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˲ ⱳ˳

P͎ ˙ ᶆᾆẕ ϒיּ
P11̇ ꜛ︠ЄрЪЅϳЭ ʾῢיּ ΰΪיּ Ⱨ ‍ ᵊ⌠ χθϛχⱧ
P14̇ ꜛ︠ЄрЪЅϳЭ ʾῢיּ ΰΪיּ Ⱨ ‍ ᵊ⌠ τΣΪϥ ӪⱧ‮
P16̇ ꜛ︠ЄрЪЅϳЭ ʾῢיּ ΰΪיּ Power PointπχⱧ ‍ ᵊ⌠
P21̇ ꜛ︠ЄрЪЅϳЭ ʾῢיּ ΰΪיּ ZoomπχⱧ ‍ ᵊ⌠
P30 Σ Μ›ϩδ ῢ



ᶆᾆẕ ϒיּ
-ЪІЌ˔ -

2



¸Ⱨ ‍ЪІЌ˔χ ṍḧʿ2021 ͏Ὦ͍ ˢὮˣ˙͏Ὦ22 ˢὮˣβṍᾢᾗ︢

¸Ⱨ ‍ЪІЌ˔χ ʿhttps://www.dropbox.com/request/DfPFXTVUXrY7cMWljK7L

¸Ⱨ ‍ЪІЌ˔χ ʿיּ יּ

¸Ⱨ ‍ЪІЌ˔χТϮϱиʿPowerPoint

¸ЪІЌ˔ІжϱЖχ ʿPowerPoint χІжϱЖ10 ϬPDFᴟΰθϜχ

̞ˮ Ɫ ˯χἹ꜠πψσΨˮІжϱЖ˯χἹ꜠πPDF ΰοΨιήΜʻ

̞ᾖ ʼІжϱЖPDFχϙϬⱧ τϯАФк˔Жΰʼᴝ ϞРДϷД˔ЌψḯϙϘδϭʻ

¸PowerPoint χϯИЮ˔ЄдрτνΜοʿ PowerPoint ТϮϱиϬPDFᴟΰοϯАФк˔ЖΰοΜθιΨχ

πʼⱧ ‍ЪІЌ˔ТϮϱиχ⌠ Ⱳτψʼᾖ ϯИЮ˔ЄдрṐ ψ► ΰσΜπΨιήΜʻ

¸ ⌠ᾂχ Τϣʼᴦ πΚϦωʼ ІжϱЖτ ♃χיּ ρ Ϭ ϦοΨιήΜʻ

ЪІЌ˔ ͍
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¸ Ϸржϱрᵫ℗Ч˔ЅτϯАФк˔Жβϥ∑ʼPDFχЈϺвзГϰψ ΰσΜπΨιήΜʻ

¸ МϱО˔зрϼψ⌠ ḕẽτϢϤ ῟τσϥⱧΥΚϤϘβχπ► ΰσΜπΨιήΜʻ

¸ ψ πχ⌠ Ϭ ΰϘβʻ ЊТЕσς⌠ ḕẽτϢϤϽжД˔ЄдрΥ ᾝπΦσΜᴦ

ΥΚϤϘβʻ

¸ ТϮϱи ψʼˮ ‍ יּם_› ˯τ  ΰʼϯАФк˔ЖΰοΨιήΜˢ ʿK0000000_ ╦ ˣʻ

̞ ‍ ‹ψʼם ⱲτIDρẶτЮ˔иτοΣ ϣδΰοΜϘβʻ

¸ ṍḧ τ αם τ ΰο ᵕ ‍ήϦθ ›ψʼΩ χϜχϬ► ήδοΜθιΦϘβʻ

¸ ήϦθД˔Ќψʼ Ϭ“ϩγζχϘϘἿ∏ΜθΰϘβʻ

¸ ῇχ₯ Πʼ  ψԁ Σ ΪπΦϘδϭʻ

ЪІЌ˔ ͎
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ᶆᾆẕ ϒיּ
-ꜛ︠ЄрЪЅϳЭ-
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¸Ⱨ ‍ ᵊχ ṍḧʿ2021 ͏Ὦ͍ ˢὮˣ˙͏Ὦ22 ˢὮˣβṍᾢᾗ︢

¸Ⱨ ‍ ᵊχ ʿhttps://www.dropbox.com/request/HAF2bz0el4EJnDCNTkY4

¸Ⱨ ‍ ᵊχ יʿꜛ︠ЄрЪЅϳЭḼᵊּיּ

̞Ḽᵊ ☿ʾ ằσς ΥⱧיּ τ⌠ ΰθ ᵊψʼϯАФк˔Ж τḼᵊּיΥ︡ϤϘρϛʼḼᵊּיτ

ϢϥЎϴАϼϬ“μθῇʼꜛ︠ЄрЪЅϳЭπ► βϥ ᵊТϮϱиϬḼᵊּיτϢμοϯАФк˔Жΰο

ΜθιΦϘβϢΞτΣḻΜΜθΰϘβʻσΣʼ ρχיּ ᵊТϮϱиχẶ τνΜοψʼDropbox Ϟ

GoogleЖжϱУσςϬέ ΨιήΜʻ

¸Ⱨ ‍ ᵊχТϮϱиʿ PowerPoint ϜΰΨψZoomπ⌠ ΰθ ᵊ

¸PowerPoint ϜΰΨψZoomπ⌠ ΰθⱧ ‍ ᵊχ ήʿḼᵊ ☿ρ ằ ϬḯϚ60 ӟ ʻθι

ΰʼ60 Ϭ ΠσΜ ӤπʼḼᵊּי χ π Ϭ ΠοΜθιΨάρψᴦ πβʻ

βσΣʼ60 ρψʼḼᵊּיΥϯАФк˔Жβϥ ᵊТϮϱиχ ήχ›ὓⱲḧρσϤϘβʻ Πωʼ

ằּיΥ͏ ΣϤʼζχ͏ Υᶆ20 χ ᵊϬ⌠ ΰʼḼᵊּיΥϯАФк˔Жβϥ ᵊТϮϱиΥ͏νΚϥ

›ʼζϦϣ͏νχ ᵊТϮϱиχ ήχ›ὓψ60 ρσϤϘβʻζχθϛʼζϦӟ χТϮϱиψⱧ ‍

ᵊρΰοϯАФк˔ЖπΦϘδϭʻḼᵊּיᶆӡτΣΤϦϘΰοψʼⱧ ‍ ᵊχ ήχ›ὓⱲḧΥ60

Ϭ ΠσΜϢΞτЎϴАϼϬΰοΜθιΦʼϯАФк˔ЖϬΣḻΜΜθΰϘβʻ

β60 χⱧ ‍ ᵊτνΜοψʼḼᵊּיχϕΞπ χᾤ ᵊТϮϱиϬ͍ ᴟΰοΜθιΦϯАФк˔

ЖΰοΜθιΜοϜ ΜϘδϭΰʼ χᾤ ᵊТϮϱиϬ͍νχТ϶иЍτϘρϛοϯАФк˔Жΰο

ΜθιΜοϜ ΜϘδϭʻ ⇔ψ8Ч˔Ѕ Ϭέ ΨιήΜʻ

ꜛ︠ЄрЪЅϳЭ
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¸ ᵓ ψʼ60 Υ◙ ρ╥ᴥּיρχṳ χθϛχⱲḧρΰοᶆꜛ︠ЄрЪЅϳЭτ ήϦϘβʻ

¸Ⱨ χ κ›ϩδχθϛχⱲḧΥσΜθϛʼ◙ ρ╥ᴥּיρχṳ χθϛχⱲḧ τνΜοψ ᵓ

ϘπτḼᵊּיχ χϜρʼ ρↄϘδοΣΜοΨιήΜʻיּ

¸ᴝ ТϮϱиϞᵊ ТϮϱиσςʼ ᵊТϮϱи ( : MP3ʼWAVʼWMAʼJPGʼPNG) Ϭ► βϥάρ

ψπΦϘδϭʻТϮϱиἹ꜠ʿMP4ʼMOVʼWMVʼAVIʼFLVπχ⌠ ϬΣḻΜΰϘβʻ

̞PCχḕẽτֲốήϦτΨΜMP4πχ⌠ Ϭ ΰϘβʻ

¸ ṍḧ τ αם τ ΰο ᵕ ‍ήϦθ ›ψʼΩ χϜχϬ► ήδοΜθιΦϘβʻ

¸ ήϦθД˔Ќψʼ Ϭ“ϩγζχϘϘἿ∏ΜθΰϘβʻ

¸ ῇχ₯ Πʼ  ψԁ Σ ΪπΦϘδϭʻ

ꜛ︠ЄрЪЅϳЭ
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ϯАФк˔Жβϥ∑χΣḻΜˢḼᵊּיχ ϒˣ

¸Ḽᵊ ☿ Ϟᶆיּ ằּיΤϣχТϮϱиϬᾤ τϯАФк˔ЖβϥχπψσΨʼ1νχТ϶иЍτ

ϘρϛοТ϶иЍέρϯАФк˔ЖΰοΨιήΜʻζχ∑ʼТ϶иЍτ βϥᶆТϮϱиχ ψʼ

ˮḼᵊּי _Ḽᵊ ☿ יּ ˯ϞˮḼᵊּי _ ằּי ˯ρΰοΨιήΜʻ

¸Т϶иЍχ ψˮ _ ˯τΰοʼϯАФк˔ЖΰοΨιήΜˢ ʿʿJ000000_ ╦

ˣʻ̞ ‍ ‹ψʼם ⱲτIDρẶτЮ˔иτοΣ ϣδΰοΜϘβʻ

̞ḼᵊּיχϕΞπ χᾤ ᵊТϮϱиϬ͍ ᴟήϦϥ ›ψʼ͍ ᴟΰθТϮϱиχ Ϭˮ

_ ˯ρΰοʼζχТϮϱиϬϯАФк˔ЖΰοΨιήΜʻ

ꜛ︠ЄрЪЅϳЭ

8

ˮОЊЀрχТ϶иЍ˯ϬϼзАϼΰʼ
Ɫ χТ϶иЍϬ ΰοΨιήΜʻˮТϮϱиϬ ᴥ˯ϬϼзАϼβϥ



ᶆᾆẕ ϒיּ
-ῢ -
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¸Ⱨ ‍ ᵊχ ṍḧʿ2021 ͏Ὦ͍ ˢὮˣ˙͏Ὦ22 ˢὮˣβṍᾢᾗ︢

¸Ⱨ ‍ ᵊχ ʿhttps://www.dropbox.com/request/4fnDG1uAriKI7Bqx8rxS

¸Ⱨ ‍ ᵊχ ʿיּ יּ

¸Ⱨ ‍ ᵊχТϮϱиʿ PowerPoint ϜΰΨψZoomπ⌠ ΰθ ᵊ

¸PowerPoint ϜΰΨψZoomπ⌠ ΰθⱧ ‍ ᵊχ ήʿᶆ τνΦ12 ӟ

¸PowerPoint χϯИЮ˔ЄдрτνΜοʿЂ˔Н˔χ ʼ PowerPoint πψϯИЮ˔ЄдрṐ ψ►

ΰσΜπΨιήΜʻТϮϱи ψʼˮ ‍ יּם_› ˯τ  ΰʼϯАФк˔ЖΰοΨιήΜˢ ʿ

K0000000_ ╦ ˣʻ̞ ‍ ‹ψʼם ⱲτIDρẶτЮ˔иτοΣ ϣδΰοΜϘβʻ

¸ᴝ ТϮϱиϞᵊ ТϮϱиσςʼ ᵊТϮϱи ( : MP3̓ WAV̓ WMAʼJPG̓ PNG) Ϭ► βϥάρψ

πΦϘδϭʻТϮϱиἹ꜠ʿMP4̓ MOV̓ WMVʼAVI̓ FLVπχ⌠ ϬΣḻΜΰϘβʻ

βPCχḕẽτֲốήϦτΨΜMP4πχ⌠ Ϭ ΰϘβʻ

¸ ṍḧ τ αם τ ΰο ᵕ ‍ήϦθ ›ψʼΩ χϜχϬ► ήδοΜθιΦϘβʻ

¸ ήϦθД˔Ќψʼ Ϭ“ϩγζχϘϘἿ∏ΜθΰϘβʻ

¸ ῇχ₯ Πʼ  ψԁ Σ ΪπΦϘδϭʻ

ῢ
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ꜛ︠ЄрЪЅϳЭ ʾיּ
ῢ ΰΪיּ

Ⱨ ‍ ᵊ⌠ χ
θϛχⱧ

βṐ∙χ Υ σ ›ΥΚϤϘβʻ
ϛχέᶎ ϬΣḻΜΜθΰϘβʻ

11



Ⱨ ͍

Å Ṑ∙χᶎ

Ṑ∙ ӪⱧ‮

ОЊЀр Л˔ЕОЊЀрʾДІϼЕАФОЊЀрχ► Ϭ ΜθΰϘβʻ

Ыϱϼ Ыϱϼχ ГІЕϬ“μοΨιήΜʻ

ЫϱϼΥνΜοΜϥЛ˔ЕОЊЀрχ ›ψ ЫϱϼϬʼЫϱϼχνΜοΜσΜЛ˔ЕОЊЀрʾ

ДІϼЕАФОЊЀрϬ► βϥ ›ψᵰ ΪχЫϱϼϬνσΜπᴝ χ ᴝϬΣḻΜΰϘβʻ

ϸЮж Ḻ ΰ χיּםχϙέ ΨιήΜʻ

ϸЮжΥνΜοΜϥЛ˔ЕОЊЀрχ ›ψ ϸЮжϬʼϸЮжχνΜοΜσΜЛ˔ЕОЊЀрʾ

ДІϼЕАФОЊЀрϬ► βϥ ›ψᵰ ΪχϸЮжϬνσΜπם ᵊχ⌠ ϬΣḻΜΰϘβʻ

ᶎ ᵊϬ⌠ βϥ∑ψớ Τσ π╛ᴝΥ ϣσΜϢΞΣḻΜΰϘβʻ
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PowerPoint

ʾІжϱЖτᴝ Ϭ ᴝΜθιΦϘβʻН˔ЅдрτϢμοψϸЮжπέꜛ χḺϬ╖ֲΰʼ ᵊ
τ ϦοΜθιΨάρϜᴦ πβʻ

ʾ ⌠ψZoomϢϤ ╛πβΥʼІжϱЖέρτ ᵊ βⱧΥᴦ πβʻ
ʾ ЂϱЇψʼˮмϱЖˢ16:9ˣ˯πβʻˮ ˢ4:3ˣ˯ЂϱЇπϜἿ∏ᴦ πβΥʼζχ
›ψʼ ᵊ ꜘτσϣσΜⱧϬ ϛέ ΨιήΜʻ

Zoom
ʾ⌠ ψPowerPointϢϤḛ πβΥʼ Ṑ ΥσΜθϛʼ Υ σ ›ψʼΩ Τϣ╖Ϥ
ΰρσϤϘβʻ

Å Ⱨ ‍ ᵊ ⌠ϯФзϾ˔Єдрχᶎ

ӟᴞʼΜγϦΤχЊТЕϬ► ΜθιΦʼMP4χТϮϱиτο ᵊϬ⌠ ΰοΜθιΦϘβʻ

ςκϣΤέṆ χϯФзϾ˔ЄдрϬέ ΨιήΜʻ

13

Ⱨ ͎



ꜛ︠ЄрЪЅϳЭ ʾיּ

ῢ ΰΪיּ

Ⱨ ‍ ᵊ⌠

τΣΪϥ ӪⱧ‮
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¸◙ ήϦοΜϥʼζϦηϦχ ṛ χⱧ ‍ ᵊχ ήϬὨΰο ΠσΜπΨιήΜʻ Πθ ›ʼ

Ђ˔Н˔χ χḩἰΤϣ π ᵊΥ ϦϥάρΥΚϤʼᾆẕ Υ βϥᴦ ΥΚϤϘβʻ

¸ꜛ︠ЄрЪЅϳЭρῢ π ΜϥⱧ ‍ ᵊ χІжϱЖψʼӟᴞχ Ϥ⌠ Ϭέ ӛΜθΰϘβʻ

ӪⱧ‮

15

1 ם ʼ ♃יּ ʼ

͎ ˙ ᾆẕ ˢ ⌠ᾂχ Τϣʼᴦ πΚϦωʼ ІжϱЖτ ♃χיּ ρ Ϭ ϦοΨ
ιήΜˣ



ꜛ︠ЄрЪЅϳЭ ʾיּ
ῢ ΰΪיּ

Power Pointπχ
Ⱨ ‍ ᵊ
⌠

16



PowerPointπχ⌠

ᵊχᵫ◐

ψαϛτ

χІжϱЖϬέ ΜθιΦʼⱧ ‍ ᵊτᴥῬβϥӮχЀС˔ТϮϱиϬ⌠ ΰϘβʻ

σΣʼ ЫИвϯиψˮOffice 365 for Windows ˯Н˔ЅдрϬṁτӛ ήδοΜθιΦϘβʻ

ˮOffice 365 for Windows ˯ӟᵰχН˔ЅдрϬέ► χ ψάκϣτο ⌠ Ϭέᶎ ΨιήΜʻ

ІжϱЖЄд˔ϬЗй˔ЄдрρІжϱЖ Ϥ ΠχЌϱЬрϽρρϜτṜ βϥ

ÅН˔Ѕдрχᶎ https://dekiru.net/article/16917/

ÅOffice Power point 2016 ӟ χН˔ЅдрχΣ►Μχ ›ψʼϱрϸЮж τϢϥέꜛ χ╖ֲψπΦϘδϭʻζχ

›ψᴝ χϙ ᴝΰοΨιήΜʻ
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ᵊχ ⌠

Ṝ ϬϼзАϼβϥρʼ
3 ῇ ᵊΥᵫ◐ήϦϘβʻ
ᵫ◐ῇχ ⌠ОКи
Ҧ

ʾԁⱲ ♁ʿⱳχІжϱЖχ τ ♁ΰʼ
ⱳχІжϱЖΤϣ ΦΥ Υᴦ

ʾ ♁ʿ ᵊϬ ꜘІжϱЖχ π ♁

χІжϱЖ ⱳχІжϱЖ

Л˔ЕϬϼзАϼβϥρЛ˔Еτ
ΰθ Υ ꜘήϦϥʻ

ʾϼзϯʿ
ꜘІжϱЖϞ οχІжϱЖχᴝ ρᵊ Ϭ
⌡ άρΥπΦϘβʻ τΣ►ΜΨιήΜʻ

ʾ ʿ
ЫϱϼρϸЮжχ ΥπΦϘβʻ

ᾝ∕χІжϱЖχ ᵊⱲḧ/ ІжϱЖχ ᵊⱲḧ

ЧрϞЪϱрЌ˔χ► Ϝ
ᵊήϦϘβʻ

Ṝ ᵫ◐ῇτʼ
₮ τ Μ Υ ꜘήϦϘβʻ

Å ЫϱϼχϷрʾϷТ

Å ϸЮжχϷрʾϷТ

Å ϸЮжФйРв˔χϷрʾϷТ

ᵊχ ʻ
πϜʼṜ ήϦθᴝ Ϟֳ ψ ΠϘδϭʻ

PowerPointπχ⌠
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ІжϱЖ χ ᵊχᶎ χ▫

ᵊϬ ῇʼ PowerPointχ τ ϤϘβʻṜ ήϦθᴝ ρֳ ψζϦηϦχІжϱЖχ֒ᴞτ ꜘήϦϘβʻ

Ṝ τWeb ϸЮжΥ μοΜθ ›ψWeb ϸЮжΤϣχ ♁ᵊπβʻ

χІжϱЖϬ ᴝΰ ΰθΜρΦ

ᴝΰ ΰθΜІжϱЖϬ

ІжϱЖ χ ᵊχᶎ χ▫ ʿ
™ ЩЌрϬᴃβρʼᴝ ρֳ Υᶎ πΦϘβʻ
ᴝ χЩзв˔Эʼֳ χӡ ϞЂϱЇϜ ᴦ πβʻ

ІжϱЖЄд˔χṜ ϬϼзАϼ

ᾝ∕χІжϱЖΤϣṜ ϬϼзАϼ

PowerPointπχ⌠
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ᵊТϮϱиχ⌠

γʼˮṜ ήϦθЌϱЬрϽρЗй˔ЄдрϬ► βϥ˯Ϭ ʻ

ТϮϱи ψ ‍ יּםˊ› τ  ΰʼ
ТϮϱиχ ψMPEG-4РДϷτ ΰοΨιήΜʻ

PowerPointπχ⌠

20



ꜛ︠ЄрЪЅϳЭ ʾיּ
ῢ ΰΪיּ

Zoomπχ
Ⱨ ‍ ᵊ
⌠

21



Zoomπχ⌠

ZoomϯϸϳрЕχ︡

Zoomχ ᵊṐ Ϭ► ΰθΜ ›ʼZoomϯϸϳрЕχ Υ πβʻ

Zoom῝꜠Ш˔ЭЧ˔ЅτϯϼЈІΰʼˮЂϱрϯАФψ πβ˯ϬϼзАϼΰοϯϸϳрЕϬ︡ ΨιήΜʻ

https://zoom.us/

ZoomϯФзϾ˔ЄдрχЍϳрк˔Ж

έꜛ ΥΣⱱκχ τ ᴂΰθϜχϬϱрІЕ˔иΰοΨιήΜʻ

https://zoom.us/download#client_4meeting

ṜURLτϯϼЈІΰʼˮЬ˔ГϰрϽ ZoomϼжϱϯрЕ˯ΤϣЍϳрк˔ЖΰοΨιήΜʻ

Ѝϳрк˔ЖήϦθϯФзϬϼзАϼβϥρʼϯФзχϱрІЕ˔иΥ◐ϘϤϘβʻ

Ђϱрϱрᵊ Υ ꜘήϦθϣϱрІЕ˔иḁ πβʻ

22



ṛЬ˔ГϰрϽϬ κ Ϋϥ

Ϭ δγτʼꜛ ιΪχ ṛЬ˔ГϰрϽϬᵫ◐ΰϘβʻ

ZoomЬ˔ГϰрϽ χйЀ˔ДϰрϽṐ Ϭ► ΰʼꜛϣχ ◓Ϭ ᵊΰϘβʻ

ᵫ◐χ τ ϬↄϘδοΨιήΜҦ

β γЎϴАϼϬ ϦοΨιήΜʻ

Zoomπχ⌠

23



ᴝ ρֳ χᶎ ʻ

ЫϱϼϜϸЮжϬ γϷрτΰοΨιήΜʻ

ᵊβϥ τʼЀрСв˔ЌχϷ˔ДϰϷГІЕϬם☼ΰοΨιήΜʻ

Ϸ˔ДϰϷ ϬϼзАϼβϥρʼϢϤ⇔ΤΜ Ϝᴦ πβʻ

Zoomπχ⌠

24



ꜛ χᵊ ϬϯАФк˔ЖβϥάρϜπΦϘβ�/

ᴠ ὂχ

ᴠ ὂρΰοʼꜛ πᵊ ϬϯАФк˔ЖβϥάρϜπΦϘβʻ

ʿϸЮжΥ16:9τ ήϦοΜϥ ›ʼ1280СϼЈи˷720СϼЈиʼϘθψ1920СϼЈи˷1080СϼЈиΥΩ

Ϝ ΰθЂϱЇρσϤϘβʻ

Zoomπχ⌠
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