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ÓÓØ º£Ã¨ÁôÒ ÁüÚõ ÀÌ¾¢ º£Ã¨ÁôÒ 
¬ñÎ 3 

 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

§¿¡ì¸õ :   
 
þó¾ «Ä¸¢ý þÚ¾¢Â¢ø:  

 ¯¨Ã¿¨¼ ÀÌ¾¢¨Â ´Õ Àò¾¢Â¢ø ¾ð¼îÍ 
¦ºöÅ÷.  

  ¯¨Ã¿¨¼Â¢ø (Teks) ÀÌ¾¢ º£Ã¨ÁôÒ ÁüÚõ 
ÓØ º£Ã¨ÁôÒ ¦ºö¾ø.  

  À½¢Â¢¨É «îº¢ÎÅ÷.  
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¸£úì¸¡ñÀÅÛüÚû ±¨Å ÓØî º£Ã¨Áô¨Àì 
ÌÈ¢ì¸¢ýÈÐ? 

 
A. 
 
 
 
 
B.  
 
 
 
 
 
C.  
 
 
 
 

 
ÀÌ¾¢ º£Ã¨ÁôÒ ÁüÚõ ÓØî º£Ã¨ÁôÒ 
ÀüÈ¢ ¯í¸ÙìÌò ¦¾Ã¢ÔÁ¡? ¯í¸ª¢ý 
ÓýÉÈ¢¨Åô ÀÃ¢§º¡¾¢ì¸ ¸£úì¸¡Ïõ 

§¸ûÅ¢¸ÙìÌô À¾¢Äª¢ì¸×õ. 
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¿¼ÅÊì¨¸ 1: MS WORD-ø ¾ð¼îÍ ¦ºö¾ø 

 
ÀÀÊ 1: MS Word-³ ¾ð¼îÍ ¦ºö¾ø. 
 
ÀÊ 2: À¼õ 1-þø ¯ûªÐ§À¡ø ¦ºö¾¢ ¯¨Ã¨Âò 
      ¾ð¼îÍ ¦ºö¸. 

 
 
 
¿¼ÅÊì¨¸  2: ÀÌ¾¢ º£Ã¨ÁôÒ 
 

ÀÊ 1: À¼õ 2-þø ¯ûªÐ§À¡ø §¾÷ó¦¾Îò¾  

      Å¡ì¸¢Âò¨¾î º£Ã¨Áò¾ø. 

 

À¼õ  1  

À¼õ  2  
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ÀÀÊ 2: ¸¢ª¢ì Format . 

ÀÊ 3: ¸¢ª¢ì Paragraph. À¼õ 3³ ¸ÅÉ¢ì¸×õ. 

 

 

 

 

 

 

Langkah 4:   Allignment ÀÌ¾¢Â¢ø Centered §¾÷ó¦¾Îì¸×õ.  

Langkah 5:  ¸¢ª¢ì OK. À¼õ 4 ³ ¸ÅÉ¢ì¸×õ.. 

 

 
 
 
 
 
 
 
 

 
 
 
 
 

À¼õ  3  

2 

3 

5 

4 
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    À¼õ 5ø ¯ûªÐ §À¡ø ¸¡ðº¢Â¸õ §¾¡ýÚõ. 
 
 

 
 
 
 
 
 
 
 
 
 
 

 
  

 
¿¿¼ÅÊì¨¸ 3: ÓØ º£Ã¨ÁôÒ 

ÓØ º£Ã¨ÁôÒ ±ýÈ¡ø 

ÀÊ 1 : ¸£Øûª À¼ò¨¾ô §À¡ýÚ ¯¨Ã¿¨¼¨Âò      

         §¾÷× ¦ºöÐ ¸¢ª¢ì ¦ºöÂ×õ. 

 
 
 
 
 

 
 
 

 
 
 
 

À¼õ  5  

À¼õ 6  
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ÀÀÊ  2:  ¸¢ª¢ì Format.  

Langkah  3:  ¸¢ª¢ì Paragraph. À¼õ & 7³ ¸ÅÉ¢ì¸×õ. 

 

 

 
 
 
 
 
 
 
 
ÀÊ  4:  Allignment ÀÌ¾¢Â¢ø Justified ³ ¦¾Ã¢× ¦ºöÂ×õ 
ÀÊ  5:  ¸¢ª¢ì OK .  À¼õ 8³ ¸ÅÉ¢ì¸×õ. 

 

 
 
 
 
 
 
 
 
 
 

2

3

À¼õ  7  

ÀÊ  8  

4 

5 
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  À¼õ 9³ §À¡ýÚ ¸¡ðº¢Â¢ø §¾¡ýÚõ. 

 
 
 
 
 
 
 
  
 

 
 
 
 
 10. À¼õ 10ø ¯ûª¨¾ô §À¡ø  

 
 
 
 
 
 
 
 
 
 

 

 

 

À¼õ 9  

À¼õ  10  
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ÀÊ 4: À¼õ A ÁüÚõ À¼õ B ¯ûª §ÅÚÀ¡ðÊ¨É 

¸ñ¼È¢Â×õ. 

 

 
 
 

 
 
 
 
 
 
 

À¼õ  A  

À¼õ  B 
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¯í¸û ¬Å½ò¨¾î §ºÁ¢ò¾ À¢ÈÌ, 
¦º¡ü¦ºÂÄ¢ÕóÐ ¦Åª¢§ÂÈ×õ. 
¦¾Ã¢ÂÅ¢ø¨ÄÂ¡ ? ¬º¢Ã¢ÂÃ¢¼§Á¡ 
«øÄÐ ¿ñÀÃ¢¼õ §¸ðÎì 
¦¸¡ûª×õ. 

3¬õ Àì¸ò¾¢Öûª 
À¢ýÉ¢¨½ô¨Àô 
À¡÷ì¸×õ, ¯í¸Ù¨¼Â 
Å¢¨¼ ºÃ¢Â¡É¾¡? 
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¿¿¼ÅÊì¨¸ 5 

 
 

1. ÀÌ¾¢ º£Ã¨ÁôÒ ÀÊ¸¨ª ÅÃ¢¨ºôÀÎòÐ¾ø  

 

Format-³ ìª¢ì ¦ºöÂ×õ  
 

 

Centered-³ §¾÷× ¦ºöÐ OK-³ ìª¢ì 
¦ºöÂ×õ  

 

¸¢ª¢ì ¦ºöÐ ¯¨Ã¨Âò §¾÷× 
¦ºöÂ×õ  

 

Paragraph-³ §¾÷ó¦¾Îò¾ø   

 
 
 

2. ÓØ º£Ã¨ÁôÒ ÀÊ¸¨ªî ºÃ¢ ¦ºö¾ø  
 

Paragraph ³ §¾÷× ¦ºöÂ×õ   

 Justified  -³ §¾÷× ¦ºöÐ OK-³ 
ìª¢ì ¦ºöÂ×õ  

 

¸¢ª¢ì Format  

¸¢ª¢ì ¦ºöÐ ¯¨Ã¨Âò §¾÷× 
¦ºöÂ×õ 
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3. ¸£§ÆÔûª º£Ã¨ÁôÒ¸ÙìÌô ¦ÀÂÃ¢¼×õ 

 

 

A.  

 

 

 

 

 

_____________________ 

 

 

 B. 

 

 

 

 

 

_____________________ 
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¾¸Åø ¦¾¡Æ¢øÑðÀì           
¸üÈø  «ÆÌ 

 
 

¦º¡ü¦ºÂÄ¢ 
 
 

¦À¡ðÎìÌÈ¢¸û 
ÁüÚõ 

±ñ½¢¼ø 
 
 

¬ñÎ 3 
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¦À¡ðÎìÌÈ¢¸û ÁüÚõ ±ñ½¢¼ø 

¬ñÎ 3 

 

 
 
 
 
 
 
 
 
 
 
 
 

 
 

§¿¡ì¸õ:  
þôÀÂ¢üÈ¢Â¢ý þÚ¾¢Â¢ø Á¡½Å÷¸û:  

 
 ¦À¡ðÎìÌÈ¢¸û ÁüÚõ ±ñ½¢¼ø 
«¨ÁôÒ¸¨Ç ¯¨Ã¿¨¼ô ÀÌ¾¢Â¢ø 
ÀÂýÀÎòÐÅ÷. 

 ¦À¡ðÎìÌÈ¢¸û ÁüÚõ ±ñ½¢¼ø ¦¸¡ñ¼ 
¯¨Ã¿¨¼ô ÀÌ¾¢¨Âò ¾Â¡Ã¢ò¾ø. 

 

 ¦À¡ðÎìÌÈ¢¸û ÁüÚõ ±ñ½¢¼ø ¦¸¡ñ¼ 
ÍÅ¦Ã¡ðÊ¨Âî ¦ºöÅ÷. 
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¿¼ÅÊì¨¸ 1: ¦º¡ü¦ºÂÄ¢¨Âô ÀÂýÀÎò¾¢ ¯¨Ã¿¨¼¨Âò 

¾ð¼îÍ ¦ºö¾ø. 

ÀÊ   1: ¦º¡ü¦ºÂÄ¢ ≠Âì¸ ¦ºö¾ø 
ÀÊ   2: ¸£úì¸¡Ïõ ¯¨Ã¿¨¼¨Âò ¾ð¼îÍ ¦ºöÂ×õ. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 

PERATURAN MAKMAL KOMPUTER 
 
Anda perlu: 
 
Jaga kebersihan makmal 
Jangan makan dalam makmal. 
Tutup elektrik apabila keluar dari makmal. 

¦º¡ü¦ºÂÄ¢ ãÄõ  

¦À¡ðÎìÌÈ¢¸û ÁüÚõ 

±ñ½¢¼ø  ÀÂýÀÎò¾¢ 

¯¨Ã¿¨¼¨Âò ¾ð¼îÍ 

¦ºöÓ¨È¨Â  «È¢§Å¡õ. 
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¿¼ÅÊì¨¸  2: ¦À¡ðÎìÌÈ¢¸û «¨Áô¨Àô ÀÂýÀÎòÐ¾ø 

 
ப  1 : À¼õ 1-þø ¯ûÇÐ §À¡ø ¯¨Ã¿¨¼ ¸¡ðº¢Â¸õ ¸¢Ç¢ì 

¦ºö¾×¼ý  §¾¡ýÚõ. 
 

 
 
 
 

ப  2: Format-³ ¸¢Ç¢ì ¦ºöÂ×õ. 

ப  3:  Bullets and Numbering-³ ¸¢Ç¢ì ¦ºöÂ×õ. À¼õ 
2-³ À¡÷ì¸×õ.  

 
 
 
 
 
 
 
 

À¼õ 1 
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ப  4:   Bulleted  ÀÌ¾¢¨Âì ¸¢Ç¢ì ¦ºöÂ×õ. 
ப  5:   §ÅñÊÂ Bullets ÀÌ¾¢¨Âì ¸¢Ç¢ì ¦ºöÂ×õ. 
ப  6:  OK-³ ¸¢Ç¢ì ¦ºöÂ×õ (À¼õ 3-þø ¯ûÇÐ §À¡ø). 

 

 

 
 

பட  3 

6 

5 

À¼õ 2 

4 

2 

3 
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À¼õ 4-þø ¯ûÇÐ §À¡ø ¸¡ðº¢Â¸õ §¾¡ýÚõ. 

 
 

   

 
 
¯í¸û À¨¼ôÒ¸û À¼õ 5-þø ¯ûÇÐ §À¡ø þÕìÌõ. 

 

 
 
 
 

பட  4 

பட  5 
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 ¿¼ÅÊì¨¸  3: ¦À¡ðÎìÌÈ¢¸û «¨Áô¨À «Æ¢ò¾ø 

ÀÊ 1: ¸£úì¸¡ÏÁ¡Ú ‘Jaga’ ±ýÈ ¦º¡øÖìÌÓý Cursor-³  
      ¸¢Ç¢ì ¦ºöÂ×õ.  

  Jaga kebersihan makmal.  
          

ÀÊ 2: Backspace-³ ¸¢Ç¢ì ¦ºöÂ×õ. ±ýÉ ¿¼ó¾Ð ±ýÚ 
À¡Õí¸û. 

 
¿¼ÅÊì¨¸  4: ±ñ½¢¼ø «¨Áô¨Àô ÀÂýÀÎòÐ¾ø 

ÀÊ 1: ¦º¡ü¦ºÂÄ¢ ≠Âì¸ ¦ºö¾ø 
ÀÊ 2: ¸£úì¸¡Ïõ  ¯¨Ã¿¨¼¨Âò ¾ð¼îÍ ¦ºöÂ×õ:  

 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 

PERATURAN MAKMAL KOMPUTER 
 
Anda perlu: 
 
Jaga kebersihan makmal 
Jangan makan dalam makmal. 
Tutup elektrik apabila keluar dari makmal. 
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 ப  3: À¼õ 1-þø ¯ûÇÐ §À¡ø ¯¨Ã¿¨¼ ¸¡ðº¢Â¸õ ¸¢Ç¢ì 

¦ºö¾×¼ý  §¾¡ýÚõ. 

 
 
 

    

 

 

 

 

 

ப  4: Format-³ ¸¢Ç¢ì ¦ºöÂ×õ. 

ப  5:Bullets and Numbering-³ ¸¢Ç¢ì ¦ºöÂ×õ. À¼õ 7-³ 

À¡÷ì¸×õ. 
 

  

பட  6 

4

5 

பட  7 
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  ப  6:   Numbered ÀÌ¾¢¨Âì ¸¢Ç¢ì ¦ºöÂ×õ. 
  ப  7:   §ÅñÊÂ ±ñ½¢¼ø ÀÌ¾¢¨Âì ¸¢Ç¢ì ¦ºöÂ×õ. 

 ப  8:  OK-³ ¸¢Ç¢ì ¦ºöÂ×õ (À¼õ 7-þø ¯ûÇÐ §À¡ø). 
 

   

  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

பட  8 

8 

7 

6 



  வவைர   20102011 

22 
 

À¼õ 9-þø ¯ûÇÐ §À¡ø ¸¡ðº¢Â¸õ §¾¡ýÚõ. 

 

 
 

   

 
 
¯í¸û À¨¼ôÒ¸û À¼õ 10-þø ¯ûÇÐ §À¡ø þÕìÌõ. 
 

 
 

1 
2 
3 

பட  10 

பட  9 

1 
2 
3 
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¿¼ÅÊì¨¸   5: ±ñ½¢¼ø «¨Áô¨À «Æ¢ò¾ø. 

ப  1: ¸£úì¸¡ÏÁ¡Ú Jaga ±ýÈ ¦º¡øÖìÌÓý Cursor-³  

¸¢Ç¢ì ¦ºöÂ×õ.  
 
     Jaga kebersihan makmal.  

ப  2: Backspace-³ ¸¢Ç¢ì ¦ºöÂ×õ . ±ýÉ ¿¼ó¾Ð ±ýÚ 

À¡Õí¸û. 
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¿¼ÅÊì¨¸ 6:¸£úì¸¡Ïõ A, B, C ÁüÚõ D -Â¢ø ¸¡½ôÀÎõ 

¦À¡ðÎìÌÈ¢¸û ÁüÚõ ±ñ½¢¼ø 

«¨ÁôÒ¸Ç¢ý ¦ÅÚôÀ¡ðÊ¨Éì ÜÚ¸.  
 
 
 a. Papan kekunci 

b. Tetikus 
c. Monitor 
d. Pencetak 

 Papan kekunci 
 Tetikus 
 Monitor 
 Pencetak 

 Papan kekunci 
 Tetikus 
 Monitor 
 Pencetak 

i. Papan kekunci 
ii. Tetikus 
iii. Monitor 
iv. Pencetak 

A. B. 

C. D. 



  வவைர   20102011 

25 
 

ÅÇôÀÎòÐõ ¿¼ÅÊì¨¸  

 
 

1. ¯§Ã¡Áõ ¯ûÇ ³óÐ Å¨¸ À¢Ã¡½¢¸¨Çò 
¾ð¼îÍ ¦ºöÂ×õ.  
 

2. ¿¼ÅÊì¨¸ 2-þø ¯ûÇ ÀÊ¸¨Çô 
À¢ýÀüÈ¢ ¯í¸ÙìÌô À¢Êò¾ ¦À¡ðÎìÌÈ¢¸¨Çò 
§¾÷ó¦¾Îì¸×õ.  
 

3. ¦À¡ðÎìÌÈ¢¸¨Çô ÀÂýÀÎòÐõ ¿¼ÅÊì¨¸¸¨Ç 
ÅÃ¢¨ºôÀÎò¾×õ.  

 

 

 
Bullets and Numbering-³ ¸¢Ç¢ì ¦ºöÂ×õ. 

 

 
Bulleted Àð¼¨Éì ¸¢Ç¢ì ¦ºöÂ×õ. 

 

 
Format-³ ¸¢Ç¢ì ¦ºöÂ×õ. 

 

 
¯¨Ã¿¨¼¨Âì ¸¢Ç¢ì ¦ºöÐ ¸¡ñÀ¢ì¸×õ. 

 

¯í¸ÙìÌô À¢Êò¾ Bullets ºÐÃò¨¾ò 
§¾÷ó¦¾ÎòÐ ¸¢Ç¢ì ¦ºö¾×¼ý OK-³ ¸¢Ç¢ì 

¦ºöÂ×õ.  
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þÎÀ½¢  

¾¢ÕÁ¾¢ «Ä¢Á¡ ´÷ ¯½Å¸ò¨¾ò ¾¢Èì¸×ûÇ¡÷. ¿£í¸û «Å÷ 

¯½Å¸ò¾¢ÖûÇ ¯½× Å¨¸¸¨Çô ÀðÊÂÄ¢ðÎ 

ÍÅ¦Ã¡ðÊÂ¡¸ò ¾Â¡Ã¢ì¸ ¯¾×í¸û. ¿£í¸û ¾Â¡Ã¢ìÌõ 

ÍÅ¦Ã¡ðÊÂ¢ø ¦À¡ðÎìÌÈ¢¸û  ÁüÚõ  ±ñ½¢¼ø (Bullet and 

Numbering) ÁüÚõ À¼í¸¨ÇÔõ ¦ºÕÌí¸û.  

 

¯í¸û ¬Å½í¸¨Çî 
§ºÁ¢ò¾×¼ý ¦º¡ü¦ºÂÄ¢ 

¦Áý¦À¡ÕÇ¢Ä¢ÕóÐ 
¦ÅÇ¢§ÂÚí¸û. ¦¸¡Îì¸ôÀð¼ 
¸ð¼¨Ç¨Âô À¢ýÀüÈ¢Â¾üÌ 

¿ýÈ¢. 
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¾¾¸Åø ¦¾¡¼÷Ò ¦¾¡Æ¢øÑðÀ 

¸üÈø «ÄÌ 

 (MS POWERPOINT)  

 

¯¨Ã¿¨¼Â¢Öõ ¯ÕÅôÀ¼ò¾¢Öõ  

«¨ºçð¼í¸¨ª ¯ÕÅ¡ìÌ¾ø 

 

¬ñÎ 3 
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§¿¡ì¸õ:  
 
þôÀ¡¼ þÚ¾¢ìÌû:  
- MS PowerPoint ¦Áý¦À¡Õ¨ª ¦¾¡¼ìÌ¾ø.  

- ¸¡ðº¢Å¢ø¨ÄÂ¢ø ¯¨Ã¿¨¼ ÁüÚõ 
¯ÕÅôÀ¼ò¨¾î         

  ¦ºÕÌ¾ø.  

- MS PowerPoint ¦Áý¦À¡Õª¢ø ¯¨Ã¿¨¼¨ÂÔõ  

  ¯ÕÅôÀ¼ò¨¾Ôõ «¨ºçð¼Á¡¸ ¯ÕÅ¡ìÌ¾ø.  

- MS PowerPoint ¦Áý¦À¡Õª¢ø ¯¨Ã¿¨¼ 

 ¯ÕÅôÀ¼ «¨ºçð¼ò¨¾ ´Õ ¸¡ðº¢Å¢ø¨ÄÂ¡¸  

 ¯ÕÅ¡ìÌ¾ø  

- À½¢Â¢¨Éî §ºÁ¢ò¾ø. 

MS POWERPOINT-Â¢ø «¨ºçð¼ò¨¾î ¦ºö¾ø 

¬ñÎ 3 
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¿¿¼ÅÊì¨¸ 1: À¼Å¢ø¨Ä ¸¡ðº¢Â¢ø ¯¨Ã¿¨¼¨Âò ¾¾ðð¼îÍ    
              ¦¦ºö¾ø. 
 
ÀÊ 1: ¸¢ª¢ì Start    All Programs     MS PowerPoint  
ÀÊ 2: Ó¾ý¨Á ¾¨Äô¨Àò ¾ð¼îÍ ¦ºöÂ À¼õ, 1-þø   
      ¯ûªÐ §À¡Ä add title-³ ¸¢ª¢ì ¦ºöÂ×õ.  

 
 
 
 

 

 

 

 

 

 

 

 

À¼õ 1  

 

2 

Á¡½Å÷¸û ¯¨Ã¿¨¼ ÁüÚõ 

¯ÕÅôÀ¼ò¨¾ «¨ºçð¼ò¾¢ø ¦ºöÐ 

À¨¼ò¾ø. þ¨¾ «¨ºçð¼ò¾¢ý ÀÂý 

±ýÀ÷. 
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ÀÀÊ 3 : À¼õ 2--øø ¯ûªÐ§À¡ø Haiwan hidup di air ±±Ûõ     

        ÅÅ¡ì¸¢Âò¨¾ò ¾ððîÍ ¦ºö¾ø. 

ÀÊ 4 : º¢È¢Â ¾¨ÄôÀ¢¨Éò ¾ð¼îÍ ¦ºöÂ Clik to add subtitle 

       ±Ûõ ¦ÀðÊ¨Âì ¸¢ª¢ì ¦ºö¸. º¢È¢Â ¾¨ÄôÒ þøÄ¡Å¢Êø   

       Del  ±Ûõ Å¢¨º ¸¢ª¢ì ¦ºöÐ «ô¦ÀðÊ¨Â «Æ¢òÐÅ¢¼Ä¡õ.  

 

 
 
 
 
 
 
 
 
 
¾¢¨ÃôÀ¼õ 3³ §À¡ø ¸¡ðº¢Âª¢ìÌõ. 
 
 
 
 
 

 
 
 
 
 
 
¿¼ÅÊì¨¸ 22: ¸¡ðº¢Å¢ø¨ÄÂ¢ø À¼ò¨¾î ¦ºÕÌ¾ø.  

À¼õ 2  

3 

4 

À¼õ 3  
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ÀÊ 1: ÀðÊÂø Àð¨¼Â¢ø ¸¢ª¢ì   Insert       Picture       From File   
ÀÊ 2: haiwan §¸¡ôÒ¨Ã¨Âì ¸¢ª¢ì ¦ºöÂ×õ..  
ÀÊ 3: À¼õ 4 ¯ûª¨¾ô §À¡ø Open Å¢¨º¨Âì ¸¢ª¢ì ¦ºöÂ×õ.  

 
 

 

 

 

 

 

ÀÀÊ 4 : Á£ý À¼ò¨¾ò §§¾÷¦¾Î¸. 

ÀÊ 5 : À¼õ 5-³ §À¡ýÚ Insert Å¢¨º¨Âì ¸¢ª¢ì ¦ºö¸. 

 

  

 

  

 

 

À¼õ 4  

2 

3 

À¼õ 5  

4 

5 
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¯í¸ª¢ý ÍÂ ¬ì¸îº¢ó¾¨ÉÔ¼ý À¼ò¨¾ô ¦À¡ÕòÐ¸.  

À¼õ 6-ø ¯ûª¨¾ô §À¡ø ÀÊÁõ §¾¡ýÚõ.  

 
 

 

 

 

 

 

¿¼ÅÊì¨¸ 4: ¯¨ÃÂ¢ø «¨ºçð¼õ ¯ÕÅ¡ìÌ¾ø  
 
ÀÊ 1: À¼õ 7-ø ¯ûª¨¾ô §À¡ø Haiwan hidup di air ¦ÀðÊ¨Âì 
¸¢ª¢ì ¦ºö¾ø.  

 
 

 

 

 

 

 

À¼õ 66 

À¼õ 77 
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¿¼ÅÊì¨¸ 2: À¼õ 8-ø ¯ûª¨¾ô §À¡ø ÀðÊÂø Àð¨¼¨Âò  
              ¦¾Ã¢× ¦ºöÐ Slide Show ¸¢ª¢ì ¦ºöÂ×õ.  
 
¿¼ÅÊì¨¸ 3: ¸¢ª¢ì Custom Animation.  

 

 

 

 

 

À¼õ 9-³ À¡÷ì¸×õ.  
 
ÀÊ 4: Add Effect ¸¢ª¢ì ¦ºöÐ ÀøÅ¨¸ «¨ºçð¼ò¨¾ ¦¾Ã¢×   
      ¦ºö¸.  
 
ÀÊ 5: ¸¢ª¢ì Entrance.  
 
ÀÊ 6: ¸¢ª¢ì More effect.  

   

 

 

 

 

À¼õ 10³ À¡÷ì¸×õ.  

À¼õ  8  

2 

3 

À¼õ 99 

5 

6 

4 
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ÀÊ 7: «¨ºçð¼ò¨¾ ¦ÀÚÅ¾üÌ Diamond-³ ¸¢ª¢ì ¦ºöÂ×õ. 
 
ÀÊ 8: ¸¢ª¢ì Ok.  

 

 

 

 

 

 

 

 

ÀÊ 9 :  §¾÷ó¦¾Îì¸ôÀð¼ Add Effect «¨ºçð¼ò¨¾ì ¸¡ñÀ¾üÌ 

        play Å¢¨º¨Âì ¸¢ª¢ì ¦ºö¸.  

ÀÊ 10 : ÁüÈ «¨ºçð¼í¸¨ªì ¸¡ñÀ¾üÌ ¦Åù§ÅÚ Add Effect  

       Å¢¨º¸¨ªò §¾÷ó¦¾ÎòÐô À¡÷ì¸Ä¡õ. 

 

 
 

À¼õ  100 

7 

8 
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¿¿¼ÅÊì¨¸ 5 : .¯ÕÅôÀ¼ò¾¢ø «¨ºçð¼õ ¦ºö¾ø.  
  
ÀÊ 1: À¼õ 11-ø ¯ûªÐ §À¡ø Á£ý À¼ò¨¾ì ¸¢ª¢ì ¦ºöÂ×õ.  

 

 

 

 

 

 

 
ÀÊ 2: ÀðÊÂø Àð¨¼Â¢ø Slide Show ¸¢ª¢ì ¦ºöÂ×õ. 
  
ÀÊ 3: À¼õ 12-ø ¯ûªÐ§À¡ø Custom Animation-³ ¸¢ª¢ì ¦ºöÂ×õ. 

 

 

 

 

 

 

ÀÊ 4: Å¢ÕôÀÁ¡É «¨ºçð¼ò¨¾ò §¾÷ó¦¾Îì¸ Add Effect ¸¢ª¢ì  

2 

3 

À¼õ  122 

 

À¼õ  111 
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      ¦ºöÂ×õ.  
ÀÊ 5: ¸¢ª¢ì Entrance.  
ÀÊ 6: À¼õ 13 ¯ûª¨¾ô§À¡ø More Effects ¸¢ª¢ì ¦ºöÂ×õ.  

 

 

 

 

 
À¼õ 14³ À¡÷ì¸×õ.  
ÀÊ 7: «¨ºçð¼ò¾¢¨Éì ¸¡½ Crawl In ¸¢ª¢ì ¦ºöÂ×õ.  
ÀÊ 8: ¸¢ª¢ì Ok.  

 

 

 

 

 

ÀÊ 9 :  §¾÷ó¦¾Îì¸ôÀð¼ Add Effect «¨ºçð¼ò¨¾ì ¸¡ñÀ¾üÌ 

        play Å¢¨º¨Âì ¸¢ª¢ì ¦ºö¸.  

ÀÊ 10 : ÁüÈ «¨ºçð¼í¸¨ªì ¸¡ñÀ¾üÌ ¦Åù§ÅÚ Add Effect  

       Å¢¨º¸¨ªò §¾÷ó¦¾ÎòÐô À¡÷ì¸Ä¡õ. 

¿¼ÅÊì¨¸ 7 : À¼Å¢ø¨Ä ¸¡ðº¢¨Âì ¸¡Ï¾ø. 

À¼õ  144 

7 

8 

À¼õ  13  

5 

6 

4 
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ÀÊ 1 :  ÀðÊÂø Àð¨¼Â¢ø Slide Show ¸¢ª¢ì ¦ºöÂ×õ. 

ÀÊ 2 : ¸¢ª¢ì View Show 

 

 

 

 

 

¯í¸Ù¨¼Â À¨¼ôÀ¢¨Éî §ºÁ¢ò¾¢Î¸. ¯¨Ã¿¨¼Â¢Öõ 

¯ÕÅôÀ¼ò¾¢Öõ «¨ºçð¼ò¨¾ Á¡üÈ ÓÂüº¢òÐ MS PowerPoint –
Â¢Ä¢ÕóÐ ¦Åª¢§ÂÚ¸.  

 

À¼õ 115 

1 
2 
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¾¸Åø ¦¾¡¼÷Ò ¦¾¡Æ¢øÑðÀì 

¸üÈø «ÄÌ 

 (MS POWERPOINT)  

 

¸¡ðº¢Å¢ø¨Ä ÑðÀò¨¾ô 

ÀÂýÀÎò¾¢ «¨ºçð¼ò¨¾ 

¯ÕÅ¡ìÌ¾ø 
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À¼Å¢ø¨ÄÂ¢ø «¨ºçð¼ò¨¾ ¯ÕÅ¡ìÌ¾ø 

¬ñÎ 3 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

 

 

 

 
§§¿¡ì¸õ: 

þôÀ¡¼ þÚ¾¢ìÌû: 

 

 ¸¡ðº¢Å¢ø¨Ä ¦Áý¦À¡Õ¨ªò ¦¾¡¼ìÌ¾ø.  

 ¸¡ðº¢Å¢ø¨ÄÂ¢ø ¯¨Ã¿¨¼ ÁüÚõ 
¯ÕÅôÀ¼ò¨¾î ¦ºÕÌ¾ø.  

 ¸¡ðº¢Å¢ø¨ÄÂ¢ø ¯¨Ã¨ÂÔõ À¼ò¨¾Ôõ 
¯ÕÅ¡ìÌ¾ø. 

 ¾¸Åø ¦¾¡¼÷Ò ¦¾¡Æ¢ø ÑðÀò¾¢ý ÅÆ¢ ´Õ 
¸¡ðº¢Å¢ø¨Ä¨Â ¯ÕÅ¡ìÌ¾ø.   
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¿¼ÅÊì¨¸ 1: À¼ò¨¾ Å¨Ã¾ø 
 
¸¡ðº¢Å¢ø¨Ä ÑðÀÁ¡ÉÐ À¼í¸¨ª ¿¸Ãî¦ºöÐ «¾¨Éî  
§ºÕõ þ¼ò¾¢üÌ ¦¸¡ñÎ ¦ºøÖ¾ø ¬Ìõ. 
þó¿¼ÅÊì¨¸Â¢ø ¿£í¸û þÕõÒ ¸¡ó¾ò¨¾ §¿¡ì¸¢ ¿¸Õõ 
«¨ºçð¼ò¨¾ ¯ÕÅ¡ì¸ §ÅñÎõ.  
 
ÀÊ 1: À¼õ 1-þø ¯ûª Click to add title ÁüÚõ Click to add   
      Subtitle «Æ¢ì¸×õ. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Áü¦È¡Õ «¨ºçð¼ ÑðÀÁ¡ÉÐ ¸¡ðº¢Å¢ø¨Ä 

ÑðÀÁ¡Ìõ.¿¸Õõ «¨ºçð¼ò¨¾ô ÀÂýÀÎò¾¢ 

þÕõÒ ¸¡ó¾ò¨¾ §¿¡ì¸¢ ¿¸Õõ 

«¨ºçð¼ò¨¾ ¯ÕÅ¡ìÌÅ£÷. 

À¼õ 1 

1 
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À¼õ 2-þø ¯ûª¨¾ô §À¡ø Autoshapes ÀÂýÀÎò¾¢ Basic 

Shape þø ¯ûª ¸¡ó¾õ ÁüÚõ þÕõÒì§¸üÈ À¼í¸¨ªò 

§¾÷ó¦¾Îì¸×õ. 

  

 

 

 

 

 

 

 

 

 

ÀÊ 3: ¸¡ó¾õ ÁüÚõ þÕõ¨Àô À¼õ 3-þø ¯ûª¨¾ô §À¡ø           
      ÅÃ¢¨ºôÀÎò¾×õ. 

 

 

 

 

 

 

 

 

 

 

 

 

À¼õ2 

2 

À¼õ 3 

3 
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¿¼ÅÊì¨¸ 2 :  À¼ò¾¢¨É ¿¸¦ÄÎò¾ø 

ÀÊ 1: þÕõÒ À¼ò¨¾ì ¸¢ª¢ì ¦ºöÂ×õ.  

ÀÊ 2: À¼õ 4ø ¯ ûª¨¾ô §À¡ø Å¨Ãó¾ ¦À¡Õ¨ª 
  ¿¸¦ÄÎòÐ ´ð¼×õ. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

À¼õ 4 

2b 

2a 

1 
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À¼õ 5 

ÀÊ 3:  ÀÊ 1 ÁüÚõ ÀÊ 2-³ ÁÚÓ¨È ¦ºöÐ 6 þÕõÒ 

ÅÊÅí¸¨ª ¯ÕÅ¡ì¸¢ À¼õ 5-³ §À¡ø ÅÃ¢¨ºô ÀÎò¾×õ. 
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¿¼ÅÊì¨¸ 3: ¸¡ðº¢Å¢ø¨Ä «¨ºçð¼ò¨¨¾ô ÀÂýÀÎòÐ¾ø 

ÀÊ 1: À¼õ 6ø ¯ ûª¨¾ô §À¡ø slide ³ §¾÷ó¦¾ÎôÀ÷. 
ÀÊ 2: À¼õ 6ø ¯ ûª¨¾ô §À¡ø ¿¸¦ÄÎòÐ ´ð¼×õ. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

2 

À¼õ 6 

1 
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ÀÊ 3: À¼õ 7ø ¯ûª¨¾ô §À¡ø 6 ¸¡ðº¢Å¢ø¨Ä¨Â 

¯ÕÅ¡ì¸ ÀÊ 1 ÁüÚõ 2 ³ ÁÚÓ¨È ¦ºöÅ÷. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

À¼õ 7 

3 

²ý ¸¡ðº¢Å¢ø¨Ä ÁüÚõ 

þÕõÀ¢ý ±ñ½¢ì¨¸Ôõ 

ºÁÁ¡¸ ¯ûªÉ? 
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ÀÊ 4: Ó¾Ä¡ÅÐ ¸¡ðº¢Å¢ø¨Ä¨Âò §¾÷ó¦¾ÎòÐ, 5 

À¼í¸¨ª Æ¢òÐ Å¢ðÎ 1 À¼ò¨¾ ÁðÎõ þÕì¸î 

¦ºöÂ×õ. 

 

 

 

 

 

 

 

 

 

 

 

ÀÊ 5: þÃñ¼¡ÅÐ ¸¡ðº¢Å¢ø¨Ä¨Âò §¾÷ó¦¾ÎòÐ, À¼õ 9ø 
¯ûª¨¾ô §À¡ø ³óÐ À¼ò¾¢¨É «Æ¢òÐÅ¢ðÎ ´Õ 
À¼ò¾¢¨É ÁðÎõ þÕì¸ ¦ºöÂ×õ. 

 
 
 

 

 

 

 

 

 

 

 

À¼õ 8 

4 

5 

À¼õ 9 
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ÀÊ 6: ãýÈ¡ÅÐ ¸¡ðº¢Å¢ø¨Ä¨Âò §¾÷ó¦¾ÎòÐ, 5 

À¼í¸¨ª «Æ¢òÐ Å¢ðÎ 1 À¼ò¨¾ ÁðÎõ þÕì¸î 

¦ºöÂ×õ.      

 

         

 

 

 

 

 

 

 

 

À¼õ 7: Ó¾Ä¡ÅÐ ¸¡ðº¢Å¢ø¨Ä¨Âò §¾÷ó¦¾ÎòÐ , 5 

À¼í¸¨ª «Æ¢òÐ Å¢ðÎ 1 À¼ò¨¾ ÁðÎõ þÕì¸î ¦ºöÂ×õ 

        

 

 

 

 

 

 

 

À¼õ 10 

6 

À¼õ 11 

7 
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ÀÊ 8: ³ó¾¡ÅÐ ¸¡ðº¢Å¢ø¨Ä¨Âò §¾÷ó¦¾ÎòÐ, 5 À¼í¸¨ª 
«Æ¢òÐ Å¢ðÎ 1 À¼ò¨¾ ÁðÎõ þÕì¸î ¦ºöÂ×õ 

       

 

 

 

 

 

 

 

 

ÀÊ 9: ¬È¡ÅÐ ¸¡ðº¢Å¢ø¨Ä¨Âò §¾÷ó¦¾ÎòÐ, 5 À¼í¸¨ª 
«Æ¢òÐ Å¢ðÎ 1 À¼ò¨¾ ÁðÎõ þÕì¸î ¦ºöÂ×õ 

 
 

 

 

 

 

 

 

 

8 

À¼õ 12 

À¼õ 13 

9 
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¿¼ÅÊì¨¸ 4: ¸¡ðº¢Å¢ø¨ÄÂ¢ý §¿Ãò¨¾ì ¸ðÎôÀÎòÐ¾ø 
 
 
 

 

 

 

 

 

ÀÊ 1: ¸¡ðº¢Å¢ø¨Ä 14þø ¯ûªÐ §À¡ø, ‘¸¢ª¢ì’ 

¸¡ðº¢Å¢ø¨Ä 1  ‘¸¢ª¢ì’ À¼Å¢ø¨Ä ¸¡ðº¢ 

¸¡ðº¢Å¢ø¨Ä ¿¸÷×    

 

 

 

 

 

 

 

 

 

  

§¿Ãò¨¾ì ¸ðÎôÀÎò¾¢ 

¸¡ó¾ò¨¾ ¿¸Ãî ¦ºöÂ 

¸ü§À¡õ Å¡Ã£÷. ¾¡É¢Âí¸¢ 

Ó¨ÈÂ¢ø ¸¡ðº¢Å¢ø¨Ä 

À¨¼ôÒ. 

À¼õ 14  

1a 

1b 
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ÀÊ 2: À¼õ 15ø ¯ûª¨¾ô §À¡ø, Advance slide ÀÌ¾¢Â¢ø 
On mouse click ¦ÀðÊ¨Âì ¸¢ª¢ì ¦ºö¾ À¢ÈÌ, 

Automatically after ±ýÀ¨¾ì ¸¢ª¢ì ¦ºöÂ×õ.  
        
 

 

 

 

 

 

 

 

 

 

 

 

 

ÀÊ 3: À¼õ 15 ¯ûª¨¾ô §À¡ø 00:00.2 §¿Ãò¨¾ô ¦ÀðÊÂ¢ø 
 ÌÈ¢ôÀ¢¼×õ. 
 

ÀÊ 4: ¸¢ª¢ì Apply to All Slides.    
 

2 

À¼õ 15 

4 3 
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Á¡½Å÷ ¾¢ð¼ôÀ½¢ 

 
ÌØ «øÄÐ þ¨½Â÷ ¿¼ÅÊì¨¸ 
 

¦ÀÂ÷ : ................................................................... 

ÅÌôÒ  : ................................... 

 
 
ÀÃ¢óÐ¨Ãì¸ôÀð¼ ¿¼ÅÊì¨¸ : 
 

- §ÁÄ¢ÕóÐ ¸£ú §¿¡ì¸¢ ¿¸Õõ ÀóÐ. 
- þ¼Ð ÒÈò¾¢Ä¢ÕóÐ ÅÄÐ ÒÈò¾¢üÌ  ¿¸Õõ ÀóÐ. 

 
¸ð¼¨ª : 
 

1. «¨ºçð¼ ¸¡ðº¢Å¢ø¨Ä ÑðÀò¨¾ô ÀÂýÀÎò¾¢ ´Õ 
À¨¼ôÒ ¸¡ðº¢Å¢ø¨Ä¨Âò ¾Â¡Ã¢ì¸ §ÅñÎõ. 

2. ¯í¸ª¢ý À¨¼ôÒ¸û ¸£úì¸ñ¼ ÜÚ¸¨ªì 
¦¸¡ñÊÕì¸ §ÅñÎõ : 

 8 ¸¡ðº¢Å¢ø¨ÄìÌì Ì¨ÈÂ¡Áø ÀÂýÀÎò¾¢Â¢Õì¸ 
§ÅñÎõ. 

 ¿¢ÃøÀÎò¾ôÀð¼ Å¨Ã¸¨Ä 

 ¸Å÷îº¢Â¡É Å÷½í¸¨ªô ÀÂýÀÎòÐ¾ø. 
 

3. À¨¼ôÒ¸û «ÅÃÅ÷ ÍÂ ¬ì¸îº¢ó¾¨ÉìÌ ²üÀ þÕì¸ 
§ÅñÎõ. 
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¾¸Åø ¦¾¡¼÷Ò ¦¾¡Æ¢ø ÑðÀì  
¸üÈø «ÄÌ  

 
 

¾¸Åø ¦¾¡¼÷Ò ¦¾¡Æ¢øÑðÀõ 
 (MS POWERPOINT)  

 
´ª¢ì¸¡ðº¢¨Âî ¦ºÕÌ¾ø 

 
¬ñÎ 3 
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§§¿¡ì¸õ: 
 
þôÀ¡¼ þÚ¾¢ìÌû: 
 

 §¸¡ôÒ¨ÃÂ¢Ä¢ÕóÐ Å£Ê§Â¡¨Åî 
¦ºÕÌÅ÷. 

 À¨¼ô¨Àî §ºÁ¢ôÀ÷. 

 MS PowerPoint Ó¼ìÌ¾ø.  
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¿£í¸û §¸¡ôÀ¢Ä¢ÕóÐ ´ª¢ì¸¡ðº¢¨Âî ¦ºÕ¸¢ À¨¼ô¨Àô 

À¨¼ì¸ì ¸üÀ£÷. ¿£í¸û ´ª¢ì¸¡ðº¢¨Âì ¸¢ª¢ô ¬ð «øÄÐ 

À¼ì¸ÕÅ¢, ¨¸ò¦¾¡¨Ä§Àº¢, Ò¨¸ôÀ¼ì¸ÕÅ¢ ãÄõ À¾¢× ¦ºö¾ 

´ª¢ì¸¡ðº¢ ãÄõ ¦ÀÈÄ¡õ. 

 

¿¿¼ÅÊì¨¸ 1: MS POWERPOINT ¦¾¡¼íÌ¾ø 
 
ÀÊ 1: ¸¢ª¢ì Start      All Programs      MMicrosoft PowerPoint 
 

 

 

 

 

 

Á¢Õ¸í¸¨ª¦Â¡ðÊÂ 
À¨¼ô¨Àî ¦ºöÂì 
¸ü§À¡õ Å¡Ã£÷. 
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¿¼ÅÊì¨¸ 2: À¼Å¢ø¨Ä ¸¡ðº¢Â¢ø ´ª¢ì¸¡ðº¢¨Âî ¦ºÕÌ¾ø 

À¼õ 1 ¸ÅÉ¢ì¸×õ. 

ÀÊ 1: ¸¢ª¢ì  Insert.  

ÀÊ 2: ¸¢ª¢ì  Movie and Sound. 

ÀÊ3: ¸¢ª¢ì  Movie from File. 

 

 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

À¼õ  1  

1 

2 

3 
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À¼õ 2 ¸ÅÉ¢ì¸×õ. 

ÀÀÊ 4: ¸¢ª¢ì My Document. 

ÀÊ 5: ¸¢ª¢ì folder video. 

ÀÊ 6: ¸¢ª¢ì Open. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

À¼õ  2  

4 

5 

6 

´ª¢ì¸¡ðº¢ §¸¡ôÀ¢¨Éì 
¸ñÎ Å¢ðË÷¸ª¡? 
þøÄ¡Å¢Êø ¬º¢Ã¢Â¨Ã 
¿¡Îí¸û. 
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À¼õ 3-³ ¸ÅÉ¢ì¸×õ. 

ÀÀÊ 7: ¸¢ª¢ì video dolphin.avi 

ÀÊ 8: ¸¢ª¢ì OK. 

 

 

 

 

 

 

 

 

 À¼õ 4ø ¯ûª¨¾ô §À¡ø ¾¢¨Ãì¸¡ðº¢Â¢ø §¾¡ýÚõ. 

ÀÊ 9: ¸¢ª¢ì Automatically. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 

À¼õ  3  

7 

8 

À¼õ  4  
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ÀÀÊ 10: À¼õ 5ø ¯ûª¨¾ô §À¡ø À¼ò¾¢¨É þØòÐ 

¦ÀÃ¢¾¡ì¸×õ 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

À¼õ   5  

¯í¸û À¨¼ôÀ¢¨Éî 
§ºÁ¢ì¸ 
ÁÈóÐÅ¢¼¡¾£÷¸û. 
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¿¼ÅÊì¨¸ 4: À¼Å¢ø¨Ä ¸¡ðº¢¨Âô À¡÷ò¾ø 

  

À¼ôÀ¢¨Éô À¡÷ì¸           Å¢¨º¨Â «Øò¾×õ.   

                                                                   

       

¿¼ÅÊì¨¸ 5: MS POWERPOINT Ó¼ìÌ¾ø 

MS POWERPOINT Ó¼ì¸,  À¼õ 6 ¯ûª¨¾ô §À¡ø 

Å¢¨º¨Â «Øò¾×õ. 

 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

À¼õ 66 
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ÀÂ¢üº¢ ¾¡û 

¾¨ÄôÒ : ´ª¢ì¸¡ðº¢¨Âî ¦ºÕÌ¾ø 
 
¦ÀÂ÷: ___________________________      ÅÌôÒ:____________ 
§¸¡ôÒ¨ÃÂ¢Ä¢ÕóÐ ´ª¢ì¸¡ðº¢¨Â Ó¨ÈÂ¡¸ ÅÃ¢¨ºôÀÎò¾×õ 

 
¸¢ª¢ì Movie from File 
 

 

 
¸¢ª¢ì  My Document 
 

 

 
 MS PowerPoint. ¦¾¡¼íÌ¾ø 
 

 

 
¸¢ª¢ì  Slaid Show. 
 

 

 
¸¢ª¢ì Insert. 
 

 

 
¸¢ª¢ì Movie and Sound. 
 

 

 
¸¢ª¢ì folder video. 
 

 

¸¢ª¢ì Open. 
 

 

¸¢ª¢ì Automatically. 
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¾¸Åø ¦¾¡¼÷Ò ¦¾¡Æ¢ø 

ÑðÀì  

¸üÈø «ÄÌ  
 
 

(Á¢ýÉ¢Âø Å¢Ã¢¾¡û) 
  

2 ¦¿ÎÅÃ¢¨º x 3 §¿÷ÅÃ¢¨º 
¦¸¡ñ¼ «ð¼Å¨½¨Â 
¯ÕÅ¡ìÌ¾Öõ Åð¼ì 

ÌÈ¢Å¨Ã× ÅÊÅ¢ø 
¾Ã×¸¨ªô À¨¼ò¾Öõ. 

 
 

¬ñÎ 3 
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Á¢ýÉ¢Âø Å¢Ã¢¾¡û (MS EXCEL) 

¯Ä¨¸ «È¢¾ø 
 

¬ñÎ 3 
 
 
 

 
 
§¿¡ì¸õ : 
 
þó¾ô ÀÂ¢üÈ¢Â¢ý þÚ¾¢Â¢ø : 
 

 Á¢ýÉ¢Âø Å¢Ã¢¾¡¨ª (MMS Excel) 
¦¾¡¼íÌÅ÷. 

 ¦¿ÎÅÃ¢¨º¨Â «È¢Å÷. 

 §¿÷ÅÃ¢¨º¨Â «È¢Å÷. 

 þÂì¸ º¢üÈ¨È¨Â «È¢Å÷.  

 þÂì¸ º¢üÈ¨ÈÂ¢ý «¨ÁÅ¢¼ò¨¾ «È¢Å÷. 

 º¢üÈ¨ÈÂ¢ø ±Øò¨¾Ôõ ±ñ¨½Ôõ §º÷ôÀ÷. 

 ¾¡É¢Âí¸¢ ÜðÎÓ¨È¨Âô ÀÂýÀÎòÐÅ÷. 

 ¦¿ÎÅÃ¢¨º¨ÂÔõ §¿÷ÅÃ¢¨º¨ÂÔõ 
Åñ½Á¢ÎÅ÷. 

 §¸¡ô¨Àî §ºÁ¢ôÀ÷. 
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¿¼ÅÊì¨¸ 1: Á¢ýÉ¢Âø Å¢Ã¢¾¡¨ª (MS EXCEL)                
             ¦¾¡¼ìÌ¾ø. 
 
¸£úì¸¡Ïõ ÀÊ¸¨ªô À¢ýÀüÚ¸. ¯¾Å¢ìÌô À¼õ 1³ 
¸¡ñ¸. 
 

ÀÊ 1:  ¸¢ª¢ì ¦ºö¸. 

ÀÊ 2: All Programs ³ ¸¢ª¢ì ¦ºö¸. 

ÀÊ 3: MMS Office ³ ¦¾Ã¢× ¦ºö¸. 

ÀÊ 4: MMS Excel ³ ¸¢ª¢ì ¦ºö¸. 

 
 

 
 
 
 
 
 

 
 

 

 

 

 

 
 

À¼õ 1 

1 

2 
4 

3 
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¿¼ÅÊì¨¸ 2: Á¢ýÉ¢Âø Å¢Ã¢¾¡ª¢ý þ¨¼Ó¸ô¨À «È¢¾ø 
 
À¼õ 2ý Ð¨½Ô¼ý ¸£úì¸¡Ïõ þ¨¼Ó¸ôÒ¸¨ª 
«È¢¸: 
 

«. ÀðÊÂø Àð¨¼. 
¬. ¿¸÷òÐô Àð¨¼ 
þ. À½¢Â¢¼õ.  
® . ¾¡É¢Âí¸¢ (AutoSum) Å¢¨º. 

 
 

 
 

 
 
 
 
 

 
 

 
 
 
 
 
 

 

 
 
   
  

À¼õ 2 

a 

c 

b 

Á¢ýÉ¢Âø Å¢Ã¢¾¡ª¢ý (MMS Excel) 

ÀðÊÂø Àð¨¼Ôõ ¦º¡ü¦ºÂÄ¢Â¢ý 

ÀðÊÂø Àð¨¼Ôõ ºÁÁ¡¸ ¯ûª¾¡? 

¿ñÀ÷¸Ù¼ý ¸ÄóÐ¨ÃÂ¡Î¸. 
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¿¼ÅÊì¨¸ 3: ¦¿ÎÅÃ¢¨º¨ÂÔõ §¿÷ÅÃ¢¨º¨ÂÔõ 
«È¢¾ø. 

 
À¼õ 3 ¦¿ÎÅÃ¢¨º¨Âì ¸¡ðÎ¸¢ÈÐ. 
Ó¾ý¨ÁôÀÎò¾ôÀðÎûª B ¦¿ÎÅÃ¢¨º ¸¡ð¼ôÀÎ¸¢ÈÐ.  
 

 
 
 

 
 
 
 
 
 
 
 
 
À¼õ 4 §¿÷ÅÃ¢¨º¨Âì ¸¡ðÎ¸¢ÈÐ. 
Ó¾ý¨ÁôÀÎò¾ôÀðÎûª 10-ÅÐ §¿÷ÅÃ¢¨º 
¸¡ð¼ôÀÎ¸¢ÈÐ. 
 

 
 

 
 

 
 
 
 
 

À¼õ 3 

À¼õ 4 

H ¦¿ÎÅÃ¢¨º¨Â 

Ó¾ý¨ÁôÀÎò¾¢ 

¸¡ðÎ¸. 

 §¿÷ÅÃ¢¨º 3-³ 

Ó¾ý¨ÁôÀÎò¾¢ 

¸¡ðÎ¸. 
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¿¼ÅÊì¨¸ 44: þÂì¸ º¢üÈ¨È¨ÂÔõ «¾ý 
«¨ÁÅ¢¼ò¨¾Ôõ «È¢¾ø 

 
´Õ º¢üÈ¨ÈÂ¢ø ¸¢ª¢ì ¦ºö¾Ðõ «ó¾î º¢üÈ¨È þÂí¸ò 
¦¾¡¼íÌõ. À¼õ 5þø ¯ûª¨¾ô §À¡Ä, þÂí¸¢ì 
¦¸¡ñÊÕìÌõ º¢üÈ¨È¨Âî ÍüÈ¢ ¸ÚôÒ ¦ÀðÊ¨Âì ¸¡½Ä¡õ. 

 
 

 
 
 
 

 
 
 
 
 
À¼õ 6þø ¯ûª¨¾ô §À¡Ä (Name Box) ¦ÀÂ÷ÅÆ¢ ¦ÀðÊÂ¢ø 
þÂí¸¢ì ¦¸¡ñÊÕìÌõ º¢üÈ¨ÈÂ¢ý «¨ÁÅ¢¼ò¨¾ò ¦¾Ã¢óÐ 
¦¸¡ûªÄ¡õ.  

 
 
 

 
 
 
 
 
 
 
 
 
 

À¼õ 6 

À¼õ 5 

þÂì¸ º¢üÈ¨È 

§¿÷ÅÃ¢¨º 6-Öõ 

¦¿ÎÅÃ¢¨º D-Öõ 

¯ûªÐ 

þÂì¸ º¢üÈ¨È 

((Sel Aktif) 
¦ÀÂ÷ÅÆ¢ ¦ÀðÊ  

(Name Box)  
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¿¼ÅÊì¨¸ 5: º¢üÈ¨ÈÂ¢ø ±ñ¨½Ôõ ±Øò¨¾Ôõ 
ÒÌòÐ¾ø 

 
¯ÉÐ ÅÌôÀ¨ÈÂ¢ø ¯ûª ¾ªÅ¡¼ô ¦À¡Õû¸ª¢ý 
±ñ½¢ì¨¸¨Âì ¸¡ðÎõ ÀðÊÂ¨Ä ¯ÕÅ¡ìÌ¸. 
 
ÀÊ 1: B2 º¢üÈ¨ÈÂ¢ø ¸¢ª¢ì ¦ºöÐ Perabot ±É 
¾ð¼îÍ ¦ºÂ¸. À¢ÈÌ, C2 º¢üÈ¨ÈÂ¢ø ¸¢ª¢ì ¦ºöÐ 
Bilangan ±É ¾ð¼îÍ ¦ºö¸. À¼õ 7³ ¸¡ñ¸. 
 
 

 
 
 
 
 
 
 
 
 
ÀÊ 2: ¯ÉÐ ÅÌôÀ¢ø ¯ûª ¾ªÅ¡¼í¸ª¢ý 

¦ÀÂ÷¸¨ªÔõ ±ñ½¢ì¨¸¨ÂÔõ À¼õ 8þø 
¯ûª¨¾ô §À¡Ä ¾ð¼îÍ ¦ºö¸. 

 

 
 
 
 
 
 
 

À¼õ 7 

À¼õõ 8 



ÅÅ¨Ã×250320111 

72 
 

¿¼ÅÊì¨¸ 6 : ¾Ã×¸¨ª Åð¼ì ÌÈ¢Å¨Ã×ìÌ Á¡üÚ¾ø. 
 
ÀÊ 1 :     Åð¼ì ÌÈ¢Å¨Ã×ìÌ Á¡üÈÅ¢ÕìÌõ 

ÀÌ¾¢¨Âò §¾÷ó¦¾ÎòÐ À¼õ 9þø 
¯ûª¨¾ô §À¡Ä ¸¢ª¢ì ¦ºöÐ þØòÐî 
¦ºø¸. 

 
 

 
 
 
 
 
 
 
 
 
ÀÊ 2 :  Insert ³ ¸¢ª¢ì ¦ºö¸. 
ÀÊ 3 :  Chart ³ ¸¢ª¢ì ¦ºö¸. 
 
 

À¼õ 9 

À¼õ 10 

2 

3 
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ÀÊ 4 :     À¼õ 11-ø ¯ûªÐ §À¡Ä §ÁøÁ£ðÒô ÀðÊÂø 
§¾¡ýÚõ. Chart Types þø Pie Å¨¸¨Âò 
¦¾Ã¢× ¦ºö¸. 

 

ÀÊ 5 :     Chart sub-type þø ¯í¸ÙìÌ §¾¨ÅÂ¡É 
Åð¼ì ÌÈ¢Å¨Ã¨Åò ¦¾Ã¢× ¦ºö¸. 

 

ÀÊ 6 :     Next ³ ¸¢ª¢ì ¦ºö¸. 
 

 
 
 
 
 
 
 
 
 
 
 
 
ÀÊ 7 :     À¼õ 12þø ¯ûª¨¾ô §À¡Ä ¸¡ðº¢ 

§¾¡ýÚõ. Next ³ ¸¢ª¢ì ¦ºö¸. 
 
 

À¼õ 12 

À¼õ 11 

4 
5 

6 
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ÀÊ 8 :     À¼õ 13þø ¯ûª¨¾ô §À¡Ä ¸¡ðº¢ 
§¾¡ýÚõ. Chart Title ÀÌ¾¢Â¢ø Perabot Kelas 
3 Ceria ±Éò ¾ð¼îÍ ¦ºö¸. 

 

ÀÊ 9 :     Next þø ¸¢ª¢ì ¦ºö¸.  
 
 
 

 
 
 
 
 
 
 
 
 
ÀÊ 10 :    À¼õ 14þø ¯ûª¨¾ô §À¡Ä ¸¡ðº¢ 

§¾¡ýÚõ. Finish ³ ¸¢ª¢ì ¦ºö¸.  
 

 

À¼õ 14 

À¼õ 13 

8 

9 
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Åð¼ì ÌÈ¢Å¨Ã× ¯ÕÅ¡ì¸ôÀðÎÅ¢ð¼Ð. ¸£§ÆÔûª 
À¼ò¾¢ø ¯ûª¨¾ô §À¡Ä, ÀÂýÀÎò¾¢Â ¾Ã×¸ª¢ø 
Åñ½ô ¦ÀðÊ ¸¡½ôÀÎõ. 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

 À¼õ 15 

§Á§Ä ¯ûª Åð¼ì 

ÌÈ¢Å¨ÃÅ¢ø ±ó¾ Å÷½õ 

«¾¢¸ «ªÅ¢ø ¯ûªÐ? 

²ý?  
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¿¼ÅÊì¨¸ 7 : «ð¼Å¨½Â¢Öõ Åð¼ì ÌÈ¢Å¨ÃÅ¢Öõ 
Å¢ÅÃí¸¨ªî §º÷ò¾ø.  
 
«§¾ «ð¼Å¨½Â¢ø À¢ýÅÕõ ÀÊ¸¨ªô À¢ýÀüÚ¸. 
 

ÀÊ 1  : B5 º¢üÈ¨ÈÂ¢ø ¸¢ª¢ì ¦ºöÐ Almari  ±Éò   

        ¾ð¼îÍ ¦ºö¸.  

ÀÊ 2  : C5 º¢üÈ¨ÈÂ¢ø ¸¢ª¢ì ¦ºöÐ 2 ±Éò ¾ð¼îÍ ¦ºö¸. 

  

 

 
 
 

 
 
 
 
 
 
ÀÊ 3  :    Åð¼ì ÌÈ¢Å¨ÃÅ¢ø ¸¢ª¢ì ¦ºö¸. «ºø 

«ð¼Å¨½Â¢ø Åñ½ô ¦ÀðÊ §¾¡ýÚõ. 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

Gambar rajah 16 

À¼õ 16 

À¼õ 17 
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ÀÊ 4  :      Åñ½î º¢üÈ¨È C4þø ¸¢ª¢ì ¦ºöÐ 
C5ìÌ þØòÐî ¦ºø¸. 

 
 
 
 
 
 
 
 

 
 

 

 
Åð¼ì ÌÈ¢Å¨Ã¨Åì ¸¡ñ¸. «Ð ¸£§ÆÔûª À¼ò¾¢ø 
¯ûª¨¾ô §À¡Ä Á¡Úõ. 
 
 
 
 
 
 
 

 

 

 

 

 

 

 

 

 

 

 

À¼õ 18 

À¼õ 19 

º¢üÈ¨ÈÂ¢ø §Á¨ƒ¸ª¢ý ±ñ½¢ì¨¸¨Â Á¡üÚ¸. 

±ýÉ §¾¡ýÈ¢ÔûªÐ? 
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¿¼ÅÊì¨¸ 8 : ¾¡É¢Âí¸¢ ÜðÎõ Ó¨È¨Âô 
ÀÂýÀÎòÐ¾ø 
Á¢ýÉ¢Âø Å¢Ã¢¾¡ª¢ý (MS Excel) ãÄõ, ¾¡É¢Âí¸¢ ÜðÎõ 
Ó¨È¨Âô ÀÂýÀÎò¾¢ Å¢¨ÃÅ¡¸×õ ºÃ¢Â¡¸×õ 
¦Á¡ò¾ò¨¾ì ¸½ì¸¢¼Ä¡õ 
 
ÀÊ 1 :     B6 º¢üÈ¨ÈÂ¢ø ¸¢ª¢ì ¦ºöÐ Jumlah ±Éò   
           ¾ð¼îÍ ¦ºö¸. 

 

 
 
 
 
 
 
 
 
 
 
 
ÀÊ 2 :     C5 º¢üÈ¨ÈÂ¢ø ¸¢ª¢ì ¦ºö¸. 
 

ÀÊ 3 :     AutoSum Å¢¨º¨Â ¸¢ª¢ì ¦ºö¸. ¸£§Æ 
¯ûªÐ §À¡Ä ¸¡ðº¢ §¾¡ýÚõ. 

 
 

 
 
 
 
 
 
 
 
 

À¼õ 20 

À¼õ 21 
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ÀÊ 4 :     enter Å¢¨º¨Â «Øò¾×õ. À¼õ 22þø 
¯ûª¨¾ô §À¡Ä ¾ªÅ¡¼í¸ª¢ý 
±ñ½¢ì¨¸ ¾¡É¢Âí¸¢ Ó¨ÈÂ¢ø 
Üð¼ôÀðÊÕìÌõ.  

 
 

 
 

 
 
 
 
 
 
 
 
 

À¼õ 22

§Á§ÄÔûª Åð¼ì 

ÌÈ¢Å¨Ã¨Åì ¸¡ñ¸. À¼õ 

22 ÁüÚõ À¼õ 15 ¯ûª 

§ÅüÚ¨Á¸û ±ýÉ?  
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¿¼ÅÊì¨¸ 9: ¦¿ÎÅÃ¢¨º¨Â Åñ½Á¢Î¾ø 
 
ÀÊ 1 : ¦¿ÎÅÃ¢¨º ÓØÐõ §¾÷ó¦¾Îì¸ column header 
       B þø ¸¢ª¢ì ¦ºö¸. 
 

ÀÊ 2 : Format ³ ¸¢ª¢ì ¦ºö¸.  
 

ÀÊ 3 : Cells ³ ¸¢ª¢ì ¦ºö¸. 
 

 
 

 
 
 
 
 
 
 
 
 
 
À¼õ 24-þø ¯ûª¨¾ô §À¡Ä §ÁøÁ£ðÒô ÀðÊÂø 
     §¾¡ýÚõ.  
ÀÊ 4 : Patterns Å¢¨º¨Â ¸¢ª¢ì ¦ºö¸ 

 
 
 

 
 
 
 

À¼õ 23 

3 
1 

2 

À¼õ 24 
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ÀÊ 5 : ¯í¸ÙìÌ Å¢ÕôÀÁ¡É Åñ½ò¾¢ø ¸¢ª¢ì ¦ºö¸. 
 

ÀÊ 6 : ok ³ ¸¢ª¢ì ¦ºö¸. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
À¼õ 26þø ¯ûª¨¾ô  §À¡Ä B ¦¿ÎÅÃ¢¨º 
Åñ½Á¡ì¸ôÀðÊÕìÌõ.
 
 

 
 
 
 
 
 
 
 
 
 
 
 
¦¿ÎÅÃ¢¨º C Â¢Öõ «§¾ Ó¨È¨Âô ÀÂýÀÎò¾¢ 
Å¢ÕôÀÁ¡É Åñ½Á¢Î¸.   

À¼õ 26 

Åñ½Á¢¼ôÀð¼ 

ÀÌ¾¢¨Âì ¸¡½ 

§ÅÚ º¢üÈ¨ÈÂ¢ø 

¸¢ª¢ì ¦ºöÂ 

§ÅñÎõ. 

 

À¼õ 25 

5 

6 
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¿¼ÅÊì¨¸ 10: §¿÷ÅÃ¢¨º¨Â Åñ½Á¢Î¾ø 
 
ÀÊ 1 : §¿÷ÅÃ¢¨º ÓØÐõ §¾÷ó¦¾Îì¸ row header 

2þø ¸¢ª¢ì ¦ºö¸. 
 

ÀÊ 2 : Format ³ ¸¢ª¢ì ¦ºö¸.  
 

ÀÊ 3 : Cells ³ ¸¢ª¢ì ¦ºö¸. 
 
 
 
 
 
 
 
 
 
 
 

À¼õ 28³ §À¡Ä §ÁøÁ£ðÒô ÀðÊÂø §¾¡ýÚõ.  

ÀÊ 4 : Patterns Å¢¨ºÂ¢ø ¸¢ª¢ì ¦ºö¸. 
 
 
 

 
 
 
 

À¼õ  27 

1 

3 

2 

À¼õ 28 
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ÀÊ 5 : ¯í¸ÙìÌ Å¢ÕôÀÁ¡É Åñ½ò¾¢ø ¸¢ª¢ì    
           ¦ºö¸. 
ÀÊ 6 : ok ³ ¸¢ª¢ì ¦ºö¸. 

 
 
 

 
 
 
 
 
 
 
 

 
 

 
À¼õ 30-³ §À¡Ä §¿÷ÅÃ¢¨º 2 Åñ½Á¡ì¸ôÀðÊÕìÌõ. 
 

 
 
 

 
 
 
 
 
 
 
 

 
À¢È §¿÷ÅÃ¢¨º¸ÙìÌõ «§¾ ÀÊ¸¨ªô À¢ýÀüÚ¸.  
 

¿£í¸û ÌÈ¢ôÀ¢ð¼ ÀÌ¾¢¸¨ªò ¦¾Ã¢× ¦ºöÐ 
Åñ½Á¢¼Ä¡õ. 

À¼õ 29 

5 

6 

À¼õ 30 
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¿¼ÅÊì¨¸ 11 : §¸¡ô¨Àî §ºÁ¢ò¾ø 
 

Langkah 1: Klik File-³ ¸¢ª¢ì ¦ºö¸. 
Langkah 2: À¼õ 31-³ §À¡Ä Save As ³ ¸¢ª¢ì ¦ºö¸.  
Langkah 4: ¯í¸ªÐ §¸¡ôÒìÌô ¦ÀÂÃ¢Î¸. 
Langkah 5: ¯í¸ªÐ §¸¡ô¨Àî §ºÁ¢ì¸ Save-³ ¸¢ª¢ì 
¦ºö¸. 
 
 

 
 
 
 
ÀÊ 6  : MS Excel Ä¢ÕóÐ ¦Åª¢§ÂÚ¸. 
  
 

 

 

 

 

 

 

 

 

 

 

 

 §ºÁ¢ò¾ §¸¡ôÀ¢ý ¦ÀÂ÷ ¾¨ÄôÒô 

ÀðÊÂÄ¢ø §¾¡ýÚÅ¨¾ì ¸¡½Ä¡õ. 
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ÅªôÀÎòÐõ ¿¼ÅÊì¨¸ 

Á¢ýÉ¢Âø Å¢Ã¢¾¡ª¢ø ¯ûª «õºí¸¨ªô ÀÂýÀÎò¾¢ 

¸Å÷îº¢Â¡É «ð¼Å¨½¸¨ªÔõ ÌÈ¢Å¨Ã×¸¨ªÔõ 

«¨Áì¸Ä¡õ. 

 

§Á§ÄÔûª ¯¾¡Ã½ò¨¾ô 

ÀÂýÀÎò¾¢, ¯ÁÐ 

¬ì¸îº¢ó¾¨ÉìÌ ²üÀ 

«Æ¸¡É, ¸Å÷îº¢Â¡É 

À½¢¨Â ¯ÕÅ¡ì¸Ä¡§Á! 
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¾¸Åø ¦¾¡¼÷Ò ¦¾¡Æ¢ø 
ÑðÀì  

¸üÈø «ÄÌ  
 

 

À¼Å¢ø¨Ä¨ÂÔõ 

Á¢ýÉ¢Âø Å¢Ã¢¾¡¨ªÔõ 

´Õí¸¢¨½ò¾ø 

 

¬ñÎ 3 
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§§¿¡ì¸õ: 

þôÀ¡¼ þÚ¾¢ìÌû Á¡½Å÷¸û: 
 
 

 ´Õí¸¢¨½ôÒ Å¢¨º¨Âò ¾Â¡÷ ¦ºöÅ÷. 
 Á¢ýÉ¢Âø Å¢Ã¢¾¡ª¢ø  (MS Excel) ¯ûª ´Õ §¸¡ô¨À À¼Å¢ø¨ÄÂ¢ø 
(MS PowerPoint) ¯ûª ´Õ §¸¡ô¨À ´Õí¸¢¨½ìÌõ 
¿¼ÅÊì¨¸Â¢ø ®ÎÀÎÅ÷. 

 À¼Å¢ø¨ÄÂ¢ø (MS PowerPoint) ¯ûª ´Õ §¸¡ôÒ¼ý Á¢ýÉ¢Âø 
Å¢Ã¢¾¡ª¢ø  (MS Excel) ¯ûª ´Õ §¸¡ô¨À ´Õí¸¢¨½ìÌõ 
¿¼ÅÊì¨¸Â¢ø ®ÎÀÎÅ÷. 

 À¼Å¢ø¨ÄÂ¢ø (MS PowerPoint) ¯ûª ´Õ §¸¡ôÒ¼ý Á¢ýÉ¢Âø 
Å¢Ã¢¾¡ª¢ø  (MS Excel) ¯ûª ´Õ §¸¡ôÒ¼ý ´Õí¸¢¨½ò¾ 
À¨¼ô¨Àò ¾Â¡÷ ¦ºöÐ À¨¼ôÀ÷. 

 ´Õí¸¢¨½ì¸ôÀðÎ ¾Â¡÷ ¦ºöÂôÀðÎûª Á¢ýÉ¢Âø Å¢Ã¢¾¡ª¢ø  
Á¢ýÉ¢Âø ÀÂ¢üº¢ ¦ºöÅ÷. 

 
 
 

 
À¼Å¢ø¨Ä¨ÂÔõ Á¢ýÉ¢Âø Å¢Ã¢¾¡¨ªÔõ 

´Õí¸¢¨½ò¾ø 
 

¬ñÎ 3  
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¿¼ÅÊì¨¸ 1:: À¼Å¢ø¨Ä (MS PowerPoint) ¦¾¡¼íÌ¾ø 
ÀÀÊ 1: Start ³ ¸¢ª¢ì ¦ºöÂ×õ          All Programs³ ¸¢ª¢ì   

      ¦ºöÂ×õ       MS PowerPoint³ ¸¢ª¢ì ¦ºöÂ×õ. 
ÀÊ 2: File ³ ¸¢ª¢ì ¦ºöÂ×õ         Open ³ ¸¢ª¢ì ¦ºöÂ×õ       
           HAIWAN ±ýÈ §¸¡ô¨Àò ¦¾Ã¢× ¦ºöÂ×õ.    
 

¿¼ÅÊì¨¸ 2: À¼Å¢ø¨Ä¨ÂÔõ Á¢ýÉ¢Âø Å¢Ã¢¾¡¨ªÔõ   

´Õí¸¢¨½ò¾ø 

¿£í¸û À¼Å¢ø¨ÄÂ¢ø (MS PowerPoint) ¯ûª ´Õ §¸¡ôÒ¼ý 

Á¢ýÉ¢Âø Å¢Ã¢¾¡ª¢ø  (MS Excel) ¯ûª ´Õ §¸¡ô¨À 

´́Õí¸¢¨½ò¾Ä¢ý ÅÆ¢, ´Õ º¢Èó¾ À¨¼ôÀ¢¨Éô À¨¼ì¸Ä¡õ. 

ÀÊ 1: Insert ³ ¸¢ª¢ì ¦ºöÂ×õ. 

ÀÊ 2: Text Box ³ ¸¢ª¢ì ¦ºöÂ×õ. 

 
 

 

 
 
 
 
 
 
 
 
 
 
 
  

À¼õ 1 

1 

2 
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ÀÊ 3 : ÀÀ¼õ 22-þþø ¯̄ûªÐ ÀÀ�ÄÄ ANAK HAIWAN ±±ýÈ ºº�øø¨Äò  
¾ð¼îÍ ¦ºöÂ×õ. 
 
 
 
 
 
 
 
 
 
 
´Õí ¨½ôÒ ¨º¨Âò ¾Â¡÷ ¦ºö¾ø. 
 

ÀÀÊ 1 : ± Â ý Ì ¨Â ANAK HAIWAN ±ýÈ º�ø ý §Áø  
        ¨ÅòÐ, ± Â ý ÅÄÐ ¨º¨Âì ¸¢ª¢ì ¦ºöÂ×õ. 

ÀÊ 2 : Hyperlink ³ ì ¦ºöÂ×õ  

 
 
 
 
 
 
 
 
 
 
 
 
 
 

À¼õ 2 

À¼õ 3 

2 

1 
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ÀÊ  3: ´́Õí ¨½ôÒ ((link) ¦¦ºöÂ  ÀÀ¼õ 44þø  ¯ûªÐ  À�ÄÄ   
      Á¢ýÉ¢Âø Å¢Ã¢¾¡ª¢ø  (MS Excel) ¯ûª ANAK HAIWAN 
      ±ýÈ §¸¡ô¨Àò ¦¾ × ¦ºö¸. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  
 
¿¿¼ÅÊì¨¸ 3: À¼Å¢ø¨Ä (MS PowerPoint) ÁüÚõ Á¢ýÉ¢Âø Å¢Ã¢¾¡û     
             (MS Excel) ´Õí ¨½ôÒ ¦ºö¾ø. 
 

ÀÀÊ 1: Start           All Programs            MS Excel ³ ì   
       ¦ºöÂ×õ. 

ÀÊ 2 : File           Open          (ANAK HAIWAN) ¦¸¡ô¨À   
      ì ¦ºöÂ×õ. 
 
  
 
  

À¼õ 4 
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ÀÀÊ 3: À¼õ 5-þø ¯ûªÐ À�Ä ± Â ý Ì ¨Â   

      §¾÷ó¦¾Îì¸ôÀð¼ üÈ¨È ø(sel) IBU HAIWAN  ±ýÈ  
       º�ø¨Ä ¾ð¼îÍ ¦ºöÂ×õ. 
 

 
 
 
 
 
 
 
 
 
 
 
ÀÊ 4 : ± Â ý Ì ¨Â IBU HAIWAN  ±ýÈ º�ø ý §Áø  
       ¨ÅòÐ, ± Â ý ÅÄÐ ¨º¨Âì ¸¢ª¢ì ¦ºöÂ×õ. 

ÀÊ 5 : Hyperlink ³ ì ¦ºöÂ×õ 

 
 
 
 
 
 
 
 
 
 
 
 

À¼õ 5 

À¼õ 6 

4 
5 
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ÀÀÊ 6 :À¼õ 7ø ¯ûªÐ §À¡Ä ´Õí¸¢¨½ôÒ ¦ºöÂ À¼Å¢ø¨ÄÂ¢ø 
       (MS PowerPoint) IBU HAIWAN ±ýÈ §¸¡ô¨Àò ¾¢Èì¸×õ.   

 
 
 
 
 
 
 
 
 
 
 
¿¼ÅÊì¨¸ 4: ´Õí¸¢½ôÒ ¿¼ÅÊì¨¸Â¢ý ÓÊÅ¢¨Éô À¡÷ì¸×õ. 
  

ÀÊ 1 : slide show Å¢ý À¼¯Õ¨Åì ¸¢ª¢ì ¦ºöÂ×õ. 

           
 
 
 
 
 
 
 
 
 
 
 
 
 

À¼õ 7 

À¼õ 8 
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ÀÀÊ 2 : À¼Å¢ø¨Ä (MS PowerPoint) ÁüÚõ Á¢ýÉ¢Âø Å¢Ã¢¾¡ª¢ý   

        (MS Excel) ´Õí¸¢¨½ôÀ¢¨Éì ¸¡½, ANAK HAIWAN 
       ±ýÈ ¦º¡ø¨Äì ¸¢ª¢ì ¦ºöÂ×õ. 
ÀÊ 3 : Á¢ýÉ¢Âø Å¢Ã¢¾¡û  (MS Excel) ÁüÚõ À¼Å¢ø¨ÄÂ¢ý  

       (MS PowerPoint) ´Õí¸¢¨½ôÀ¢¨Éì ¸¡½, IBU HAIWAN 
        ±ýÈ ¦º¡ø¨Äì ¸¢ª¢ì ¦ºöÂ×õ. 
 
  
 
  
 
ÀÀÂ¢üº¢ 
¸£úì¸ñ¼ ¸ð¼¨ªì§¸üÀ ¦ºÂøÀÎ¸: 
 

1. Õ¸õ À¼õ ¸�ñ¼  ¸¡ð ø¨Ä¨Âò ¾Â¡÷ ¦ºöÐ 
À¼Å¢ø¨Ä ý (MS PowerPoint) ãÄÁ¡¸ò ¾Â¡÷ ¦ºöÐ 
¨ÅòÐûª Á¢ýÉ¢Âø Å¢Ã¢¾¡ª¢ø (MS Excel) ´Õí ¨½ì¸×õ.  

2. §¸û  1ø ¾Â¡÷ ¦ºö¾ ¸¡ð ø¨Ä¨Âì ¸¡ð À¼ ø¨Ä ø  
À ü Â¡¸ò ¾Â¡÷ ¦ºöÐ Á¢ýÉ¢Âø Å¢Ã¢¾¡ª¢ø (MS Excel) 
´Õí ¨½ì¸×õ. 
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¾¸Åø ¦¾¡¼÷Ò ¦¾¡Æ¢ø ÑðÀì 
 

 

¸üÈø «ÄÌ 
 
 
 
 
 
 
 
 
 
 
 

 

Á¢ýÉïºø ¯Ä¨¸ ¯Ä¡ 
ÅÕ¾ø 
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Á¢ý «ïºø ¯Ä¨¸ ¯Ä¡ ÅÕ¾ø 
 

¬ñÎ 3 
 
 
 
 
 

§¿¡ì¸õ: 
 
 

þôÀ¡¼ þÚ¾¢ìÌû Á¡½Å÷¸û: 
 
 

    Ò¾¢Â  Á¢ý  «ïºø  ¸½ì¸¢ø  À¾¢óÐ 

¦¸¡ûÅ÷ (akaun e-mel). 
    Á¢ý «ïº¨Äò ¾¢ÈóÐ ±ØÐ¾ø. 

    À¼ì§¸¡ô¨À þ¨½ò¾ø. 
    Á¢ý «ïºø ãÄõ À¢ýÉ¢¨½ôÒì 

§¸¡ô¨À «ÛôÒ¾ø. 
    Á¢ý    «ïºÄ¢ø    þ¨½ì¸ôÀð¼ì 
§¸¡ô¨Àò ¾¢Èò¾ø. 

    þ¨½ì¸ôÀð¼ì §¸¡ô¨Àî §ºÁ¢ò¾ø. 

  Á¢ý «ïºÄ¢Ä¢ÕóÐõ (akaun e-mel) 
þ¨½Âò¾ªò¾¢Ä¢ÕóÐõ ( Internet 
Eksplorer (IE) ¦Åª¢§ÂÚ¾ø. 
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¿¼ÅÊì¨¸ 1: Å¡Õí¸û, ¾¸Å¨Äô ÀÈ¢Á¡È¢ì ¦¸¡û§Å¡õ! 
 

1.¸£úì¸¡Ïõ Àò¾¢¨Â Å¡º¢. 
 
 
 
 
 
 
 

¸¢ „¡      ÌØÓ  ÈÂ¢ø      Õ    ¾¢Ãð ¼ð  ¼ò 
¾Â¡Ã¢ì¸ò   ¾í¸ª¢¼õ   ¾¡ÅÃí¸ª¢ý   À¼í¸  ª 
«ÛôÒÁ¡Ú        ¸ðÎì      ¦¸¡ñ¼¡  .     «Å 
«ò¾¢Ãð ¼ð  ¼   ¿¡  ª   ºÁ ôÀ¢ì¸     ÅñÎõ. 
¿£í¸û      ùÅ¡Ú     ¸¢ „¡ÕìÌ     «ôÀ¼í¸  ª 
Å¢  ÃÅ¡¸ «ÛôÒÅ£  ¸û? 

Å¢ ¼ 

 
 

 
 

 
 
 
 
 
 
 

2. ¸£§Æ ¯ý ¿ñÀÉ¢ý Á¢ý «ïºø Ó¸ÅÃ¢¨Â ±ØÐ¸: 
 

a)                                               @   
 
b)                                              @   

 
c)                                               @   
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¿¼ÅÊì¨¸ 2: Á¢ý «ïºø ãÄõ §¸¡ô¨À ±ØÐ¾ø; þ¨½ò¾ø. 

 
 
 

ÀÊ¿¢¨Ä 1 : ¾í¸ªÐ Á¢ý «ïºø ¸½ì¸¢ø (akaun e-mel) À¾¢× 
¦ºöÐ ¦¸¡ûª×õ. 

 

ÀÊ¿¢¨Ä 2 :  À¼õ 1-þø ¯ûª¨¾ô §À¡ø Á¢ýÉïº¨Äô 
 

ÀÊì¸×õ «ÛôÀ×õ Inbox -³ ¸¢ª¢ì ¦ºöÂ×õ. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

2 
 
 
 
 
 
 
À¼õ 2-³ §À¡ø ¸¡ðº¢ §¾¡ýÚõ. 

À¼õ 1 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

À¼õ 2 
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ÀÊ¿¢¨Ä 3 : À¼õ 3-þø ¯ûª¨¾ô §À¡ø Á¢ýÉïº¨Ä ±Ø¾ New - 
¨Å ¸¢ª¢ì ¦ºöÂ×õ. 

 

 
 
 
 
 
 
 

3 
 

3 
 
 
 
 

À¼õ 3 
 
 
 
 
 
 
 
 

À¼õ 4-³ §À¡ø ¸¡ðº¢ §¾¡ýÚõ. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

À¼õ 4 
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ÀÊ¿¢¨Ä 4 :  «.To ¦ÀðÊÂ¢ø ¿ñÀÃ¢ý Á¢ýÉïºø Ó¸ÅÃ¢¨Âò 
 

¾ð¼îÍ ¦ºöÂ×õ. 
 

¬. Subject ¦ÀðÊÂ¢ø Á¢ýÉïºÄ¢ý ¾¨Äô¨Àò 
 

¾ð¼îÍ ¦ºöÂ×õ. 
 

þ. ¦ºö¾¢¨Âî ¦ºö¾¢ ¦ÀðÊÂ¢ø ¾ð¼îÍ 
 

¦ºöÂ×õ. 
 
 
 
 
À¼õ 5-þý ¸¡ðº¢¨Â ̄ üÚ §¿¡ì¸×õ. 

 
 
 
 
 
 
 
 
 
 
 
 

5a 
 
 

5b 
 
 

5c 
 
 
 
 
 

À¼õ 5 
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5d 

5b 

5c 

 
 
 
 

ÀÊ¿¢¨Ä 5: §¸¡ô¨À þ¨½ì¸×õ. 
 

«. Attachment -³ ¸¢ª¢ì ¦ºöÂ×õ 
 

¬. My Documents -³ ¸¢ª¢ì ¦ºöÂ×õ 
 

þ. My Picture -³ þÃñÎ Ó¨È ¸¢ª¢ì ¦ºöÂ×õ 
 

®. ¯ÕÅôÀ¼ò¨¾ ( imej) §¾÷ó¦¾Îì¸×õ. 
 

¯. Open -³ ¸¢ª¢ì ¦ºöÂ×õ 
 
 
 

 
À¼õ 6-þý ¸¡ðº¢¨Â ̄ üÚ §¿¡ì¸×õ. 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
5a 

 
 
 
 
 
 
 
 
 

À¼õ 6 
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À¼õ 7-³ §À¡ø ¸¡ðº¢ §¾¡ýÚõ. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

À¼õ 7 
 

 
 
 

ÀÊ¿¢¨Ä 6:  À¼õ 8-þø ¯ûª¨¾ô §À¡ø Á¢ý «ïºø «ÛôÀ 

Send -³ ¸¢ª¢ì ¦ºöÂ×õ. 
 
 
 
 
 
 
 
 
 
 
 

6 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

À¼õ 8 
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À¼õ 9-³ §À¡ø ¸¡ðº¢ §¾¡ýÚõ. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

À¼õ 9 
 
 
 

¿¼ÅÊì¨¸ 3: Á¢ý «ïºø ¸½ì¸¢Ä¢ÕóÐ (Akaun e-mel) 
¦Åª¢§ÂÚ¾ø. 

 
 

ÀÊ¿¢¨Ä 1:  Sign Out -³ ¸¢ª¢ì ¦ºöÂ×õ. 
 
 
 
 
 
 

1 
 
 
 
 
 
 
 
 
 
 
 
 
 

À¼õ 10 
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¿¼ÅÊì¨¸ 4: Á¢ý «ïº¨Äô ÀÊò¾ø ÁüÚõ þ¨½ò¾ 
§¸¡ô¨Àò ¾¢Èò¾ø 

 

 
 
 

¯í¸û ¿ñÀ÷ ¯ÕÅôÀ¼õ ¦¸¡ñ¼ §¸¡ô¨À «ÛôÒ¸¢È¡÷. 
 
 
 
 
 

ÀÊ¿¢¨Ä 1: Á¢ý «ïºø ¸½ì¸¢ø (akaun e-mel) À¾¢× ¦ºöÐ 

¦¸¡ûª×õ. 
 

«. ¯í¸ª¢ý Á¢ý «ïºø Ó¸ÅÃ¢¨Âò ¾ð¼îÍ 
 

¦ºöÂ×õ. 
 

¬. ¸¼×î ¦º¡ø¨Äò ¾ð¼îÍ ¦ºöÂ×õ 

þ. Sign In -³ ̧ ¢ª¢ì ¦ºöÂ×õ 

®. Inbox -³ ¸¢ª¢ì ¦ºöÂ×õ. 
 
 
 
 

ÀÊ¿¢¨Ä 2:  À¼õ 11-þø ¯ûª¨¾ô §À¡ø ¾¡Á¨Ãô âÅ¢ý 
 

§¸¡ô¨Àì ¸¢ª¢ì ¦ºöÂ×õ. 
 

 
 
 
 
 
 
 
 
 
 

2 
 
 
 
 

À¼õ 11 
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À¼õ 12-³ §À¡ø ¸¡ðº¢ §¾¡ýÚõ 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
À¼õ 12 

 
 
 

 

ÀÊ¿¢¨Ä 3:  Download all attachments -³ ¸¢ª¢ì ¦ºöÂ×õ 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

3 
 
 
 
 
 

À¼õ 13 
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À¼õ 14-³ §À¡ø ¸¡ðº¢ §¾¡ýÚõ 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
À¼õ 14 

 
 
 
 
 

¿¼ÅÊì¨¸ 4: §¸¡ô¨Àî §ºÁ¢ò¾ø 
 
 
 
 

ÀÊ¿¢¨Ä 1: À¼õ 15-þø ¯ûª¨¾ô §À¡ø Download -³ ¸¢ª¢ì 
 

¦ºöÂ×õ 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

1 
À¼õ 15 
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ÀÊ¿¢¨Ä 2: À¼õ 16-þø ¯ûª¨¾ô §À¡ø Save -¨Å ¸¢ª¢ì 
 

¦ºöÂ×õ 
 
 
 
 
 
 
 
 
 
 
 

2 
 
 
 
 
 
 
 
 
 
 

À¼õ 16 
 
 
 
 

ÀÊ¿¢¨Ä 3:  My Documents -³ ¸¢ª¢ì ¦ºöÂ×õ 
 

ÀÊ¿¢¨Ä 4:  Save -³ ¸¢ª¢ì ¦ºöÂ×õ 
 
 
 
 
 
 
 
 
 
 
 
 
 

3 
 
 
 
 
 
 
 

À¼õ 17 



108 

 

 
 
 
 
 
 
 

ÀÊ¿¢¨Ä 5: Á¢ý «ïºø ¸½ì¨¸Ôõ (akaun e-mel) ÁüÚõ 
 

þ¨½Âò¾ªò¨¾Ôõ ( Internet Explorer (IE) ) 
 

ãÎ¾ø 
 

«. Sign Out -³ ¸¢ª¢ì ¦ºöÂ×õ 
 

 
 

¬.      -³ ¸¢ª¢ì ¦ºöÂ×õ 



 

 

 



 


