ŀ ƀžŶŹŃĿ ƄŦƁ Ŀ ƃģń¶   ƀÝ    ƃģ ŨŎë ƀŚŉģƃŀŽèöÝ Ƅō ųƇ ƇĿ .ń¶ƄúÞźëĿĿ   ƀÝ ŻƄĮō ƀŽ

 ë īŃƄőô ĿŵƄ¶ƄžëĤ·ĿŃƄùģųńöźō ļŹĤľŹ ſńŉƃņŽƄĮŉ ƄùƄŵ ƀŵ ƇÅQöë.    ƈŽƄQōĤŽ ƀŽƃńŪQŉ ƈùģƄQƁ
ƇÅöë4         ƃģ ķńQř Ŀ ƄQìĭƄŵģ Ŀ żùģņQùÀ ŵ QðƀŽƄĮÉ  ĤQùŅÅöĭƇ     Që ÷ĤQÝ ƀQÝ ƃģô  ƄQúÞźë ƀQŵń¶   ŀQŽƃç ƀQĭńÝ

÷Ŀ żŹņŽƄĮŉ.
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§câlòì¬üìÝñēÍ�ò®Ē
ƄúÞźë¶ń  QÝ    Që ŴQőģ ƀô    QŽ ƀQÝÖÃ  Qëô     ÷ƄQŵ ƄQù ƈìúĵƄŵĤQžì¶   žQŹģŃ ųƄQĺĭ ƃģ ŻƄŵŀQħ¹  Që ƀQĭ÷Ã

÷Ŀ.ń¶ƄúÞźë    ë ƀĮŉńŹ ſńŉ ƄŽĤŽĤŊŽģ ƀŵóÃ ſĿôåìŽƄŶĭģŃ ƀÝôëôģĿƄŉ Ŀï4Öńģ 4ĬŢžő ƄQìùÂ ƃģ
  ëģŃ Ŀ ƄĭĤŹƄŶŢŹóÃ ëŃƃóÃ     ģ ƀQÝ ĤúĮľŹńÝ ĿſÂ   żŹņQúťģï ƀQŽƄŹĤ  Që ƀQĭŃƄÝƇÃ . ƄQúÞźë ģĿń¶ Qå ÷Ŀô

  ƈùĤŖũö¾ôŽÃ  ŽƃŅŃģ ƃģô ŉńĭ   ƄŹ Ŀ  4ƇƄë ſń4ƄŽƃń¶   ƃŃƄQŽ ƃģ ƄQìĭƄŵģ ĭŃƄÞŊQŽģń¶ƈ   ƇƄQŽ ƄŽƄźĮŊQúŉ
ƀŽƄžùģņùÀ   ħƄŵ 4ƇƄë ƈŽƄōô ùô ŃƄŽó    Ņ ƀQÝ ŸƁſÂ  ŃƄQÝó  QëóÃ        Ŀ ƄQŹƄŶš ƈùĤQúĮťƃŃ 4ƇĿ QŶöħƒöħ Ƅ

žŶŹŃĿ Ŀ ƄúťƃŃĤŽôƃ ŷĤÝ Ŀ ſŃĤÞŵ ĤúĮľŹńÝ ĿÂĮľŹńÝðƀŽƄƀĮŉńŹ ƀÝ ń¶ƄúÞźë ĿëƇÃƇĿ .
ń¶ƄúÞźë ƄŹŅÄ    ƀÝ ŀŽƃçŶöħƒöħģ ƄƄĽÂƄŽëôņúťģ ńĭóŀŽƑó ÷Ŀ øĮQŉƃģŃ . ÷ģŀQöë   Ŀ ƄQŉĤĮŉ ƈQō

 ƃ ŷĤÝÂ   ƀŽƃï4ƈºń    ë Ŵőģ ƀÝ ƄĽô ƄúÞźëń¶   ŀŽƃçńõÀ       Që ƀŽĤQŉė ƃģ ſĿĤQŉ÷Ã ÷Ŀ . ƄQúÞźë Ŀń¶  ƀQŵ
   Ž ƀħ ƀĭńÝ ŻƄĮōÖÃ           żŹņŽƄĮQŉ ƄQù ſŃĤQÞŵ ŀQŽƃç Ŀ ÷ĤQº ƃģƇ . QžŵſÁ ģĿ Qåô ƄQúÞźëń¶ ƄQŹŅÄ Ŀ ņúžŵƄQ¶

  ƀŽģŀŽƃçŶöħƒöħô ĽńħôžŹņúťģôëóÃƇĿ . ƀŦƁƀŽƄùĤºåôƄúÞźëń¶ QìÝô źúŮĮŊQŹô ņQúťģó ńQŵ4Ƈ
ƀŵ ƇĿ īŃĤĨš :

�ģĿƄŉïńƇ
�ôħƄŵ
�īĤŹƄŶŢŹģ ƃģôìùÂ
�Ŀë ſĿŅóÃŸĮŊúŉ
�ƈŹĤŞŽŊúŉĮƀŽƄź

câlò¬üì�§ì± èbpĜ¬lē
ƄúÞźëƀŽƃń¶żŽ Ńƃ¸   ƀÝƀĭĤùŅģ   ƀQĽģńÝ ƃ

ģĿƄŉ ƀÝ ƀæëïë ÖńôŃĤëƃųƇÅöë .
ƀQQQÝƄQQQžúºƃŃĤQQQåQQQëô ƀQQQŵ

ƄúÞźëƄŽƃń¶ ƀQľ¾ï ƀQ·     Żė ŴĮŊQúĽģ Ŀ
  ƈŽĤŊŽģéģƄº        ŸQƁ ĦĨQŉ ƃŀúźë ģŃ Ŀ

ïƈºń .  ƀëńöå  ÝĤå ŴÞĽ ƀĭö   ƀÝ ƀĭ ųĤùG

(c) ketabton.com: The Digital Library
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 Ƅĭ ƀŮúŭĿïƀƃïƃŃƄ4å Ƅō ƀħ ſƄÝ ƄŽôóĿèŽôŵƄ¶ģĿƄŉïóņùńŶŹĤŢŹô ƄQúÞźë ƀŵń¶ ƀQľ¾  ƀQÝï ƀQ·
žĮŊúĽģô ƇÅúŉŃ ƀĭńŉ . Ŷúħ Ŀðô Ƅĭ ƀQÝ Qïƀ4   ſƄQù ƀQŵ ĿģƄQöƁ ƀQľ¾  ŴQħ ĿģƄQöƁ   Qúŵ ƄŊQúÝ Ŀ ƀQĭųƃĿÅ Ŀ
ƄúÞźëƇń¶    ńĭ ƀĮŉńŹ ƀÝ ƄìĨō  ſńŉƇÅöë4ë ƄŽƄìŽĤħ ƀÝôƃńúÝ ĿƃĿ   ƀQŵ 4 ĬQĨı ƄŽƄħĤŊĹ ƈìŽĤħ Ŀ ƄìŽ

 ŃĤë ƇŃĤĨĮšģƄŽƄ¶)ùńëµõÁ ŃĤë´ (ƀľ¾   ƀÝïƀ· žĮŊúĽģô   ģĿƄŉ Ŀ ſńŉïƃņùń      ųƄQë ſńQŉńĭ ƄŶŹĤŢŹ
ŉģĿ ƃģô ŃƄŽųƄ¶ƄúÞźë ƀŵń¶ ƀŵ ƀŦƁ Ŀ ƃģéģƄºƀľ¾ ƀÝïƀ·žĮŊúĽģô ſńŉńĭ ſńŉƇÅöë.

K.§å�ûå¬ý«÷ èÝĒï«�¨må��
ƀÝ ńúĭ ë ĬĽƃô ĿƃńúÝƃĿƄìŽĿ ƃƃĤQúĭÂģĿ  ſŃƄQÝ  ƄQŵƄë

   ƀÝ ſŃĤÞŵóĿèŽë ż¶ģƃôĿƄŽƄìŽĤħĿŽĤ¾ðƄ   żQùÂģ ŻƄĮQō
ï öë ŴÑŀſ .ƄĽ  Ŀ ¸Ńƃ żŽ ń¶ƄQúÞźëƃģ  QŽń·Žģ     µQŹ ƀQÝ µ
Ŀó Ůùńřô         QëŃƃ ƀQŉƑ ƀQŵ ĬQúźƁģ ŴÞĽÃ÷ ÷Ŀ . ôQžúº

 Ńƃ ƀŽƄìŽĤħ¸  Ńƃ ƀÝ¸  Ŀ ƀŵó Ůùńřôƀľ¾ ģƃż¶Ž QƊƈŊ ƃģ
  ŴÞĽ  ƀŽƄĮŹŀĽĿ Žģń·Ž  µ óŃƑ ƀŵ ŀQŽģÂƃó ƇƄQë . ôQžúº

  ƀŽƄĮĽƃńõÀ     QŶÞĽ Żė ƀQŽƄìŽĤħô ŽĤQ¾ðô µQŽń·Žģ  ĤQÝƄÐ  ƀQĭ
úŵŵƃĿÅƈ ģĿ ƃģ ƇĿŽĤ¾ðôóŅģƄùŽģ ĿŽń·ƈ·ģôìùÂŃƑ ƀŵóƃ ƀŽƄĮŹŀĽóŀŽģÂƇƄë .

ƇńŒš      ƄŹ ģĿ ƀĭ ƄìŽƃńúÝ ƄŶÞĽ 4ƇŃģŀìŽĤħŠŭ   ƇƄëŃƃôå    ƀQŵ ôŵƄQ¶  QŽÖÃ ƀQľ¾    ƈìŽĤQħ ƄQŶÞĽ
  ńŉƑ ƀĭ ƄŽƄħĤŊĹøŉ Ƈńŵƃ .ŽģŽń·ƈ·  ńħ ĤùĤžÉõƈù     ƀŽƄĮŹŀĽ ƈźùģĿ ƇŃģŀìŽĤħ) Žƃģ ƀÝ× ëô  Ńƃ ſƃģôº

  ƀÝ��  Ƅĭ ƀĮšĤŉïƀ ( ƃńúÝ ƄŶÞĽƃĿ ƃ ƀĭ ƄìŽóŀŽģÂ ƇƄQë  ôQå   ƄQúÞźë Ŀ ƀQŶÞĽ ƀQÝ ģĿń¶Žģ ƃģ QŽń·µ  ƀQŵ
 ƃņúťģ ƄùƄŵ ƃģ ƄĮĨĲŹƀľ¾å ƇĿôƄŹŅÄńÝ ƀŽģŀŽƃçùôńÝƈÉõƇĿ.

ſÁžŵ åģĿô  Žģ ĿŽń·µ  ŃƑ ƀŵó   Ŋžħ ƀŵ ƇŃģŀìŽĤħƃņú·ƈìúĵƄŵĤžì¶ ƃĤúĮľŹńÝ  ƃƀľ¾ Ŀſ   ôåƄŹŅÄ
ģĿƄŉïóņùńŶŹĤŢŹôùôńĭĨĲŹ óÃÞŎħĮôņúťģóŀŽƑóĮŉƃģŃôƇĿ.

(c) ketabton.com: The Digital Library



4

�±ìÝ àñë§
K.¬�Ĕ�æĉòñç®�§ì±pï¬

żŽ Ńƃ¸ĤžÉõńħùſņú ģĿƄŉïƇń ƈĭĤŹƄŶŢŹ Ŀ×ĵƄŵĤžì¶ ŸƂŹ ſƄù ĿƄĭ ƀÝ İĺħïƀŃĤë Ŀ  Ŀ ƄŽĤQƁƄÝ ŷĤQÝ
ƃÂïôŵŀúºń     ƀÝ ƃģ ſĿſńõÀſńŉ ĤúĮì·åë ųĤĹ ƀÝ ĤúĮĽģńÝ Ŀôå ſĿôńõÀƃĿģƄöƁ ƀŵ ƄŽƃĿó ƀQľ¾
ïƀ·ģĿƄŉ ƄŶÞĽ Ŀ ƀžĮŊúĽģïƃņùńģńĮŉƄùèúĭƀĽńħ ƀźƂŹ ſŃĤÞŵïôŵƄºńſĿ .
Ýöń       ńƁ Ŀ ƃģ ŃƄŶÝ ƃģųƃÀ ƄëƄĭ         QëģŃ ƄĭĤQŹƄŶŢŹ ĤQù ƃģ ƄŽƄĮŹŀQĽ 4ſÃ  QëŃƃſÃ   ƄQúÞźë ĿƇń¶  Žģ ƃģŽń· ƈQ·

  ŃƑ ƀŵ ƄìĨōó    ńħ ſƄù ƀÝ ĤùĤžÉõƈù ĤëƄå´ ëô ģĿƄŉïņùńſ ëģŃÃſ ëŃƃÃ  ſ     ųƄQë ſńQŉńĭ ųƄQ¶   ƀQŦƁ
ƀ¾å ƇĿôńħ ĿĤžÉõóņúùģĿƄŉïÖń ſńŉńĭ óŃƑ ƀŵƇÅöë .
ƀÝ   ńħ īŃĤĨš ŴħĤžÉõſņúù ģĿƄŉïƇńe Žģ ĿŽń·µ ƀŵ ŃƑó   ŃĤë ƇŃĤĨĮšģ ĿƄŽƄ¶   ƃģÀùĶú ƈQŶ·     ƀQÝ ƄQŽƄìå

       ƄëƄĭ ƃŃƄŽ ƃģ ƄŉĤžĵģ Ŀ ƀŚŉģƃƀŵ  ŃƄŶÝ ƃģ ńúÝƀľ¾Ŀ īŃĤĨšſ . ģĿ óŅģƄQù  Që ƄQŦƁ ĿƃÃƃƃÂ ģ ƀQÝſÂ
   ƈžũ ƄùøëƄùƃ  å ÷Ŀô  ƃ ĿïƃÃ  Ƅŉ ƃģģĿïƃņùń  ŵ ƄŽƄĮëńō  ƀ  Žģ Ŀ ģƄĽŽń·µ     ſńŉńĭ ƀĮŉńŹ ƀÝƇÅöë .

ôžúº ŉģĿôƇÃïƃ  ģĿƄŉ Ĥùïņùń    å Ƈńŵ ŻƄĮō ƀŽƄĮëńōô          ƃģ īĤŒQľŎŹ ƄQëƄĭ ƃģ ƄŉĤžĵģ ƄŶÞĽ Ŀ
ŽĤºðóƃĤúĭÃ  Žģ ĿŽń·µ  ŃƑ ƀŵó    ƃģ ƇƃńÞĽôžúº    ŶÞĽ Ŀ Ĥúħ ŃƄŽô ƄĽôÈŽģ Ŀ ƈëƄĭŽń·µ   ƀĮQŉńŹ ƀQÝ

  ùńë Ŀ ƃģµùÁ ŃĤë´  ŃƑ ƀŵó ƇńúÝ .   Ŀ ģĿÃïƃ         Qå ſĿ ſŃƑ ƀžŹņúťģ ſƄù ſŃĤÞŵ ƄŽƄĮëńō ƃģ ƃô  QŶÞĽô
ŶŹĤŢŹô  ńƁ ƀŵ     QŽ Ŀ ƀë ſńŉ ĤåÖÃ      ńQƁ ƀQÝ Qï´Ƅ  Qëô   Ƈƃƃģ      Qù ĤúĮŽƄQō ƄQŵƄë ƀQŉƑńĭ Ŀ ƄŊQúÝ Ŀô

Ƈƃ ſĿƄĵƄŹ4ƇƄë ſńŉńĭ   .
 Ŀ Ŀó      ƀQŶĭńÝ ƀQÝ ŸĮŊúŉ ņùĿƃĿ Ŀ ųƄåģ ſŃƑ ƀÝ ƃģ ŸúŞžĭ ŸĮŊúŉ ńQõÀ  ŵ ŸQë ƃģ ſĿĤQŉ QðƀĮÉ÷Ŀ .  żQŽ
Ńƃ¸ ńQõÀ ńħ Ŀ ƀŽƄĮëńQō QõĤžÉóņƊù ģĿƄQŉïÖńƃ ņùŀQŽģÂ ƇƄQë . úëŃĤŹńÝƄQŉ4ƀŽƄ· ŽŃƄQQŶÝ ĥĤQĮë»ƈ4

ƄúÞźëŃƄŶÝń¶ƈ»Ž4ŃƄŶÝ ŴùĤħƄŹƈ»ŽŽŃƄŶÝ ƄŶùĤŉƃ Ŀ ŃƄë Ŀ 4»ƈĿ Ŀ ŃƄŽ ƃģóŊúŉĮŸŶúħðôƇĿ    .

˺ E-Commerce

(c) ketabton.com: The Digital Library
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ƀìŵŽń¾ðƀ åô  4ųƄō Ŵùƃƃ      ŃĤQë ƇŃĤQĨĮšģ Ŀ ųĿƃńúÝ ƑƄźŢŹƄŽƄ¶4  ƀQìŵ : ŃĤëńĮQŉĤŹ´f  4  ſņQùƃ
ŃĤë´gģ ƃŃĤë äùƄŉ´hƀÝŹµ ſńŉńĭƇÅöë  .

ƀÝ ĿóƄĭïƀ ŉĤĭô             ńQĽ Ŀ ŐľQō ĤQù ĬëńQō ƈìŽƃŃƄŶÝ Ŀ Ġō ÷ƑƄëƃƒ¾ŽĤºð óƃĤQúĭÃ  ƃģ
   ÛĤå Řùģńō)žùńÝµ (ëğÃ4 ńĭƄ¾    ìŽƄQŶĭģŃ ƀQÝô  Qëô   ŹƄQë Ŀô  ņŽƄĮQŉó      ſńúQŉńħ ģŃ Ŀ ƃŀQöë   ƀQÝ

ë īŃƄőô ƄŦƁ ƀŵƀľ¾ë ƄŵƄë ƀŉƑńĭ ƀÝ ƄŉĤžĵģ ƄùƄō ųĿƃńúÝ ƄŶÞĽ Ŀôïƀ·ŶĽģƃĠ.

Ŀńħ Ŀ óŃƑ ƀŵ µŽń·ŽģĤžÉõģĿƄŉ óņúùï Ŀ ÖńïğÃëƃ óńĭģ óńĨĽ ƃģ İĺħ ſÂģ ƀÝ ƄŽƄŽĤùŅ ƃģ Ƅ· .
.

˻ Mater-Card
˼ Visa-Card
˽ Switch-Card

(c) ketabton.com: The Digital Library
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ē�ìÝ
ƀŶħ  å ƀĹĤŉô ƄúÞźëń¶ ìÝô    ƃ ŷĤQÝ Ŀ ƃģ ƀQŦúŽ ƀQÝ ŤQúŽÂ

ņúťģó Ƈńŵ4 ģŀźƁ ƄúÞźëƇń¶ ħƄŵôeƇĿ .ńõÀ   Ŀ êŶĽ
ńĨťïƈŽƄ    ƀÝ ƄŽƄźŶũŽĤºðóÃ Ƅĭïƀ     ƀžúŹ ƄŽƄźŶũ ƄŦƁ Ŀ

  å ƇĿ ų=ƃô  ƃĤúÝ ĿƃÂïƄìúũģń     ģĿ ƃģ ƇĿ ƈìŽƃĿƄŵŃĿ
ïêúũģń        ƄQúÞźë Ŀ ƀQĭńÝ êQō ƀŵń¶      ƄQĵ ƀŚQŉģƃ ƀQÝÂ

 ƇĿ ƇƄō . Ńƃ żŽ¸ńõÀ     ƄQúÞźë ƀQŵ ƀŽƄźŶũƇń¶  ƃĤQúÝƃÂ
ïƄìúũģńƀľ¾ïƀ·    Žģ ƀŦƁ  4ƈŶĽģ ŃƄQ»  Qåô   úë ƀQÝ ƀQÑ

 ë ģƄĽô ùô Ġžùƃ4   ƀŵƄïĿƒùŅfŸŶũƀľ¾  å ÷Ŀô  ƄúÞźë ĿƇń¶ïƄìúũģń      ƄQĵ ƀŚQŉģƃ ƀQÝÂ   ÷ƄQō
÷Ŀ.

ƀÝ  ƄQŽƄźŶũ  Qëô    ģƄQù ƀQŽŅó    ƄQúÞźë ƀQŵƇń¶ï êQúũģń ģƃ
żŎúźúŽģgƀľ¾ï ƀQ·    ŴĮŊQúĽģ ƇÅQöë4  QìŶħô      ƀQÝ ƄQħƄŵ Ŀ

ŽÖÃ ëô   ƄQúÞźë ƀŵń¶ ƀQľ¾   Ŀ ƃńQõÀ ŅſÂ ģŃ ƄìŽƄìQÈ  ƃģ
    Ƅĵ ƀÝ ƄħƄŵ ƄĨŵĤĵ ĬùĤƂŽƄŵƃÂ ëôïƀ·    ŴĮŊQúĽģ ƇÅQöë  .

ôŵƄ¶ŃĿóģſņúĽÂ(dimensionsg) (Dg)ħƄŵô Ŀ ƃģ
ŽÖÃŀŽèöÝ   ƇƄō ųïƀŽƄźú  ƄQúÞźë ƀQŵƇń¶ģńï êQúũģ ƃ

Žģú  żŎúźƀľ¾   ƀÝïƀ· žĮŊúĽģô  Ƅĵ ſńŉõÂƇÅ. Žģ ƀŦƁ ƀQŽƃŃƄ»
QQåôúë ƀQQÝƀQQÑQQë ģƄQQĽôQQùôĠQQžùƃ4ƃĤQQúÝ ĿƃÂƄQQúÞźëƇń¶
ïƄìúũģń    żŎúźúŽģ ƃģƀľ¾   ƀÝïƀ· žĮŊúĽģô   ƄQĵ ſńŉÂ   ƇƄQō

ƇĿ .ĭĤÝô Ŀó     Qå Ƈƃ ƀQŽô   ƃ ƈŒQľō ĿƃÂƄúÞźë ƄQŽƃń¶  ƀQÝ
ž¾îëôŽĤºðƇÃ ƄúÞźë ƄQħƄŵ Ŀ ƀQŽƃń¶Play-Station
ƃģNintendoƇńŵ ŻƄĮō ŸƁ.

ƀŵƄħƄŵ Ƈń¶ƄúÞźëƄ¶ ģŃ ƀľ¾ƃŀöë ƄìŽïğÃëƃ óńĭģ óńĨĽ ſÂģ ƀÝ ƄŽƄŽĤùŅ ƃģ Ƅ·.

˺ Game
˻ Godzilla
˼ Animation

(c) ketabton.com: The Digital Library
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�±ìÝ àñ«§

��áìÞÊá� ë�Ęñēm
ń¶ƄúÞźë     ƀQÝ ƃģ ſņúŵƄQ¶ Ƅĭ Qïƀ    ƈĭĤQŹƄŶŢŹ ×ĵƄŵĤQžì¶           ƀQÝ ĬùńŎQħ Ŀ ƀQĭńÝ êQō ƀQŵ ƄQŵƄ¶ ƃņúžŵƄQ¶ ƃģ

  ƇĿĤŒĮŭģƄĽńħ ëô   ƀÝŽĤºðóÃ Ƅĭïƀ    ģ ƃģ ƄĭĤŹƄŶŢŹ ĿƄìùÂ   ƀQÝÀ Qïń Qëô    ƈĮQŉƃģŃ ƀQŽƄŽƄŵŀħ ĻģńQÝ
ƇĿ4 žŵƄ¶ ÷ńŎħô  žžŽ ƀÝ× ÃŽÖ ëô ƀÝ å· ſńŉ ĤúĮì     ƈĭĤŹƄŶŢŹ ſƄù ƀÝƀžŵƄ¶ ŀŽĤħó      ĬQŵĤĹ ƀÝ ŻƄŵŀħ Ŀ

ëôĿƇ.
ģƄľÝ   ģƄù ƄĭĤŹƄŶŢŹ ĿŅŽ× žúåńŉô    ƃ ŻƄĮħĤĮë ƃģ ĥĤĮë .  ƀëńöå   ſƄù ƀĭƈìŽƃÃú¾  Ƅù Ŀó    ƀQÝ şƄŕƄŹ

ģſÂ  ë ŬúŮĺĭĤƃ4ſ   ŀùĤħóńõÀ Ńƃôº ùô  ģ Ŀ ƃŀQŽƃÂ   QŽŃĤë ƃģ        ŀQŽĤħ ƄŵƄëģŀQúÝ ƀQÝ ƄžúåńQŉ ſŀó  ńQúĭó
ëóÃ ƃģ     Ńƃ żQŽ ƄQĽ 4÷¸  ƄQúÞźëń¶Žģ ƃģ QŽń·µ  ƄžúåńQŉ ƈĭĤQŹƄŶŢŹ Ŀ ģŀQúÝ Ŀ    ƃģ ƈŽĤQŹŅ ſŃĤQÞŵ ƄQŵƄë

 ģƃ ƈùĤúũģńŦĵż¶ńõÀ žŵ ģŃÁë÷Ã÷Ŀ .ģƄù Ġō ÷ƑƄë ƄŉĤĭŅó ƀÝïƄïŴùĤŉµëô şƄŕƄŹ Ŀ QÝ ƀ
ÜùĤ¶      Ŀ ƃģ ƄQŵƄëEnter ħ Qž·ô   ƄŵÄĤQìúë ƀQÝ Ŀ ſńQŉ QŶÞĽô ƄQŕƄŹşģ ŀQŽƃÂ ŃŅ ƀQÝï ƄQŽƄ  ƈĭĤQŹƄŶŢŹ

žúåńŉôģŀúÝ ģŃëğÃ.

�Ęñēm
ƄúÞźë¶  ńģ Žģ ƃ·Žńµ  ģ ĿÂƉƄì   ƀÝÀïńëô ƀŵ ƀŽƄŽƄŵŀħ ĻģńÝŻĤºžŽ ƃģ ųĿƄŵŃĿ ſńŉž×ŽÖÃ Qùô

  žåƄë ſƄù ƀÝ× ŽŃƄë× ŀŽĤħó ģôŵƃÂ Ŀſ4 ŽÖÃùôŉģĿôƄùģ ƀÝ ſńŉ Ŵħ ƀŵ ƀQìùÂ Qëô ŶĭĤQŉô
 å ſĿô   ĿŶöħƒöħ  ƄĿģƄöƁ ƃ ƄŽƃïƇÃ     ĬĽƃ Ƅù ƀÝ ƈō ÷ƑƄë ëô  Žģ ƀÝņùŃƄ»  ť ƃģņùÅųƃÀ  Ƅù

  ģ ſńŉ Ŵħ ƀŵôìùÂžú¶ðôëƇÃ.ģĿë ƄŚùģńō Ƅúžŉƃģ ƀÝô ƄQúÞźë Ŀń¶Žģ ƃģ QŽń·µĿ ƃ ŷĤQÝÂ ƃģ
 ƀŽƄŽƄŵŀħ ĻģńÝïŴÑƇÅöë.

§�±ë ìÎéñ ìÞèåìÝëĖfē� èbĘñìmòüæqìÝìlēë «�l èbÛĘlĕïě:
� °å�¬@@@@Òæl ðñìñė@@@@ñë:ƈùƄùÁQQQQùƃ

ë    å ÷Ŀ ńúƂħ ƀŦƁ ňŽģńŪžô    ƄQúÞźë ƀQŵń¶4 ŽĤQºðƇÃ
 ŵĤŦĮŉƄÝ ƈŊŽģńŪŽĤëƈ  Žģ ƃģ QŽń·µ ƀQľ¾    ƀQÝ  óĿĤŪĮQŉģ

 ſńQQŉńĭƇÅQQöëƃ ƀQQŵ ƃģQQïƃÃ  ƀQQŵ ŻĤŹŅĤQQŉ ſƄQQùĿ ƃģ
      ģƃ ƈùĤúũģńŦĵ ƃģ ƈŽĤŹŅ Ŀ ſńŉ ƄŽģŀžŹŃĤëż¶   ŷĤÝ ƀÝ ƀŵ

(c) ketabton.com: The Digital Library
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ëôńĨĽ ƀĭńÝ ƄŵƄúŽóńĭģóÝ ôìƇÅöë .
ƀÝ Ŀ ôë ňŽģńŪžë ųƃÀ óĿïÁŻƃ īĤëńĹ ƃģ ƀŽƃŃƄ»Žģ ƈìŽƃƄëń¾ï ųŀúŵ ŀžƇÅöë.

� æl ®ñěÍ °å�¬@Ò: ôQŉģĿ     ňŽģńQŪžë ƄQù
 å ÷Ŀô  ƄúÞźë ƀŵń¶   ƃģŽĤºðƃÃ  ƄŵĤŦĮŉƄÝ

ƀQQQQQQQìŵ:msn 4skype 4Paltalkģ ƃ
yahoo   4ƀľ¾   ƀÝïƀ· žĮŊúĽģô    ſƄQù ƀÝ

ńħ ĤžÉQõƈùƄë ƀQ¶ Qëô  ƀQŵ QŶöħƒöħ ƄQQìŶĽ Ƅ
 å ſńŉô   ƀÝƄŪŶĮľŹƄŽƄùĤº ëô  ĬúŢŭƄŹ
   Ŀ ƇńŵŶöħƒöħƄ    ģ ƀQÝ ƄĭĤšƄŕƄŹſÂ  ńQĨĽó

ńĭģó ſńŉńĭƇÅöë.

Ŀ Ŀë ƃņùĿƃÅť Ŀ ƀŶĭńÝ ƀÝ ƄŽƄŊŽģńŪžƃņù»Žģ ƃģƃņùŃƄë Ŀ ƄŽƄŊŽģńŪžï·ƄÂģ ƀÝ ƄŽƄŽĤùŅ ƃģſ İĺħ
 óńĨĽ ƃģÃëƃ óńĭģğ.

.°å�¬Òæl ðæ�á:ģĿ ſńŉńĭ ƀĮŉńŹ ƀÝ ƄŵĤŦĮŉƄÝ ƄúžĭŃƄÝ Ŀ ŸƁ ňŽģńŪžëƇÅöë4Ŀ ƀÝóå ńúÝƄĭô
ŃĤëƃ ƃģ ƈìŽƃïų=ƄŽƃÁƈō ÷ƑƄëģƄùŅóť ĿÅ ƀÝ÷Ĥºƀŵ ƄŶìúŵ Ŀ ƃģ żĮŹ ƀŵ ŃĤë ƃŃĤå ƃŃƑ

ńĨĽ ƃģ ƈŶĽģƃóńĭģóëƃƇÃ.

(c) ketabton.com: The Digital Library
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��ñâòÜK :ńħĤžÉõêúŵ     ģ Ŀ ŸƁ Ŵúźùģ Ĥù ƄQìùÂžú¶ð ƄQŵƄ   ƀQŵ
  ƄŶùĤŉƃƀľ¾   Qå ÷Ŀô Ńƃ żQŽ¸ ńQõÀ ųƃŃĤQë ƇÅQöë . Ŀ

ŽģQQŽń·µžQQŹ ƀQQÝ¹QQĭģŃ ƀQQĭîńħ 4ſńQQŉĤžÉQQõêúŵ ƀQQŵ ŸQQƁ
ŽĤºðƇÃ ŅŃģĬÈƀľ¾  Ƅō żźĽńħ.  Ŀ ƀŵó Ŷúŉƃôƀľ¾
  ƀÝïƀ· ĮŊúĽģŶ    ŢŹ Ƅō ÷ƑƄë ſńŉ Ƅ       ƀQúŽĤı ſƄQù ƀQÝ īĤŹƄŶ
ëô   Ƅù ƀŵ Żėó ùƄŵô åƃôƀľ¾  QŶħô  ùƄQŵô  Qåƃô   ƀQĭ

ƄĮŉģƃƈō ų.

K.èÝ�æĉĔ¬�Ýòkè¦Ą §Ē§�Ò�±�pēý
ƀŦƁƀÈ å øŵģƃô ńħĤžÉõêúŵ ùô   ģ ƃņùĿƃĿ ĿƄìùÂ   Ƈńŵ ƀŶĭńÝ ƀÝ4 ģƄùŅó åĤúĮì·  ŵ ƃģðĬÉ ÷Ŀ .

  ƀëńöå ƄŹ ƀĭÄ  Žģ ƀÝŽń·µ ŃƄÝó  ƃƃ Ŵőƃ4   ĿĤžÉõńħêúŵ)Ŵúźùģ ( ųƄĮQŉģ4    Qŕģ ŷƄQë ŵ ƈũĤ QðĬÉ  QŽ ƀ
Ƈńŵ .  ëƃ ƀŽƃĿĤù ŀùĤħƃÃ åô   ƀëńöåńħ ƀŵ ƀĭĤžÉõêúŵŽģ Ĥù ƈžĮŹ ſńŉņùŃƄ» ŴùĤũ ƄŶÉQŽ ƃƃ4 ŵ ƄQŽ QöųÅ

ùô Ƅùƀ¾   ƀŵÁžº    ļŹĤľŹ ſńŉƇÅöë4  Ĥúħ ƄĽ  Ƅù Ŀ ŸƁó ŮúŭĿô       Që ĬQĽƃ ģƄĽƃĤQō ƀQÝô   ƀQŶÞĽ ƀQħ
ë ƀŉƑńĭ ƀĽƄŹƃÃ.

L .§l ç§Ēę±òà�²
ƀÝ  ë ſĿŅſÃ ëôƄúÞźë¶  ńóńõÀ ĽģńÝô ņúťģóŵńŵô ƇĿ .ïÏ ńöźQō  QŉģĿô       ƇńQŵ ŻƄĮQō ƈŵĤŦĮQŉƄÝ
åô   ƀÝŶöħƒöħ  ë ƄŽƃńźš Ƅ4ô  ŹƄŵ ƀŵƈŽÃƈ»ŽƃƄÈ ƀQľ¾      ŃƄQÝ ŻƄQĮžƁƄÝ ńQĭó     ƃ ŃĤQë ƀQÝųÂ ƇÅQöë .

ń¶ƄúÞźëĿŹƄŽĤŹƄōĤ žƁŁ ƀÝƈ ƃģ ſĿƃĤŮĭŃģëô QƂŹ ƄQħƄŵ ųƃŃ ŸƇ. ƄQúÞźëń¶ ƀQľ¾ Žģ ƀQÝ QŽń·µ Qëô
Ŀö¾ôQQŽÃŵ ƃģŻƄQQ·ĤQQŮŹ 4Ƅŵńħ ƀQQŵ 4ƄQQŶìúŵĤžÉQQõƈùQQŽƄťſƄÝÁ4) ſńQQùģĿŧŃĤQQŢźŵģ (ƀQQìŵ:wikipedia 4

webopedia,encyclopediaƃģ ƃŃƄŽƀľ¾ ſŃĤÞŵ ƄŵŀŽƄŹ Ŀ ƄĨŵĤŚŹ Ŀïƀ· ŴĮŊúĽģƇÅöë .
Ŀµú¶  žŹńĭ ƄŽĤŹƄōĤŹ ƄìŽƃńŵ ńźš¹ƄúÞźëń¶ƄĭĤĨŉĤĺŹ ƈìúŕĤùŃ Ŀ 4     ƄŵƄQŉŃ ƀĭńQŉ Ŀ ƃŃĤQå ƈQźŶš

 ſŃĤÞŵ żùńźĭ Ŀ ƄŽƄĭŃĤƂŹ ƈŉŃĿ Ŀ ƃģöŵĤźŢĮŉģÅƇ .
ƀŽģƄùŅó   ĿƄú»ŽƃƄÈ   ƄQë ſĿŅ    ƄQúÞźë ƀQŵ ƈìŽƃń¶ ƀQľ¾ï ƀQ·  ƈQŶĽģ4    ôQìŶħ 4ƈìŽƃƄQÈ    ƃģ ŻĤŊQúġŃ

  ŻģńùŀŹųƄ¶  ƄúÞźë ƀŵń¶ƀľ¾ïƀ· ƈŶĽģ .Ŀ žƁƄQÝô ŃģĿģó            Ŀ ƀQæë ƀQĽģńÝ ƀQÝ ŻģńùŀQŹ ƃģ żúŵĜŊQŹ 4
ƄŽƄŽƒÝ ŽƃÂƄĵ Ŀô4 ŽŃĤ¾Ŀ ƄŽƄĮúŵĤŢũôƃģƄŢħĤžŹĿŌõƃńĭ ſŃĤÞŵóïŶĽģ ƀ·ƈ.Ŀ Ŀ ŻĤĮŊQŽĤŦũģ žƁƄQÝô

˺ E-mail

(c) ketabton.com: The Digital Library
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 ĭĤŹƄŶŢŹ īŃģŅƃƈ ŸĮŊúŉ(EMIS) ƀÝĿģƄöƁëô  ƄÈ ųƄ¶ƃ»Žƈ  4ƈìŽƃƄÈ  ĿŅ ƃģſƄëƃìŽƈ   ĻģńÝ ƀÝ
 ë ňúħĤ·ùÀô  Ãë ĬĨı4Ƈ    žƁƄQÝ Ŀ Ƅ¾ńĭô     ƃģ ƀQùƄŮĭ ŷĤQŞŽ Ƅë ſĿŅ   Qĭ ƄQìŽƃ      ƀQŽƄĮŹŀĽ ƀQÈ ƀ óŀQŽģÂƃ

ÃëƇ .
Ŀ    ƄŹ ſÂģ ƀÝ ƃÃë ſĿŅńŵ÷ģŀöë ōƈ  ŵŀùŃƃģ ƀ¾ƈ ƃƇ . ŉģĿ ģĿô Ƅù   ÷Ŀ ńúƂħåô   Ŵħ Ĥù ŃƄë ƀŵ ƄŉĤĭ

÷Ĥºƀľ¾   ë ſĿŅ ĿƃÃƄù ĿóŊŉƄŹôŹ ƀÝĭƒÃë ſĿŅóÃĿ Ŀ 4ğƄë ƀŉƑńĭóųƃÀ  ſƄQù ƄĭĤŊŉƄŹ
Ŷúħðƀ"  ë ſĿŅńŵ ĿóÃŽų=ƄùÃņëńŹe "÷Ŀ.ƃģĿ ŻĤĮŊŽĤŦũģ Ŀ ŸƁ ŴħĭģńħĤľŹƈ ƃģƈĭĤŹƄŶŢŹ ĵƄŵĤQžì¶×

 Ŀ īŃģŅƃĿŅńŵ  ſƃÃëŽĤ¾ð ſĿ ƀ.Ŀ ńŵ ë ſĿŅóÃ       Ġō ÷ƑƄë ƄŉĤĭ ſńŉ ŸĮŊúŉ ƀŵƀŵ QŶÞĽôƄĽ ôQÈ
  ĮľŹńÝ Ÿŉ ſńŉî ëƃğÃ   ŶÞĽ Ŀ ƃģô ƄĽôÈ  ĿŅ ƀÝ ë ſÃ ù ſóņúƀŵÀ  Qëô ƄQúÞźë Ŀń¶Žģ ƃģ QŽń·µ  ƀQÝ

ŹµïŻƃÁëƃğÃ .
ƀÝ Ŀó  ë ſŃƃĿô   ë ſĿŅ ĿóÃ    Ĩùƃ ƀŵ ŸƁ ƈëƄĭƄÐĤÞƀľ¾   ƀQŉƑńĭ ƇÅQöë  ôQå  Ŀ ƀQĭ ƀQŦƁ  ƈQŉńŉƑ

ģ ſŃĤÞŵƀžùÂùĤŉ ƀÝ ſĿµëôë ĬĨı ŷƄŽğÃƄžŽŃƃ Ĥúħ ƃģĠº.

M .§câlòì¬ü²æ�¬bû÷ëĒĘl ç§Ēę
ĿƄúÞźëń¶Ŋžħ ńÝµƑƃóÂë ſĿŅóÃComputer Based Training (CBT)ŉģĿôſĿŅÃëóĿƇ
åôŃĤë ĿƃƃƄìŽŽŅƃŃ Ŀô ſŃĤÞŵĿ ƄŵĤŦĮŉƄÝ ƄùƄō ķńř ųƃŃĤë ƀŶúŉƃ ƀÝƇÅöë .

N.§å�å¬ýû²æ�¬bû÷ëĒĘl ç§Ēę
ĿŽģŽń·µŊžħńÝµƑƃóÂë ſĿŅóÃWeb Based Training (WBT)ƀŵCBTſńŉ óĿèQŽ  ƀQĭŃƃ

 Ƈńŵ øŵģƃ4ƄĽ  ë ſĿŅóÃ   ĿµŽń·Žģ   ŃƑ ƀQŵóƃ óŀQŽģÂ ƇÅQöë   4 óĿńQÝ  ŊQžħµ ģ ƀQžùÂ     Qå ſĿ ƀQŽô   ƄQù
 ƄúÞźë ƈŒľōń¶  ğńQŵƃ4  QìŶħô       Ŀ ĠQō ÷ƑƄQë ƃņúŵƄQ¶ ƃņëńŹ ƄQŽ   ŃƑ ƀQŵó4  ƀQìŵ: Ž QƊµ  ũĤQëƄú  ĤQù

ŽƄŽƄĮħĤĮëƄƀŵƄúÞźëń¶Žģ ƃģµŽń·ƀľ¾ïƀ·ë ſĿŅ ƃģ ĠŶĽģƃſÃë ƀŉƑńĭğÃ.

Ŀ¶ƄúÞźëƇńÃë ſĿŅƃ Ŀï·ƄźúŽ ƃģðÃƃƃĤúĭÂģ ƀÝſº ƀÝŽĤðƄĭ óÃïƀŵ ĿÃë ſĿŅ ńƃ óńĨĽ ƀŶìƁ ƀÝ
Ãëƃ óńĭģğ.

˺ International Center for Distance Learning

(c) ketabton.com: The Digital Library
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�±ìÝ ß«ìÞĄ

á�Æåð±ò²�èåìâ
À Ŵħ Ƅùïë ôå ńÝ ń¶ƄúÞźųÃë ƀĭ ¹žŹģŃ ƀŽƄŽƄŵŀħ ĻģńÝ ôì4Ŋúŉ ƈŹĤŞŽĮ÷Ŀ Ÿ.

     ŶúÝ ƀŵ şģńĮĽģ Ŀ ń¶ƄúÞźë Ŀƀ      ƈŶŶĮľŹńÝ óŃƄÝ ƀŉƃģ ńĭĿģƄöƁ          Ŀ 4ƄĮÉQŽ ƈŹĤQŞŽ ƀÝ ƀľ¾ ń¶ƄúÞźë ƀŵ ƀŽƃ
    ŠŕƄŹ Ŀ żźÈĿï   ƀÝ ƄŽĤŀŽƄŹƄŵ Ŀ 4  żźÈĿ      ĵ ƈŹĤQŞŽ 4 ƄŵŀQŽƄŹ ƀÝ Qð        ƈŹĤQŞŽ óŀQŽƑ ŃŀžźQŉ ńQĭ 4ƃÃ

                        ƃŃƄQŽ ƃģ ųƃńQ·žë ƄQŽƄ·ëģŃ Ŀ ŃŀžźQŉ ƃģ ôQåƃ Ŀ 4ųƃńQ·žë ƄQìĭƄŵģ ƀ¶ƄŶúÝ ôħ Ŀ 4ųƃń·žë ƀÝ ƄúĮÉë
Ƈń¶ƄúÞźë ƀŵ ôë ƃŃĤåŊúŉĮŽĤº ƀŵ ƃģ ƄŽƄźðŉƄŉĤĵ ƃÃƈ ƀľ¾ ƄŵĤŦĮŉƄÝ ƄìŽƃŀŽƄŹ ƃģïƈŶĽģ ƀ·.

-�Íë« §ò± �ò²�à
     ƀĽńħ ƀÝ ĤúĮťƃŃ Ŀ ń¶ƄúÞźë ƇńQŵ óņúťģ ôĽģńÝ ŸƁ ôë4ëģÀ Q·     Ŀ ƄŽĤQťƃŃĤŽ Ŀ ƀQľ¾ ń¶ƄQúÞźë ƀQŵ Żģń

     ôë ƄŶĭĤŉ ƀÝ ƄĭĤŹƄŶŢŹï ƈŶĽģ ƀ· .ŽŃģŀźƁð         ƀŚŉģƃ ƀÝ ń¶ƄúÞźë Ŀ ôľŊŽ ƄŽĤťƃŃĤŽ Ŀ ƀõńħģńħƇÅ  ôQå
 óŃƑ óŀźƁ ƀŵƄĢŊŹ ŻƄĮŶŹŃĿ Ŀƃ żúŵƀŽĤÈƃŃƇƄë ŇĤŊĹģ ×ŽĤŉė Ŀ ƃģ ƇƄë ƀŉƑńĭ ĬùģŀƁ .

   Ŀ ôQQQë ƄQQŽƄŽƄĮťƃŃ ƀQQQÝ ń¶ƄQQúÞźë
ƄŶŢŹ   ƀìŵ 4ƄŶĭĤŉ Ŀ ƄĭĤŹ :    4ƀQĮÝ 4ŷƄQŽ

 ôQQQìùÂģ ĿńöźQQQō Ŀ 4ſŀQQQŽèöÝ ôŽ
ńöźQQQō ſŃĤQQQÞŵ ƃŃƄQQQŽ ƃģ ſŃĤQQQë ųƃ
ƇÅQQöë .  ſƄQQù ƀQQŵ ƄQQŉĤĭ ôQQå ƀQQŶë

ëģÀ·      ĬĽƃ ôŽŀúŵ Ŀ ƀľ¾ ńĠŶĽģ 4
        ×Qì·å ƀQÝ īĤQŹƄŶŢŹ ųƄQ¶ ƄŉĤĮŉ
 ģĿ ƃģ ƇĿ ôQQë ƈQQŉńŉƑ ƀQQÝ ſńQQŉ

ģƄQQQQùŅ Ŀ ƄQQQQŉĤĮŉ óŀQQQQŽèöÝ Ŀ ôŽ
ńöźō ſńŉńĭ ƀŚŉģƃ ƀÝ óƇÅöë .

   źƁ ôë ƄŽƄŽƄĮťƃŃ ƀÝŽŃģŀð      ƈQĨř Ŀ īģņQúƂĶĭ Ƈń¶ƄQúÞźë ÷ƄQŵ ƀö¾ ƄQŽÃ    ſŃĤQÞŵ ƄQŵƄë ſńQŉńĭ Ŀ
ƃŃĤë ųƇÅöëƀìŵ 4:

(c) ketabton.com: The Digital Library
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�Magnetic Resonance Imaging (MRI) : Ŀ ƀŶúŉƃ ģĿńõÀ  ƀQÝ ƄŽƄŊúřĤžŮŹ ƇƄŭ ƃ
      Ŀ ţƃŃĤŽ Ŀ ƀŽƃŃƄ»Žģ Ƈń¶ƄúÞźë ƀĮŉńŹ
         ƀQľ¾ Żŀħ ųƄ¶ Ĥù ôĽńħ óƄù ƀŵ Żŀħ

ƈQQŶĽģ .  ŽĤQQº ƀQQŵ ƀQQŽƄĮĽƃ ôQQžúºð ƃÃ
   ƄŵĤŦĮŉƄÝ Ƈń¶ƄúÞźë   ŽĤQº Ŀ ƀľ¾ð ƃÃ

    óĿ ƀQQŵ ſŃĤQQÞŵ ŐúľŎQQĭ Ŀ ƄúťƃŃĤQQŽ
   ƀľ¾ ƄŽƃŃƄ»Žģï    ŴĮŊQúĽģ ƀ· ƇÅQöë .
  óŃĤå óŃƑ ģĿĿ ƄĮľQŉ ƄúťƃŃĤQŽ  ƀQÝ

 ĬQQĽƃ ŸQQë ŐúľŎQQĭ ŬQQúŭĿ Ŀ ôQQë
ƄQQŵƄŹƄŶŢŹƃģĨQQŉĤžŹô QQë ƀQQžŶŹŃĿô

žŹņúťģôŠŭģƃ÷ģŀöëōƈ.

�: Echo Cardio Graphy (ECG)ŊúŉģĿĮ ſĿ ƀŶúQŉƃ ſƄù ôŉģĿ Ÿ  ôQå  óŃƑ ƀQŵ
ôùťƃŃĤŽ ſÂŅ ĿƈƄĭ ƀźŉ ƃģ ƀŮúŭĿ ſńõÀ ƀÝïŒúľŎĭ ƀöƇÅ.

Ý ŐúľŎĭ Ŀ ƄúťƃŃĤŽ Ŀ ſÂŅ Ŀń ƀŵ ų=ƂŹũģńïƄùĿŃĤë Ƅìùģƈ Ŀ ƀľ¾ï· ôžĮŊúĽģ ô ŃƄ»Žģ

�: AngiographyŽŃÁŹ ƀŵ ŸƁ ģĿƄ   Ŀ ƀQľ¾ ƀQŦƁ ƀŵ ôå ÷Ŀ ƀľ¾ ƄŶùĤŉƃ ƄŶŶĮľŹńÝ ƃģ
              Ÿŉ ƃģ ŬúŭĿ ſÂģ ƀÝ ƈŵģƃŀžħ ƀŽ Ĥù ƃģ ƈŵģƃ ŀžħ Ŀ ƄŽƄŽĤùńō Ŀ ſÂŅ   īĤŹƄŶŢŹ  ƀŉƑńĭƇÅöë .ģĿ

                    ƀQĭ ¹žQŹ ƀQÝ ×ĵƄŵĤQžì¶ óƄŽ ƃģ ń¶ƄúÞźë Ŀ ôë ƀĽńħ ƀÝ ĤúĮťƃŃ Ŀ ôå ƇĿ óŃĤå ƀŦƁ ŸƁ
ĭģŃîƇĿ ôÉùńÝ óņúťģ ôĮĨĲŹ ôŶÞĽ ôù ſńŉ.

(c) ketabton.com: The Digital Library
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     ƀŽƄŽƄĮťƃŃ ńõÀ ¸Ńƃ żŽÝ ŽĤº ƀð  ƄĭģņúƂĶĭ ƈĹģńĵ ƃÃ4   ƀìŵŵöņŃ  Ƅō ņƂĶŹƇ ĿƇ4 ŵ ĿöŃņ
  ƀŵðŽģÂƃôƀľ¾  ńĮŉ Ŀï   4ƄĮÉùƃ 4Ƅ   Żŀħ ĿĿ      ŃƄĮQÈƄÝ Ŀ 4ƄŽƄŵĤQĽ ƈũĤŕģï  ƄĿ ÅQöĭó  ƃŃƄQŽ ƃģ
ĨřƈƄĭĤúŶźš ôëï ŴĮŊúĽģ ƀ·ƇÅöë.

-�æĉĔ¬�ñ«�¨�Ýë§ ç®òï(e-governance)

  ƀŵńħĤžÉõóņúù ŃģŀĮŵƃĿÖƀľ¾ĬùńźĲŹ Ŀ  ſŃƄQť ƃģ Ƅì·å Ŀ 4ĤúĮÐƃŃ4 ĤúĮžŹņúťģ 4 ĬQúŪúë  ƄQìŽƃńŵ
 4ƈQQŵģƃ ƀQQÈ Ƒ Ŀ ƄQQŵƄë óŀQQŽģÂƃ Ŀ ƄŽƄĮŹŀQQĽfhģ ƄŽƄĮŹŀQQĽ ƀĮšĤQQŉ Ŀ 4 ƀQQžŽ Ŀ ôQQë ĬQQŹƄìĹ ƀQQÝ ƃ

        ŽĤQ¾ ƈőƄŒQĽ ƃģ ĬQŹƄìĹ ĤQù ƄìŶĽ ƃģ ĬŹƄìĹ Ŀ ƃģ ƄŽƄŽĤŹŅĤŉ ŠħĤĭ ƃģ ĬŹƄìĹð  Ŀ   ¹žŹńQĭ ô
   ƈĭĤQQŹƄŶŢŹ Ŀ ſŃĤQQÞŵ óÃQQëŃƃ óÃQQëģŃ Ŀ ƄĭĤQQŹƄŶŢŹ

           ƀQľ¾ ƈQŵģƃ ſŀQŽŃĤë ƃģ ĬúŶħĤŭ ƀŵ ×ĵƄŵĤžì¶ï  ƀQ·
ƇĿ ŴĮŊúĽģ.

ńħĤžÉQQõ  ƀQQÝ ×ŵģƄQQĮŹƄìĹ ôQQÈ Ŀ ƈŵģƄQQĮŹƄìĹ ſņúù
      ŻƄŵŀħ ÷Ƅŵ Ƅù ôë ƀĽńħïÑ ŴƇÅöë . ųƃÀ óĿ ƀÝ

   ƀQQĭ ƄŽƄĮŹŀQQĽ ƀQQŹĤš ƃģ ƄĭĤQQŹƄŶŢŹ ôQQë ĬQQŹƄìĹ
   ƀÝ øŉńŉƑfh  Ƅĭ ƀĮšĤŉï Ƈƃ ƀ4    ƈìùņũ ƃģ ÷Ĥº

       ųŀQúŵ ƀŽ ĤúĭÂģ ƀĭ ĬúŢŭƄŹ ƇÅQöë . ģƄQùŅ    óƄQù Ŀ ó
·Žń·Žģƈ     ƄQù ƃģ  ôìĨōſ Q·Žń·Žģƈ      ƀQľ¾ ņQëńŹï  ƀQ·

(c) ketabton.com: The Digital Library
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    ńħ Ƅù ƈō ÷ƑƄë ƀžĮŊúĽģĤžÉõ       ĬŹƄìĹ Ŀ ƃģ ƇÃë ÂƄĵ ĬŹƄìĹ ƈùŶöħƒöħ  ƈőƄŒQĽ ƃģ ôQĽńħ ô
ŽĤ¾ðƄù ôƇƄŶÉŽ ƃ ſńŉ ƀŶħ ƀŵ .

ńħĤžÉõ   4ĬŵƃĿ Ŀ ĬŹƄìĹ ņúù                 Ŀ ¹žŹńQĭ ƄŽƄŽĤŹŅĤQŉ ƄQŵÃĭ Ŀ ſńQŉ ĬQŵƃĿ ƀQŵ ƃģ ƄQìŶĽ    Ŀ ƄQìùÂģ
  4ƇĿĤŒĮŭģ ƀŵ 4ĤúĭÂƃĤúÝ   Ŀ ƀľ¾ ĤúĮĽģńÝ óņúžŵƄ¶      Ŀ  ƄQŵƄë óŀQŽģÂƃ Ŀ ƄŽƄĮŹŀQĽ Ŀ ƀQĭ ƄQìŶĽ ƃģ ÃĭƒŹ

Žń¾ðƈŵģƄ ƀŵ ſŃĤÞŵ ƀľ¾ ńúƂħ ƈìùçƄŵƄžìĭ ĦŉĤžŹ ſƄùï ôžĮŊúĽģ ƀ·ùģƃ ƀĭƈ.

ĿńħĤžÉõņúùóĮŹƄìĹ×ŵģƄƄ¶ģŃ Ŀ ƀľ¾ ƄŵƄë ƀĭ ¹žŹģŃ ƀŵƃŀöë ƄìŽï óńĨĽ ſÂģ ƀÝ ƄŽƄŽĤùŅ ƃģ Ƅ·
ğÃëƃ óńĭģ.

èåìÝëĖ ìÝ�Î�±ìb §
 Žń¾ ƀìŵð    ƃńÝ ƄŦƁ ƈŵĤŦĮŉƄÝ ųƄō Ŵùƃƃ ôå ƀï Ŵùƃ ƀĭ ƄŽƄŹģńƇÅöë ôåńƁ   ƃģ ƄQúŶźš Ŀ ń¶ƄQúÞźë

     ńĨŉƑ óŀŽĤħ ƄŵƄë ſńŉńĭ ƀÝ ƄŽƃÁŽĤźëƇ ƇƄë .   īŃĤĨš Ŵħ ƀÝ Ĥù4      ŶúQŉƃ ƀQŦƁ ƈŵĤŦĮQŉƄÝ   Ŀ ôQå ſĿ ƀ
ìŽƃƃŃĤëƈ  ńùƃÀŃĤƁ ƀŽƃÁŽĤźë  Åúŵ ƀĭƃĿƇ .   ƀQŶŹģ ƀQŵ ĬùĿƄĵƄŹ Ŀ ƄŽƄŵƃÀ Ƅ¾ Ŀ ƄŵĤŦĮŉƄÝ Ŀ4   ƀQÝ ƀQŦƁ

Ŷöħƒöħ ƄŵÀ ƄŎõƃƇĿ ƇƄō Ŵ ôåƄĭ óŀŽƑ ƀÝïö¾ ƇŀžĨŵÀ ģĿ ƀƃÃ :
Ƅĭ ſņúŵƄ¶ ƀÝï ƄĽńħ ƄùŃĿ ƀÝ ƈŵĤŦĮŉƄÝ ƀŎõƃ ŴƇÅöëƀŵ ƇĿ īŃĤĨš ôå:

e.úŉŊĮƈź)f(ƈŵĤŦĮŉƄÝ
f.ŃĤëƈŵĤù)g(øŵĤŦĮŉƄÝ
g.ƃńÝ ĿïƄŵƃÂƄĵ ŷģń)h(ƈŵĤŦĮŉƄÝ

˻ System Software
˼ Application Software
˽ Programming software

(c) ketabton.com: The Digital Library
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�±ìÝ àāæb

²ò±�ðÝ�Î�±ìb ðâ
ŊúŉĮ ƈŵĤŦĮŉƄÝ ƈź    Ŋúŉ ńùƃÀŃĤƁ ƀŵ ń¶ƄúÞźë ĿĮ   ſńŉ Ÿ  4Ƈńŵ ôìùÂģ ļŹĤľŹ      ƀQŦƁ ƀQÝ ƃģ ŸĮŊQúŉ ųƄ¶

     ƃńÝ óĿ Ŀ īĤúŶźš ŀŽƃÂģ óŃƄÝï     ſŃģĿģ ƃģ ųƃń·žë óŃƑ ƀŵ ŷģńƇÅöë .ŊúŉĮÝ ƈŵĤŦĮŉƄÝ ƈź  ſņúŵƄQ¶ ƀ
Ƅĭï ƄŵÀ Ƅ¾ ƀÝ ƀŎõƃƇĿ ƇƄō Ŵ4ƀìŵ :

e.ƄŶúÝøìŽƃƃńÝïŷģń(Startup Program)
f.Ŋúŉ ŴŹĤšĮŸ(Operating System)
g.ƃńÝ ƀùƃŀžĮŉńŹïƀŽƄŹģń(Utilities)

bòìÞëmåð ë¬bpèåìá�¬: ƃńÝ ƀŦƁï          ƀQŞũĤĹ Ĥù ƀŹńùŅ ƈŶőģ ƀÝ ôå ƇĿ ƀŽƄŹģń(ROM)   Ŀ ôQë
    ŵ ƄìŽƃƃÂƄĵ Ŀ ÀŃƄħ ƈŶőģ ƀ ģƄĽĤº ńÝ ÷Ĥº ÷ Qå ƀÝ ń¶ƄúÞźë Ŀ ƃģ ƇĿ ƇƄō   ƇņQëńŹ ſńQŉ ƄŵƄŽƑĤ

ĭĤŹƄĭģ ƀQQÝ ŃƄŊQQúŉƃńÝ ƀQQÝ ųƃÀ êQQúROMĿƄQQĵƄŹ ôQQëƃńÝïQQŽƄŹģńƀƄQQŶåƇ .ƃńÝ óĿ Ŀï ƄQQŽƄŹģń
ģƄù ſŀŽĿ ſņú·ŊžħŅÝ ƃŀúŽƑĤå Ŀ ń¶ƄúÞźë Ŀ óńŊúŉ Ŀ ų=ƂŹĮƇĿ ųƄåģ ſŃƑ ƀÝ Ÿ .

  Üá�É²ò±�à:  ģĿŸĮŊúŉ  ńĭ Ƅù  ƃńÝ ņú·Ŋžħ ƄŵƄ¶ï  ŷģńï  ŴÑƇÅöë .  Ý êō ƀŵ       ſƄQù ń¶ƄQúÞźë ńQƁ ƀĭń
 ŴŹĤšŸĮŊúŉƇńŵ ĤúĭÂģ ƀĭ . ŴŹĤš ńƁ ĿŸĮŊúŉƀŵ ƇĿ īŃĤĨš óŀŽĿ ƈŶőģ:

  ĬÉŵĤĨźŉ Ƅžúåńŉ Ŀ  4  Ŀï·ô       Ŀ ¹žŹńQĭ ń¶ƄQúÞźë ƃģ ƈìŽƄĮŊúĽģ        öÝĤå ĦQŉĤžŹ Ŀ ſŃĤQÞŵ ôQìùÂģ  ųQĤùG
ƃńÝ ƈŵĤùŃĤë Ŀ ƃģ ųƄë ƀĭ ¹žŹģŃïųƄë ſńŉńĭ ƄŽƄŹģń .

   ŴŹĤš ĿŸĮŊúŉ       Ƒ Ŀ ſÂģ ƀQÝ ƄŽƄŵƃÀ Ŀ ƄŦƁ Ŀ ƃģ     ŵƄQ¶ ŸŊQŵƃƄù Ŀ ſŃĤQÞŵ ƄĭĤQŹƄŶŢŹ ƄĭĤQùŅð   ƀQĭ ĥĤQĮë ƈ
ğÃëƃ ƀŢĵģńŹ  .

 ë¬b rë¨æ�±¬ápèåìá�¬ :Ƅù  ųƃÀï ƃńÝ ŃƄ·ï      ŴŹĤš Ŀ ôå ƇĿ ƀŽƄŹģńŸĮŊúŉ    Ŷźš ƃģ ôQŽÃë  ôQú
          ƀQìŵ 4ƇƄQëŃƃ øQŵģƃ ƀQÈ ƃģ ĤúĮĽģńÝ ƀĭ :           ƃńÝ ŀQŕ ŇƃńQùģƃ Ŀ ĤQù ƈìŽƃŀQŽƄŹ ŇƃńQùģƃ Qï   ųÁQžħ ŷģń

 ƃńÝ ƈìŽƃƄëïƀŽƄŹģń .    ŉńŹ ôå ƀŽƃŃĤë ƀŦƁ ôžúº ƃńÝ ƀùƃŀžĮïƇƄë ſńŉńĭ ôù ƀŽƄŹģń4  ƇĿ īŃĤQĨš
  ƀŵ :            ńĹ Ƈń¶ƄúÞźë 4÷ƄúžľŹ ƄŽƄŉƃńùƃ Ŀ 4ųƄë ƀŉƑńĭ Ĥúħ ƄĭĤŹƄŶŢŹ ƄŶŶĭ ƀ»žŹ ƀŵ Ŀ     ƀŽƄŽĤŭĤŽ Ŀ ƀĭ  Ÿù

÷ƄúžľŹ ƈŉńŉƑ 4ųƄë ųÁžħ ƃģ ųƄëĤÝ Ƈń·ŊĵŃ Ŀ ń¶ƄúÞźë Ŀ ƀľ¾ ƄŶŹģƄš ƄìŽƃńŵ ńŚĽ ƀŵ.

(c) ketabton.com: The Digital Library
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«�lñðÝ�Î�±ìb ðÝ�
ƃńÝ ģĿï ƀQQŽƄŹģńóĿèQQŽƄQQŵƄ¶ ƀQQÝ  óńQQĭ ƃģ ƇńQQŵ ŻƄĮQQō ôQQë ƄQQŽƃń¶ƄúÞźëï ŴĮŊQQúĽģ ƀQQ·ƇÅQQöë . ģĿ

ƃńÝï         ƇĿ ƇƄQō ųÃë ŃĤúĭ ſŃĤÞŵ ƃŀŽĿ ƃņúŵƄ¶ Ŀ ƀŽƄŹģń    ôQå       ƃńQõÀ Ŀ ń¶ƄQúÞźë Ŀï    Ŀ ƄìŽƄĮŊQúĽģ ƀQ·
   Âƃ ĤúĭÂģï  ŴÑƇÅöë .÷ģŀöë    ƃńÝ ųƃÀ ģĿ ƈōï ńĭ ƀŽƄŹģń   ƃńÝ żźĮQÈŅŃģ ƄŵƄ¶ï       ńQƁ ôQå Ƈƃ ƀQŽƄŹģń

 ŀŽĤƁ ƃģ ƀ¿Ɓ ſŃĤÞŵ óÃë ſĿŅ Ŀ ŀùĤħ ôù ÷ÃŉƇÃëƃ   .
 ŽĤQQº Ŀ ôQQå ƇĿ ƈŵĤŦĮQQŉƄÝ ƀQQŦƁ 4ƈŵĤŦĮQQŉƄÝ ƈŵĤQQùŃĤëð  Ŀ ſŃĤQQÞŵ ƄŵƄQQŉŃ ƀĭńQQŉ Ŀ ƃŀQQŽĿ ƃÃïQQ·ô
              ƇĿ ƇƄQō ÂƄQĵ ƃģ ķńQř µŊQžħ ńQÝ ĤúĭÂģ Ŀ ƄìŽƄĮŊúĽģ .           ƃģ ƇńQŵ ƀQŽƄŵƃÀ ńQõÀ ƈŵĤŦĮQŉƄÝ ƈŵĤQùŃĤë

   Ŋŵ ƀÝ ſŃĤÞŵ ƄŵƄŉŃ ƀĭńŉ Ŀ ŃĤë ſƄù Ŀ Ƅō ÷ƑƄëð    ƃÃQë ģŀQúÝ ƈŵĤŦĮQŉƄÝ ƈŵĤQùŃĤë ųƃÀ ųƃÀ ƄŽƄ . ģĿ
  ųƄ¶ƃńÝï    ŽĤº ƀĭŃƃ ſńŉ Ŀ ƀŽƄŹģńð     ńƁ ƀŵ ƃģ ƇĿ ƈìŽƃńŵ ƃƃĤúĭÃ    ƃńÝ ôĭĤÝ Ŀ ĤúĭŀŶħ ôù ſńŉ ſƄù Qï ŷģń

    ƃģ ſÃë ſĿŅƀŽŀƊƁƄÝ  ƇƄŽĤQŉė .  ƃńÝ ƈŵĤQùŃĤëï      ƀQŵ ƇĿ īŃĤQĨš ƀQŽƄŹģń :     4ŴŊQëģ 4ÀŃƃ µũĤQŉƃńìùĤŹ
ƃńÝ ĬÉŵĤĨźŉ Ŀ óçƃńÝ Ŀ 4µžùĤÝŃƃĤÝïŃƄŽ ƃģ ŷģń .

ë¬b §pðÝ�Î�±ìb ìÝëĘì� ß�¬
 ƃńÝ Ŀï   ƄŵƃÂƄĵ ŷģńŵĤŦĮŉƄÝƈ  ƃńÝ ƀŦƁï    ƃńÝ ƀŵ ôå ƇĿ ƀŽƄŹģńï       Ƈń¶ƄQúÞźë Ŀ ſńQŉ ƄìŽƃƃÂƄĵ ŷģń

ƃńÝï      ƇƄQë ƀĮQQŉńŹ ôQë ƄQŵƃÂƄĵ ƃģ ĤQúĮĽģńÝ ƀQÝ  ƄQŽƄŹģń .ƃńÝ ģĿï   ôQŉģĿ ƀQŽƄŹģń ŶƊQŉƃôƃńÝQQï ŷģń
ŇƑ ƀÝ ƀĭ ƄìŽƃƃÂƄĵôëƃńÝ Ƈń¶ƄúÞźë żùÂģ ƀĮŉńŹ ƀÝ ƄŦƁ Ŀ ôå ƇƄëŃƃïƇƃÂƄĵ ƀŽƄŹģń .

ƃńÝ ģĿïƃńÝ Ŀ ƀŽƄŹģńï ôŽƃÂƄĵ ŷģńƇÅõĿĤù ŸƁ ŷƄŽ ƀÝ Ƅħç Ŀôåƀŵ ƇĿ īŃĤĨš :ĤÞźëƀŽƃńŶùe 4
ƈìŽƃÂĤħç 4 ƈìŽƃƄźŉ)ôìŽƃƄ·ùÁùģ (ƃģôŉģĿŃƄŽ...

òcâl §èæ��± ì��áìÞÊá ë� ¬üì
ńìƁ 4ƄŽƄQQŉƃńùģƃ ƀQQŵģ ƃģ Ƈń¶ƄQQúÞźë ƃŃƄQQŽ ƃģ ƄQQŽ

·Žń·Žģ  ƈï       żùÂģ Ƅù ƀžĭĤŉ ń¶ƄúÞźë Ŀ ƀľ¾ ƄŽƄÈģƄ
   ÷Ŀ ŃĤë ƇŃƃńŕ ƃģ .  ƀëńöå     ƃģ ƀźQŉ ƀÝ ÄƄŹ ƀĭ

Ƅĭ ƀQQŮúŭĿQQï ƀžĭĤQQŉ ŸùńQQĹ Ƈń¶ƄQQúÞźë ŴQQÞĽ Ŀ ƀ
ƃÃëƃ4  óŃƑ óĿ ƀŵ     ƃģ ŸƂŹ ƀŦƁ µQÝ  īĤQŹƄŶŢŹ

˺ Compiler
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       ƇĿ ĿƄQĵƄŹ ôQë ń¶ƄúÞźë ƀÝ ÄƄŹŅ ôå4    Ƈƃ ôQë żQŹģ ƀQÝ ƃģ śƄQŪĺŹ .    ŀQŕ ŇƃńQùģƃ ƃģ ńQìƁ Ŀ
   ƀQÝ ƀľ¾ ƄŵĤŦĮŉƄÝï      ŴQÞĽ ƄQō ÷ƑƄQë ſńQŉ ôžĮŊQúĽģ ƀQ·     ņQú¾ ÆƄĽĤQŽ óĿ Ŀ ŸùńQĹ Ƈń¶ƄQúÞźë

)ƄŽƃŀQQùŀƂĭ Ƈń¶ƄQQúÞźë (ƃ óŀQQŽģÂƃ ƀQQÝĭĤQQŉƄ .ƒQQť Ŀ ń¶ƄQQúÞźë ÄƄQQŹŅ ôQQå ſńŹƄQQ¾ńƁ ƃģ ƄQQìŽƃƄë
    ƈō ŴĭĤŉƃ ƄŽƃŀùńħ ƀŵ ƄŽƄŉƃńùģƃ4             ŸQƁ īĤQŹƄŶŢŹ ĿƄĵƄŹ ôë ń¶ƄúÞźë ƀÝ ƀæë ƀťĤźƁ ƀÝ ƇŀQŽƄĽ

ï ŴÑƇÅöë   .
    ƀŵ ƄìŶĽ Ŀ ôå ƀŶë   Ĥù ƃģ ƈŒľō        ğńQŵ ŃĤQë ƃģ ńQŉ ſńŉ ƄĭĤŹƄŶŢŹ ƀŵ ƄŽƄĮëńō ŸƁ4    ğƄQë ŷĤQÝ ƄQŽ

     ƀÝ ŀùĤħ ƃģ Ƈƃ ŷńĺŹ īĤŹƄŶŢŹ ôžúº ôå  ŽĤQº ôQù ôë ƀžĭĤŉðÃó     ƄQŹńĺŹ Ŀ ƀQìº 4ƈQōƃ ƀQŽńŶŹĤÝ
       ņŽƄĮŉ ƈĮúžŹģ ƃģ ƇĿĤŒĮŭģ ųƄëŃƃ ƀŉƑ ƀŵ ƄĭĤŹƄŶŢŹ   ƇƄë ģŀúÝ ģŃ ó . Ŷúħ Ŀ Qð   Ƅĭ ƀQÝ ô Qïƀ4    Ŀ ƀQŽƄìŽĤħ

 ƃńúÝ ƄŶÞĽƃĿ             ŽĤQº ſŃĤQÞŵ ĥƄĮùŀŽƄĽ Ŀ ĬúžŹģ Ŀ ƄĭĤŹƄŶŢŹ Ŀ ƄŽƄħĤŊĹ ƈìŽĤħ Ŀ ƄìŽð   óŃĤQå óŃƑ óÃ
ƄëŃƃ ƀŽ ŸƁ ƀĭ ÷ƃĿ īĤŹƄŶŢŹ ôžúº Żė ƃģ ƇńŵƇ  .

ñë ï¬üìòcâlèåì±ë¬
ƃńÝ ſÂģƃ ôŉģĿ ƀŽƄŉƃńùƃ Ƈń¶ƄúÞźëïƃńÝ ſƄù Ŀ ôå ƇĿ ƀŽƄŹģńïŵ ƈìŽƃƃÂƄĵ ŷģń ƀ ÂƄĵ ģƄĽ

ƇĿ ƇƄō4Ŷúħ Ŀ 4ƇÃë óÂƑƃ ģŃ óņŽƄĮŉ ôìŽƃƃŃƄº ôë ń¶ƄúÞźë ƀÝ ƄŉĤĮŉ Ƅ¾ńĭðƄĭ ƀÝ ôïƀ :
÷ģŀöëĤĮŉ ƈōƄŉƄŶŢŹ ųƄ¶ ôë ń¶ƄúÞźë ƀÝ4ƈŉƄù ƀ»žŹ ƀŵ ĦŵĤŚŹ ƃģ īĤŹ ƄŉĤĮŉ Żė ń¶ƄúÞźë Ŀ

Ĥũ êŊùÀ ÀŃĤƁ Ƈŀĵ Ŀ ƃģ ƇÃë µŹŃƄŽƄŽĤùŅƈō ĦĨŉ .ń¶ƄúÞźëƇìùçƄŵƄúħ ƀŵ ƀŽƄŉƃńùƃƈ
öƁ ſńŉ ƄŽƄŉƃńùƃ½øŵģƃ ƀĭŃƃŽ ƀńŵƇ.

ëñå¬Ą èåì±ë¬qcâl èò ðĀìæå è� ¬üì
 Ňƃńùģƃ Ƅù÷ģŀöë ƀŵ ƈōŶöħƒöħŉĤĮŉ ƀľ¾ ƃŃƑ ƄôƇÃë Ãìë ń¶ƄúÞźë . ôë ƃŃƑ óĿ ƀÝ

Ýƒũ 4ôìĨō óÃìëƈìŊùÀ Ãìë 4ƀŽƄŎŶũ ƀŹńùŅ Ãìë 4ƀŽƄĤžÉõńħńħ ƀÝ 4ƀŽƄìúŵĤžÉõ óŃƄÝ ƄŽƄìúŵ
ųƄŶÉŽ Ŀ ƃģ ƀŽƃŃƄ»Žģ ƇƄōµŽń·ŽģƈºģŃ ųƄë ƀŉƑńĭ ƄŽƄŶùĤũ Ŀ óŃƑ ƀŵ .ńĭ ÷ĿģĿ ņú¾ ſÂƃĤŽ ƄŵƄ¶

 ƀŽ øŉĤĭ Żė ƀŽƄĮĽƃ ôžúº ôåğÅöƁƄÝƀŽ ƀë ƃģ ÷Ŀ ÷Ƅō Ãìë Ňƃńùģƃ ƀÝ ƄŹ ń¶ƄúÞźë Ĥùė ôå .
ŽƄŉƃńùģƃƀº 4Ƈńŵ ƀŽƄŵƃÀ ńõÀ ƀ»žŹ ƀŵ ÃÞŎħ Ŀ ƄĭĤŹƄŶŢŹ ƃģ ƄŽƄŶùĤũ Ŀ ôë ń¶ƄúÞźë ƀÝ ƀŽƄŉƃńùģƃ ôžú

 ĦĨŉ ƄŶĭƇÅöë . ĦĨŉ ŀžŶå ƇĿĤšĤŽ ƃģ ŸŵĤŉĤŽ Ŀ ń¶ƄúÞźë Ŀ ųƄë µúŶùÀ ƃŃƄŽ Ƅžúº Ŀï Ŀ ƃģ ƈºń
ƈŽƃŀúŵ ƀÝ ń¶ƄúÞźëżùńìŉ ĤùƇƄë ſŃĤìÈ ģŃ ƀŽƄŹĤŦúÝ ƈìŽƃƄŽģńúĹ óŀŽĤħ .ï Ïńöźō ôŉģĿ

Ŀ ŻĤº ôå Ƈńŵ ŻƄĮō ƀŽƄŉƃńùģƃ ń¶ƄúÞźëŶöħƒöħƄĽńħ ƄÝĤë ƀĭƈ ſńŉ Ħúĭńĭ óĿ ƀÝ ƃģ ƇƄë
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 êŊùÀ ÀŃĤƁħ Ŀ ôë ƄĭĤŹƄŶŢŹ ƃģ ƄŽƄŶùĤũ ƃĿƄĵƄŹ ƀÝ ôë ń¶ƄúÞźë ƀÝ ƃģ ƈŊúŽô ĦĨŉ ×źŞŽ
ïĭĤŹƄĭģ ƀÝ ƀŽƄĮĽƃ ôžúº ôå ƈºńƄĭ ƀìúïƈŉĤħƃ ƀľ¾ ń¶ƄúÞźë ƀŵ īĤŹƄŶŢŹ ƀ  .

Ŷúħ ƄŽƄŵƃÀ Ŀ ƄŽƄŉƃńùģƃ Ŀ ƀĮŵĿð ôù ÷ƃĿ ôå ƀ¾ ƀŦƁ ƃģ ô óŀŽģÂƃ ƇƄë ſńŉńĭƇÅöë .Ŀ
Ňƃńùģƃ ƄŵƄåģ óŃƑ ƀÝ Ŀ ń¶ƄúÞźëe 4 ƀëńöåùģƃ óĿ ƀÝ ń¶ƄúÞźë ƄŉĤĮŉ ƀĭ Ƈƃ Ãìë óŀŽĤħ Ňƃń

ƄŉŃ ŻĤº ƀĭ êŊùÀ ÀŃĤƁƇğƄŽƑĤå ńĭƄúÞźë ôå ƀŶë ƃģ4ƇƄë ƀŽ ŃĤë Ÿŉ ƄŽ.
 Ŀ ŻĤº Ňƃńùģƃ Ƅùcommand.comũ ƃŃƄŽ ƀÝ ŷƄŽ ŴÞĽ ƀĮŉƃŃƃ ƃģ ƇƄë ƀŹńùŅ ôë ƀžŽĿ ƀÝ ŴùĤũƄŽƄŶùĤ4

 ƈùģńĵģ ƀìŵ(exe) ƃģ(.bat)ƇƃÂģ óŀŽĤħ ƄŽƄŶùĤũ .
 ģńĵģƃŀöëŇƃńùģƃ øìŽ :ƀÝ ŻĤº.exe 4.bat Ĥù.comƃģ ƇƄë ƀŹńùŅ ôë ƄŽƄŶùĤũ ƀÝ ŴùĤũ ńƁ Ŀ ¹žŹģŃ

 ƀĭƃŀöë ŻĤºńõÀƇƃ .
MacroƀŽƄŉƃńùģƃ:Ƅù ŴŊëģ ƃģ ÀŃƃ µũĤŉƃńìùĤŹ Ŀ ôå ƇĿ ƀŽƄŉƃńùģƃ ƈìŽƃƄŽģŃƃ ųƃÀ

ƃÃìë ƀŽƄŶùĤũƇ .Ŀë Ŀ ƈō ÷ƑƄë Żė ƀŽƄŉƃńùģƃ ģĤù ƈŵƃģŃ ŻƄŵŀħ ôë ƄŽƄŶùĤũ ļŹńÝ ń¶ƄúÞź ƀÝ ôù
Ƅĭ ſÃÞŎħïƈŉƄù ƀ»žŹ ƀŵ ƀ .

 �ë ç¨æĀì¥ñèåì±ë¬:     ƈŉĤĨžŽ ôë ƄŽƄŶùĤũ ƈùģńĵģ ƀÝ ŻĤº .     ƈQō ŴĮŊúŽģńÝ ŴùĤũ ôå ƀŶë4   ƀQŵĤŢũ
ƇÅöë4       Ý ń¶ƄúÞźë Ŀ ŻĤº Ňƃńùģƃ żëĤŉ ƄĽ    ģ ƈŉĤĨžŽ ôë ƀŞũĤĹ ƀƃ   ƇƃÃQìë ƀŽƄŶùĤũ ŐľŎŹ .  ƀQÝ

   ôå ſĿ ƀŽ ƀŹŅƑ ôë īŃƄő óĿïŊúĽģ ƀ·ŽĤº øìŽƄĮðƃńÝ ƈùģńĵģ ÷Ãï ƄQŶåƃ ŷģń4Ƈ   ŃƄQŽ ƄQ¾ńĭ
ō ƀŽ Ãìë ƀŽƄŶùĤũƈ .

òÝ¨� �ë ðmåë¨ñèåì±ë¬:        Ƅĭ ƀÝ ôĽńħ óƄù Ŀ ŴùĤũ ſƄù Ŀ ŻĤºï   Ƅĭ óĿ ƀÝ ƃģ ƇƃÂƄĵ ƀï ƀŦƁ ƀ
 ƀŵ 4 ƇƄŵƒĽģ ŴùĤũï·ôŽ ĤúĭÂƃ ŻƄźŉ ƃģ ķƒőģ Ŀ ŃƄŽ ƃģ ƇƄºŃƄť ôù ôžĮŊúĽģ ƀƇńŵ.

   �ë ìđ� ìĄ §ñèåì±ë¬:    ƃńÝ ŴÞĽ Ŀ ƀŽƄŉƃńùģƃ ģĿ Qï         Ŀ ƃģ ŻƄŵŀQħ ŸŞžQŹ Ŀ ŷģń QŶöħƒöħ     ſŃƄQť ƄQÑħ Ƅ
 ƄŵƄëĤƊĮžźëģƄºƇńŵ .ŽĤº ģĿ ƄŽƄŉƃńùƃ óĿ Ŀð ÷ƃĿ Ŀ ĤúĭÃŀŽèöÝƇƄë ƀžŹņŽƄĮŉ ƀŽ .

 ñ�ë ðmåë¨òýbèåì±ë¬:       4ĐƇÃë µÝ ŃĤıģ ƃģ ŻĤº ŴÞĽ ƈō ÷ƑƄë Ŷúħ Ŀð  Ƅĭ ƀÝ ôïƀ :    ôQå ƀQŶë
ŦƁ 4ƇÃë Ãìë ŴùĤũ ôå ƇƃÂƄĵ ôŉģĿ ƀïƄģôë½öƁŦĭ ƈōú÷Ãë ÷Ŀ ƀŽ ńú.

˺ Computer start up virus
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�ò�¬ñðmåì�²Kñ�ëèåì±ë¬: ńħ ƀÝĤžÉõ  ģŀúÝ ôë ƄŽƄìúŵƇÅöë.        ôQŉģĿ ƃģ ƇĿ żQĶťƃŃĿ ĈƑƄźŢŹ
           ƇÃë ſńŉńĭ ƀ¾ ŷƄë óŃƑ ƀŵ ń¶ƄúÞźë Ŀ ôå ƇÂģƄť ôå ƇŃĤìÈ4          ôQŉģĿ ôQë ĬQŮúŮĹ ƀQÝ ƄQĽ

   Ƈƃ ƀŽ ƀ¾ ŷƄë .   ńħ Ŀ ƀŽƄĮĽƃ ôžúºĤžÉõ   Ƒńĭ ĤúĭńĨĽ óŃƑ ƀŵ êúŵ ĈƑƄQźŢŹ ƃģ ğƄë ƀŉ   ƀQŵ ĤQúĭńĨĽ ģĿ
 QŉĤĭô ŶŹ ƄQQŵƄ¶ ƄQQŶÞĽ ƀQ¾Ƅù ôQQå ƇÂģƄQQťQQð  ƄŽƄĮëńQQō Ƈń¶ƄQQúÞźë ƀQŦƁ ĤQQù ĬQQŉĤùģƃƃ ƀQĭ ƃń4 ƀQQìŵ

  ğƄĮŉģƃ ƀĭ µũĤŉƃńìùĤŹ .  ƀëńöå  ŃĤë ģĿ ƀĭğÃëƃ4   ƀŦƁ óŅģƄQù     Ŀ ƄQŉĤĮŉ ĤžÉQõńħ   Ŀ êúŵ ŸĮŊQúŉ  Ŀ
 ŴĮľŹƃŀöë ĦĨŉƇÅöë  .

 ŇŃƄƁ ŻĤĵƃńĭ)f( ƃńÝ Ƅùï      ńŪĭ Ŀ ſŃĤìÈ ƀÝ ôå ÷Ŀ ŷģń     ń¾ ſŃĤQÞŵ ƄQħƄŵ ƃģ ĸùï õŀQž   ƈúQÈ ôQŉģĿ ĤQù ƃģ ƇÅ  ôQå
                          ƀQë 4Ƈƃ ƀQŽ ôQŉģĿ ôQë ŴQőģ ƀQÝ ƄQĽ 4ƇÃë ſńŉńĭ ſŃĤå ſŃƄť ƀŹƄë ƀħ ſŃĤÞŵ ń¶ƄúÞźë Ŀ ƄŉĤĮŉńöå   ƀQŦƁ ƀQĭ

     ÷Ŀ ÷Ƅō ÷Ĥº ƀÝ ÷Ĥº ôë ƄŦƁ ƀÝ ŻĤĵƃńĭ ôå  ŃƄ»Žģ4 ğņQúŽģńÝ4       ƀQ»žŹ ƀQŵ ƃģ ĦQùńľĭ ƀQŽƄŶùĤũ ųƄQ¶ ƄQŉĤĮŉ
ƇÂƃ   .

 ƀŽƄŉƃńùģƃ ųƃÀ Ŵħ÷ģŀöëƈō ÀŃĤìùŃ ƈŶőģ ƄŵƄåģ ſŃƑ ƀÝ Ŀ(Master-Boot-Record)Ãìë4
ĈƑƄźŢŹ ƃģ ƈƁƃƃ ŇƑ ôìÝ ŸƁ Ĥù  ƀŵCD-ROM Ŀ ƀľ¾ï·ôƇÂƃ ƀ»žŹ ƀŵ ĤúĮŽƄō ôžĮŊúĽģ .

˺ Hoax
˻ Trojan Horse
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�±ìÝ ßěcµ

èÝ�ëñ ìåì±ë¬è¦Ą¨åì¥ñ�ì�
ńÝ    ſńúħńŉ ƄŽƄŉƃńùģƃńõÀ   ŃƄŽïƀŽƄÈģƄ      ģƄQť ƃģ Ƈńŵ ŻƄĮō ŸƁƇÂ       ŽƄQō  ſńQƁ ƀQÝô    QŉĤĮŉ ƀQŮùńřô

ƄQQúÞźëƇń¶  QQë ģŀQQúÝ øQQŉńŉƑ ƀQQĭ ŸùńQQĹƇÃ.ŉQQŉĤĮô
   ƃģŃ ŇƑ ƀÝ īĤŹƄŶŢŹƇÂ   ĤQù ƃģ         ƀQŵ ƃģ ĦQùńľĭ ƀQŦƁ ŸQƁ

žŹƀ»ƈŉƄù  .
ģĿïƀŽƄQQQÈģƄƀQQQŵ ƇĿ īŃĤQQQĨš :QQQŉƃńùƃƀŽƄńQQQìƁ 4Żģg 4

ńŎúũƀŽƃh ïƒúë 4 ƀQŽƃńiģ  ƃĿ  QŉƄŉĤĵ× ƃńÝï ƀQŽƄŹģńj.ģĿ
ųƄ¶  ƄúÞźë ƀŵń¶ƀľ¾          ſŃĤQÞŵ ƄQŵƄë ƀQŉƑńĭ Ŀ ƄĭĤŹƄŶŢŹ Ŀ

ŃĤë ƀÝƃųÂƇÅöë .
Ŀ Ŀó ƃńÝïƄŽƄŹģń     ſŃĤÞŵ ƇƄúžľŹ ĿńõÀ ƃńÝï ƀQŽƄŹģń

ƇńQQŵ ŻƄĮQQō . ƄŵĤŦĮQQŉƄÝ ƀQQŵƀQQľ¾ Ŀ ƃģ ƄŶĮŊQQúĽģ ŃĤQQë Ŀ
   ńĭ ƇƄúžľŹ Ŀ ƄŽƄŉƃńùģƃƄŵƄ¶          ĦŒQŽ ƄŵĤŦĮQŉƄÝ ŀQŕ ŇƃńQùģƃ Ŀ ƃģ ƄìŽƃŀŽƄŹ Ňƃńùģƃ Ŀ ſŃƑ ſĿĤŉ

 ƇĿ ųƄë .  ƄúÞźë ŴÞĽ Ŀń¶    Që ŸùńQĹ ƀÝô      ƈŵĤŦĮQŉƄÝ ŀQŕ ňŊQĶĭ Ŀ ſŃĤQÞŵ ƇƄQúžľŹ Ŀ ňŊQĶĭ Ŀ
(Anti-Spyware)ĦŒŽ ģżùÂ ÷Ŀ .Ŀ ĿóÝńƃï ƄŽƄŹģń ƀŵŃƃ ƀľ¾ ĦŒŽƃ ƀĮQŉ ńQƁųƃÀ QïÆģƄ ƃģ

å ńŚĽôńĭ ƀĭŃƄÝóſƄōƃ ƀŽƃĿĤù4žŹ ƀŵ ƀĭńÝ êō ƀŵƀ»ƈº.

§câlòì¬ü¥¬� ðÞ¥�§ē

ƀìŵŽń¾ðƀ åô    ŸŊŵƃƄù ĿŵƄ¶ðƈ      ŸùƃĿ ƀÝ ĥĤĮë ĿƈëńÞ¾   ëƃ ƀŽƃĿĤù ƄŹ ôëſÃ ôåƄúÞźëń¶  ƀQÝ
ſņúŵƄ¶ Ƅĭïƀ  žÝ ĿƄ» ŀŽƑó  ƄQĽńħ  ìŽƃĿƄQŵŃĿø Ŀ÷    ƄQŹ Ňƃģ ƃģÄ  Ŀ Ŀó ë ƄŽƃŀQĹģƃ ôQŽÃ  Qžŵ ƀQÝſÁ

ƄĭïƀƃƄë ķńō    .

˼ Hackers
˽ Fishers
˾ Keyloggers
˿ Spyware
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K-ðÞ¹�«ì�Ė

K-ęl«ëñç®è¥¬�

L-ñęl�«ç®è¥¬�

M-ñèá¬ñèÆÑ�¡ �

N-±ë¬bò²«ì

ƀŵ     å ƄŉĤħ ƀŽƃ ŀùĤħ ſĿĤùô   ĤQù ŀĹģƃ ƈìŽƃƄë ňúŉƃńÝ ƇņëńŹ ƀÝCPU QëôƃĿó ŃƄQŽó QĽńħô
ģŃ ŸƁ ƈQº4 ƀQìŵ: ĨQŉĤĺŹ Ŀô   ƀQĽńħ ŬQŚžŹ ƃģ)(Arithmetic & Logic Unitģ ƃžë Ŀ ųƃńQ·
 ŀĹģƃ(Control  Unit).
K-ðÞ¹�«ì�Ė)�á§Ė«ì�«(

ĤŹĿ ŃƄħ ŃÀ  ƄúÞźë Ŀ¶       ƄĽńħ ƈŶőģ ƃģ ƄźƂŹ ƀŵ ńƀľ¾ï ŴQÑ ƇÅQöë .  ƀQë
ńöå  ƀĭCPUƄúÞźë Ŀ ƀĭń¶   Qħ ƄQŽ ƄQùģƃƃ ņŦŹô    ƀìQō ƀQŵ

ŃƄħ ƈŶőģÀƄúÞźë Ŀ ƀĭń¶ƒŹ ĿƄùģƃ ńúĭ  .
ĿƄQQúÞźëń¶ôŵƄQQ¶QQĽńħôŮĮŊQQŹ ƀQQÝ ŴùĤQQŉƃ ƃģ ƃģ ƀźú

ĤŽ Ƅĭ ƀźúŮĮŊŹïƀ  Ŀ ƀÝó ŃƄħÀ  ŃƄQÝó  QŽųƄŶÉ ƇÅQöë4     ƀQŵ ƄQŽ
ŀźƁóĵƃôŃƄħŃĿĤŹ ƀÝ ƀĽńħ ģĿÀŀŽĤħóƄō ųƄŹƄŽóſĿ. Ĥù

ƀÝ  īŃĤĨš Ŵħ4 ŃƄħŃĿĤŹÀ    ƄúÞźë ƈŒľō ſƄù Ŀń¶   Ŀ ƄQŵƄ¶   ƄQĽńħ
 ųĤŒĭģ Ŀ ƄŶùĤŉƃ ƃģøì¶÷Ŀ.

L -ñęl«ëç®è¥¬�(Input unit)

ſņùÃëŃƃeƀĽńħ    å ƇĿ ŴùĤŉƃ ƀŦƁô  ŷĤĽƄŶŢŹ  ëŃƃ Ĥù īĤŹÃ ņQù ƀQŵ  ŀQźƁó ŃƑó  ƄQúÞźëń¶   ƀQĭ
  ųƄëŃƃƇÅöë .ïƀ·ŃƑ ƀŵ ƄŶùĤŉƃ ƇĿƃŃƃ Ŀ øìŽƄĮŊúĽģóåôƄúÞźë ƀŵń¶Ž ſńŉųƄŶÉ  4ƇĿ ƇƄQō

ëŃƃņùÃ     ƄQúÞźë īĤQŹƄŶŢŹ Ĥùń¶    ƇƄQŶĽģĿ ƀQĭ .            ŀQŽĤħ ƀQħç ƀQŦƁ ƀQÝ īĤQŹƄŶŢŹ ŴùĤQŉƃ ģĿó ģƇƃÂ  Qåô

˺ Input
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ƄúÞźëń¶ƃŀúƁƄÝ Ŀ ƀĭÂƃƃƇ4žŢùô ſƄù ƃģ ńŪő ƀÝ(Binary Digits) óŀQŽĤħ QùôģƇƃÂ4ńĭ ƄQ¾
øìŽƃƄë ňúŉƃńÝ ƇņëńŹe÷ƑƄëƃ ƈōÃë ňúŉƃńÝ ƀŦƁƇ.

ŀŽƑ ƀÝóë ŴìōôëŃƃ ĿƃņùÃ ƄŶùĤŉƃƄ¾ŶúħðôĠō ÷ƒĮë:

M -ñęl�«ç® è¥¬�)Output Unit(

ƀĮŉƃŃƃ   å ƀŦƁ ƀŵô        úŶźš ňúŉƃńÝ Ŀ ƄĭĤŹƄŶŢŹ Ŀ øìŽƃƄë ňúŉƃńÝ ƇņëńŹ  ë ſńŉńĭ ƀ4ƇÃ   ŃĤQë Ŀ
ŶùĤÝô   ŹńùŅ ƈŶőģ Ŀôeƀŵ ŃƑó ëģŃņùÃ  QĽńħ ƈĵƃńĽ Ĥùô  ƇƄĮQŉģ ƀQĭ . ƄQŹƄŽƇÂ  ŴùĤQŉƃ) ſņQùÃëģŃ

ƀĽńħ (ƀŦƁ  å īĤŹƄŶŢŹô  ƄúÞźë Ŀń¶    ƃ ƃŀúƁƄÝ Ŀ ſŃĤÞŵÂ ƇĿ4 ŉģĿ ƀÝôŃƄ»ŽģģƇƃÂ Qåô  ƄŽĤŽĤŊQŽģ Ŀ
   ƃ ƃŀúƁƄÝ Ŀ ſŃĤÞŵÂƈō.ŀŽƑ ƀÝ ƄŉĤĭóŃƄ»ŽģëôëģŃ ĿƃņùÃ ƄŶùĤŉƃƄ¾Ŷúħðôåô  ĤúĭŀQŶħ ſńŉŃƃ

Ġžùƃ 4ğńŵ.

˺ Central Processing Units (CPU)
˺ Random Access Memory (RAM)

ŇƃĤŹ

ńžìŉ

 ſÂĿ êúŵ
)ÀŃƄĨúë(

¬ýæñ¬b¬mòc±ĖìÝåë¨òÝ s)«ìýòåìá(
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èá¬ñ
ƀÝƄžúº   ë ƄŞũĤĹ ƈŶőģô   žŵ ƀÝ īĤŹƄŶŢŹôŵĤƂŹÁ Ƅĭïƀ   ŴĭĤŉ ƇÅQöë .  QŹńùŅ Ŀô ƇŀQžĨŵÀ   Ŀ ƄQŹ

 ŸŊŵŵƄ¶ðƈë ĥĤĮë ƀÝôĮŉƄŵôſĿ .

Ŀ    ƄŹńùŅ ƈŶőģĬúũńŝ   ĿƄŵƄ¶    ƀŹńùŅ Ŀ ƄĭĤŹƄŶŢŹ
       ƄŹƄŽ ƀÝ ƃģ ƇƄë ƀŽ ƀžŊħ ſŃĤÞŵ ƄŵƄëƃÂ  ë ƄŹńùŅô  īĤŹƄŶŢŹ

 ƀÝžŵôŵĤƂŹÁƄĭïƀ ŴĭĤŉƇÅöë . ſĿ ƀŹŅƑ ƄŽƀŵƀùƃŀžĮŉńŹ ƄQŹńùŅe

ƀľ¾ïƀ·  ƈō ŴĮŊúĽģƃ .Ŀ Ŀóå ƄŹńùŅĤúĮì·  QŹńùŅ ƈŶQőģ Ŀô   Qŵ ƀQŶĭńÝ ƀQÝÅ
ſĿ4   ù Ĭúũńŝ ƄĽô÷ģŀöë    ŹńùŅ ƈŶőģ Ŀ ƈōô Ŋŵð  ƀŽƄſńħģńħ ƈō .   ƀùƃŀžĮŉńŹ Ŀ ƄŉĤĭ

ŹńùŅôŶúħðôŀŽƑ ƀÝóë ŴìōôïğŃƄ:

˺ Backing Storage

êŉÀ ÀŃĤƁƀŹńƉŅ ŌŶũ Ŀ
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¾Ë�¼e
e.ƀÝžŽžŀŽĤħ ŀŽƃç ƈóƄúÞźë Ŀń¶ģ ƀÝ ƃņúťģ ĿſÂƄ¾ńëôÈĠìúŵƃ.
f.ĿĿ ŀŽƃçƄĹĤŉ ƄŦƁ ĠŶĽģƃ ƀŽƄŹƄŽåôƄúÞźëń¶ìÝôĽģńÝôņúťģóƇńŵ.
g.ƀÝģĿƄŉïÖńëôƄúÞźë Ŀń¶ģ ƀÝ ƃņúťģ ĿſÂžŵÁëŃƃ īĤĺùńŎĭğÃ .
h.ĿńħĤžÉõƈùģĿƄŉïÖńģ ƀÝſÂĠìúŵƃ īĤŹƄŶŢŹ ŴÞĽ .
i.ƀÝë ƄħƄŵôƄúÞźë Ŀń¶ë ŻĤúħ ųƃŃğÃ.
j.Ŀģ ƃģ ƄĭĤŹƄŶŢŹƄìùÂú¶žƄŵƄðë ƀĽńħ ƀÝôƄúÞźë Ŀń¶ë ŻĤúħ ĬúźƁģğÃ .
k.ńħĤžÉõêúŵƀ¾ 6÷Ŀ øōïô·ùôë ŻĤúħ6ğÃ
l.ƀÝë ſĿŅſÃëôƄúÞźë Ŀ¶ńģ ƀÝ ƃņúťģ ĿſÂžŵÁëŃƃ īĤĺùńŎĭğÃ.
m.ƀÝ ƈŹĤŞŽźĮŊúŉƄŽƄëôƄúÞźë Ŀń¶ Ŀï·ôžĮŊúĽģôģ ƀÝſÂƄ¾ńëôÈĠìúŵƃ.

ed.ƀÝ ƈùĤúĮťƃŃźĮŊúŉƄŽƄëôƄúÞźë Ŀń¶žŵ ƀÝ ųƃŃſÁƄĭïƀŻĤƊħëğÃ.
ee.ńħĤžÉõƈù ĬŹƄìĹƀ¾ųƃÀ ƃģ ÷Ŀïô·ùôë ŻĤúħ6ğÃ
ef.ƈŵĤŦĮŉƄÝƀ¾Ŀ øōƇ ƀÝ ƃģƄ¾ƄĽńħŎõƃ6ƇĿ ƇƄō Ŵ
eg.ŴŹĤšŸĮŊúŉƀ¾ŀŽĿ ƃģ ÷Ŀ øōóùôƀ¾6ƇĿ
eh.ĿùŃĤëŵĤƈ ƄŵĤŦĮŉƄÝƄ¾Ŷúħðôë ŻĤúħ6ğÃ
ei.Ƈń¶ƄƊÞźë ƀŽƄŉƃńùƃƀ¾ Ŀ 6ƇĿ øōƄ¾ŶúħðƄù ƀŽƄŹƄŽôģƃĠŶĽ.
ej.ŇƃńùƃŽń¾ðƀƄúÞźëń¶ƃģƄžŽ ƀĭ ƄŽƄŶùĤũ6ƈº
ek.ń¶ƄúÞźë ƄŶĭƄžŽ ƀŵ Ňƃńùƃ Ŀ ƀĭ ƄŽƄŶùĤũ ƃģƀľ¾Žń¾ðƀ 6Ƅō øŵƄë ÷ƄúžľŹ
el.ĿƄúÞźëń¶6ĠŶĽģƃ ƀŽƄŹƄŽ ƄĽńħ ƈŶĽģĿ Ŀ
em.ƈŶőģ ƀŹńùŅƀ¾ƀŦƁ Ŀ 6ſĿ øōĿë ŃĤëƀŽÃë ŻĤúħğÃ.
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sl¬cĄ àñë§
ëñæėë± Üá�Éò²�à)K(

�±ìÝ ßëë�

§ëñæė¬b ëå�ò småì�²)««ìÞc²l�(
ŅƃÁžùƃƃńÝ øìŽƄĮŊúŽģńÝï ŴŹĤš Ŀ ŷģńŸĮŊúŉƃńÝ ģĿ ƃģ ſĿ ƀĽńħïŷģńƄúÞźë Ŀń¶ĿƄŽƃƄùģŃÀ ƃģ

ŵƄũƄŽƃŃÁŽŀúŵ Ŀ ƄĭĤùƄĮĺŹ Ŀô ƄŦƁ ƀŵ ƃģƀľ¾ Ŀï·ôžĮŊúĽģôƃ ŃĤë ƀÝ ſŃĤÞŵųÂƇÅöë .Ŀ ƀŵó
ƃńÝïŷģńƀľ¾ ƀÝïƀ·žĮŊúĽģô Ƅō ÷ƑƄë ſńŉïÏńöźōøŽÃë4ƀìŵ :ùĤũ ĿŵƄũ ƃģ ƄŽƄŶƄŽƃŃÁ

ųƃÂƄĵžŹ ƀŵ 4ƀ»ƃųÂ4Ŧĭ ƀŹĤŽ ĿúńúųƃÝĤë 4ƈ Ŀ 4 ųƄë÷ĤºƄŶùĤũ ƄŦƁ Ŀ Żė ƃģ ųƄŵŀħƄŽ ƃģ
ŵƄũƄŽƃŃÁŵŻƄ·åôë ƀŹńùŅ ƀùƃŀžĮŉńŹ ƀÝôƀŵ ôƉƄŹÄƀľ¾ ŬúŭĿ÷Ĥº ńúƁ ſńŉńĭ 4÷Ŀ ÷Ƅō
ëƃÃ   .

ĿêŊùÀÛĤ¶ĤÝƀÐŀŽĤħóƀÝMy-ComputerżìùģêúŶëƃëğÃ4žùƃ ĿƃÁŽģńÝ ƀÝ ŴĮŊú
ƃŀöë ƀÝ ſńŉMy-ComputeróŀŽĤħëƃ êúŶëğÃ4Ý ƃŀŽĿ Ŀƀ·ģŃń¾ïõŀžƇÅ ôåƄŹƄŽ ĿóÂ

žùƃƃÁ ųŀúë ųĤŢũƈúÈ.
ĿžùƃŅƃÁƄĵ ƈìŽƄĮŊúŽģńÝôìŽƃƃÂŽĤ¾ðô)f-eŃƄ»Žģ (īŃĤĨšĿƇ:

e.ĿÝ êúŵńŉƀ·(Title-Bar) :Ŀžùƃ ƈìŽƄĮŊúŽģńÝƃÁ êúŵńŉ ĿøìŽƄëĤ¶÷Ŀ .
f.ƄžúŹÝƀ·(Menu-Bar):ĿFile 4Edit 4View 4Favorites 4Toolsģ ƃHelpƄžúŹ

ìŽƃĿƄŵŃĿôſĿ.
g.(Tools-Bar)Ýƀ· :ĿŶÞĽôƄĽôÈƃÂúŶźšô Ƅù Ŀ ſŃĤÞŵ ƄŵƄë ſńŉńĭ ĿńöźōŽƄŽĤÉ

ìŽƃĿƄŵŃĿôĿſ .
h.ĿĿėŇŃÝƀ·(Address-Bar) :ƀÝžùƃŅƃÁëô ŻģƃŃ ńúŊŹƈúÈ .

˺ Windows Operating System
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i.ŵƄũƀŽƃŃÁ:ƄúÞźë ƀÝń¶ëôųƄ¶ ƀŦƁÀŵƄũ ƃģ ƀŽƃƄùģŃƀŽƃŃÁģŃƈº  Ŀ ôåFoldersĿ
ë īŃƄő ƀÝ ĥĤľĮŽģôŶúŹ ƀŵ ƄŶùĤŉƃ Ŀôƀľ¾ƃ ƃŀúŵ ĿÂĿƇ.

j.ĿžùƃƃÁīĤùƄĮĺŹ :ĿŵƄũ ƇŃĤĵŃÁ Ŀ ſńŉ ŷĤÝ ƀÝ ƀĭ ńúŊŹƄŽƃƄùģŃÀŵƄũ ƃģƄŽƃŃÁ īĤùƄĮĺŹ
ń¾ïƇƃŀž.

ï«��²áò¬

ŅƃÁžùƃ øìŽƄĮŊúŽģńÝƀÝ   ë ƀĨúō ſńƁôóŅģƄù   ŵƄũ ſƄù ĿŃÁ   Žƃ Ŀ Ĥùô  Ƅĵ ĿĬÈÂ ńúŊŹſŃĤìÈƇƄë .
ģĿ  ģ Ŀ ńúŊŹŇŃÀeÝ ƀÝƀ·ŀŽĤħóųĿƄÈƇÅöë .  ģ 4 īŃĤQĨš ŴQħ ƀÝŇŃÀÝ ƀQ· ŃĤQĵ ĿƇ    ųQĤŢũ ĤQù ńúŊQŹ

 ĬúŢŭƄŹ Ŀ ńúŊŹôìŽƄëĤ¶ſĿ

˺ Address bar

f-�ŃƄ»Žģžùƃ ƈÞŊëģ ĿŅƃÁøìŽƄĮŊúŽģńÝ
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e.ĿžùƃŅƃÁøìŽƄĮŊúŽģńÝğņúŽģńÝŃĤƁ Ŀ ƃģêŊùÀ ĿƄŽƃƄùģŃÀńöźōùôƃïğŃƄ.
2.ŃĤĵƇńúŊŹC:\Program Files\Internet Explorerƀĭ ńúúŦĭëŃƃğÃ.

èbëñæëėlē §�æ±� è��¬b

ƀÝžùƃŅƃÁëôôžúºŵƄũƀŽƃŃÁìľŹôìľŹ ƀŵô ƀÝMy-Document 4My Pictureģ ƃ
My MusicƄŽƄŹƄŽŀŽĤħóť ĿƃņùÅŽģ ƃģƃņùŃƄ»Ĥũ ƃģ ƄŽƃŀžŉùƄŶƄŽå Ƈńŵ ŻƄĮō ſŃĤÞŵ ƄŶĭĤŉ Ŀô

Ŀó ŵƄũƄŽƃŃÁ       ƀŵ ſŃĤÞŵ ƈŉńŉƑ Ŀ ƀĭStartƄžúŹ  ĤùĿ  QžùƃŅƃÁ øìŽƄĮŊQúŽģńÝ ƀQľ¾ï ƀQ·  ÷ƒĮŊQƊĽģ
Ġō.

 Ŵìōf -fŉńŉƑ ƀĭ ƄŽƃŀžŉø

(c) ketabton.com: The Digital Library



28

§ëñæëėå�¬bò èÝ ðmåì�²ìÞĕ�øĕ��ìđè¦Ąpèý¥�ò Ü�²
ĿžùƃŅƃÁƃńÝ øìŽƄĮŊúŽģńÝïŷģńžùƃ ĤùŅƃÁŵƄũ Ŀ ŃŃƄŶÞŊëģƄŽƃŃÁžÝ ſŃĤÞŵ Ƅŵŀúŵ Ŀ ƄĭĤùƄĮĺŹ Ŀƀ»

ŶöħƒöħôħôÑƇńŵ .ĿńÝ ſńúħńŉó ƀÝïƈìúũģńë ƄŽƄŶùĤũôĿŵƄũ ƄŶŹĤōƄŽƃŃÁžĮë Ŀô Ƅù ſŃĤÞŵ
ŽĤºðÃ÷ŃƄ»Žģë ŷĤÝ ƀÝôƄō ųƄúŽ÷Ŀ÷ .žŉƃģ Ŀ×ħôÑ ĿŻƄŵŀħĠō ÷ƑƄë ſŃĤÞŵƃŃƑ óŀŽƑ ƀŵ

 ſƄùſŃƄť÷Ãë.
e.ƀŵViewƄžúŹƀľ¾ƀŵFilmstrip 4Thumbnails 4Tiles 4Icons ƃDetails ListƄÑħ

ƀľ¾ù ſƄùôƃĠëĤ¶ .ħ ƈħĤľĮŽģ ĿôÑńĭž¾î4Ž ƇƃńùģĿƀÉƇńŵ ŻƄĮō .
f.Ý ƀŵ ƄŶùĤŉƃ Ŀô·eƀľ¾ViewżŎÝėƀŵ Ÿŉ ſńŉ Ŵìōë êúŶëğÃ ƀŵ ƃģ

ħ ƃĿƄĵƄŹƄÑƀľ¾ƄùƀÑħ ſƃĠëĤ¶  .
g.Ŀë ƀĽńħ ƀÝ ƄĭĤùƄĮĺŹô ƀÝžùƃÁŃƄŶÞŊëģ Ņƃ ŃóŀŽĤħøÈ êúŶëğÃëƃ4 ƀŵview ƄžúŹ

ƀľ¾ŶÞĽ ĿôƄĽôÈŃƄ»ŽģƃĠëĤ¶.

ĿžùƃŅƃÁìŽƄĮŊúŽģńÝôŃƄ»Žģ4
e .ĿViewŃƑ ƀŵ ƄžúŹó.
f .ĿÝ Ŀ ƄŶùĤŉƃô·ŃƑ ƀŵó.
g .ĿĤùƄĮĺŹƄĭë ƀĽńħ ƀÝô ƀÝÈƈëŃƃ Ŀ 4ſńŉ êúŶëƃņùÃ ńúúŦĭƃģńúÝƄĭ ƄŦƁ Ŀ

ƃö¾ğÃ.

˺ Tools Bar
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�±ìÝ à��

ñ�Ñ èÝë ë� ìåìÞñëėæå�¬bòmåì�²ð«�l ç¬±Ûìl

ƀìŵŽń¾ðƀåôųƄō Ŵùƃƃ4ƄŹÄžùƃ Ŀ Ƅō ÷ƑƄëŅƃÁìŽƄĮŊúŽģńÝƈ ƀŵ ƀŽƄŶùĤũ ƀĮŉńŹ ƀÝ ſƄù÷Ĥº
ƀľ¾ Ŵħ÷Ĥºúŵƃ ƀĭƃĿÅƃ4ƀŽƄŹƄŽ ƄŽƄŶùĤũ Ŀë ńúúŦĭ4ƃÃŽĤŉė ƀÝ ƀŽƄŶùĤũ×žŹ ƀŵ ſńŉƀ»Ĥù ƃģ ƄŉƄù

ùôë ƀŉƑńĭ ĤúħƃÃ .Ŷúħ ĿðôƄĭ ƀÝïƀ4ģƄťƃ ƀëƃÂåôžŹ ƀŵ ŴùĤũ Ƅù»ƀ ŇƑ ƀÝ ƀĭńúħ ƀŦƁ ƃģ ƄŉƄù
ƃģŃƃÂ4ŀŽƑ ƀÝóƄĭïƀƃƄë Ŵźš :

e.÷ÃŹƄŵŀŽĤħ ŴùĤũ ƀÝóÈøëƃ êúŶëğÃģ ƃDeleteżŎÝėƃĠëĤ¶ .
f.ĿĤúħ ƀÝ ƄŵƄë ƀŉƑńĭÖńëƄ¶fóŀŽĤħëƃ êúŶë ĤúħğÃ4ńĭƄ¾ŵƄũ ģĿŃÁƈō ŴĮŊúŽģńÝ .
g.ĤúħŶÞĽ ĿôƄĽôÈƃÂŀŽĤħ ŴùĤũóÈøëƃ êúŶëÃğ ƃģRestoreëĤ¶ƃ żŎÝė4ĠƄŽ ƀŵ

žŹƀ»ŴùĤũ øŶŶĭƀħ ƀŦƁ ƀÝ÷ĤºëôåôìľŹôùô÷Ĥº 4 ĿƄŵŃĿ÷Ĥº ƀÝ÷Ĥºōƈ  .
)g-fŃƄ»Žģ(

˻ Recycle Bin
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g-fŃƄ»Žģ :ƀŵ żúħ ŴìùĤŊùŃƀľ¾ ĿµúŶùÀųƄë ƀŉƑńĭ ƀĭńúħ ŴùĤũ ƇƄō

§ÝìÑìåë«ėåë §ēì� ã�µ èb�ĈĘè�èæ�l
ƀÝžùƃŅƃÁëôŵƄũ ĿƄŽƃŃÁŽƃ ĿôƄĵ ŻĤō ƀÝĬÈÂžĮë ĿôŵĤĨźŉ ƃģĬÉ Ŀ Ġō ÷ƑƄë ſŃĤÞŵ

žùƃŅƃÁ ƈìŽƄĮŊúŽģńÝúë ĿÏ ƀÝ ŴžÝ Ŀ ƇŃƄŵ4÷ĤºƄúÞźë ŴÞĽ Ŀń¶ŴŊŶŊŹƄĵĬÈÂ ģŃń¾ïŀž
ëğÃ .Ŀ ĿóŀŽƑ ƀŵ Ġō ÷ƑƄë ſŃĤÞŵ ƄŵƄŉŃ ƀĭńŉ Ŀ ŃĤëó ƃŃĤå ƃŃƑƀľ¾ƄùſğƃŃĤëƃ   :

e.ĿžùƃŅƃÁžùƃ ƀĮŉńŹ ƀÝ ƈìŽƄĮŊúŽģńÝƃÁģ ğņúŽģńÝƃƀŵViewƄžúŹƀľ¾Explorer-Bar

żŎÝėŵƄũ Ĥúħ ƃģŃÁƃĠëĤ¶ .Ŀ ƀÝóƄĭïƀŽƃ Ŀ ƀħô ƀÝö¾ńƄĵĬÈÂ Ŀh-fôÑħ ƀÝńö¾
ƃïğŃƄ.

f.Ý ƀŵ ƄŶùĤŉƃ Ŀô·ƀľ¾ 4FoldersżŎÝėƃĠëĤ¶.
g. ƀŵóŀŽƑÝƀŽƃƃģÃƃƀĮŉƃŃ:
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StartÆAll ProgramsÆAccessoriesÆ Windows Explorer

h-fŃƄ»Žģ :ĿŵƄũƄŽƃŃÁŽƃ ĿôƄĵ ŻĤō ƀÝĬÈÂ
ƀìŵŽń¾ðƀåô ƀÝh-fŃƄ»Žģëôï4ğŃƄŹ ƀŵ ŇƄƀľ¾ ƀÝïƀ·žĮŊúĽģô ŴÞĽ Ġō ÷ƑƄë ſńŉ

ƄĽ ĿôÈƃÂŵƄũŃÁúë ĿÏ ŴžÝ ƀŵ ƇŃƄŵƀľ¾ƃĠëĤ¶4ńĭƄ¾ùô ƀÝ īĤùƄĮĺŹƈÈë ƇŃƄŵôģŃ
ń¾ïŀžƈō .

ĿŶúħðôƄĭ ƀÝï4ƀë Ŵìō ƈžĭŃƄÝ ƀÝô
My- DocumentsĿúëÏ ŴžÝ ƀŵ ƇŃƄŵƀľ¾ŴëĤ¶ŽŃ żúō ƃģ ÷Ƅōîùôë ſŃƄť÷Ã÷Ŀ4

ë ƀŦƁ ƀÝôŵƄũ ĿƄĵƄŹƀŽƃŃÁ ƀŽƄŶùĤũ ƃģųĿƄÈƇÅöë  .
ƀŦƁŵƄũƀŽƃŃÁåôŵƄũ ƈšńũ ĿƄŽƃŃÁƇĿ ƈìŽƃĿƄŵŃĿ4úë ŴÞĽ ƀÝÏë ƇŃƄŵôŽƀÉƇńŵ . ƀë

ńöåĿ ƀÝ ƀĭóŽƀÉŀŽĤħóëƃ êúŶëğÃ4ŵƄũ ƈšńũƀŽƃŃÁùô ŴĮŊúŽģńÝƇÅöëģ ƃƀÝ ƀëƀÉŽ
ŀŽĤħó êúŶë4ğÃëƃšńũƈŃÁŵƄũƀŽƃÅú·Ý ƀĭńúħƇ  .
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e.ŵƄũ ĿƄŽƃŃÁŽƃ Ŀô ƀÝńö¾ĵƄƀŽƄĮÈÂŵƄũ ƈšńũ ƃģƀŽƃŃÁ ôåƀÝMy Documents
ôëžŹģŃ¹ƇĿ ƇƄō ƀĭ4ƃïğŃƄ .

f.ĿŵƄũ ƄŦƁƄŽƃŃÁŵƄũ ƈšńũ ƃģƄŽƃŃÁŽƃ ĿôƄĵ ŻĤō ƀÝĬÈÂƃïğŃƄ ôåƀÝMy
MusicôëìľŹôìľŹ ƀŵôƇĿ ĿƄĵƄŹ.

§�ÑñÝìÑ ë� ìåìÞìåë«ėÝãìý
ƀÝƄúÞźëń¶ ƃģŶöħƒöħƄúÞźë ƄƇń¶ƃńÝïƄŽƄŹģńŀŽĤħóŵ ƀŵÅôĨúō Ŀ ƀĮŉƃŃƃ ƄŵƄë ŃĤëƄžúº ƄŽƄŶùĤũ

ŵƄũ ƃģƄŽƃŃÁ Ŀ÷ĤºƁöƇńŵ ŻƄĮō ĤúĮŽƄō Ƅŵƃń .Ŀ ƀÝóë īŃƄőôƈùĤÈ ƄŵŀŽƄŹ Ŀ ŴùĤũ ŴÞĽ Ŀ
 ſŃĤÞŵńõÀŵ ƀÝ ĬĽƃŻƄ·ŀŽĤħóëńúĭğÃ .Ŀ ĿóņŽƄĮŉóžŹ ƀŵ Ŀƀ»ƃƄŵÂžùƃ ſŃĤÞŵÁƃŅĿ Search

CompanionŽĤºðĤúĭÃïƀ· ƄìŽƄĮŊúĽģ)users(ë éģƃ ƀÝ ƀĭôƄëŃƃƇ . ŴùĤũ ƀŵƀľ¾ Ŀ
ſńŉ ƄŵĿƄŵŃĿ ƀÝ ƄĭĤŹƄŶŢŹ ƈùņĵ4ƀìŵ :žŹģŃ Ŀ ŴùĤũ Ŀ 4ƀĽńħ ſƄù ŷƄŽ Ŀ ŴùĤũ Ŀ¹úŽ ƄŵƄë ƀĭƀ· Żė Ĥù

 ƄĭĤùƄĮĺŹ ƀŵ ŴùĤũ Ŀƀľ¾ ſƄù ĿĬŦŵƀŶúŉƃ ƀÝ īŃĤĨš ŸƁ Ĥù ƃģŵ ƀŦƁųƄ·ƇÅöë.
ŵ Ŀ ŴùĤũ ſƄù ĿŻƄ·ŀŽƑ ſŃĤÞŵóÝƃģÃƀŽƃë ƈŶźšğÃ :

1. ƀQŵStart ƄQžúŹƀQQľ¾ 4Search żŎQÝėƃ ĠëĤQ¶)i-fŃƄQQ»Žģ(4 QžùƃŅƃÁ ƀQQħSearch-

ResultƃÁžùƃ   ģŃń¾ïſŀž ëƇÃ) .ĿƄŶùĤŉƃ  Ý ƀŵô·ƀľ¾ ĿŽôÉ      ƀQÝ ſńŉ ƃŀúŵ ƀÝ
ŀŽĤħ ƀŦƁóĠō ÷ƑƄë êúŶë ŸƁ4ńĭƄ¾SearchŴžÝģŃ ŸƁń¾ïŀžƈō.(

i-fŃƄ»Žģ ƀŵStartƀľ¾ Ŀ
SearchżŎÝėŴëĤ¶
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g.ĿúëÏë ŴžÝ ƀÝ ƇŃƄŵôŶöħƒöħôƃĤúĮŽƄōóģŃń¾ïõŀžƇÅ)j -f .(ģĿƄù Ŀ ŴžÝóƄÝôžĮÈ ķńř ƀÝ
å ſńŉ ƄŵƄëôƀÝWhat do you want to search for?ŃƄ»ŽģƃóŀŽģÂƇÅöë4 ƀŵ

ïƀ·ģƄť ƈìŽƄĮŊúĽģƇÂôåŵ ĿŻƄ·ųƃÀƃëĤ¶ƈ .ĿŵŻƄ·ŃƑóŃĤåó ƃģųƃÀŀŽƑ ƀÝó
ųƃÀĿƇ  :

�Picture, Music or video :ĿŽģƃņùŃƄ»ť 4ƃņùÅùƃ ƃģƈùƄùÁŵĿ ƄŽƄŶùĤũŻƄ·ſŃĤÞŵ.

j-fŃƄ»ŽģĿŵŻƄ·ŴžÝ
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e.Documents (word processing, spreadsheet, etc) :ĿƄŽƃŀŽƄŉƑƃĿĤžŉģ ĤùĿ
÷Ŀ ſŃĤÞŵ ŻƄ·ŵ.

f.All files and folders : ĿƄŵƄ¶ŵƄũ ƃģ ƄŽƄŶùĤũƄŽƃŃÁĿŵŻƄ·ſŃĤÞŵ.
g.Computers or people :ƀÝë ƀìĨōôƃ ĿïĤù ƃÃƄúÞźëń¶ƄŽƃſŃĤÞŵ ƄŵŀŽƄŹ Ŀ.
h.ƀÝAll files and foldersżŎÝėŀŽĤħóëƃ êúŶëğÃ 4ĿŵŻƄ· ƀħ ŴžÝk-fôÑħ ƀĭŃƃ ƀĭ

Ƈƃ.
i.ĿĿóŀŽƑ ƀÝ ƀŽƄžŎÝė ŴžÝóųƃÀƇĿ .
j.All or part of the file name:ùģ ĿµùÁĤëƄå ĿƄĵƄŹ ƀÝ´ëôĿ ƀÝóë ƀĽńħô

ÞŎħ ŴùĤũ Ŀ Ġō ÷ƑƄëÃ ƀĽńħ ſƄù ƀŦƁ Ŀ Ĥù ŷƄŽÜùĤ¶ğÃë .ƀŵƃņúŵƄ¶ŽƄÉ *ģ ƃ?ƀľ¾ïƀ·
Ŀ ƀÝ ŸƁ ŴĮŊúĽģóĤëƄå´ëôƇĿ ƈŽƄō    .

7.A word or phrase in the file :ƀëńöåģƄťƃ ƀĭğÂ Ġō ÷ƑƄë ƄŽĿ żĮŹ ƀŵ ŴùĤũ
 ƀľ¾ Ĥù īŃĤĨš ƄùĬŦŵŵ Ŀ ŴÞĽŻƄ·ë īĤùŅŃƃ ƀĭ ƄŽƃńĮŹģŃĤÝğÃ .Ŀ ƀÝóë īŃƄőô ƀŦƁ ƀħ

å ƀŽƄŶùĤũôù īŃĤĨš øžĭŃƄÝôë ƄĭĤùƄĮĺŹ ƀÝô Ƈńŵƃ ŻƄĮōƃƈō Ŵ·ŶÝ.

j-fŃƄ»Žģ Ŀ ŴùĤũ ĿŽĤºðƃƃĤúĭÃŵ ĿŻƄ· ſŃĤÞŵŴžÝ
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ñ§ §��Ĉ
 *ģ  ƃ?ƀŦƁ ŽôÉ  å ƇĿô  žùƃ ĿŅƃÁ   ŴŹĤšŸĮŊúŉ   ſŃĤÞŵŽĤºð÷Ã Ƈńŵ ŷƄƂŪŹ .Ŀŵ ƀÝ ƄŽƄŶùĤũŻƄ·ëô

    Ŀ ƀŵ Ġō ÷ƑƄë ƄŉĤĭó   ƄŽƄŵƄĨźŉƀľ¾ïƀ· ĠŶĽģƃ . Ŷúħ Ŀðô  Ƅĭ ƀÝïƀ4   ƀÝsearch ́ ĤQëƄå  Qëô
ƀŵProg*êúŵńŉ    ŵ ŴùĤũ Ŀ ſńŉŻƄ·  ńƁ Ŀ   ŵ Ŀ ŴùĤũ ƀŦƁŻƄ·  Ź ƀÝŢ ÷Ŀ Ĥž   ôå  ƀÝProgëƄƉƃô ſńQŉ
ŶúÝúƇÅ .ƀë ģƄťƃƃÂ åô  Ńƃ ĿÀųƄ¶  å ƀŽƄŶùĤũô   ƄQúÞźë ƀÝń¶  Qëô      ƃ ƇĿ ĿƄQĵƄŹ ƄúQÈ4  ģĿ ƄQŽųƃÀ

Ƅìúŵ*.doc

:Look inƀŦƁƀŽƃƄùģŃÀŵƄũ ƃģƀŽƃŃÁåô4ĠëĤ¶ƈ·ŶÝ .ĿŶúħðôƄĭ ƀÝ Qïƀ 4 ƀQÝ)j-f ŴìQō( Qëô ƀQÝ
ƄúÞźëń¶ëôĿŃĤƁÀêŊùÀųƄ¶ƀŽƃƄùģŃÀŵ ĿŻƄ· ſŃĤÞŵŴëĤ¶ƇĿ ƇƄō.

When was it modified :ĿĿó ƀÝ īŃĤĨšž¾î Qëô   Që ŌQŶũ ƀQÝô  Qħ ƀŶŹĤQōż·  ƀQÝ ƀĮìQÈ
  ƇŃƄŵ4ƇŃĤìÈ  Ŀ ƀÝó ħż· ŀŽĤħó      ģ ƀQÝ ĬQĽƃ Ŀ Ġō ÷ƑƄë ſńŉ ƄŵƄë êúŶë ƀÝſÂ  īĤQŹƄŶŢŹ
ŵ Ŀ ƃģŻƄ·úŽƀ· ŸƁ ĬĽƃ ƃģĠëĤ¶ƃ.Ŷúħ ĿðôƄĭ ƀÝïƀ4 Ŀpast monthƀÝ ƄŶëĤQ¶   ÷ƑƄQë ſńQŉ

   å ƀŽƄŶùĤũ ƀŦƁ Ƅōô   ë ĬōĤúŹ ſńúĭ ƀÝôƄĵÂ   QìÝ ƀQŽƄŽƄŵŀħ ƃģ ƇĿ ƇƄQōô  ƇĿ ƈQŶťģŃ ƄQ·ŶÝƃ .
 ĿńÝ ſńúħńŉóFrom:ģ  ƃTo:ƀŽƄžŎÝė   ŶÞĽ Ŀ ŸƁôƄĽôÈë ƀŶőĤũ ƈŽĤŹŅ ſƄù ƀÝô  Ŀ ƄŽƄŶùĤQũ Ŀ

úŽƄ·Ƈńŵ ŻƄĮō ſŃĤÞŵ ƄŵŀŽƄŹ Ŀ.
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�±ìÝ àêå

ælýÜæb Ûë¬(Control Panel)�§ ëÛë«�l èÎé
žë· ŴžÝ ųƃńe  žùƃ ĿŅƃÁ   Ŀïêúũģń  ſĿ ƀĽńħ4   Ŀï·ô   ſŃĤÞŵ ƄìŽƄĮŊúĽģńõÀ  ƀŽƄžŎQÝė ńQŵƇ ƃģ  ÷ƄQŦƁ

   Ŀ ƀŵ ƈō ÷ƑƄëó   ƄŶùĤŉƃ)žëųƃń· ŴžÝ (ƀľ¾    ƀQÝï   žĮŊQúĽģ ƀQ·ô    Që ń¶ƄQúÞźë ƀQÝ ſńQŉô QŵƄŽÃŹƈ
 ŵƃģŃ ƀŽƄŽƄŵŀħ4ƈ ƀìŵ : ŃĤƁ ĿńùƃÀ        Ŀ 4ŴĮŊQùģ ƃģ ųƄĭĤQùŅŃƃ ƄŵĤŦĮŉƄÝ Ŀ 4ųƄĭĤùŅŃƃï Q·ô ƈìŽƄĮŊQúĽģf

ſŃĤÞŵ  ëģ ĿŽƄµ Ƅĵ4ųƃÂ   ŀŽĤħ ŸĮŊúŉ ƀÝó  ƈŉńŉƑ ĿgĿ  ŻƄŵŀħ ƄŚùģńō  4Ŀ ħçô   žùńÝ Ŀ 4ųƄĭĤùŅŃƃ ńQ·
 Ŀ 4ŸúŞžĭïÖÃť Ŀ 4ŸúŞžĭƃņùÅŸúŞžĭ ƄúžŉŃ 4ĿƄŹŷÀŃƄŽ ƃģ īĤźúŞžĭ .

ĿžùƃŅƃÁë ƄŽƄŽçŃƃ ƄùƄŽ ƀÝ4ôžëųƃń·ƃĿ Ŀ ŴžÝƃƄŵƃÀ 4Ƈƃ øìŽƃĿƄŵŃĿ ƄŽôžŢùêúŉƒëh

ŃƄ»Žģ ƃģ Ŀë·ŃƄðÖiŃƄ»Žģ .ģĿå ſĿ ſĿƄĵƄŹ ĤúĮŽƄōôïƀ·ŹƄë ƀŵ øìŽƄĮŊúĽģôħôÑƀľ¾ïƀ·
ħ Ŀ ƃģ ƈŶĽģƄÑžùƃ Ŀ żŎÝė ŻƄŵŀħ ĿŅƃÁúë ƀÝƀÑģƄĽëô÷Ŀ īƃńÝ .žë Ŀųƃń· ŴžÝńõÀ ƀŽƄžŎÝė

ħ ƃŃƄŽ ƀÝƄÑƃ ƈŉńŉƑ Ŀ ŸƁÂ Ŀ 4ƇĿôðŶúħƄĭ ƀÝï4ƀ ĿôŽĿƄÈĤÝ ĿôÐ Ŀ Ƅō ÷ƑƄë īĤźúŞžĭ
êŊùÀĥĤ¶ùŎĭ ƀÝųĤ)Recycle Bin(ŀŽĤħó ĿÈƈŃƑ ƀŵ ƄŵƄë êúŶëóë ſńŉńĭƃÃ  .

êúŉƒëŃƄ»Žģ :Ŀ ƀÝóŃƄ»ŽģëôĿžëųƃń· Ŀ ŴžÝïÏńöźōƃńÝïƀŽƃņùÁžŵ ƄŽƄŹģń (short
cuts)ģŃƈº  .ģĿŃĤō¶ìƀŽƄ·jĈƑƄźŢŹīĤĺúŕƄĭ)ĿŹĤŽ ƀŵ żŎÝėƀƀĭńÝ (ŽƀƇńŵ.

Ŀë·ðÖŃƄųĿƄÈ :ƀŵŶöħƒöħë Ƅ·ðƄùŃƄƀľ¾ƄĵÂƄōƇĿ Ƈ .å ƃńŵƃ ĿĤù ƀÝ ŀùĤħôžùƃ ƀÝŅƃÁ
Ŋùƃ4Ĥ·žùƃŅƃÁkžùƃ ƃģŅƃÁÝ ňëģƈëôģƃĿ ģĿſÂôŽĿƄÈƄùƀ¾Ƈńŵ ńúÝƄĭ .ƀÝk-fŴìōëô

ģƃĿ ģĿ ƄŉĤĭſÂħôÑ ĤùôŽĿƄÈžùƃ ƀÝŅƃÁŊùƃĤ·ëôĠžùƃ .žë ƀÝųƃń·ë ŴžÝô ƃĿƄĵƄŹƄŽƃņú¾ Ŀ ƀĭ
ĭŃƃîŀŽƑ ƀÝ ſŃĤÞŵóƄĭïƀëƃ ŴźšğÃ .

8.ƀŵStartƄžúŹƀľ¾ńÝControl PanelŀŽĤħ żŎÝėó êúŶëğÃëƃ4ńĭƄ¾žë ƀÝųƃń·  ŴQžÝ
ëô ģŃ ŴùĤŉƃ ĿƄĵƄŹń¾ïŀžƈō.

˺ Control Panel
˻ User Account
˼ Accessibility Option
˽ Classic View
˾ Category View
˿ Shortcut
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StartÂÀÌ»
ƀÝ žëųƃń·   ŀŽĤħ żŎÝė ŴžÝóƀĮŉƃŃƃ ƄŵƄë êúŶë ƀŵ4  Qå ƀĺŪQő ƀŦƁô  ƀQÝk-f ŴìQō Qëô  ųŀQúŵ

ƇÅöë4 ŴĮŊúŽģńÝƇÅöë .ģĿĤÝƀÐ  Ƅĭ ƈQŕńũ ƀQÝ Qïƀë Ŀ·ð ƄQùŃƄ QÝ ƀ ƄŵĿƄQÈ ŀQŽĤħó ŃĤQúšõƇÅ ƄQŹ ƃģÄ
 êúŉƒë ƀÝ ƀŦƁ Ƅō ÷ƑƄëŃƄ»Žģģƃ ŸƁƃƃÂ.
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k-fŃƄ»Žģ :Ŀžëųƃń·ë Ŀ ŴžÝ·ðƄùŃƄƀŽĿƄÈħ ĤùôÑ

l-fŃƄ»Žģ :Ŀžëųƃń·ë Ŀ ŴžÝ·ðƄùŃƄƀŽĿƄÈ ĤùŃƄ»Žģ
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sl¬cĄ àñ«§
«ë�b�bñæûë¬bpß�¬

MS PowerPoint
 à²Ý�±ìÝ

èb¬bñå®ýòä¶lēø± §ñė�ñä¶Ĕė
Ŀ ŽņùńÝ·żŎú    ë ŴùĤũ ſƄù ƀÝô         ùƒQŉ Ŀ ĠQō ÷ƑƄQë ƄQŉĤĭƄŽƃÁ      ĿĤù Ŀ ĤQù ģƄQĮĺŹĿ ƄŽƄĮQÈ  ģƄQĮĺŹ

ķƒőģ  ù Ĥùô ģµõÁõ ëğÃ .ùƒŉ ĿÁŶÞĽ Ŀ ſŃĤÞŵ ŻƄźŉ Ŀ ģƄĮĺŹ ĿôƄĽôÈ ŀQŽĤħ żĮŹ ƀÝó  êQúŶë
ëƃğÃ   Ŷë Ŀ ƃģ×  ĤÝ ƀŵôÐƀľ¾   ƀÝïƀ· žĮŊúĽģô    ë żĮŹ ƀÝ ſńŉô  ŻƄźQŉ  ĠQŵƃģŃ .  ŀQźƁ ƀQÝóƄĭ Qïƀ
ĤùĿĿƀŽƄĮÈ   ƃ ŻƄźŉ Ŀ ŸƁÂŶúħ Ŀ 4ƇĿðôƄĭ ƀÝïƀ4 ƀÝNoteŀŽĤħóëƃ êúŶëğÃ ƃģŽń¾ Qðƀ Qåô

ģƄťğÂ4ë ƄŦƁ ƀÝôĠŵƃģŃ ŻƄŵŀħ)e-gŃƄ»Žģ.(

e -gŃƄ»Žģ

(c) ketabton.com: The Digital Library
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§�lìf ä�áú
ĿżĮŹĤëƄå´eũĤŉƃńìùĤŹ ƀÝµžùĤÝŃƃĤÝµƃńÝïŷģńëô ƄŶùĤŉƃ ƄźƂŹ ƀŵ ŸƁƀľ¾Ŀ÷ .Ŀ ƀŵó

 ƄŶùĤŉƃƀľ¾ïƀ·ƄŹ ģĿ ƀžĮŊúĽģŠŭå ƇƄëģŃ ŇƑ ƀÝôƄŹÄùƒŉ ſƄù ƀÝÁëô ƀÝ ĬúŢŭƄŹ żĮŹ Ŀ
ſņúŵƄ¶Ƅĭïƀžëųƃń·ëƃÃ .Ŀ ƀÝóë īŃƄőôƄŹÄùƒŉ ſƄù Ŀ Ƅō ÷ƑƄëÁë ƀĽńħ ſńƁ ƀÝô Ƅù

 ńƁ ƀÝ żĮŹŃƄ»ŽģåôģƄťƃƃÂ4÷Ĥº ƀÝ÷ĤºëƃÃ .ĤëƄå ƀŵ żĮŹ Ŀ´ƀľ¾ Ŀï·ôžĮŊúĽģô ſŃĤÞŵ
ÝŀŽƑ ƀóƄĭïƀëƃ ŴźšğÃ) :f -gŃƄ»Žģ.(

§¬Á «�lñèÖ
e.ĿÝ ƀÝ ƄžúŹ ƈŶőģƀ·ŀŽĤħóInsertë ƄžúŹô ƀÝText-BoxŀŽĤħóëƃ êúŶëğÃ .
f.ŽŃģŀźƁðƀ ŸŉŃ Ŀ Ġō ÷ƑƄë ƄŉĤĭÉëƄŶÝ ƀÝƀ·ŀŽĤħóƀÝżìùėŀŽĤħó ƀÝ

Ƅĭ ƀźúŮĮŊŹïƀëƃ êúŶëğÃ.
g.Ŀńë ŇƄŹùƒŉ ƀÝ ńŉÁŀŽĤħóŶÞĽ ĿôƄĽôÈ÷ĤºŉƄù ƀĭĠ.
Ŀúë ŇƄŹƀÑħż·žú¶ðƀùƒŉ Ŀ ƀĭ ŇƄŹ ƃģ ĠĭĤŉƃÁëŃƃ ĬëńĹ ļŹńÝğÃ4ńĭƄ¾ĤëƄå żĮŹ Ŀ´

ƄĵÂƈō .ƄĵÂ÷ƄōĤëƄå´ŀŽƑ ƀÝ ŀùĤħóÀųƃƇƃ:

f-gŃƄ»Žģ :ĿŴìúŵ ´ĤëƄå Ŀ żĮŹ

˺ Text Box

´ĤëƄå ƄŶìƊŵ Ŀ żĮŹ Ŀ

(c) ketabton.com: The Digital Library
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ƀĮŉƃŃƃå ƀŦƁ ƀŵôƄĵÂƄō÷ĤëƄå´ƄĽ Ŀ ƄŉĤĮŉôÈ ƀÝ÷Ĥºëô÷Ĥº ƀÝ÷ĤºƄō. ƀĮŉƃŃƃ
ĤĭĤëƄå żĮŹ Ŀ Ġō ÷ƑƄë Ƅŉ´ùƒŉ ŴÞĽ ĿÁë ƀĽńħ ſńƁ ƀÝô÷Ĥº ƀÝ÷ĤºëğÃ .ôžŢù Ŀ

ùƒŉÁúë ƀÝƀÑ Ĥù ģƄĽ×Èë ģƄĽ4ôžĭŃƄÝ ƀÝ×žùŀŽƑ Ĥù×ë ƀĽńħôôù÷Ĥº ƀÝ÷ĤºëğÃ ƃģ
ƄĽ Ŀ ŴÞĽôÈƃÂÝ ĦŶŚŹìôĠìúŵƃ .

èĉåë�pèđÜéë

ºžúôƀŽƄĮĽƃĿŽņùńÝ·żŎúùƒŉÁƀÝŶöħƒöħƄƄĽńħëôùĤħŀƀŵŽÉƄƃģńöźō¾ƀľï·ƀƄŶĽģƃ .Ŀ
ŽÉƄƃģïôÑſŃĤÞŵƀŵŹŃĤũµƄžúŹ¾ƀľƀÝŀŽƑóƄĭïƀŴźšƃƄë:

e.ƀŵŹŃĤũµƄžúŹ¾ƀľƀÝBullet & NumberingżŎÝėŀŽĤħóêúŶëëƃÃğ .
f.ĠžùŀŽƑĤÝÐƀŴĮŊúŽģńÝƇÅöëƃģĿŶÞĽôƄĽôÈƃÂŽÉƀƃ¶ĠëĤ .
g.OKħ·żĠƁƃƃ.

 ĿźōöóńŽƄžŎÝė ƄŶƁƃƄ
źō Ŀ ŴƁƃ ƀÉŽö ųƃÀ ƀÝ ƃń

 ƄÉŽ ƃģ ĤĨŪŵģ Ŀ ŴƁƃ ƀÉŽ ƃģ
ųƃÀ ƀÝ

OKż·ħ

(c) ketabton.com: The Digital Library
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ƀëťƃģƄÂğĿŴÞĽŀžŉƀÝºƄžúƄĽńħŀŽĤħóńöźōſƄƁƃƃ4ƀŵŹŃĤũµƄžúŹ¾ƀľƀÝŀŽƑóƄĭïƀ
ŴźšƃƄë  :

e.ƀŵŹŃĤũµƄžúŹ¾ƀľƀÝBullet & NumberingżŎÝėŀŽĤħóêúŶëëƃÃğ .
f.ŀŽƑóĤÝÐƀŴĮŊúŽģńÝƇÅöë4ƀÝNumberedżŎÝėŀŽĤħóŶëúêëƃÃğ.
g.ĿŽôÉùģÉƄŵĿƄÀųƃĿńöźōƃùĤĤĨŪŵģƀÝƄĭïƀƃ¶ĠëĤ .
˽.OKħ·żĠƁƃƃ.

 ƄŶëĤ¶ Ŀ ƄÉŽ Ŀ

OKħż·

(c) ketabton.com: The Digital Library
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�±ìÝ à²Ýëìñ

èbø±ñėlēÍ §ěë�«ÛĘ
ĿŽņùńÝ·ùƒŉ ƀÝ żŎúƄŽƃÁëôť ĿÅƃģŃųÂŉģĿ ƀŵ ŸƁô ƃƃĤúĮŽƄōƀľ¾Ŀ÷ ôåũĤŉƃńìùĤŹµ

žùĤÝŃƃĤÝµùôƃóŀŽģÂƇƄë .Ŀ ƀŵ Ġō ÷ƑƄë ƄŉĤĭóƃĤúĮŽƄōƃƀľ¾ ƀÝïƀ·žĮŊúĽģô ńƁ ſńŉ
ųƃÀťÅĿ ĤùŶÞĽôƄĽôÈťÅåôŽņùńÝ Ŀ·öƃ Ŀ żŎóŀŽģÂ ĬĽƃ ƀÝ ƄŵƄëſńŉńĭƇÅöë4 ŴÞĽ ƀÝ
ùƒŉÁëôë īĤùŅŃƃğÃ .ť ĿÅƃģŃ ĿƄŵÂŀŽƑ ƀÝ ſŃĤÞŵóƄĭïƀëƃ ŴźšğÃ :

e. ƀŵ )Insert (ƄžúŹƀľ¾ ƀÝMovie & SoundsżŎÝėŀŽĤħóëƃ êúŶëğÃ.
f.ƀĮŉƃŃƃ ƀÝ ĤúħSound From FileżŎÝėŀŽĤħó êúŶëğÃëƃ .

ƀÝ Ŀó   żŎÝė )ƃĿƉ  ŸżŎÝė (ŀŽĤħó        ŵƄũ ƄQŉĤĮŉ ſńQŉ ƄŵƄë êúŶë ƀÝ ƀQŽƃŃÁ   ģŃń¾ï õŀQžƇÅ  ƃģ
    ť ŴÞĽ Ġō ÷ƑƄë ƄŉĤĭņùÅ    ŵƄũ ƀŦƁ ƀŵ ŴùĤũŃÁƀľ¾ åô  ìÝ ŴùĤũô   Ŀ īƃńQÝ÷4ƃ ĠëĤQ¶. ƀQÝ óĿ

ƀïƄĭ    ƄŉĤĮŉ ŴùĤũùƒŉÁƀĭ ƃģŃųÂƇÅöë .ŽŃģŀźƁðƀ    ť Ġō ÷ƑƄë ƄŉĤĭņùÅ  ƀŵ ŴùĤũCDƀľ¾  ƀÝ
 ùƒŉ ŴÞĽÁ ëô÷Ĥº   ƀÝ÷Ĥº ëğÃ . ĿĤù ƀÝ ğńŵƃ4 ŽģņùŃƄ»   ùƃ ƃģ ƀŽƄŶùĤũùƄùÁƈ   ƃģŃ ƀQŽƄÞúŶëųÂ   ƀQÝ

ùƒŉƄŽƃÁ ëô   ƇĿ ƈŽƄō ŸƁ . ģƄťƃ ƀëğÂ ùƃƈùƄùÁ   ùƃ Ĥù ÜúŶëƈùƄùÁ   ŴùĤũƀÝ   ùƒQŉ ŴÞĽÁ  Qëô
÷ĤºÝń÷ĤºëğÃ4žĭŃƄÝ ƄŽ×ë Ńģńìĭ ƀŮùńřğÃ  Ĥúħ ƃģMovie From fileżŎÝėƃĠëĤ¶.

g-gŃƄ»Žģ :ƀÝùƒŉÁëôť ĿÅƃ ƃģùƈùƄùÁƃģŃ ÜúŶëųÂ

(c) ketabton.com: The Digital Library
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èbø±ñėlē� §ñâæò ì¡¬Á § ä¶Ææ�ò  à
ƀŵĿó żŎÝėƀľ¾ ƀÝïƀ·žĮŊúĽģôŽƄŶìō Ġō ÷ƑƄë ƄŉĤĭ ſńŉƀƄžĮŹ 4Žƀ 4ƀĽńħ ſƄù żĮŹ Ŀ 4

ŽƄìúŵńŉƀŀŽƑ ƄŽƄìúŵńŉ ƀŵ 44óŽģƀŽƃŃƄ» ŃƄŽ ƃģƀŽƃņú¾ƄĽ ƀÝĬÉºĠŵƃģŃ .ë ÷ĤÝ ƀÝô ƄŉĤĭ
 Ġō ÷ƑƄëŴöħƒöħƄĽƀŽƄĮÉº4ƀìŵ:žåƄë 4ųƄë ÷Ƅŵ ƃģ ƈųƃńƁĤŝ ƃģ ųĿƄÈ 4ųƄĽń¾ ƀÝ ŃƄŽ ƃģ

ŽņùńÝ ŴÞĽ·ë żŎúôë ŸúŞžĭğÃ . ƀÝſņƊŵƄ¶ƄĭïƀƄĽĬÉºŃĿ ƀÝóë ƄŽƄĮĽƃôƃ ŨùńŢĭ ĿÂ
Ŀ÷   .
e.ĿĬĽƃ ƀÝ ƄŶĭƄžŽ)Entrance(
f.ĿóŀŽģÂƃĬĽƃ ƀÝ ƄŵƄë)Ŀžú¶ðŃĤſŃĤÞŵ()Emphasis(
g.ĿĬĽƃ ƀÝ ƄŶĭƃ) Ŵħ Ŀņú¾ŊÝŃƃ ĤùôùƒŉÁ ƀŵƄŵĿƄÈìľŹô ()Exit (
ƀŵ ƄĭƑĤĹ ƄúžĭŃƄÝƀľ¾ńƁ ƀÝë ſƄùôìľŹôìľŹ ƀŵôŴëĤ¶ ƀŽƄĮëńĹ ƇƄō ŨùńŢĭ ƃģ ƇƄō

Ƈńŵ ŻƄĮō .
ĿSlide showƄQQžúŹŃƑ ƀQQŵóQQåôƄžúŹ ƈŶQQőģ ĿQQïƄŽĤÝ ƀQQÝƀQQ·ŀQQŽĤħóſĿ ƀQQĭńÝCustom

AnimationżŎÝėë êúŶëğÃ4ńĭƄ¾ģ Ŀù Ŀ żŎúźžƄŶëĤ¶ĤÝƀÐ ƈō ƀŵĤŢũ)h-g(ŃƄ»Žģ.

h-gŃƄ»Žģ :ĿģùžŎúźžƄŽƄŴëĤ¶

(c) ketabton.com: The Digital Library
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ƀÝžùĤÝŃƃĤÝµfddgƃńÝïŷģńëô ſńƁ ƀÝ Ġō ÷ƑƄëńöźōſåôģƄťƃğÂ ſƄù Ŀņú¾ ƀÝ ſŃĤÞŵ
ùƒŉÁëôģ Ĥù ĬëńĹùë īĤùŅŃƃ żŎúźžğÃ . Ŀņú¾ ĥĤľĮŽģ ƀŵƀľ¾ ƀÝ ƀĮŉƃŃƃAdd Effect

ż·ħŀŽĤħóëƃ êúŶëğÃ ƇƄō ĥĤľĮŽģ 4ņú¾ƄĽ ÷ƄŽ ƀĭĬÉºĤùŅ ŃƃÅöĭƇ.
ĿAdd effectħôž·ƃ ŸƁ ĬĽƃ ĬëńĹ Ŀ ſńŉ ƄŵƄë êúŶë ƀÝĠëĤ¶ .ģƄťƃ ƀëğÂåô

ƄĽĬÉºë ųŀħ ĤúħğÃ4ŹƄŵ÷Ã Ŀ
ĤÝôÐžŹ ƀÝ×ž»ë ƀĽńħôņú¾
ƃĠëĤ¶åôĿ ƀÝó Ŀ ſńŉ ŃĤë

Add Effectħż· ƀÝChange
ŀŽĤħóŵŀħöƇÅžìľŹ Ġō ÷ƑƄë ƃģƈ

ĬëńĹƀĭ ńúúŦĭŃƃëğÃ .

Ŀģùƃģ ĿĤĶùģ Ŀ żŎúźžïÏńöźō Ŀ ĥĤľĮŽģ Ŀ ƄŽƄĮëńĹųƃÀŶÞĽ Ŀ ƃģôƄĽôÈƃÂģ ƀÝ ĬëńĹſÂ Ŀ
Ƅù Ŀ ſŃĤÞŵ ƄĭĤĺúŕƄĭ ƄĭĤùŅ ƃŃƄŽŸŊŵƃŵƄ¶ðƈ Ŀń¶ƄúÞźë ŸŊŵ ĥĤĮë ĿƈëńÞ¾ëƃ ƀŢĵģńŹ ƀĭğÃ  .

èbø±ñėlēå� §«ìāÛìf�
ƀÝùƒŉƄŽƃÁëôŽģ ĿŃƄ»ũĤŉƃńìùĤŹ ƀÝ ųƄåģµžùĤÝ ŃƃĤÝµƃńÝïŷģńëôĤúĮŽƄō ƃĿƄĵƄŹ ƀŵ ƃƃ

ƀľ¾Ŀ ƀŵ ƃģ ƇĿó ŻĤìŹģƀľ¾ ƀÝïƀ·žĮŊúĽģôƄŹ ſńŉÄŶÞĽ Ŀ Ƅō ÷ƑƄëôƄĽôÈŽģŃƄ» ƀÝ
ùƒŉƄŽƃÁëôƃƄåģƃ .žùĤÝŃƃĤÝ ƀÝµƃńÝïŷģńëôŽģ Ƅō ÷ƑƄëƀŽƃŃƄ»ƃĿ ƀŵƃùƒŉ ƀÝ ƃŃƑƄŽƃÁ

ëôƃƄåģƃ :
ƀìŵŽń¾ðƀåôŃƃ ƀÝ ƄŉĤĭÀƃńÝïŷģńëôŽģ ĿŃƄ»ƃģŃųÂë ſĿŅ4ųÃĿ ƀÝóƃńÝïŷģńëôƀħ ŸƁ

ƃ ƀŦƁƃÃú¾4ƀìºåôžùĤÝŃƃĤÝ ƀÝµëôŽģ ĿŃƄ»ŽņùńÝ Ŀ ųƄåģ·Ƅĵ ƀÝ żŎúƄŵƃÂëôńõÀģżùÂ
ƇĿ .ë Áùƒŉ ƀÝôŀŽƑ ƀÝóƃĿƃƄŮùńřƄō øŵÂƃģŃ ŃƄ»Žģ ſńŉ:

(c) ketabton.com: The Digital Library
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e.ƀŵŃė ÜúŶë´žħųÁƀľ¾Žģ ĿŃƄ»ƃģŃųÂ
f.ĿŶÞĽôƄĽôÈ ŴùĤũ ƀŵƀľ¾Žģ ĿŃƄ»ƃģŃųÂ

èÝÞlò«� aúè¦Ąå� §«ìāë�«ÛĘ
ƀëģƄťƃƃÂ ƀŵClip Artƀľ¾ŽģƀŽƃŃƄ»

ùƒŉ ŴÞĽ ƀÝÁëôƃƄåģƃ4ŀŽƑ ƀÝóƄĭïƀ
ƃƄë Ŵźš :

e.ƀŵInsert ƄžúŹƀľ¾ 4ĿPictureżŎÝė
ŊÝŃƃ ƃģôClip ArtĠëĤ¶ƃ .

f.ƀÝƄō ŴĮŊúŽģńÝóë ƄžúŹô)h-g
ŃƄ»Žģ( 4ƀÝŵŻƄ·(Search)´ĤëƄåëô

ĿŶÞĽôƄĽôÈŽģŃƄ»ŷƄŽ  Ĥúħ ƃģ Ġìúŵƃ
GOż·ħĠƁƃƃ.

g.ųƄ·ŵģ ÷ƄōŽŃƄ»ŀŽƑ ƀÝóë ƀĽńħôģŃń¾ïõŀžƇÅ .
h.ĿŶÞĽôƄĽôÈŽģ ƀÝŃƄ»ŀŽĤħóëƃ êúŶë Ĥúħ4ğÃŽģŃƄ»ùƒŉ ƀÝÁëôƃģŃųÂƇÅöë.

h -gŃƄ»Žģ :ƀŵŃė ÜúŶë´ƀľ¾Žģ ĿŃƄ»ƃģŃųÂ

ÊeZ»Â¸ »�É�Â·ZÀ°e ð��áìÞÊáüĜhìÝ�æm
 «ìāå� § ēl ėñø± èb

Ûìf�

(c) ketabton.com: The Digital Library
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�±ìÝ à²Ýë§

èbø±ñėlē§«�fúë�«ÛĘ
ƀÝžùĤÝŃƃĤÝµƃńÝïŷģńëôŃĤå Ŀ´ƃģŃ ĿƄŵÂĿƄĵƃ ŸƁ ĤúĮŽƄōƇńŵĿ ƀŵ Ġō ÷ƑƄë ƄŉĤĭ 4ó

 ŻĤìŹģƀľ¾ ƀÝïƀ·žĮŊúĽģôŶÞĽ Ŀ ſńŉôƄĽôÈŃĤå´ ƀÝïƈìúũģńƄĭïƀ Ŀńöźō Ŀ ƃôŽĿƄÈ
ŽņùńÝ ŴÞĽ ƀÝ ſŃĤÞŵ·ë żŎúô÷ĤºÝń÷ĤºëğÃ  .ùƒŉ ƀÝÁëô Ŀ īŃĤå Ŀ÷ĤºÝń÷Ĥº ƄŵƄë

ƀŵ ſŃĤÞŵ(Insert)ƄžúŹƀľ¾ŀŽƑ ƀÝóƄĭïƀĠŶĽģƃ ŃĤë:
1.ÃŹƄŵ÷ĳŃĿ ƀÝ(Insert)žúŹŀŽĤħ ƄóêúŶëëƃğÃ .
2.Ĥúħ ƀÝChartóŀŽĤħëƃ êúŶëğÃ4ńĭƄ¾ùƒŉ ƀÝ īŃĤåÁëô÷ĤºÝń÷Ĥºƈō .

ƄŉĤĭ ŽŃģŀźƁðƀ    ŉ ƀŵ Ġō ÷ƑƄëÀŃÁž· Ýô·ƀľ¾ ŃĤå´   ùƒŉ ŴÞĽ ƀÝÁ ëô Ńƃ  Që īĤùŅğÃ .
 Ŀ Ŀó       ƄŹƄŽ ƀÝ ſŃĤÞŵ ƄŵƄŉŃ ƀĭńŉ Ŀ ŃĤëóÂ Ýƀ·ëô ŃĤQå Ŀ ƀŦúŽ ƀÝ ŤúŽ´   ŀQŽĤħ żQìùė ƀQÝó  êQúŶë
ëƃğÃ .ŃĤå´ģ ƀÝĭĤŹƄĭƀìúƄĭïƀùƒŉ ƀÝÁëô÷ĤºÝń÷ĤºƇÅöë .)i-gŃƄ»Žģ.(

 Ŵìōi-g :ƀÝùƒŉÁëôŃĤå Ŀ´ųƄåģ
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ìåú
ôžúºŉģĿôå Ƈńŵ ŻƄĮō ŸƁ ŴùĤŉƃô ƀÝųƄ¶ƃńÝ ňúũėïŷģń) ňúũėŵƄ¶ðƀ (ëô ſńŉ ƀŶħ ƀŵƄù

ƇĿ ƀĭŃƃ.ŀŽƑ ƀÝ ŴùĤŉƃ ƀħĤŎŹ ģĿ ƄŉĤĭóƄĭïƀĠžùƃ  .
ƀŦƁŉƃå ŴùĤô ňúũė ĿŵƄ¶ðôƄŵĤŦĮŉƄÝ ƃŃƄŽƃńÝ ĤùïƄŽƄŹģńƇĿ ƀĭŃƃ ƀĭ:

Ŀë ŸŉŃƄŶÉå ŴùĤŉƃô Ŀ ŴùĤŉƃ ƀĭŃƃOfficeƃńÝïƄŽƄŹģń ƀÝŵƄ¶ðƀëô Ƈńŵ ŻƄĮō)j -gŃƄ»Žģ(.

)�–�(ŃƄ»Žģ ňúũė ƀÝŵƄ¶ðƀëôŴùĤŉƃ ƀĭŃƃ ſńŉ

Ŀ AutoShap ƄŶùĤŉƃ ƀĭŃƃ ſńŉ ƀŵ ŸƁ ŴùĤŉƃƀľ¾å ƇĿôĿ Ġō ÷ƑƄë ƄùƄō ƃŃĤúĭ ƀŵ ƀŦƁ
ħƄÑƀľ¾ïƀ·ĠŶĽģƃ)k -gŃƄ»Žģ.(

)ŃƄ»Žģk -g (ĿƄÑħ ƃŃĤúĭƈŶúŉƃ

(c) ketabton.com: The Digital Library
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§Þc¥ēì¥ēĈì¥�ĉĀM

ƀÝƄĽ ƀŶÞĽƀÈƄĽ ĿĬÉºģ ĤùùżŎúźžžùĤÝŃƃĤÝ Ŀ ŸƁ ųƃńħģńħµƃńÝïŷģń ƃƃĤúĮŽƄō ƀŵƀľ¾ƇĿ .
Ŀ ƀŵ ƄŉĤĭó żŎÝėƀľ¾ ƀÝïƀ·žĮŊúĽģôŽģ 4 żĮŹ Ŀ Ġō ÷ƑƄë ſńŉŃƄ»ĤùŷƄë Ŵħņú¾ Ŀ

 ŴúÝ Ŀ ſŃĤÞŵ éńĺĭøì¶Ŀ ƃģå ƀŦƁĤúĮì·ƃĠëĤ¶.ƄĽ ƀŶÞĽ ƀÝƀÈƄĽ ĿĬÉºžŹģŃ¹ ſŃĤÞŵ ƄŵƄë ƀĭ
ŀŽƑ ƀÝóƄĭïƀëƃ ŴźšğÃ .Ŷúħ ĿðôƄĭ ƀÝïƀ4ƄŹÄģƄťƃÂùƒŉ ĿÁå ƀĭ êúŵńŉô÷Ŀ żĮŹ Ƅù4
ŶÞĽ ĿôƄĽôÈģùƄĽ Ĥù żŎúźžĬÉºëŃƃƃÃ4Ŀ ƀÝóë ĬŵĤĹô :

1.ŴÞĽĿƄĽôÈƃÂżĮŹƄëĤ¶.
2.ƀŵ ƄžúŹ ƈŶőģƀľ¾ ƀÝSlide showŀŽĤħ ƄžúŹóƃƄë êúŶë.
3.ƀÝCustom AnimationƄžúŹŀŽĤħóƃƄë êúŶë .Ŀ ƀÝóŀŽĤħ żŎÝėó ſńŉ ƄŵƄë êúŶë ƀÝ

ŽņùńÝ Ŀ·ĤÝ Ŀ żŎúôÐ ƀÝÈ×ģƄĽëôƄŽ ſƄùó ŴĮŊúŽģńÝ ƄžúŹƇÅöë.
4.ƀÝAdd EffectŀŽĤħ żŎÝėóëƃ êúŶëğÃƄĽ Ŀ ƃģĬÉºųƃÀƃĠëĤ¶ .
5. ƀŵStartĽńħôƀľ¾ƄĽ ĿĬÉº ŴúÝ Ŀì¶ø ƃëĤ¶Ġ .
6.ƀÝDirectionƀĽńħëô Ŀņú¾ƃ ÷ŃƄŵ ĬëńĹ ĿĠëĤ¶.
ƀÝSpeedƀĽńħëôģ Ŀùƃ ĤúĮì·å żŎúźžĠëĤ¶   .)l -gŃƄ»Žģ(

l -gŃƄ»Žģ :ĿƄĽĬÉºģ ƃģùƄĽ ƀŶÞĽ ƀÝ żŎúźžƀÈƄĵųƃÂ

˼ Custom Animation
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§�b¬±ēĐ�b r�b ë�ēĐë�«ÛĘ
ƀÝžùĤÝŃƃĤÝµƃńÝïŷģńëô Ŀ ňúũė ĿŵƄ¶ðôƃńÝ ƃŃƄŽ ĿïƄŽƄŹģń ƀÝńö¾ĤÝńŉ ĿôÐĤÝ ÷ĤÝ ƃģôÐ Ŀ

ƃģŃƄŵÂŽĤŉė ƀÝ Ġō ÷ƑƄë ƄŉĤĭ ƃģ Ƈńŵ ĿƄĵƃ ĤúĮŽƄō×ĤÝńŉ ſńŉƀÐĤÝ ÷ĤÝ ƃģƀÐŽņùńÝ Ŀ· ƀÝ żŎú
ùƒŉÁëôë ĳŃĿğÃ .ĤÝńŉ ĿôÐĤÝ ÷ĤÝ ƃģôÐƃģŃ ĿƄŵÂŀŽƑ ƀÝ ſŃĤÞŵóƄĭïƀëƃ ŴźšğÃ:

ĿÝ ƀÝ ƄžúŹ ƈŶőģƀ·ViewŀŽĤħóëƃ êúŶëğÃ.
ƀÝHeader & FooteróŀŽĤħ êúŶëğÃëƃ .
ƀÝĿóŀŽĤħ żŎÝėóƄŽ ſńŉ ƄŵƄë êúŶë ƀÝóžùƃƃÁ ŴĮŊúŽģńÝƇÅöë .)m-gŃƄ»Žģ(.

m-gŃƄ»Žģ :ƀÝùƒŉÁëôĤÝńŉ ĿôÐĤÝ ÷ĤÝ ƃģôÐƃģŃųÂ
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�±ìÝ à²Ý«�ñ§

Ē¨å�Ęë ðmåëìlñ§�§èåì�ĈP

ƀÝžùĤÝ ŃƃĤÝµƃńÝïŷģńëôƃóŀŽģÂ ƃģ ſŃƄťƑ Ŀ ƈō ÷ƑƄë øìŽƃƄëńõÀƃ ŴÞĽ ſŃĤÞŵ ƄĭĤĺúŕƄĭ
ĤùĿĿƀŽƄĮÈùƒŉ ƀÝƄŽƃÁëôƄåģƃƇ.Ĥù ģĿĿĿƀŽƄĮÈŽņùńÝ Ŀ ƀħ·ƃ ƀÝ żŎúóŀŽģÂë ƄŵƄëôƀŵ ƄŉĤĭ

ëƃ ƀĮŉńŹ ſńŉƇÃ .Ĥù ĿĿĿƄŽƄĮÈ Ŀ÷ĤºÝń÷ĤºŀŽƑ ƀÝ ſŃĤÞŵ ƄŵƄëóƄĭïƀëƃ ŴźšğÃ :
1.ĿŶÞĽôƄĽôÈùƒŉ ƀÝÁëôžùŀŽƑ ƀÝ×ë ƀĽńħôƀÝClick to add notesŽĤ¾ðƀëô ŴÞĽ

ĤùĿĿĬÈë īĤùŅŃƃğÃ.)ed-gŃƄ»Žģ(.

ed -gŃƄ»Žģ :ĿƃŀŽģÂóĤù Ŀ ƈìŽƃƄëĿĿĬÈ÷ĤºÝń÷ĤºųƄë

˿ Presenter Notes
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§ø±ñėb�fÛì)å¬bûÛìl (
ƀÝŽņùńÝ·ë żŎúôùƒŉ ƃĿƄĵƄŹ ĿƄŽƃÁžùńÝµƃńÝ ƃŃƄŽ Ŀ ųƄëïƄŽƄŹģń ƀÝńö¾ńõÀƃģ ſĿĤŉ ƀŽĤŉė

ùƒŉ Ŀ 4÷ĿƄŽƃÁžùńÝ ĿµŀŽƑ ƀÝ ſŃĤÞŵ ƄŵƄëóƄĭïƀëƃ ŴźšğÃ:
«ĿÝ ƀŵ ƄžúŹ ƈŶőģô·ƀľ¾ƀÝ(File)ëƃ êúŶë óŀŽĤħ ƄžúŹğÃ .
«ƀŵ ƄžúŹ ŴùĤũƀľ¾ƀÝPrintżŎÝėŀŽĤħóëƃ êúŶëğÃ .Ŀ ƀÝóŀŽĤħ żŎÝėó ƄŵƄë êúŶë ƀÝ

ƄŽ ſńŉóžùƃƃÁ ŴĮŊúŽģńÝƇÅöë .Ŀ ƀÝóžùƃƃÁëôïÏńöźōƇńŵ ŻƄĮō ƀŽƄžŎÝė .
«ƀÝPrint whatë ƀĽńħôŃƄŶ¾å Ƈńŵ ŻƄĮō ƀŽƄžŎÝėôƀŵ ƇĿ īŃĤĨš :

oSlides:ƀŵĿó żŎÝėƀľ¾ ƀÝïƀ·žĮŊúĽģôùƒŉ Ƅō ÷ƑƄë ſńŉŽƃÁƀžùńÝµëƃÃ .
oHandout:ƀŵĿó żŎÝėƀľ¾ ƀÝïƀ·žĮŊúĽģô Ƅō ÷ƑƄë ſńŉƄ¾ùƒŉƀŽƃÁĤÝ ſƄù ƀÝƀÐëôžùńÝµëƃÃ .
oNotes pages:ƀŽƃÁùƒŉ ƃģųƄ¶ƃóŀŽģÂĿĤù ƈìŽƃƄëƀŽƄĮÈžùńÝ Ƅō ÷ƑƄëµëƃÃ .
oOutline view:ĿùƒŉÁžùńÝ ĿµųƃÀƇƄźúŞžĭ .

«ƀÝPrint Range:ƀĽńħƀŵ ƇĿ īŃĤĨš ôå Ƈńŵ ŻƄĮō ƀŽƄžŎÝė Ƅ¾ ŸƁ ôë:
oAll:ĿĿó ƀÝ żŎÝėƄŶëĤ¶ŽņùńÝ Ŀ ſńŉ· żŎúųƄ¶ùƒŉƀŽƃÁžùńÝµƇÅöë  .
oCurrent Slide:ģĿŎÝė żóŅģƄùùƒŉ ƇŃĤĵ ƃģ ųĤŢũƀŽƃÁžùńÝµƇƄë .
oSlides:ĿĿó ƀÝ żŎÝėƄŶëĤ¶ŦƁ Ŀ ŀùĤħ ſńŉƄùƒŉƄŽƃÁńöźōåôù ƄŉĤĭôžùńÝµģƄť ųƄëğÂ

ĠëĤ¶ƃĿ ƀÝ ƃģóë īŃƄőôŴëĤ¶ùƒŉ ƇƄōƀŽƃÁžùńÝµƇÅöë .
ƄŉĤĭ ƀÝ ƀŽƄžŎÝė ƈžĭŃƄÝ)ee-gŃƄ»Žģ(ëôĠžùƃ.

)ee -gŃƄ»Žģ(Ŀ
ùƒŉƃÁƄŽžùńÝµųƄë
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ēæ�Ĉìb
e.µũĤŉƃńìùĤŹžùĤÝŃƃĤÝµƀ¾ųƃÀƃńÝïŷģń 6÷Ŀ
f.ĿĿóƃńÝïŷģńƄ¾ïô·ë ŻĤúħğÃåô Ŀ ňúũģ ĿŵƄ¶ðôƃńÝ ƃŃƄŽ ƀÝïƄŽƄŹģńëôŽ  ŻƄĮōƀ

Ƈńŵ6
g.ƀŵžùĤÝ ŃƃĤÝµƃńÝï ŷģńƀľ¾ ƄŹƄë ƀÝƄŽƄùĤºëôïƀ· ŴĮŊúĽģƇÅöë6
h.ĿùƒŉÁŽņùńÝ ƃģ·žŹńĭ żŎú¹ ńúÝƄĭƀ¾6÷Ŀ øō
i.ƀÝƒŉùÁëôŽģŃƄ»Žń¾ðƀ 6ƃƄåģ
j.ĿŽģŃƄ»ƃģŃ ĿƄŵÂ ſŃĤÞŵƄ¾ŃƑóŃĤåó6Ƈńŵ ŻƄĮō
k.Ĥùėùƒŉ ƀÝÁëôƃģŃ īŃĤå ĿųÂ 4ƇĿ ƈŽƄōŽń¾ð6ƀ
l.ģùżŎúźžƀ¾ ƃģ ÷Ŀ øōŽń¾ðƀùƒŉ ƀÝÁëô ſńŉńĭƇÅöë6
m.Ĥùėùƒŉ ƀÝƄŽƃÁëôť ĿÅť Ŀ Ĥù ųƄåģƃņùÅùƃ ƃģƈùƄùÁƃģŃ ƄŽƄŶùĤũųÂ6ƇĿ ƈŽƄō

10 .ƀÐĤÝńŉ ÷ĤÝ ƃģĤÝƀÐŵƃô ƃģŽń¾ðƀùƒŉ ƀÝÁëô6ƃƄåģ

K-MÝ�ÊÑò� :§ø±ñėì�ÛëĘ
ƀÝžùĤÝŃƃĤÝµƃńÝïŷģńëôŉģĿôùƒŉÁƄĵğÃëÂ ôåŀŽƑóŽĤºðóƃĤúĭÃƇńŵƃ:
e.ƄŉĤĮŉùƒŉÁƇƃ øìŽƃĿƄŵŃĿ êúŵńŉ ÷Ƅŵ ſƄù Ŀ ŀùĤħ .
f.ĿùƒŉÁƄĽ êúŵńŉŀžºſƇƃ .
g.ÁùƒŉÞō ĿƃÅ ƄÉŽ)Bullets(žùĤÝƄŽƄ·Ƈƃ øìŽƃĿƄŵŃĿ .
h.ÁùƒŉŽģ ſƄù ĿŃƄ»ùƃ ſƄù ƃģƈùƄùÁƇƃ øìŽƃĿƄŵŃĿ ŴùĤũ.

(c) ketabton.com: The Digital Library



54

ß«ìÞĄsl¬cĄ
à²Ý«�ìĄ�±ìÝ

èÝ Ü²l�(Excel)b�fĕ¬ñ�¨Þ� ç¬± Û�ò�
µũĤŉƃńìùĤŹũĤŉƃńìùĤŹ Ŀ ŴŊëģµƃńÝ ƀŵ ňúũėïƄŽƄŹģńƀľ¾÷Ŀ4ũĤŉƃńìùĤŹ Ŀ ƈŵĤŦĮŉƄÝ ģĿµ

ŵƀģƄĽƄĵÂƄō÷Ƅō ŃƄÞĽ ƃģ÷Ŀ÷.
żŽƄúÞźë Ŀń¶ïÏ ńƊźōƄĭĤĨŉĤĺŹ ƈŵĤŹ ƄŶÞĽ Ŀ ƈìŽƃƃŃĤë4ƃŀùģƄš Ŀ4ŵðƄŽƄĮÉžžō Ŀô ƃģ

ùņĶĭô4ŃĤåƄŽƄ¶ƄĵƄŵƃÂ ƃģ ƄĭĤĨŉĤĺŹ Ŀ ƈŕĤùŃ Ŀ 4ƄŽƄŵƃŀĵũĤŉƃńìùĤŹ ƀŵ ſŃĤÞŵµ ŴŊëģ
ŵĤŦĮŉƄÝƈƀľ¾ïƀ·ƈŶĽģ   .

ģĿƃńÝïŷģń ƄŵƄë ſńŉńĭ Ŀ ƄĨŉĤĺŹ ƈìúŕĤùŃ ƄŮŶŦŹ ƃģ ƄĮľŉ ĿĤúĭÂƃŀźƁ ƀÝ ƃģ Ƈńŵó Ŀ ŴúŵĿ
Ĺģ ƃģ ƈŵĤŹ ƀŵ  ƄĭĤĨŉĤĺŹ ƇƄúġĤŒƄÈƃńÝ ſŀŽŃĤë ƃģïƄŽƄŹģńƀľ¾ïŴÑƇÅöë.

§�b è¥�¬b Ü²l�èĐK

ĿĤÝ ƀĽģńÝ ŴŊëģƀÐŹƄŵ ĿƇÃŴºƀÝ ſŃĤÞŵemliųĤëëô ƀŦƁ ƀŵ ƃģ ſƄō ƈũńŢŹ ĬĽƃÝ ģŃ óĿ ƀ
ƄĽģóĿèŽĿ Ŀ ƀĮŉƃŃƃ ƀŵĤë ſƃĿ ńƁó÷Ŀ ÷Ƅō óŀŽģÂƃ ŻçŃƃ ÷ƄŽ Ƅù ƈŵĤŦĮŉƄÝ .Ŀ ĿóƃńÝïŷģń

ĤúĭÂƃŊëģ ƀŵ 4ũĤŉƃńìùĤŹ Ŀ 4ĤúĮŽĤŉė ƄŵƄë ŃĤë Ŀ ſńŉ Ŵµģ Ŀ ſńŉ ƄŵĤŦĮŉƄÝ ƃŃƄŽ ƀŵ ňúũėƄìùÂ
ĤúĮŽƄōëŃƃ Ŀ ƃģƃņùÃùņĶĭ ƃģ ŴúŶĺĭ Ŀôģ ƀÝſÂ ĿŶöħƒöħ ƄƄŶùĤŉƃŻƄĮō4Ŀ ĿóŉƑńħƈ ſŀŽŃĤë ƃģ

 ƈũńŢŹ Ŀ ƈŵĤŦĮŉƄÝƃŀöë İšĤħ÷ƄōƄŹ ƃģÄ ŸŊŵƃĿ ĿŵƄ¶ðƈĿ ƀÝóë ĥĤĮëô ĿũĤŉƃńìùĤŹµ
 ŴŊëģ ňúũėfddgŻçŃƃ¾öƃÃ.

ŴŊëģŉģĿôå ÷Ŀ øŵĤŦĮŉƄÝôïƀ·å ƇƄëŃƃ ĤúĮŽƄō ƀĭ ƈìŽƄĮŊúĽģôĤÝ ĿôÐńƁĤŝ4ƀìŵ:Ŀ êúŵ
ųƃÀ)ŽƄũµ( 4ĿųƄŶŉfńƁĤŝŃƄŽ ƃģóŽĤºðóƃĤúĭÃƈëĤ¶ƃ .ŽŃģŀźƁðƀ ƀëńöå īĤùƄĮĺŹ ųƄŶŉ Ŀ ƀĭ

ĭ ſńŉ ųƄŶŉ Ŵħ ƀŵųÃƇƃ ƇƄō4ŹƄŵ ĿƈŽÃĭ ſńŉŃƃ Ŀ ſńŉ ŻƄŵŀħ ƀÝ ƄĭĤùƄĮĺŹ Ŀ ųƄŶŉųÃ ƄùƄō
ƄŽƄŶŉģ ƀÝ īĤŹƄŶŢŹĭĤŹƄĭƀìúƄĭïƀƈŹƄŹ ŻƄŵŀħ .

˺ Excel Spreadsheet
f Cell : )ŷƄƂŪŹ ôìŽƄŶĭģŃ ƀÝ ôù ƀħƈō ĸúŕƄĭ ôë ƀĽńħ(
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ðåęáìÝé�Òáòà
§�b è¥�¬bēĐ�ÑñÜ:ƀŦƁ Ŵùƃ ƀĭ ŴùĤũƇÅöëåôĤÝ ƀĽģńÝ ſƄùƀÐë ƀŦƁ ƀÝô ƀŹńùŅƇÅöë . Ŀ

ĽģńÝ ŴŊëģôĤÝôÐùģ ŷƄŽ ĿôŽĿƄÉŦźƁ ƀŵ ſŃĤÞŵƄ ƃŃĤå ƃŃƑƀľ¾ïƀ·å ƄŶĽģôžùƃ ƀÝŅƃÁëô
ńĭ ƄŹóïƀ·Ŀ Ŀ ƃģ ƀĮŊúĽģóĤÝƄÐĤĮŉƃŃƃ ƄŽƄŹƄŽ Ŀ÷Âƀħ xlsƇƃ .

ï«�l���l(Workbook):ĿƃńÝ ŴŊëģïŷģńÝĤå ƀÝöë ųĤùGôĽģńÝ ĿôĤÝÐô Ƅù ŴùĤũ ńƁ
workbook÷Ŀåôïƀ·ĤÝ ƇŃĤë ƀĭ ƈìŽƄĮŊúĽģôÐƇƄëŃƃ ŇƑ ƀÝ .

èĐ�b«�l:(Worksheet)ńƁ ƇŃĤëĥĤĮë(workbook)ĿƄ¾ĤÝ ƈšńũƄÐåôìÝ ƀŽƄŵƃŀĵô
ëŴÉƇĿ ƇƄō4ìŽƃĿƄŵŃĿôå ſĿôĤÝŃĤëƀÐ Ŵùƃ ƀĭŃƃƇÅöë.å īĤŹƄŶŢŹ ƀŦƁô Ƅùïƀ·

ù øìŽƄĮŊúĽģô÷ĤºÝń÷ĤºƇƄë4ĤÝŃĤë ƀÝƀÐëô ųƄåģƇÅöë .ƃńÝ ŴŊëģ ƀÝïŷģńëôìľŹô
ìľŹ ƀŵô ƀÝ ńƁworkbookôëgëôÐĤÝŃĤƇńŵ ŻƄĮō)e -�ŃƄ»Žģ.(

ðÖÑ�Ýò èmñ�§«ñ èåìÒ(Row):ĤÝŃĤëƀÐ ƀŵƄ¾ Ƅìúŵ ƈŮũģƀľ¾ƄĵſÂƄōóå ƇƃôRow

 Ŵùƃ ƀĭŃƃƇÅöë .Ƅù ĿóĤÝŃĤëôÐìúŵ ƈŮũģô ƀÝïôÑŒľŎŹ ſńŉôƄōóƇĿ4 ģĿïƀÑ Ƅù ƀŵƀľ¾
 ńĭjijgjŃƄÝóúŉŃƇÅĿ Ŀ ƃģóƃńÝïŷģńŹƄŵ ƀÝƄùÃë ƄŽƄŽçŃƃôóĿèŽejgljƃƇ .

ï§ìâÉÝòmēñ èåìåì�± �:(Column)ĿĤÝŃĤëôÐžŹńĭ Ƅìúŵ ƇĿƄźš Ŀ¹÷Ĥº Ŵùƃ ŻƄĮŉ ƀĭ
öëƇÅ4ĤÝŃĤë ƀÝ ŴŊëģ ĿƄÐëô ƄŽƄŽƄĮŉ Ŀńöźōfij÷ĿåôƃĿ Ĥù ſƄù ƀÝƃŽģðƈŊúŶ ſńŉ ƃŃƄĭ

 ųƄŹƄŽƇÅöë. ƀÝóĿƄĭïƀåôŹƄŵƈŽÃfj ƀÝ ƀŽƄŽƄĮŉAĭńZģ ƃfjŃƄŽùôAA 4ABĭń
AZģ ƃŀźƁ ƀÝ ƀŽƄŽƄĮŉ ŃƄŽóƄĭïƀńĭIVóŃƄÝ ŐľŎŹƇƄōƇĿ.

 ÛìÞ±(Cell):ĿĤÝŃĤëôÐƄù Ŀ ļŹńÝó ƈŮũģìúŵôìúŵ ƇĿƄźš ƃģô ŠřĤŮĭ ƀŵƀľ¾žŹģŃ¹Ƅōó
ĿĤù ŷƄŽ ƀÝ ųƄŶŉ Ŀ ĖĤŖũõƇÅ.ƀÝĿóë ųƄŶŉôëŃƃņùÃ ĳŃĿ īĤŹƄŶŢŹ ƃģƇÅöë ôå÷ģŀöë ƈō

 ĿńöźōúŽ 4żĮŹ 4ƃ4ô·ĬĽƃeũ 4ƄŽƄŵƄŹŃƄ ƃŃƄŽ ƃģƄŽƃņú¾ ƀŵŶöħƒöħ Ƅæë Ƅƀľ¾ƄĵÂƇƃ ƇƄō.

˺ Object
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)e -�ŃƄ»Žģ(

§è�b ÛìÞ±:ĿĤëĤÝŃôÐĿ ųƄŶŉ ńƁóå ſńŉ ŷĤÝ ƀÝ ƀĭôĿƄźš ƃģ ƈŮũģ ƄŹƄë Ŀó ŠřĤŮĭ ƀÝ Ƅìúŵ
ëôƄù ƀÝ 4 ÷Ŀ īƃńÝóŽĤºðóÃĮÝôå ſńŉô  Ŀcell referenceƀÝĿĤù ŷƄŽõ4ƇÅŀŽèöÝ ų

ƇÅöë .ĮÝ Ŀ ųƄŶŉ ſƄù Ŀô ƀÝ ĿïƀĭƄŹƄŵ ſŃĤÞŵ ƄŵƄë÷Ã ŨùĿŃ Ŀ Ĥúħ ƃģ ŷƄŽ ŻƄĮŉ ĿïƀÑģŃƈº4 Ŀ
ŶúħðôƄĭ ƀÝïƀ :Ŀŉ ƀŦƁÝ ųƄŶƀ·åôƀÝDŻƄĮŉģ  ƃlŨùĿŃëô÷ĤºĿ ƇńŵDl ŷƄŽ ƀÝ

 ųƄŹƄŽƇÅöëƃģEegĿå ſĿ ƀĮÝ Ŵŉ ƀŦƁô ŻƄĮŉôùEƃ4ƈŮũģù ƀìúŵôegƇƃ.
Ü²l�b�fĕ¬ñÛ�

ƀìŵŽń¾ðƀåôğÅöƁƄÝ4ƃńÝ ńƁ ƀŵïŷģńƀľ¾ Ŀï·ôžĮŊúĽģôŹƄŵ ſŃĤÞŵ÷ÃƄúÞźë ŴÞĽ ƀÝ ƀŦƁń¶
ôëŊŽģųĤ·ğƄë4 ƀëńöåƀÝ ƄŉĤĮŉ ƀĭƄúÞźëń¶ŀŽĤħóƃńÝ ŴŊëģïŷģń ĦŒŽ ÷ƄōƇƃ4Ŀ ƄŽCD

ƃģģ ƀĭ ĦŒŽ Ĥúħ ƀŦƁ ĿĤúĭÂ ųŀúŵ ƀŽƇÅöëĤÝ ƀĽģńÝ ŴŊëģ Ŀ Ġō ÷ƑƄë ƃģƀÐƀŵ
 Start- All Program- Microsoft Office- Microsoft Office Excel fddgƀľ¾ğņúŽģńÝ.

ƀ·Ý ƄžƊŹ Ŀ
ƀ·Ý ƄŶƉĤŉƃ Ŀ

ƀĽńħ óŀŽĿ Ŀ

Name Box

Ä¿Â·Â¸�

¦Ë{�

½Âf�

´ĤëƄå ųƄŹŃƄũ Ŀ

ƀÐĤÝŃĤë ÷ÃŹƄŵ
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ĿĽģńÝ Ŀ ŴŊëģôĺŪőôÝĤå ƀŦƁ Ŀ ƀĮŉƃŃƃ ƄŶĮŊúŽģńÝ ƀŵöĤùGų ôå ƀÝe-�ŃƄ»ŽģëôųĿƄÈ
 ŴĮŊúŽģńÝ ÷Ŀ ÷ƄōƇÅöë .ŊÝŃƃôÝĤå Ŀ ŴŊëģ Ŀö ƀÝ ųĤùGŀŽèöÝƀŽ)e-�Ŵìō (ńƁ Ŀ ƀŦƁĿ ƃģ ó

ƄùóôĽńħ ƀÝŀŽèöÝƃƄë ŴúÝ ƀŽ.
§áòb ìæèý(Menu Bar)

)f-h ( ƄĮë ƀÝ ƀĭ ńƉƄŒĭ4Ý ƄžúŹ Ŀƀ·Ý ƀŵ ƄŽƄìúŵńŉ Ŀô·ŀŽƑó÷ĤºƄù ƃģ ƇńŵńöźōƄžúŹïôŽĤ
ńÝóĭńÝôå ƇĿôńƁ ĿŽģńÝ ĬŊúŵ Ƅù ƄŽƄžŎÝė Ŀ ſńŉ ĥĤľĮŽģ ƀÝ ſƄùƊ ŴĮŊƇÅöë.Ŀ ĿóÝô· ƀÝ

×Èë ģƄĽô ĿType a question for help´ĤëƄå ųŀúŵƇÅöëåôïƀ· ÷ƑƄë øìŽƄĮŊúĽģ
 ƈō ĿŶÞĽôƄĽôÈƃÂƄÝƀžĮÈë ƀŦƁ ƀÝôÜùĤ¶ëÃ Ŀ ƃģ ƇEnterħż·Ĥìúë ƀÝƄŵÄ Ŀ ſńŉ

)Help (ƃńÝïŷģńŃƑ ƀŵĿƄÈƀľ¾ ƀŦƁ ĿĥģƄºë ƀŉƑńĭÃƇ .

§�±ëñb ìÞèý(Tool Bars)

ĿÝ ƄŶùĤŉƃô·Ƅù ĿńöźōŽĤźë ƄĮŉƄúÝ ſńŉƄŽƃÁ ĿŵƄ¶ðôìŽƃĿƄŵŃĿôå ſĿôƄžúŹ ƀÝïƄŽĤëô Ŀ
 ųĿĤŢŹ ƄŽƄžŎÝė ƃĿƄĵƄŹïŴÑƇÅöë . ĿFormatting ƃģStandardÝ ƄŶùĤŉƃ Ŀƀ·)f -�ŃƄ»Žģ(4

ôìľŹìľŹ ƀŵôĽģńÝ ŴŊëģĿôĤÝôÐŶĮŊúŽģńÝ ĿŵĤŢũ ų=ƂŹ ƀÝ ƄôƇƃ   .
ĤÝ ƀÝƀÐëôƄù Ŀ ƄŶùĤŉƃ ĿóÝô·ŵĤŢũ ĿÝ ńÝ ƄžúŹ Ŀ Ġō ÷ƑƄë ſŃĤÞŵ ƄŵƄŵĤŢũńúť ƃģ ƄŵƄô· Ŀ Ĥù

ńƁ ƀÝ ƄŶùĤŉƃóÝô·ŀŽĤħóøÈëƃ êúŶëğÃ  ƀŵ ĤùView ƄžúŹƀľ¾Toolbars ĥĤľĮŽģ
ëğÃŶÞĽ Ŀ Ĥúħ ƃģôƄĽôÈÝ ƀÝ ƄŶùĤŉƃô·ŀŽĤħóëƃ êúŶëğÃ.

) Ŵìōf -�(
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§b Ûìá«�Ñèý(Formula Bar)

ĿÝ ųƄŹŃĤũƀ·Ý ƀŵ ƄŶùĤŉƃ Ŀô·ŀŽƑó÷Ĥº ƇńQŵ  ôQåName Boxģ ƃFormula Bar ƀQŽƄ¶ĤëƄå

ìÝô ƃģ ƇĿ ŴŹĤōInsert FunctionƀÉŽùôĿFormula BarƀÝ úQëÏ  Që ƇŃƄQŵô ÷ĤQº
Ƈńŵ ôå ƄŦƁ ƀŵƀľ¾ŕĤùŃ Ŀƈ ŴĮŊúĽģ ŃĤë ſŃĤÞŵ ƄŵƄë ſńŉńĭ Ŀ ƄĭĤĨŉĤĺŹƇÅöë.

ƀÝName Box´ĤëƄåëô   ŷƄQŽ ĤQù ƀĮÝ Ŵŉ ƇƄō ųĤŢũ Ŀ ųĿƄQÈ ƇÅQöë . ĿFormula Bar

´ĤëƄå        īĤùƄĮĺŹ ųƄŶŉ Ĥù Ŵŉ ųĤŢũ Ŀ )    å ųƄŹŃĤũ ƀŦƁ Ĥù ŃģŀŮŹô    ë Ŵŉ ųĤŢũ ƀÝô    ƇńQŵ ŻƄĮQō (
ƈúÈ     Ź ƀÝ ƀŦƁ Ŀ ƃģµ      ƄĮĺŹ Ŵŉ ųĤŢũ Ŀ Ƅō ÷ƑƄëģĤù  žŹ ƀŵƀ»  Ĥù ƄŉƄùìÝô  ƄŵƃģŃ ŻƄźŉ .  Ŀ ƀQÝó

ĤëƄå´ ëô  ńŉńë Ŀ(Cursor)   Ŀ÷Ĥº   ƀÝ÷Ĥº  Ŀ ſńŉ ƄŵƄëEnter ƃģCancel ôQž·ħ
ŵĤŢũöƇÅ åô          QŢũ ƀQÝ ĠQō ÷ƑƄQë ſńŉ ĥĤľĮŽģ ƀÝ ƄŦƁ ĿĤ  Që ŴQŉ ųôĿ Ŀó ĤQëƄå´  ƄĭĤQùƄĮĺŹ Ŀ

     ë ĿŃ Ĥù ƃģ ŀúġĤĭ ųƄåģğÃ . Ŀ Ŀó ħƄž·   ƀÝ÷Ĥº     Ŀ Ġō ÷ƑƄë  ÀŃƄĨúë   ƀQŵEnter ģ ƃEsc ƄQž·ħ ƀQľ¾
ïƀ·ĠŶĽģƃ.

èåë§�ñ
ńƁƀĭ Ŵŉ ƀŦƁåôù ƀĮÝôƀÝ Name  BoxëôƇńŵƃ ŻƄĮō4(Active

Cell) Ŵùƃ Ŵŉ ųĤŢũ ĤùƇÅöë.
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�±ìÝ à²Þāæb

§«�l���l §ìÞl�ü�äý
Ŀ    ƇŃĤë ŴŊëģĥĤĮë(Workbook) ƀQÝ   Ƅĭ ƈQŕńũ Qïƀ  QìľŹô    QìľŹ ƀQŵô     ĤQÝŃĤë ƄQùŃĿ ĿƄÐ

ìŽƃĿƄŵŃĿô Ŀſ .       Ŀ ôÐĤQÝŃĤë Ŀ ƄQŉĤĭ ƄŶëĤQ¶   Ý ƀQÝ ƀQ·  ŀQŽĤħ4ó ŃĿó Qìħç×      ƀQÝSheete   4Sheetfģ ƃ
SheetgƄŽƄŹƄŽ ŀŽĤħó        ƀQÝ ſƄQùńƁ Ŀ ĠQō ÷ƑƄë ƃģ Ġžùƃ ƄŶëĤQ¶  QŶÞĽ Ŀ ſńQŉôƄĽ ôQÈĤÝŃĤë ƀQÐ ģŃ

ń¾ïſŀž ëğÃ . ģƄťƃ ƀëğÂ åô      ƇŃĤë ƀÝ ŴŊëģ ĿĥĤĮë ëô ĤÝŃĤëƀÐ   Që ƀĭĤùŅŃƃğÃ4    ſƄQù ƀQÝ ƄQŽ
ĤÝŃĤëƀÐ ŀŽĤħóÈø  ëƃ êúŶëğÃ    Ŀ ƃģInsert  ƃ żŎÝė 4ĠëĤQ¶     ģŃ ƀQŵń¾ï óŀQž  ƄQōó   ƄQžúŹ)g-�
ŃƄ»Žģ(4Worksheet     Ĥúħ ƃģ żŎÝėOkż·ħ ĠƁƃƃ . Ý ƄŉĤĮŉƀ ĤÝ ƇŃĤë ŴŊëģƀÐ Qëô  ƄQŽ ƀQħóĤÝŃĤë ƀQÐ

ƈō ƀĭĤùŅŃƃ.

g -�ŃƄ»Žģ :ƀÝ ƇŃĤëĥĤĮëëôĤÝŃĤë ĿôÐ ųƄĭĤùŅŃƃ

§¨å§Ēè¥¬�K

ĿŀŽĿóƀĽńħĿƄžúºŽĤźëƄŽƃÁ ƀŵ ƀŽƄžŎÝė ŃƄŽ ſŃĤÞŵ ƄŵƄë ſńŉńĭ ĿƀŽĤº Ŀ ƃģ Ƈńŵ ſńŉï·ô
Ý ƈìŽƄĮŊúĽģù ŇƑ ƀôƇƄëŃƃ .Ŀ ĿóĽńħôŀŽĤħ êúŵńŉ ƀÝó Ġō ÷ƑƄë ſńŉ ƄŵƄë êúŶë ƀÝ

˺ Task pane
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Ŀ ƀŵó ƄĽńħƀľ¾ńƁë ĥĤľĮŽģ ſƄùğÃ .Ŀ ĿóĽńħô ĿôŽĿƄÈ ƀŽ ĤùôŽĿƄÈƀŵ ſŃĤÞŵ View ƄžúŹ
ƀľ¾ ńÝTask PaneóŀŽĤħëƃ êúŶëğÃĤù ƀŵĨúëńĭƈħôž·Ctrl+Feƀľ¾ïƀ·ĠŶĽģƃ .

§l«ëęñë®ñ��ýĔĖèåìÝëĖK

ƀÝģë ƀĺŪő ŴŊëô Ŀ Ġō ÷ƑƄëƄĭĤŹƄŶŢŹ ƀŵŶöħƒöħ ƄƄŽƄŵƃÀƀľ¾ïƀ·ë ƀĭŃƄÝğÃ ƀŦƁ ƃģ
ë ƀùņĶĭ ƃģ ŴúŶĺĭ 4ŸúŞžĭğÃ .ĤÝ ƀĽģńÝ ŴŊëģ ĿƀÐƃ ƄŦƁ ĿƃƃĤúĭÂŊžħńÝµåôù Ƈńŵô4 ÷ƑƄë

ŶÞĽ Ŀ ƈōôƄĽôÈëŃƃ ĿņùÃ(Data)ųƃÀë ŐúľŎĭÃƇŊžħńÝ ƀŦƁ Ŀ ƃģµ ſŃĤÞŵ ƃŃĤå ƄŦƁ Ŀ
åôō ÷ƑƄëƈĿ ĿóŢŹƄĭĤŹƄŶŊžħńÝµùôë ſńŉńĭÃƇë ŷĤÝ ƀÝ ƀŽƄĮùĿƃŀĺŹ 4ôŊúŽƈ   .
ƀÝë ŴŊëģô ĿƄĭĤŹƄŶŢŹƀŽƄŵƃÀƀŵ ƇĿ īŃĤĨš:

�ýñĖ ï§¨ÉK

ĿńöźōëŃƃ ƀÝ ƃƃņùÃëô ńŪő ƀŵƀľ¾ ńĭmŃƄÝóńöźōóģŃ4ƈºĿ ƀŵóńöźō ƀŉĤÝ Ŀ ƃ+ -
...() $/  %ƈŕĤùŃ Ŀ Ƅō ÷ƑƄë ƃģ ƈºģŃ ôë Ĥ·õÀ ƇĿŀš  ƀÝ  ŸƁ ôÉŽņúŶĭńÝ ƃģ  ôĨŉĤĺŹó

ôŽÃëƃÃë ſńŉńĭ ļŹńÝ ƀŦƁ Ŀ . ƀëńöåƃńÝ ŴŊëģ ƀÝ ƀĭï Ŀ ôë Ŵŉ Ƅù ƀÝ ôë ŷģńńöźō Ĥ·õÀ ƃ
ƃńÝ ģĿ ƄŽ 4ĠìúŵƃïƄĭ ƈŕńũ ƀÝ  ŷģńïÈ ƀÝ Ŵŉ Ŀ ƀŦƁ ƀ×Ý ÷Ĥº ôë ģƄĽń ÷ĤºƇÅöë .

ðæ�á�ýĔĖ
ƀÝë ƄŽƄŶŉ ŴŊëģô Ĥù żĮŹ ńƁ Ġō ÷ƑƄëńöźōóğƄåģƃ.ë ŴŊëģ ƀÝô ĿńöźōĿ ƃ ſŃĤÞŵ ƄŵƄåģ

ŶÞĽ Ŀ ŀùĤħôƄĽôÈ ƀŵńöźōóìľŹôŉĤÝ ſƄùũģń·ƈ)‘(ŽƀÉúëğĿÅ .Ŷúħ ĿðôƄĭ ƀÝïƀ4 ƀëńöå ƀĭ
ģƄťƃğÂm/edńöźōſë Ŵŉ ſƄù ƀÝôğƄåģƃ4ƃńÝ ŴŊëģ ƄŽïŷģńƄù Ŀ ƀŦƁóúŽô·Ƅĭ ƀÝïƀ ŷĤÝ ƀÝ

ëôƀÝ ƀŦƁ ƃģ ƈŊúŽm OctoberóŀŽĤħģ4ƇƃÂ ƀëńöåģƄťƃ ƀĭğÂë ƀŵ Ŀŀš ÷Ƅō Ŵìúŵ ńúÝƄĭ ŷƄ
ĭĤÝ ųĤĹ ŴÞĽ ƀÝ ƀĭńÝôƈō4ƀÝ ƀŦƁ ŀùĤħm/ed4ųƃÀĠìúŵƃ .

˺ Types of Data
˺ Numeric Data

xöźōóń
xŹ żĮ
xô·úŽ
xĬĽƃ

xŕƄĭúĺƈ
xņùŃƄ»Žģ
xņùÅť
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§åòēýèÝëĖĖñ�ý
ģĿ ƄùųƃÀ ƇĿŀšĤ·ùÀúŽ ƇĿƒúŹ Ŀ ƃģ ſĿô·Ƅĭ ƀÝïƀë Ŵŉ ƀÝô ųƄåģƇÅöë .ƃńÝ ŴŊëģïŷģńńÝ

ŀŽĤħ ƄŦƁóŶźš Ŀ ƈŕĤùŃ ĿúƄ4ƀìŵ:ņúŶĭńÝ ƃģ ŬùńŪĭ 4ŠźĵóĤúĮŽƄō ƄúŶźšƇƄë óŀŽģÂƃ .Ƅù Ŀó
úŽô·Ńƃ ƃģ ƄĮōĤúŹ 4 ƄŽƄŶëĿ ŀùĤħ ſŃĤÞŵ ƄŶìúŵ ĿƄº Ŀńöźōħ Ŀ ƃö  ƀŵ  ſŃĤÞŵ ƄŵƄŶSlash (/) ĤùDash

)-( ƀľ¾ïĠŶĽģƃ ƀ· .

§ �¥ëèÝëĖl«ëęñ®ñ ��ýĔĖ
ƀÝĿóĤ·ùÀëôģŃ ƀúŽĤı ƃģ ƀŮúŭĿ 4 ĬšĤŉƈºåôŉ ƀŵ ĬĽƃ ĿƃÀŃÁž·ŹŃĤũƄŽƄ· Ÿŉ ſńŉųĿƄÈ

ƇÅöë .ĿƄù Ŀ ĬĽƃóĤ·õÀ ƄŵƄĭĤùŅŃƃ ĿżŵĤë ƀŵ ŀùĤħ ſŃĤÞŵ(:)ƀľ¾ŮúŭĿ 4ĬšĤŉ ĿôúŽĤı ƃģô
žŹńĭ¹Ƅĭ ƀÝ ƈìŽƃƄŶúħ Ŀïƀïƀ·ĠŶĽģƃ .ëŃƃ ĬĽƃ ĿņùÃ ĤùĤ·ùÀëŃƃ ƃŃƄŽ Ŀ ŸƁƃņùÃƄĭ ƀÝïƀ

 ƇĿŀšŽĤºðĤúĭÃƃńÝ ŴŊëģ ƃģ ƇńŵïŷģńƄúŶźš ƈŕĤùŃ Ŀ4ƀìŵ:Šźĵ4 ſńŉńĭ Ŀ ƃŃƄŽ ƃģ ŬùńŪĭ
žŹģŃ ĤúĮŽƄō ƄŵƄë¹ ƇƄë ƀĭ    .

½ì�òð¢l«ëęñ®(Comment)
ƀŶëåôƄĭĤĺúŕƄĭ ƈũĤŕģ Ŀ Ŵŉ Ƅùƀĭ ƄŵƄåģĤúĭÂģ4Ƈńŵƃ Ƅù ſŃĤÞŵ Ŵŉ ƀŦƁ Ŀ Ġō ÷ƑƄë ƄŽ

ĿĤù ƈĺúŕƄĭĿĬÈŃƃë īĤùŅğÃ .Ƅĭ ƈŕńũ ƀÝïƀĤÝŃĤë ĿôÐÝ ÛĤå Ŀń ƇƄō ĳŃĿ ų=ƂŹ
ĤùĿĿƀŽƄĮÈńÝ ƀŽµžõƇÅöë .

e -iŶúħðƀ
ƀë ģƄťƃƃÂ ĤÝŃĤëĿôÐ    ë Ŵŉ ſƄù ƀÝô ĤùĿĿĬÈ      īĤQùŅŃƃ ĸúŕƄĭ Ĥù QëƃÃ4    ŀQŽƑ ƀQÝó Ƅĭ Qïƀ   ŴQźš

ƃƄë .
e.÷ÃŹƄŵ ƀÝAeŴŉëô ƀ·ƊŽÜùĤ¶ëğÃ Ĥúħ ƃģBfŴŉë ųĤŢũ ŸƁğÃƃģm/i/jſņùĿÅùŅúŽƀ·

ë ƀŦƁ ƀÝôĠìúŵƃ .
f.AfŴŉë ųĤŢũğÃ ĬšĤŉ Ŀ ƃģøùƃìÝôƀÝ ƃģ ĠìúŵƃBfŴŉëôed:hfĬĽƃĠìúŵƃ .
g.ƀÝBfŴŉŀŽĤħó êúŶëğÃëƃĿ ƃģInsert CommentżŎÝėƃĠëĤ¶ .
ĿŶÞĽôƄĽôÈĿĤùĿĬÈ ƀŵÜùĤ¶ë Ŀ ģƄĽƃĤō ƀÝ ƀŦƁ Ŀ 4ƀĮŉƃŃƃ ƄŵƄëÖÃģŃ ƀÝ4ƄŶìÈ ƀŦƁ Ŀ
ģƀŽƄĽÂë ŸúŞžĭ ſńŉ żĮŹ ƀŵ ƄĭĤĺúŕƄĭ ƄŶÞĽ ĿğÃ4ńĭƄ¾ųƄ¶ƃ ƃŀúŵ Ŀ żĮŹÂƇƃ .Ŀ ƀÝóƄĭïƀ Ŀ
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 Ŀ Ŵŉ×ÈžĭŃƄÝ ƀÝ ģƄĽ×ë ƀĽńħôŽŃ ŃƄŉ Ƅùðø ģŃ İŶĲŹń¾ïŀžõƇÅ ôåĿĤù Ŀ ƀŦƁĿĬÈ Ŀ
ĥƄĮùŅĤĮŉģ ŻƄĮōŀŽĤħ Ŵŉ ƀÝ ƃģ ƇƄëóģ ƀÝ ŇƄŹ ĿõƄŵĿƄÉĿĤù ÷ÂƄŹƄŽ ſńŉĿĬÈĠžùƃ .)�-�

ŃƄ»Žģ(.

� -�ŃƄ»Žģ

«ìāå�ñ®l«ëęñ®ñ�Ėñ�ý
ƀÝƃńÝ ŴŊëģïŷģńëô Ġō ÷ƑƄëŴöħƒöħŽģŃƄ»ƃƀŽĤÝŃĤë ſƄù ƀÝƀÐëô÷ĤºÝń÷ĤºëğÃ . ƀÝ

å ğńŵƃ ĿĤùôŽģƀŽƃŃƄ»ĤÝŃĤëĿôÐë ƄŽƄŶŉ ƀÝô ƀŽ÷ĤºÝń÷ĤºƇÅöë4ìŶħôĤÝŃĤë ƀÝƀÐŀŽĤħó
ńÝƄùƈºŀŽƑ ƄŦƁ ńĭ īĤùƄĮĺŹ ƄŽƄŶŉ Ŀ ƃģóŽŀúŵ ĿôƃÂƇƃ ƀŽ .Žģ ĿŃƄ»÷Ĥº ƀÝ÷Ĥº Ŀ ųƄë

ĤÝŃĤëôÐë ƄĭĤùƄĮĺŹ ƀÝôƈŵƃģŃ ƀŽ ŻƄŵŀħ ŷƄë .

ěÍñ®l«ëęñ®ñ ��ýñĖ
ŽŃģŀźƁðƀ Ġō ÷ƑƄë ƄŉĤĭ ôåƃńÝ ŴŊëģ ƀÝïŷģńëôťņùÅƀŵ ŴùĤũwavĤĮŉƃŃƃaÂſńŉ Ƈ Ŀ

ťņùÅƃŃëņùÃƄĭ ƀÝïƀë ĳŃĿğÃ . ſņùÅťĤ·ùÀŽģ ĿóņùŃƄ»Ĥ·ƉÀ ƀÝńö¾ĤÝŃĤë ĿôÐë ƄŽƄŶŉ ƀÝô ƀŽ
÷ĤºÝń÷ĤºƇÅöë ģĿ ƃģųƃÀëŃƃņùÃĤÝŃĤë ƀÝôÐŀŽĤħóƄùńÝƈº .Ŀ ĿóųƃÀĤ·ùÀŽ ƀÝƀÉŀŽĤħó

 ſƃĿ ƀÝƀŶºë ſńÞĽ ƀŦƁ Ġō ÷ƑƄë ſńŉ ƄŵƄë êúŶëğÃ .
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Ę�cµ�±ìÝ à±

èÝ(Help)å�âlė¦Ąèpèý¥�òèæ�²
ńõÀƄúÞźëƇń¶ƃńÝïƀŽƄŹģńƄù ĿųƃÀŃƑĿƄÈå ƇĿ ƈìŽƃĿƄŵŃĿôïƀ· ƈō ÷ƑƄë ƈìŽƄĮŊúĽģ

ƃńÝ ƀŵïŷģńƀľ¾ Ŀï·ôžĮŊúĽģô ƀÝųƃÀŃƄŽ ƃģƃ Ŀ ƃņŽƄĮŉƄƁ ƄŦƁ ƀŵ ſŃĤÞŵ ƄŵƃŃģƀľ¾ïƀ·
ƈŶĽģƃ .ŃƑ ĿĿƄÈ(help) ƀŵ Ġō ÷ƑƄë ſŃĤÞŵ ƄŵƄŵĤŢũ ĿHelpƄžúŹƀľ¾Microsoft Excel
HelpżŎÝėƃĠëĤ¶ .ŽŃģŀźƁðƀĿFeôž·ħ Ŀ ſńŉ ƄŶƁƃ ƀÝHelpŃƑĿƄÈŵĤŢũöƇÅ Ġō ÷ƑƄë ƃģ

ƄĽ Ŀ ƀŶÞĽôÈƃÂìÝ şƄŕƄŹôŵƃğƄ·.)i-�ŃƄ»Žģ.(

) Ŵìōi -�(

2-5ĕ�Þqè
ģƄťƃÂŵƃƃƄ·åôŽń¾ðƀë Ŵŉ ſƄù ƀÝ Ƅō ÷ƑƄëôúŽƀ·ģ ƀÝ ĬšĤŉ ƃģĭĤŹƄĭƀìúƄĭïƀ÷ĤºÝń

÷Ĥºƈō .Ŀ ĿóŃĤåóÝ ſŃĤÞŵ ƄŵƄë ſńŉńĭ ĿƀŽƃƃģÃŀŽƑ ƀÝóƄĭïƀƇĿ:
e.Feż·ħĠƁƃƃ4ńĭƄ¾HelpƀÐĤÝģŃ ƀÝ Ĥúħ 4ƈō ŴĮŊúŽģńÝń¾ïſŀžƄōóĤÝƀÐëôƀÝSearch

forƀĽńħëô Insert date automaticallyøùƃÜùĤ¶ëğÃƃģEnterż·ħĠƁƃƃ .
f.ƀÝë ƄŽƄìúŵńŉ ƄŦƁôåôŃƑĿƄÈùôģŃń¾ïŀžƇƃ4Insert current date and time

in acellêúŵńŉƃĠëĤ¶ 4ƀìŵ:Žń¾ðƀåôùô Ġžùƃ)j-�ŃƄ»Žģ (ƀÝģĭĤŹƄĭƀìúƄĭïƀ Ŀ
úŽô· Ŀ ŴƁƃ ĬšĤŉ ƃģhelpƃńÝïŷģńŃƑ ƀÝĿƄÈëô ģŃń¾ïŀžõƇÅ .ńƁ ƄŉĤĭſå şƄŕƄŹô

ģƄťğÂĿ ƀÝ Ġō ÷ƑƄë 4óƃńÝïŷģńëôŵƃğƄ·.
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)j -�ŃƄ»Žģ(
ēæ�Ĉìb

e.ƇŃĤëĤÝƀÐĿ ƃģŴŉ)Cell(ŇŃĿģë ŨùńŢĭğÃ.
f.Žń¾ðƀƄù Ŀ Ġō ÷ƑƄëóÝô·ŽôÉĭĤùŅôźë Ĥù ƃģôëÃğ6
g.Formula Barƀ¾÷Ŀ øō 6ģ ƃName Boxƀ¾6 Ƈńŵ ſŀŽĿ
h.ĿƃņùÃëŃƃĤùĤ·ùÀ ĿƄŽƄŵƃÀ6ĠŶĽģƃ ƀŽƄŹƄŽ
i.Ŀńöźō ƃĤ·ùÀå ĬŉĤùģƃƃ ƃģ ŨùńŢĭô ŃƄŽ ŷƄëƀŽƄŵƃÀīĤŹƄŶŢŹ ƇĿŀš

ŽĤºðĤúĭÃ6Ƈńŵ
j.óņùÅťŽģ ƃģ»óņùŃƄĤ·ùÀïôŽĤ ƃŃƄŽ ƀŵĤ·ùÀïƄŽĤſńŉƀ¾žŵ ƀÝ6ƇńŵńúÝƄĭſÁƄĭïƀ

ùôë ĸúŕƄĭ6ğÃ
k.ĿAfdŴŉĿĤù ƈĺúŕƄĭ Ƅù ſŃĤÞŵĿĬÈë ĬĨığÃù Ĥúħ ƃģôžŹ ƀŵƀ»6ĠŉƄù
8. Ŀ ƀÝó ģſÂ åô  ũĤŉƃńìùĤŹ Ĥùėµ   ŴŊëģfddg   ƀŵfddk    ſńŉ ŻçŃƃƀ¾   ńúÝƄQĭ

Ƈńŵ4 ſƄùö¾ÃƀŽëƄæħĤĮë ƄŶÞĽ ƀÝ ƀŦƁ ƃģ ſńŉńĭôúŵƃ6Ġì
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àāæbsl¬cĄ
ëë�çà²Ý�±ìÝ

èb�b ï«�lēĐ�Þ± ëìåì¨å��ĒÛìl «�l
ƀÝƃńÝ ŴŊëģïŷģńëôùģ Ŀ4µùÁúŵ 4ƄŵƄë ƈÝĤëƄŵƃĿÅë ĬĽƃ Ƅù ƀÝ ƃģôĤÝ ƇŃĤë ĿôÐ ƄŽƄŶŉ Ŀ

ĤëƄå´ƃ ŀùĤħ ųƄëƄëĤ¶ .ƃńÝ ģĿïŷģńģ ƀÝƊĭĤŹƄĭƀìƄĭïƀëŃƃ ĿƃņùÃ Ŀ÷ĤºÝń÷ĤºĿ ƃģ ƄŵƄë
ƄŽƄŶŉĤëƄå Ŀ´ŀžħÖŵ ſŃĤÞŽĤºðƇÃƇńŵ ƀŽƄĮúőƄŒĽëŃƃ ĿƃņùÃ)ƄĭĤŹƄŶŢŹ ( ƃģ ƄĭĤĨŉĤĺŹ Ŀ

ö¾ôŽÃƊŕĤùŃ ƀŵ ſŃĤÞŵøì ƄŽƄŵƄŹŃƄũƀľ¾Ŀï·ôžĮŊúĽģ4ôƄĵ ƄŽƄĭŃĤå ƃņúŶĭńÝ ĿƄŵƃÂŃƄŽ ƃģó
ƃĤúĮŽƄōó Ŀï·ôƃ ſŃĤÞŵ ƈìŽƄĮŊúĽģóŀŽģÂƇƄë .

Ŀ ƀÝóƈëńÞ¾ëôĤÝ ƇŃĤë ƃģ Ƅìúŵ ƇĿƄźš 4Ƅìúŵ ƈŮũģ 4ƄŽƄŶŉ Ŀ ƀħôÐŃƃ ĿžŹ ƀŵ 4ƄŵƄĭĤùŅƀ»
ƃƄŵÂÝ ƃģƄŵƄ·ŃƑ ƈũĤŕģóŃĤåóë ſĿŅƃÃ ƇƄúžľŹ Ŀ ƄŵƄëŃƃ ƀŉƑ Ŀ ƃŃĤå ƄùƄō ſńŉńĭ Ŀ ƃģ

 ĤúĮŽƄō ƀŵ ƄŵƄë ƀŹńùŅ Ŀ ƀħ ſŃĤÞŵƀľ¾ïƀ·ĠŶĽģƃ.

§«�l�bēĐ ìåìÞ± §Ül�ü
Ŀ Ŵŉ ſƄù)cell (Ŀ ƄĭĤùƄĮĺŹ ĿŻƄźŉ)ģµõÁõ (ŹƄŵ ſŃĤÞŵ÷Ãƃ ƀŦƁ ŀùĤħĠëĤ¶ .Ŀ ĿóſŃĤÞŵ ŃĤë

óŅģƄùŀŽĤħ ƀŦƁ ƀÝóëƃ êúŶëğÃ . ƀÝ Ŵŉ ſƄù ĿƄŶëĤ¶ƄŹƄŽ Ŀ 4ſńŉ ƄŵƄåģ ƀÝ ƄĭĤŹƄŶŢŹ Ŀ ƃģÂƇ
 ſńŉ ƄĭĤŹƄŶŢŹ ƄùƄŽ ƀÝ īĤùƄĮĺŹ ƈŽģƄľÝ ŴŉöŵŀħƇÅ .ģƄťƃ ƀëğÂùģ īĤŹƄŶŢŹ ƈŽģƄľÝµùÁëÃğ4

žŢùôìÝ ŻƄźŉôĠŵƃģŃ4ƄŹƄŽ ƀÝ ŀùĤħƇÂŀŽĤħ ŴŉóƃĿù ŸŴºëƃ êúŶë ŸƁğÃ ƀŵ Ŵŉ ƀŦƁ Ŀ Ĥù
ƄŶëĤ¶Ý ųƄŹŃƄũ ƀÝ 4ƀĮŉƃŃƃƀ·(formula bar)ôë 4ƀÝŀŽĤħ ƀĽńħ ƀŦƁóåôģƄťğÂ4ìÝ ŻƄŵŀħô
ĠŵƃģŃ4ëƃ êúŶëğÃ4ńĭƄ¾ńŉńë(cursor)ō ųĤŢũƈ.

ŽŃģŀźƁðƀĿShiftôž·ħ ƀÝƀĮìÈìŽƃńŵ ƇŃƄŵ Ŀ ƃģ ƄŵƄúŽôħôž·(Arrow Keys)ƀÝ ƄŶƁƃ
ſńŉ 4÷ƑƄë Ŀ ĠōƄŽƄŶŉ ſƄùſĿƃŀĺŹƃƄëĤ¶ .Žń¾ðƀåô ƀÝe -�ŃƄ»ŽģëôïğŃƄ4 ƀŦƁ Ŀ
ŹƄŵƇÃå Ŵŉôë ĬŵĤĹ ƀÝ ĥĤľĮŽģ Ŀô÷Ŀ øŶťģŃ4 ƀÝ ƄĽ 4ƇƄë ƀŽ ŻƄŵŀħŴëĤ¶Ƅōó ſĿƃŀĺŹ
ëôſĿ ƀŶŹĤō.
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e -�ŃƄ»Žģ

èåęĕĄ è��ñ ç«ìå
edRxjC ƀQæë Qåô  ƀQÝName Box ́ ĤQëƄå Qëô ųĿƄQÈ ƇÅQöë4 Ŀ ƀQ¾ ƈQō

ń¾ïøìŽƃƃŀž÷Ŀ6

Ŀ  ƃńÝ ŴŊëģïŷģń  ÝĤå ƀÝöG ë ųĤùô     ĤŽ Ġō ÷ƑƄëïƇÁŽƃĤ ƄŶŉƀŽ  ƃ ŸƁ ĠëĤQ¶ . Ŀ Ŀó  ŃĤQåó  Ŀ
    ſŃĤÞŵ ƄŵƄë ſńŉńĭCtrl Qħż·žú¶ðƀ ëğÃ   Ŀ ŴÞĽ ƃģƄĽôÈ ƃÂ ƄŶŉƀŽ ƃĠëĤ¶ . ħ ĿöŶðô  Ƅĭ ƀÝïƀ4  ƀÝ

f-�ŃƄQQQ»ŽģQQQëôAf 4Ag 4Ai 4Aj 4Bf 4Bg 4Bi 4Bjģ  ƃDf:EgſĿƃŀQQQĺŹģ ƃDiģ ƃDj

ƄŶŉƄŵƀŽ    ë ĬĽƃ Ƅù ƀÝôŴëĤ¶    ƀQìŵ 4ƇĿ ƇƄQō:¾Žń Qðƀ Qåô  ųŀQúŵ ƇÅQöë ôQžúº ƄŶQŉƄħƀŽ  ſńQŉ
ïƇÁŽƃĤƇĿ ƀŽ.
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f -�ŃƄ»Žģ
ƀëģƄťƃğÂƄù Ŀóìúŵ ƇĿƄźšô ŻƄĮŉ ĤùųƄ¶ƄŶŉƄŵƀŽƃĠëĤ¶4ƄŽƄù ƀÝ ńŉńë ŇƄŹ ŻƄĮŉ
ŀŽĤħóëöğĿÅëƃ êúŶë ƃģ4ğÃĿ ƀÝóë īŃƄőô ŻƄĮŉ ſƄù ĿųƄ¶ƄŶŉƄŵƀŽħĤľĮŽģúƇÅ .

ŽŃģŀźƁðƀƄù ĿóŮũģôìúŵô)Row (ĿƄŵƄ¶ƄŽƄŶŉ ĿƄŶëĤ¶ŦƁ Ŀ ńŉńë ŇƄŹ ŸƁ ſŃĤÞŵôìúŵô
 ƀÝïƀÑŀŽĤħóëöğĿÅëƃ êúŶë ƃģğÃ4Ŀ ƀÝóë īŃƄőôƄŹƄŽ Ŀ ƀħóÂìúŵ ƈŮũģôųƄ¶ƄŶŉƀŽ
 ƀÝƈŶëĤ¶ŀŽĤħ ĬŵĤĹ ƇƄōóƃģƃƇÂ .

èbë¬b Ü²l�pß�¬lēì�¢á §ñ ì��r�Ā èbr�ĀÛìl
Ŀ Ƅùó  ĤÝ ƇŃĤëôÐ   ƀÝƄŽƄŶŉëôƑƄë÷ť ƀŵ ƄōƃņùÅŽģ ƃģƃņùŃƄ»ëŃƃƃņùÃ ĤùĤ·ùÀ ƀQĭńÝ  ŃƄQŽ
ŴöħƒöħƀŽƄŵƃÀĤ·ùÀ÷Ĥº Ýń÷Ĥº ëƃÃ .   ƀŵ ƄĭĤùƄĮĺŹ Ŀ÷ĤºÝń÷Ĥºńŵ ƇŃƄŵ Ŀ ƀĮŉƃŃƃ ƄŵƄëƃ ƄQìŽ

ħƄQQž·(Arrow Keys)ƀQQÝƄQQŹƄŽ ƀQQÝ ſńQQŉ ƄQQŶƁƃƇÂQQë ŴQQŉôĨı īĤQQŹƄŶŢŹÅQQöĮƇŊQQÝŃƃ ƃģô ŴQQŉ
ħĤľĮŽģöƇÅ .ŽŃģŀźƁðƀ   ĿEnterôž·ħ        ńë ĠQō ÷ƑƄë ŸƁ ſńŉ ƄŶƁƃ ƀÝ ńQŉ(cursor)       ƀQĭ ŴQŉ ŴQħ

úŵƃğƃĿÅ . ģƄťƃ ƀëğÂ åô  ë ŸúŞžĭğÃ åô   ĿEnter Qħôž·      ŊQÝŃƃ ſńQŉ ƄŶƁƃ ƀÝô     ƀQĭ ŴQŉ ŷƄQë
Ƒ ńQQŉńëÂQQō4ƈ ƀQQŵToolsƄQQžúŹƀQQľ¾OptionżŎQQÝėƃĠëĤQQ¶ Ŀ ƃģEdit QQĽńħ ƀQQŵôƀQQľ¾

selection after Enter ƃ żŎQÝė ĠëĤQ¶ Ŀ ƃģMove   Që ųQĤŢũ żŎQÝėğÃ  ƀQŵ ƃģDirection
Ľńħôƀľ¾ ƃĠëĤ¶ åô   žùŀŽƑ ƀħ ńŉńëƈ4Èƈ4 žĭŃƄÝƈ  úë ƃģÏ   ƀĭ Ŵŉƈº .)g-�ŃƄ»Žģ ( ƀQÝ QìľŹô  ƀQŵ

ìľŹôƄō ŸúŞžĭƇŃƄ»Žģëô ƀĭ Ŵŉ ƈžùŀŽƑ ńŉńëƈº.

ĿƄŵƄ¶ Ŀ ôÐĤÝŃĤë óƄù
ƄŽƄŶŉĿ ÷Ĥº ģĿ ſŃĤÞŵ ƄŶëĤ¶
êúŶëğÃë

 ƄŵƄ¶ Ŀ ôìúŵ ôŮũģ óƄù Ŀ
ƄŽƄŶŉ ƀĮŵĿ ſŃĤÞŵ ƄŶëĤ¶ Ŀ

ğÃëƃ êúŶë

 Ŀ ŻƄĮŉ ſƄù ĿƄŽƄŶŉ ƄŶëĤ¶ Ŀ
ğÃë êúŶë ÷Ĥº ģĿ ſŃĤÞŵ
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g -�ŃƄ»Žģ

smü
ƀëńöåúŽ Ĥù ģƄĮĺŹ Ŀ Ŵŉ ƀŦƁ Ŀ ƀĭô· ƃģńöźōóƃģøŵģƃĿÄ œńš ƀŵ Ŵŉ Ŀƀľ¾Ƈƃ ÷Ƅŵ4 ƄŽ

 Ŀ ƀÝó  ë īŃƄőô ƀŵ Ŵŉ Ŀ #ôÉŽÀ ƀľ¾ëöƇÅ4 Ŀ óņŽƄĮŉ óĿ ĿƁ  Ŀ ŀQùĤħ ſŃĤÞŵ ƄŵƃŃģƄ
ƈō ųÃë īĤùŅ œńš Ŵŉ.

1-5 :fÌ·Z §Ä¿Â
ſĿŅ ƀÝ ŀùĤħ ƈìŽƃƄëŽĤºðÃóƄĭïƀŀŽƑóŃĤåóë ſńŉńĭƇÃ :
1.ĿƃńÝ ŴŊëģïŷģńĤÝ ƇŃĤëƀÐğņúŽģńÝ.
2.ƀŵAeƀľ¾ńĭDjŃƄÝóƄŶŉƀŽŶÞĽ ĿôƄĽôÈŀŽĤħ ƄĭĤùƄĮĺŹ ƀÝóéÀëğÃ ƀŦƁĤúħ ƃģ

 ƀŵEkƀľ¾ńĭHefƄŶŉƄŽúŵƃ ƀĭğƃĿÅ.
3.ĿƃĿƉÝ ŸƃģÃĿ Ŀ 4ƀĮŉƃŃƃ ƄŵƄë ſńŉńĭ ƀŵóÝĤë ſƄù ģƄĮĺŹƈ ƀÝSheetfĤÝŃĤëƀÐëôƀŵ

Diƀľ¾GeeƄŽƄŶŉëôğƄåģƃ.

ĿŽƃĿĤùôƃÂſĿåôĿ ĿóĿ ŃĤë ƀŵ ŀùĤħ ſŃĤÞŵ ƄŵƄë ſńŉńĭCut4Copyģ ƃPasteƄŽƄžŎÝėƀľ¾åô Ŀ
ƄùŸŊŵƃŵƄ¶ðƈĤŉƃńìùĤŹ ƀÝ ĥĤĮë ĿũµŃƃÀƃńÝïŷģńëôƄō ĸúŕƄĭ÷Ŀ÷4ïƀ·ĠŶĽģƃ.

(c) ketabton.com: The Digital Library



69

�±ìÝ à²Þ��

§�b ï«�lēĐìÞ± §ìåá«�ÑûÛìl
µŹŃĤũĤëƄå Ĥù´ũĤŉƃńìùĤŹ ƀÝ ƇŀžħµƃńÝïƄŽƄŹģńëôŊžħ ƀŵƃņú· ƄŵƄőģƀľ¾ïŴÑƇÅöë .

 Ŀ ƄŶùĤÝ Ŀ ƄĭĤĨŉĤĺŹ ĿƀÈƃóŀŽģÂƄĭ ƀźŉ ƀÝ ƃģ ƄŵƄëïƀĿ ƀŦƁ ĿƄŵĿƄÈŹŃĤũ ƀŵ Ġō ÷ƑƄë ſŃĤÞŵµ Ĥù
åĤëƄ´ŀžħÖƀľ¾ïƀ·ĠŶĽģƃ .Ŀ ƀÝóƄĭïƀ ĿŶöħƒöħ ƄƄŽƄŶŉńöźōó ƀÝŽĤºðóÃĹńř×ƃģ ſńŉƇÂ4
ńĭƄ¾ĤÝ ƇŃĤë ĿôÐ Ŀ ƃģ ƈō ĦŉĤžĮŹ ſńŉ ģƄĮĺŹ ƀŵ ƀŦƁ Ŀ ńƁĤŝƄŽƄŶŉë ƄĭĤùƄĮĺŹ ƇĿŀš ƀÝô Ŀ

žĭƃńúĭô ƈìŽƄĮŉƄŵ ƀŵ ƃģ ĤúĮŽƄōƀľ¾ïĤúĭÀƃÁńĭƄŵƄ¶ôŶÞĽô·ú¶æëôģŃ ƀĭƀĮìÈƈō .
ƀÝ  Ý ŴŊëģƃńïŷģń ëô  ŹŃĤũ Ŀµ   ſŃĤÞŵŴöħƒöħ         ƃģ ƇńQŵ ŻƄĮQō ƀŽƄžŎQÝė óŅģƄQù    ƀQÝ ńöźQō ƃ

ŃƄÝóĿƃŀĺŹ ƀŽõƇÅ . ĿƄŽƄŶŉŹŃĤũ Ŀµ  ŹƄQŵ ſŃĤQÞŵ ŻƄŵŀħ Ŀ÷Ã  ƃ ÷ƄQŦƁ ŀQùĤħ ĠëĤQ¶Ŀ ƃģ Ctrl +e
Ƅž·ħ  Ĥìúë ƀÝƄŵÄ  ƀŵ ſńŉFormatƄžúŹƀľ¾   ĿCellsżŎÝė    ģ ƀÝ Ĥù ƄŶƁƃ ƀÝŀŽƃÂŀŽĤħ Ŵŉó ƀÝ ƈQÈ

 ƃģ ſńŉ ƄŵƄë êúŶëFormat Cells ƀQÝ ƄŶëĤQ¶  ĤÝ ƄĭĤQźúŞžĭ Ŀ ſńQŉ ƀQÐFormat Cells ŴĮŊQúŽģńÝ
ƇÅöë)h-�ŃƄ»Žģ( .ŀŽƑó  Ƅō ŴĮŊúŽģńÝó ĤÝƀÐ ŃĿó Ľńħô Ĥùìħç×  ƇńQŵ .   ƀQÝNumbers  Qìħç×

ëô   ƀÝCategory  ë ƀĽńħô   ƀÝńöźō ŃƄÝ ƃó ģ óŀQŽƃÂ QŶöħƒöħô ôQŵÀ      Qå ƇńQŵ ŻƄĮQōô    ƀQÝ�-�
ë ųƃŀĵôƄō ĸùńŎĭƇƇĿ..

h -�ŃƄ»Žģ
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5-5 µÁ|m
¾�aMÃ|¿{

Generalńöźōſ ŃƄ»Žģ ƇĿĤš ƀÝƈƊÈ
NumberńöźōſƄĭ ƇŃĤŎšģ ƀÝƀï ƀŵŴëĤ¶Ƅù ſńŉ ƄŹĤŭŃģ ƇŃĤŎšģ ƄùƄō÷Ĥº

ƈƊÈ .
Currencyńöźōóå ŷƄë ſńŉ ŀĹģƃ ƀŵ ƄŊúÝ ĿôƄúÞźë Ŀń¶ ŴŹĤš ƀÝŸĮŊúŉ

ëôƄō ŨùńŢĭƇĿƇ4ƈúÈ .
AccountingĿcurrencyżŎÝė ƀÝńö¾å ÷Ŀôúë ƀÝ Ŵŉ Ŀ ŀĹģƃ ƄŊúÝ ĿƀÑ

ëģƄĽô Ĥù ƀæë ƃģńöźōù ſô ƀÝ×ÈģƄĽëôƈúÈ.
DateĿŃƃ żŽôºúŽƀ·  ſńŉ ŃƄ»Žģ ƀŦƁ ƀÝƈúÈåôƀ·ïù øìŽƄĮŊúĽģô

ƇƄŒľŎŹ .
TimeĿŶÞĽôƄĽôÈŹŃĤũ Ŵŉ ĿµŀŽĤħ ĬšĤŉ ƀÝóģƇƃÂ .

PercentageńöźōƇ ƀŵŴëĤ¶Ƅōó ƇŃĤŎšģńöźōóžŶŉ Ŀ ſńŉô ŃƄ»Žģ ƀÝúÈƈ .
FractionĿńöźōĽńħ ƇŃĤŎšģ ƃôƄĭ ƇńŊë ƀÝƀïƈƊÈ .

ScientificńöźōóƄĭ ƈźŶš ƀÝƀï ŸúŞžĭ Ŀ ƇŃĤŎšģ ƀŵƃŀöëƃÂńöźō ſńŉ ƃ
Ƅù÷ĤºƈƊÈ.Ŷúħ ĿôðƄĭ ƀÝƀï4hfg,lmńöźōſƀÝdf+Eh,fh

ŃƄ»ŽģƈƊÈ.
Textńöźōſģ ŃƄ»Žģ ƈžĮŹ ƀÝƇƃÂ ƃģńöźōóúë ƀÝ Ŵŉ ĿƀÑģƄĽëô

÷Ĥº ƀÝ÷Ĥº ƇƄë . ģĿńöźōóë ƄĭĤĨŉĤĺŹ ƀÝô ųƃŃĤë ƀŽƇÅöë .
Specialńöźōſ ƀÝƇÃðŽĤºŹŃĤũµ4ƀìŵ: Ŀö¶ŻƄŪŶńöźōÝ Ĥù ſƈĮŉƄƄëÀ

ŀŽĤħóƈúÈ .
Customƀ·ïŶÞĽ Ŀ ƈō ÷ƑƄë øìŽƄĮŊúĽģôƄĽôÈƃÃðŽĤºĤëƄåƄŽƄ¶

ƀľ¾ƀ·ïŶÞĽ Ŀ Ĥù ƃģ ƈŶĽģƃôƄĽôÈŹŃĤũµƄĵÂƇÃë .
5-5µÁ|m)Ä»Y{Y(
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ƀÝAlignment)�-�ŃƄ»Žģ(×ìħç ëô      ëŃƃ Ŀ ĠQō ÷ƑƄQë ƃņQùÃ  Ŀ ÷ĤQº QÝń
÷Ĥºƃŀöë÷Ĥº   ë Ŵŉ ƀÝô   ƀÝïƀĭƄ  QëğÃ.  ƀQÝHorizontalģ  ƃVertical ƄQĽńħ

ëô    ìúŵ ƇĿƄźš ƃģ ƈŮũģ Ġō ÷ƑƄëôƃ ĠëĤQ¶  ƀQÝ ƃģOrientation  Që ƀQĽńħô  ƀQÝ
 QQë ŴQQŉô  Ŀ ÷ŃƄQQŵ ģƄQQĮĺŹ Ŀƕmd-ģ ƃƕmd +ƄQQùƃģŅžŹńQQĭ¹ƃĠëĤQQ¶ ƃģ ńQQúúŦĭ
ğÃëŃƃ.

6-5ŃƄ»Žģ

èåęĕĄ
ĿText DirectionĿŀŽĿ ƄŽƄžŎÝėóƀ¾ĿƇ6

ĿFontƀŵ ńÝ Ĥù ×ìħçFormattingÝƀ·ŀŽĤħóŦƁ ĿƄŹ ƀÝ ƄŶùĤŉƃµ Ŀ Ġō ÷ƑƄëƄŽƄŶŉ Ŀ
 ģƄĮĺŹųƃÀĿ 4ƀæë ƃģ êúŵ(font)êĨŉŽŃ ƃģîƃĠëĤ¶ .

ƀÝBorderìħç×)k-�ŃƄ»Žģ (ôëŶÞĽ ĿôƄĽôÈë ƄŽƄŶŉôƀŦƁųƃÀåôģƄťÂğ Ŀ
ĤëƄå´ìúŵ ĤùôųƃÀŽŃ 4î4ƃ êĨŉĠëĤ¶ Ÿúŉńĭ ƃģ ôƉëğÃ .

Ŀ Ŀ ŴŉôìźºŽŃ Ŀîƀŵ ſŃĤÞŵ ŻƄŵŀħ ĿPatternżŎÝėƀľ¾)l -jŃƄ»Žģ(ïƀ·ĠŶĽģƃ.
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k -�ŃƄ»Žģ
Ŀ ƄĭĤźúŞžĭFormatting CellsƀÝĤÝƀÐëô ƀŵProtectionôĽńħìħç Ĥù×)m-�ŃƄ»Žģ(ƀľ¾ ƀÝ

ï·ƀ žĮŊúĽģô     ŶÞĽ Ŀ Ġō ÷ƑƄë ſńŉô ƄĽôÈ ƃÂ ƄŶŉƀŽƄŵ   ŴŪŭ(Locked)ğÃë  ŵ ĤùÅ  ŵ ńĭſÅ   ƀŦƁ Ŀ
 Ý īĤùƄĮĺŹµ.(Hidden)ğÃë .   å ğńŵƃ ĿĤù ƀÝô   ë īŃƄő ƀŦƁ ƀÝ ƀŽƄžŎÝė ģĿô Qå ƇƄëŃĤëô   ƀQŵ

Tools > Protection > Protect sheetƄžúŹƀľ¾ ƀÝïƀ· žĮŊQúĽģô    ĤQÝ ƇŃĤQë Ŀ ƄQŹ ſńQŉôÐ  ĬQŝĤŪĹ
ë ųĤŢũ÷ÃƃƇ .)ed-�ŃƄ»Žģ.(

l -�ŃƄ»Žģ :Ŀ Ŀ ŴŉôìźºŽŃĿî
ŴëĤ¶
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m -�ŃƄ»Žģ :Ŀ ƇŃĤë
ĤÝôÐ ŴŪŭųƄë

ed -�ŃƄ»Žģ
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K -Pĕ�Þqè
ĿĿóŀŽƑ ƀÝ ſŃĤÞŵ ƄŵƄŉŃ ƀĭńŉ Ŀ ŃĤëóƄĭïƀëƃ ŴźšğÃ :
e.ùƄ ÷ƄŽworkbookğÃëÂƄĵĤÝ ƇŃĤë Ŀ ƃģôÐųƄ¶ƄŶŉƀŽë ĥĤľĮŽģğÃ .
f.ƀÝƄŽƄŶŉħŀŽĤóøÈëƃ êúŶëğÃģ ƃFormat CellsżŎÝėƃĠëĤ¶ .
g.ƀÝProtection×ìħçëôLockedżŎÝėë ųĤŢũńúťğÃ)ģĿƃńÝ ŴŊëģ ƀÝ żŎÝėïŷģńëô

ìľŹôìľŹ ƀŵô ĿƄŵƄ¶ƄŽƄŶŉƇĿ ųĤŢũ ſŃĤÞŵ.(
h.Ae:DiſĿƃŀĺŹë ĥĤľĮŽģğÃ4Ƅō ĥĤľĮŽģ ƀÝóë ſĿƃŀĺŹôÈøëƃ êúŶëğÃƃģ

Format CellsóŀŽĤħ êúŶëÃëƃğ4ńĭƄ¾ĤÝ ƄĭĤźúŞžĭ ĿƀÐƈō ŴĮŊúŽģńÝ.
i.ƀÝProtectionƀĽńħëôLockedżŎÝėë ųĤŢũğÃ.
j.ƀŵProtection > Protect sheet >ToolsƄŽƄžŎÝėƀľ¾ïƀ·ĠŶĽģƃ4ńĭƄ¾ģ ĿƃŀŽƃÂ

ĤÝ ƄĭĤźúŞžĭƀÐƈō ŴĮŊúŽģńÝ.
k.ĿĤÝ ƀÝ ƄĭĤźúŞžĭƀÐëôĿProtect SheetPassword to unprotect sheetƃģƀĽńħëôĿ

efgĿŀšƃģ ĠìúŵƃSelect Unlocked cellsģ ƃ Format CellsƀŽƄžŎÝėë ųĤŢũğÃ.
l.ƀÝOKż·ħŀŽĤħóëƃ êúŶëğÃ4ÀŃƄŉĤÝ(password)ƀÝConfirm PasswordƀÝƀĽńħ

ëôƄùŴºĠìúŵƃ Ĥúħ .
ŃƄŽĤÝ ƇŃĤë ƀÝ ÷ƑƄë ƄŎŽ ƄŽƀÐƄō ŴŪŭ ƀÝ ƃģóë ƀĽńħô ŷƄëųƃÀë ſńŉńĭ ŃĤëƃÃ .ŀŽƄĽ ƀŵ Ƈ

 ĬŵĤĹ ƇƄōƀľ¾ĤÝ ƇŃĤë ĿôÐ  ƀŵ ſŃĤÞŵ ƄŵƄë ųĤŢũ ńúť ĿTools > Protection >
Unprotect SheetżŎÝėƀľ¾ïƀ· ƀë ƃģ ĠŶĽģƃńöåĤÝ ƇŃĤë Ŀ ƀĭôÐŦƁ ſŃĤÞŵ ĥƄĮƉŀŽƄĽ Ŀô

 ƀĭÀŃƄŉĤÝëŃƃųÃƇƃ ÷Ƅō4 ƀÝ ƀŦƁUnprotect SheetƀĽńħëô)ee-�ŃƄ»Žģ (ğƄåģƃ.ƄŽ
ĤÝƀÐ ƀĭ ĬŵĤĹ ƇĿĤš ŴÞĽģŃïƈºń.

ee -�ŃƄ»Žģ
èåęĕĄ

Žń¾ðƀƄù Ƅō ÷ƑƄëworkbook ƇŀŽƄĽƄĭĤŉƃ6
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èåìÝìá«ìÑ
ŴŊëģƃńÝïŷģń Ƅù Ŀńöźōå ÷Ŀ øìŽƃĿƄŵŃĿ ƄŽƄŵƄŹŃƄũ ƈìúŕĤùŃô Ƅō ÷ƑƄë ƀĮŉńŹ ƀÝ ƄŦƁ Ŀ

Ŀë ſńŉńĭ īĤĨŉĤĺŹ ƈŕĤùŃƃÃ .å ƇĿ ƀŽƄĭŃĤĨš ņúŶĭńÝ Ĥù ƈĭĤĨŉĤĺŹ ƀŽƄŵƄŹŃƄũ ģĿôƇĿŀš ńÝ
ŀŽĤħ ƃńùĿĤŮŹó ſńŉńĭ ƀĮŉńŹ ƀÝ ģńĵģ Ŀ ƄúŶźš ĿƇÅöë .ƃńÝ ŴŊëģ ƀÝïŷģńëô ƀŽƄŵƄŹŃƄũ ſƄù ƀÝ

 ƀŹƒš ƇƃĤŊŹ (=)ŶúÝ ſńŉöƇÅ ƀë ƃģńöåƄù ƀÝ ƀĭſë ųƄŹŃƄũôĤÝ ƇŃĤë ƃŃƄŽ ĿƄÐ ƄĭĤùƄĮĺŹ ƀŵ
ƀľ¾ïƀ·ƄŹƄŽ Ŀ 4ƄŶĽģƃƃÂƄŽƄŶŉ Ŀ ųƄŹŃƄũ Ŀ 4ſńŉ ƄŵƄëŃƃ ŻƄŵŀħ ƀÝ ģƄĮĺŹ ĿƄŽƄŶŉ īĤùƄĮĺŹ

ŵŀħ ŸƁöƇÅ     .

ÜâÉðmåëìl
Ŵźš Ĥù ƈìŽƃƄëOperatorsôŉģĿƀŽƃņú¾å ƇĿôŀŽĤħ ļŹ ńÝ ƃńùĿĤŮŹ ƇĿŀš Ŀó ƃģ ƇƄë Ŵźš

ƀŵ ƇĿ īŃĤĨš ƈìŽƃƄë Ŵźš ģĿ:
e. (%)Ŷŉžƀ
f.)^ (ŻģƄĭ
g. *)ģ ƃ (/ ĥńŕģŸúŊŮĭ ƃ
h. +)ģ ƃ - ( ŠźĵģŬùńŪĭ ƃ

ƀŵĿó ƄìŽƃƄë Ŵźšƀľ¾ ƀÝïƀ·žĮŊúĽģôńÝ Ġō ÷ƑƄë ƄŉĤĭ ſńŉńöźōŀŽĤħ ƃóŹƄŵ×ŽÃ
úŶźš ƈìúŕĤùŃôë ſńŉńĭğÃ .

ĿŶúħðôƄĭ ƀÝïƀ4=Ae*fdnųƄŹŃƄũ ĿAeƇƄë ƀĨŉĤĺŹ ƀžŶŉ Ŵō ƄĭĤùƄĮĺŹ Ŀ Ŵŉ .

òÞ�¬b®ðmåëìl ÜâÉ
ģĿƃĿ Ŀ ƈìŽƃƄë ŴźšƃžŹńĭ ƄŽƃŃģŀŮŹ¹ƃ ĤúĮŽƄō ƄŵƄë ƀŶĭńÝ ĿóŀŽģÂƇƄëĿ ƃģĿóŶĭńÝžô

ŴőĤĹTRUEĤù FALSEƇƃ.ƃƄë Ŵźš ņúŶĭńÝƀŵ ƇĿ īŃĤĨš ƈìŽ:
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ŴźšƈìŽƃƄëŷƄƂŪŹ
=

>
<

ƃĤŊŹƇ
÷Ƅŵ
åƄëøž

÷ƄŵƇƃĤŊŹ Ĥù
øžåƄë÷ƃĤŊŹ Ĥù
ƃĤŊŹ ĤŽƇ

§�bēðmåëìl ÜâÉ
ĿƄŽƄŶŉĿƃŀĺŹ Ŀó ĿƄŶëĤ¶ĮÝ Ŀ ſŃĤÞŵô ƈìŽƃƄë Ŵźš ƀŵƀľ¾ ŸƁïƀ·ĮÝ ģĿ ƃģ Ƅō øŶĮŊúĽģô Ŀ

ìŽƃƄŽĤúħ ƄĭĤùƄĮĺŹ Ŀ ƄŽƄŶŉôƇĿ .ĮÝ ģĿôżŵƄë Ŀ(:)Ƅù ƀÝóŽôÉ ƀÝ ſńŉŴëĤ¶Ƅōó ſĿƃŀĺŹ
ëôŹƄŵ÷ÃƇƄŶúħ ſńŉ Ŵŉ øĮŉƃŃƃ ƃģ .ƃńÝ ŴŊëģ ƀÝïŷģńëôĮÝ ĿôŃĿ ƄŶìúŵóŀŽƑ ƀÝ ƀĮŵĤĹó
ƄĭïƀƇĿ :

e.§ìåìÞ± §ñìĒēÝĖñ§ë¨¢á �ĒÝ è�bòÜm:Ŷúħ ĿðôƄĭ ƀÝïƀ4Ae:ClĿAeģ ƃCl
¹žŹńĭƇƄë ſŃĤōģ ƀĭ ƄŽƄŶŉ .

f.§Ý ï§ìâÉòÝ è�b ìmòÜm:ĿƄźšë ƄŶìúŵ ƀĮÝ ƀÝ Ƅìúŵ ƇĿôĮÝ ĿôĿŹƄŵ ŷƄŽ÷Ã Ėņĵ
 ŷƄŽ ƀŵ ƃģ ĬħĤı ƀħƀľ¾  ƀĮŉƃŃƃńöźōƀìŵ 4Ƈƃ ƀĭƃĤŪĮŹ ƀħ  ſ :Be:Beh 4ģĿ ƀÝB ŻƄĮŉ

ëô ƀÝBeģ ƃBehƄŽƄŶŉŀŽĤħóƇƄë ĬŵƑĿ .
g.§Ý ðÖÑ�òÝ è�b ìmòÜm:ƀÝĿóë ƄŶìúŵ ƀĮÝôŹƄŵ ŷƄŽ ĿÖÃ ŷƄŽ ƀŵ ƃģ ƀĭƃĤŪĮŹ ſńŉ ƀĽńħ

 ƀĮŉƃŃƃńöźōƇƃ ƀĮħĤı ſ4 ƀìŵ :Aed:Ded.

§Ý è�b ìåìÞ±òÜm
ƀÝũĤŉƃńìùĤŹµƃńÝ ŴŊëģïŷģńëôóŅģƄù ſƃĿƀŵƃÀŇŃĿģƇńŵ ŻƄĮō Ŵìúŵ ôå ƀŵĨŊŽƈŇŃĿģ

ƃģ ƄŶìúŵŬŶŚŹŇŃĿģ ƄŶìúŵƀľ¾ƇĿ īŃĤĨš.

t
d
z
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ð�²å¯«§�ÝòÜm
ƀÝë ƄŶìúŵ ƀĮÝ ƈĨŊŽô4 ƀëńöåƀÝ ƀĭDfŴŉëô =Bf+CfųƄŹŃƄũĠìúŵƃ4Ý ųƄŹŃƄũ ģĿ ƀDg

Ŵŉëôë øÝĤëğÃ Ĥù ƃģ ƀŵ ŸƁêú¶ĤŹƄ¶ģƀľ¾ƀÝïƀ·žĮŊúĽģô ƀŵ ſńŉDgƀľ¾ńĭDkóŃƄÝ
ƄŶŉƄŵƀŽéÀë4ğÃĿDgŴŉÝ ųƄŹŃƄũ ƀ= Bg+CgóŀŽĤħƃģƇÂŀźƁ ƀÝ ƃģóƄĭïƀ ƀŵDh

ƀľ¾ńĭDkƄŽƄŶŉŃƄÝóģŀŽƃÂųƄŹŃƄũƇƄë ńúúŦĭ ŸƁ4ƀìºåôĿ ƀÝóë ųƄŹŃƄũô Ŵìúŵ ƀĮÝ
 ƈĨŊŽųƃÀƇńŵ .

èÖÞÂá¯«§�ÝòÜm
ƀëģƄťƃğÂÝĤë ƀÝ ųƄŹŃƄũ ſƄù ĿƈĮÝ ƀŦƁ Ŀ ſńŉ ƄŵƄëôĮħĤıôĭĤÝôƈō4 ƀŵ Ƅìúŵ ƇĿƄźš Ŀ ƄŽ

 ƀŵ Ƅìúŵ ƈŮũģ Ŀ ƃģ ƃŃƄĭńöźō Ŀ ſńŉ ƃńŵģÀ)$ (ƀÉŽëöğĿÅ .Ŷúħ ĿðôƄĭ ƀÝïƀ4$B$f+$D$f
ųƄŹŃƄũë Ŵŉ ńƁ ƀÝ ŴŊëģ ĿôĤëŃŴúÝëğÃ4óŅģƄùBfģ ƃDfƄŽƄŶŉŢźĵ Ŀô ŴőĤĹƈúÈ .

§Ý ðÖÑ� Ü±òÝ ï§ìâÉ ë� ìmò«ë ìmñæá èÝ ë� Ûì��èāëÛĘñ� �ñÜ�²
ƀëńöåģ ƀĭƀžùÂƇƃ4 ƄŦƁ ĿƄŽƄŶŉžŹńĭ¹åôùĿ ƀÝĤ·ëô Ĥù Ƅù ƇĿ ŴŹĤōƄ¾ƄŶŉ ƇƄŽƄŵƀŽ

ë īĤùŅŃƃ4ğÃŹƄŵ÷Ãģ Ŀ ŀùĤħĤúĭÂƃÂƄŽƄŶŉńöźōƃ ſĠëĤ¶Ŀ Ĥúħ ƃģInsert  CellsżŎÝė êúŶë
ëğÃ4ńĭƄ¾Insert×žåƄëƈō ŴĮŊúŽģńÝ ƄžúŹ)ef-�ŃƄ»Žģ.(ĿShift cells downģ ƃShift

cells rightƄŽƄžŎÝėŴëĤ¶Ŀ Ŀó ĦĨŉïƈºńåôƄŶŉ ƇƄō ĥĤľĮŽģƄŵƀŽƈÈ ƃģƀĮìÈ ƀĭ ƇŃƄŵ
úŵƃųƃĿÅ  ƈžìľŹ ƀÝ ƀŦƁ Ŀ ƃģ ƈō÷ĤºƄŶŉ ƇƄŽƀŽ÷Ĥº ƀÝ÷Ĥºƈō . ƀëńöåģƄť ƀĭğÂ ĿŴëĤ¶

 ƀÝ Ƅìúŵ ƄùƄōńöźōƄŽóìúŵôŅŃƃĭĤùôëğÃ4ƄŽEntire column ĤùEntire rowżŎÝėƃĠëĤ¶ .
ŽŃģŀźƁðƀ ĿŴëĤ¶ ƄùƄōƄŽƄŶŉžŹ ƀŵƀ»ƃƄŵÂſŃĤÞŵEdit >> DeleteƀŽƄžŎÝėƃĠëĤ¶4ńĭƄ¾Ŀ

Delete×žåƄëƄžúŹ)eg -�ŃƄ»Žģ (ŴĮŊúŽģńÝƈō.Ŀ ƀÝóë ƄžúŹôë ŐľŎŹ Ġō ÷ƑƄëğÃ
åô ƄùƄō ĥĤľĮŽģ ĿƄŽƄŶŉžŹ ƀŵƀ»ƃƄŵÂ Ŀ 4ƀĮŉƃŃƃƄō ŴĮŊùģóĽńħô Ŀ×Èúë ƀŽƄŶŉ ģƄĽôÑ

 ƀĭģƄĽųƃĿÅúŵƃƈō.
(Shift cells left)ĤùƀĮìÈŶŉƄƀŽúŵƃ ƀĭŃƄÝųƃĿÅƈō(Shift cells up).
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ef -�ŃƄ»Žģ�-��ŃƄ»Žģ
§Ýòìm)Columns and Rows (bÛìý
ƀÝƃńÝ ŴŊëģïŷģńëôå Ƈńŵ ĿƄĵƃ ĤúĮŽƄō ģĿôĤÝ ƇŃĤë ŴŊëģ Ŀ ƄŉĤĭôÐìúŵ ƇĿƄźš ƃģ ƈŮũģô

žŵ ƀÝôŵĤƂŹÁƄĭïƀÝô·ëğÃ4ńĭƄ¾ƄĽ Ŀ ƄŉĤĮŉôÈƃÂôìúŵ Ŀï·ô ŀúŵ ƀŵ ƄìŽƄĮŊúĽģƀľ¾
ƃƈº .Ŀ ĿóŶÞĽ Ŀ ſŃĤÞŵ ƄŵƄë ſńŉ ńĭ Ŀ ŃĤëôƄĽôÈìúŵ ƇĿƄźš ƃģ ƈŮũģôƃĠëĤ¶ŀŽƑ ƀŵ ƃģó

Ůùńřôƀľ¾ïƀ·ĠŶĽģƃ .Format >> Column >> Hide ĤùFormat >> Row >>

HideżŎÝėƃĠëĤ¶ .Ŀ ƀÝóƄĭïƀÝµ ƇƄōīĤŹƄŶŢŹĿ ĿóĤÝôÐ ƀŽ ļŹńÝųĿƄÈƇÅöë Ŀ ƃģ
žùńÝµĤÝ ŴŊëģ ƀÝ ų=ƂŹ ƀÝƀÐëôńÝ ƀŽƉµžƇÅöë.

ĿÝƄ· Ĥúħ Ŀ Ƅìúŵ ƄùƄōƄŵĿƄÈƃĿ ſŃĤÞŵóìúŵ ƈŮũģ ƀŦƁôåôÝ Ŀô·ƄōóĽńħôģƃĿ ƀÝƃÂ ƃƃģƄĽ
ëô÷ĤºƇńŵ4ë ĥĤľĮŽģğÃ ƀŵ ƃģFormat >> Row >> Unhideù ĤFormat >>

Column >> UnhideżŎÝėƀľ¾ïƀ·ĠŶĽģƃ.
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ēæ�Ĉìb
e.ŴŊëģƀ¾ųƃÀƃńÝïŷģńžŵ 6÷ĿÁëŃƃ īĤĺúŕƄĭğÃ.
f.ƀŵ ŴŊëģƀľ¾ƄŹƄë ƀÝƄŽƄùĤºëôïƀ· ŴĮŊúĽģƇÅöë6
g.ĿƄ¾ ƄŦƁïƄ·ƃģģƃƃĤúĭÂåôë ŴŊëģ ƀÝôũĤŉƃńìùĤŹ Ŀ ƃģ ƇĿ ĿƄĵƄŹµ ƃŃƄŽ ƀÝ

ƃńÝïƄŽƄŹģńëôƇĿ ƀŽ ĿƄĵƄŹ4ŵƃ ƀŽƄŹƄŽ6Ġìú
h.ĿĤÝ ƇŃĤëôÐƄŶŉƀŽŵƃôŹŃĤũµƃƄë6
i. ŴźšøìŽƃƄëƀ¾÷Ŀ øō6
j.Ƅ¾ƀŵƃÀ 6ĠŽèúÝ ƈìŽƃƄë Ŵźš
k.ņúŶĭńÝ ƄŹƄë ƀÝ ƃģ ƇĿ ŷƄë ƈìŽƃƄë ŴźšƃŃĤåĤùƄŽƄùĤºëôńĭóïƀ· ŴĮŊúĽģƇÅöë6
l.ƈĨŊŽ ƀžìúŵ ƀĮÝ ƀŮŶŚŹ ƃģƀ¾Ƈńŵ ńúÝƄĭ6ù ŻĤúħôëğÃ.
m.ſƄù ƀìúŵ ƇĿƄźš Ĥù ƈŮũģž¾ðƀžŹ ƀŵƀ»ƃ6ğÂ

ed.ùſƄ ƀìúŵ ƇĿƄźš Ĥù ƈŮũģž¾ðƀÝ6ğƄ·
ee.Ŀìúŵ ƈŮũģ Ĥù ƇĿƄźš ƃģ Ŵŉ ƇƄŽ ſƄùôŃƃ Ŀë ŻĤúħ ƀŉƃńÝ ƄŵƄĭĤùŅğÃ.
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ßěcµsl¬cĄ
àÞµ�±ìÝ

§å�ûå¬ýå §ēÝ�ìñęm�µēbò èå¨åi
ƀëƄúÞźë ƀŵ ƄŉĤĭń¶ƀľ¾ Ŀïƀ·žĮŊúĽģôģ ƀÝſÂŽ ŸƁ ƀħńĶĭƀğńŵ4 ƀŽ ſńĨĽ ĤúĮŽģńúĹ Ŀ ŸƁ Ĥúħ ƄĽ

å ſĿôƀŵ ƄŉĤĭµŽń·Žģƀľ¾ïƀ·ĮŊúĽģôƇƃ . ĿµŽń·ŽģŽ ƀŵôŵģƄùÃìĨōôƀľ¾ïƀ· Ŀ ŴĮŊúĽģ
ƄúÞźëń¶ħńĶĭ ƄŵƃŃĤë Ŀôģ ƀĭĤúĭÂŽƀƇńŵ .ƃńúĭ ƀÝë ƄŽƄŶëô ƀŵµŽń·Žģƀľ¾Ź ƀÝú ƄŽƄŽƄúŶï·ô

 ƃģ ƇĿ ƇƄō ƀìúŵńÝ ƈìŽƄĮŊúĽģƄžúºùôŉģĿôńìũſƃĤëåô÷ģŀöëŽģ ƀŵ ƈōµŽń·ƀľ¾ Ŀïƀ·
žĮŊúĽģôù ňŽĤåô ĿƄúÞźëń¶ħńĶĭ Ŀ ųĤźŢĮŉģ ĿôëŃƃ ƀŉƑ ƀŵ ƀŶŹģ ƀŵ ƄŵĿƄŵŃĿ ƀŽ Ŀ÷ÃƇƃ  . ƀÝ

ë Ŵőģô ĿµŽń·ŽģńõÀƄúÞźë ų=ƃ ƀžúŹ¶ńóŅģƄùŽģµŽń·ƀĭƈŶĽģ ſŃĤÞŵ ƈŉńŉƑ Ŀ ƀë ƄŽ 4ńöå ƀĭ
ŉģĿôƇƃ4 ģĿµŽń·ŽģåôųƄ¶ùôƃŃ ſńŉ ŷƄŽ ƀŵƇĿÄƇĿ4ƀ¾  6÷Ŀ øō

µŽń·ŽģŽ ſƄùƀŵģƄùÃå ſĿ ƀìĨōôŹ ƀÝúŽƄúŶžåƄë ƄŽƄ×ìĨōôùô ƀÝƀŵƄ¶ŽÖÃëôĭ ſńŉôŵÃƇĿ .
Ž ģĿƀŽƄŶÉïƀ·å ƇƄëŃƃ ŻģƄĭ ƀĭ ƄìŽƄĮŊúĽģôŴħ ƀŵ ƄùëģŃ ƄĭĤŹƄŶŢŹ Ŀ ſńŉſÃëŃƃſÃëƃƇÃ ƃģ

úŵƃ ŷĤŦúÝƇÅ  .
ƀÝµŽń·Žģëô ƄìĨō ƃĿƄĵƄŹ ĿńöźōŊÝ Ŵħ ƀÝ Ƅùôå ƀÝ ƃģƀì·ƄĭïƀĤùŅÅöĭƇ4ŉģĿ ƀÝ ŸƁ ƀŦƁô
ƄĭïƀåôĿƄĵƄŹ Ŀ ÷ƑƄë ƄŎŽë ŃƄŒĭ ŸĶĹ ƄĭĤŹƄŶŢŹ ƃƃÃ.

ſńƁŃƃ¸Ž ĿÖÃ ƀŵŶöħƒöħ ƄĿģƄöƁ ƄŽƃƀľ¾Ŷŉ ĿðƄŽƄŹú ƀÝ ƄŽƄúŶńöźōïƀ·Žģ ƀŵ  ƈìŽƄĮŊúĽģµŽń·
ƀľ¾ŃĤëƈŶĽģ .å ƀŶëôƄúÞźë ŴÞĽń¶Žģ ƀŵµŽń·Ž ƃ ſńŉ4ğƄŶÉƄúÞźë ƄŉĤĮŉń¶Žģ ĿµŽń· Ŀ

ŽôŵģƄùÃìĨōôƃ ſƄùſÂ ƀĽńħïƈºń.

e -jŃƄ»ŽģŽģµŽń·ƃ ƃģĦù
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§å�ûå¬ý«��ñèg¦
ĿŽģµŽń·ŽƀŵģƄùÃŹƄŵ Ŀ ƀìĨōƇÃŴº ƀÝ ſŃĤÞŵemjmë ųĤëôìùńŹģ Ŀô ſŀĺĮŹ Ŀģ Ŀ ƄĭƑĤù

 ƄŶŶĮľŹńÝö¾ƃņúŽÃĿ ƃçƃńÝģùŵ ×ŊžĶƀģƄĽ(ARPA) ŨŎëƃģžŹģŃ¹Ƅō ƀĭ.ŹƄŵ ĿƇÃŴº ſŃĤÞŵ
 ƈšĤũĿ ĤìùńŹģ ĿŽĤ¾ðôƄù ĿóƄúÞźëƇń¶ņƂĶŹóìĨōôžŹģŃ Ŀ¹å ſŃĤÞŵ ƄŵƄë ƀĭôŴöħƒöħ

ģ ƈšĤũĿ ƃģ ƀŽƄŽƄĮžƁƄÝóÀƄùë Ŵőƃ ſńŉ ƀŶħ ƀŵƇÃ4ƄúÞźë ĿƄŽƃń¶ŀŽĤħ ųĤŒĭģ ńÝóŃƄÝ ŇƑó
ëÃ Ŀ ƀìĨō ģĿ ƃģARPANetƀÝſƄō ųƄŹƄŽƃ ŷƄŽ .
Ŀ(ARPA)ƀìĨōƃĿ ƀÝƃŴëĤ¶ ģŃ ƄĽƄŹ ƄùƄōƀŵŀúĽń¾ .Ŀ ĿóçƃńÝóŊžħſņú· ƀĽƄŹ ƀźƂŹ ƃģ

óŅģƄùƄù ĿóƄúÞźëƇń¶ìĨōôžŹģŃ¹ ƃ ųƄë ƀĭúŉƃŃ Ŀ ƈō ÷ƑƄëƃ ôåôńƁ ĿųƃÀ ƇƃŃŅ
úÝ ƈŢúĨř ƃŃƄŽ Ĥù ƄŽƃŀùńħ ƈŵĤźĮĹģƄÉƃ ƀÝóŀŽģÂĭĤÝ ĬħĤıôƈō .Ŀ ƀÝ ÷ƄŦƁóƃ ŃƃĤħƃåô ƀŶë

ìĨō Ŀ Ĥù ƀìĨō ſƄùôŀŽƑ ŀùńħ ńĭ ƀĽńħ ſƄùóžŹ ƀŵ ƃģ ƈōģŃƀ»ƑÂſƈō4ƄŹƄŽ Ŀ ŀùĤħóÂìĨōô
ĭĤÝ ųĤĹ ŴÞĽ ƀÝ ƀĽńħ ƀŶħôƇƃ ƇŀŽƄĽ īĤŹƄŶŢŹ ƃģ ƈō .ģƄúÞźë Ŀ ƀĮĨŵƇń¶ìĨōô Ŵħ ĿĤĶùģ Ŀ

ģĿ ŴúŵĿ ŸƂŹ ƃôåųƄ¶ńúŵ ƀŵ ƈō ÷ƑƄëƃ ƈìŽƃƃŃĤëóƄŽƄùĤºƀľ¾ë ƀìĨō ƀÝô ƃĿƄĵƄŹ
Ƈńŵƃ øŉńŉƑ ƀĭ ƄĭĤŹƄŶŢŹ.ĿŽģµŽń· ńĭ ƀìĨōemmdŃƄÝ ųĤëóóŅģƄùÝģ ƈŹĤŞŽ ƀĻÂëô ŃĤë ƀÝ

ƃųÂŀúëƀŵ ƄìŶĽ ƈìŶŹ Ŀ ƃģſĿƄŵŃĿ ƀŽ øŉńŉƑ ƀĭŃƃ . ƀŵemmeųĤëƃ ƀĮŉƃŃµŽń·ŽģģĿƄŉïſņùń
ƀÑħë ſŃƄťſÃ Ŀ ƃģƄŵƄ¶ë ƈŉńŉƑ ƀÝôëŃƃųÃƄō .
èbëñl �ēÝãìýÝ § ë�ãìý�±ëñÜ

Ħùƃĭ ſńŉ ĿƄŵÃ ƄĭĤŹƄŶŢŹ ƃģ ƄëŃģŀŹ 4ƃĿĤžŉģńõÀſ ƀùƄŵŵƄ¶ðƀſĿ .ĿńÝ ƄŽóŊžħµë Ħùƃ ƀÝô Ŀ
ŶÞĽôƄĽôÈĿ Ŀ ƃģ ÷Ŀ ƀŽ ŃĤë ƀŽĤŉė ųƄëģŀúÝ  ƄĭĤŹƄŶŢŹó÷ĿģĿ ŴŹƑ ôå ƀÝŊŵðƄŽƄŹúƄúŶ ƀŽ

ĤÝ ĦùƃôÐåôŹ ĿúĤÝ ƄŽƃĿŃĤúŶƄÐìŽƃĿƄŵŃĿôƇĿƇńŵ ŻƄĮō 4 .
ƀŵë Ħùƃ ƀÝ ƀťńŹ ƀìúŽôŵ ĿŻƄ·ƃńÝ ſŃĤÞŵïƀŽƄŹģńƄĵÂƇƄō4ńĭƄ¾ųƄ¶ ƄŦƁ ƀŵ ƈō ÷ƑƄëƃ

ƀľ¾ïƀ·ƈŶĽģƃ .÷ģŀöëë Ħùƃ ƀÝ ƈōôŵ ĿŻƄ· ſŃĤÞŵïÏńöźōƇńŵƃ ŻƄĮō ŴùĤŉƃ4Ŀ ƀŵó
 ƄŶùĤŉƃƀľ¾ ƃģ ųƄźŢŹ ſƃĿöÝŀŽè  ƇƄō ųƀŽƄŵƃÀƀŵ ƇĿ īŃĤĨš :

7.§Ýãìýµ�áòä)pìpÜ(K:ĿŵŻƄ·ŉģĿ żúōĤŹôå ſĿ ƀŶúŉƃôïƀ·ë Ħùƃ ƀÝ øìŽƄĮŊúĽģô
ģŀúÝ ƀÝ ƄĭĤŹƄŶŢŹ ĿŀŽĤħ ƄŵƄëóƇƄë øŉƑńħ .å ƀŶëô ĿŽĤºðƃÃŵ ƀÝ ƄĭĤŹƄŶŢŹƀ·ëô ĬŉĤù

ģƄť Ĥù ƃģğÂƄùſźŶëƀ īŃĤĨš Ĥù ƃģ4Ġ·ŶÝƃĿ ƀÝ ƄŽóë īŃƄőôĿ Ġō ÷ƑƄëƄŹƄŽƃÂ

˺ Search Engines
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ŵ Ŀ ſŃĤÞŵ ƄŵŀŽƄŹ Ŀ ƄĭĤŹƄŶŢŹŻƄ· ƄŶùĤŉƃ Ĥù żúōĤŹ ƀŵƀľ¾ïƀ·ĠŶĽģƃ .ŵ ĿŻƄ· ŴùĤŉƃ Ĥù żúōĤŹ
ÜùĤ¶ Ĥù īŃĤĨš ÷Ƅōøùƃ ƀÝŶöħƒöħùĤŉ ƄƄŽƄ·ëôŵƇƄ·ë ƀŶùĤÝ ƀÝ ƃģôƄŉĤĭĤÝ Ħùƃ Ŀ ƀĭƄÐ

ĬŉńƂũ  ƇƄëŃĿ ŇƑ ƀÝ)f -�ŃƄ»Žģ.(

f -jŃƄ»Žģŵ ĿŻƄ·żúōĤŹ )ïƄïŴ(

1.òÝęÝèåìm)e( :ƄĭĤŹƄŶŢŹĿƀÝŵêúŵÃëô ſńŉ Ħúĭńĭ ƀÝ ĤĨŪŵģ Ŀ ƃģ şƄŕƄŹ Ŀ īĤŹƄŶŢŹƇŀžĨŵÀ
ƇĿ ƇƄō . ſńƁƀŵÀ ƀÝƄ¾ ƈšńũƄŵÀŎõƃƄō Ŵó ƀÝ ƃģ ſĿſņúŵƄ¶ƄĭïƀôŵÀŽƃ Ŀ ſƄùô ƀÝńö¾
Ƅĵ ƀìĨōƇƃÂ .ĿŶúħðôƄĭ ƀÝïƀ4"Ĭëńō "ſƄù ƈŶőģƀŵÀ ģĿ ƃģ ſĿƀŵÀ ƀÝƄ¾ ƄŒľŎŹ ƃŃƄŽ

ƄŵÀƀìŵ"ņúŽģĿƃ–ņúŽƃÃĭ-ŃĤźŢŹƇ ƈĹģńř ƃģ–Ĭëńō "ŎõƃŴƄōóĿſ .
ƀŶëåôƄù ĿóóņúŵƄ¶ģ ƀÝ şƄŕƄŹſÂŊÝ ƄĭĤŹƄŶŢŹ ƀÝôïĠºń4 ƄŽƀÈå ƇƃģĿ ƀħôŵ ƀŵƄŽƄìúŵÃ

ƀľ¾ĠŶĽģƃ ŃĤë .Ŀ Ŀó ſƄù ſŃĤÞŵ ŃĤëƀŵÀ)f(ĠëĤ¶ƃ ƈšńũ Ŀ ƃģƄŵÀƄŶëĤ¶ńĭ ƀĭ ŷģƃĿ ƀŦƁ
ëŃƃğÃ4ńĭƄ¾ ôŦƁôŵÀŉŃƃ ƀĭöğÅåôƀÝÞŎħſÃƄĭïƀƄĽ Ŀ ƄŉĤĮŉôÈŃƄÝ şƄŕƄŹ ƀÝóĭƃģÃ
Ƈńŵ.

˺ Directories
˻ Categories
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�±ìÝ à�¶ñëìñ

ûå¬ýå�§ è�«÷ ð±¬±÷Ē«�fĒ
ŽńĮŽģµŽôŵģƄùÃìĨōôf ſŃĤÞŵ ƈŉńŉƑ Ŀ ƀĭ 4ïÏńöźōŃƑóŃĤåóƀĮō .ńĭ ƈŉńŉƑĿ ƀĭ µŽń·Žģ
ƄŵƄ¶ Ŀ ſŃƑ ƀŵƄźŢŹ·Žń·Žģƈƃ Ŀ ƄŽƄĮŹŀĽóŀŽģÂ ƄŵƄë)ISP ( ÷Ŀ ņëńŹ Ƅù . ƀŽƃņëńŹ ģĿŉģĿô

ƃóÂìĨōôå ƇĿô ĿµŽń·ŽģŽ ſńŉ Ƅìúŵ ƄĽģńÝ ƃģ ƈŶőģ ƀŵĮÉô ƄŶÞĽ ƃģ ƇĿïƄŵģƄŽƃÁ ńÝ ƀĭ
ŽģµŽń·ŀŽĤħó Ƈƃńħģńħ ĤúĮŽƄō ƈŉńŉƑ Ŀ)h -jŃƄ»Žģ( .Ŀ·Žń·Žģƈƃ ƄŽƄĮŹŀĽóŀŽģÂ Ŀ øìŽƃƄë
ï·ô ƄŽƄĮŹŀĽ ƀŵ ƀĮŉƃŃƃ ĬùƄŖš ƀŵ ƈìŽƄĮŊúĽģƀľ¾ Ŀï·ôžĮŊúĽģôģ ſŃĤÞŵżùÂ Ŀ īĤŹƄŶŢŹ

ƀŦƁÝƀë éģƃôƄëŃƃƇƇĿ īŃĤĨš īĤšƒřģ ģĿ 4 :
1.ƀŵƄúÞźë ƈìŽƃƄëŃƃ ĬŹŀĽń¶ģ Ŀ ſńŉôìùÂƈŽƄŪúŶ¶ńöźōſ.
2.Ŀïų=ƄŽƃÁƄť ƀŵôžĮÈ Ÿŉ ſńŉĬùƄƁeÀŃƄŉĤÝf .
�Ŀïų=ƄŽƃÁĿï·ôžĮŊúĽģôģ Ŀ ſŃĤÞŵƄžùÂųƄë ſńŉńĭ ƄŵĤŦĮŉƄÝ ƃģ ƄĭĤźúŞžĭ.

h -jŃƄ»ŽģŽģ ƀŵµŽń· ſńŉ
ŽųƄŶÉƄúÞźë ÷Ƅō¶ń

fµŽń·ŽģĿ ƀĭĮō ŸƁ ƀŮùńř ƀŶħ ƈŉńŉƑ ƀĬùƄƁ ƈìŽƃƃŃĤë ôë ƀŦƁ ƀÝ ôåÝ ƃģÀŃƄŉĤĤúĭÂģ ƀŵ ƀĭ ƀĭ µŽń·Žģ ƀĭńÝ
 ƀŮùńř ģĿ ƄĽ 4 Ƈńŵ ĤúĮŽƄō ƈŉńŉƑ ĿÀ ƀŶĭńÝ ƀÝ ôŮùńř óƄō ŨùńŢĭ ĿõńƇńŵ ĬÉÍŵ  .

˺ ID (Identification)
˻ Password
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§å�ûå¬ý²æ�®òýèåì�á¨¥
ĿŽģµŽń·ŽƀŵģƄùÃŉģĿ ſƄù ƀìĨōôĤžì¶ƄŵçƇå ſĿôŴöħƒöħ ƀŽƄĮŹŀĽïƀ· ŇƑ ƀÝ ƀĭ ƄìŽƄĮŊúĽģ

ƇƄëŃƃ .ë ĬŮúŮĹ ƀÝ ƀŽƄĮŹŀĽ ģĿôƃńÝ ƀŦƁïƀŽƄŹģńå ƇĿôŽģ ƀÝµŽń·ŃƄÝóŽ ƀÝųƄŶÉƄōƇ
ƄúÞźëń¶ëô ſńŉńĭƇÅöë ƀŦƁ ƃģųƄ¶Ƅù ƀŵŵÃ ƄŽƄŵƄëƄĭƃńÝƀľ¾ŃĤëƈŶĽģ .Žģ ĿµŽń·ńĭƄŵƄ¶

ƀŵ ƇĿ īŃĤĨš ƀŽƄĮŹŀĽ ƈŶőģ ƃģ ƈŵƄźŢŹ :
1.ńħĤžÉõêúŵ
2.Ŀúŵ Ŀ ŴùĤũĿÅëƄĭƃńÝƄ ų(FTP)

3.ĻģńÝŽų=ƄùÃ  Ħùƃ(www)

4.ŃģÁžħĤùµå(Chat)

5.Ŀ ųƄĮŉģ ƄŽƄŹĤŦúÝ ƈŉƒźŉ(Instant Messaging)

6.ƀŵńúŵóøŉńŉƑ(Telnet)

�æĉĔ¬�Ýòk
ńħĤžÉõêúŵńĭƄŵƄ¶ ƃģ ŃƄƂŎŹƄźŢŹƄŵ·Žń·Žģƈ ƄŽƄĮŹŀĽƀľ¾ïŴÑƇÅöë .ƀëģƄťƃğÂ ƄŶÞĽ

å ƀĭ ƄŽĤĮŉƃĿô ƀŵĿģƄöƁƇƄë ŀŽƃç ńƂħ ſ4ğƄĮŉģƃ êúŵ4 ƄŽ÷ģŀöëŃƃ ƈōôº ĤùƄ¾Žƃģ× ĬĽƃ
 ƀë Ĥù ƃģ ƈŊúŽƃńöå ſńŉ ƄŽĤĮŉƃĿ ƀŵ ƀĭƈŽƄŪúŶ¶ģƀìùÂĠŊúŽƃ4ŵ ŀŽƃŃĿ ƄŽðĬÉĿńÝ ƄŽ 4Ƈńŵƃ ƀħó

ŊžħµńħĤžÉõêúŵƃ ĤúĮŽƄō ģĿóŀŽģÂå ƇƄëôŽģ 4ƀŽƄìúŵ4ƀŽƃŃƄ»ùƃƄùÁïôŽĤƄŶŢŹ ŃƄŽ ƃģĤŹ ī Ŀ
ŽģµŽń·ŃƑ ƀŵó ƀŵ ƀŉƑŀźŉÁžºğƄĮŉģƃ ƀĭ ƄŽĤĮŉƃĿ ƀĭńÝ .ńħ ĿĤžÉõêúŵŃƑ ƀŵó Ŀ êúŵ Ŀ

Ƅù ſŃĤÞŵ ƄŵƄĮŉģƄúÞźë4ń¶Žģ ƀŵµŽń· ſńŉŴőƃńħ Ŀ ƃģĤžÉõêúŵƃńÝ Ƅùïŷģńģ ƀĭĤúĭÂ ųŀúŵƇÅöë .
ƀÝŽģµŽń·ëôńħ ĿõêúŵĤžÉſŃĤÞŵ ƄŵƄĮŉģ ĿĮÝ Ŀ ŀùĤħô ƄĮÝ ƄŒľŎŹ ƃģ Ƅŵńŵƀľ¾ïƀ·ƄŶĽģƃ . Ŀ
ƃïƃÃƄúÞźë ƃģƄŽƃń¶Ƅĵ ƄĮÝ Ŀ ſŃĤÞŵƄŵƃÂ ƃģ ƄŽƄŹƄŽ ƀŵ ſŃĤÞŵńöźō ƃƀľ¾ïƀ· ŴĮŊúĽģƇÅöë  . Ŀ

Ƅĵ ƄĮÝƄŵƃÂ Ŀ ƀŮùńř ģĿ“ƃńźŶŭ Ŀùģ ŷƄŽôŽĿƄÉŸĮŊúŉ”)e(DNSĿĤù ŷƄŽ ƀÝõƇÅ .Ŀ ƀÝóŸĮŊúŉ
ëôƄĵ ƄĽńħ ƄùŃĿ ƀŵ ƀĮÝ ƄùſÂƄōóſĿ4ŵƀì   :

e.ƀźúŉùƀĽńħ ſņú(Local Part)ĿĤùïƀ·ŷƄŽ ƈìŽƄĮŊúĽģ
f.ĿĿƃŀĺŹ Ĥù ƃńźŶŭóŷƄŽ(Domain name)

g.ſĿƃŀĺŹşƄŽ(Domain Types)

˺ Domain Name System
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"@ "ƀÉŽ ƀźúŉù Ŀ Ĥù ƀĽńħ ſņúï·ôŶúħ óŀŽƑ 4ƇƄŶúħ ƀľ¾ ŷƄŽ ƀŵ óĿƃŀĺŹ Ĥù ƃńźŶŭ Ŀ ŷƄŽ ƈìŽƄĮŊúĽģð ƀĭ ô
ƃïğŃƄ:

ĿĿƃŀĺŹ Ĥù ƃńźŶŭóeôžúºƀŽƄŵƃÀŀŽƑ ƀÝóë ųƃŀĵôųĿƄÈƇĿ ƇƄō:

ſĿƃŀĺŹƀŒľŎŹ
comģĿƄŉïņùńīĤŊŉƄŹ
eduņúŽƃƄÈë ſĿŅ Ŀ ƃģóÃŊŉƄŹô
govƈĮŹƄìĹŊžħƀŽƄ·
intôŵģƄùÃŽŊŉƄŹô

milƈŹĤŞŽŊžħƀŽƄ·
netĿìĨōôŽģ ĤùµŽń·ƀŽƃņëńŹ
orgƀŽƄŽĤŹŅĤŉŊŉƄŹ ƀùƃŀžĮŉńŹ ƃģô
bizģĿƄŉïóņùńŊŉƄŹô)comĭƀƀĭŃƃ(

infoĿƃ ƄŽƄĮŹŀĽ ƈĭĤŹƄŶŢŹóŀŽģÂ ƈìŽƃƄë
aeroƈùģƄƁƀŽƄĮëńō

Af ŻĤĮŊŽĤŦũģ

Ŀ ńħĤžÉõêúŵ         ńƁ ƃģ ƈìúŵƃ żĮŹ êúŵ Ŀ ƈō ÷ƑƄë øìŽƃƄĮŉģųƃÀ   ŴùĤũ)ť4ņùÅ Žģ ņùŃƄQ» (...
ńħ ƀQQŵĤžÉQQõêúŵƀĮQQŉƄúÝ ſńQQŉƃƇƄĮQQŉģ .ńħ Ŀ ƈìŽƃƄQQë ƀQQŉƑńĭ Ŀ ŷĤQQŦúÝ øŵŀúQQŉŃ ģŃĤžÉQQõƄŽƄìúŵ ƀQQÝ
ŀžőƃū(Inbox)   ƄŽƄĮŹŀĽ Ŀ ƃģ ƃóŀŽģÂ   ƄúÞźë Ŀ ƈìŽƃƄëń¶ë ƀŞũĤĹ ƀÝô÷ĤºÝń ÷ĤQº ƇÅQöë4

  å ƀĮĽƃ ƀŦƁńĭô    ƀŽƃ ƀŽƄŹĤŦúÝ ƇƄō ƀŉƑńĭ ŴÞĽ øìŽƃƄë ƀŉƑńĭïƇŃƄ    ƄQù Ŀ ƀQĮŶƁ ƀQħ ƀQŽƄŹĤŦúÝ 4
ƀ¾   ĭĤÝ ſŃĤÞŵ ĬĽƃôƇÅöë .  ĿĤžÉõńħêúŵ  Ƅëģ ƀŵŽµƀľ¾   Ŀï·ô  žĮŊQúĽģô      Ŀ ƈìŽƃƃŃĤQë Ŀ ſŃĤQÞŵ

Ý ƃģ ŷƄŽÀŃƄŉĤƄŵŃĿģ ųĿżùÂƇĿ.

˺ Domain Name System (DNS)

moe.gov.af@info

ƃńźŶŭ Ŀ ųƃÀ) ŻĤĮŊŽĤŦũģ Ŀ
ĬŹƄìĹ(

 ŷƄŽ ƃńźŶŭ Ŀ ) ƃģ ƄĭģńħĤľŹ Ŀ
īŃģŅƃ ×ĵƄŵĤžì¶ ƈĭĤŹƄŶŢŹ(

 Ŀ@Ž ƈìŽƄĮŊúĽģ ƀ·Ì Ŀ ƀÉ
ƇƄŶúħ ƀľ¾ ŷƄŽ ƀŵ ƃńźŶŭ Ŀ ŷƄŽ

 Ĥù ƈìŽƃƃŃĤë Ŀï ƀ·
 Ĥù ŷƄŽ ƈìŽƄĮŊúĽģ

ƀĽńħ ƈŶőģ
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§«÷ èÝ Ûìlì�ë¬bĒ�Ñ §ñÝ ÜòÛë§ě(FTP)
Ŀúŵ Ŀ ŴùĤũĿÅëƄĭƃńÝƄ ųe(FTP)ƄùôŉģĿå ÷Ŀ ŷņúŽĤìúŹôå ƀŽƄŶùĤũ ƀŦƁ ƀŚŉģƃ ƀÝ ƀŦƁ ĿôĿ

ƇĿ ƈìŽƃĿƄŵŃĿ ŸĶĹ ÷Ƅŵ4ƄúÞźë ſƄù ƀŵń¶ƀľ¾ƄúÞźë Ŵħń¶ ƀŵ ƀĭÁžºúŵ ƀĭńÝƇƃĿÅ .Ŀ ƀŵó
 ųƄëƄĭƃńÝƀľ¾ ƀÝïƀ·žĮŊúĽģôÞźë ƀŦƁ ſńŉƄúń¶å ƀĭô øìŽƃƄëŃƃ ňùƃńŉFTP ƃģ ÷Ŀ

÷ģŀöëńŵ ƀÝ ƈōóģƃż¶ôëō Ŵőƃ 4Ƈƃ īƃńÝƈå ŴùĤũ ƀŦƁ ƃģô ƀÝ ſŃĤÞŵ ƄŵƄìùńō Ŀ
ƄŹƄŽƇÂƄúÞźëń¶ëôùģųĿƄÉ÷Ŀ ÷Ƅō4ƄúÞźë ŴÞĽń¶ƀĭúŵ ģŃøŵƃĿÅĠōf.

ƄŉĤĭ ŽŃģŀźƁðƀ  Ŀ ƀŵó   ųƄëƄĭƃńÝƀľ¾   ƀÝïƀ· žĮŊúĽģô     ƄQúÞźë ŴQÞĽ ƀQŵ ƀŽƄŶùĤũ ſńŉń¶ ƀQľ¾
  ŴħƄúÞźëń¶  å ƀĭô    ƀźúŉ ƀÝù    Žģ ĤQù ƀìĨō ſņú µQŽń·  Qëô    ƇńQŵ ŻƄĮQō4  QúŵƃğƃĿÅg  4)k-j ŃƄQ»Žģ (Ŀ

FTPøŽÃŹƄŵĤŹųÀƈúÈ.

˺ File Transfer Protocol
˻ Download
˼ Upload

k-jŃƄ»Žģ:ĿFTPÃŹƄŵøŽĤŹÀų

(FTP Client) �ËÁ��Ê°¿ÁÂ¯ Ä�Ó�e
(FTP Server)  �ËÁ��Ê°¿ÁÂ¯�Á
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�±ìÝ à�¶ñë çë§

ñë Û�ìñęå £�¬b�(Word wide web)K

Ħùƃ ų=ƄùÃŽ ĻģńÝŹƄŵ ĿÃƇºŴƀÝ ſŃĤÞŵemlmųĤëëô Ŀ ĤÝƃŃģ ĿŁƄŹŅė Ŀ êùņũ ƇƃŃùžôŵƀ
ģƄĽë ňùƄŉ ƀÝôƄĵÂ 4Ƅō  ƀÝ ƀĮŉƃŃƃemmgųĤëëôŵ Őľō ſƄù ĿƀģƄĽåô "ŶźĭƈńŽńħ "

ſŀúŹƄŽ4ëŃƃ ĤúĮĽģńÝÃųſƄō.ĿĦùƃ ų=ƄùÃŽ ĻģńÝ(www)ƀŵƄĵÂƄŵƃ¾ƀľ ƀÝ ƀĽƄŹ·Žń·Žģƈ
ë ƀìĨōôńħ ńÝĤžÉõƈùŀŽĤħ ƄëŃģŀŹ ƃģ Ƅžúåńŉ ƃĿƄĵƄŹóƃ øŉńŉƑ ƀŽĤŉė .ŽÖÃĻģńÝ Ƅù Ħùƃ

ŉģĿô ńúƂħå ÷Ŀô ƀÝ¶ƀŵƄŽÖÃëô ƀÝŶöħƒöħƄúÞźë Ƅ¶ƄŽƃńëô¶ųƄƄù éŃģŀŹ ƃģ ƀŽƃŀžŉ ƀĭģńÝ
Ž ſńŉ ƀŶħ ƀŵÉƇƄŶ .īŃĤĨš Ŵħ ƀÝ4Ħùƃ ų=ƄùÃŽ ĻģńÝńħ ĿĤžÉõƈù ƄŽƃŀžŉ ƃģ ƄëŃģŀŹ¶ŵƄðƀå ſĿô

ĤÝ Ħùƃ ĿÐƄùĿĤù ŷƄŽ ƀÝÅƇƇĿ Ŵőƃ ſńŉ ƀŶħ ƀŵ Ƅù ƃģ .)l-jŃƄ»Žģ.(

l-jŃƄ»ŽģŽģ ƀÝ·Žńµë ƀìĨōôĿƄĵƄŹóĨùƃĤÞôÐ
ëñ�¤áL:ƀŵƄùŴħńħ ƄŶŒĮŹ ſńŉĤžÉõƈù Ŵùƃ ļŹ Ħùƃ Ŀ ƀĭ ƄŽƃŀžŉ ƃģ ƄëŃģŀŹƇÅöë.
ëñ��bèĐM:Ŀ ƄŽƄľŹ ĦùƃŵƄ¶ðôšƄźĶŹ Ĥùôå ƀĭôƄùĭ ſńŉ ƀŶħ ƀŵƈŵÃƇƃ ŘĨĭńŹ ƃģ4 Ħùƃ
ĤÝÐƀ ŴùƃƇÅöë.

fû)«�ėæ�:()K(

Ŀ ŽģµŽń·  ìĨō Ŀô   ŽĤħ ļŹ ńÝŀó ńĨĽó ńĭģóåôå ĿµĿĤù ŷƄŽ ƀÝõƇÅ4Žģ Ŀń·Žµ  ƄQŵƄźŢŹ ƀŵ
    ƄŽƄĮŹŀĽ ƄũƃńŢŹ ƃģƀľ¾ïŴÑƇÅöë .ŽģµŽń·   Ŀ ƀŵ ƈìŽƃƃŃĤëó    ĬŹŀQĽ ƀQľ¾    ƀQÝï ƀQ·  žĮŊQúĽģô

˺ World Wide Web (www)
˻ Web page
˼ Website
˺ Chat
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  Ńƃ ſńƁ ſńŉ¸     ńĨĽ ſńŉ ƄŽĤĮŉƃĿ ƄŶÞĽ ƀŵó ńĭģó     ƀÝ ƃģ ƇƄëŶöħƒöħ    ŀQŽĤħ ƄĭĤšƄQŕƄŹ Ƅó    ƄĭĤQùńŞŽ Ŀ
ëģŃſÃ ëŃƃſÃ ƇƄë .   ńħ Ŀ ĬŹŀĽ ģĿĤžÉõêúŵ     ģ ƀQĭ ĬĽƃ ŃĤŞĮŽģ Ŀ ŧƒĽ ńÝ ĤQúĭÂ QŽƀ 4ƇńQŵ ôQžŢù Ŀ

  ŵ ƈìŽƃƄĮŉģ ŷĤŦúÝƀģƄĽ     Qŵ ƈìŽƃƄQë ƀQŉƑńĭ ŷĤQŦúÝ Ŀ ƃģ ųƄĮŉģ ŷĤŦúÝ Ŀƀ ģƄQĽĿ    ųƄQë ƀQŉƑńĭ ƀQŦƁ
óĿèŽë ĬĽƃ Ƅù ƀÝôƀĭńŉŉŃöƇÅ. )m-jŃƄ»Žģ(.

ð±øâ±bòèåìá�Î)K(

ĿåµŽƄŹĤŦúÝ ƈŉƒźŉ Ŀ ƄŵƃŃĤë ƃģ īńƂō ĻģńÝ ƄŽƄĽ ſƄù Ŀ ƄŸĮŊúŉžŹģŃ¹å ųƄë ƀĭô
ŹƄë ƀŵ ƈō ÷ƑƄëƃ ƈìŽƃƃŃĤëôùŀŽģôžÉŶÞĽ Ŀ ƀŽƄŹĤŦúÝ ŴÞĽ ƀĭńÝôƄĽôÈÝ ƀÝ ƀĭ Őľōƀ· ƃģ

Ƅĭ ƀŽĤŹńĺŹïƀ 4ƇƄĮŉģƃƀŽĤŉģëųÃ .ƄŽƄŹĤŦúÝ ƈŉƒźŉ Ŀ ĤŕĤŮĭ ģĿ(Instant Messaging) Ŀ
ŸĮŊúŉžŹ Ŀ¹ƃ ĦĨŉ ƄŶĭģŃ ƀĭïſŀúºń)ed-jŃƄ»Žģ( .

ƀÝĿóŸĮŊúŉëôëŶÞĽ Ŀ ƀŽƄŹĤŦúÝ ŴÞĽ ƈō ÷ƑƄë ƈìŽƃƃŃĤôƄĽôÈƃÂƇƄĮŉģƃ ƀĭ Őľō4
Ŀ ƀŵ ƀĭńÝóåôƀÝžħŃģÁë ƀŽƄĽô Ĥù ŻĤŊë ĿƄĵƄŹ ŃƄŽïƀ·ù Ĥù ƈŵƄŵƃ ƀŦƁ ƈìŽƄĮŊúĽģô ƀŉƑńĭ

ëƇÃ .Ńƃ żŽ¸Žģ ƀÝń·ŽµëôïÏńöźōƄŽƄŹĤŦúÝ ƈŉƒźŉ Ŀ(Instant Messaging)źĮŊúŉƀŽƄ
Ƈńŵ ŻƄĮō4ƀìŵ :

e.ŅƃÁžùƃŷĤŦúÝ øìŽƃƄŉŃ(Window Messenger)

f.ƄƁĤùøìŽƃƄŉŃ ŷĤŦúÝ(Yahoo Messenger)

˺ Instant Messaging
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g.Ŵúź¶ĤƁ øìŽƃƄŉŃ ŷĤŦúÝ(Hotmail Messenger)

h.ÝéĤ·ŶøìŽƃƄŉŃ ŷĤŦúÝ(Paltak)

i.ųĤĨùģ øìŽƃƄŉŃ ŷĤŦúÝ(Eyeball)
×žĭŃƄÝ    ť Ŀ ƀìĨQō ſƄQù ſńƁ 4ƃņQùÅŽģ ƃņùŃƄQ» Qùƃ ƃģƈùƄùÁ   ƃĤúĮŽƄQō ƄŵƄĮQŉģ Ŀ ƄŽƄŹĤQŦúÝóï ƀQ·

ìŽƄĮŊúĽģ    ƃ ƀĭ ƄìŽƃƃŃĤë Ĥù ƄóŀŽģÂ    ƈQō ÷ƑƄQë øìŽƃƃŃĤQë ƃģ ƇƄë ŴQöħƒöħ ƀQŵƃÀ   ŴQħ ƀQŽƄŹĤŦúÝ
Ƅĭ ƈQQŉƒźŉ ƀQQÝ ƀQQĭ ƈìŽƃƃŃĤQQëQQïƀ ƀQQŽĤŹńĺŹńúť ĤQQù ƀQQŽĤŹńĺŹ ƀQQÝųƃÀQQúŵƃƇÅ .Ŀ Ŀ ƄQQŉĤĭó ŷĤQQŦúÝ

ħ ƈìŽƃƄŉŃöŶðƀ ƀÝee-jŃƄ»ŽģëôĠžùƃ .

e� -jŃƄ»Žģ ĿInstant MessengerƀŽƄŵƃÀ

§ûæÞüKá èb Ûìlì�ë¬bû¬Ý èÝĒ±¬±÷s
¶ĬžŶ ŉģĿô ƃńÝĭųƄëƄ  å ÷Ŀô         ƄúÞźë ńQÝ Ƅō ÷ƑƄë ƀŚŉģƃ ƀÝ ƀŦƁ Ŀ ƄQŽƃń¶  ŀQŽĤħó    Qŵ ƀQŵńó

 ģŀúÝ øŉńŉƑëƃÃ . ƄúÞźë ƀŦƁƀŽƃń¶ åô   ìÝ ňùƃńŉ ģĿô  Ƈƃ ųĤŢũ4   Qù ƈìŽƃƃŃĤëô     ƈQō ÷ƑƄQë

˺ Telnet

IM Yahoo
IM windows

IM Eyeball IM Paltalk

IM Hotmail
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 ŵ ƀŵńó       ƃģ Ƈńŵƃ øŉńŉƑ ƀĭ ƄŦƁôžúº ƃńÝïƀŽƄŹģń ùôë ŸúŞžĭ ƃģ ſńŉńĭƇÃ .ħ ĿŶú Qðô Ƅĭ ƀQÝ Qïƀ4
 Ƅù ƀÝſ  ë ŻƄĮžƁƄÝô        ŃƄë ŴÞĽ ƀŵ ƈō ÷ƑƄë ŴŒĺŹƀľ¾   ƄúÞźë ŴÞĽ Ŀń¶ QŹńÝµ ƄQĮžƁƄÝ ĿŻ  ƀQŵ

 ƄúÞźë ƇņëńŹń¶       ŃƄÝ ŇŃƄë ƀÝ ƃģ ƈō Ŵőƃ ſńŉó ģóŀŽƃÂ ëôŽÃ      ƀĭŃƃ ƀĭ ƀŦƁ ĤùƀŽƃņú¾   ſńQŉńĭ
ëƇÃ .     å ƄŉĤħ ƀŽƃ ŀùĤħ ƀŹĤÝ ƀŵô  ë ģĿôŽÃ   ƀÝńõÀƃƄŽƄùĤº ëô  ĿƃŀQĺŹó Ƈƃ .  Ŀ µQžŶ¶   ŃƑ ƀQŵó Ŀ

Ý ƃģ ŷƄŽ ƈìŽƃƃŃĤë Ŀ ſŃĤÞŵ ųĤŒĭģĤŃƄŉÀÝ ĤùµøùƃģżùÂïŴÑƇÅöë .)��-jŃƄ»Žģ( .

 Ŵìō�� -j :Ŷúħ ſƄù ƄŽƄĮŹŀĽ µúžŶ¶ Ŀð ƀ

ēæ�Ĉìb
e.ŽģµŽń·ƀ¾÷Ŀ øō6
f.ĿŽģµŽń·ŹƄŵ Ŀ ƀìĨōƇÃŴºë ųĤë ŷƄë ƀÝ ſŃĤÞŵô Ŀ ƃģƀ¾žŹģŃ ſŃĤÞŵ¹ſƄō ƀĭ6
g.ƀÝë Ħùƃô īĤŹƄŶŢŹŽń¾ðƀŵ6ğƄ·
h.ĿŵƄ·Żŵ ƃģ żúōĤŹ ĿêúŵÃžŹńĭ¹ ńúÝƄĭƀ¾6÷Ŀ
i.ĿŽģµŽń·Ŋžħņú·6ƇĿ ŷƄë ƀŽƄĮŹŀĽ
j.FTPƀ¾Ŀ øō÷ ƄŹƄë ƀÝ ƃģƃŃĤåëôńĭóïƀ· ŴĮŊúĽģƇÅöë6
k.ĿńħĤžÉõêúŵģ ƀÝſÂŃĿóńëôÈĠìúŵƃ.
l.Telnetƀ¾ë ƄĭƑĤĹ ƄŹƄë ƀÝ ƃģ ÷Ŀ øōôńĭóïƀ· ŴĮŊúĽģƇÅöë6
m.ÖÃŽ Ħùƃ ƀĽģńÝƀ¾Žģ ƀÝ ƃģ ÷Ŀ øōµŽń·ëô¾ƀ6Ƈńŵ ųƃŃ

ed.ÖÃŽë ųĤë ŷƄë ƀÝ Ħùƃ ƀĽģńÝô ƃģńöåžŹģŃ ƀĭ¹Ƅō ƀĭ6
ee.ÖÃŽ ƀÝ ƀĭ Ħùƃ ƀĽģńÝemmgųĤëëôëŃƃ ĤúĮĽģńÝ ģƄľŵ Őľō ŷƄë ĿųÃ6ſƄō
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ßëë�sl¬cĄ
�æĉĔ¬�Ýòk(E-mail)

«§ëñ�±ìÝ à�¶

§�æĉĔ¬�kòÝbòèå¨åi

ƀìŵ Žń¾ð    ńħ 4ŴĮQŉƄŵƃ ƄQŹ ôë ƈëńÞ¾ ŷÅÞō ƀÝ ĥĤĮë óĿ Ŀ ôå ƀ ĤžÉQõŵúê    ƃģ ƄQŵƄźŢŹ ƃńQõÀ ƀQŵ
  ƃŃƄƂŎŹ·Žń·Žģ    ƀľ¾ ƄŽƄĮŹŀĽ ƈï   ŴQÑ ƇÅQöë .                  ńQƂħ ƀQÝ ôQå ƀQĭ ƄŽĤĮQŉƃĿ ƄQŦƁ ƄQŶÞĽ ğÂģƄQťƃ ƀQë

ĿģƄöƁ       4 ğƄĮŉģƃ êúŵ ƇÅúŉƃģ ôë ƄŽƃ÷ģŀöë      ƈŊúŽƃ ĬĽƃ ×Žƃƃģ Ĥù ôºŃƃ ƈō      ƀQë Ĥù ƃģńöå  ƀQĭ
Ŀ ¶ö         ĠŊQúŽ ƀQìùÂģ ſńQŉŃƃ óŃƑ ƀQŵ ŻƄŪŶ4   ŵ ſŀQŽģŃĿ Qð    ƈQºģŃ óŀQŽĤħŃĿ ƀŽƄĮÉ .     µŊQžħ óĿńQÝ ƄQŽ4 Ŀ
ńħĤžÉõ  êúŵÝ  ƀ  ō ÷ƑƄë ƀŚŉģƃĠ          ŴQÞĽ ſńQŉ øŽĤQŉė ƀQÝ      ƄùÁQùƃ 4ƀQŽƃŃƄ»Žģ 4ƀQŽƄìúŵï    ŃƄQŽ ƃģ ôŽĤ

       Ƅĭ ƈŉƒźŉ ƀÝ óŃƑ ƀŵ µŽń·Žģ Ŀ īĤŹƄŶŢŹï  ŶŹ ƄŶÞĽ ƀð    ğƄĮQŉģƃ ƀQĭ ƃń .  Ŀ ĤžÉQõńħ    Ŀ óŃƑ ƀQŵ êúŵ
           ƃģ ųĤŒĭģ ſńŉ µŽń·Žģ ƀŵ 4ń¶ƄúÞźë ſƄù ųƄĮŉģ ƃģ Ŵìúŵ êúŵ Ŀ ſƄùĤžÉõńħƄëģ êúŵ  ųŀQúŵ ĤúĭÂģ ƀĭ µŽ

ƇÅöë .
ïÏńöźō·Žń·Žģ       ƀŵ ôå Ƈńŵ ŻƄĮō ƀŽƄ·ùĤŉ ƈĤžÉõńħ       ĤQùÂƃ Ŀ ƀQľ¾ êúŵï Q·ô      Ŀ īĤQŽĤìŹģ ôžĮŊQúĽģ

ƀìŵ 4ƇƄëŃƃ ôë éģƃ ƀÝ ƄìŽƃƃŃĤë:
«ƄƁĤùƀÐĤÝ Ħùƃ
«Ŵúź¶ĤƁƀÐĤÝ Ħùƃ
«ïƄïŴƀÐĤÝ Ħùƃ
«óƄùĤŹƀÐĤÝ Ħùƃ

smü

ƀÝ ƄŉĤĭ ƀħ ôë ƈëńÞ¾ óĿóŅģƄùƄƁĤù ĿńħĤžÉõŀŶħ ſńŉ µŽƄëģ ƀŵ êúŵƈō.
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§�æĉĔ¬�kòÝ Óë¨æ¹ §ñìl� �åû))ñìé� ((bò èå¨åi
ƄŉĤĭ   ŵƄ¶ ŸŊŵƃƄù Ŀð     Ŀ  ôë ĥĤĮë ƀÝ ƈńħ ĤžÉQõêúŵ Ƅëģ              Ŀ ƀQľ¾  ƀQŦƁ ƀQŵ ƃģ ƄQŵƃÂƄĵ Ŀ µQŽ

ï·ô    Ãë ſĿŅ ųƃÀ ƄŶĮŊúĽģ       ƄQŉĤĭ ôQë ƀĽńħ óĿ ƀÝ 4   ƀQĭ óŅģƄQù ńħ  ƄƁĤQù Ŀ ĤžÉQõ  ŃĿ ųQĤùGúÝĤå êúŵ
ŀŽèöÝ ųƇÅöë.

 èÝ��æĉĔ¬kòÝè¦Ąpèý¥�òÜ�²K

ƀìŵŽń¾ðųƄō Ŵùƃƃ ôå ƀ4ńħ ƀŵĤžÉõ Ŀ ƀľ¾ êúŵï·ô ƀŵ ŀùĤħ ſŃĤÞŵ ƄŶĮŊúĽģ·Žń·Žģ ſńŉ ôìĨō ƈ
ƃńŵƃ ń¶ƄúÞźë ÷Ƅō Ŵőƃ Ƅù4ńħ ƀŵ Ƅō ÷ƑƄëƃ Ƅ¾ńĭĤžÉõ ƀľ¾ Ŵúźùģ Ĥù êúŵïƄŶĽģƃ ƀ· . ƀÝ

Ƅĭ ſņúŵƄ¶ï ƀŵ Ġō ÷ƑƄë ƄŉĤĭ  ƀĤžÉõńħúÝ 4ƄŽƄìúŵ 4ƄĭĤŹƄŶŢŹ Ŀ ƀľ¾ êúŵ Ŀ ƄŽƃņú¾ ƃŃƄŽ ƃģ ƄŽƄŹĤŦ
 ſŃĤÞŵ  óÃëŃƃ óÃëģŃï ŷĤŦúÝ ƄŉĤĮŉ 4 ĠŶĽģƃ ƀ·÷ģŀöë óŃƄŽ ôŉģĿ ƃģ ƄùÁùƃ 4ŃƄ»Žģ 4 Åť ƈō

Ƈńŵƃ ôÑħ  .

˺ Electronic mail (e-mail)

 ƀŉƑńĭ Ŀ ƈÝĤë Ŀ êúŵĤžÉƉńħ Ŀ
 ÷Ĥº ƄŶìúŵ Ŀ ôĮÝ Ŀ  ƈìŽƃƄë

ż·ħ ƄŵƄë ƀĮŉƄúÝ Ŀ ŴùĤũ Ŀ
÷Ĥº ƄŶìƊŵ Ŀ ôžìƊŵ Ŀ

 ôÍŽĤÞ»žŹ Ŀ)şƄŕƄŹ  ( Ŀ
÷Ĥº ƄŶìúŵ

 Ŀ ôĮÝ Ŀ ƈìŽƃƄë ƀŉƑńĭ Ŀ
 ƄŶìƊŵ÷Ĥº

ż·ħ ƄŵÅƊŵ Ŀ

(c) ketabton.com: The Digital Library



93

ƀŵŶúħ Ŀ ƀĮŵĿ ÄƄŹ ôå ƄŉĤħ ƀŽƃ ŀùĤħ ſĿĤùðƄĭ ƀÝ ôïńħ ƃģ ôÐĤÝ Ħùƃ ƄƁĤù Ŀ ƀĤžÉõńĭ ôå ƀľ¾ êúŵ
ƄźŢŹ ƄŵƄ¶ų ĳƃńŹ ƃģĤžÉõńħ÷Ŀ êúŵ4ïƄŶĽģ ƀ·. ĿõńħĤžÉ ƀÝ ſŃĤÞŵ ƄŵƄë ƀŉƑńĭ ƃģ ƄŵƄĮŉģ Ŀ êúŵ
Ƅĭ óŀŽƑïğÃëƃ Ŵźš ƀ:

e.÷ÃŹƄŵƀÝ óŀŽĤħ ļŹ ƀÝ ƈŽƃŀúŵ Ŀ ń¶ƄúÞźë ŴÞĽ Ŀżìùė óŀŽĤħ
 ğÃëƃ  êúŶë.

f.Ŀƀ·Ý ƀÝ ôĮÝe  ģĿ óŀŽĤħCOM.YAHOO.WWW·Žń·Žģƈ  Ġìúŵƃ ƀĮÝ)e-�
ŃƄ»Žģ(

g.ÝƀƀÝ ôë ƀÐĤÝ ƄƁĤùMAILżŎÝė4ğÃëƃ êúŶë óŀŽĤħôë īŃƄő óĿ ƀÝĤžÉõńħ êúŵ
 ŴĮŊúŽģńÝ ƀÐĤÝ ôìŽƄŶĭŃƃ ƀĭƇÅöë .

h.Ŀôë ģƄĽ ×È ƀÝ ôÐĤÝ óƄō ŴĮŊúŽģńÝYahoo IDÝ ŴÞĽ ƃģĤĠìúŵƃ ÀŃƄŉ4 Ŀ Ƅ¾ńĭ
ńħĤžÉõƄëģ êúŵĠºƄžŽ ƀĭ µŽ .)f-kŃƄ»Žģ.(

i.ĿģƄĽ ƀÑúë ƀÝ ôÐĤÝëôƀÝInboxżŎÝėğÃëƃ êúŶë óŀŽĤħĤħ ƀŦƁ ƀÝ 4 êúŶë ƀÝ óŀŽ
ńħ ųƄ¶ ſńŉ ƄŵƄëĤžÉõƄŹĤŦúÝ ƃģ ƀŽƄìúŵ ƈùƈŵŀúŉŃ ģŃ ƀĭ ƄŉĤĭ ôå ƀŽĠžùƃ 4.)g-kŃƄ»Žģ.(

j.ƀÝSubjectƀĽńħ ƈŶťģŃ ƀÝ ôëĤžÉõńħ ƃģ  ğÃëƃ êúŶë óŀŽĤħ êúŵĤžÉõńħ êúŵ
 ŴĮŊúŽģńÝƇÅöë)h-kŃƄ»Žģ .(ƀëğÃëŃƃ ĥģƄº ƀĭ Őľō ƈìŽƃÅúŵ ğÂģƄťƃ4ƀÝ
ReplyżŎÝėğÃëƃ êúŶë óŀŽĤħĤúħ ƃģ Ġìúŵƃ żĮŹ Âƃ ôÈƄĽ Ŀ ŴÞĽ ƃģSendż·ħ

ĠƁƃƃ .
§ñ ïìå  çì�æĉĔ¬�ÝòÝ § kò ç«�cÝ ìÝěèbì� Ē¨å÷p ÜâÉ è ç¬±¬� �ęl  :

f-ƀÝńħĤžÉõ ƀÝ ôë êúŵNewżŎÝėŶë óŀŽĤħú êğÃëƃ:
g-ƀÝToƀĽńħńħ Ŀ ƈìŽƃƄë ƀŉƑńĭ Ŀ ôëĤžÉõĠìúŵƃ ƀĮÝ êúŵ .
1.ƀÝSubjectńħ Ŀ ôë ƀĽńħĤžÉõ»žŹ êúŵŽĤÞð ƀ)şƄŕƄŹ (ĠìúŵƃĿ Ĥúħ ƃģSend ż·ħ

ńħ ƄŉĤĮŉ 4 ğÄĤìúëĤžÉõƈō ųƄĮŉģƃ ƀħ êúŵ .)i-kŃƄ»Žģ(

e-k :ŃƄ»ŽģƀÐĤÝ ƄƁĤƉ Ŀ

˺ Address-bar
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f-kŃƄ»Žģ :ĿńħĤžÉõ êúŵ
ƄëģƀÐĤÝ ƄŶĭƄžŽ Ŀ ƀĭ µŽ

g-kŃƄ»Žģ : ƀÝĤžÉõńħ Ŀ ôë êúŵInboxżŎÝė

 Ŀ ƄƁĤƉ ĿID÷Ĥº ÜƉĤ¶ Ŀ

Ý ĤƉ ôƉ µÝ ĿĤ÷Ĥº ƄŶìƊŵ Ŀ ÀŃƄŉ
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h-kŃƄ»Žģ :ńħ ƀÝĤžÉõƄëģ êúŵƀŽƄŹĤŦúÝ Ĥù ƀŽƄìúŵ  ƈŶťģŃ ôë µŽ

 ¶°�5-7 :ĿƄŽƇĿ ŷĤŦúÝƄŵÅúŵƀÐĤÝ
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ÞĄì�±ìÝ à�¶ñë«

èÝ�æĉĔ¬�Ýòk§ ç¬±�Ññ ìåìÞÛìĉå
ƀŵńħĤžÉõƄŽƄŶùĤũ Ŀ ſńŉ êúŵųÃĭƁ ƀŵ Ƅù ƃģ ƄžźĮÈŅŃģ ƄŦïĿ ƀľ¾ ƃƃĤúĮŽƄō ƃŃƄ·÷ ƃģ ƄƁĤù  ôå

ńħ ŃƄŽĤžÉõƄŉĤĭ ôù ƀŽƄìúŵƇƄë óŀŽģÂƃ ƀĭ . ƀÝ ƀľ¾ ĤúĮŽƄō óĿ ƀŵ ƄŉĤĭï Ŀ ſńŉ ôžĮŊúĽģ ƀ·
ńħĤžÉõ ƀŵ ƀŽƄŶùĤũ  ņùÅť ƃģ ƈùƄùÁùƃ 4ƈžĮŹ 4ņùŃƄ»Žģ  Ġō ÷ƑƄë ſńúħńŉ żĮŹńÝ êúŵĤžÉõńħ êúŵ

 ſńŉÃĭƃ4ğŉƃĿ ƄŶÞĽÃŉ Âƃ ôÈƄĽ Ŀ ƃģ ƄŽĤĮ ƀĭ Ƈ ôƉğƄĮŉģƃ Ŀ ŴùĤũ ſƄù Ŀ 4ƄŵÃĭ óŀŽƑ ƀÝ ſŃĤÞŵ
ƄĭïğÃëƃ Ŵźš ƀ:

e -÷ÃŹƄŵńħ Ŀ ŴÞĽĤžÉõƄëģ êúŵôå ƀĭ µŽĿ ÷Ƅō ųĿƄÈ ôë ƀŮùńř ×žĭŃƄÝ ƀÝ÷ƄžŽ 4ºĠ .
f-ĤúħƀÝNewżŎÝėŶë óŀŽĤħú êğÃëƃ .
g-Ŀńħ Ŀ ƈìŽƃƄë ƀŉƑńĭĤžÉõ ƀÝ ƀĮÝ êúŵToƀĽńħĠìúŵƃ ôë.
h-Ŀfile Attachƀŵ ƃģ ğÄĤìúë ż·ħ ƀľ¾ ƃÁžùƃ óƄō ŴĮŊúŽģńÝChoose  File

÷Ŀ īƃńÝ ƀĮŶƁ ŴùĤũ ôå ÷Ĥº ƀŦƁ Ĥúħ ƃģ żŎÝė4 ƀÝï óŀŽĤħ ŴùĤũ ƀŦƁ ƀÝ ƃģ ğÃë ƀĭƄ
 ğÃëƃ êúŶë)j -kŃƄ»Žģ.(

i-ĿƀĮŉƃŃƃ ƄŶëĤ¶ ƀŵ ŴùĤũOkż·ħĠƁƃƃ4ĤúħAttach fileğÄĤìúë ƀħ ôë ÷ĤÝ ƀÝ ƃģ
 ŴùĤũ ƄŉĤĮŉƃųƄŶÉŽƈō.

j-kŃƄ»Žģ :ĿŴëĤ¶ ŴùĤũ Ŀ ſŃĤÞŵ ƄŵƄë ƀĮŉƄúÝ Ĥù ƄŵƄë ƀźúźŕ
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èb�æĉĔ¬�Ýòl ìåìmē Ûìl «�l
ĿńħĤžÉõ ƄŽƄìúŵ ƀŵńħ Ŀ ƃģ  ƀĮŉƃŃƃ ƄŵƄë ƀŉƑ ńĭĤžÉõ  ƄŽƄŹĤŦúÝ ƄĭńÝ ƀÝ ôë ūƃŀžő ƀÝ  ƄŽƄìúŵ

 4ĠŉƄù ƀ»žŹ ƀŵ ƀŦƁ 4 ğƃĿÅúŵƃ ƀĭ ŃÁŵƄũ Ŵħ ƀľ¾ ŃÁŵƄũ ſƄù ƀŵ ƀŦƁ Ġō ÷ƑƄë ƄŉĤĭ óŀŽĤħ
ŸÞŉ)Spam(ģ Ĥù ƃƀÉŽğÃë ôù .ƀëńħĤžÉõĠŉƄù ƀ»žŹ ƀŵ Ĥù µŶùÀ êúŵ4ŃƄŽ  ƄŽ ƀŦƁ Ŀ ƄŉĤĭ ƀħ

ğÅúŽģƄĭ ƀŽƃ ƄŶĮŉƄŵ ƀÝ .
�Move :ƀŵ  ƀÝ ƀľ¾ żŎÝė óĿï     Âƃ ôQÈƄĽ Ŀ ŴQÞĽ ĠQō ÷ƑƄQë ƄŉĤĭ ſńŉ ôžĮŊúĽģ ƀ·

ńħĤžÉõğƃĿÅúŵƃ ƀĭ ŃÁŵƄũ ſƄù êúŵ .
�Mark:ŃƄQQŶ¾ ƀQQĮŵĿŃƄQQŽƇńQQŵ ŻƄĮQQō ƀŽƄžŎQQÝė ƈQQšńũ .Ƒ ńQQĭ ğÂģƄQQťƃ ƀQQëƄQQō ƀQQŉ÷

ńħĤžÉõ ÷Ƅō ŴĮŉƄŵ êúŵ(Mark as read)  ĤQù ŴĮQŉƄŵĤŽ ÷ƄQō(Mark as unread)
 ĤùĿ ĦúŮŢĭ īĤùŅ ŃƄŽ(flag for follow up)ſŃĤÞŵğÃë ƀÉŽ ƀÝ4  żŎQÝė óŀźƁ ƀŵ ƄŽ

 ƀľ¾ïĠŶĽģ ƀ· .
�Spam :ƀë ĥƄŶŚŹĤŽ ğÂģƄťƃ  ħ 4ôńħ ƈũĤŕģ Ĥù ƃģ ƀŹƄƂŪŹĤžÉõ    ƀQĭ ūƃŀžQő ƄQŉĤĮŉ êúŵ

 ƈŎŽ ģŃ4   ė óŀźƁ ƀŵ    ƀQľ¾ żŎÝï Q·  ƀ ĠQŶĽģ4 Ŀ       ÷ÃŹƄQŵ ſŃĤQÞŵ ƄQŵƄë ſńQŉ ńQĭ Ŀ Ń ĤQë óĿ
  ńħ ÷Ƅō ƀŉƑńĭĤžÉõ  êúŵƀÉŽ     Ĥúħ ƃģ ğÃëSpamż·ħ  ìŽƄŶĭģŃ ƀÝ 4 ğÄĤìúëƈ    ƀQŵ ƀQħ ôQë

ńħ ƀĭ ūƃŀžő ƄŉĤĮŉ ƀľ¾ ôĮÝ óÂƄŹƄŽĤžÉõƈŎŽģŃ êúŵ .
�Delete :ƀë  ńħ ğÂģƄťƃĤžÉõ         ūƃŀžQő ŴÞĽ ƀŵ ƀĮŉƃŃƃ ƄŶĮŉƄŵ ƀŵ êúŵ  Ŀ ƀQľ¾     ſŃĤQÞŵ ŴQĭ

ĠŉĤħƃ4   ńħ ÷ÃŹƄQŵ 4 ĠƁƃƃ żŎÝė ģŀźƁ ƄŽ ĤžÉQõ êúŵ¶ êQú  Ŀ ĤQúħ ƃģ éŃĤQŹDelete ż·Qħ
ğÄĤìúë.

§�æĉĔ¬�kòÝÞ±÷ò k
ńħĿĤžÉõêúŵêúŶŉƑeƀŦƁģ ƀÝ ôå ƇĿ ƀŽƄŹĤŦúÝ ÁžŵĭƄĭ ƀìúĭĤŹƄïńħ ńƁ Ŀ ƀĤžÉõ ×ĮŉƃŃƃ ƀÝ  êúŵ

 ųƄĮŉģ ſńŉ ƀŦƁ ƀŵ ôë ƀĽńħƇÅöë .ÞĽ Ŀ ôù ğÂģƄť ôå ƀ¾ ƀŦƁ ńƁ Ġō ÷ƑƄë ƄŉĤĭ Ŵ
ńħĤžÉõ ƄĽ 4ğÃë ĳŃĿ ôë êúŶŉƑ ƀÝ êúŵńõÀńħ Ŀ ĬĽƃĤžÉõĿ ƀŽƄìúŶŉƑ ģĿ êúŵ Ŀ ƄĭĤŹƄŶŢŹ

ŽĤº ſƄùðŉ ƇÃ·žÁŃÀƇƃ ƈìŽƃĿƄŵŃĿ .Ŷúħ ĿðƄĭ ƀÝ ôïƀ4 ôë ƃŃģĿģ ƈĮŵƃĿ Ĥù īŃģŅƃ ſƄù ƀÝ ƄŉĤĭ
ğÂģƄť ƃģ ğƄë ŃĤëńħ ńƁ ƀÝĤžÉõúŵƄŉĤĮŉ 4ôù ğƄĮŉģ ôå ôë êĬŊÝ ôìùÂģ Ŀ 4÷Ĥº ŃĤë Ŀ 4

˺ E-mail signature
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ńöźō ƃģ óĤžÉõńħģ ƀÝ ŸƁ ƀĮÝ êúŵĭĤŹƄĭƄĭ ƀìúïƈō ųƄĮŉģƃ ƀ4īŃƄő óĿ ƀÝ ĿĤžÉõńħ ƀŵ êúŵ
 Ĥù êúŶŉƑ(e-signature) ƀľ¾ïĠŶĽģƃ ƀ· .

 §�æĉĔ¬�kòÝÞ±÷ §òì� kÛëĘ
ĿĤžÉõńħ  Ŀ ƀľ¾ ƀŦƁ ƀŵ ƃģ ƄŵƃÂƄĵ Ŀ êúŶŉƑ Ŀ êúŵï Q·ô   ńħ Ŀ ôQå ſŃĤQÞŵ ôžĮŊQúĽģ ĤžÉQõ  ƀQŵ êúŵ

ŽĤº ƄžźĮÈŅŃģðƃƃĤúĭÃ ƀľ¾ï ŴÑƇÅöë4ğÃëƃ Ŵźš ųƃÀ óŀŽƑ ƀÝ :
e.÷ÃŹƄŵńħ Ŀ ŴÞĽĤžÉõƄëģ êúŵĠºƄžŽ ƀĭ µŽ .
f.ĿńħĤžÉõ ƀÝ ôë ģƄĽ ×È ƀÝ ôÐĤÝ Ŀ êúŵOptionżŎÝė óŀŽĤħ êúŶëğÃëƃ .
g.Ŀ ƀÝ ôë ģƄĽ ×È ƀÝ ôÐĤÝ óƄō ŴĮŊúŽģńÝSignatureżŎÝė ğÃëƃ êúŶë óŀŽĤħ.
h.ńĭsignature óŀQŽƑshow signature on all outgoing messages żŎQÝė

ĠëĤ¶ƃ.
i.ƀÝĠìúŵƃ īĤŒľŎŹ ŴÞĽ ôë ´ĤëƄå Ōĭ .
j.Save changesż·ħĠƁƃƃ.

ēæ�Ĉìb
˺.ńħĤžÉõêúŵ÷Ŀ øō ƀ¾6
˻.Ŀńħ Ŀ ĬĨŊŽ ƀÝ êúŵ ņùĿƃĿĤžÉõ Ƅ¾ êúŵQïô·ğÃë ŻĤúħ6
˼.ĿńħĤžÉõźúŽ Ƅ¾ êúŵðğÃë ŻĤúħ ŸƁ óƃĤúĭÃ6
˽.ńħĤžÉõêúŵ6Ƈńŵ ųƃŃ ƀ¾ ôë ſÃëŃƃ ſÃëģŃ ƀÝ ƄĭĤŹƄŶŢŹ Ŀ
˾.ƀŵńħĤžÉõúŵ ôë ƄŽƄùĤº ƄŹƄë ƀÝ ƀľ¾ êï ŴĮŊúĽģ ƀ·ƇÅöë 6
˿. ŴùĤũž¾ðƀĬŉƄúÝğƄë6
̀. ĤùėƀÝńħĤžÉõ ŴùĤũ ņùŃƄ»Žģ ƃģ ņùÅť Ŀ óŃƄÝ êúŵƀźúźŕ 6ƇĿ ƈŽƄō ųƄë
́.ôŹƄëńĭńħ ƀÝ ŴùĤũ  ôæëĤžÉõ 6Ġō ÷ƑƄë ƀĮŉƄúÝ óŃƄÝ êúŵ
̂.ĿńħĤžÉõĿ øō ƀ¾ êúŶŉƑ êúŵ÷ óńĭ ŃƄŞžŹ ƀ¾ ƀÝ ƃģï ŴĮŊúĽģ ƀ·ƇÅöë6
˺˹.ĿńħĤžÉõúŵê6ğÃë ŻĤúħ óŃĤå óŃƑ ƄŵƃÂƄĵ
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à��sl¬cĄ
§ëñå�¬b  �òìmåì�²Kèå¨åiòb

èāæbëñ�±ìÝ à�¶

ñë�å�¬bò småì�²èĄ>r§ sµ
ĦQQùƃøìŽƄĮŊQQúŽģńÝŃŅƃńQQħ ĦQQùƃ ĤQQùeôQQŉģĿQQå ÷Ŀ øŵĤŦĮQQŉƄÝ ƄQQùô ĤQQù ƈìŽƃƃŃĤQQë ĿïƀQQ·

ĽģƊ     ŀƁĤŎŹ Ŀ Ħùƃ Ŀ ſŃĤÞŵ ƈìŽƄĮŊó  žĮë Ĥùô  Ƈƃńħģńħ īĤŽĤìŹģ .  īŃĤĨš Ŵħ ƀÝ4   Ý ĦQùƃ  øìŽƄĮŊQúŽģń
ŉģĿô   øŵĤŦĮŉƄÝ÷Ŀ åô     ƈìŽƃƄëŃƃ ňùƃńŉ ƀŵ Ħùƃ Ŀfń¶ƄúÞźë  ģ ſńŉƀìùÂžú¶ðƇƄ   QŶÞĽ Ŀ ƃģô
ƄĽôÈ ƃÂ   ƄŹƄŽ ƀŵ īĤŹƄŶŢŹƇÂ ƄúÞźëń¶ľ¾ƀ  Ŀ ƃģ ƈŶĽģï·ôƄúÞźë ƀÝ ƈìŽƄĮŊúĽģń¶ëô Qùô ģŃ
ń¾ïƇƃŀž .ńÝģƈìŽƄĮŊúŽ ŽŃģŀźƁ Qðƀ   ĿHTML   QŽĤźë ĿƄŽƃÁ    ĤQħç ƀQÝóÂ   Ŀ ſńQŉĨùƃ ĤQÞƄÐ  ģƄQĮĺŹ Ŀ

ƃŃĤë   ſŃĤÞŵ ƈìŽƈúÈ     ńĭ ƀÝ ƄúŶźš Ŀ ƃģ¼ ëô4 ƀìŵ:      4 ųƄë ųĤŢũ ƄŽƄŵĤŒĭģ ĿĥģƄºƃ óŀQŽģÂ ƇƄQë.
)e-lŃƄ»Žģ(

)e -lŃƄ»Žģ (FirefoxŃŅƃńħƄù ĿóĤÝ ĦùƃôÐŹƄŵ÷Ã ļŹƈúÈ
ŇƃģńQQĭƄQQŵƄ¶    ƀQQŵ īŃĤQQĨš ƈìŽƄĮŊQQúŽģńÝ ĦQQùƃ ĤQQù ŃŅƃńQQħ ĦQQùƃ ŃƄƂŎQQŹ ƃģ ųƄQQźŢŹIEgģ ƃ

Mozilla Firefoxƀľ¾ģ Ŀ ƃģ ƇĿŽµŽń·Ĩùƃ ƈìŽƃƃŃĤëĤÞƄÐ  ŀQźƁ ƀQŵ Ŵĭ ſŃĤÞŵ ƈŉńŉƑ Ŀ ƀĭó

˺ Browsers
˺ Web-Browser
˻ Web-Server
˼ Internet Explorer
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   ƄìŽƄĮŊúŽģńÝ Ħùƃ ſƃĿƀľ¾ï ƀQ· ƈQŶĽģ . Ŀ Ŀ ƄQŉĤĭóƃĿƃ   ƀQÝ ƀŽƄŶìQō ƄŵĤŦĮQŉƄÝf-l ŃƄQ»Žģ Qëô
Ġžùƃ:

e -l Ŵìō  :IEģ ƃ
Mozilla Firefox Ħùƃ

ƈìŽƄĮŊúŽģńÝ

§ëñå�¬b �ò ìmåì�²èåìÝëĖ
 ĦùƃƈìŽƄĮŊúŽģńÝ ĤùWeb-BrowsersŴöħƒöħƀŽƄŵƃÀ Ŀ ƃģ ƇńŵƄŵĤžì¶çÖŽģ ƃģµŽń· ƀÝ
ĮľŹńÝîƇƄë ſŃƄť ĬŵĤĹ øŶŶĮľŹńÝ ƃģ ƈŹƄŹ ĤúĮĽģńÝ ŸƁ ƈìŽƄĮŊúŽģńÝ Ħùƃ ſńŉ .
 ſńQŉ Ŀ ƀQŵó Qåô QïÏ ńöźQō      ĤQúħ ƄQĽ 4ƇńQŵ ŻƄĮQō ƈìŽƄĮŊQúŽģńÝ ĦQùƃ  Ŀ ŸQƁIEģƃMozilla

Firefox             ƀQÝ ģƄQľÝ Ŀ ƈìŽƄĮŊQúŽģńÝ ſƃĿ ģĿ ĦQùƃ Ŀ ƃģ ÷ƄQō Ÿë ÷Ŀ ƀŽ īńƂō ƄìŽƄĮŊúŽģńÝ ńQö¾
   ĭĤÝ ųƄźŢŹ ƃģ ŃƄƂŎŹô      ŃĤë Ŀ ƈìŽƄĮŊúŽģńÝ Ħùƃ 4ƇĿ ƇƄōëôŽÃ   QľŹ ƀŵô   ƀQÝ ſņúŵƄQ¶Ƅĭ Qïƀ  ſńQŉ

ƇƄë ŃĤë ƀĭŃƃ .Žģ ƀÝµŽń·ë ƀìĨōôƀŵ ƇĿ īŃĤĨš ƈìŽƄĮŊúŽģńÝ Ħùƃ ĿƄĵƄŹ:

1.Internet Explorer
2.Mozilla Firefox
3.Avant Broswer
4.Google Chrome
5.Opera
6.Slim Broser
7.GoSurf Browser

s4��,jʘ q¢ qjskƉȦ� sƉjs�5ȧj�0¢ �Ȧr sȧk�/s¢ +ȯƈ sjsaƉ8ȲƬ�/s
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�±ìÝ à�¶ñë ěcµ:

§ëñå�¬b �ò�f § ðmåì�²bĕ¬ñb Û�ò èå¨åi)IE(

f-lŃƄ»Žģ :ĦùƃøìŽƄĮŊúŽģńÝ)IE(

ųĿƄÈ ĬƊŢŕƃ

ƀÐĤÝ ƄŵĿƄÈ Ŀ

÷Ĥº ƄŶìƊŵ Ŀ ôĮÝ Ŀ

ŉ Ŀ·žÁƀ·Ý ƄŶƉĤŉƃ ÀŃ
ƀ·Ý ƄžƊŹ Ŀ

ƀ·Ý êƊŵńŉ Ŀ
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K -RÛë¨� :èbIEë¬bpß�¬lē §Āòìæ�ìæýl«�lèåę

§�ēæýßìå§�ēæýÜmµèÎéf ÜâÉēl ç¬±¬�ĕïě

Back

Forward

Stop

Refresh

Home

Search

Favorites

History

Mail

Print
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èÝIEëñ�å�¬bò ðmåì�²è¦Ąpèý¥�òèæ�²
ƀŵ(IE) ĦùƃƈìŽƄĮŊúŽģńÝƀľ¾ Ŀï·ôžĮŊúĽģôƄúÞźë ƀÝ ƄŉĤĮŉ ſŃĤÞŵń¶ëô ŀùĤħµŽń·Žģ ƃģ ųĤŢũ

ìľŹôìľŹ ƀŵôƇƃ ÷Ƅō ŸúŞžĭ .ŦƁ ƀŵ ƀĮŉƃŃƃôåôŽģ ƀŵµŽń·ƄúÞźë Ŀ ƄŉĤĮŉ ſńŉń¶ģƀìùÂ
žú¶ðƀſƄō4ƀŵ Ġō ÷ƑƄë ƄŽ Internet Explorerƀľ¾ïƀ·ĠŶĽģƃ . ĿIE ƈìŽƄĮŊúŽģńÝ Ħùƃ

ŀŽƑ ƀÝ ſŃĤÞŵ ģńĵģ ĿóƄĭïƀëƃ ŴźšğÃ:
ŹƄŵ÷ÃƀÝStartƄžúŹŀŽĤħó êúŶëğÃëƃ ƃģInternet ExplorerĥĤľĮŽģëğÃ.

ĿģĤúĭÂë ĬĽƃ ƀÝô Ŀï·ôÝ ƃģ ŷƄŽ ŴÞĽ ƈìŽƄĮŊúĽģµøùƃÝ ĤùĤŃƄŉÀ)e(ìúŵƃĠ ƀÝ Ĥúħ ƃģ
Connectż·ħŀŽĤħóëƃ êúŶëğÃ .

Internet ExplorerÝƃńïŷģń ŴĮŊúŽģńÝƇÅöëìľŹ ƀħ ƄŉĤĭ ƃģôùĤŉ ƈŕńũµƃïğŃƄ .
ĈƑƄźŢŹ ƀÝInternet Explorerôë ƈŕńũ øžìľŹùĤŉµ ))ƄƁĤù ((Ƈƃ.

Ŀ ƀŦƁ·Žń·ŽģƈùĤŉµƀÝ ƀĮÝ(Address Bar)ĮÝ Ŀ ĤùôÝ ƀÝƀ·ëôƃìúŵĠ4å ŷƄëôģƄťğÂ
ğņúŽģńÝ ƀŦƁ.

ĿŶÞĽôƄĽôÈøùƃå īŃĤĨš ĤùôģƄťğÂŽģ ƀÝµŽń·ëôùôŵƃğƄ·4ƀÝ(Live Search)
ňëĤħĤëƄå Ĥù´ëôƃģ ĠìúŵƃEnterż·ħĠƁƃƃ .

ĿÝ ƀÝ ƄŶùĤŉƃƀ·ëô ƄŶùĤŉƃ ƃĿƄĵƄŹ ƀŵƀľ¾Ĩùƃ ĿĤÞƄÐë Ƅŵŀúŵ ƀÝôïƀ·ĠŶĽģƃ.

˺ Password
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§IE ì��å�má� èÝè¦Ą èbpèý¥�òæ�²ē § ç¬±ñìĒëñ��cēĐÝòÛ¨
1.ƈìŽƃƄë ſĿŅóĿ ĿInternet ExplorerƀŵĤúĮŽƄōƃ ƃƀľ¾ ƀÝïƀ·žĮŊúĽģôŀŽƑ ſńŉó

ĨùƃĤÞƀÐ ƃģ ƇņúŽģńÝ óĿƃïŃƄƇ:

f.Internet ExplorerƃńÝïŷģńğņúŽģńÝ.
g.žĭŃƄÝøŇŃĿģ ƀÝ ƄŶìúŵ Ŀ ƄĮÝ Ŀ÷Ĥº(Address bar)ôëĠìúŵƃ.
h.ĿĿóĤÝôÐŶöħƒöħôĽńħô ƀŵLinksżŎÝė ƃģBack 4Forward 4Stop4 Refreshģ ƃ

HomeƄž·ħ¾ľƀ ƀÝïƀ·žĮŊúĽģôƃ ſńŉö¾ğÃ.
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èÝñìĒëñ��cēĐè¦Ąå� §ìåë«ìāñ Ûìl èá¬
ĿŶÞĽôƄĽôÈŽģƀŽƃŃƄ» Ŀe-lùĤŉ ƀŵ ĬúŵĤŢũµƀľ¾ƄúÞźë ŴÞĽ ƀÝń¶ëôù ƀŹńùŅ ƃģ ğƄåģƃô
ëğÃ . Ŀe-lĤÝ Ŀ ĬúŵĤŢũôÐ Ŀ×ÈžĭŃƄÝ ƀÝ ģƄĽ×ë ƀĽńħôńĵ ƈŊŵƃ Ŀ ŻĤĮŊŽĤŦũģ ĿïôŽģŃƄ»

÷Ŀ īƃńÝƄúÞźë ŴÞĽ ƀÝ ƀŦƁ ƄŉĤĭ 4ń¶ëôğƄåģƃ .
xńĵ ƈŊŵƃ Ŀ ŻĤĮŊŽĤŦũģ ĿïôĨùƃ ƀÝĤÞƀÐëôńĵ ƈŊŵƃ ĿïôŽģ ƀÝŃƄ»ŶÞĽ Ŀ ĤùôƄĽôÈ ƀÝ

ŽģŃƄ»ŀŽĤħóúÈøëƃ êúŶëğÃ .
xƀŵģŃń¾ïóŀžƄōó ƄžúŹƀľ¾Save Image As..żŎÝėƃĠëĤ¶.
xģŃ ƀÝń¾ïſŀžƄōóńö¾ſëô ƄŵƄë ƀŹńùŅ Ŀ ŴùĤũ Ŀ ƃģ ŷƄŽ ŴùĤũ Ŀº÷Ĥ ƀÝïƀĭƄëğÃ Ĥúħ ƃģ

ƀÝSaveƀž·ħëƃ êúŶëğÃ.
3.ŃƄ»ŽģƄúÞźë ƀÝ ƄŉĤĮŉń¶ëô ƀÝŴëĤ¶ƄōƇ÷Ĥºëô ƀŹńùŅƇÅöë.

g-lŃƄ»Žģ
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§ëñ��cìĐè�b
ƀÝŽģµŽń·ëôĨùƃ ſńƁĤÞƀÐĿƄùóŽĤºðóÃĮÝôìŽƃĿƄŵŃĿôſĿ ôå Ŀ(URL))e(ƀÝùĿĤù ŷƄŽƇÅ

 ģĿ ƃģŽĤºðóÃĨùƃ ƀĮÝĤÞôÐù ƀŶħ ƀŵƄƀľ¾ƒĵƇƄëŃƃ ńúÝƄĭ ƃģ ƇƄë .ĿŶúħðôƄĭ ƀÝïƀ4ŀŽƑó
ĮÝôƃ ƀĭïğŃƄ:

×žĭŃƄÝ   ƀÝ ôå ƀĮÝ))ŴïƄï ((ĨùƃĤÞôÐ ŃƄÝó ģſÂ Ƈńŵ4   ƄQŽ Ŀó Ĩùƃ ĤQÞôÐ     ŴQúÝ Ŀń¾ï ƀQŽƃŀž  ƇƄQë . ģĿ
ŽĤºðóÃ ƀŵ ƀĮÝƃŃƄŶ¾ ƄĽńħƀľ¾ƄĵſÂƄōóſĿ .ŹƄŵƀĽńħÖÃùô(http))f(Ŀ  Ŀ ŷƄQŽ ųƄQëƄĭƃńÝ ƀŦƁ ÷
QQåôĨùƃĤQQÞƄÐ  ńQQĭ ſŃĤQQÞŵ ƈQQŉńŉƑ Ŀ ƀQQĭóïƀQQ· ŴĮŊQQúĽģƇÅQQöëŽŃģŀźƁ ųƄQQëƄĭƃńÝ ģĿ ƃģQQðƀ ĦQQùƃ Ŀ

ƈìŽƄĮŊúŽģńÝ)g(ƈìŽƃƄëŃƃ ňùƃńŉ Ħùƃ Ŀ ƃģ)h( žŹńQĭ¹   ģ Ŀ ƃģ ƀQħç ƃńQĭģ ƃńQĨĽ Ŀ ƄQìùÂ ſĿ ƀŶúQŉƃ .Ŀ Ŀó
   ĮÝ Ŀ ŷƄŽ ųƄëƄĭƃńÝô  ŊÝŃƃ ƀŵô Ľńħôƀľ¾  ſƃĿ Ŀ(/)   Ŷúħ ƀŚŉģƃ ƀÝöƇÅ . žĭŃƄÝ Ŀ×  QĮÝô    QĽńħ ƀQźƁƃĿ   ƀQŵ ƀ

ƄùŃĿƃ(www)   ƃŃƄĭƀľ¾ ƄĵſÂ Ƅōó     ģĿ ƃģ ſĿń¾ïƇƃŀž  Qåô           ƀQŵ ĦQùƃ Ŀ øìŽƃƄQëŃƃ ňùƃńQŉ ģĿ
    ƄQìŽƃƄëŃƃ ňùƃńŉ ƀQľ¾ ÷Ŀ .  žĭŃƄQÝ Ŀ×  QĮÝô ŃĿõ           ĿƃŀQĺŹ ĤQù ƃńQźŶŭ Ŀ  ƀQĽńħ ƀQźó  ŷƄQŽ)i( Qå ÷Ŀô

     Që ƀŦƁ ƀÝ øìŽƃƄëŃƃ ňùƃńŉô ÷ĤQº     ĮQŉƃŃƃ ƃģ ƇńQŵ×    Qù ƀQĽńħô   ĿƃŀQĺŹ Ŀó     ƃńQźŶŭ ĤQùųƃÀ
ń¾ïƇƃŀž.

˺ Uniform Resource Locator
˻ Hypertext Transfer Protocol
˼ Web-Browser
˽ Web-Server
˾ Domain

ųƃÀ ƃńźŶŭ Ŀ¹Â¿ Á�¼¸« {ųƃÀ ňƉƃńŉ Ŀ Ŀ ĦƉƃ ĿïųƄëƄĭƃńÝ ôžĮŊƊĽģ ô·
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ēæ�Ĉìb
e.Ħùƃ øìŽƄĮŊúŽģńÝƀ¾Žģ ƀÝ ƃģ ÷Ŀ øōµŽń·ëôƀ¾ƇƄħƄŵ ųƃŃ6
f.Ƅ¾ƀŵƃÀù ƀŽƄŹƄŽ 4 ĠŽèúÝ ƈìŽƄĮŊúŽģńÝ Ħùƃô 6ĠŶĽģƃ
g.ńĭŵƄ¶Ƅù ƀŽƄŹƄŽ 4ƇĿ ŷƄë ƈìŽƄĮŊúŽģńÝ Ħùƃ ŃƄƂŎŹô 6ĠŶĽģƃ
h.ĿIEģ ƃFireFoxĦùƃžŹńĭ ƄìŽƄĮŊúŽģńÝ¹ƀ¾ù ŻĤúħ 4 Ġžùƃ ńúÝƄĭôëğÃ6
i.ĿSearch 4History 4Forwardģ ƃBackwardƄž·ħŀŽĿóĹńōƀëğÃ .
j.Ŀ ƀĮÝ Ħùƃ(URL)ƀ¾ ƀŵ ƃģ ſĿ øōƄ¾ ƄĽńħƀľ¾ƄĵſÂƄōó6ſĿ
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