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ėŌƞĴŊŀĔŅĶĽĶƟŅĚŐĸŃĔŅĶŒĝƟŐĭĭĪħĽŀĭ 
By ToSchool 

 

ĸńĔļĦŃĽņėńĠĕŀĚŐĭĭĪħĽŀĭŀŀĬœĸĬƢŒĬȮToSchool 
 ŐĭĭĪħĽŀĭőħĵĪńŗĺœĮĔŖěŃĴňľĸŅĵĶŌĮŐĭĭȮŐĨƞŒĬĪňŗĬňŘěŃĕŀĔĸƞŅĺĩŉĚŐĭĭĪħĽŀĭȮ5 ĶŌĮŐĭĭėŊŀȮ 

1. ŐĭĭĮĶĬńĵľĸŅĵĨńĺŏĸŊŀĔȮľĶŊŀȮMultipleȮChoice ŐĭĭĪħĽŀĭĬňŘěŃĨƟŀĚĴňėņĨŀĭĪňŗĩŌĔĨƟŀĚŏıňĵĚ

ėņĨŀĭŏħňĵĺȮĪňŗŏľĸŊŀĔŖěŃŏĮƦĬĨńĺĸĺĚȮĔŅĶŒľƟėŃŐĬĬ

őħĵĪńŗĺœĮĬŇĵĴŒľƟŐĭĭȮ.ȮŐĸŃȮ/ȮĔĸƞŅĺėŊŀȮĩƟŅĨŀĭĩŌĔěŃœħƟȮ

1 ėŃŐĬĬȮĩƟŅĨŀĭįŇħěŃœħƟȮ0 ėŃŐĬĬȮĕƟŀħňėŊŀȮ 

ĨĶĺěœħƟĶĺħŏĶŖĺȮŐĸŃœĴƞĺƞŅŒėĶĨĶĺěĔŖěŃĨĶĺěŒľƟėŃŐĬĬœħƟ

ĨĶĚĔńĬȮ 

2.ȮŐĭĭĩŌĔ-įŇħȮŏĮƦĬĕƟŀĽŀĭĮĶĬńĵĝĬŇħŏĸŊŀĔĨŀĭ

ĶŌĮŐĭĭľĬŉŗĚȮėŊŀȮįŌƟŏĶňĵĬŏĸŊŀĔĨŀĭȮŴĩŌĔȮľĶŊŀȮįŇħŵȮŴěĶŇĚȮľĶŊŀȮŏĪŖěŵȮŴŒĝƞȮľĶŊŀȮœĴƞŒĝƞŵȮĸńĔļĦŃĕŀĚ

ŐĭĭĪħĽŀĭĝĬŇħĬňŘȮěŃĮĶŃĔŀĭœĮħƟĺĵĕƟŀėĺŅĴĪňŗŏĮƦĬĽĩŅĬĔŅĶĦƢľĶŊŀĮƤĠľŅŒĬĶŌĮĮĶŃőĵėĭŀĔŏĸƞŅȮľĶŊŀ

ĮĢŇŏĽīȮĞŉŗĚĴňĪńŘĚĩŌĔŐĸŃįŇħėĸŃĔńĬœĮȮěŉĚŏľĴŅŃĽņľĶńĭĔŅĶĩŅĴŏĔňŗĵĺĔńĭŏĶŊŗŀĚĶŅĺľĶŊŀĕƟŀŏĪŖěěĶŇĚĪňŗœĴƞĴňĕƟŀŐĵƟĚŀŊŗĬ

ŒħȮŐĭĭĪħĽŀĭĬňŘĩƟŅĨŀĭĩŌĔěŃœħƟȮ1 ėŃŐĬĬȮŐĨƞĩƟŅĨŀĭįŇħěŃœħƟȮ0 ėŃŐĬĬȮĕƟŀěņĔńħĕŀĚŐĭĭĪħĽŀĭĬňŘĔŖėŊŀ

įŌƟĨŀĭĩƟŅĴňőŀĔŅĽŏħŅĩŌĔĩŉĚĶƟŀĵĸŃȮ50 ĞŉŗĚĽŌĚĔĺƞŅŐĭĭľĸŅĵĨńĺŏĸŊŀĔ 

3. ŐĭĭŏĨŇĴėņȮĩŉĚŐĴƟěŃŏĮƦĬĔŅĶŒľƟįŌƟĽŀĭŏĨŇĴėņľĶŊŀĕƟŀėĺŅĴĽńŘĬȮŕȮŐĨƞĔŖěńħĺƞŅŏĮƦĬĕƟŀĽŀĭĮĶĬńĵĝĬŇħ

ľĬŉŗĚȮŏıĶŅŃėņĨŀĭĴňėĺŅĴĨĶĚœĮĨĶĚĴŅŏĮƦĬĸńĔļĦŃĕŀĚĮĶĬńĵȮĽŅĴŅĶĩĭŀĔœħƟŀĵƞŅĚĝńħŏěĬĺƞŅĩŌĔľĶŊŀįŇħȮ

ŐĭĭĪħĽŀĭĝĬŇħĬňŘěŃĪņŒľƟįŌƟĨŀĭŏħŅĵŅĔĔĺƞŅŐĭĭĨńĺŏĸŊŀĔľĶŊŀŐĭĭĩŌĔįŇħȮŐĭĭĪħĽŀĭĝĬŇħĬňŘěŃĨƟŀĚŀŀĔŐĭĭ

ėņĩŅĴĪňŗĽŊŗŀĽŅĶĔńĭįŌƟĪņŐĭĭĪħĽŀĭœħƟĨĶĚĔńĬŒľƟĴŅĔĪňŗĽŋħěŉĚěŃĴňėĺŅĴŏĮƦĬĮĶĬńĵĪňŗĽĴĭŌĶĦƢ 

4. ŐĭĭěńĭėŌƞȮŐĭĭĬňŘĔŖěńħĺƞŅŏĮƦĬŐĭĭĪħĽŀĭĮĶĬńĵŏĝƞĬŏħňĵĺĔńĬȮŏıĶŅŃėņĨŀĭĨĶĚœĮĨĶĚĴŅȮ

ŐĭĭĪħĽŀĭĬňŘįŌƟĪņŐĭĭĪħĽŀĭĽŅĴŅĶĩŏħŅœħƟŐĨƞőŀĔŅĽĪňŗěŃŏħŅœħƟĩŌĔĨƟŀĚĔŖĵŅĔĔĺƞŅŐĭĭŏĸŊŀĔĨŀĭľĶŊŀŐĭĭ

ĩŌĔįŇħȮĵŇŗĚĩƟŅěņĬĺĬėŌƞĴňĴŅĔŏĪƞŅŒħĔŖĵŇŗĚŏħŅœħƟĵŅĔĕŉŘĬŏĪƞŅĬńŘĬ 

5. ŐĭĭŀńĨĬńĵȮŏĮƦĬŐĭĭĽŀĭĪňŗŏĮƕħőŀĔŅĽŒľƟįŌƟĨŀĭœħƟĽŅĴŅĶĩŐĽħĚŀŀĔőħĵŒĝƟĪńĔļŃĔŅĶĽŊŗŀĽŅĶħƟĺĵ

ĳŅļŅĕŀĚĨĬŏŀĚȮœħƟěńħĶŃŏĭňĵĭėĺŅĴĶŌƟȮŐĽħĚėĺŅĴėŇħĶŇŏĶŇŗĴŐĸŃĶŌƟěńĔĔŅĶĽńĚŏėĶŅŃľƢĕƟŀėĺŅĴœħƟŀĵƞŅĚŏľĴŅŃĽĴȮ

ŐĸŃĽŅĴŅĶĩŒĝƟĺńħŒĬĸńĔļĦŃȮĔĶŃĭĺĬĔŅĶȮ&Process) ĨƞŅĚȮŕȮœħƟŀĵƞŅĚĴŅĔĴŅĵȮŐĨƞŐĭĭĪħĽŀĭĬňŘěŃĴňĕƟŀěņĔńħ

ėŊŀŒĝƟŏĺĸŅĨĶĺěĬŅĬȮŀŅĶĴĦƢĕŀĚįŌƟĨĶĺěŒĬĕĦŃĬńŘĬŀŅěĽƞĚįĸĨƞŀĔŅĶŒľƟėŃŐĬĬȮĔŅĶĨĶĺěĕƟŀŏħňĵĺĔńĬŐĨƞĨƞŅĚ

ŏĺĸŅĔńĬȮľĶŊŀėĬĨĶĺěėĬĸŃėĬĔńĬŀŅěěŃŒľƟėŃŐĬĬŐĨĔĨƞŅĚĔńĬĩŉĚŐĴƟėņĨŀĭěŃŒĔĸƟŏėňĵĚĔńĬĔŖĨŅĴȮħńĚĬńŘĬŒĬ



2 
 
ĔŅĶĨĶĺěŒľƟėŃŐĬĬĕƟŀĽŀĭĬňŘěŉĚĨƟŀĚĽĶƟŅĚȮŏĔĦĤƢœĺƟŏıŊŗŀŒľƟĴňŐĬĺĔŅĶĨĶĺěĨĶĚĔńĬ ĔŅĶŒľƟėŃŐĬĬŒĬŐĨƞĸŃĕƟŀěŉĚ

ĴńĔěŃĴňľĸŅĵĶŃħńĭȮŏĝƞĬĨńŘĚŐĨƞȮ0 ĩŉĚȮ3 ľĶŊŀȮ0 ĩŉĚȮ5 ėŃŐĬĬȮ 

ToSchool ŏľŖĬĺƞŅŐĭĭĪħĽŀĭŐĨƞĸŃĝĬŇħĨƞŅĚĔŖĴňĕƟŀħňĕƟŀŏĽňĵŐĨĔĨƞŅĚĔńĬŀŀĔœĮȮĩƟŅıŇěŅĶĦŅĩŉĚ

ėĺŅĴŏĶŖĺŐĸŃėĺŅĴŐĴƞĬĵņŒĬĔŅĶĨĶĺěŒľƟėŃŐĬĬŏĮƦĬĽņėńĠȮŐĭĭĪňŗȮ1-4 ĬƞŅěŃĨŀĭőěĪĵƢĴŅĔĪňŗĽŋħȮŏıĶŅŃ

ėŀĴıŇĺŏĨŀĶƢĽŅĴŅĶĩĨĶĺěėĺŅĴĩŌĔĨƟŀĚŐĭĭŀńĨőĬĴńĨŇœħƟőħĵŒĝƟŏĜĸĵĝŋħŏħňĵĺĔńĬĔńĭįŌƟŏĶňĵĬĪŋĔėĬȮĪņŒľƟŏĔŇħ

ėĺŅĴŏĮƦĬīĶĶĴŒĬĔŅĶĽŀĭĴŅĔĔĺƞŅŐĭĭŀńĨĬńĵȮŀňĔĪńŘĚįŌƟŏĕƟŅĽŀĭěŃĪĶŅĭėŃŐĬĬœħƟĪńĬĪňĪňŗĽƞĚŐĭĭĪħĽŀĭȮ

ėĶŌįŌƟĽŀĬĔŖĽŅĴŅĶĩĬņėŃŐĬĬĪňŗœħƟěŅĔĔŅĶĪħĽŀĭœĮŒĝƟœħƟŀĵƞŅĚĪńĬĪňŏĝƞĬŏħňĵĺĔńĬȮŏĮƦĬĔŅĶĸħĳŅĶŃĚŅĬĕŀĚėĶŌȮ 

ŀĵƞŅĚœĶĔŖĨŅĴĩƟŅľŅĔėĶŌįŌƟĽŀĬĨƟŀĚĔŅĶĺńħŐĬĺėŇħȮĔŅĶĺŇŏėĶŅŃľƢȮľĶŊŀėĺŅĴėŇħŏľŖĬŒĬħƟŅĬĨƞŅĚȮŕȮĕŀĚįŌƟŏĶňĵĬĬńŘĬȮ

ĔŖŀŅěŒĝƟĺŇīňĔŅĶĺńħĪŅĚŀƟŀĴőħĵĮĶńĭĶŌĮŐĭĭĕƟŀĽŀĭŐĭĭĨńĺŏĸŊŀĔŒľƟĴňėŃŐĬĬœħƟĪŋĔĨńĺŏĸŊŀĔȮŏĝƞĬȮħňĪňŗĽŋħœħƟȮ5 

ŐĸƟĺĸħĶŃħńĭĸĚĴŅėŊŀŐĵƞĪňŗĽŋħœħƟȮ1 ŏĮƦĬĨƟĬȮĞŉŗĚĨńĺŏĸŊŀĔŐĨƞĸŃĨńĺěŃŏĮƦĬĕƟŀėŇħŏľŖĬȮĔŅĶĽńĚŏėĶŅŃľƢȮĺŇŏėĶŅŃľƢ

ĽĩŅĬĔŅĶĦƢĕŀĚőěĪĵƢĮƤĠľŅĪňŗĴňėĺŅĴĽĴĭŌĶĦƢĩŌĔĨƟŀĚĸħľĸńŗĬĔńĬœĮĽŀħėĸƟŀĚĶŃħńĭėŃŐĬĬĪňŗĔņľĬħĕŀĚ

ĨńĺŏĸŊŀĔ 

ĬŀĔěŅĔĬňŘȮToSchool ĴňėĺŅĴĵŊħľĵŋƞĬĽŌĚŒĬĔŅĶĽĶƟŅĚĕƟŀĽŀĭȮőħĵŐĭĭĪħĽŀĭĕƟŀľĬŉŗĚĽŅĴŅĶĩ

ĮĶńĭŏĮĸňŗĵĬĶŌĮŐĭĭĕŀĚĕƟŀĽŀĭœĮĴŅœħƟĪńŘĚȮ2ȮŐĭĭȮȮŒĬŐĭĭĪħĽŀĭĝŋħŏħňĵĺĔńĬœħƟȮěŃĝƞĺĵŀņĬĺĵėĺŅĴĽŃħĺĔ 

įŌƟĽĶƟŅĚœĴƞĨƟŀĚŏĕƟŅŀŀĔőĮĶŐĔĶĴĭƞŀĵȮŕȮĔŅĶėĺĭėŋĴħŌŐĸȮĮĶńĭĮĶŋĚŐĔƟœĕȮľĶŊŀěńħĔŅĶĔŅĶĽŀĭĔŖĽŅĴŅĶĩĪņœħƟĚƞŅĵ

ŐĸŃĶĺħŏĶŖĺ 

 

 ĕƟŀħňĕŀĚŐĭĭĪħĽŀĭŀŀĬœĸĬƢȮėŊŀȮĽŅĴŅĶĩĽĶƟŅĚŐĭĭĪħĽŀĭŒĬĶŌĮŐĭĭĴńĸĨŇĴňŏħňĵœħƟŏĬŊŗŀĚěŅĔ

ĽŅĴŅĶĩĭĶĶěŋœħƟĪńŘĚĨńĺŀńĔļĶȮĨńĺŏĸĕȮĕƟŀėĺŅĴȮĶŌĮĶƞŅĚĨƞŅĚȮŕȮĽĴĔŅĶĪŅĚėĦŇĨĻŅĽĨĶƢȮŐįĬĳŌĴŇȮŐįĬĳŅıȮĶŌĮĳŅıȮ

ĺŇħňőŀȮŐĸŃŏĺŖĭŏıěȮŏĮƦĬĨƟĬȮŏıŊŗŀĽĶƟŅĚėĺŅĴĬƞŅĽĬŒěŐĸŃĽŅĴŅĶĩĺńħĪńĔļŃœħƟľĸŅĵħƟŅĬȮėĶŌĽŅĴŅĶĩŐĬĭŏĬŊŘŀľŅĪňŗ

ŏĔňŗĵĺĕƟŀĚĔńĭėņĩŅĴŒĬŐĭĭĪħĽŀĭœħƟŏĸĵĩƟŅĨƟŀĚĔŅĶŒľƟįŌƟŏĶňĵĬĻŉĔļŅĔƞŀĬĨŀĭėņĩŅĴȮŒĬĽƞĺĬĕŀĚįŌƟŏĶňĵĬ

ĽŅĴŅĶĩŒĝƟŀŋĮĔĶĦƢĽņľĶńĭĪņŐĭĭĪħĽŀĭœħƟŀĵƞŅĚľĸŅĔľĸŅĵȮœħƟŐĔƞȮŏėĶŊŗŀĚėŀĴıŇĺŏĨŀĶƢȮȮŐĪŖĭŏĸŖĨȮŐĸŃȮ

őĪĶĻńıĪƢȮįƞŅĬĶŃĭĭŀŇĬŏĪŀĶƢŏĬŖĨĪňŗŒĬĮƤěěŋĭńĬĬńĔŏĶňĵĬĽŅĴŅĶĩŏĕƟŅĩŉĚœħƟŏĮƦĬĽƞĺĬŒľĠƞŀĵŌƞŐĸƟĺ 

 

Ȯ Ȯ  
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ĳŅıĨńĺŀĵƞŅĚĔŅĶĽĶƟŅĚŐĭĭĪħĽŀĭŐĨƞĸŃĝĬŇħŒĬȮToSchool 

 

 

1.ŐĭĭľĸŅĵĨńĺŏĸŊŀĔ 

 

 1.1 ĴňėŃŐĬĬŏıňĵĚĨńĺŏĸŊŀĔŏħňĵĺ 

 
 

 ľĴŅĵŏľĨŋȮŏĮƦĬĨńĺŀĵƞŅĚŐĭĭĪħĽŀĭĮĶĬńĵȮĝĬŇħľĸŅĵĨńĺŏĸŊŀĔĪňŗĬŇĵĴŒĝƟĔńĬŀĵŌƞőħĵĪńŗĺœĮ 
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1.2 ĴňėŃŐĬĬĴŅĔĔĺƞŅȮ1 ĨńĺŏĸŊŀĔ 

 

 
 

ľĴŅĵŏľĨŋȮĽŅĴŅĶĩĔņľĬħŒľƟĴňėŃŐĬĬȮ2*Ȯ3 ľĶŊŀĪŋĔĨńĺŏĸŊŀĔĔŖœħƟȮľĶŊŀŀŅěŒľƟĴňĭŅĚĨńĺŏĸŊŀĔėŃŐĬĬĨŇħ

ĸĭœħƟ 
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2.ŐĭĭĩŌĔįŇħ 
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3.ŐĭĭŏĨŇĴėņ 

 

3.1 ŐĭĭȮ1 ėņĩŅĴȮ1 ėņĨŀĭ 

 
 

ľĴŅĵŏľĨŋȮįŌƟĨŀĭĽŅĴŅĶĩĨŀĭŒĬĸńĔļĦŃĨƞŀœĮĬňŘŐĭĭŒħĔŖœħƟĩŊŀĺƞŅĩŌĔĨƟŀĚȮŏıĶŅŃĭŅĚėĶńŘĚĩƟŅėņĽńŗĚŒĬ

őěĪĵƢœĴƞĝńħŏěĬȮĔŅĶĔĶŀĔėņĨŀĭĕŀĚįŌƟŏĶňĵĬŀŅěėĸŅħŏėĸŊŗŀĬœĴƞĨĶĚĔńĭŏĜĸĵŐĭĭĶƟŀĵŏĮŀĶƢŏĞŖĬĨƢȮŀŅěŏĔŇħěŅĔ

ėĺŅĴŏįŀŏĶŀœĴƞĨńŘĚŒěȮŏĝƞĬȮĔŅĶŏėŅŃĝƞŀĚĺƞŅĚħƟŅĬľĬƟŅľĶŊŀħƟŅĬľĸńĚĕƟŀėĺŅĴȮŏĮƦĬĨƟĬ 

1. a b c d e 2. abcdeȮȮȮȮȮȮ3.Ȯa b   c de           4. a 

          b 

          c 

          d 

          e 
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3.2 ŐĭĭȮ1 ėņĩŅĴȮ1 ėņĨŀĭȮŐĨƞĴňŏĜĸĵľĸŅĵėņĨŀĭ 

 

 
 

 ľĴŅĵŏľĨŋȮŏĮƦĬĔŅĶĔņľĬħŒľƟįŌƟĽŀĭĨŀĭŏıňĵĚėņĨŀĭŏħňĵĺȮŐĨƞŏıŊŗŀĮƚŀĚĔńĬįŌƟĨŀĭĔĶŀĔĝŊŗŀĮĶŃŏĪĻȮȮȮ

œĴƞŏľĴŊŀĬĔńĬŒĬŐĨƞĸŃėĬŐĨƞĩŊŀĺƞŅĩŌĔĨƟŀĚŏľĴŊŀĬĔńĬȮĔŖĽŅĴŅĶĩŏĜĸĵœĺƟľĸŅĵėņĨŀĭȮĩƟŅįŌƟĽŀĭĨŀĭĨĶĚĔńĭŏĜĸĵ

ŀńĬŒħĔŖœħƟěŃœħƟȮ1 ėŃŐĬĬ 
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3.3 ŐĭĭȮ1 ėņĩŅĴȮ4 ėņĨŀĭȮĨƟŀĚŏĶňĵĚĸņħńĭĨĶĚĔńĬ 

 

 
 

ľĴŅĵŏľĨŋȮŐĭĭĬňŘįŌƟĽŀĭĨƟŀĚĨŀĭŏĶňĵĚĸņħńĭĨŅĴŏĜĸĵȮŐĸŃĨńĺĽŃĔħĨƟŀĚŏľĴŊŀĬĔńĬĪŋĔĮĶŃĔŅĶŏĪƞŅĬńŘĬ

ěŉĚěŃĩŊŀĺƞŅĩŌĔĨƟŀĚȮħńĚĬńŘĬĨńĺėņĩŅĴĨƟŀĚĝňŘŐěĚŒľƟįŌƟĽŀĭĪĶŅĭŀĵƞŅĚĝńħŏěĬ 

 

 

 

 



9 
 

3.4 ŐĭĭȮ1 ėņĩŅĴȮ3 ėņĨŀĭȮœĴƞěņŏĮƦĬĨƟŀĚŏĶňĵĚĸņħńĭĨĶĚĔńĬȮŐĸŃėņĨŀĭľĸŅĔľĸŅĵ 

 

 
 

ľĴŅĵŏľĨŋȮȮĩƟŅœĴƞĨƟŀĚĔŅĶĔŅĶěńħĸņħńĭĕŀĚėņĨŀĭȮėĶŌįŌƟĽŀĬĨƟŀĚŏĜĸĵŒľƟĴŅĔĔĺƞŅěņĬĺĬėņĨŀĭĪňŗ

ĨƟŀĚĔŅĶȮěŃĴŅĔĔĺƞŅŏĪƞŅŒħĔŖœħƟȮ&ŏĜĸĵĽŌĚĽŋħœħƟȮ10 ėņĨŀĭ'ȮŐĨƞŏĜĸĵĪňŗŏĔŇĬĴŅěŃĨƟŀĚœĴƞĔņľĬħėŃŐĬĬȮ&ėŃŐĬĬ

ŏĮƦĬȮ0) ŐĭĭĬňŘěŃĪņŒľƟĴňėņĨŀĭľĸŅĔľĸŅĵĕŉŘĬħƟĺĵȮėŊŀĩƟŅȮ3 ėņĨŀĭĨĶĚĔńĭŏĜĸĵĪńŘĚȮ5 ěŃŏĶňĵĚŀĵƞŅĚœĶĔŖœħƟȮěŃ

œħƟȮ3 ėŃŐĬĬȮŐĨƞĩƟŅĨŀĭĞŘņĔńĬȮĕƟŀĪňŗĞŘņőĮĶŐĔĶĴěŃœĴƞĬņĴŅĨĶĺěŒľƟėŃŐĬĬ 
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3.5 ŐĭĭȮ5 ėņĩŅĴȮ5 ėņĨŀĭ 
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4. ŐĭĭěńĭėŌƞ 
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ĸńĔļĦŃĽņėńĠŀňĔĮĶŃĔŅĶľĬŉŗĚĕŀĚŐĭĭĪħĽŀĭŒĬȮToSchool ėŊŀĔŅĶŐĭƞĚėņĩŅĴŀŀĔŏĮƦĬĨŀĬȮŕȮ

ľĶŊŀŐĵĔıŅĶƢĪĕŀĚėņĩŅĴȮŒĬŐĭĭĪħĽŀĭĝŋħľĬŉŗĚěŃĴňĔňŗıŅĶƢĪĔŖœħƟȮŐĨƞĸŃıŅĶƢĪŀŅěĽŀħėĸƟŀĚĔńĭĨńĺĝňŘĺńħľĶŊŀįĸ

ĔŅĶŏĶňĵĬĶŌƟĨŅĴľĸńĔĽŌĨĶȮľĶŊŀŏıŊŗŀŐĭƞĚėņĩŅĴŀŀĔŏĮƦĬĮĶŃŏħŖĬľĸńĔŐĸƟĺĴňėņĩŅĴĵƞŀĵŒĬĮĶŃŏħŖĬľĸŅĵėņĩŅĴȮ

ŒĬŐĨƞĸŃıŅĶƢĪěŃĴňĔňŗĕƟŀėņĩŅĴĔňŗĕƟŀĔŖœħƟȮĶĺĴĪńŘĚĔŅĶĽŀĭŐĨƞĸŃėĶńŘĚěŃŏĸŊŀĔľĶŊŀœĴƞŏĸŊŀĔŒĝƟȮȮȮȮȮȮıŅĶƢĪœľĬĔŖœħƟȮ

ŐĸŃėņĩŅĴŒĬŐĨƞĸŃıŅĶƢĪěŃŏĸŊŀĔŒĝƟľĶŊŀœĴƞŏĸŊŀĔŒĝƟĕƟŀĽŀĭĕƟŀœľĬĔŖœħƟŏĝƞĬŏħňĵĺĔńĬȮĔŅĶĽŀĭőħĵŒĝƟ

ŐĭĭĪħĽŀĭĝŋħŏħňĵĺĔńĬŐĨƞĨƞŅĚĔĸŋƞĴĨƞŅĚŏĺĸŅĔńĬȮĽŅĴŅĶĩĔņľĬħėņĩŅĴŒľƟŐĨĔĨƞŅĚĔńĬœħƟȮ 

ŏıŊŗŀėĺŅĴŏĮƦĬĶŃŏĭňĵĭĕŀĚŐĭĭĪħĽŀĭľĶŊŀŏıŊŗŀŒľƟĔŅĶŏĶňĵĚĸņħńĭŏĮƦĬœĮĨŅĴŏĬŊŘŀľŅŒĬĭĪŏĶňĵĬȮ

ToSchool œħƟŀŀĔŐĭĭŒľƟœĴƞĴňĔŅĶĽŋƞĴĸņħńĭĕŀĚıŅĶƢĪȮ&ĨŀĬĪňŗ'ȮėŊŀĕƟŀĽŀĭěŃĩŌĔőľĸħŏĶňĵĚĸņħńĭĨŅĴıŅĶƢĪĪňŗ

įŌƟěńħĪņŐĭĭĪħĽŀĭŀŀĔŐĭĭœĺƟĨńŘĚŐĨƞĨƟĬȮĔŅĶĽŋƞĴěŃĽŋƞĴŏĜıŅŃĸņħńĭĕƟŀėņĩŅĴŒĬŐĨƞĸŃıŅĶƢĪŐĸŃĽŋƞĴĸņħńĭĕŀĚ

ĨńĺŏĸŊŀĔŒĬŐĨƞĸŃĕƟŀȮĪńŘĚĬňŘŏıŊŗŀĸħőŀĔŅĽŒĬĔŅĶĸŀĔĕƟŀĽŀĭĕŀĚįŌƟŏĶňĵĬœħƟŒĬĶŃħńĭľĬŉŗĚ 

 

 ĝŋħĕŀĚŐĭĭĪħĽŀĭŒĬȮToSchoolȮěŃĮĶŃĔŀĭœĮħƟĺĵȮ3 ĽƞĺĬĔŖėŊŀȮ 
1. ĽƞĺĬĶŅĵĸŃŏŀňĵħľĶŊŀĽƞĺĬėĺĭėŋĴŐĭĭĪħĽŀĭȮĞŉŗĚěŃĮĶŃĔŀĭœĮħƟĺĵĶŅĵĸŃŏŀňĵħĕŀĚĝŋħ

ŐĭĭĪħĽŀĭȮŏĝƞĬĶľńĽĺŇĝŅȮĝŊŗŀĝŋħŐĭĭĪħĽŀĭȮĶŃħńĭĝńŘĬȮľƟŀĚȮĔņľĬħŏĺĸŅȮŏĮƦĬĨƟĬȮĶĺĴĪńŘĚĔŅĶěńħĪņľĬƟŅĮĔ

ŐĭĭĪħĽŀĭħƟĺĵ 

2. ĽƞĺĬĕŀĚıŅĶƢĪȮľĶŊŀȮĨŀĬĪňŗȮĕŀĚŐĭĭĪħĽŀĭȮıŅĶƢĪěŃŏĮƦĬĽĴŅĝŇĔĕŀĚĝŋħŐĭĭĪħĽŀĭ 

3. ĽƞĺĬĕŀĚĕƟŀĽŀĭĶŅĵĕƟŀȮĞŉŗĚěŃŏĮƦĬĝŋħėņĩŅĴŐĸŃĨńĺŏĸŊŀĔĬńŗĬŏŀĚȮőħĵĪňŗĕƟŀĽŀĭĶŅĵĕƟŀěŃŏĮƦĬ

ĽĴŅĝŇĔĕŀĚıŅĶƢĪŀňĔĪňȮȮ 

 
 

 

ŐįĬįńĚŐĽħĚėĺŅĴĽńĴıńĬīƢĕŀĚĝŋħĕƟŀĽŀĭ 

 

 

ÅèÛÅùâĀÛÛØÕëîÛ
ĀæñìÚ­óÜÂ

ßóä°Ø

ÅČó×óâĀæñÖòèÿæøîÂ

ÅČó×óâĀæñÖòèÿæøîÂ

ßóä°Ø ÅČó×óâĀæñÖòèÿæøîÂ
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1.ĔŅĶŏĕƟŅĽŌƞľĬƟŅŐĭĭĪħĽŀĭȮ 
 

 ŐĭĭĪħĽŀĭěŃŀĵŌƞĪňŗŐĪŖĭŏĴĬŌ Teacher ŏĴŊŗŀŏĕƟŅĽŌƞĶŃĭĭŐĸƟĺŒľƟėĸŇĔŏĴŅĽƢĪňŗŐĪŖĭȮŐĭĭĪħĽŀĭȮŐĸƟĺ

ėĸŇĔĪňŗĮŋƙĴȮŏĕƟŅĽŌƞľĬƟŅŐĭĭĪħĽŀĭȮħńĚĶŌĮ 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1 

2 
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2.ĔŅĶŏıŇŗĴĝŋħŐĭĭĪħĽŀĭ 
 

 ŏĴŊŗŀŏĕƟŅĽŌƞľĬƟŅŐĭĭĪħĽŀĭėĶńŘĚŐĶĔȮěŃĵńĚœĴƞĴňĕƟŀĴŌĸŐĭĭĪħĽŀĭȮŐĨƞĩƟŅŏėĵŏıŇŗĴĝŋħŐĭĭĪħĽŀĭœĺƟŐĸƟĺ

ěŃĩŌĔĬņĴŅŐĽħĚŒĬĶŌĮŐĭĭĨŅĶŅĚȮĔŅĶŏıŇŗĴĝŋħŐĭĭĪħĽŀĭŒľƟėĸŇĔĪňŗĮŋƙĴȮŏıŇŗĴĝŋħŐĭĭĪħĽŀĭȮħƟŅĬĭĬȮħńĚĶŌĮ 

 

 
 

 őĮĶŐĔĶĴěŃŐĽħĚĔĶŀĭĕŉŘĬĴŅĽņľĶńĭĔŅĶŏıŇŗĴĕƟŀĴŌĸĨƞŅĚȮŕȮĶĺĴĪńŘĚľĬƟŅĮĔŐĭĭĪħĽŀĭȮŏıŊŗŀŐĽħĚ

ĶŅĵĸŃŏŀňĵħŐĸŃėņĝňŘŐěĚĕŀĚŐĭĭĪħĽŀĭȮħńĚĶŌĮ 

 

 

҆ҧҶ҃ 
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ŏĴŊŗŀĔĶŀĔĶŅĵĸŃŏŀňĵħĨƞŅĚȮŕȮŏĶňĵĭĶƟŀĵŐĸƟĺěŃœħƟȮħńĚĶŌĮ 

 

 
  

ĽņľĶńĭĕƟŀĴŌĸĭŅĚĶŅĵĔŅĶȮŏĝƞĬȮĶŅĵĔŅĶĶľńĽŏĕƟŅĽŀĭȮŏŀŅœĺƟĔĶŀĔŒĬĺńĬĪňŗįŌƟŏĶňĵĬĽŀĭěĶŇĚĔŖœħƟȮŐĸŃŏĴŊŗŀ

ĽŀĭŐĸƟĺėĺĶěŃĪņĔŅĶĸĭľĶŊŀŐĔƟœĕĶľńĽŏĽĴŀȮŐĭĭĪħĽŀĭĝŋħĬňŘĬńĔŏĶňĵĬĶŃħńĭĝńŘĬŐĸŃľƟŀĚĪňŗĶŃĭŋœĺƟŏĪƞŅĬńŘĬĪňŗěŃ

ĽŅĴŅĶĩĴŀĚŏľŖĬȮŐĨƞěŃĽŅĴŅĶĩĸĚĴŊŀĪņŐĭĭĪħĽŀĭĬňŘœħƟĔŖĨƞŀŏĴŊŗŀȮĶŅĵĔŅĶĽĩŅĬŃĨƟŀĚŏĮƦĬȮŏĮƕħŒľƟŒĝƟĽŀĭȮŐĸŃ

ĕĦŃĪňŗĬńĔŏĶňĵĬŏĕƟŅĽŌƞĶŃĭĭěŃĨƟŀĚȮŀĵŌƞŒĬĝƞĺĚĺńĬĪňŗĪňŗĔņľĬħȮĶĺĴĩŉĚȮĨƟŀĚĪĶŅĭĶľńĽŏĕƟŅĽŀĭħƟĺĵȮěŉĚĽŅĴŅĶĩŏĕƟŅ

œĮĪņŐĭĭĪħĽŀĭœħƟȮĶŅĵĸŃŏŀňĵħĨƞŅĚȮŕȮĕŀĚŐĭĭĪħĽŀĭĝŋħĬňŘĽŅĴŅĶĩŐĔƟœĕĮĶńĭĮĶŋĚœħƟĨĸŀħŏĺĸŅ 

 ŒĬĽƞĺĬĕŀĚľĬƟŅĮĔŐĭĭĪħĽŀĭĬńŘĬěŃĴňıŊŘĬĪňŗȮ&Rich TextȮEditor) ĽņľĶńĭıŇĴıƢĕƟŀėĺŅĴŐĸŃŐĪĶĔ

ĶŌĮĳŅıȮĸńĔļĦŃėĸƟŅĵȮŕȮĔńĭőĮĶŐĔĶĴȮMS-Word ėŊŀěŃĴňŏėĶŊŗŀĚĴŊŀĨƞŅĚȮŕȮĽņľĶńĭĔŅĶĨĔŐĨƞĚĶŌĮŐĭĭĕƟŀėĺŅĴȮ

ĶŌĮŐĭĭĔŅĶěńħĺŅĚȮĔŅĶŐĪĶĔĳŅıȮŐĸŃĺŇħňőŀȮŏĮƦĬĨƟĬȮRich Text Editor ěŃĴňŀĵŌƞŒĬĽƞĺĬĕŀĚıŅĶƢĪȮŐĸŃĽƞĺĬ

ėņĩŅĴĕŀĚĕƟŀĽŀĭĶŅĵĕƟŀħƟĺĵ 

 ĔŅĶŐĪĶĔĳŅıŒĬȮRich Text ěŃĴňȮ3 ĺŇīňėŊŀȮ 

1) ĔŅĶŐĪĶĔĳŅıěŅĔœħĶƢĲĕŀĚŏėĶŊŗŀĚįŌƟŒĝƟȮ 

2) ĔŅĶŐĪĶĔĳŅıěŅĔĪňŗŀĵŌƞȮ&url) ĕŀĚĶŌĮĳŅıěŅĔŏĺŖĭȮ 

3) ŐĸŃĔŅĶėńħĸŀĔĶŌĮĳŅıěŅĔŏĺŖĭȮľĶŊŀőĮĶŐĔĶĴĨƞŅĚŕȮŏĝƞĬȮPowerPoint 
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ĺŇīňĔŅĶŐĪĶĔĳŅıěŅĔœħĶĲƝ 
 

ĕƟŀėĺĶĮĢŇĭńĨŇŒĬĔŅĶŐĪĶĔĶŌĮŐĭĭěŅĔœħĶƢĲ 

 ŏĬŊŗŀĚěŅĔĔŅĶěńħŏĔŖĭĶŌĮĳŅıěŅĔœħĶĲƝŏĕƟŅœĮŒĬĶŃĭĭģŅĬĕƟŀĴŌĸȮěŃĨƟŀĚŒĝƟıŊŘĬĪňŗŒĬĔŅĶěńħŏĔŖĭĕĬŅħ

ŒľĠƞĴŅĔȮŏıĶŅŃĳŅıěŃĩŌĔĬņĴŅŏĕƟŅĶľńĽŏĮƦĬĨńĺŀńĔļĶĔƞŀĬĬņœĮěńħŏĔŖĭȮħńĚĬńŘĬĔƞŀĬĪňŗěŃŐĪĶĔĳŅıŒħȮŕȮĪňŗ

ŏĨĶňĵĴœĺƟŒĬŏėĶŊŗŀĚėŀĴıŇĺŏĨŀĶƢȮėĺĶěŃĵƞŀĕĬŅħĶŌĮĳŅıĬńŘĬȮŕȮħƟĺĵőĮĶŐĔĶĴĨĔŐĨƞĚĳŅıȮŏĝƞĬȮPhotoshop ŒľƟ

ĴňĕĬŅħŏĸŖĔĸĚŏĽňĵĔƞŀĬȮ&ŒĬĔĶĦňĪňŗĳŅıĨƟĬĜĭńĭĴňĕĬŅħŒľĠƞ'ȮĪňŗŏľĴŅŃĽĴĔŖėŊŀėĺĶěŃĴňėĺŅĴĔĺƟŅĚœĴƞŏĔŇĬȮ640 Ȯ

ıŇĔŏĞĸȮľŅĔŏĶŅŒĝƟĳŅıĕĬŅħŒľĠƞȮĔŅĶŏĕƟŅĶľńĽĔŖěŃŒľĠƞĨŅĴœĮħƟĺĵȮěŃĪņŒľƟĔŅĶőľĸħŐĭĭĪħĽŀĭŒĝƟŏĺĸŅĬŅĬȮ

ĺŇīňĔŅĶŐĪĶĔĳŅıěŅĔœħĶĲƝȮĴňħńĚĬňŘ 

 1. ėĸŇĔĪňŗĮŋƙĴŐĪĶĔĳŅıȮ 

 2. ŏĸŊŀĔĶŌĮĳŅıěŅĔœħĶĲƝŒĬŏėĶŊŗŀĚėŀĴıŇĺŏĨŀĶƢĕŀĚĪƞŅĬ 

 3. ėĸŇĔĮŋƙĴȮŏĮƕħ 

 4. ėĸŇĔĪňŗĶŌĮȮŐĸƟĺėĸŇĔėƟŅĚĪňŗĴŋĴĕŀĚĶŌĮȮŐĸƟĺĸŅĔŏıŊŗŀĮĶńĭĕĬŅħŒľƟŏľĴŅŃĽĴȮ 

 

ҿҙҥ҃ҢҴҠҊҴ҃

ӂҖҥҡӨ 

ҿҙҥ҃ҢҴҠҊҴ҃ҙҷӆүҤһӤ

҄ү҉ҢҴҠҊҴ҃ҾҩӅҜ 

ҿҙҥҩ҃ҶҖҷӀү 

ҊҴ҃Ҥһҙһҝ 



17 
 

 
 

 

 
 

ľĴŅĵŏľĨŋ ĔŅĶĵƞŀĶŌĮĳŅıŒĬȮRich Text œĴƞĴňįĸĔńĭĕĬŅħĕŀĚœĲĸƢĪňŗěńħŏĔŖĭȮŏĮƦĬŐėƞŏıňĵĚĔŅĶĵƞŀŒĬĽƞĺĬ

ĕŀĚĔŅĶŐĽħĚįĸĪŅĚěŀĳŅıŏĪƞŅĬńŘĬȮĕĬŅħĕƟŀĴŌĸĪňŗěńħŏĔŖĭěŃŏĮƦĬœĮĨŅĴĕĬŅħĕŀĚĳŅıĨƟĬĜĭńĭȮĭŅĚėĶńŘĚĳŅıĪňŗ

ŏĶŅŐĪĶĔĬńŘĬĴňėĺŅĴĸŃŏŀňĵħĽŌĚľĶŊŀŒľĠƞŏĔŇĬœĮȮľĶŊŀěņĬĺĬĴŅĔŏĔŇĬœĮŒĬȮRich Text ŏħňĵĺĔńĬěŃĽƞĚįĸŒľƟĕĬŅħ

ĕŀĚœĲĸƢŏĔŇĬėĺŅĴěŋĪňŗģŅĬĕƟŀĴŌĸěŃĶńĭœħƟȮŏĴŊŗŀŏĶŅėĸŇĔĪňŗĮŋƙĴȮSave ŏıŊŗŀĭńĬĪŉĔĕƟŀĴŌĸȮőĮĶŐĔĶĴěŃŐěƟĚĕƟŀįŇħıĸŅħ

ŒĬĔŅĶĭńĬĪŉĔĕŉŘĬĴŅȮħńĚĶŌĮľĬƟŅĩńħœĮ  

1 

2 

3 

4 
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 ĕĦŃĪņĔŅĶŐĪĶĔĳŅıŏĶŅĽŅĴŅĶĩĨĶĺěĽŀĭĕĬŅħŐĸŃėĺŅĴěŋĕƟŀĴŌĸĕŀĚĳŅıœħƟȮőħĵĔŅĶŏŀŅŏĴŅĽƢĝňŘ

ėƟŅĚœĺƟĪňŗĶŌĮĳŅıȮőĮĶŐĔĶĴěŃŐĽħĚĔĶŀĭĕƟŀėĺŅĴĕŉŘĬĴŅŒľƟĪĶŅĭȮħńĚĶŌĮ 

 

 
 

 ĩƟŅėĺŅĴěŋĳŅıŀĵŌƞĪňŗĮĶŃĴŅĦȮ100 KB ĩŊŀĺƞŅŏľĴŅŃĽĴȮěŅĔĳŅıħƟŅĬĭĬěŃĴňĴŇĨŇȮ1080 x 1350 ıŇĔŏĞĸ

ŐĸŃĴňĕĬŅħȮ170 KB ĩŊŀĺƞŅĴňĕĬŅħŒľĠƞŏĔŇĬėĺŅĴěņŏĮƦĬĽņľĶńĭŒĝƟŒĬŐĭĭĪħĽŀĭȮĩŉĚŐĴƟŏĶŅěŃŐĪĶĔĳŅıĕĬŅħ

ĬňŘȮŐĨƞŏĴŊŗŀĬņœĮŐĽħĚŒĬŐĭĭĪħĽŀĭěŃŐĽħĚėĺŅĴĔĺƟŅĚœħƟĽŌĚĽŋħŏıňĵĚȮ640 ıŇĔŏĞĸŏĪƞŅĬńŘĬ 
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ĴňĺŇīňĔŅĶľĬŉŗĚĪňŗěŃĪņŒľƟĶŌĮĳŅıŒĬœħĶƢĲĕŀĚŏĶŅĴňĕĬŅħŏĸŖĔĸĚĔĺƞŅėĶŉŗĚȮŐĨƞėĺŅĴĸŃŏŀňĵħĕŀĚĳŅıœĴƞœħƟŐĨĔĨƞŅĚ

ěŅĔŏħŇĴĴŅĔĬńĔȮėŊŀĔŅĶŒĝƟőĮĶŐĔĶĴĭňĭŀńħĳŅıĪňŗŀĵŌƞŀĵŌƞŀĵƞŅĚŐıĶƞľĸŅĵȮĪňŗŀĵŅĔŐĬŃĬņėŊŀőĮĶŐĔĶĴĪňŗŀĵŌƞĭĬ

ĶŃĭĭŀŀĬœĸĬƢŀĵƞŅĚȮhttps://imagecompressor.com/ȮħńĚĨńĺŀĵƞŅĚĔŅĶĭňĭŀńħĳŅıĨƞŀœĮĬňŘȮĳŅıĪŅĚħƟŅĬĞƟŅĵ

ėŊŀĳŅıĨƟĬĜĭńĭȮĽƞĺĬĳŅıĪŅĚĕĺŅėŊŀĳŅıĪňŗĭňĭŀńħŐĸƟĺȮŏĶŅĽŅĴŅĶĩĔņľĬħėŋĦĳŅıĔŅĶĭňĭŀńħœħƟȮŒĬĨńĺŀĵƞŅĚěŃ

ŏŀŅėŋĦĳŅıĪňŗĶƟŀĵĸŃȮ50 ŏĪƞŅĬńŘĬȮŐĨƞěŃŏľŖĬĺƞŅĳŅıĪňŗĭňĭŀńħȮėĺŅĴĸŃŏŀňĵħŐĪĭœĴƞŐĨĔĨƞŅĚĔńĬŏĸĵ 

 

 
  

ĔŅĶĭňĭŀńħħƟĺĵőĮĶŐĔĶĴĬňŘœĴƞœħƟŏĮĸňŗĵĬĴŇĨŇĕŀĚĳŅıȮŐĨƞěŃŏĮĸňŗĵĬĕĬŅħėĺŅĴěŋĕŀĚĳŅıŏĪƞŅĬńŘĬȮħńĚĬńŘĬ

ĩƟŅĴňĪňŗĴňĕĬŅħĴŇĨŇıŇĔŏĞĸŒľĠƞĴŅĔȮŕȮŏĝƞĬȮĳŅıĩƞŅĵěŅĔőĪĶĻńıĪƢĴŊŀĩŊŀŒĬĮƤěěŋĭńĬěŃĴňĕĬŅħŒľĠƞĴŅĔȮŏĶŅėĺĶŒĝƟ

őĮĶŐĔĶĴŀŊŗĬȮŏĝƞĬȮPhotoshop ĵƞŀĴŇĨŇĕŀĚĳŅıĸĚĔƞŀĬȮŐĸƟĺėƞŀĵĬņĴŅĭňĭŀńħĕĬŅħėĺŅĴěŋĕŀĚĳŅıŀňĔĪňȮ 

ĨƞŀœĮŏĶŅěŃĸŀĚŐĪĶĔĳŅıŒĬŐĭĭĪħĽŀĭŀňĔėĶńŘĚȮŏıŊŗŀħŌĕĬŅħėĺŅĴěŋĕŀĚĳŅıŏĮĶňĵĭŏĪňĵĭĔńĭĳŅı

ĨƟĬĜĭńĭȮħńĚĶŌĮľĬƟŅĩńħœĮ 
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 ěŃŏľŖĬĺƞŅĕĬŅħėĺŅĴěŋŏħŇĴȮ170ȮKB ŐĨƞŏĴŊŗŀŏĶŅĭňĭŀńħŐĸƟĺȮěŃŏľĸŊŀŏıňĵĚȮ84.3 KB ŏĪƞŅĬńŘĬȮŐĨƞĴŇĨŇĕŀĚ

ĳŅıĵńĚėĚŏĪƞŅŏħŇĴ 
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ĺŇīňĔŅĶŐĪĶĔĶŌĮĳŅıěŅĔĸŇĚėƢĪňŗŀĵŌƞĕŀĚĳŅıĭĬŏĺŖĭ 
 

ŒĬĺŇīňŐĪĶĔĳŅıĺŇīňŐĶĔĪňŗįƞŅĬĴŅőĮĶŐĔĶĴěŃěńħŏĔŖĭĕƟŀĴŌĸĨŅĴĕĬŅħėĺŅĴěŋĕŀĚĳŅıȮĪņŒľƟĽŇŘĬŏĮĸŊŀĚ

ľĬƞĺĵėĺŅĴěņĴŅĔȮŐĨƞĺŇīňĔŅĶŐĪĶĔĳŅıěŅĔŏĺŖĭěŃĴňĕƟŀħňėŊŀěŃŏĮƦĬĔŅĶěńħŏĔŖĭŏıňĵĚĪňŗŀĵŌƞȮ(URL) ĕŀĚĳŅı

ŏĪƞŅĬńŘĬȮĪņŒľƟĮĶŃľĵńħıŊŘĬĪňŗľĬƞĺĵėĺŅĴěņœħƟĴŅĔȮěŉĚŀĵŅĔŐĬŃĬņŒľƟŐĪĶĔĳŅıěŅĔŏĺŖĭŏĮƦĬľĸńĔȮœĴƞĺƞŅěŃŏĮƦĬ

ĔŅĶŐĪĶĔěŅĔĪňŗŀĵŌƞĕŀĚŏĺŖĭľĶŊŀėńħĸŀĔĳŅıěŅĔŏĺŖĭĪňŗěŃĔĸƞŅĺĩŉĚĨƞŀœĮĔŖĨŅĴȮĴňĕńŘĬĨŀĬħńĚĬňŘ 

 1.ŏĮƕħĭĶŅĺŏĞŀĶƢĕŀĚȮGoogle ıŇĴıƢėņėƟĬľŅȮŒĬĪňŗĬňŘěŃėƟĬľŅėņĺƞŅȮŴŐĴĺŵ 

 2.ėĸŇĔĪňŗŏĴĬŌȮėƟĬĶŌĮ 

 3.ėĸŇĔŏĸŊŀĔĶŌĮĨŅĴĪňŗĨƟŀĚĔŅĶ 

 4.ėĸŇĔŏĴŅĽƢĕĺŅĪňŗĶŌĮŐĸƟĺŏĸŊŀĔŏĴĬŌȮŏĮƕħĶŌĮĳŅıŒĬŐĪŖĭŒľĴƞ 

 5.ĪņĔŅĶĸŅĔŏĴŅĽƢėĸŋĴĪňŗŀĵŌƞĶŌĮĳŅıȮěŅĔĬńŘĬėĸŇĔŏĴŅĽƢĕĺŅȮŐĸƟĺŏĸŊŀĔȮėńħĸŀĔ 

 6.ĔĸńĭĴŅĪňŗľĬƟŅőĮĶŐĔĶĴŐĭĭĪħĽŀĭȮėĸŇĔĪňŗœŀėŀĬŐĪĶĔĶŌĮĳŅıȮěŅĔĬńŘĬėĸŇĔŏĴŅĽƢĕĺŅŒĬĝƞŀĚŐĸƟĺ

ŏĸŊŀĔȮĺŅĚ 

 7.ėĸŇĔŏĴŅĽƢĪňŗĮŋƙĴȮĨĔĸĚ 

 8.ėĸŇĔĪňŗĶŌĮŐĸƟĺėĸŇĔĪňŗĴŋĴĕŀĚĶŌĮȮĸŅĔŏĴŅĽƢĮĶńĭĕĬŅħĶŌĮĳŅıĨŅĴĨƟŀĚĔŅĶ 

 9.ėĸŇĔĮŋƙĴȮSave ŏıŊŗŀĭńĬĪŉĔŐĭĭĪħĽŀĭ 

 

 

1 

2 
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ĽņėńĠ ĪňŗŀĵŌƞȮ(url) ĶŌĮĳŅıĪňŗĽŅĴŅĶĩĬņĴŅŐĪĶĔŒĬŐĭĭĪħĽŀĭœħƟĬńŘĬěŃĨƟŀĚŏĮƦĬĪňŗŀĵŌƞĪňŗĴňĝŊŗŀœĲĸƢŐĸŃĽƞĺĬ

ĕĵŅĵȮ&ŏľĴŊŀĬĨńĺŀĵƞŅĚ'ȮěŉĚěŃĽŅĴŅĶĩĬņĴŅŒĝƟœħƟȮĩƟŅŏĮƦĬĪňŗŀĵŌƞĪňŗŏĮƦĬĔŅĶŏĕƟŅĶľńĽěŃĬņĴŅŐĪĶĔœĴƞœħƟȮȮŏĝƞĬȮ 

data:image/jpeg;base42,/7j/2AAQSkZJRgABAQAAAQABAAD/źȮ&ěŃĵŅĺĴŅĔŕȮěŉĚĨńħĴŅĭŅĚĽƞĺĬ' 

6 

7 

ҧҳ҃ҫҕҲ҄ү҉ҙҷӆүҤһӤҙҷӆ

ҬҴңҴҥҘқӋҴңҴӁҌӥӂҖӥ 
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ľĴŅĵŏľĨŋȮ ĔŅĶĬņĶŌĮĳŅıĴŅěŅĔŏĺŖĭœĞĨƢȮėĺĶěŃĪņĔŅĶĨĶĺěĽŀĭĸŇĕĽŇĪīŇśĔƞŀĬħƟĺĵĺƞŅŏěƟŅĕŀĚ 

   ŀĬŋĠŅĨŒľƟĬņĴŅŏįĵŐıĶƞœħƟľĶŊŀœĴƞȮŏĴŊŗŀĬņĴŅŐĸƟĺĔŖėĺĶěŃĭŀĔŐľĸƞĚĪňŗĴŅĕŀĚĶŌĮĳŅıħƟĺĵ 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

8 

9 
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ĔŅĶėńħĸŀĔĶŌĮĳŅıěŅĔŏĺŖĭ 
 

 ĺŇīňĬňŘěŃŏĮƦĬĔŅĶėńħĸŀĔȮ(Copy) ŐĸŃĺŅĚȮ(Paste)ȮŏľĴŊŀĬĔŅĶėńħĸŀĔĳŅıěŅĔŏĺŖĭŐĸƟĺĬņœĮĺŅĚŒĬȮ

MS-Word ľĶŊŀőĮĶŐĔĶĴŀŊŗĬȮŕȮĬńŗĬŏŀĚȮŐĨƞĔŅĶěńħŏĔŖĭĕƟŀĴŌĸěŃŏĮƦĬĔŅĶěńħŏĔŖĭĪňŗŀĵŌƞĕŀĚĳŅıŏľĴŊŀĬĔńĭĔŅĶ

ŐĪĶĔĶŌĮĳŅıěŅĔĪňŗŀĵŌƞĕŀĚĳŅıĭĬŏĺŖĭĬńŘĬŏŀĚȮĺŇīňĬňŘěŉĚœĴƞĴňįĸĔńĭĕĬŅħľĬƞĺĵėĺŅĴěņŒĬģŅĬĕƟŀĴŌĸŐĨƞĩƟŅŏĶŅ

ėńħĸŀĔĳŅıĪňŗĴňĴŇĨŇĕĬŅħŏĸŖĔȮěŃĪņŒľƟĔŅĶőľĸħŐĭĭĪħĽŀĭĶĺħŏĶŖĺĕŉŘĬȮĺŇīňĔŅĶħŌĕĬŅħĕŀĚĶŌĮĳŅıėŊŀĔŅĶĬņ

ŏĴŅĽƢœĮĝňŘĪňŗĶŌĮĳŅıĪňŗŏĶŅėĸŇĔŏĸŊŀĔŐĸƟĺœĮĮĶŅĔĢŒĬĔĶŀĭĪŅĚħƟŅĬĕĺŅȮěŃŐĽħĚĴŇĨŇľĶŊŀĕĬŅħĕŉŘĬĴŅħńĚĶŌĮ 

 
 

ĔŅĶŐĪĶĔĶŌĮĳŅıĴňĺŇīňĔŅĶħńĚĬňŘ 

 1.ŏĮƕħĭĶŅĺŏĞŀĶƢĕŀĚȮGoogle ıŇĴıƢėņėƟĬľŅȮŒĬĪňŗĬňŘěŃėƟĬľŅėņĺƞŅȮŴŐĴĺŵ 

 2.ėĸŇĔĪňŗŏĴĬŌȮėƟĬĶŌĮ 

 3.ėĸŇĔŏĸŊŀĔĶŌĮĨŅĴĪňŗĨƟŀĚĔŅĶ 

 4.ėĸŇĔŏĴŅĽƢĕĺŅĪňŗŏĮƦĬĳŅıĕĵŅĵĨĶĚĔĶŀĭħƟŅĬĕĺŅȮŐĸƟĺŏĸŊŀĔ ėńħĸŀĔĶŌĮĳŅı 

 5.ĔĸńĭĴŅĪňŗľĬƟŅőĮĶŐĔĶĴŐĭĭĪħĽŀĭȮėĸŇĔŏĴŅĽƢĕĺŅĭĬıŊŘĬĪňŗĕŀĚŐĭĭĪħĽŀĭŐĸƟĺŏĸŊŀĔȮĺŅĚ 

 6.ėĸŇĔĪňŗĶŌĮȮŐĸƟĺėĸŇĔėƟŅĚĪňŗĴŋĴĕŀĚĶŌĮȮĸŅĔŏĴŅĽƢĮĶńĭĕĬŅħĶŌĮĳŅıĨŅĴĨƟŀĚĔŅĶ 

 7.ĩƟŅĴňĔŅĶŏıŇŗĴŏĨŇĴĕƟŀėĺŅĴľĶŊŀŀŊŗĬŕȮŏĶňĵĭĶƟŀĵŐĸƟĺĔŖėĸŇĔĮŋƙĴȮSave ŏıŊŗŀĭńĬĪŉĔŐĭĭĪħĽŀĭ 

 

1.҆ҧҶ҃ 

3.ҿҬҖ҉҄қҴҖ 

2.ҌҷӇҾңҴҬӨ 
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4 

ҧ̓Ҷ҃ҾңҴҬӨ҄ҩҴ

җҥ҉қҷӇ 
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ĺŇīňĔŅĶŐĪĶĔĺŇħňőŀěŅĔĵŌĪŌĮ 
  

ĺŇīňĬňŘěŃŏĮƦĬĔŅĶŐĪĶĔĪňŗŀĵŌƞ (url) ĕŀĚĺŇħňőŀěŅĔĵŌĪŌĮȮĴňĕńŘĬĨŀĬħńĚĬňŘ 

 1.ŏĮƕħĵŌĪŌĮȮŐĸƟĺėƟĬľŅľĶŊŀœĮĵńĚĺŇħňőŀĪňŗĨƟŀĚĔŅĶ 

 2.ėĸŇĔĨĶĚėņĺƞŅȮŐĝĶƢȮĪňŗŀĵŌƞħƟŅĬĸƞŅĚĺŇħňőŀŏıŊŗŀœĮėńħĸŀĔĪňŗŀĵŌƞĸŇĚėƢĕŀĚĺŇħňőŀȮ 

 3.ħņŏĬŇĬĔŅĶėńħĸŀĔ 

 4.ĔĸńĭĴŅĪňŗľĬƟŅőĮĶŐĔĶĴŐĭĭĪħĽŀĭȮėĸŇĔĪňŗœŀėŀĬŐĪĶĔĺŇħňőŀȮ 

 5.ėĸŇĔŏĴŅĽƢĕĺŅĨĶĚĝƞŀĚĪňŗŐĽħĚĕŉŘĬĴŅħƟŅĬĸƞŅĚŐĸƟĺŏĸŊŀĔȮĺŅĚ 

 6.ėĸŇĔėņĺƞŅȮSave 

 7.ėĸŇĔĮŋƙĴȮSave ŏıŊŗŀĭńĬĪŉĔŐĭĭĪħĽŀĭ 

 

 
 

 
 

1 

2 

3 



29 
 

 
 

 
 

 
 

ľĴŅĵŏľĨŋȮ ĺŇħňőŀěŅĔĵŌĪŌĮĭŅĚĝƞŀĚŀŅěœĴƞŀĬŋĠŅĨŒľƟŏĸƞĬįƞŅĬŐŀııĸŇŏėĝńŗĬŀŊŗĬĬŀĔěŅĔĵŌĪŌĮŏĪƞŅĬńŘĬ 

  ħńĚĬńŘĬľĸńĚěŅĔŐĪĶĔĺŇħňőŀŐĸƟĺȮĨƟŀĚĨĶĺěĽŀĭĔƞŀĬŏĽĴŀĺƞŅŏĸƞĬįƞŅĬȮToSchool œħƟľĶŊŀœĴƞ 
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ĺŇīňĔŅĶŐĪĶĔľĬƟŅŏĺŖĭŏıěľĶŊŀœĲĸƢȮPDF ĭĬŏĺŖĭ 
  

ĭŅĚėĶńŘĚĔŅĶĪħĽŀĭŀŅěěŃŀĵŌƞŒĬĶŌĮŐĭĭĕŀĚĔŅĶĭƟŅĬľĶŊŀĚŅĬĴŀĭľĴŅĵıŇŏĻļȮŏĝƞĬȮĨƟŀĚĔŅĶŒľƟ

ĬńĔŏĶňĵĬėƟĬėĺƟŅŏĶňĵĬĶŌƟħƟĺĵĨĬŏŀĚȮěŅĔĬńŘĬěŉĚŒľƟĬńĔŏĶňĵĬĪņŐĭĭĪħĽŀĭľĶŊŀĨŀĭėņĩŅĴĪňŗĽŀħėĸƟŀĚĔńĭŏĬŊŘŀľŅĪňŗ

ėĶŌŏĨĶňĵĴœĺƟĭĬŏĺŖĭŏıěľĶŊŀŀŅěĬņĴŅěŅĔŏĺŖĭŏıěŀŊŗĬȮŕȮĔŖœħƟȮȮŐĭĭĪħĽŀĭŒĬȮToSchool ĽŅĴŅĶĩĬņŏĕƟŅľĬƟŅ

ŏĺŖĭŏıěľĶŊŀĬņŏĕƟŅȮPDF ĪňŗŀĵŌƞĭĬŏĺŖĭœħƟŏĸĵȮőħĵŒĝƟŏėĶŊŗŀĚĴŊŀŏħňĵĺĔńĬĔńĭĔŅĶŐĪĶĔĺŇħňőŀĭĬŏĺŖĭĬńŗĬŏŀĚȮĴňĕńŘĬĨŀĬ

ħńĚĬňŘ 

 1.ŏĮƕħŏĺŖĭĪňŗĨƟŀĚĔŅĶȮȮ 

 2.ħņŏĬŇĬĔŅĶėńħĸŀĔĸŇĚėƢĪňŗŀĵŌƞĕŀĚŏĺŖĭ 

 3.ĔĸńĭĴŅĪňŗľĬƟŅőĮĶŐĔĶĴŐĭĭĪħĽŀĭȮėĸŇĔĪňŗœŀėŀĬŐĪĶĔĺŇħňőŀȮ 

 4.ėĸŇĔŏĴŅĽƢĕĺŅĨĶĚĝƞŀĚĪňŗŐĽħĚĕŉŘĬĴŅħƟŅĬĸƞŅĚŐĸƟĺŏĸŊŀĔȮĺŅĚ 

 5.ėĸŇĔėņĺƞŅȮSave 

 

ĨńĺŀĵƞŅĚĔŅĶŐĪĶĔľĬƟŅŏĺŖĭŏıě 

 

1.ӂҝҤҳ҉ҭқӥҴҾҩӅҜҾҠҊ 

ҙҷӆҗӥү҉҃Ҵҥ 
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2.҆ҳҖҧү҃ҧҶ҉҆Ө 

ҙҷӆүҤһӤ 

ҾҩӅҜ 

3.҆ҧҶ҃ӂү҆үқ 

ҿҙҥ҃ҩҶҖҷӀү 

4. ҧ̓Ҷ҃ҾңҴҬӨ҄ҩҴ 

ҿҧӥҩҾҧҹү҃ҩҴ҉ 

5.҆ҧҶ҃ Save 
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ĨńĺŀĵƞŅĚĔŅĶŐĪĶĔœĲĸƢȮPDF ĭĬŏĺŖĭ 

 

 
 

6.ҞҧҧҳҠҚӨҙҷӆӂҖӥ 

1.ӂҝҤҳ҉ҙҷӆүҤһӤӂҡҧӨ 

PDF 
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2.҆ҳҖҧү҃ҧҶ҉҆ӨҙҷӆүҤһӤ 

4. ҧ̓Ҷ҃ҾңҴҬӨ҄ҩҴ 

ҿҧӥҩҾҧҹү҃ҩҴ҉ 

5.҆ҧҶ҃ Save 
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6.ҞҧҧҳҠҚӨҙҷӆӂҖӥ 
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ĺŇīňĔŅĶŐĪĶĔĶŌĮĶƞŅĚěŅĔȮPowerPoint 
 

 ĬŀĔěŅĔĔŅĶŐĪĶĔĶŌĮĳŅıħńĚĪňŗĔĸƞŅĺĴŅĕƟŅĚĨƟĬŐĸƟĺĬńŘĬȮĵńĚĴňĔŅĶŐĪĶĔĶŌĮĳŅıŒĬŀňĔĸńĔļĦŃľĬŉŗĚȮĔŖėŊŀ

ĔŅĶŐĪĶĔěŅĔĺńĨĩŋĨƞŅĚȮŕȮěŅĔőĮĶŐĔĶĴȮMS-PowerPoint őħĵĔŅĶėńħĸŀĔŐĸƟĺĬņĴŅĺŅĚŒĬıŊŘĬĪňŗĕŀĚ

ŐĭĭĪħĽŀĭȮĞŉŗĚĔŖěŃĮĶńĭŏĮĸňŗĵĬŏĮƦĬĶŌĮĳŅıőħĵŀńĨőĬĴńĨŇȮĺŇīňĔŅĶŐĪĶĔĴňħńĚĨƞŀœĮĬňŘ 

 

ĕƟŀĨĔĸĚŏĭŊŘŀĚĨƟĬȮȮĔŅĶŐĪĶĔĶŌĮĶƞŅĚȮŐįĬĳŌĴŇȮĨŅĶŅĚȮĽĴĔŅĶȮěŅĔȮPowerPoint ėĺĶĽĶƟŅĚĳŅıĨƟĬĜĭńĭŒľƟĕĬŅħ

ŏĸŖĔıŀĽĴėĺĶȮœĴƞėĺĶĽĶƟŅĚȮŒľƟĳŅıľĶŊŀĶŌĮĶƞŅĚŏĨŖĴľĬƟŅĔĶŃħŅļĕŀĚȮPowerPoint ŏıĶŅŃŏĴŊŗŀŏĶŅėńħĸŀĔĴŅ

ĺŅĚŒĬŐĭĭĪħĽŀĭŐĸƟĺȮěŃĪņŒľƟĽŇŘĬŏĮĸŊŀĚĕĬŅħıŊŘĬĪňŗŒĬĔŅĶěńħŏĔŖĭȮĩƟŅŏĶŅĪņĳŅıŒľĠƞŏĶŅěŃĨƟŀĚĪņĔŅĶĵƞŀ

ĳŅıŒĬŐĭĭĪħĽŀĭŀĵŌƞħňŏıĶŅŃĳŅıĪňŗœħƟĴńĔěŃœĴƞŏľĴŅŃĽĴĔńĭľĬƟŅŐĭĭĪħĽŀĭȮħńĚĬńŘĬŏĶŅěŉĚėĺĶĪņĳŅıŒľƟŏĸŖĔ

ıŀħňĔƞŀĬĪňŗěŃĪņĔŅĶėńħĸŀĔȮěŃĪņŒľƟŏĶŅĮĶŃľĵńħıŊŘĬĪňŗľĬƞĺĵėĺŅĴěņŒĬģŅĬĕƟŀĴŌĸȮĔŅĶőľĸħŐĭĭĪħĽŀĭĔŖěŃ

ĶĺħŏĶŖĺĨŅĴœĮħƟĺĵĬńŗĬŏŀĚȮ 

 

ěŅĔĶŌĮȮĽĴĴĨŇĺƞŅŏĶŅěŃĽĶƟŅĚŐįĬĳŅıĭŅĚŀĵƞŅĚȮĨŀĬŐĶĔĪňŗŏĶŅŐĪĶĔěŅĔőĮĶŐĔĶĴĳŅıĴńĔěŃĴňĕĬŅħ

ŒľĠƞŏĨŖĴıŊŘĬĪňŗľĬƟŅĔĶŃħŅļȮħńĚĶŌĮ 
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ľĸńĚěŅĔŏĶŅŐĔƟœĕŐįĬĳŅıŐĸƟĺȮŏĶŅėĺĶěŃĵƞŀĶŌĮĳŅıŒľƟŏĸŖĔĸĚŏĽňĵĔƞŀĬŐĸƟĺěŉĚėƞŀĵĪņĔŅĶėńħĸŀĔȮħńĚĶŌĮ 

 

 
 

ĕńŘĬĨŀĬĔŅĶŐĪĶĔȮĴňħńĚĨƞŀœĮĬňŘ 

1.ŏĮƕħőĮĶŐĔĶĴȮPowerPoint ŐĸŃħņŏĬŇĬĔŅĶĽĶƟŅĚĶŌĮĶƞŅĚŏĶĕŅėĦŇĨĨŅĴĪňŗĨƟŀĚĔŅĶ 

 2.ĔĶĦňĪňŗĴňĔŅĶĽĶƟŅĚĶŌĮĶƞŅĚľĸŅĵĶŌĮȮĨƟŀĚěńħĔĸŋƞĴĶŌĮĶƞŅĚĪńŘĚľĴħŒľƟŏĮƦĬĔĸŋƞĴŏħňĵĺĔńĬĔƞŀĬ 

 3.ėĸŇĔŏĴŅĽƢĕĺŅĪňŗĔĸŋƞĴĶŌĮŏĶĕŅėĦŇĨŐĸƟĺŏĸŊŀĔȮėńħĸŀĔȮ(ĔħĮŋƙĴȮCtrl + C ĔŖœħƟ'Ȯ 

 4.ĔĸńĭĴŅĵńĚőĮĶŐĔĶĴŐĭĭĪħĽŀĭȮŐĸƟĺėĸŇĔŏĴŅĽƢĕĺŅŒĬıŊŘĬĪňŗŐĸƟĺŏĸŊŀĔĺŅĚȮ&ĔħĮŋƙĴȮCtrl + V ĔŖœħƟ'Ȯ 

 5.ėĸŇĔĪňŗĶŌĮȮŐĸƟĺėĸŇĔėƟŅĚĪňŗĴŋĴĕŀĚĶŌĮĳŅıȮŏıŊŗŀĮĶńĭĕĬŅħĕŀĚĳŅıĨŅĴĨƟŀĚĔŅĶ 

 6.ėĸŇĔĮŋƙĴȮSave ŏıŊŗŀĭńĬĪŉĔŐĭĭĪħĽŀĭ 
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 ĽņľĶńĭĔŅĶŐĪĶĔŐįĬĳŌĴŇ,ȮőĴŏħĸȮ3D, SmartArt ĕŀĚȮPowerPoint ěŃĪņŏľĴŊŀĬĔńĭĔŅĶŐĪĶĔ

ĶŌĮĶƞŅĚ 
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ĺŇīňĔŅĶŐĪĶĔĽĴĔŅĶĪŅĚėĦŇĨĻŅĽĨĶƢěŅĔȮPowerPoint 

 

1.ŏĮƕħőĮĶŐĔĶĴȮPowerPoint ŐĸŃħņŏĬŇĬĔŅĶŐĪĶĔĽĴĔŅĶĨŅĴĪňŗĨƟŀĚĔŅĶ 

2.ŏĴŊŗŀœħƟĽĴĔŅĶœħƟėĸŇĔŏĸŊŀĔĽĴĔŅĶŐĸƟĺėĸŇĔŏĴŅĽƢĕĺŅŏıŊŗŀėńħĸŀĔȮ&ĔħĮŋƙĴȮCtrl + C ĔŖœħƟ' 

 3.ĔĸńĭĴŅĵńĚőĮĶŐĔĶĴŐĭĭĪħĽŀĭȮŐĸƟĺėĸŇĔŏĴŅĽƢĕĺŅŒĬıŊŘĬĪňŗŐĸƟĺŏĸŊŀĔĺŅĚȮ&ĔħĮŋƙĴȮCtrl + V ĔŖœħƟ'Ȯ 

 4.ėĸŇĔĪňŗĶŌĮĳŅıŐĸƟĺĮĶńĭĕĬŅħĨŅĴĨƟŀĚĔŅĶ 

 5.ėĸŇĔĮŋƙĴȮSave ŏıŊŗŀĭńĬĪŉĔŐĭĭĪħĽŀĭ 

 

 
 

 

1 
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ĺŇīňĔŅĶŐĪĶĔĨŅĶŅĚěŅĔȮPowerPoint ľĶŊŀȮExcel 

 

ŏĬŊŗŀĚěŅĔĨŅĶŅĚŒĬȮPowerPoint œĴƞěńħŀĵŌƞŒĬĔĸŋƞĴĺńĨĩŋȮħńĚĬńŘĬěŉĚœĴƞĽŅĴŅĶĩėńħĸŀĔŐĸŃĬņĴŅĺŅĚŒĬ

ľĬƟŅŐĭĭĪħĽŀĭĕŀĚȮToSchool œħƟőħĵĨĶĚȮěŉĚěņŏĮƦĬĨƟŀĚėńħĸŀĔĨŅĶŅĚŒĬȮPowerPoint ŐĸƟĺĺŅĚŒĬĽœĸħƢȮ

PowerPoint ŐĭĭŏĮƦĬĶŌĮĳŅıŏĽňĵĔƞŀĬȮěŅĔĬńŘĬěŉĚėńħĸŀĔĶŌĮĳŅıĨŅĶŅĚĪňŗœħƟŀňĔėĶńŘĚȮŐĸƟĺěŉĚĬņĴŅĺŅĚŒĬľĬƟŅ

ŐĭĭĪħĽŀĭŀňĔĪňȮĴňĕńŘĬĨŀĬħńĚĬňŘ 

1.ŏĮƕħőĮĶŐĔĶĴȮPowerPoint ŐĸŃħņŏĬŇĬĔŅĶĽĶƟŅĚĨŅĶŅĚĨŅĴĪňŗĨƟŀĚĔŅĶ 

2.ėĸŇĔŏĴŅĽƢĪňŗĨŅĶŅĚȮěŅĔĬńŘĬėĸŇĔŏĴŅĽƢĕĺŅĪňŗŏĽƟĬĕŀĭĕŀĚĨŅĶŅĚ ŐĸƟĺŏĸŊŀĔȮėńħĸŀĔ 

 3.ėĸŇĔŏĴŅĽƢĕĺŅĨĶĚıŊŘĬĪňŗĺƞŅĚȮŐĸƟĺŏĸŊŀĔĺŅĚŐĭĭĶŌĮĳŅıȮ 

 4.ėĸŇĔĕĺŅĪňŗĶŌĮĳŅıŐĸƟĺŏĸŊŀĔȮėńħĸŀĔ 

 5.ĔĸńĭĴŅĵńĚľĬƟŅŐĭĭĪħĽŀĭȮėĸŇĔŏĴŅĽƢĕĺŅĨĶĚıŊŘĬĪňŗŐĭĭĪħĽŀĭŐĸƟĺŏĸŊŀĔȮĺŅĚ 

 6.ėĸŇĔĪňŗĶŌĮĳŅıȮŐĸƟĺėĸŇĔėƟŅĚĨĶĚĴŋĴĶŌĮĳŅıěŅĔĬńŘĬĽŅĴŅĶĩĮĶńĭĕĬŅħĶŌĮĳŅıœħƟĨŅĴĨƟŀĚĔŅĶ 

 7.ėĸŇĔĮŋƙĴȮSave ŏıŊŗŀĭńĬĪŉĔŐĭĭĪħĽŀĭ 
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 ĔŅĶėńħĸŀĔĨŅĶŅĚěŅĔȮExcel ĴňĺŇīňĔŅĶŏľĴŊŀĬĔńĭȮPowerPoint ėŊŀȮĔŅĶėńħĸŀĔĨŅĶŅĚȮŐĸƟĺėĸŇĔŏĴŅĽƢ

ĕĺŅŏĸŊŀĔĺŅĚŐĭĭıŇŏĻļȮĶŌĮĳŅıȮěŅĔĬńŘĬĔŖėńħĸŀĔŏıŊŗŀĬņĴŅĺŅĚĪňŗľĬƟŅŐĭĭĪħĽŀĭŀňĔĪň 

 

 
 

 

 
 

 

 

 

 

 

2. ҧ̓Ҷ҃ҾңҴҬӨ҄ҩҴҿҧӥҩҾҧҹү҃

ҩҴ҉ҿҜҜҠҶҾҪҫ ҥһҝҢҴҠ 

1.ҧҴ҃ҾңҴҬӨ̓ҧҺң 

ҿҧӥҩ҆ҳҖҧү҃ 

3.ҥһҝҢҴҠҙҷӆӂҖӥ 
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3.ĔŅĶŏıŇŗĴıŅĶƢĪȮ&ĨŀĬĪňŗ'ȮĕŀĚŐĭĭĪħĽŀĭ 
 ŒĬŐĭĭĪħĽŀĭľĬŉŗĚĝŋħěŃĴňŏıňĵĚıŅĶƢĪŏħňĵĺľĶŊŀěŃĴňĔňŗıŅĶƢĪĔŖœħƟȮĕŉŘĬŀĵŌƞĔńĭŐĬĺĪŅĚĔŅĶěńħĪņ

ŐĭĭĪħĽŀĭĕŀĚŐĨƞĸŃėĬȮŏľĴŊŀĬĔńĭĔŅĶĪņŐĭĭĪħĽŀĭĪňŗŏĮƦĬŏŀĔĽŅĶȮMS-Word ĬńŗĬŏŀĚȮĔƞŀĬĪňŗěŃĴňĔŅĶŏıŇŗĴ

ıŅĶƢĪŐĭĭĪħĽŀĭȮěŃĨƟŀĚįƞŅĬĔŅĶŏıŇŗĴĝŋħŐĭĭĪħĽŀĭĴŅĔƞŀĬŏĽĴŀȮĴňĕńŘĬĨŀĬħńĚĬňŘ 

 1.ėĸŇĔŏĴŅĽƢĪňŗĮŋƙĴȮNewȮĕŀĚĝŋħĕƟŀĽŀĭ 

 2.őĮĶŐĔĶĴěŃŐĽħĚŐĭĭĲŀĶƢĴĽņľĶńĭĔĶŀĔĶŅĵĸŃŏŀňĵħĕŀĚıŅĶƢĪ 

 3.ĔĶŀĔėņĝňŘŐěĚȮ&ĩƟŅĴň'ȮľĶŊŀŀŅěěŃĔĶŀĔĕƟŀėĺŅĴȮĶŌĮĳŅıȮĨŅĶŅĚȮŐįĬĳŌĴŇȮľĶŊŀŀŊŗĬŕȮĪňŗŏĮƦĬĽƞĺĬľĬŉŗĚ

ĕŀĚĕƟŀėņĩŅĴŒĬıŅĶƢĪ 

 4.ėĸŇĔŏĴŅĽƢĪňŗĮŋƙĴȮSave Part ľĸńĚěŅĔĔĶŀĔĕƟŀĴŌĸŏĶňĵĭĶƟŀĵŏıŊŗŀĭńĬĪŉĔĕƟŀĴŌĸıŅĶƢĪĬňŘ 
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 ĨńĺŀĵƞŅĚĔŅĶĔĶŀĔĕƟŀĴŌĸŒĬıŅĶƢĪŏĶňĵĭĶƟŀĵŐĸƟĺ 

 

 
 

 ŐĨƞĸŃıŅĶƢĪĕŀĚĝŋħĕƟŀĽŀĭȮĽŅĴŅĶĩĔņľĬħœħƟĺƞŅěŃĬņœĮŒĝƟĽŀĭľĶŊŀœĴƞȮĩƟŅœĴƞĬņœĮŒĝƟĽŀĭȮĕƟŀĽŀĭĪŋĔ

ĕƟŀĪňŗŀĵŌƞŒĬıŅĶƢĪĬňŘěŃœĴƞĩŌĔĬņœĮŒĝƟĽŀĭŐĴƟŐĨƞĕƟŀŏħňĵĺȮœĴƞĺƞŅěŃĴňĕƟŀĽŀĭŒĬıŅĶƢĪĬňŘĔňŗĕƟŀĔŖĨŅĴ 

  

ľĴŅĵŏľĨŋȮ ĔŅĶĽŀĭĕŀĚĬńĔŏĶňĵĬȮĝŋħŐĭĭĪħĽŀĭěŃĩŌĔŏĶňĵĚĸņħńĭĨŅĴıŅĶƢĪȮŐĨƞĕƟŀĽŀĭĪňŗŀĵŌƞŒĬıŅĶƢĪěŃ

ĴňĔŅĶĽŋƞĴĸņħńĭȮĶĺĴĪńŘĚĨńĺŏĸŊŀĔĕŀĚĕƟŀĽŀĭŐĨƞĸŃĕƟŀĔŖěŃĩŌĔĽŋƞĴŏĝƞĬŏħňĵĺĔńĬȮħńĚĬńŘĬĬńĔŏĶňĵĬŐĨƞĸŃėĬĪňŗĽŀĭȮěŃ

œħƟĕƟŀĽŀĭĪňŗŏĶňĵĚĸņħńĭĨƞŅĚĔńĬĪńŘĚĸņħńĭĕƟŀŐĸŃĸņħńĭĨńĺŏĸŊŀĔȮ 
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4.ĔŅĶŏıŇŗĴĕƟŀĽŀĭŒĬıŅĶƢĪ 
 ħńĚĪňŗĔĸƞŅĺĴŅŐĸƟĺĕƟŅĚĨƟĬĺƞŅŒĬŐĨƞĸŃıŅĶƢĪěŃĴňĕƟŀĽŀĭĔňŗĕƟŀĔŖœħƟȮĔŅĶŏıŇŗĴĕƟŀĽŀĭŒĬıŅĶƢĪěŃĨƟŀĚŏĕƟŅœĮ

ĵńĚıŅĶƢĪĬńŘĬȮŕȮĔƞŀĬŏĽĴŀȮĴňĕńŘĬĨŀĬħńĚĬňŘ 

 1.ėĸŇĔĪňŗĮŋƙĴĸņħńĭıŅĶƢĪĪňŗĕŀĚĝŋħĕƟŀĽŀĭ 

 2.ėĸŇĔĮŋƙĴȮNew ĪňŗħƟŅĬĸƞŅĚĕŀĚıŅĶƢĪ 

 3.őĮĶŐĔĶĴěŃŐĽħĚŐĭĭĲŀĶƢĴĽņľĶńĭĔŅĶĔĶŀĔĕƟŀĴŌĸĕŀĚŐĭĭĪħĽŀĭŐĨƞĸŃĕƟŀȮőħĵěŃĴňĔŅĶŒĽƞėƞŅ

ĬŘņľĬńĔėŃŐĬĬĕŀĚŐĨƞĸŃĨńĺŏĸŊŀĔȮŐĸŃĕƟŀėĺŅĴĕŀĚĨńĺŏĸŊŀĔȮħńĚĬńŘĬĕƟŀĽŀĭŐĨƞĸŃĕƟŀœĴƞěņŏĮƦĬěŃĨƟŀĚĴňĬŘņľĬńĔ

ėŃŐĬĬĪňŗȮ1 ėŃŐĬĬŏĽĴŀœĮȮŐĸŃĵńĚĽŅĴŅĶĩŒľƟĬŘņľĬńĔėŃŐĬĬĨŇħĸĭœħƟħƟĺĵȮŒĬĕƟŀŏħňĵĺĔńĬŀŅěĴňĬŘņľĬńĔ

ėŃŐĬĬľĸŅĵĶŃħńĭȮŏĝƞĬȮĭŅĚĨńĺŏĸŊŀĔȮ1 ėŃŐĬĬȮĭŅĚĨńĺŏĸŊŀĔȮ2 ėŃŐĬĬȮĭŅĚĨńĺŏĸŊŀĔ -1 ėŃŐĬĬ ŏĮƦĬĨƟĬȮ   

ĞŉŗĚŒĬĔĶĦňħńĚĔĸƞŅĺőĮĶŐĔĶĴěŃĪņĔŅĶėņĬĺĦėŃŐĬĬŏĨŖĴĕŀĚĔŅĶĪņĕƟŀĽŀĭĝŋħĬňŘŒľƟőħĵŀńĨőĬĴńĨŇȮěņĬĺĬ

ĨńĺŏĸŊŀĔĽŅĴŅĶĩĔņľĬħœħƟĨńŘĚŐĨƞȮ2 ĨńĺŏĸŊŀĔĩŉĚȮ5 ĨńĺŏĸŊŀĔȮĔĶĦňĪňŗŏĮƦĬȮ2 ĨńĺŏĸŊŀĔĽŅĴŅĶĩĬņĴŅĮĶŃĵŋĔĨƢŒĝƟĔńĭ

ŐĭĭĪħĽŀĭŐĭĭĩŌĔįŇħœħƟ 

 4.ŏĴŊŗŀĔĶŀĔĕƟŀĴŌĸėĶĭĩƟĺĬŐĸƟĺȮėĸŇĔĮŋƙĴȮSave Quiz ŏıŊŗŀĭńĬĪŉĔĕƟŀĴŌĸĕƟŀĽŀĭĕƟŀĬňŘ 

 

 

1 
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ĔĶĦňĨƟŀĚĔŅĶŒĽƞĶŌĮĳŅıľĶŊŀĽĴĔŅĶĪŅĚėĦŇĨĻŅĽĨĶƢĪňŗĨńĺŏĸŊŀĔ  

ĔŅĶĔĶŀĔĕƟŀĴŌĸĕŀĚĨńĺŏĸŊŀĔĔĶŀĔœħƟŏĜıŅŃĨńĺŀńĔļĶľĶŊŀĨńĺŏĸĕŏĪƞŅĬńŘĬȮœĴƞĽŅĴŅĶĩŒĽƞĶŌĮĳŅıȮŐįĬĳŌĴŇȮ

ľĶŊŀĽĴĔŅĶĪŅĚėĦŇĨĻŅĽĨĶƢœħƟȮŐĨƞĔŖĽŅĴŅĶĩıŇĴıƢĕƟŀėĺŅĴĵŅĺȮŕȮœħƟľĸŅĵĭĶĶĪńħȮħńĚĬńŘĬĩƟŅĨńĺŏĸŊŀĔěņŏĮƦĬĨƟŀĚ

ŒĝƟĶŌĮĳŅıľĶŊŀĽĴĔŅĶĪŅĚėĦŇĨĻŅĽĨĶƢȮŒľƟĽĶƟŅĚĨńĺŏĸŊŀĔœĺƟĔńĭőěĪĵƢœħƟŏĸĵŐĸƟĺŒĽƞľĴŅĵŏĸĕĔņĔńĭœĺƟȮĽƞĺĬĝƞŀĚ

ĨńĺŏĸŊŀĔĔŖŒĽƞľĴŅĵŏĸĕĕŀĚĶŌĮĳŅıľĶŊŀĽĴĔŅĶŐĪĬĬńŗĬŏŀĚ ħńĚĨńĺŀĵƞŅĚ 
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 ĨńĺŀĵƞŅĚĕƟŀĽŀĭĪňŗĔĶŀĔĕƟŀĴŌĸŏĶňĵĭĶƟŀĵŐĸƟĺĕŀĚıŅĶƢĪĪňŗȮ1 ĴňĕƟŀĽŀĭĪńŘĚľĴħȮ3 ĕƟŀȮőħĵĪńŘĚȮ3 ĕƟŀěŃŒĝƟ

ĶŌĮĳŅıŒĬĽƞĺĬĕŀĚıŅĶƢĪĴŅŒĝƟĮĶŃĔŀĭĔŅĶĨŀĭėņĩŅĴ 

 

 
 

 

 

 

 

҆ҧҶ҃Ҿҧҹү҃҄ӥү 
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5.ĔŅĶěńħĔŅĶĽŀĭ 
 ĔŅĶħņŏĬŇĬĔŅĶĽŀĭĬńŘĬȮėĶŌįŌƟĽŀĬěŃĨƟŀĚĔņľĬħľĶŊŀĨńŘĚėƞŅĝŋħŐĭĭĪħĽŀĭŒľƟŏĶňĵĭĶƟŀĵȮőħĵŐĔƟœĕ

ĶŅĵĸŃŏŀňĵħĕŀĚĝŋħŐĭĭĪħĽŀĭĬńŘĬȮŕȮŒľƟėĶĭĩƟĺĬȮĽĴĴĨŇĺƞŅĨƟŀĚĔŅĶŒľƟĬńĔŏĶňĵĬĝńŘĬȮĴ,2 ľƟŀĚȮ1, 2, 3 ĽŀĭŒĬ

ĺńĬĪňŗ 10/05/2021 ħńĚĨńĺŀĵƞŅĚ 

ĩƟŅĽŀĭȮĪňĸŃľƟŀĚėĺĶĔņľĬħľƟŀĚœĺƟŏıňĵĚľƟŀĚŏħňĵĺȮŐĸŃľĸńĚĽŀĭĪŋĔėĶńŘĚėĺĶĶňĭħņŏĬŇĬĔŅĶŐĔƟœĕ

ĶŅĵĸŃŏŀňĵħĕŀĚĝŋħŐĭĭĪħĽŀĭĬňŘȮőħĵĸĭĶľńĽŏĕƟŅĽŀĭȮŐĸŃŏĮĸňŗĵĬĽĩŅĬŃŏĮƦĬĮƕħĔŅĶĽŀĭŏıŊŗŀĮƚŀĚĔńĬĕƟŀĽŀĭ

Ķńŗĺœľĸ 
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6.ĔŅĶĪņŐĭĭĪħĽŀĭĕŀĚįŌƟŏĶňĵĬ 
 ĔƞŀĬŀŊŗĬįŌƟŏĶňĵĬĨƟŀĚĪņĔŅĶŏĕƟŅĽŌƞĶŃĭĭȮToSchool ěŅĔĬńŘĬěŉĚėĸŇĔĪňŗŐĪŖĭȮĔŅĶĽŀĭŀŀĬœĸĬƢȮŐĸƟĺėĸŇĔȮȮ

ĪňŗĮŋƙĴȮŐĽħĚĕƟŀĴŌĸŐĭĭĪħĽŀĭ 

 
 őĮĶŐĔĶĴěŃŐĽħĚĕƟŀĴŌĸĨŅĴĔŅĶĨńŘĚėƞŅĕŀĚėĶŌįŌƟĽŀĬĪňŗĔņľĬħœĺƟŒĬĝŋħŐĭĭĪħĽŀĭȮĞŉŗĚěŃıĭœħƟŒĬ

ľĸŅĵĶŌĮŐĭĭħńĚĬňŘ 

 

 1. œĴƞıĭŐĭĭĪħĽŀĭȮĔĶĦňĬńĔŏĶňĵĬœĴƞıĭŐĭĭĪħĽŀĭŒħŏĸĵȮĞŉŗĚŀŅěŏĔŇħěŅĔœĴƞĴňĝŋħŐĭĭĪħĽŀĭŒħ

ŏĸĵĪňŗĨńŘĚėƞŅŒľƟĔńĭĬńĔŏĶňĵĬľƟŀĚĬňŘȮľĶŊŀľŅĔĴň ŐĨƞĝŋħŐĭĭĪħĽŀĭĬńŘĬĔņľĬħĽĩŅĬŃŏĮƦĬȮĮƕħĔŅĶĽŀĭȮŏĴŊŗŀĬńĔŏĶňĵĬ

ėĸŇĔĮŋƙĴŐĽħĚĕƟŀĴŌĸŐĭĭĪħĽŀĭȮěŃıĭľĬƟŅěŀħńĚĨńĺŀĵƞŅĚ 
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