
 

 
 

 



 

 

1 

 

ʅʘʮʽʦʥʘʣʴʥʘ ʘʢʘʜʝʤʽʷ ʧʝʜʘʛʦʛʽʯʥʠʭ ʥʘʫʢ ʋʢʨʘʾʥʠ 
ɯʥʩʪʠʪʫʪ ʽʥʬʦʨʤʘʮʽʡʥʠʭ ʪʝʭʥʦʣʦʛʽʡ ʽ ʟʘʩʦʙʽʚ ʥʘʚʯʘʥʥʷ 

 
 
 

 
 

ʃʠʪʚʠʥʦʚʘ ʉʚʽʪʣʘʥʘ ɻʨʠʛʦʨʽʚʥʘ  

 
 

ʄʝʪʦʜʠʢʘ  
ʧʨʦʝʢʪʫʚʘʥʥʷ ʪʘ ʚʠʢʦʨʠʩʪʘʥʥʷ 

ʭʤʘʨʦ ʦʨʽʻʥʪʦʚʘʥʦʛʦ 
ʥʘʚʯʘʣʴʥʦʛʦ ʩʝʨʝʜʦʚʠʱʘ 
ʟʘʛʘʣʴʥʦʦʩʚʽʪʥʴʦʛʦ 
ʥʘʚʯʘʣʴʥʦʛʦ ʟʘʢʣʘʜʫ 

 
 
 

ʄʝʪʦʜʠʯʥʽ ʨʝʢʦʤʝʥʜʘʮʽʾ 

 
 
 
 
 
 
 
 
 
 

ʂʠʾʚ - çʂʦʤʧʨʠʥʪè 
2015 

 
 
 
 



 

 

2 

 

ʋɼʂ 004.77(083.12) 
ɹɹʂ  32.973.202 8̫2 
         ʃ 64  

 
ʈʝʢʦʤʝʥʜʦʚʘʥʦ ʜʦ ʜʨʫʢʫ  ɺʯʝʥʦʶ ʨʘʜʦʶ ɯʥʩʪʠʪʫʪʫ ʽʥʬʦʨʤʘʮʽʡʥʠʭ  

ʪʝʭʥʦʣʦʛʽʡ ʽ ʟʘʩʦʙʽʚ ʥʘʚʯʘʥʥʷ ʅɸʇʅ ʋʢʨʘʾʥʠ 
(ʇʨʦʪʦʢʦʣ ˉ 8 ʚʽʜ 24.09.2015 ʨ.) 

  
ʈʝʮʝʥʟʝʥʪʠ:  
ʇʽʥʯʫʢ ʆ.ʇ., ʢʘʥʜ. ʧʝʜ. ʥʘʫʢ, ʩ. ʥ .ʩ. (ɯʥʩʪʠʪʫʪ ʽʥʬʦʨʤʘʮʽʡʥʠʭ 
ʪʝʭʥʦʣʦʛʽʡ ʽ ʟʘʩʦʙʽʚ ʥʘʚʯʘʥʥʷ ʅɸʇʅ ʋʢʨʘʾʥʠ) 
ʐʠʰʢʽʥʘ ʄ. ʇ., ʢʘʥʜ. ʬʽʣʦʩʦʬʩʴʢʠʭ ʥʘʫʢ, c. ʥ .ʩ. (ɯʥʩʪʠʪʫʪ 
ʽʥʬʦʨʤʘʮʽʡʥʠʭ ʪʝʭʥʦʣʦʛʽʡ ʽ ʟʘʩʦʙʽʚ ʥʘʚʯʘʥʥʷ ʅɸʇʅ ʋʢʨʘʾʥʠ) 

 
  
ʃ 64 
 
 
 

ʃʠʪʚʠʥʦʚʘ ʉ. ɻ. ʄʝʪʦʜʠʢʘ ʧʨʦʝʢʪʫʚʘʥʥʷ ʪʘ ʚʠʢʦʨʠʩʪʘʥʥʷ 
ʭʤʘʨʦ ʦʨʽʻʥʪʦʚʘʥʦʛʦ ʥʘʚʯʘʣʴʥʦʛʦ ʩʝʨʝʜʦʚʠʱʘ 
ʟʘʛʘʣʴʥʦʦʩʚʽʪʥʴʦʛʦ ʥʘʚʯʘʣʴʥʦʛʦ ʟʘʢʣʘʜʫ : ʤʝʪʦʜʠʯʥʽ 
ʨʝʢʦʤʝʥʜʘʮʽʾ  / ʉ. ɻ.  ʃʠʪʚʠʥʦʚʘ ï ʂʠʾʚ. : ʂʦʤʧʨʠʥʪ, 2015. ï
 280 c.; ʽʣ. 295 
 ISBN 978-617-7202-98-0 
 
ʄʝʪʦʜʠʯʥʽ ʨʝʢʦʤʝʥʜʘʮʽʾ ʧʨʠʟʥʘʯʝʥʦ ʜʣʷ ʚʠʢʦʨʠʩʪʘʥʥʷ ʚ 

ʥʘʚʯʘʣʴʥʠʭ ʟʘʢʣʘʜʘʭ ʧʽʜ ʯʘʩ ʧʨʦʝʢʪʫʚʘʥʥʷ ʭʤʘʨʦ ʦʨʽʻʥʪʦʚʘʥʦʛʦ 
ʥʘʚʯʘʣʴʥʦʛʦ ʩʝʨʝʜʦʚʠʱʘ (ʍʆʅʉ) ʚ Office 365. 

ʋ ʤʝʪʦʜʠʯʥʠʭ ʨʝʢʦʤʝʥʜʘʮʽʷʭ ʨʦʟʢʨʠʪʦ ʦʩʥʦʚʠ ʧʨʦʝʢʪʫʚʘʥʥʷ 
ʍʆʅʉ ʥʘ ʨʽʚʥʷʭ ʢʝʨʽʚʥʠʢʘ, ʚʯʠʪʝʣʷ ʽʥʬʦʨʤʘʪʠʢʠ, ʚʯʠʪʝʣʷ-
ʧʨʝʜʤʝʪʥʠʢʘ ʪʘ ʫʯʥʷ. ʇʦʜʘʥʦ ʤʝʪʦʜʠʢʫ ʚʠʢʦʨʠʩʪʘʥʥʷ ʭʤʘʨʥʠʭ 
ʩʝʨʚʽʩʽʚ Office 365: Sway, OneNote Classroom, Skype (Lync) Online, 
ʝʣʝʢʪʨʦʥʥʦʾ ʧʦʰʪʠ Outlook Online, ʝʣʝʢʪʨʦʥʥʦʛʦ ʢʘʣʝʥʜʘʨʷ, 
ʪʝʢʩʪʦʚʦʛʦ ʨʝʜʘʢʪʦʨʘ Word Online, ʝʣʝʢʪʨʦʥʥʦʾ ʢʥʠʛʠ Excel Online, 
ʝʣʝʢʪʨʦʥʥʦʛʦ ʟʘʧʠʩʥʠʢʘ OneNote, ʨʝʜʘʢʪʦʨʘ ʧʨʝʟʝʥʪʘʮʽʡ 
PowerPoint Online ʪʘ ʩʘʡʪʽʚ, ʨʦʟʨʦʙʣʝʥʠʭ ʫ ʩʝʨʝʜʦʚʠʱʽ SharePoint. 
ʌʦʨʤʫʚʘʥʥʷ ʢʫʣʴʪʫʨʠ ʩʧʽʣʢʫʚʘʥʥʷ ʟʘ ʜʦʧʦʤʦʛʠ ʤʠʪʪʻʚʠʭ 
ʧʦʚʽʜʦʤʣʝʥʴ, ʦʙʛʦʚʦʨʝʥʥʷ ʘʢʪʫʘʣʴʥʠʭ ʧʠʪʘʥʴ ʧʨʦʧʦʥʫʻʪʴʩʷ 
ʟʘʩʦʙʘʤʠ  ʤʝʨʝʞʽ Yammer. 

ɼʣʷ ʫʯʠʪʝʣʽʚ ʟʘʛʘʣʴʥʦʦʩʚʽʪʥʽʭ ʥʘʚʯʘʣʴʥʠʭ ʟʘʢʣʘʜʽʚ, ʩʪʫʜʝʥʪʽʚ 
ʧʝʜʘʛʦʛʽʯʥʠʭ ɺʅɿ, ʩʣʫʭʘʯʽʚ ʢʫʨʩʽʚ ɯʇʇʆ. 

  
 

                                                                        ʋɼʂ 004.77(083.12) 
ɹɹʂ  32.973.202 8̫2 

         ISBN 978-617-7202-98-0 
 

         É ʉ. ɻ. ʃʠʪʚʠʥʦʚʘ 



 

 

3 

 

ɺʉʊʋʇ 

ʅʠʥʽ ʦʩʚʽʪʘ ʻ ʩʪʨʘʪʝʛʽʯʥʠʤ ʨʝʩʫʨʩʦʤ ʧʦʣʽʧʰʝʥʥʷ ʜʦʙʨʦʙʫʪʫ 
ʣʶʜʝʡ, ʘ ʪʘʢʦʞ ʝʢʦʥʦʤʽʯʥʦʛʦ ʟʤʽʮʥʝʥʥʷ ʜʝʨʞʘʚʠ, ʾʾ ʘʚʪʦʨʠʪʝʪʫ ʽ 
ʢʦʥʢʫʨʝʥʪʦʩʧʨʦʤʦʞʥʦʩʪʽ ʥʘ ʩʚʽʪʦʚʽʡ ʘʨʝʥʽ, ʙʝʟʩʫʤʥʽʚʥʦ, 
ʽʥʬʦʨʤʘʪʠʟʘʮʽʷ ʦʩʚʽʪʥʴʦʾ ʛʘʣʫʟʽ, ʾʾ ʫʥʦʨʤʫʚʘʥʥʷ ʚʽʜʧʦʚʽʜʥʦ ʟ 
ʤʽʞʥʘʨʦʜʥʠʤʠ ʩʪʘʥʜʘʨʪʘʤʠ ʽ ʚʠʤʦʛʘʤʠ ʩʫʯʘʩʥʦʩʪʽ ʻ ʟʘʚʜʘʥʥʷʤ 
ʧʝʨʰʦʯʝʨʛʦʚʦʛʦ ʟʥʘʯʝʥʥʷ. 

XXI ʩʪ. ½ ʮʝ ʩʪʦʣʽʪʪʷ ʽʥʬʦʨʤʘʮʽʾ ʪʘ ʥʘʫʢʦʚʠʭ ʟʥʘʥʴ, ʪʦʤʫ 
ʩʠʩʪʝʤʘ ʦʩʚʽʪʠ ʧʦʚʠʥʥʘ ʚʠʨʽʰʫʚʘʪʠ ʧʨʠʥʮʠʧʦʚʦ ʥʦʚʫ ʛʣʦʙʘʣʴʥʫ 
ʧʨʦʙʣʝʤʫ, ʧʦʚ'ʷʟʘʥʫ ʟ ʧʽʜʛʦʪʫʚʘʥʥʷʤ ʤʽʣʴʡʦʥʽʚ ʣʶʜʝʡ ʜʦ ʞʠʪʪʷ ʽ 
ʜʽʷʣʴʥʦʩʪʽ ʚ ʘʙʩʦʣʶʪʥʦ ʥʦʚʠʭ ʜʣʷ ʥʠʭ ʫʤʦʚʘʭ ʽʥʬʦʨʤʘʮʽʡʥʦ-
ʤʦʙʽʣʴʥʦʛʦ ʩʚʽʪʫ.  

ʋ ʩʚʽʪʽ ʽʥʬʦʨʤʘʮʽʡʥʠʭ ʪʝʭʥʦʣʦʛʽʡ, ʤʘʶʯʠ ʚʽʣʴʥʠʡ ʜʦʩʪʫʧ ʜʦ ʇʂ ʽ 
ʤʝʨʝʞʽ ɯʥʪʝʨʥʝʪ, ʢʦʞʥʘ ʦʩʦʙʠʩʪʽʩʪʴ ʤʘʻ ʙʫʪʠ ʢʦʤʧôʶʪʝʨʥʦ-
ʛʨʘʤʦʪʥʦʶ, ʧʨʘʛʥʫʪʠ ʜʦ ʩʘʤʦʦʩʚʽʪʠ ʽ ʩʘʤʦʚʜʦʩʢʦʥʘʣʝʥʥʷ, 
ʧʨʦʜʫʢʪʠʚʥʦ ʦʧʨʘʮʴʦʚʫʚʘʪʠ ʢʦʨʠʩʥʫ ʽʥʬʦʨʤʘʮʽʶ ʽ ʚʠʢʦʨʠʩʪʦʚʫʚʘʪʠ 
ʟʜʦʙʫʪʽ ʟʥʘʥʥʷ ʜʣʷ ʨʦʟʚôʷʟʘʥʥʷ ʢʦʥʢʨʝʪʥʠʭ ʧʨʦʙʣʝʤ.  

ʅʘʫʢʦʚʦ-ʪʝʭʥʽʯʥʠʡ ʧʨʦʛʨʝʩ ʽ ʩʫʯʘʩʥʽ ʤʝʪʦʜʠ ʽ ʟʘʩʦʙʠ ʥʘʚʯʘʥʥʷ 
ʚʩʪʘʥʦʚʣʶʶʪʴ ʧʝʨʝʜ ʦʨʛʘʥʽʟʘʪʦʨʘʤʠ ʥʘʚʯʘʣʴʥʦʛʦ ʧʨʦʮʝʩʫ ʥʦʚʽ 
ʟʘʚʜʘʥʥʷ ï ʚʜʦʩʢʦʥʘʣʝʥʥʷ ʡ ʦʥʦʚʣʝʥʥʷ ʟʤʽʩʪʫ ʥʘʚʯʘʣʴʥʠʭ ʧʨʦʛʨʘʤ 
ʧʨʝʜʤʝʪʽʚ ʽʟ ʤʝʪʦʶ ʧʦʢʨʘʱʝʥʥʷ ʷʢʦʩʪʽ ʥʘʚʯʘʥʥʷ ʽ ʧʽʜʛʦʪʦʚʢʠ 
ʚʩʝʙʽʯʥʦ ʨʦʟʚʠʥʝʥʠʭ ʫʯʥʽʚ ʟʘʛʘʣʴʥʦʦʩʚʽʪʥʽʭ ʪʘ ʤʘʛʽʩʪʨʽʚ ʚʠʱʠʭ 
ʥʘʚʯʘʣʴʥʠʭ ʟʘʢʣʘʜʽʚ. ʆʜʥʠʤ ʽʟ ʩʧʦʩʦʙʽʚ ʨʦʟʚôʷʟʘʥʥʷ ʮʴʦʛʦ ʟʘʚʜʘʥʥʷ 
ʤʦʞʝ ʩʪʘʪʠ ʚʠʢʦʨʠʩʪʘʥʥʷ ʥʦʚʽʪʥʽʭ ʽʥʬʦʨʤʘʮʽʡʥʠʭ ʪʝʭʥʦʣʦʛʽʡ, ʷʢʽ 
ʟʥʘʯʥʦ ʧʽʜʚʠʱʫʶʪʴ ʝʬʝʢʪʠʚʥʽʩʪʴ ʨʦʙʦʪʠ ʦʩʥʦʚʥʠʭ ʫʯʘʩʥʠʢʽʚ ʧʨʦʮʝʩʫ 
ʥʘʚʯʘʥʥʷ ï ʧʝʜʘʛʦʛʽʚ, ʩʪʫʜʝʥʪʽʚ ʪʘ ʫʯʥʽʚ. 

ʅʘ ʜʦʧʦʤʦʛʫ ʦʨʛʘʥʽʟʘʪʦʨʘʤ ʥʘʚʯʘʣʴʥʦʛʦ ʧʨʦʮʝʩʫ ʧʨʠʭʦʜʷʪʴ 
ʟʘʩʦʙʠ ʥʦʚʽʪʥʽʭ ʽʥʬʦʨʤʘʮʽʡʥʠʭ ʪʝʭʥʦʣʦʛʽʡ, ʱʦ ʟʘʙʝʟʧʝʯʫʶʪʴ 
ʩʪʚʦʨʝʥʥʷ ʧʝʨʩʦʥʘʣʴʥʠʭ ʙʣʦʛʽʚ, ʚʠʢʦʨʠʩʪʘʥʥʷ ʩʠʩʪʝʤ ʧʽʜʪʨʠʤʫʚʘʥʥʷ 
ʜʠʩʪʘʥʮʽʡʥʦʛʦ ʥʘʚʯʘʥʥʷ (LMS), ʩʝʨʚʽʩʽʚ Office 365 ʪʘ ʽʥʪʝʛʨʘʮʽʾ ʾʭ ʫ 
ʭʤʘʨʦ ʦʨʽʻʥʪʦʚʘʥʽ ʩʝʨʝʜʦʚʠʱʘ ʜʣʷ ʟʘʙʝʟʧʝʯʝʥʥʷ ʚʩʝʜʦʩʪʫʧʥʦʩʪʽ ʽ 
ʥʘʚʯʘʣʴʥʦʾ ʤʦʙʽʣʴʥʦʩʪʽ.  ʊʝʥʜʝʥʮʽʻʶ ʨʦʟʚʠʪʢʫ ʩʫʯʘʩʥʦʛʦ ʦʩʚʽʪʥʴʦʛʦ 
ʩʝʨʝʜʦʚʠʱʘ ʻ ʧʦʩʪʫʧʦʚʠʡ ʧʝʨʝʭʽʜ ʜʦ ʚʠʢʦʨʠʩʪʘʥʥʷ ʭʤʘʨʦ 
ʦʨʽʻʥʪʦʚʘʥʠʭ ʧʣʘʪʬʦʨʤ ʧʦʩʪʘʯʘʥʥʷ ʩʝʨʚʽʩʽʚ ʽ ʧʨʦʛʨʘʤʥʦʛʦ 
ʟʘʙʝʟʧʝʯʝʥʥʷ, ʚʽʨʪʫʘʣʽʟʘʮʽʷ ʩʝʨʚʽʩʽʚ, ʘ ʪʘʢʦʞ ʚʠʢʦʨʠʩʪʘʥʥʷ ʾʭ ʷʢ 
ʧʦʩʣʫʛʠ. ɺʩʝ ʮʝ ʧʨʠʟʚʦʜʠʪʴ ʜʦ ʧʨʠʥʮʠʧʦʚʦʾ ʟʤʽʥʠ ʧʽʜʭʦʜʽʚ ʜʦ 
ʧʨʦʝʢʪʫʚʘʥʥʷ ʽ ʦʨʛʘʥʽʟʘʮʽʾ ʩʝʨʝʜʦʚʠʱʘ, ʦʙôʻʜʥʘʥʥʷ ʧʨʦʮʝʩʽʚ ʫ ʡʦʛʦ 
ʩʪʨʫʢʪʫʨʽ ʥʘ ʙʘʟʽ ʻʜʠʥʦʾ ʧʣʘʪʬʦʨʤʠ, ʱʦ ʚʠʚʦʜʠʪʴ ʥʘ ʧʝʨʰʠʡ ʧʣʘʥ 
ʧʨʦʙʣʝʤʫ ʤʦʜʝʣʶʚʘʥʥʷ ʽ ʽʥʪʝʛʨʘʮʽʾ ʩʝʨʚʽʩʽʚ.  

ʊʘʢʠʤ ʯʠʥʦʤ, ʧʦʷʚʘ ʚʠʩʦʢʦʪʝʭʥʦʣʦʛʽʯʥʠʭ ʧʣʘʪʬʦʨʤ ʥʘʚʯʘʥʥʷ ʥʘ 
ʦʩʥʦʚʽ ʭʤʘʨʥʠʭ ʦʙʯʠʩʣʝʥʴ, ʚʠʢʦʨʠʩʪʘʥʥʷ ʩʝʨʚʽʩʽʚ ʘʜʘʧʪʠʚʥʠʭ 
ʽʥʬʦʨʤʘʮʽʡʥʦ-ʢʦʤʫʥʽʢʘʮʽʡʥʠʭ ʤʝʨʝʞ, ʟʘʩʦʙʽʚ ʚʽʨʪʫʘʣʴʥʦʛʦ ʽ 
ʤʦʙʽʣʴʥʦʛʦ ʥʘʚʯʘʥʥʷ ʻ ʧʝʚʥʠʤ ʢʨʦʢʦʤ ʥʘ ʰʣʷʭʫ ʚʠʨʽʰʝʥʥʷ ʧʨʦʙʣʝʤ 
ʜʦʩʪʫʧʥʦʩʪʽ ʽ ʷʢʦʩʪʽ ʥʘʚʯʘʥʥʷ. ɺ ʫʤʦʚʘʭ ʭʤʘʨʦ ʦʨʽʻʥʪʦʚʘʥʦʛʦ 
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ʥʘʚʯʘʣʴʥʦʛʦ ʩʝʨʝʜʦʚʠʱʘ ʨʦʟʰʠʨʶʶʪʴʩʷ ʤʝʞʽ ʜʦʩʪʫʧʫ ʜʦ ʷʢʽʩʥʠʭ 
ʝʣʝʢʪʨʦʥʥʠʭ ʨʝʩʫʨʩʽʚ, ʱʦ ʚʦʣʦʜʽʶʪʴ ʪʘʢʠʤʠ ʽʥʥʦʚʘʮʽʡʥʠʤʠ 
ʭʘʨʘʢʪʝʨʠʩʪʠʢʘʤʠ, ʷʢ ʘʜʘʧʪʠʚʥʽʩʪʴ, ʤʦʙʽʣʴʥʽʩʪʴ, ʧʦʚʥʦʤʘʩʰʪʘʙʥʘ 
ʽʥʪʝʨʘʢʪʠʚʥʽʩʪʴ, ʚʽʣʴʥʠʡ ʤʝʨʝʞʥʠʡ ʜʦʩʪʫʧ, ʫʥʽʬʽʢʦʚʘʥʘ 
ʽʥʬʨʘʩʪʨʫʢʪʫʨʘ, ʟʘʙʝʟʧʝʯʝʥʥʷ ʫʥʽʚʝʨʩʘʣʴʥʦʛʦ ʧʽʜʭʦʜʫ ʜʦ ʨʦʙʦʪʠ. 
ʊʦʤʫ ʨʝʘʣʽʟʘʮʽʷ ʧʨʠʥʮʠʧʽʚ ʷʢʦʩʪʽ ʽ ʜʦʩʪʫʧʥʦʩʪʽ ʦʩʚʽʪʠ ʩʪʘʶʪʴ 
ʦʩʥʦʚʥʠʤʠ ʟʘʩʘʜʘʤʠ ʬʦʨʤʫʚʘʥʥʷ ʽ ʨʦʟʚʠʪʢʫ ʭʤʘʨʦ ʦʨʽʻʥʪʦʚʘʥʦʛʦ 
ʥʘʚʯʘʣʴʥʦʛʦ ʩʝʨʝʜʦʚʠʱʘ ʥʘ ʩʴʦʛʦʜʥʽʰʥʴʦʤʫ ʝʪʘʧʽ ʨʦʟʚʠʪʢʫ 
ʩʫʩʧʽʣʴʩʪʚʘ ʥʝʦʙʭʽʜʥʦ ʫ ʰʢʦʣʘʭ ʩʪʚʦʨʶʚʘʪʠ ʥʦʚʽʪʥʻ ʥʘʚʯʘʣʴʥʝ 
ʩʝʨʝʜʦʚʠʱʝ, ʚ ʷʢʦʤʫ ʚʽʜʙʫʚʘʻʪʴʩʷ ʬʦʨʤʫʚʘʥʥʷ ʚʤʽʥʴ ʽ ʥʘʚʠʯʦʢ XXI 
ʩʪʦʣʽʪʪʷ 

ʉʬʦʨʤʫʚʘʪʠ ʥʘʚʠʯʢʠ ʪʘ ʚʤʽʥʥʷ XXI ʩʪ. ʤʦʞʥʘ ʪʽʣʴʢʠ ʟʘ ʜʦʧʦʤʦʛʠ 
ʟʘʩʪʦʩʫʚʘʥʥʷ ʥʦʚʠʭ ʤʝʪʦʜʽʚ ʪʘ ʝʣʝʤʝʥʪʽʚ ʨʽʟʥʠʭ ʩʫʯʘʩʥʠʭ ʦʩʚʽʪʥʽʭ 
ʪʝʭʥʦʣʦʛʽʡ. ʈʝʬʦʨʤʘ ʦʩʚʽʪʠ ʚ ʋʢʨʘʾʥʽ ʧʝʨʝʜʙʘʯʘʻ ʬʦʨʤʫʚʘʥʥʷ ʚ 
ʫʯʥʽʚ ʪʘ ʩʪʫʜʝʥʪʽʚ ʥʘʚʠʯʦʢ ʩʘʤʦʩʪʽʡʥʦʾ ʨʦʙʦʪʠ ʟ ʽʥʬʦʨʤʘʮʽʡʥʠʤʠ 
ʪʝʭʥʦʣʦʛʽʷʤʠ, ʧʝʨʝʜʫʩʽʤ ʧʦʰʫʢʫ, ʘʥʘʣʽʟʫ ʪʘ ʬʽʣʴʪʨʫʚʘʥʥʷ ʚʘʞʣʠʚʠʭ ʽ 
ʧʦʪʨʽʙʥʠʭ ʚʽʜʦʤʦʩʪʝʡ.  

ʉʫʯʘʩʥʠʡ ʫʯʝʥʴ ʟʥʘʯʥʫ ʯʘʩʪʠʥʫ ʯʘʩʫ ʧʨʦʚʦʜʠʪʴ ʚ ʤʝʨʝʞʽ 
ɯʥʪʝʨʥʝʪ ʽ ʱʦʙ ʮʝʡ ʯʘʩ ʚʽʥ ʧʨʦʚʦʜʠʚ ʟ ʢʦʨʠʩʪʶ, ʤʦʞʥʘ ʩʪʚʦʨʶʚʘʪʠ 
ʥʘʚʯʘʣʴʥʽ ʪʘ ʩʦʮʽʘʣʴʥʽ ʧʨʦʝʢʪʠ, ʟ ʚʠʢʦʨʠʩʪʘʥʥʷʤ ʭʤʘʨʥʠʭ ʩʝʨʚʽʩʽʚ. 

ʊʘʢ̔ ʪʝʥʜʝʥʮʽʾ ʩʪʨʽʤʢʦʛʦ ʨʦʟʚʠʪʢʫ ʽʥʬʦʨʤʘʮʽʡʥʦ-ʢʦʤʫʥʽʢʘʮʽʡʥʠʭ 
ʪʝʭʥʦʣʦʛʽʡ, ʘ ʩʘʤʝ ʭʤʘʨʥʠʭ ʩʝʨʚʽʩʽʚ, ʩʪʘʶʪʴ ʧʨʦʚʽʜʥʠʤʠ ʫ ʚʠʨʽʰʝʥʥʽ 
ʥʠʟʢʠ ʧʨʦʙʣʝʤ ʟʘʛʘʣʴʥʦʾ ʩʝʨʝʜʥʴʦʾ ʦʩʚʽʪʠ. ʊʦʤʫ ʟʘʧʨʦʚʘʜʞʝʥʥʷ  
ʭʤʘʨʦ   ʦʨʽʻʥʪʦʚʘʥʠʭ ʥʘʚʯʘʣʴʥʠʭ ʩʝʨʝʜʦʚʠʱ ʟʘʛʘʣʴʥʦʦʩʚʽʪʥʽʭ 
ʥʘʚʯʘʣʴʥʠʭ ʟʘʢʣʘʜʽʚ ʜʘʜʫʪʴ ʤʦʞʣʠʚʽʩʪʴ ʩʧʽʚʧʨʘʮʶʚʘʪʠ   ʫ ʨʽʟʥʠʭ 
ʧʨʦʝʢʪʘʭ, ʧʝʨʝʩʠʣʘʪʠ ʜʦʤʘʰʥʽ ʟʘʚʜʘʥʥʷ ʚʯʠʪʝʣʶ, ʥʘʜʘʚʘʪʠ 
ʩʧʽʣʴʥʠʡ ʜʦʩʪʫʧ ʜʦ ʤʘʪʝʨʽʘʣʽʚ, ʱʦ ʚʠʤʘʛʘʶʪʴ ʜʦʜʘʪʢʦʚʦʛʦ 
ʦʙʛʦʚʦʨʝʥʥʷ, ʩʧʽʣʢʫʚʘʪʠʩʴ ʫ ʟʘʭʠʱʝʥʽʡ ʰʢʽʣʴʥʽʡ ʤʝʨʝʞʽ ʪʦʱʦ. 

ʎʽ ʩʝʨʚʽʩʠ ʟʘʙʝʟʧʝʯʘʪʴ ʫʯʠʪʝʣʷʤ ʪʘ ʫʯʥʷʤ ʫʤʦʚʠ ʧʦʚʩʶʜʥʦʾ 
ʢʦʤʫʥʽʢʘʮʽʾ, ʩʧʽʚʧʨʘʮʽ ʪʘ ʢʦʦʧʝʨʘʮʽʾ ʧʨʦʪʷʛʦʤ ʫʩʴʦʛʦ ʧʝʨʽʦʜʫ 
ʥʘʚʯʘʥʥʷ. 
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ʈʆɿɼɯʃ 1. ʊɽʆʈɽʊʀʏʅɯ ʆʉʅʆɺʀ ʇʈʆɽʂʊʋɺɸʅʅʗ ʍʄɸʈʆ 
ʆʈɯɭʅʊʆɺɸʅʆɻʆ ʅɸɺʏɸʃʔʅʆɻʆ ʉɽʈɽɼʆɺʀʑɸ 
ɿɸɻɸʃʔʅʆʆʉɺɯʊʅʔʆɻʆ ʅɸɺʏɸʃʔʅʆɻʆ ɿɸʂʃɸɼʋ 

  

ʉʫʯʘʩʥʽ ʪʝʥʜʝʥʮʽʾ, ʱʦ ʟʫʤʦʚʠʣʠ ʥʝʦʙʭʽʜʥʽʩʪʴ ʤʦʜʝʨʥʽʟʘʮʽʾ 
ʦʩʚʽʪʠ, ʚʽʜʦʙʨʘʞʘʶʪʴʩʷ ʚ ʟʤʽʥʘʭ ʢʦʤʫʥʽʢʘʮʽʾ, ʩʧʽʚʧʨʘʮʽ, ʥʘʚʯʘʥʥʷ. 
ʅʠʥʽ ʜʘʥʽ ʤʽʩʪʷʪʴʩʷ ʥʝ ʣʠʰʝ ʥʘ ʧʘʧʝʨʦʚʠʭ ʥʦʩʽʷʭ, ʘ ʡ ʩʧʽʣʴʥʦʪʘʭ, 
ʤʝʨʝʞʘʭ, ʭʤʘʨʥʠʭ ʩʭʦʚʠʱʘʭ; ʙʘʛʘʪʦ ʚʠʜʽʚ ʥʘʚʯʘʣʴʥʦʾ ʜʽʷʣʴʥʦʩʪʽ 
ʚʽʜʙʫʚʘʻʪʴʩʷ ʧʦʟʘ ʩʪʽʥʘʤʠ ʢʣʘʩʥʠʭ ʢʽʤʥʘʪ, ʥʘʙʠʨʘʻ ʦʙʝʨʪʽʚ 
ʽʥʬʦʨʤʘʣʴʥʘ ʦʩʚʽʪʘ. 

ʄʦʜʝʨʥʽʟʘʮʽʷ ʽ ʢʦʤʧôʶʪʝʨʠʟʘʮʽʷ ʩʝʨʝʜʥʴʦʾ ʰʢʦʣʠ ʧʨʦʚʦʜʠʪʴʩʷ 
ʩʧʽʣʴʥʠʤʠ ʟʫʩʠʣʣʷʤʠ ʢʝʨʽʚʥʠʢʽʚ ʫʧʨʘʚʣʽʥʴ ʦʩʚʽʪʦʶ, ʟʘʛʘʣʴʥʦʦʩʚʽʪʥʽʭ 
ʥʘʚʯʘʣʴʥʠʭ ʟʘʢʣʘʜʽʚ, ʫʯʠʪʝʣʽʚ, ʫʯʝʥʠʭ, ʧʨʦʛʨʘʤʽʩʪʽʚ, ʚʠʨʦʙʥʠʢʽʚ 
ʝʣʝʢʪʨʦʥʥʠʭ ʦʩʚʽʪʥʽʭ ʨʝʩʫʨʩʽʚ.  ʊʘʢʘ ʧʨʦʜʫʢʪʠʚʥʘ ʚʟʘʻʤʦʜʽʷ ʤʘʻ 
ʧʨʠʚʝʩʪʠ ʜʦ ʩʪʚʦʨʝʥʥʷ ʥʦʚʦʛʦ ʽʥʬʦʨʤʘʮʽʡʥʦʛʦ ʦʩʚʽʪʥʴʦʛʦ 
ʩʝʨʝʜʦʚʠʱʘ, ʚ ʷʢʦʤʫ ʚʠʟʥʘʯʘʣʴʥʦʶ ʩʪʘʻ ʽʥʪʝʛʨʘʮʽʷ ʽʥʬʦʨʤʘʮʽʡʥʠʭ 
ʪʘ ʦʩʚʽʪʥʽʭ ʧʽʜʭʦʜʽʚ ʜʦ ʬʦʨʤʫʚʘʥʥʷ ʟʤʽʩʪʫ ʦʩʚʽʪʠ, ʜʦʙʦʨʫ ʤʝʪʦʜʽʚ ʽ 
ʪʝʭʥʦʣʦʛʽʡ ʥʘʚʯʘʥʥʷ. 

ʉʪʘʥ ʨʦʟʚʠʪʢʫ ʦʩʚʽʪʠ ʚ ʋʢʨʘʾʥʽ, ʷʢ ʫ ʮʽʣʦʤʫ, ʪʘʢ ʽ ʟʦʢʨʝʤʘ 
ʟʘʛʘʣʴʥʦʾ ʩʝʨʝʜʥʴʦʾ ʦʩʚʽʪʠ, ʟʘʣʠʰʘʻʪʴʩʷ ʩʢʣʘʜʥʠʤ. ʎʝʡ ʩʪʘʥ ʤʘʻ 
ʦʟʥʘʢʠ ʢʨʠʟʦʚʠʭ ʷʚʠʱ, ʩʝʨʝʜ ʷʢʠʭ: ʥʝʜʦʩʪʘʪʥʻ ʬʽʥʘʥʩʫʚʘʥʥʷ ʩʬʝʨʠ 
ʦʩʚʽʪʠ; ʟʘʩʪʘʨʽʣʘ ʤʘʪʝʨʽʘʣʴʥʦ-ʪʝʭʥʽʯʥʘ ʙʘʟʘ; ʥʝʦʙˇʨʫʥʪʦʚʘʥʝ 
ʩʢʦʨʦʯʝʥʥʷ ʤʝʨʝʞʽ ʟʘʛʘʣʴʥʦʦʩʚʽʪʥʽʭ ʥʘʚʯʘʣʴʥʠʭ ʟʘʢʣʘʜʽʚ; ʚʽʜʩʫʪʥʽʩʪʴ 
ʜʦʩʪʘʪʥʴʦʾ ʢʽʣʴʢʦʩʪʽ ʥʘʚʯʘʣʴʥʠʭ ʧʨʦʛʨʘʤ, ʧ̔ ʜʨʫʯʥʠʢʽʚ, ʧʦʩʽʙʥʠʢʽʚ  ̔
ʪʝʭʥʽʯʥʠʭ ʟʘʩʦʙʽʚ ʥʘʚʯʘʥʥʷ; ʟʥʝʚʘʛʘ ʜʦ ʧʨʝʩʪʠʞʫ ʧʨʦʬʝʩʽʾ ʚʯʠʪʝʣʷ; 
ʚʽʜʩʫʪʥʽʩʪʴ ʻʜʥʦʩʪʽ ʚ ʜʽʷʭ ʫʩʽʭ ʛʽʣʦʢ ʚʣʘʜʠ ʱʦʜʦ ʚʠʨʽʰʝʥʥʷ ʧʨʦʙʣʝʤ 
ʦʩʚʽʪʠ; ʥʝʜʦʩʪʘʪʥʷ ʫʯʘʩʪʴ ʛʨʦʤʘʜʩʴʢʦʩʪʽ, ʩʫʩʧʽʣʴʩʪʚʘ, ʙʘʪʴʢʽʚ ʫ 
ʧʠʪʘʥʥʷʭ ʨʦʟʚʠʪʢʫ ʰʢʦʣʠ.  

ʇʨʝʟʠʜʝʥʪ ʅʘʮʽʦʥʘʣʴʥʦʾ ʘʢʘʜʝʤʽʾ ʧʝʜʘʛʦʛʽʯʥʠʭ ʥʘʫʢ ʋʢʨʘʾʥʠ 
ɺʘʩʠʣʴ ʂʨʝʤʝʥʴ ʥʘʛʦʣʦʰʫʻ, ʱʦ çʧʨʦʪʷʛʦʤ ʦʩʪʘʥʥʽʭ ʨʦʢʽʚ ʫ ʩʠʩʪʝʤʽ 
ʩʝʨʝʜʥʴʦʾ ʦʩʚʽʪʠ ʚʽʜʙʫʣʘʩʷ ʥʠʟʢʘ ʧʦʟʠʪʠʚʥʠʭ ʟʨʫʰʝʥʴ, ʱʦ ʻ 
ʨʝʟʫʣʴʪʘʪʦʤ ʩʧʽʣʴʥʦʾ ʜʽʷʣʴʥʦʩʪʽ ʄʽʥʽʩʪʝʨʩʪʚʘ ʦʩʚʽʪʠ ʽ ʥʘʫʢʠ, ʦʨʛʘʥʽʚ 
ʫʧʨʘʚʣʽʥʥʷ ʦʩʚʽʪʦʶ ʥʘ ʤʽʩʮʷʭ ʽ ʚʩʽʻʾ ʧʝʜʘʛʦʛʽʯʥʦʾ ʛʨʦʤʘʜʩʴʢʦʩʪʽ, 
ʧʝʜʘʛʦʛʽʯʥʠʭ ʢʦʣʝʢʪʠʚʽʚ ʪʘ ʾʭʥʽʭ ʢʝʨʽʚʥʠʢʽʚè. 

ʊʘʢʽ ʟʤʽʥʠ ʚʽʜʙʫʚʘʶʪʴʩʷ ʟʘʚʜʷʢʠ ʽʥʪʝʥʩʠʚʥʦʤʫ ʚʧʨʦʚʘʜʞʝʥʥʶ 

ʽʥʬʦʨʤʘʮʽʡʥʦïʢʦʤʫʥʽʢʘʮʽʡʥʠʭ ʪʝʭʥʦʣʦʛʽʡ ʫ ʥʘʚʯʘʣʴʥʦ-ʚʠʭʦʚʥʠʡ 
ʧʨʦʮʝʩ ʟʘʛʘʣʴʥʦʦʩʚʽʪʥʽʭ ʥʘʚʯʘʣʴʥʠʭ ʟʘʢʣʘʜʽʚ, ʬʦʨʤʫʶʪʴʩʷ ʻʜʠʥʠʡ 
ʽʥʬʦʨʤʘʮʽʡʥʠʡ ʧʨʦʩʪʽʨ  ̔ʭʤʘʨʦ ʦʨʽʻʥʪʦʚʘʥʽ ʥʘʚʯʘʣʴʥʽ ʩʝʨʝʜʦʚʠʱʘ, 
ʷʢʽ ʟʘʙʝʟʧʝʯʘʪʴ ʥʘʚʯʘʣʴʥʫ ʤʦʙʽʣʴʥʽʩʪʴ ʫʩʽʭ ʩʫʙôʻʢʪʽʚ ʥʘʚʯʘʥʥʷ. 

ʅʘ ʮʴʦʤʫ ʝʪʘʧʽ ʨʦʟʚʠʪʢʫ ʤʦʞʝʤʦ ʩʪʚʝʨʜʞʫʚʘʪʠ ʧʨʦ ʪʨʠ ʪʨʝʥʜʠ 
ʭʤʘʨʥʠʭ ʦʙʯʠʩʣʝʥʴ: ʫʩʽ ʤʠ ʙʫʜʝʤʦ ʫ ʭʤʘʨʘʭ, ʫʩʽ ʤʠ ʙʫʜʝʤʦ 
ʤʦʙ̔ʣʴʥʠʤʠ, ʭʤʘʨʠ ʥʘ ʩʪʠʢʫ ʚʩʴʦʛʦ. 
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ɼʠʨʝʢʪʦʨ ʟ̔ ʪʝʭʥʦʣʦʛʽʯʥʦʾ ʧʦʣʽʪʠʢʠ ʢʦʤʧʘʥʽʾ çʄʘʡʢʨʦʩʦʬʪ 
ʋʢʨʘʾʥʘè ʐʤʝʣʴʦʚ ʄ. ʜʦʧʦʚʥʶʻ, ʱʦ ʩʴʦʛʦʜʥʽ ʩʪʨʽʤʢʦ ʨʦʟʚʠʚʘʶʪʴʩʷ 

10 ʥʘʡʧʦʧʫʣʷʨʥʽʰʠʭ ʪʝʭʥʦʣʦʛʽʡ: ɯʥʪʝʨʥʝʪ-ʨʝʯʽ (ʧʦʩʣʫʛʠ), ʽʥʪʝʛʨʦʚʘʥʽ 
ʧʨʠʩʪʨʦʾ ʪʘ ʝʢʦʩʠʩʪʝʤʠ (ʚ ʦʜʥʦʤʫ ʽ ʪʦʤʫ ʞ ʩʝʨʝʜʦʚʠʱʽ ʩʫʤʽʩʥʽ), 
ʛʽʙʨʠʜʥʽ ɯʊ  ̔ʭʦʩʪʠʥʛ ʚʽʨʪʫʘʣʴʥʠʭ ʧʨʠʩʪʨʦʾʚ (ʘʫʪʩʦʨʩʠʥʛ ʥʝʧʨʦʬʽʣʴʥʠʭ 
ʧʽʜʧʨʠʻʤʩʪʚ), ʚʝʣʠʢʽ ʜʘʥʽ (ʥʝʩʪʨʫʢʪʫʨʦʚʘʥʽ ʜʘʥʽ, ʦʙʨʦʙʣʝʥʥʷ ʷʢʠʭ ʜʘʻ 
ʚʩʝʦʩʷʞʥʽ ʜʘʥʽ), ʢʽʥʮʝʚʠʡ ʢʦʨʠʩʪʫʚʘʯ ʤʘʻ ʜʦʩʪʫʧ ʜʦ ʘʥʘʣʽʪʠʢʠ ʽ ʤʦʞʝ 
ʥʝʶ ʫʧʨʘʚʣʷʪʠ, ʢʝʨʫʚʘʥʥʷ ʨʠʟʠʢʘʤʠ (ʢʽʙʝʨʟʣʦʯʠʥʥʽʩʪʴ, 

ʚʧʨʦʚʘʜʞʝʥʥʷ boyd-ʪʝʭʥʦʣʦʛʽʡ), ʢʦʨʧʦʨʘʪʠʚʥʽ AppStore&HTML5, 
ʧʝʨʩʦʥʘʣʴʥʽ ʭʤʘʨʠ ʽ ʙʝʟʰʦʚʥʽ ʧʨʠʩʪʨʦʾ, ʧʦʨʪʘʪʠʚʥʽ ʪʝʭʥʦʣʦʛʽʾ. 

ʊʦʤʫ ʩʧʨʷʤʫʚʘʥʥʷ ʜʽʷʣʴʥʦʩʪʽ ʥʘʚʯʘʣʴʥʠʭ ʟʘʢʣʘʜʽʚ ʜʦ 
ʚʽʨʪʫʘʣʽʟʘʮʽʾ, ʚʠʢʦʨʠʩʪʘʥʥʷ ʭʤʘʨʥʠʭ ʩʝʨʚʽʩʽʚ  ̔ ʩʪʚʦʨʝʥʥʷ ʫʤʦʚ ʜʣʷ 
ʬʦʨʤʫʚʘʥʥʷ ʤʦʙʽʣʴʥʦʛʦ ʫʯʥʷ ʪʘ ʚʯʠʪʝʣʷ ʜʘʻ ʧʽʜʩʪʘʚʠ ʩʪʚʝʨʜʞʫʚʘʪʠ, 

ʱʦ ʫʯʘʩʥʠʢʠ ʥʘʚʯʘʣʴʥʦ-ʚʠʭʦʚʥʦʛʦ ʧʨʦʮʝʩʫ ʦʪʨʠʤʘʶʪʴ ʚʽʣʴʥʠʡ 
ʜʦʩʪʫʧ ʜʦ ʨʽʟʥʦʤʘʥʽʪʥʠʭ ʜʘʥʠʭ ʥʝʟʘʣʝʞʥʦ ʚʽʜ ʤʘʪʝʨʽʘʣʴʥʦʛʦ 
ʩʪʘʥʦʚʠʱʘ, ʥʘʮʽʦʥʘʣʴʥʦʩʪʽ, ʤʽʩʮʷ ʧʨʦʞʠʚʘʥʥʷ ʽ ʩʪʘʥʫ ʟʜʦʨʦʚ'ʷ. 

ʆʪʞʝ, ʢʣʶʯʦʚʠʤ ʟʘʚʜʘʥʥʷʤ ʦʩʚʽʪʠ ʫ XXI ʩʪ. ʻ ʨʦʟʚʠʪʦʢ 
ʥʦʚʽʪʥʽʭ ʽʥʬʦʨʤʘʮʽʡʥʦïʢʦʤʫʥʽʢʘʮʽʡʥʠʭ ʪʝʭʥʦʣʦʛʽʡ, ʩʧʨʷʤʦʚʘʥʠʭ ʥʘ 
ʩʪʚʦʨʝʥʥʷ ʫʤʦʚ ʤʦʙʽʣʴʥʦʩʪʽ ʥʘʚʯʘʥʥʷ, ʥʦʚʠʭ ʬʦʨʤ ʧʨʦʚʝʜʝʥʥʷ 

ʟʘʥʷʪʴ, ʚʟʘʻʤʦʜʽʾ, ʦʨʛʘʥʽʟʘʮʽʾ ʥʘʚʯʘʣʴʥʦʛʦ-ʚʠʭʦʚʥʦʛʦ ʧʨʦʮʝʩʫ, 
ʦʨʽʻʥʪʦʚʘʥʠʭ ʥʘ ʤʘʡʙʫʪʥʻ. 
 
1.1. ʅʘʚʯʘʣʴʥʝ ʩʝʨʝʜʦʚʠʱʝ 
 

ʅʘʚʯʘʣʴʥʝ ʩʝʨʝʜʦʚʠʱʝ ï ʮʝ ʰʪʫʯʥʦ ʧʦʙʫʜʦʚʘʥʘ ʩʠʩʪʝʤʘ, 
ʩʪʨʫʢʪʫʨʘ ʽ ʩʢʣʘʜʦʚʽ ʷʢʦʾ ʩʪʚʦʨʶʶʪʴ ʥʝʦʙʭʽʜʥʽ ʫʤʦʚʠ ʜʣʷ ʜʦʩʷʛʥʝʥʥʷ 
ʮʽʣʝʡ ʥʘʚʯʘʣʴʥʦ-ʚʠʭʦʚʥʦʛʦ ʧʨʦʮʝʩʫ. ʉʪʨʫʢʪʫʨʘ ʥʘʚʯʘʣʴʥʦʛʦ 
ʩʝʨʝʜʦʚʠʱʘ ʚʠʟʥʘʯʘʻ ʡʦʛʦ ʚʥʫʪʨʽʰʥʶ ʦʨʛʘʥʽʟʘʮʽʶ, ʚʟʘʻʤʦʟʚôʷʟʦʢ ʽ 
ʚʟʘʻʤʦʟʘʣʝʞʥʽʩʪʴ ʤʽʞ ʡʦʛʦ ʝʣʝʤʝʥʪʘʤʠ. ʁʦʛʦ ʝʣʝʤʝʥʪʠ ʚʠʩʪʫʧʘʶʪʴ, 
ʟ ʦʜʥʦʛʦ ʙʦʢʫ, ʷʢ ʘʪʨʠʙʫʪʠ ʯʠ ʘʩʧʝʢʪʠ ʨʦʟʛʣʷʜʫ, ʱʦ ʚʠʟʥʘʯʘʶʪʴ 

ʟʤʽʩʪʦʚʥʫ ʡ ʤʘʪʝʨʽʘʣʴʥʫ ʥʘʧʦʚʥʝʥʽʩʪ,ɹ ʘ, ʟ ʽʥʰʦʛʦ - ʷʢ ʨʝʩʫʨʩʠ, ʱʦ 
ʚʢʣʶʯʘʶʪʴʩʷ ʚ ʜʽʷʣʴʥʽʩʪʴ ʫʯʘʩʥʠʢʽʚ ʥʘʚʯʘʣʴʥʦ-ʚʠʭʦʚʥʦʛʦ ʧʨʦʮʝʩʫ, 
ʥʘʙʫʚʘʶʯʠ ʧʨʠ ʮʴʦʤʫ ʦʟʥʘʢ ʟʘʩʦʙʽʚ ʥʘʚʯʘʥʥʷ ʽ ʚʠʭʦʚʘʥʥʷ. 

ɺʽʜʢʨʠʪʝ ʥʘʚʯʘʣʴʥʝ ʩʝʨʝʜʦʚʠʱʝ ɹʠʢʦʚ ɺ.ʖ. ʚʠʟʥʘʯʘʻ ʷʢ 
ʜʦʩʪʫʧʥʫ ʜʣʷ ʫʯʘʩʥʠʢʽʚ ʥʘʚʯʘʣʴʥʦ-ʚʠʭʦʚʥʦʛʦ ʧʨʦʮʝʩʫ ʷʢʽʩʥʫ ʽ 
ʢʽʣʴʢʽʩʥʫ ʨʽʟʥʦʤʘʥʽʪʥʽʩʪʴ ʢʦʤʧʦʥʝʥʪ ʥʘʚʯʘʣʴʥʦʛʦ ʩʝʨʝʜʦʚʠʱʘ 
(ʤʦʞʣʠʚʘ ʜʣʷ ʚʠʢʦʨʠʩʪʘʥʥʷ ʨʽʟʥʦʤʘʥʽʪʥʽʩʪʴ ʢʦʤʧʦʥʝʥʪ ʥʘʚʯʘʣʴʥʦʛʦ 
ʩʝʨʝʜʦʚʠʱʘ, ʷʢʽ ʤʦʞʫʪʴ ʙʫʪʠ ʟʘʩʪʦʩʦʚʘʥʽ ʚ ʥʘʚʯʘʣʴʥʦ-ʚʠʭʦʚʥʦʤʫ 
ʧʨʦʮʝʩʽ) ʚʠʟʥʘʯʘʶʪʴ ʡʦʛʦ ʧʦʪʝʥʮʽʡʥʠʡ ʜʠʜʘʢʪʠʯʥʠʡ ʧʨʦʩʪʽʨ. 

ʋ ʪʘʢʦʤʫ ʨʦʟʫʤʽʥʥʽ ʪʨʘʜʠʮʽʡʥʝ ʥʘʚʯʘʣʴʥʝ ʩʝʨʝʜʦʚʠʱʝ (ʅʉ), ʱʦ 
ʽʩʥʫʻ ʪʘ ʬʫʥʢʮʽʦʥʫʻ ʥʘ ʨʽʚʥʽ ʥʘʚʯʘʣʴʥʦʛʦ ʟʘʢʣʘʜʫ, ʥʘʟʚʝʤʦ ʪʫʪ 
ʟʘʢʨʠʪʠʤ ʥʘʚʯʘʣʴʥʠʤ ʩʝʨʝʜʦʚʠʱʝʤ. ʊʘʢʝ ʅʉ ʻ ʦʙʤʝʞʝʥʠʤ ʱʦʜʦ 
ʩʢʣʘʜʫ ʪʘ ʩʪʨʫʢʪʫʨʠ ʩʚʦʾʭ ʢʦʤʧʦʥʝʥʪ ʽ ʪʦʤʫ ʤʘʻ ʦʙʤʝʞʝʥʽ ʜʠʜʘʢʪʠʯʥʽ 
ʟʘʩʪʦʩʫʚʘʥʥʷ. ɿʦʢʨʝʤʘ, ʚ ʟʘʢʨʠʪʦʤʫ ʅʉ ʧʝʨʝʜʙʘʯʘʻʪʴʩʷ 
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ʚʠʢʦʨʠʩʪʘʥʥʷ ʚʽʜʥʦʩʥʦ ʚʫʟʴʢʦʛʦ ʩʧʝʢʪʨʫ ʤʘʪʝʨʽʘʣʴʥʠʭ ʟʘʩʦʙʽʚ 
ʥʘʚʯʘʥʥʷ, ʽʥʬʦʨʤʘʮʽʡʥʠʭ ʥʘʚʯʘʣʴʥʠʭ ʨʝʩʫʨʩʽʚ ʽ ʧʝʜʘʛʦʛʽʯʥʠʭ 
ʪʝʭʥʦʣʦʛʽʡ, ʦʙʤʝʞʝʥʠʡ ʩʢʣʘʜ ʚʠʢʣʘʜʘʮʴʢʦʛʦ ʧʝʨʩʦʥʘʣʫ ʪʘ ʦʩʚʽʪʥʴʦʛʦ 
ʤʽʢʨʦʩʦʮʽʫʤʫ, ʦʙʤʝʞʝʥʘ ʢʽʣʴʢʽʩʪʴ ʥʘʚʯʘʣʴʥʠʭ ʧʨʠʤʽʱʝʥʴ ʪʘ ʽʥ. 

ʆʢʨʽʤ ʮʴʦʛʦ, ʟʘʢʨʠʪʝ ʅʉ ʚʠʷʚʣʷʻʪʴʩʷ ʧʨʘʢʪʠʯʥʦ ʥʝʧʨʠʜʘʪʥʠʤ 
ʱʦʜʦ ʝʢʩʪʝʨʠʪʦʨʽʘʣʴʥʦʛʦ ʟʘʣʫʯʝʥʥʷ ʜʦ ʥʘʚʯʘʣʴʥʦ-ʚʠʭʦʚʥʦʾ 
ʜʽʷʣʴʥʦʩʪʽ ʦʢʨʝʤʦʾ ʣʶʜʠʥʠ, ʽʥʰʠʭ ʫʯʥʽʚ ʽ ʚʠʢʣʘʜʘʯʽʚ, ʷʢʽ ʥʘʚʯʘʶʪʴʩʷ ʽ 
ʧʨʘʮʶʶʪʴ ʧʦʟʘ ʤʝʞʘʤʠ ʥʘʚʯʘʣʴʥʦʛʦ ʟʘʢʣʘʜʫ, ʚ ʷʢʦʤʫ ʮʷ ʣʶʜʠʥʘ 
ʥʘʚʯʘʻʪʴʩʷ. ɺ ʥʝʧʦʦʜʠʥʦʢʠʭ ʚʠʧʘʜʢʘʭ ʪʘʢʘ ʤʦʞʣʠʚʽʩʪʴ ʫ 
ʧʝʜʘʛʦʛʽʯʥʽʤ ʘʩʧʝʢʪʽ ʻ ʜʦʮʽʣʴʥʦʶ ʪʘ ʥʘʚʽʪʴ ʥʝʦʙʭʽʜʥʦʶ. 

ʅʘ ʥʘʰʫ ʜʫʤʢʫ, ʥʘʚʯʘʣʴʥʝ ʩʝʨʝʜʦʚʠʱʝ - ʮʝ ʩʧʝʮʽʘʣʴʥʦ 
ʦʨʛʘʥʽʟʦʚʘʥʝ ʩʝʨʝʜʦʚʠʱʝ, ʩʧʨʷʤʦʚʘʥʝ ʥʘ ʧʨʠʜʙʘʥʥʷ ʩʫʙôʻʢʪʘʤʠ 
ʧʝʚʥʠʭ ʟʥʘʥʴ, ʫʤʽʥʴ, ʥʘʚʠʯʦʢ, ʢʦʤʧʝʪʝʥʪʥʦʩʪʝʡ ʽ ʟʘʙʝʟʧʝʯʝʥʥʷ 
ʨʽʚʥʦʛʦ ʜʦʩʪʫʧʫ ʜʦ ʦʩʚʽʪʠ ʚʩʽʭ ʫʯʘʩʥʠʢʽʚ ʥʘʚʯʘʣʴʥʦïʚʠʭʦʚʥʦʛʦ 
ʧʨʦʮʝʩʫ.  

ɿʘʜʦʚʦʣʴʥʠʪʠ ʧʦʪʨʝʙʠ ʩʫʯʘʩʥʦʛʦ ʩʫʩʧʽʣʴʩʪʚʘ ʪʘ ʚʨʘʭʫʚʘʪʠ 
ʦʩʦʙʣʠʚʦʩʪʽ, ʧʝʨʝʨʘʭʦʚʘʥʽ ʚʠʱʝ, ʤʦʞʝ ʭʤʘʨʦ ʦʨʽʻʥʪʦʚʘʥʝ ʥʘʚʯʘʣʴʥʝ 
ʩʝʨʝʜʦʚʠʱʝ ʟʘʛʘʣʴʥʦʦʩʚʽʪʥʴʦʛʦ ʥʘʚʯʘʣʴʥʦʛʦ ʟʘʢʣʘʜʫ. 

ʇʽʜ ʭʤʘʨʦ ʦʨʽʻʥʪʦʚʘʥʠʤ ʥʘʚʯʘʣʴʥʠʤ ʩʝʨʝʜʦʚʠʱʝʤ (ʍʆʅʉ) ʤʠ 
ʨʦʟʫʤʽʻʤʦ ʰʪʫʯʥʦ ʧʦʙʫʜʦʚʘʥʫ ʩʠʩʪʝʤʫ, ʱʦ ʟʘʙʝʟʧʝʯʫʻ ʥʘʚʯʘʣʴʥʫ 
ʤʦʙʽʣʴʥʽʩʪʴ, ʛʨʫʧʦʚʫ ʩʧʽʚʧʨʘʮʶ ʧʝʜʘʛʦʛʽʚ ʪʘ ʫʯʥʽʚ ʽ ʚʠʢʦʨʠʩʪʦʚʫʻ 
ʭʤʘʨʥʽ ʩʝʨʚʽʩʠ ʜʣʷ ʝʬʝʢʪʠʚʥʦʛʦ, ʙʝʟʧʝʯʥʦʛʦ ʜʦʩʷʛʥʝʥʥʷ 
ʜʠʜʘʢʪʠʯʥʠʭ ʮʽʣʝʡ ʥʘʚʯʘʥʥʷ ʫʯʥʽʚ. 

ʇʽʜ ʥʘʚʯʘʣʴʥʦʶ ʤʦʙʽʣʴʥʽʩʪʶ ʫʯʥʷ ʤʠ ʨʦʟʫʤʽʻʤʦ ʜʦʩʪʫʧ, 
ʢʦʤʫʥʽʢʘʮʽʶ, ʩʧʽʚʧʨʘʮʶ ʪʘ ʩʧʽʚʨʦʙʽʪʥʠʮʪʚʦ, ʥʝʟʘʣʝʞʥʦ ʚʽʜ ʯʘʩʫ ʪʘ 
ʤʽʩʮʷ ʧʝʨʝʙʫʚʘʥʥʷ, ʟ ʤʝʪʦʶ ʫʯʘʩʪʽ ʚ ʥʘʚʯʘʣʴʥʦ-ʚʠʭʦʚʥʦʤʫ ʧʨʦʮʝʩʽ 
ʜʣʷ ʚʩʝʙʽʯʥʦʛʦ ʨʦʟʚʠʪʢʫ ʦʩʦʙʠʩʪʦʩʪʽ. 

ʇʽʜ ʥʘʚʯʘʣʴʥʦʶ ʤʦʙʽʣʴʥʽʩʪʶ ʚʯʠʪʝʣʷ ʤʠ ʨʦʟʫʤʽʻʤʦ ʜʦʩʪʫʧ, 
ʢʦʤʫʥʽʢʘʮʽʶ, ʩʧʽʚʧʨʘʮʶ ʪʘ ʩʧʽʚʨʦʙʽʪʥʠʮʪʚʦ, ʥʝʟʘʣʝʞʥʦ ʚʽʜ ʯʘʩʫ ʪʘ 
ʤʽʩʮʷ ʧʝʨʝʙʫʚʘʥʥʷ, ʟ ʤʝʪʦʶ ʟʘʙʝʟʧʝʯʝʥʥʷ ʝʬʝʢʪʠʚʥʦʩʪʽ ʚ ʜʦʩʷʛʥʝʥʥʽ 
ʜʠʜʘʢʪʠʯʥʠʭ ʮʽʣʝʡ. 

ʋʟʘʛʘʣʴʥʶʶʯʠ ʨʝʟʫʣʴʪʘʪʠ ʜʦʩʣʽʜʞʝʥʴ ʷʢ ʚʽʪʯʠʟʥʷʥʠʭ, ʪʘʢ ʽ 
ʟʘʢʦʨʜʦʥʥʠʭ ʫʯʝʥʠʭ ʱʦʜʦ ʨʦʟʚʠʪʢʫ ʥʘʚʯʘʣʴʥʦʛʦ ʩʝʨʝʜʦʚʠʱʘ, 
ʦʢʨʝʩʣʠʤʦ ʚʠʤʦʛʠ ʜʦ ʍʆʅʉ, ʷʢ ʽʥʥʦʚʘʮʽʡʥʦʛʦ ʥʘʚʯʘʣʴʥʦʛʦ 
ʩʝʨʝʜʦʚʠʱʘ XXɯ ʩʪ. ɺʦʥʦ ʤʘʻ ʙʫʪʠ: 

ï ʽʥʥʦʚʘʮʽʡʥʠʤ, ɯʂʊ-ʥʘʩʠʯʝʥʠʤ, ʧʽʜʪʨʠʤʫʚʘʪʠ ʪʝʥʜʝʥʮʽʾ ʪʘ 
ʩʪʨʘʪʝʛʽʾ ʨʦʟʚʠʪʢʫ ʟʘʛʘʣʴʥʦʾ ʩʝʨʝʜʥʴʦʾ ʦʩʚʽʪʠ; 

ï ʚʽʜʢʨʠʪʠʤ ʜʣʷ ʚʩʽʭ ʫʯʘʩʥʠʢʽʚ ʥʘʚʯʘʣʴʥʦïʚʠʭʦʚʥʦʛʦ ʧʨʦʮʝʩʫ; 
ï ʚʽʜʧʦʚʽʜʘʪʠ ʧʨʠʥʮʠʧʘʤ ʧʝʜʘʛʦʛʽʯʥʦʾ ʜʦʮʽʣʴʥʦʩʪʽ, ʮʽʣʽʩʥʦʩʪʽ, 
ʽʥʜʠʚʽʜʫʘʣʽʟʘʮʽʾ, ʩʠʥʝʨʛʝʪʠʯʥʦʩʪʽ, ʧʽʟʥʘʚʘʣʴʥʦʾ ʘʢʪʠʚʥʦʩʪʽ ʪʘ 
ʩʘʤʦʩʪʽʡʥʦʩʪʽ; 

ï ʤʘʪʠ ʯʽʪʢʝ ʚʠʦʢʨʝʤʣʝʥʥʷ ʩʪʨʫʢʪʫʨʥʠʭ ʢʦʤʧʦʥʝʥʪʽʚ; 
ï ʩʪʚʦʨʶʚʘʪʠʩ ɹʽ ʚʠʢʦʨʠʩʪʦʚʫʚʘʪʠʩʷ ʟʘ ʧʦʪʨʝʙʦʶ, ʚʽʜʧʦʚʽʜʥʦ ʜʦ 
ʤʝʪʠ ʥʘʚʯʘʥʥʷ; 
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ï ʟʘʙʝʟʧʝʯʫʚʘʪʠ ʝʬʝʢʪʠʚʥʽʩʪʴ ʥʘʚʯʘʣʴʥʦʛʦ ʧʨʦʮʝʩʫ; 
ï ʩʧʨʠʷʪʠ ʧʽʜʪʨʠʤʮʽ ʘʢʪʠʚʥʦʾ ʢʦʤʫʥʽʢʘʮʽʾ ʚʩʝʨʝʜʠʥʽ ʥʘʚʯʘʣʴʥʦʛʦ 
ʩʝʨʝʜʦʚʠʱʘ; 

ï ʟʘʙʝʟʧʝʯʫʚʘʪʠ ʥʘʚʯʘʣʴʥʦïʚʠʭʦʚʥʫ ʜʽʷʣʴʥʦʩʪʴ ʫʯʥʽʚ; 
ï ʟʦʨʽʻʥʪʦʚʫʚʘʪʠ ʧʝʜʘʛʦʛʽʚ ʥʘ ʨʦʟʚʠʪʦʢ ʦʩʦʙʠʩʪʦʩʪʽ ʫʯʥʷ; 
ï ʟʘʙʝʟʧʝʯʫʚʘʪʠ ʩʪʚʦʨʝʥʥʷ ʧʝʨʩʦʥʘʣʴʥʦʾ ʪʨʘʻʢʪʦʨʽʾ ʨʦʟʚʠʪʢʫ ʷʢ 
ʦʩʦʙʠʩʪʦʩʪʽ ʫʯʥʷ, ʪʘʢ ʽ ʚʯʠʪʝʣʷ; 

ï ʟʘʙʝʟʧʝʯʫʚʘʪʠ ʤʦʙʽʣʴʥʽʩʪʴ ʩʫʙôʻʢʪʽʚ  ̔ʚʽʨʪʫʘʣʽʟʘʮʽʶ  ʦʙôʻʢʪʽʚ 
ʥʘʚʯʘʥʥʷ; 

ï ʟʘʙʝʟʧʝʯʫʚʘʪʠ ʨʽʟʥʦʤʘʥʽʪʥʽʩʪʴ ʥʘʚʯʘʣʴʥʠʭ ʢʦʤʧʦʥʝʥʪʽʚ; 
ï ʩʪʚʦʨʶʚʘʪʠ ʫʤʦʚʠ ʜʣʷ ʘʢʪʠʚʥʦʾ ʩʧʽʚʧʨʘʮʽ; 

ï ʜʦʩʪʫʧʥʠʤ ʙʫʜʴ-ʜʝ ʪʘ ʙʫʜ-ɹʢʦʣʠ; 
ï ʧʽʜʪʨʠʤʫʚʘʪʠ ʩʢʣʘʜʥʫ ʽʻʨʘʨʭʽʶ. 
ɯʥʥʦʚʘʮʽʡʥʝ ʥʘʚʯʘʣʴʥʝ ʩʝʨʝʜʦʚʠʱʝ ʍʍɯ ʩʪ. ʤʘʻ ʚʤʽʱʘʪʠ ʚ ʩʝʙʝ 

ʪʨʘʜʠʮʽʡʥʽ ʬʦʨʤʠ ʽ ʤʝʪʦʜʠ ʥʘʚʯʘʥʥʷ ʪʘ ʽʥʥʦʚʘʮʽʡʥʽ ï 
ʢʦʤʧʣʝʤʝʥʪʘʨʥʽ, ʷʢʽ ʨʦʟʙʫʜʦʚʫʶʪʴʩʷ ʟʘ ʪʝʭʥʦʣʦʛʽʷʤʠ ʭʤʘʨʥʠʭ 
ʦʙʯʠʩʣʝʥʴ, ʥʘʧʨʠʢʣʘʜ Office365. 

 
1.2. ʇʨʦ Microsoft Office 365 

 
ʈʦʟʛʣʷʥʤɹʦ ʧʠʪʘʥʥʷ ʨʦʟʛʦʨʪʘʥʥʷ Office 365 ʜʣʷ ʧʦʪʨʝʙ 

ʢʦʥʢʨʝʪʥʦʾ ʰʢʦʣʠ.  
Microsoft Office 365 ð ʮʝ ʥʘʙʽʨ ʧʨʦʛʨʘʤ, ʱʦ ʙʘʟʫʻʪʴʩʷ ʥʘ 

ʭʤʘʨʥʠʭ ʩʝʨʚʽʩʘʭ  ̔ʚʢʣʶʯʘʻ ʚ ʩʝʙʝ ʙʝʟʢʦʰʪʦʚʥʫ ʝʣʝʢʪʨʦʥʥʫ ʧʦʰʪʫ, 
ʩʣʫʞʙʫ ʦʙʤʽʥʫ ʤʠʪʪʻʚʠʤʠ ʧʦʚʽʜʦʤʣʝʥʥʷʤʠ, ʟʘʩʽʙ ʧʨʦʚʝʜʝʥʥʷ 
ʚʽʜʝʦʢʦʥʬʝʨʝʥʮʽʡ ʽ ʟʜʽʡʩʥʝʥʥʷ ʛʦʣʦʩʦʚʠʭ ʚʠʢʣʠʢʽʚ. ɺʽʥ ʪʘʢʦʞ 

ʜʦʟʚʦʣʷʻ ʩʪʚʦʨʶʚʘʪʠ, ʨʝʜʘʛʫʚʘʪʠ ʜʦʢʫʤʝʥʪʠ ʚ ʨʝʞʠʤʽ ʦʥ-ʣʘʡʥ. 
ʍʤʘʨʥʠʡ ʬʦʨʤʘʪ ʦʟʥʘʯʘʻ, ʱʦ ʚʩʽ ʜʘʥʽ ʟʙʝʨʽʛʘʶʪʴʩʷ ʚ ʮʝʥʪʨʽ ʦʙʨʦʙʢʠ 
ʜʘʥʠʭ Microsoft, ʘ ʥʝ ʥʘ ʢʦʤʧ'ʶʪʝʨʽ, ʽ ʮʝ ʟʘʙʝʟʧʝʯʫʻ ʢʦʨʠʩʪʫʚʘʯʘʤ 
ʜʦʩʪʫʧ ʜʦ ʜʦʢʫʤʝʥʪʽʚ ʽ ʜʘʥʠʭ ʟ ʨʽʟʥʠʭ ʧʨʠʩʪʨʦʾʚ ʯʝʨʝʟ ɯʥʪʝʨʥʝʪ ʟʘ 
ʜʦʧʦʤʦʛʦʶ ʙʨʘʫʟʝʨʘ. 

 ɼʦ ʩʢʣʘʜʫ Microsoft Office 365 ʚʭʦʜʷʪʴ ʩʣʫʞʙʠ Microsoft 
Exchange Online, Microsoft SharePoint Online, Microsoft Lync Online, 
Office Web Apps, ʘ ʪʘʢʦʞ ʦʩʪʘʥʥʷ ʚʝʨʩʽʷ ʥʘʙʦʨʫ ʧʨʦʛʨʘʤ Microsoft 
Office Professional Plus (ʫ ʜʝʷʢʠʭ ʪʘʨʠʬʥʠʭ ʧʣʘʥʘʭ).  
 ʎʝʡ ʧʨʦʛʨʘʤʥʠʡ ʧʨʦʜʫʢʪ ʤʘʻ ʧʝʚʥʽ ʚʠʤʦʛʠ ʜʦ ʘʧʘʨʘʪʥʦʾ ʪʘ 
ʧʨʦʛʨʘʤʥʦʾ ʩʢʣʘʜʦʚʦʾ. ɸʧʘʨʘʪʥʘ ʯʘʩʪʠʥʘ ʧʦʚʠʥʥʘ ʚʽʜʧʦʚʽʜʘʪʠ ʪʘʢʠʤ 
ʤʽʥʽʤʘʣʴʥʠʤ ʚʠʤʦʛʘʤ: ʧʨʦʮʝʩʦʨ 2,5 ɻ.ɻʮ, ʦʧʝʨʘʪʠʚʥʘ ʧʘʤ'ʷʪʴ 500 
ʤɹ.. ʆʧʝʨʘʮʽʡʥʘ ʩʠʩʪʝʤʘ: Windows ʍʈ SP3, Windows Vista SP2, 
Windows 7(8), ʄʘʩ OS X 10.5 ʽ ʚʠʱʝ, Windows Server 2003 ʽ Windows 
Server 2008. ʇʘʢʝʪ MS Office ʙʘʞʘʥʦ ʧʦʯʠʥʘʪʠ ʟ Office 2007 SP2, ʘ 
ʪʘʢʦʞ Lync 2010. ɹʨʘʫʟʝʨʠ: Internet Explorer 7 ʽ ʚʠʱʝ, Firefox ɿ, Safari 
3, ʟ ʙʽʣʴʰ ʥʦʚʠʤ Macintosh OS X 10.5 ʽ, ʟʚʠʯʘʡʥʦ ʞ, ʟ Chrome 3. ɸ ʦʪ 
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ʚ Opera ʥʽʯʦʛʦ, ʢʨʽʤ Outlook ʥʝ ʙʫʜʝ ʜʦʩʪʫʧʥʦ, ʽʥʰʽ ʧʨʦʛʨʘʤʠ ʥʝ 
ʘʢʪʠʚʫʶʪʴʩʷ. 

ɺʠʢʦʨʠʩʪʘʥʥʷ ʭʤʘʨʥʠʭ ʩʝʨʚʽʩʽʚ ʧʝʨʝʭʦʜʠʪʴ ʚʽʜ ʦʜʠʥʠʯʥʦʛʦ 
(ʦʜʥʦʦʩʽʙʥʦʛʦ) ʚʠʢʦʨʠʩʪʘʥʥʷ ʥʘ ʥʦʚʠʡ, ʛʣʦʙʘʣʴʥʠʡ ʨʽʚʝʥʴ 
ʢʦʣʝʢʪʠʚʥʦʛʦ ʘʙʦ ʤʘʩʦʚʦʛʦ ʚʠʢʦʨʠʩʪʘʥʥʷ (ʥʘ ʨʽʚʥʽ ʨʘʡʦʥʫ ʯʠ ʤʽʩʪʘ). 

ʉʚʽʪʦʚʠʡ ʜʦʩʚʽʜ ʚʧʨʦʚʘʜʞʝʥʥʷ ʭʤʘʨʥʠʭ ʦʙʯʠʩʣʝʥʴ ʻ 
ʥʝʟʥʘʯʥʠʤ, ʦʜʥʘʯʝ ʨʝʟʫʣʴʪʘʪʠ ʩʚʽʜʯʘʪʴ ʧʨʦ ʧʝʨʩʧʝʢʪʠʚʥʽʩʪʴ  ʾʭ 
ʚʠʢʦʨʠʩʪʘʥʥʷ ʚ ʩʠʩʪʝʤʽ ʟʘʛʘʣʴʥʦʾ ʩʝʨʝʜʥʴʦʾ ʦʩʚʽʪʠ. ʊʘʢ, ʥʘʧʨʠʢʣʘʜ, ʫ 
ʅʽʤʝʯʯʠʥʽ ʨʝʘʣʽʟʫʻʪʴʩʷ ʧʨʦʝʢʪ çʅʘʮʽʦʥʘʣʴʥʘ ʤʝʜʽʘʦʩʚʽʪʘè, ʱʦ 
ʟʜʽʡʩʥʶʻʪʴʩʷ ʥʘ ʦʩʥʦʚʽ Office365. ʅ̔ ʤʝʮʴʢʘ ʛʘʟʝʪʘ çFrankfurter 
Allgemeine Zeitung (FAZ)è ʟʘ ʧʽʜʪʨʠʤʢʠ ʥʽʤʝʮʴʢʦʛʦ ʌʦʥʜʫ ʯʠʪʘʥʥʷ 
ʟʘʧʦʯʘʪʢʫʚʘʣʘ ʧʨʦʝʢʪ ʤʝʜʽʘʦʩʚʽʪʠ çʄʦʣʦʜʴ ʯʠʪʘʻè. ʇʨʦʝʢʪ ʫ ʮʴʦʤʫ 
ʨʦʮʽ ʧʨʦʭʦʜʠʚ ʩʫʪʦ ʮʠʬʨʦʚʠʡ, ʧʝʨʝʪʚʦʨʝʥʠʡ ʫ ʩʧʦʩʽʙ ʥʘʜʘʥʥʷ 
ʝʣʝʢʪʨʦʥʥʠʭ ʜʦʢʫʤʝʥʪʽʚ ʽ ʨʝʘʣʽʟʦʚʘʥʠʡ ʟʘ ʩʧʨʠʷʥʥʷ ʢʦʤʧʘʥʽʾ 
Microsoft ʥʘ Office365. ʍʤʘʨʥʽ ʩʝʨʚʽʩʠ ʥʘʜʘʚʘʣʠʩʷ ʚʩʽʤ ʫʯʘʩʥʠʢʘʤ 

ʧʨʦʝʢʪʫ (90 ʢʣʘʩʽʚ ʟ-ʧʦʥʘʜ 2000 ʫʯʥʽʚ 9-12 ʢʣʘʩʽʚ). ɿʘʚʜʷʢʠ Office 
Web Apps ʽ ʬʫʥʢʮʽʾ ʜʣʷ ʩʧʽʣʢʫʚʘʥʥʷ ʪʘ ʚʽʜʝʦ ʢʦʥʬʝʨʝʥʮʽʡ Lync, Office 
365 ʟʨʦʙʠʚ ʧʨʦʝʢʪ ʧʨʦʟʦʨʠʤ, ʫ ʷʢʦʤʫ ʤʦʞʥʘ ʪʽʩʥʦ  ̔ ʧʣʽʜʥʦ 
ʩʧʽʚʧʨʘʮʶʚʘʪʠ ʽ ʜʘʣʽ.   

ʄʦʜʝʨʥʽʟʘʮʽʶ ʦʩʚʽʪʠ ʟʘ ʜʦʧʦʤʦʛʠ ʭʤʘʨʥʠʭ ʩʝʨʚʽʩʽʚ ʟʜʽʡʩʥʶʶʪʴ ʽ 
ʚ ʂʠʪʘʾ. ʇʦʩʪʘʯʘʣʴʥʠʢʠ ʭʤʘʨʥʠʭ ʩʝʨʚʽʩʽʚ, 3Tcloud 
(http://www.3tcloud.com), ʚʧʨʦʚʘʜʞʫʶʪʴ ʥʘʡʙʽʣʴʰʠʡ ʦʩʚʽʪʥʽʡ ʭʤʘʨʥʠʡ 
ʧʨʦʝʢʪ, ʷʢʠʡ ʩʧʨʷʤʦʚʘʥʦ ʥʘ ʝʢʦʥʦʤʽʶ ʙʶʜʞʝʪʫ ʤʽʩʮʝʚʦʛʦ 
ʩʘʤʦʚʨʷʜʫʚʘʥʥʷ, ʦʧʪʠʤʽʟʘʮʽʶ ʨʦʟʧʦʜʽʣʫ ʨʝʩʫʨʩʽʚ ʽ ʩʢʦʨʦʯʝʥʥʷ 
ʚʠʪʨʘʪ ʥʘ ʦʙʩʣʫʛʦʚʫʚʘʥʥʷ ʢʦʤʧôʶʪʝʨʥʦʾ ʪʝʭʥʽʢʠ. ʇʣʘʥʫʻʪʴʩʷ 
ʩʢʦʨʦʪʠʪʠ ʚʠʪʨʘʪʠ ʥʘ ʦʙʩʣʫʛʦʚʫʚʘʥʥʷ ʧʨʦʛʨʘʤʥʦʛʦ ʟʘʙʝʟʧʝʯʝʥʥʷ ʪʘ 

ʘʧʘʨʘʪʥʽ ʟʘʩʦʙʠ, ʥʠʟʴʢʝ ʝʥʝʨʛʦʩʧʦʞʠʚʘʥʥʷ - ʜʦ 3 ɺʪ ʥʘ ʨʽʚʥʽ 
ʧʨʠʩʪʨʦʶ, ʘ ʪʘʢʦʞ ʜʦʟʚʦʣʠʪʠ ʤʫʥʽʮʠʧʘʣʴʥʽʡ ʚʣʘʜʽ ʫ ʪʽʩʥʽʡ ʩʧʽʚʧʨʘʮʽ ʟ 
ʦʨʛʘʥʘʤʠ ʦʩʚʽʪʠ ʚʠʜʽʣʷʪʠ ɯʥʪʝʨʥʝʪ ʨʝʩʫʨʩʠ ʩʘʤʝ ʜʣʷ ʧʦʪʨʝʙ ʦʩʚʽʪʠ  ̔
ʧʽʜʚʠʱʫʚʘʪʠ ʝʬʝʢʪʠʚʥʽʩʪʴ ʘʜʤʽʥʽʩʪʨʫʚʘʥʥʷ ʢʦʤʧ'ʶʪʝʨʽʚ ʫ ʢʦʞʥʽʡ 
ʰʢʦʣʽ. 

 
1.3. ʄʦʞʣʠʚʦʩʪʽ ʭʤʘʨʥʦʛʦ ʦʬʽʩʫ 

 
ʅʠʥʽ ʽʩʥʫʻ ʜʚʘ ʧʨʦʚʘʡʜʝʨʠ ʭʤʘʨʥʠʭ ʧʦʩʣʫʛ, ʚʠʟʥʘʥʠʭ 

ʧʝʜʘʛʦʛʽʯʥʦʶ ʩʧʽʣʴʥʦʪʦʶ ½ ʮʝ ʩʝʨʚʽʩʠ ʢʦʤʧʘʥʽʾ Google ʽ Microsoft. 

ʍʤʘʨʥʽ ʩʝʨʚʽʩʠ ½ ʧʨʦʛʨʘʤʥʝ ʟʘʙʝʟʧʝʯʝʥʥʷ ʷʢ ʩʝʨʚʽʩ ʫ ʩʝʨʝʜʦʚʠʱʽ 
Office365, Google. ɯʜʝʷ ʚʠʢʦʨʠʩʪʘʥʥʷ cʝʨʚʽʩʽʚ Microsoft Office365 
ʧʦʣʷʛʘʻ ʚ ʨʦʟʛʦʨʪʘʥʥʽ ʭʤʘʨʠ, ʷʢʝ ʚʽʜʧʦʚʽʜʘʻ ʢʦʥʢʨʝʪʥʽʡ ʽʜʝʾ, 
ʥʘʧʨʠʢʣʘʜ, ʚʽʨʪʫʘʣʴʥʦʛʦ ʢʘʙʽʥʝʪʫ ʚʯʠʪʝʣʷ ʰʢʦʣʠ, ʢʦʨʧʦʨʘʪʠʚʥʦʛʦ 
ʧʦʨʪʘʣʫ ʰʢʽʣ ʨʘʡʦʥʫ (ʦʙʣʘʩʪʽ), ʦʨʛʘʥʽʟʘʮʽʾ ʤʽʞʥʘʨʦʜʥʦʾ ʜʽʷʣʴʥʦʩʪʽ 
ʫʯʥʽʚ ʫ ʧʨʦʝʢʪʘʭ. 
ʄʦʞʥʘ ʟʨʦʙʠʪʠ ʩʧʽʚʧʨʘʮʶ ʧʨʦʩʪʽʰʦʶ ʟʘ ʜʦʧʦʤʦʛʠ ʧʦʪʫʞʥʠʭ 
ʽʥʩʪʨʫʤʝʥʪʽʚ ʦʙʤʽʥʫ ʜʘʥʠʤʠ.  
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ï ɿʚôʷʟʦʢ ʟ ʽʥʰʠʤʠ ʣʶʜʴʤʠ. ʇʽʜʢʣʶʯʝʥʥʷ ʩʪʘʻ ʱʝ 
ʧʨʦʩʪʽʰʠʤ ʟʘ ʜʦʧʦʤʦʛʠ ʫʥʽʬʽʢʦʚʘʥʦʾ ʢʘʨʪʢʠ ʢʦʥʪʘʢʪʫ, ʷʢʘ ʧʦʻʜʥʫʻ 
ʦʥʦʚʣʝʥʥʷ SharePoint, Facebook ʽ LinkedIn ʽ ʜʘʻ ʟʤʦʛʫ ʦʙʤʽʥʷʪʠʩʷ 
ʤʠʪʪʻʚʠʤʠ ʧʦʚʽʜʦʤʣʝʥʥʷʤʠ, ʧʦʯʘʪʠ ʚʠʢʣʠʢ ʘʙʦ ʚʽʜʝʦʯʘʪ, ʧʨʦʩʪʦ 
ʥʘʪʠʩʥʫʚʰʠ ʢʥʦʧʢʫ ʤʠʰʽ. 

ï ʆʥ-ʣʘʡʥʦʚʝ ʩʭʦʚʠʱʝ ʜʦʢʫʤʝʥʪʽʚ. ʎʝ ½ ʤʦʞʣʠʚʽʩʪʴ 

ʥʘʜʘʪʠ ʚʩʽʤ ʧʨʘʮʽʚʥʠʢʘʤ ʥʘʚʯʘʣʴʥʦʛʦ ʟʘʢʣʘʜʫ ʢʝʨʦʚʘʥʝ ʦʥ-ʣʘʡʥʦʚʝ 
ʩʭʦʚʠʱʝ ʫ ʩʣʫʞʙʽ OneDrive, ʟʙʝʨʽʛʘʪʠ ʜʦʢʫʤʝʥʪʠ ʫ ʭʤʘʨʥʦʤʫ ʩʭʦʚʠʱʽ 
ʪʘ ʥʘʜʘʚʘʪʠ ʜʦ ʥʠʭ ʜʦʩʪʫʧ ʽʥʰʠʤ ʢʦʨʠʩʪʫʚʘʯʘʤ ï ʥʘʚʽʪʴ ʪʠʤ, ʭʪʦ ʥʝ 
ʥʘʣʝʞʘʪʴ ʜʦ ʚʘʰʦʾ ʦʨʛʘʥʽʟʘʮʽʾ. 

ï ɹʘʛʘʪʦʩʪʦʨʦʥʥʽ ʥʘʨʘʜʠ. ʄʦʞʣʠʚʽʩʪʴ ʧʨʘʮʚʁʘʪʠ ʨʘʟʦʤ 
ʜʝ ʟʘʚʛʦʜʥʦ ʟʘʚʜʷʢʠ ʢʦʥʬʝʨʝʥʮʟʚôʷʟʢʫ, ʱʦ ʚʢʣʶʯʘʻ ʨʦʟʰʠʨʝʥʝ 
ʥʘʜʘʥʥʷ ʩʧʽʣʴʥʦʛʦ ʜʦʩʪʫʧʫ ʜʦ ʜʦʢʫʤʝʥʪʽʚ, ʩʪʚʦʨʝʥʥʷ ʥʦʪʘʪʦʢ ʽ 
ʧʨʠʤʽʪʦʢ. 

ï ɿʘʭʠʩʪ ʜʘʥʠʭ. ʋʛʦʜʘ ʧʨʦ ʨʽʚʝʥʴ ʦʙʩʣʫʛʦʚʫʚʘʥʥʷ ʛʘʨʘʥʪʫʻ 
ʙʝʟʧʝʨʝʙʽʡʥʫ ʨʦʙʦʪʫ ʧʨʦʪʷʛʦʤ 99,9 % ʯʘʩʫ, ʫ ʚʘʰʦʤʫ ʨʦʟʧʦʨʷʜʞʝʥʥʽ 
ʙʝʟʧʝʨʝʨʚʥʝ ʨʝʟʝʨʚʥʝ ʢʦʧʽʶʚʘʥʥʷ ʜʘʥʠʭ, ʝʬʝʢʪʠʚʥʽ ʬʫʥʢʮʽʾ 
ʘʚʘʨʽʡʥʦʛʦ ʚʽʜʥʦʚʣʝʥʥʷ ʪʘ ʨʝʟʝʨʚʥʽ ʮʝʥʪʨʠ ʦʙʨʦʙʣʝʥʥʷ ʜʘʥʠʭ, 
ʜʦʩʪʫʧʥʽ ʟ ʙʫʜʴ-ʷʢʦʾ ʪʦʯʢʠ ʩʚʽʪʫ, ʘ ʝʣʝʢʪʨʦʥʥʘ ʧʦʰʪʘ  ̔ʜʦʢʫʤʝʥʪʠ ʥʝ 
ʙʫʜʫʪʴ ʚʠʢʦʨʠʩʪʦʚʫʚʘʪʠʩʷ ʜʣʷ ʨʝʢʣʘʤʠ. 

ï Office ʩʪʘ̒ ʧʦʚʩʶʜʥʠʤ. ʋʯʥ̔, ʚʯʠʪʝʣʽ ʪʘ ʽʥʰ ̔ʧʨʘʮʽʚʥʠʢʠ 
ʥʘʚʯʘʣʴʥʦʛʦ ʟʘʢʣʘʜʫ ʤʦʞʫʪʴ ʚʠʢʦʨʠʩʪʦʚʫʚʘʪʠ ʧʨʦʛʨʘʤʠ Office, 
ʦʧʪʠʤʽʟʦʚʘʥʽ ʜʣʷ ʾʭʥʽʭ ʧʨʠʩʪʨʦʾʚ (ʧʣʘʥʰʝʪʽʚ, ʤʦʙʽʣʴʥʠʭ ʪʝʣʝʬʦʥʽʚ), 
ʱʦʙ ʚʦʥʠ ʤʦʛʣʠ ʧʨʘʮʶʚʘʪʠ ʷʢʦʤʦʛʘ ʢʨʘʱʝ, ʧʝʨʝʙʫʚʘʶʯʠ ʜʝ 
ʟʘʚʛʦʜʥʦ. 

ï Office Web Apps. ɹʝʟʢʦʰʪʦʚʥʽ ʧʦʢʨʘʱʝʥʽ ʚʝʙ-ʧʨʦʛʨʘʤʠ 
Word, Excel, PowerPoint ʽ OneNote Web Apps ʜʘʶʪʴ ʟʤʦʛʫ ʫʯʥʷʤ 
ʧʨʘʮʶʚʘʪʠ ʥʘ ʢʽʣʴʢʦʭ ʧʨʠʩʪʨʦʷʭ ʩʫʪʦ ʽʟ ʙʨʘʫʟʝʨʘ. ʂʽʣʴʢʘ 
ʢʦʨʠʩʪʫʚʘʯʽʚ ʤʦʞʫʪʴ ʩʧʽʣʴʥʦ ʧʨʘʮʶʚʘʪʠ ʥʘʜ ʦʜʥʠʤ ʜʦʢʫʤʝʥʪʦʤ. 

ï ʐʚʠʜʢʝ ʦʪʨʠʤʘʥʥʷ Office. ʇʽʜ ʯʘʩ ʨʦʙʦʪʠ ʟ ʥʦʚʠʤ Office 
ʚʠʢʦʨʠʩʪʦʚʫʻʪʴʩʷ ʪʝʭʥʦʣʦʛʽʷ ʧʦʪʦʢʦʚʦʛʦ ʧʝʨʝʜʘʚʘʥʥʷ. ʊʦʤʫ ʥʝ 
ʧʦʪʨʽʙʥʦ ʯʝʢʘʪʠ, ʧʦʢʠ Office ʽʥʩʪʘʣʶʻʪʴʩʷ, ʽ ʧʨʠʧʠʥʠʪʴ ʨʦʙʦʪʫ, ʱʦʙ 
ʦʪʨʠʤʘʪʠ ʦʥʦʚʣʝʥʥʷ. ʂʨʽʤ ʪʦʛʦ, ʥʦʚʠʡ Office ʤʦʞʥʘ ʽʥʩʪʘʣʶʚʘʪʠ, ʥʝ 
ʚʠʜʘʣʷʶʯʠ ʧʦʧʝʨʝʜʥʽʭ ʚʝʨʩʽʡ. 

ï ʇʝʨʝʤʽʱʝʥʥʷ ʧʘʨʘʤʝʪʨʽʚ. ɺʘʰʽ ʦʩʪʘʥʥʽ ʜʦʢʫʤʝʥʪʠ, 
ʧʘʨʘʤʝʪʨʠ ʪʘ ʥʘʣʘʛʦʜʞʝʥʽ ʩʣʦʚʥʠʢʠ ʧʝʨʝʤʽʱʫʶʪʴʩʷ ʨʘʟʦʤ ʟ 
ʦʙʣʽʢʦʚʠʤ ʟʘʧʠʩʦʤ Microsoft, ʪʦʤʫ ʥʘ ʙʫʜʴ-ʷʢʦʤʫ ʧʨʠʩʪʨʦʾ ʚʠ 
ʟʤʦʞʝʪʝ ʧʨʦʜʦʚʞʠʪʠ ʨʦʙʦʪʫ ʟ ʪʦʛʦ ʤʽʩʮʷ, ʜʝ ʟʫʧʠʥʠʣʠʩʷ. 

ï ʋʥʽʬʽʢʦʚʘʥʝ ʘʜʤʽʥʽʩʪʨʫʚʘʥʥʷ. ɿ ʣʝʛʢʽʩʪʶ ʤʦʞʥʘ ʢʝʨʫʚʘʪʠ 
ʩʣʫʞʙʘʤʠ Office 365 ʽʟ ʙʫʜʴ-ʷʢʦʛʦ ʙʨʘʫʟʝʨʘ ʪʘ ʢʦʨʠʩʪʫʚʘʪʠʩʷ 
ʨʦʟʰʠʨʝʥʠʤʠ ʢʦʤʘʥʜʘʤʠ PowerShell, ʜʦʩʪʫʧʥʠʤʠ ʜʣʷ ʘʚʪʦʤʘʪʠʟʘʮʽʾ 
ʟʘʚʜʘʥʴ ʢʝʨʫʚʘʥʥʷ. 

ï ɺʠʚʽʣʴʥʝʥʥʷ ʮʽʥʥʠʭ ʨʝʩʫʨʩʽʚ. ʎʝ ʟʤʝʥʝhʥʥʷ ʚʠʪʨʘʪ  ̔ʯʘʩʫ 
ʥʘ ʨʦʟʛʦʨʪʘʥʥʷ, ʦʙʩʣʫʛʦʚʫʚʘʥʥʷ ʡ ʢʝʨʫʚʘʥʥʷ ʣʦʢʘʣʴʥʠʤʠ 
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ʩʝʨʚʝʨʘʤʠ, ʱʦ ʜʘ̒ ʟʤʦʛʫ ɯʊ-ʚʽʜʜʽʣʫ ʙʽʣʴʰʝ ʯʘʩʫ ʧʨʠʜʽʣʷʪʠ ʨʦʙʦʯʦʤʫ 
ʥʘʚʘʥʪʘʞʝʥʥʶ, ʧʦʚôʷʟʘʥʦʤʫ ʟ ʥʘʚʯʘʥʥʷʤ. 
 
1.4. ʆʩʥʦʚʥʽ ʧʦʥʷʪʪʷ ʭʤʘʨʦ ʦʨʽʻʥʪʦʚʘʥʦʛʦ ʥʘʚʯʘʣʴʥʦʛʦ 
ʩʝʨʝʜʦʚʠʱʘ (ʍʆʅʉ) 

 
ʉʴʦʛʦʜʥʽ ʚʽʜʦʤʽ ʦʩʥʦʚʥʽ ʢʦʤʧʘʥʽʾ, ʷʢʽ ʥʘʜʘʶʪʴ ʤʦʞʣʠʚʦʩʪʽ 

ʩʪʚʦʨʝʥʥʷ ʭʤʘʨʦ ʦʨʽʻʥʪʦʚʘʥʦʛʦ ʥʘʚʯʘʣʴʥʦʛʦ ʩʝʨʝʜʦʚʠʱʘ 
Microsoft, Google, Amazon, IBM. 
ɼʦ ʦʩʥʦʚʥʠʭ ʭʘʨʘʢʪʝʨʠʩʪʠʢ ʭʤʘʨʥʠʭ ʦʙʯʠʩʣʝʥʴ ʥʘʣʝʞʘʪʴ: 

ʩʘʤʦʦʙʩʣʫʛʦʚʫʚʘʥʥʷ, ʰʠʨʦʢʠʡ ʜʦʩʪʫʧ ʜʦ ʤʝʨʝʞʽ, ʦʙôʻʜʥʘʥʥʷ 
ʨʝʩʫʨʩʽʚ, ʰʚʠʜʢʘ ʝʣʘʩʪʠʯʥʽʩʪʴ, ʚʠʤʽʨʶʚʘʥʥʷ ʦʙʩʣʫʛʦʚʫʚʘʥʥʷ. 
          ʉʘʤʦʦʙʩʣʫʛʦʚʫʚʘʥʥʷ. ʋʯʥʶ (ʚʯʠʪʝʣʶ) ʤʦʞʫʪʴ ʥʘʜʘʚʘʪʠʩʷ 
ʦʙʯʠʩʣʶʚʘʣʴʥʽ ʤʦʞʣʠʚʦʩʪʽ, ʪʘʢʽ, ʷʢ ʚʽʨʪʫʘʣʴʥʠʡ ʩʝʨʚʝʨ, ʤʝʨʝʞʽ. 
ɿʙʝʨʽʛʘʥʥʷ ʜʘʥʠʭ ʟʜʽʡʩʥʶʻʪʴʩʷ ʘʚʪʦʤʘʪʠʯʥʦ ʪʘ ʤʽʨʦʶ ʥʝʦʙʭʽʜʥʦʩʪʽ, 
ʥʝ ʚʠʤʘʛʘʶʯʠ ʚʽʜ ʫʯʥʷ (ʚʯʠʪʝʣʷ) ʚʟʘʻʤʦʜʽʾ ʟ ʧʦʩʪʘʯʘʣʴʥʠʢʦʤ ʧʦʩʣʫʛ . 
          ʐʠʨʦʢʠʡ ʜʦʩʪʫʧ ʜʦ ʤʝʨʝʞʽ. ʄʦʞʣʠʚʽʩʪʴ ʜʦʩʪʫʧʫ ʫʯʥʷ 
(ʫʯʠʪʝʣʷ) ʜʦ ʤʝʨʝʞʽ ʟʘʩʦʙʘʤʠ ʩʪʘʥʜʘʨʪʥʠʭ ʤʝʭʘʥʽʟʤʽʚ, ʪʦʙʪʦ 
ʩʪʠʤʫʣʶʚʘʥʥʷ ʚʠʢʦʨʠʩʪʘʥʥʷ ʪʦʥʢʠʭ ʘʙʦ ʪʦʚʩʪʠʭ ʢʣʽʻʥʪʩʴʢʠʭ 
ʧʣʘʪʬʦʨʤ (ʥʘʧʨʠʢʣʘʜ, ʤʦʙʽʣʴʥʠʭ ʪʝʣʝʬʦʥʽʚ, ʧʣʘʥʰʝʪʽʚ, ʥʦʫʪʙʫʢʽʚ ʽ 
ʨʦʙʦʯʠʭ ʩʪʘʥʮʽʡ). 
          ʆʙôʻʜʥʘʥʥʷ ʨʝʩʫʨʩʽʚ. ʆʙʯʠʩʣʶʚʘʣʴʥʽ ʨʝʩʫʨʩʠ ʧʨʦʚʘʡʜʝʨʘ 
ʦʙ'ʻʜʥʫʶʪʴʩʷ ʜʣʷ ʦʙʩʣʫʛʦʚʫʚʘʥʥʷ ʜʝʢʽʣʴʢʦʭ ʫʯʥʽʚ (ʚʯʠʪʝʣʽʚ) ʜʣʷ 
ʚʠʢʦʨʠʩʪʘʥʥʷ ʙʘʛʘʪʦʢʦʨʠʩʪʫʚʘʮʴʢʦʾ ʤʦʜʝʣʽ, ʟ ʨʽʟʥʠʤʠ ʬʽʟʠʯʥʠʤʠ ʪʘ 
ʚʽʨʪʫʘʣʴʥʠʤʠ ʨʝʩʫʨʩʘʤʠ, ʨʦʟʧʦʜʽʣʝʥʠʭ ʚʽʜʧʦʚʽʜʥʦ ʜʦ ʧʝʜʘʛʦʛʽʯʥʠʭ 
ʧʦʪʨʝʙ. ʋʯʝʥʴ (ʫʯʠʪʝʣʴ) ʚʟʘʛʘʣʽ ʥʝ ʤʘʻ ʫʷʚʣʝʥʥʷ ʧʨʦ ʨʦʟʪʘʰʫʚʘʥʥʷ 
ʚʠʜʽʣʝʥʠʭ ʡʦʤʫ ʨʝʩʫʨʩʽʚ, ʘʣʝ ʤʦʞʝ ʚʠʟʥʘʯʠʪʠ ʤʽʩʮʝ ʨʦʟʪʘʰʫʚʘʥʥʷ 
ʥʘ ʙʽʣʴʰ ʚʠʩʦʢʦʤʫ ʨʽʚʥʽ (ʥʘʧʨʠʢʣʘʜ, ʢʨʘʾʥʫ, ʰʪʘʪ ʘʙʦ ʮʝʥʪʨ 
ʦʙʨʦʙʣʝʥʥʷ ʜʘʥʠʭ). ʅʘʧʨʠʢʣʘʜ, ʨʝʩʫʨʩʠ ʟʙʝʨʽʛʘʥʥʷ, ʦʙʨʦʙʣʝʥʥʷ 
ʜʘʥʠʭ, ʧʘʤ'ʷʪʽ ʪʘ ʧʨʦʧʫʩʢʥʦʾ ʟʜʘʪʥʦʩʪʽ ʤʝʨʝʞʽ. 
          ʐʚʠʜʢʘ ʝʣʘʩʪʠʯʥʽʩʪʴ. ʅʘʜʘʥʥʷ ʤʦʞʣʠʚʦʩʪʽ ʰʚʠʜʢʦʛʦ 
ʤʘʩʰʪʘʙʫʚʘʥʥʷ ʟʦʚʥʽʰʥʴʦʾ ʪʘ ʚʥʫʪʨʽʰʥʴʦʾ ʧʦʪʨʝʙʠ ʚ ʨʝʩʫʨʩʘʭ, 
ʧʨʦʧʦʨʮʽʡʥʦ ʥʘʚʯʘʣʴʥʠʤ ʧʦʪʨʝʙʘʤ. ʈʝʩʫʨʩʠ ʫʯʥʶ (ʚʯʠʪʝʣʶ) ʤʦʞʫʪʴ 
ʥʘʜʘʚʘʪʠʩʷ ʥʝʦʙʤʝʞʝʥʦ ʚ ʙʫʜʴ-ʷʢʽʡ ʢʽʣʴʢʦʩʪʽ ʪʘ ʙʫʜʴ-ʢʦʣʠ. 
          ɺʠʤʽʨʶʚʘʥʥʷ ʦʙʩʣʫʛʦʚʫʚʘʥʥʷ. ʋ ʭʤʘʨʥʠʭ ʤʦʜʝʣʷʭ 
ʬʫʥʢʮʽʦʥʫʶʪʴ ʩʠʩʪʝʤʠ ʘʚʪʦʤʘʪʠʯʥʦʛʦ ʫʧʨʘʚʣʽʥʥʷ ʪʘ ʦʧʪʠʤʽʟʘʮʽʾ 
ʚʠʢʦʨʠʩʪʘʥʥʷ ʨʝʩʫʨʩʽʚ ʟʘ ʨʘʭʫʥʦʢ ʾʭ ʨʦʟʧʦʜʽʣʫ ʪʘ ʟʘʣʝʞʥʦ ʚʽʜ ʪʠʧʫ 
ʧʦʩʣʫʛʠ (ʥʘʧʨʠʢʣʘʜ, ʩʪʚʦʨʝʥʥʷ, ʟʙʝʨʽʛʘʥʥʷ, ʧʝʨʝʨʦʙʣʝʥʥʷ, 
ʧʝʨʝʜʘʚʘʥʥʷ ʪʦʱʦ). ɺʠʢʦʨʠʩʪʘʥʥʷ ʨʝʩʫʨʩʽʚ ʟʘʙʝʟʧʝʯʫʻʪʴʩʷ 
ʧʨʦʟʦʨʽʩʪʶ ʷʢ ʜʣʷ ʧʦʩʪʘʯʘʣʴʥʠʢʘ, ʪʘʢ ʽ ʜʣʷ ʩʧʦʞʠʚʘʯʘ (ʚʯʠʪʝʣʷ ʘʙʦ 
ʫʯʥʷ), ʷʢʦʛʦ ʦʙʩʣʫʛʦʚʫʶʪʴ. 

ʅʠʥʽ ʽʩʥʫʻ ʯʦʪʠʨʠ ʤʦʜʝʣʽ ʨʦʟʛʦʨʪʘʥʥʷ ʭʤʘʨ: ʢʦʨʧʦʨʘʪʠʚʥʘ, 
ʭʤʘʨʘ ʩʧʽʣʴʥʦʪ, ʧʫʙʣʽʯʥʘ, ʛʽʙʨʠʜʥʘ. 
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ʂʦʨʧʦʨʘʪʠʚʥʘ ʭʤʘʨʘ. ʍʤʘʨʥʘ ʽʥʬʨʘʩʪʨʫʢʪʫʨʘ, ʱʦ 
ʨʦʟʨʦʙʣʷʻʪʴʩʷ ʚʠʥʷʪʢʦʚʦ ʜʣʷ ʚʠʢʦʨʠʩʪʘʥʥʷ ʦʜʥʽʻʶ ʰʢʦʣʦʶ, ʤʽʩʪʠʪʴ 
ʙʝʟʣʽʯ ʩʧʦʞʠʚʘʯʽʚ (ʥʘʧʨʠʢʣʘʜ, ʫʯʥʽʚ, ʫʯʠʪʝʣʽʚ, ʢʝʨʽʚʥʠʢʽʚ). ɺʦʥʘ 
ʤʦʞʝ ʥʘʣʝʞʘʪʠ, ʘʜʤʽʥʽʩʪʨʘʮʽʾ ʰʢʦʣʠ, ʫʧʨʘʚʣʽʥʥ ʁʦʩʚʽʪʠ ʪʦʱʦ.  
          ʍʤʘʨʘ ʩʧʽʣʴʥʦʪ. ʍʤʘʨʥʘ ʽʥʬʨʘʩʪʨʫʢʪʫʨʘ, ʧʽʜʛʦʪʦʚʣʝʥʘ 
ʚʠʥʷʪʢʦʚʦ ʜʣʷ ʚʠʢʦʨʠʩʪʘʥʥʷ ʢʦʥʢʨʝʪʥʦʶ ʩʧʽʣʴʥʦʪʦʶ ʯʠ ʦʙôʻʜʥʘʥʥʷʤ 
ʫʯʠʪʝʣʽʚ (ʫʯʥʽʚ). ʅʘʧʨʠʢʣʘʜ, ʤʝʪʦʜʠʯʥʽ ʦʙôʻʜʥʘʥʥʷ ʚʯʠʪʝʣʽʚ-
ʧʨʝʜʤʝʪʥʠʢʽʚ, ʫʯʘʩʥʠʢʠ ʷʢʠʭ ʦʙôʻʜʥʘʥʽ ʩʧʽʣʴʥʦʶ ʤʝʪʦʶ. ʉʪʚʦʨʝʥʘ 
ʭʤʘʨʘ ʤʦʞʝ ʥʘʣʝʞʘʪʠ ʦʨʛʘʥʘʤ ʫʧʨʘʚʣʽʥʥʷ ʤʽʩʪʘ, ʦʩʚʽʪʠ ʨʘʡʦʥʫ ʘʙʦ 
ʘʜʤʽʥʽʩʪʨʘʮʽʾ ʰʢʦʣʠ. 
          ʇʫʙʣʽʯʥʘ ʭʤʘʨʘ. ʍʤʘʨʥʘ ʽʥʬʨʘʩʪʨʫʢʪʫʨʘ, ʧʽʜʛʦʪʦʚʣʝʥʘ ʜʣʷ 
ʚʽʜʢʨʠʪʦʛʦ ʚʠʢʦʨʠʩʪʘʥʥʷ ʰʠʨʦʢʦʶ ʧʫʙʣʽʢʦʶ. ʅʘʧʨʠʢʣʘʜ, ʚʩʝʩʚʽʪʥʷ 
ʤʝʨʝʞʘ ʚʯʠʪʝʣʽʚ çʇʘʨʪʥʝʨʩʪʚʦ ʫ ʥʘʚʯʘʥʥʽè. ʉʪʚʦʨʝʥʘ ʭʤʘʨʘ ʤʦʞʝ 
ʧʝʨʝʙʫʚʘʪʠ ʫ ʚʣʘʩʥʦʩʪʽ ʧʨʦʚʘʡʜʝʨʘ ʧʦʩʣʫʛ (ʥʘʧʨʠʢʣʘʜ, ʢʦʤʧʘʥʽʾ 
ʄʘʡʢʨʦʩʦʬʪ), ʚ ʘʢʘʜʝʤʽʯʥʠʭ ʘʙʦ ʜʝʨʞʘʚʥʠʭ ʦʨʛʘʥʽʟʘʮʽʷʭ ʽ 
ʚʠʢʦʨʠʩʪʦʚʫʚʘʪʠʩʷ ʟʘ ʧʨʠʥʮʠʧʦʤ ʥʘʜʘʥʥʷ ʭʤʘʨʥʠʭ ʧʦʩʣʫʛ.  
          ɻʽʙʨʠʜʥʘ ʭʤʘʨʘ. ʍʤʘʨʥʘ ʽʥʬʨʘʩʪʨʫʢʪʫʨʘ  ̒ʢʦʤʧʦʟʠʮʽʻ  ʁʟ ʜʚʦʭ 
ʯʠ ʙʽʣʴʰʝ ʦʢʨʝʤʠʭ ʭʤʘʨʥʠʭ ʽʥʬʨʘʩʪʨʫʢʪʫʨ (ʧʨʠʚʘʪʥʠʭ  ̔ʧʫʙʣʽʯʥʠʭ), 
ʷʢʽ ʟʘʣʠʰʘʶʪʴʩʷ ʫʥʽʢʘʣʴʥʠʤʠ ʦʙ'ʻʢʪʘʤʠ ʽ ʧʦʚ'ʷʟʘʥʽ ʤʽʞ ʩʦʙʦʶ 
ʩʪʘʥʜʘʨʪʠʟʦʚʘʥʠʤʠ ʘʙʦ ʟʘʧʘʪʝʥʪʦʚʘʥʠʤʠ ʪʝʭʥʦʣʦʛʽʷʤʠ, ʜʦʟʚʦʣʷʻ 
ʧʝʨʝʥʦʩʠʪʠ ʜʘʥʽ ʡ ʟʘʩʪʦʩʫʥʢʠ (ʥʘʧʨʠʢʣʘʜ, ʭʤʘʨʘ ʨʦʟʨʠʚʫ ʜʣʷ 
ʙʘʣʘʥʩʫʚʘʥʥʷ ʥʘʚʘʥʪʘʞʝʥʥʷ ʤʽʞ ʭʤʘʨʘʤʠ). ʎʷ ʤʦʞʣʠʚʽʩʪʴ ʥʝ 
ʚʠʢʣʶʯʘʻ ʚʠʢʦʨʠʩʪʘʥʥʷ ʩʫʤʽʩʥʠʭ ʤʦʚ ʧʨʦʛʨʘʤʫʚʘʥʥʷ, ʙʽʙʣʽʦʪʝʢ, 
ʩʣʫʞʙ  ̔ʟʘʩʦʙʽʚ ʚʽʜ ʽʥʰʠʭ ʜʞʝʨʝʣ. 

ɼʦ ʦʩʥʦʚʥʠʭ ʤʦʜʝʣʝʡ ʦʙʩʣʫʛʦʚʫʚʘʥʥʷ ʥʘʣʝʞʠʪʴ: ʧʨʦʛʨʘʤʥʝ 
ʟʘʙʝʟʧʝʯʝʥʥʷ, ʧʣʘʪʬʦʨʤʘ ʪʘ ʽʥʬʨʘʩʪʨʫʢʪʫʨʘ. 

ʇʨʦʛʨʘʤʥʝ ʟʘʙʝʟʧʝʯʝʥʥʷ ʷʢ ʧʦʩʣʫʛʘ (ʘʥʛʣ. SaaS ï software as 
a service). ʅʘʜʘʻ ʤʦʞʣʠʚʽʩʪʴ ʩʧʦʞʠʚʘʯʝʚʽ ʚʠʢʦʨʠʩʪʦʚʫʚʘʪʠ 
ʟʘʩʪʦʩʫʥʢʠ ʧʨʦʚʘʡʜʝʨʘ. ɿʘʩʪʦʩʫʥʢʠ ʻ ʜʦʩʪʫʧʥʠʤʠ ʟ ʨʽʟʥʠʭ ʛʘʜʞʝʪʽʚ 
ʘʙʦ ʯʝʨʝʟ ʽʥʪʝʨʬʝʡʩ ʪʦʥʢʦʛʦ ʢʣʽʻʥʪʘ, ʪʘʢʠʭ ʷʢ ʚʝʙ-ʙʨʘʫʟʝʨ 
(ʥʘʧʨʠʢʣʘʜ, ʚʝʙ-ʧʦʰʪʘ) ʘʙʦ ʽʥʪʝʨʬʝʡʩʫ ʧʨʦʛʨʘʤʠ. ʄʦʜʝʣʴ ʥʘʜʘʥʥʷ 
ʧʨʦʛʨʘʤʥʦʛʦ ʟʘʙʝʟʧʝʯʝʥʥʷ ʷʢ ʩʝʨʚʽʩʫ ʟʘʙʝʟʧʝʯʫʻ ʤʦʞʣʠʚʽʩʪʴ ʦʨʝʥʜʠ 
ʧʨʦʛʨʘʤ, ʜʦʩʪʫʧ ʜʦ ʷʢʠʭ ʟʜʽʡʩʥʶʻʪʴʩʷ ʯʝʨʝʟ ɯʥʪʝʨʥʝʪ. ʅʝ ʧʦʪʨʽʙʥʦ 
ʥʽʯʦʛʦ ʚʩʪʘʥʦʚʣʶʚʘʪʠ ʥʘ ʩʚʽʡ ʇʂ (ʪʝʣʝʬʦʥ ʪʘ ʽʥʰʽ ʧʨʠʩʪʨʦʾ), 
ʧʽʢʣʫʚʘʪʠʩʷ ʧʨʦ ʟʘʭʠʩʪ ʜʘʥʠʭ ʪʘ ʙʝʟʧʝʢʫ. ɺʩʽ ʜʦʜʘʪʢʠ 
ʥʘʣʘʰʪʦʚʫʶʪʴʩʷ ʪʘ ʦʥʦʚʣʶʶʪʴʩʷ ʥʘ ʩʝʨʚʝʨʽ ʧʨʦʚʘʡʜʝʨʘ ʭʤʘʨ. ɿʘ 
ʜʦʧʦʤʦʛʠ ʭʤʘʨʥʠʭ ʩʝʨʚʽʩʽʚ ʫ ʚʽʢʥʽ ʙʨʘʫʟʝʨʘ ʩʪʚʦʨʶʶʪʴʩʷ ʫʤʦʚʠ ʜʣʷ 
ʨʦʙʦʪʠ ʟ ʜʦʢʫʤʝʥʪʘʤʠ, ʚʝʜʝʥʥʷ ʙʫʭʛʘʣʪʝʨʽʾ, ʢʝʨʫʚʘʥʥʷ ʩʢʣʘʜʦʤ ʽ ʪ.ʜ. 

ʉʴʦʛʦʜʥʽ ʥʘʨʘʭʦʚʫʶʪʴ ʩʦʪʥʽ ʧʨʦʧʦʟʠʮʽʡ SaaS: ʚʽʜ 
ʩʧʝʮʽʘʣʽʟʦʚʘʥʠʭ ʟʘ ʦʢʨʝʤʠʤʠ ʛʘʣʫʟʷʤʠ ʜʦ ʩʧʦʞʠʚʯʠʭ ʜʦʜʘʪʢʽʚ, ʪʘʢʠʭ, 
ʷʢ ʝʣʝʢʪʨʦʥʥʘ ʧʦʰʪʘ. ʇʨʠʢʣʘʜʦʤ ʜʦʜʘʪʢʽʚ ʷʢ ʩʝʨʚʽʩʫ ʤʦʞʝ ʙʫʪʠ 
Microsoft office365, ʦʬʽʩʥʠʡ Google Apps, Google Classmate ʪʦʱʦ.   

ʇʣʘʪʬʦʨʤʘ ʷʢ ʧʦʩʣʫʛʘ (ʘʥʛʣ. PaaS ï Platform as a service). 
ʄʦʜʝʣʴ ʥʘʜʘʥʥʷ ʧʣʘʪʬʦʨʤʠ ʷʢ ʩʝʨʚʽʩʫ ʧʝʨʝʜʙʘʯʘʻ ʤʦʞʣʠʚʽʩʪʴ 
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ʦʨʝʥʜʠ ʧʣʘʪʬʦʨʤʠ ʜʣʷ ʨʦʟʨʦʙʣʝʥʥʷ ʽ ʨʦʟʛʦʨʪʘʥʥʷ ʜʦʜʘʪʢʽʚ. ʎʝʡ 
ʩʝʨʚʽʩ ʙʽʣʴʰʦʶ ʤʽʨʦʶ ʧʨʠʟʥʘʯʝʥʠʡ ʜʣʷ ʨʦʟʨʦʙʥʠʢʽʚ ʧʨʦʛʨʘʤʥʦʛʦ 
ʟʘʙʝʟʧʝʯʝʥʥʷ. ʇʣʘʪʬʦʨʤʘ ʥʘʜʘʻʪʴʩʷ ʷʢ ʧʦʩʣʫʛʘ ʯʝʨʝʟ ɯʥʪʝʨʥʝʪ ʽ 
ʚʢʣʶʯʘʻ ʚ ʩʝʙʝ ʦʧʝʨʘʮʽʡʥʫ ʩʠʩʪʝʤʫ, ʙʘʟʠ ʜʘʥʠʭ, ʧʨʠʢʣʘʜʥʝ 
ʧʨʦʛʨʘʤʥʝ ʟʘʙʝʟʧʝʯʝʥʥʷ. ɿʘʟʚʠʯʘʡ ʧʣʘʪʬʦʨʤʫ ʦʨʽʻʥʪʦʚʘʥʦ ʥʘ ʧʝʚʥʫ 
ʤʦʚʫ ʧʨʦʛʨʘʤʫʚʘʥʥʷ, ʥʘʧʨʠʢʣʘʜ, Java ʘʙʦ Python. 

 ʇʨʠʢʣʘʜʘʤʠ ʧʣʘʪʬʦʨʤʠ ʷʢ ʩʝʨʚʽʩ ʤʦʞʝ ʩʣʫʞʠʪʠ Force.com, 
Microsoft Azure, Google App Engine, Cloud Foundry, Oracle PaaS 
Platform. 

ɯʥʬʨʘʩʪʨʫʢʪʫʨʘ ʷʢ ʧʦʩʣʫʛʘ (ʘʥʛʣ. IaaS - Infrastructure as a 
Service). ʄʦʜʝʣʴ ʥʘʜʘʥʥʷ ʽʥʬʨʘʩʪʨʫʢʪʫʨʠ ʷʢ ʩʝʨʚʽʩʫ ʧʝʨʝʜʙʘʯʘʻ 

ʤʦʞʣʠʚʽʩʪʴ ʦʨʝʥʜʠ ʘʧʘʨʘʪʥʠʭ ʨʝʩʫʨʩʽʚ - ʩʝʨʚʝʨʽʚ, ʧʨʠʩʪʨʦʾʚ 
ʟʙʝʨʽʛʘʥʥʷ ʜʘʥʠʭ, ʤʝʨʝʞʥʦʛʦ ʦʙʣʘʜʥʘʥʥʷ. ʄʦʜʝʣʴ IaaS ʜʦʟʚʦʣʷʻ 
ʩʧʦʞʠʚʘʯʝʚʽ ʬʦʨʤʫʣʶʚʘʪʠ ʧʦʪʨʝʙʫ ʚ ʨʝʩʫʨʩʘʭ: ʢʽʣʴʢʽʩʪʴ ʧʨʦʮʝʩʦʨʽʚ, 
ʦʧʝʨʘʪʠʚʥʦʾ ʧʘʤ'ʷʪʽ, ʜʠʩʢʦʚʦʛʦ ʧʨʦʩʪʦʨʫ, ʤʝʨʝʞʥʠʭ ʢʦʤʫʥʽʢʘʮʽʡ ʪʘ 
ʙʘʟʦʚʦʛʦ ʧʨʦʛʨʘʤʥʦʛʦ ʟʘʙʝʟʧʝʯʝʥʥʷ. 

 ʋ ʮʽʡ ʤʦʜʝʣʽ ʟʘʩʪʦʩʦʚʫʶʪʴ ʪʝʭʥʦʣʦʛʽʾ ʚʽʨʪʫʘʣʽʟʘʮʽʾ. ʅʘʧʨʠʢʣʘʜ, 
ʫ ʨʘʟʽ ʧʦʜʽʣʫ ʬʽʟʠʯʥʦʛʦ ʩʝʨʚʝʨʘ ʥʘ ʚʽʨʪʫʘʣʴʥʽ ʪʘ ʥʘʜʘʥʥʷ ʮʠʭ 
ʚʽʨʪʫʘʣʴʥʠʭ ʯʘʩʪʠʥ ʨʽʟʥʠʤ ʩʧʦʞʠʚʘʯʘʤ. 

ʗʢ ʧʨʠʢʣʘʜʠ ʽʥʬʨʘʩʪʨʫʢʪʫʨʠ ½ ʩʝʨʚʽʩʫ ʥʘʚʝʜʝʤʦ Amazon Web 
Services, Rackspace Cloud, Terremark, gandi.net, GoGrid, Scalaxy. 

ʇʝʨʰʝ, ʥʘ ʱʦ ʟʚʝʨʪʘʶʪʴ ʫʚʘʛʫ ʜʦʩʣʽʜʥʠʢʠ ʫ ʢʦʥʪʝʢʩʪʽ ʭʤʘʨʥʠʭ 
ʦʙʯʠʩʣʝʥʴ ï ʮʝ ʧʘʨʘʤʝʪʨʠ ʭʤʘʨʥʦʛʦ ʩʭʦʚʠʱʘ.  

ʍʤʘʨʥʝ ʩʭʦʚʠʱʝ ʜʘʥʠʭ ï ʦʥ-ʣʘʡʥʦʚʝ ʩʭʦʚʠʱʝ, ʚ ʷʢʦʤʫ ʜʘʥʽ 
ʟʙʝʨʽʛʘʶʪʴʩʷ ʥʘ ʯʠʩʣʝʥʥʠʭ ʨʦʟʧʦʜʽʣʝʥʠʭ ʫ ʤʝʨʝʞʽ ʩʝʨʚʝʨʘʭ, ʱʦ 
ʥʘʜʘʶʪʴʩʷ ʚ ʢʦʨʠʩʪʫʚʘʥʥʷ ʧʝʜʘʛʦʛʽʯʥʠʤ ʧʨʘʮʽʚʥʠʢʘʤ ʪʘ ʫʯʥʷʤ, ʚ 
ʦʩʥʦʚʥʦʤʫ ʪʨʝʪʴʦʶ ʩʪʦʨʦʥʦʶ (ʧʨʦʚʘʡʜʝʨʦʤ). ɼʘʥʽ ʟʙʝʨʽʛʘʶʪʴʩʷ ʪʘ 
ʦʧʨʘʮʴʦʚʫʶʪʴʩʷ, ʟ ʧʦʛʣʷʜʫ ʧʝʜʘʛʦʛʘ, ʥʘ ʦʜʥʦʤʫ ʚʝʣʠʢʦʤʫ 
ʚʽʨʪʫʘʣʴʥʦʤʫ ʩʝʨʚʝʨʽ. 

ɼʦ ʭʘʨʘʢʪʝʨʠʩʪʠʢ ʭʤʘʨʦ ʦʨʽʻʥʪʦʚʘʥʦʛʦ ʥʘʚʯʘʣʴʥʦʛʦ 
ʩʝʨʝʜʦʚʠʱʘ ʪʨʝʙʘ ʚʽʜʥʝʩʪʠ: ʛʥʫʯʢʽʩʪʴ, ʩʪʨʫʢʪʫʨʦʚʘʥʽʩʪʴ, 
ʽʥʪʝʨʘʢʪʠʚʥʽʩʪʴ, ʧʝʨʩʦʥʘʣʽʟʘʮʽʶ, ʚʤʦʪʠʚʦʚʘʥʽʩʪʴ, ʥʦʚʫ ʨʦʣʴ ʫʯʠʪʝʣʷ, 
ʽʥʥʦʚʘʮʽʡʥʫ ʜʽʷʣʴʥʽʩʪʴ ʫʯʥʷ. 

ɻʥʫʯʢʽʩʪʴ ï ʫʯʝʥʴ ʤʦʞʝ ʚʟʘʻʤʦʜʽʷʪʠ ʟ ʫʯʠʪʝʣʝʤ ʽʥʜʠʚʽʜʫʘʣʴʥʦ, 
ʥʘʚʯʘʪʠʩʷ ʫ ʟʨʫʯʥʦʤʫ ʜʣʷ ʩʝʙʝ ʤʽʩʮʽ ʫ ʩʚʦʻʤʫ ʚʣʘʩʥʦʤʫ ʪʝʤʧʽ ʡ 
ʨʠʪʤʽ, ʧʨʠʜʽʣʷʪʠ ʢʦʞʥʽʡ ʪʝʤʽ (ʟʘʥʷʪʪʶ) ʩʪʽʣʴʢʠ ʯʘʩʫ, ʩʢʽʣʴʢʠ ʧʦʪʨʽʙʥʦ 
ʜʣʷ ʟʘʩʚʦʻʥʥʷ ʥʘʚʯʘʣʴʥʦʛʦ ʤʘʪʝʨʽʘʣʫ. 

ʉʪʨʫʢʪʫʨʦʚʘʥʽʩʪʴ ï ʩʠʩʪʝʤʘʪʠʟʘʮʽʷ ʥʘʚʯʘʣʴʥʠʭ ʤʘʪʝʨʽʘʣʽʚ 
ʚʽʜʧʦʚʽʜʥʦ ʜʦ ʥʘʚʯʘʣʴʥʠʭ ʧʣʘʥʽʚ ʽ ʧʨʦʛʨʘʤ. 

ɯʥʪʝʨʘʢʪʠʚʥʽʩʪʴ ï ʚʠʢʦʨʠʩʪʘʥʥʷ 3ʂ-ʪʝʭʥʦʣʦʛʽʡ (ʢʦʤʫʥʽʢʘʮʽʾ, 
ʩʧʽʚʧʨʘʮʽ, ʢʦʦʧʝʨʘʮʽʾ) ʜʣʷ ʦʙʤʽʥʫ ʪʘ ʦʧʨʘʮʶʚʘʥʥʷ ʨʽʟʥʦʤʘʥʽʪʥʠʭ 
ʜʘʥʠʭ.  

ʇʝʨʩʦʥʘʣʽʟʘʮʽʷ ï ʚʩʝ ʥʘʚʯʘʥʥʷ ʟʦʨʽʻʥʪʦʚʘʥʦ ʥʘ ʨʦʟʚʠʪʦʢ 
ʽʥʜʠʚʽʜʫʘʣʴʥʠʭ ʦʩʦʙʣʠʚʦʩʪʝʡ  ̔ʧʦʪʨʝʙ ʫʯʥʷ. 
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ɺʤʦʪʠʚʦʚʘʥʽʩʪʴ ï ʫʯʝʥʴ ʤʘʻ ʙʫʪʠ ʤʦʪʠʚʦʚʘʥʠʡ, ʧʨʘʮʴʦʚʠʪʠʡ, 
ʤʘʪʠ ʚʤʽʥʥʷ ʪʘ ʙʘʞʘʥʥʷ ʧʨʘʮʶʚʘʪʠ ʩʘʤʦʩʪʽʡʥʦ. 

ʅʦʚʘ ʨʦʣʴ ʫʯʠʪʝʣʷ ï ʢʦʦʨʜʠʥʘʪʦʨʘ ʧʝʨʩʦʥʘʣʽʟʦʚʘʥʦʛʦ 
ʨʦʟʚʠʪʢʫ ʫʯʥʷ ʪʘ ʥʝʧʝʨʝʨʚʥʦʛʦ ʦʩʦʙʠʩʪʽʩʥʦʛʦ ʨʦʟʚʠʪʢʫ. 

ɯʥʥʦʚʘʮʽʡʥʘ ʜʽʷʣʴʥʽʩʪʴ ʫʯʥʷ ï ʘʢʪʠʚʥʘ, ʜʠʥʘʤʽʯʥʘ, ʨʦʟʫʤʦʚʘ ʪʘ 
ʝʤʦʮʽʡʥʘ ʜʽʷʣʴʥʽʩʪʴ ʫʯʥʷ ʟ ʚʠʢʦʨʠʩʪʘʥʥʷʤ ʭʤʘʨʥʠʭ ʩʝʨʚʽʩʽʚ ʧʽʜ ʯʘʩ 
ʷʢ ʥʘʚʯʘʥʥʷ, ʪʘʢ ʽ ʚʠʢʦʥʘʥʥʷ ʜʦʤʘʰʥʽʭ ʟʘʚʜʘʥʴ. 

ɼʦ ʭʘʨʘʢʪʝʨʥʠʭ ʦʩʦʙʣʠʚʦʩʪʝʡ ʍʆʅʉ ʥʘʣʝʞʘʪʴ 
ʽʥʩʪʨʫʤʝʥʪʘʣʽʟʤ, ʟʤʽʩʪ ʥʘʚʯʘʣʴʥʦʛʦ ʩʝʨʝʜʦʚʠʱʘ, ʦʙʤʽʥ ʜʘʥʠʤʠ, 
ʢʦʥʝʢʪʠʚʽʟʤ. 

ʍʘʨʘʢʪʝʨʥʦʶ ʦʩʦʙʣʠʚʽʩʪʶ ʩʫʯʘʩʥʦʛʦ ʥʘʚʯʘʥʥʷ ʻ ʪʝ, ʱʦ ʚʦʥʦ 
ʚʽʜʙʫʚʘʻʪʴʩʷ ʯʝʨʝʟ ʧʦʙʫʜʦʚʫ ʤʝʨʝʞʽ (ʚʽʨʪʫʘʣʴʥʠʭ ʧʨʝʜʤʝʪʥʠʭ 
ʩʧʽʣʴʥʦʪ).   

ʅʘʚʯʘʥʥʷ ʫʯʥʽʚ ʟʘʩʦʙʘʤʠ ʤʝʨʝʞʽ ɯʥʪʝʨʥʝʪ ʙʘʟʫʻʪʴʩʷ ʥʘ 
ʚʠʢʦʨʠʩʪʘʥʥʽ ʨʽʟʥʦʤʘʥʽʪʥʠʭ ʽʥʩʪʨʫʤʝʥʪʽʚ ʪʘ ʝʣʝʢʪʨʦʥʥʠʭ ʦʙ'ʻʢʪʽʚ. ɼʽʾ 
ʥʘʜ ʦʙ'ʻʢʪʘʤʠ ʚʠʤʘʛʘʶʪʴ ʢʦʤʫʥʽʢʘʮʽʾ, ʱʦ ʦʙʫʤʦʚʣʶʻ ʚʠʢʦʨʠʩʪʘʥʥʷ 
3ʂïʪʝʭʥʦʣʦʛʽʡ (ʢʦʤʫʥʽʢʘʮʽʷ, ʢʦʦʧʝʨʘʮʽʷ, ʢʦʣʘʙʦʨʘʮʽʷ) ʪʘ ʤʘʻ 
ʧʝʨʰʦʯʝʨʛʦʚʝ ʟʥʘʯʝʥʥʷ ʜʣʷ ʥʘʚʯʘʥʥʷ, ʮʝ ʦʪʨʠʤʘʣʦ ʥʘʟʚʫ 
ʽʥʩʪʨʫʤʝʥʪʘʣʽʟʤʫ. 

ʅʘʚʯʘʥʥʷ ʚʠʟʥʘʯʘʻʪʴʩʷ ʟʤʽʩʪʦʤ ʥʘʚʯʘʣʴʥʦʛʦ ʩʝʨʝʜʦʚʠʱʘ, ʚ 
ʷʢʦʤʫ ʚʽʜʙʫʚʘʻʪʴʩʷ ʦʩʚʦʻʥʥʷ ʥʦʚʦʛʦ ʟʥʘʥʥʷ. ɿʤʽʩʪ ʥʘʚʯʘʣʴʥʦʛʦ 
ʩʝʨʝʜʦʚʠʱʘ ʬʦʨʤʫʻ ʝʣʝʢʪʨʦʥʥʠʡ ʥʘʚʯʘʣʴʥʠʡ ʢʦʥʪʝʥʪ, ʜʦ ʷʢʦʛʦ 
ʚʽʜʥʦʩʷʪʴ ʝʣʝʢʪʨʦʥʥʽ ʦʩʚʽʪʥʽ ʨʝʩʫʨʩʠ (ɽʆʈ), ʢʥʠʛʠ, ʝʣʝʢʪʨʦʥʥʽ 
ʧʣʘʢʘʪʠ, ʣʘʙʦʨʘʪʦʨʽʾ, ʚʽʜʝʦʬʘʡʣʠ, ʧʨʝʟʝʥʪʘʮʽʾ, ʘʫʜʽʦʬʨʘʛʤʝʥʪʠ, 
ʬʦʪʦʤʘʪʝʨʽʘʣʠ ʪʦʱʦ.         

ʅʘʚʯʘʥʥʷ ʚʽʜʙʫʚʘʻʪʴʩʷ ʫ ʩʧʽʣʴʥʦʪʽ ʦʙʤʽʥʫ ʟʥʘʥʥʷʤʠ, ʜʝ ʥʦʚʘʯʢʠ 
ʧʦʩʪʫʧʦʚʦ ʩʪʘʶʪʴ ʝʢʩʧʝʨʪʘʤʠ ʯʝʨʝʟ ʧʨʘʢʪʠʯʥʫ ʫʯʘʩʪʴ ʫ ʚʠʨʽʰʝʥʥʽ 
ʧʨʦʙʣʝʤ ʚʩʝʨʝʜʠʥʽ ʢʦʥʢʨʝʪʥʦʾ ʛʘʣʫʟʽ ʟʥʘʥʴ. ʃʘʚ ɼʞ.  ̔ɺʝʥʛʝʨ ɽ.  

ʚʧʝʨʰʝ ʚʠʢʦʨʠʩʪʦʚʫʚʘʣʠ ʪʝʨʤʽʥ community of practice  ½ 
ʩʧʽʚʪʦʚʘʨʠʩʪʚʦ ʧʨʘʢʪʠʢʠ ʘʙʦ ʩʧʽʚʪʦʚʘʨʠʩʪʚʦ ʦʙʤʽʥʫ ʟʥʘʥʥʷʤʠ ʜʣʷ 
ʪʦʛʦ, ʱʦʙʠ ʧʦʟʥʘʯʠʪʠ ʛʨʫʧʫ ʣʶʜʝʡ, ʟʘʣʫʯʝʥʠʭ ʜʦ ʩʧʽʣʴʥʦ ʾʜʽʷʣʴʥʦʩʪ̔. 

 
1.5. ʆʙôʻʢʪʠ ʽ ʩʫʙôʻʢʪʠ ʭʤʘʨʦ ʦʨʽʻʥʪʦʚʘʥʦʛʦ ʥʘʚʯʘʣʴʥʦʛʦ 
ʩʝʨʝʜʦʚʠʱʘ 

 

ʉʫʙôʻʢʪʠ ʭʤʘʨʦ ʦʨʽʻʥʪʦʚʘʥʦʛʦ ʥʘʚʯʘʣʴʥʦʛʦ ʩʝʨʝʜʦʚʠʱʘ  ½ 
ʮʝ ʚʯʠʪʝʣʽ, ʫʯʥʽ, ʙʘʪʴʢʠ, ʢʝʨʽʚʥʠʢʠ ʥʘʚʯʘʣʴʥʦʛʦ ʟʘʢʣʘʜʫ, 
ʘʜʤʽʥʽʩʪʨʘʪʦʨʠ. ɺʦʥʠ ʤʦʞʫʪʴ ʦʙôʻʜʥʫʚʘʪʠʩ ɹʫ ʚʽʨʪʫʘʣʴʥʽ ʧʨʝʜʤʝʪʥʽ 

ʩʧʽʣʴʥʦʪʠ, ʷʢ ½ ʦʪ: ʤʝʪʦʜʠʯʥʽ ʦʙôʻʜʥʘʥʥʷ ʚʯʠʪʝʣʽʚ-ʧʨʝʜʤʝʪʽʚ, 
ʩʧʽʣʴʥʦʪʠ ʢʝʨʽʚʥʠʢʽʚ ʥʘʚʯʘʣʴʥʠʭ ʟʘʢʣʘʜʽʚ ʨʘʡʦʥʫ, ʩʧʽʣʴʥʦʪʠ ʢʣʘʩʥʠʭ 
ʢʝʨʽʚʥʠʢʽʚ, ʩʧʽʣʴʥʦʪʠ ʟʘʩʪʫʧʥʠʢʽʚ ʜʠʨʝʢʪʦʨʽʚ ʟ̔ ʥʘʚʯʘʣʴʥʦ-ʚʠʭʦʚʥʦʾ 
ʨʦʙʦʪʠ ʘʙʦ ʧʦʯʘʪʢʦʚʦʾ ʦʩʚʽʪʠ, ʩʧʽʣʴʥʦʪʠ ʚʯʠʪʝʣʽʚ ʤʘʪʝʤʘʪʠʢʠ, 
ʩʧʽʣʴʥʦʪʠ ʚʯʠʪʝʣʽʚ ʛʝʦʛʨʘʬʽʾ ʪʦʱʦ. ʉʧʽʣʴʥʦʪʠ ʤʦʞʫʪʴ ʫʪʚʦʨʶʚʘʪʠ ʡ 
ʫʯʥʽ. ʅʘʧʨʠʢʣʘʜ, ʩʧʽʣʴʥʦʪʘ ʫʯʥʽʚ 7ɸ ʢʣʘʩʫ ʪʦʱʦ. 
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ʈʦʟʛʣʷʥʝʤʦ ʧʘʨʘʜʠʛʤʫ Office 365 ʷʢ ʧʘʢʝʪʫ ʭʤʘʨʥʠʭ ʧʦʩʣʫʛ ʜʣʷ 
ʩʧʽʣʴʥʦʾ ʨʦʙʦʪʠ, ʜʦ ʷʢʦʛʦ ʚʭʦʜʷʪʴ SharePoint, Exchange, Lync ʪʘ 
Office Webapps. 

ʆʙôʻʢʪʠ ʭʤʘʨʦ ʦʨʽʻʥʪʦʚʘʥʦʛʦ ʥʘʚʯʘʣʴʥʦʛʦ ʩʝʨʝʜʦʚʠʱʘ:  

ɳ ʝʣʝʢʪʨʦʥʥʘ ʧʦʰʪʘ (Outlook);  

ɳ ʩʠʩʪʝʤʘ ʧʣʘʥʫʚʘʥʥʷ (ʢʘʣʝʥʜʘʨʽ); 

ɳ ʝ-ʟʘʧʠʩʥʠʯʦʢ (OneNote); 

ɳ ʩʪʨʫʢʪʫʨʦʚʘʥʝ ʩʭʦʚʠʱʝ ʥʘʚʯʘʣʴʥʦïʤʝʪʦʜʠʯʥʠʭ ʤʘʪʝʨʽʘʣʽʚ 
(OneDrive);   

ɳ ʧʨʦʛʨʘʤʥʝ ʟʘʙʝʟʧʝʯʝʥʥʷ (Office);  

ɳ ʢʦʥʩʪʨʫʢʪʦʨ ʩʘʡʪʽʚ (SharePoint); 

ɳ ʩʠʩʪʝʤʘ ʚʽʜʝʦʢʦʥʬʝʨʝʥʮʽʡ (Lync);  

ɳ ʩʠʩʪʝʤʘ ʫʧʨʘʚʣʽʥʥʷ ʢʦʨʠʩʪʫʚʘʯʘʤʠ (ʫʯʥʷʤʠ, ʚʯʠʪʝʣʷʤʠ, 
ʙʘʪʴʢʘʤʠ); 

ɳ ʢʦʨʧʦʨʘʪʠʚʥʘ ʤʝʨʝʞʘ (Yammer).  
ʈʦʟʛʣʷʥʝʤʦ ʜʝʪʘʣʴʥʽʰʝ ʦʙôʻʢʪʠ ʭʤʘʨʦ ʦʨʽʻʥʪʦʚʘʥʦʛʦ 

ʥʘʚʯʘʣʴʥʦʛʦ ʩʝʨʝʜʦʚʠʱʘ. 

ɽʣʝʢʪʨʦʥʥʘ ʧʦʰʪʘ (Outlook) ½ ʧʦʪʫʞʥʠʡ ʟʘʩʽʙ ʜʣʷ ʢʝʨʫʚʘʥʥʷ 
ʚʽʜʦʤʦʩʪʷʤʠ ʧʨʦ  ʫʯʥʽʚ, ʚʯʠʪʝʣʽʚ, ʢʝʨʽʚʥʠʢʽʚ ʰʢʽʣ ʪʘ ʘʜʤʽʥʽʩʪʨʘʪʦʨʽʚ, 
ʷʢʠʡ ʤʦʞʝ ʧʽʜʚʠʱʠʪʠ ʝʬʝʢʪʠʚʥʽʩʪʴ ʢʦʤʫʥʽʢʘʮʽʾ ʪʘ ʚʯʘʩʥʦʛʦ 
ʽʥʬʦʨʤʫʚʘʥʥʷ ʫʯʘʩʥʠʢʽʚ ʥʘʚʯʘʣʴʥʦ-ʚʠʭʦʚʥʦʛʦ ʧʨʦʮʝʩʫ. ɼʠʩʧʝʪʯʝʨ 
ʢʦʥʪʘʢʪʽʚ Outlook ʤʦʞʥʘ ʟʘʩʪʦʩʦʚʫʚʘʪʠ ʜʣʷ ʚʧʦʨʷʜʢʫʚʘʥʥʷ ʰʢʽʣʴʥʦʾ 
ʘʙʦ ʨʘʡʦʥʥʦʾ (ʢʦʨʧʦʨʘʪʠʚʥʦʾ) ʝʣʝʢʪʨʦʥʥʦʾ ʧʦʰʪʠ.  

ʉʠʩʪʝʤʘ ʧʣʘʥʫʚʘʥʥʷ (ʢʘʣʝʥʜʘʨʽ) ½ ʢʘʣʝʥʜʘʨʽ, ʜʦ ʷʢʠʭ 
ʚʽʜʢʨʠʪʦ ʜʦʩʪʫʧ ʯʝʨʝʟ ʤʝʨʝʞʫ ɯʥʪʝʨʥʝʪ, ʷʢʽ ʜʘʶʪʴ ʟʤʦʛʫ 
ʦʙʤʽʥʶʚʘʪʠʩʷ ʜʘʥʠʤʠ ʘʙʦ ʧʝʨʝʛʣʷʜʘʪʠ ʾʭ, ʧʣʘʥʫʚʘʪʠ ʰʢʽʣʴʥʽ ʟʘʭʦʜʠ 
ʥʘ ʪʠʞʜʝʥʴ, ʤʽʩʷʮʴ, ʧʽʚʨʽʯʯʷ, ʨʽʢ.  ʂʘʣʝʥʜʘʨ ʜʘʻ ʟʤʦʛʫ ʩʪʚʦʨʶʚʘʪʠ ʡ 
ʚʽʜʩʪʝʞʫʚʘʪʠ ʟʫʩʪʨʽʯʽ ʪʘ ʥʘʨʘʜʠ. ʆʜʥʦʯʘʩʥʦ ʤʦʞʥʘ ʤʘʪʠ ʢʽʣʴʢʘ 
ʢʘʣʝʥʜʘʨʽʚ. ʅʘʧʨʠʢʣʘʜ, ʢʘʣʝʥʜʘʨ ʤʝʪʦʜʠʯʥʠʭ ʦʙôʻʜʥʘʥʴ ʚʯʠʪʝʣʽʚ, 
ʢʣʘʩʥʠʭ ʢʝʨʽʚʥʠʢʽʚ, ʟʘʛʘʣʴʥʦʰʢʽʣʴʥʠʭ ʟʘʭʦʜʽʚ ʪʦʱʦ. 

E-ʟʘʧʠʩʥʠʢ (OneNote) ½ ʜʘʻ ʟʤʦʛʫ ʢʦʨʠʩʪʫʚʘʯʘʤ ʣʝʛʢʦ 
ʚʧʦʨʷʜʢʦʚʫʚʘʪʠ ʩʚʦʶ ʨʦʙʦʪʫ ʡ ʦʪʨʠʤʫʚʘʪʠ ʜʦ ʥʝʾ ʧʦʚʩʶʜʥʠʡ ʜʦʩʪʫʧ. 
ɺʽʥ ʤʘʻ ʪʘʢʠʡ ʞʝ ʧʨʠʥʮʠʧ ʜʽʾ, ʷʢ ʽ ʬʽʟʠʯʥʠʡ ʟʘʧʠʩʥʠʢ,  ʘʣʝ OneNote 
ʤʦʞʝ ʚʤʽʱʘʪʠ ʥʘ ʧʦʪʨʽʙʥʽʡ ʩʪʦʨʽʥʮʽ ʚʩʽ ʚʠʜʠ ʮʠʬʨʦʚʠʭ ʬʘʡʣʽʚ, 
ʟʦʢʨʝʤʘ ʟʦʙʨʘʞʝʥʥʷ, ʜʦʢʫʤʝʥʪʠ, ʘʫʜʽʦʬʘʡʣʠ ʪʦʱʦ. ʑʦʨʘʟʫ ʧʽʜ ʯʘʩ 
ʚʩʪʘʚʣʝʥʥʷ ʝʣʝʤʝʥʪʽʚ ʟ ɯʥʪʝʨʥʝʪʫ ʟʘʩʪʦʩʫʥʦʢ OneNote ʟʙʝʨʽʛʘʪʠʤʝ 
ʧʦʩʠʣʘʥʥʷ, ʱʦʙ ʤʦʞʥʘ ʙʫʣʦ ʟʘʚʞʜʠ ʚʠʟʥʘʯʠʪʠ, ʟʚʽʜʢʠ ʙʫʣʦ 
ʦʪʨʠʤʘʥʦ ʮʽ ʜʘʥʽ. ʅʘʨʝʰʪʽ, ʧʽʜ ʯʘʩ ʧʦʰʫʢʫ ʫ ʬʘʡʣʽ OneNote 
ʟʘʩʪʦʩʫʥʦʢ ʨʦʟʧʽʟʥʘʻ ʪʝʢʩʪ ʫ ʜʦʢʫʤʝʥʪʘʭ, ʘ ʪʘʢʦʞ ʚʠʢʦʥʫʻ ʧʦʰʫʢ, 
ʚʽʜʧʦʚʽʜʥʦ ʜʦ ʧʦʰʫʢʦʚʦʛʦ ʟʘʧʠʪʫ ʫ ʚʽʜʩʢʘʥʦʚʘʥʠʭ ʜʦʢʫʤʝʥʪʘʭ. ʎʝ ʻ 
ʥʘʜʟʚʠʯʘʡʥʦ ʚʘʞʣʠʚʠʤ ʜʣʷ ʬʘʡʣʽʚ, ʷʢʽ ʤʘʶʪʴ ʥʝʢʣʘʩʠʬʽʢʦʚʘʥʠʡ 
ʪʝʢʩʪ, ʪʘʢʠʡ ʷʢ çɼʦʤʘʰʥʷ ʨʦʙʦʪʘè ʘʙʦ çɿʘʚʜʘʥʥʷè. ʊʚʦʨʯʽ ʚʯʠʪʝʣʽ-
ʧʨʝʜʤʝʪʥʠʢʠ ʚʠʢʦʨʠʩʪʦʚʫʶʪʴ OneNote ʷʢ ʝʣʝʢʪʨʦʥʥʫ ʢʥʠʛʫ. 
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ʉʪʨʫʢʪʫʨʦʚʘʥʝ ʩʭʦʚʠʱʝ ʥʘʚʯʘʣʴʥʦïʤʝʪʦʜʠʯʥʠʭ ʤʘʪʝʨʽʘʣʽʚ 

(OneDrive)  ½ ʙʝʟʢʦʰʪʦʚʥʝ ʦʥ-ʣʘʡʥʦʚʝ ʩʭʦʚʠʱʝ (ʦʩʦʙʠʩʪʝ ʘʙʦ 
ʢʦʨʧʦʨʘʪʠʚʥʝ), ʷʢʝ ʥʘʜʘʻʪʴʩʷ ʨʘʟʦʤ ʟ ʦʙʣʽʢʦʚʠʤ ʟʘʧʠʩʦʤ Microsoft. 
ʉʣʫʞʙʫ OneDrive ʤʦʞʥʘ ʚʠʢʦʨʠʩʪʦʚʫʚʘʪʠ ʜʣʷ ʟʙʝʨʽʛʘʥʥʷ 
ʨʽʟʥʦʤʘʥʽʪʥʠʭ ʜʦʢʫʤʝʥʪʽʚ, ʚʽʜʝʦʬʨʘʛʤʝʥʪʽʚ, ʬʦʪʦʛʨʘʬʽʡ ʪʘ ʽʥʰʠʭ 
ʬʘʡʣʽʚ ʫ ʭʤʘʨʽ, ʥʘʜʘʚʘʪʠ ʜʦ ʥʠʭ ʩʧʽʣʴʥʠʡ ʜʦʩʪʫʧ ʢʦʣʝʛʘʤ, 
ʦʜʥʦʢʣʘʩʥʠʢʘʤ ʽ ʥʘʚʽʪʴ ʩʧʽʚʧʨʘʮʶʚʘʪʠ ʥʘʜ ʚʤʽʩʪʦʤ ʟ ʽʥʰʠʤʠ 
ʢʦʨʠʩʪʫʚʘʯʘʤʠ. ʉʪʨʫʢʪʫʨʘ ʩʭʦʚʠʱʘ ʤʦʞʝ ʙʫʜʠ ʨʽʟʥʦʤʘʥʽʪʥʦʶ ʽ 
ʚʽʜʦʙʨʘʞʘʪʠ ʢʣʘʩʠ (1ï11), ʫʨʦʢʠ (ˉ1ï̄ 70) ʽ ʟʘʣʝʞʠʪʴ ʚʽʜ ʧʦʣʽʪʠʢʠ 
ʥʘʚʯʘʣʴʥʦʛʦ ʟʘʢʣʘʜʫ. 

ʆʬʽʩʥʽ ʟʘʩʪʦʩʫʥʢʠ (Office)  ½ ʧʨʦʛʨʘʤʥʝ ʟʘʙʝʟʧʝʯʝʥʥʷ ʜʣʷ 

ʨʦʟʨʦʙʣʝʥʥʷ ʽ ʚʠʢʦʨʠʩʪʘʥʥʷ ʥʘʚʯʘʣʴʥʦ-ʤʝʪʦʜʠʯʥʠʭ ʤʘʪʝʨʽʘʣʽʚ ʪʘ 
ʧʽʜʪʨʠʤʢʠ ʜʦʢʫʤʝʥʪʦʦʙʽʛʫ. ʋ ʭʤʘʨʽ ʤʦʞʥʘ ʩʪʚʦʨʶʚʘʪʠ ʧʘʧʢʠ, 
ʩʢʦʨʠʩʪʘʪʠʩʷ ʪʝʢʩʪʦʚʠʤ ʨʝʜʘʢʪʦʨʦʤ (Word), ʪʘʙʣʠʯʥʠʤ ʧʨʦʮʝʩʦʨʦʤ 
(Excel), ʨʝʜʘʢʪʦʨʦʤ ʧʨʝʟʝʥʪʘʮʽʡ (PowerPoint), ʨʝʜʘʢʪʦʨʦʤ 
ʦʧʠʪʫʚʘʣʴʥʠʢʽʚ (ʬʦʨʤʠ Excel).  

ʂʦʥʩʪʨʫʢʪʦʨ ʩʘʡʪʽʚ (SharePoint)  ½  ʮʝ, ʥʘʩʘʤʧʝʨʝʜ, 
ʧʣʘʪʬʦʨʤʘ ʜʣʷ ʩʪʚʦʨʝʥʥʷ ʚʝʙ-ʟʘʩʪʦʩʫʥʢʽʚ, ʱʦ ʤʦʞʝ ʙʫʪʠ 
ʚʠʢʦʨʠʩʪʘʥʘ ʜʣʷ ʨʦʟʚôʷʟʘʥʥʷ ʙʘʛʘʪʴʦʭ ʧʝʜʘʛʦʛʽʯʥʠʭ ʟʘʚʜʘʥʴ. ʄʝʪʘ 

ʚʠʢʦʨʠʩʪʘʥʥʷ ʪʘʢʦʾ ʧʣʘʪʬʦʨʤʠ ½ ʜʦʧʦʤʦʛʪʠ ʚʩʽʤ ʥʘʚʯʘʣʴʥʠʤ 
ʟʘʢʣʘʜʘʤ ʰʚʠʜʰʝ ʪʘ ʝʬʝʢʪʠʚʥʽʰʝ ʚʠʢʦʥʫʚʘʪʠ ʩʚʦʶ ʨʦʙʦʪʫ. ɺʦʥʘ 
ʥʘʜʘʻ ʢʦʨʠʩʪʫʚʘʯʘʤ ʤʦʞʣʠʚʽʩʪʴ ʟʜʽʡʩʥʶʚʘʪʠ ʧʦʰʫʢ ʢʦʣʝʛ, ʫʯʠʪʝʣʽʚ-
ʥʦʚʘʪʦʨʽʚ, ʥʘʫʢʦʚʮʽʚ, ʩʧʦʥʩʦʨʽʚ, ʘ ʪʘʢʦʞ ʻ ʟʘʩʦʙʦʤ ʩʧʽʣʴʥʦʾ ʨʦʙʦʪʠ, 
ʦʙʤʽʥʫ ʽʥʬʦʨʤʘʮʽʻʶ, ʽʜʝʷʤʠ ʪʘ ʜʦʩʚʽʜʦʤ. ʋʩʽʤʘ ʮʠʤʠ ʟʘʩʦʙʘʤʠ 
ʤʦʞʥʘ ʫʧʨʘʚʣʷʪʠ ʮʝʥʪʨʘʣʽʟʦʚʘʥʦ, ʱʦ ʜʦʟʚʦʣʷʻ ʩʢʦʨʦʪʠʪʠ ʚʠʪʨʘʪʠ ʽ 
ʨʠʟʠʢʠ, ʧʦʚ'ʷʟʘʥʽ ʟ ʫʧʨʘʚʣʽʥʥʷʤ. ʊʘʢʦʞ ʻ ʤʦʞʣʠʚʽʩʪʴ ʧʨʘʮʶʚʘʪʠ ʚ 

SharePoint ʽ ʟ ʤʦʙʽʣʴʥʠʭ ʧʨʠʩʪʨʦʾʚ ʯʝʨʝʟ ɯʥʪʝʨʥʝʪ-ʙʨʘʫʟʝʨ.  

ʉʠʩʪʝʤʥʽ ʘʜʤʽʥʽʩʪʨʘʪʦʨʠ ʘʙʦ ɯʊ-ʧʝʨʩʦʥʘʣ ʥʘʚʯʘʣʴʥʦʛʦ ʟʘʢʣʘʜʫ 
ʟʤʦʞʫʪʴ ʰʚʠʜʢʦ ʨʝʘʛʫʚʘʪʠ ʥʘ ʧʨʦʙʣʝʤʠ, ʱʦ ʚʠʥʠʢʘʶʪʴ ʽ ʝʬʝʢʪʠʚʥʦ 
ʚʠʢʦʨʠʩʪʦʚʫʚʘʪʠ ʥʦʚʽ ʤʦʞʣʠʚʦʩʪʽ ʟʘʚʜʷʢʠ ʘʥʘʣʽʟʫ ʜʘʥʠʭ  ̔ʚʥʝʩʝʥʥʶ 
ʜʠʥʘʤʽʯʥʠʭ ʟʤʽʥ, ʩʧʨʦʱʝʥʥʶ ʦʙʤʽʥʫ ʽʜʝʷʤʠ, ʦʙ'ʻʜʥʘʥʥʶ ʽʥʬʦʨʤʘʮʽʾ. 
ɼʣʷ ɯʊ-ʬʘʭʽʚʮʽʚ ʮʝ ʟʘʙʝʟʧʝʯʫʻ ʤʦʞʣʠʚʽʩʪʴ ʜʦʩʷʛʥʝʥʥʷ ʙʘʣʘʥʩʫ ʤʽʞ 
ʙʽʣʴʰʦʶ ʩʘʤʦʩʪʽʡʥʽʩʪʶ ʢʦʨʠʩʪʫʚʘʯʽʚ ʽ ʟʙʝʨʝʞʝʥʥʷʤ 
ʮʝʥʪʨʘʣʽʟʦʚʘʥʦʛʦ ʢʦʥʪʨʦʣʶ ʥʘʜ ʧʣʘʪʬʦʨʤʦʶ. 

ɿʘ ʜʦʧʦʤʦʛʠ SharePoint ʥʘʚʯʘʣʴʥʽ ʟʘʢʣʘʜʠ ʤʦʞʫʪʴ: 

ɳ ʦʨʛʘʥʽʟʫʚʘʪʠ ʚʽʜʜʘʣʝʥʫ ʨʦʙʦʪʫ ʷʢ ʫʯʠʪʝʣʽʚ, ʪʘʢ ʽ ʫʯʥʽʚ; 

½ ʩʪʚʦʨʠʪʠ ʦʥ-ʣʘʡʥʦʚʠʡ ʤʘʡʜʘʥʯʠʢ ʜʣʷ ʦʙʤʽʥʫ ʜʦʩʚʽʜʦʤ ʽ 
ʟʥʘʥʥʷʤʠ; 

½ ʨʦʟʚʠʚʘʪʠ ʽ ʟʙʝʨʽʛʘʪʠ ʙʘʟʫ ʟʥʘʥʴ ʥʘʚʯʘʣʴʥʦʛʦ ʟʘʢʣʘʜʫ; 

½ ʘʚʪʦʤʘʪʠʟʫʚʘʪʠ ʜʦʢʫʤʝʥʪʦʦʙʽʛ; 

½ ʟʘʜʦʚʦʣʴʥʠʪʠ ʧʦʪʨʝʙʠ ʚʯʠʪʝʣʽʚ ʫ ʬʦʨʤʫʚʘʥʥʽ ʙʘʟʠ 
ʝʣʝʢʪʨʦʥʥʠʭ ʰʘʙʣʦʥʽʚ ʜʦʢʫʤʝʥʪʽʚ; 

½ ʫʧʨʘʚʣʷʪʠ ʧʨʦʝʢʪʘʤʠ, ʨʦʟʚʠʪʢʦʤ ʦʙʜʘʨʦʚʘʥʠʭ ʫʯʥʽʚ; 
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½ ʧʨʦʚʦʜʠʪʠ ʜʠʩʪʘʥʮʽʡʥʝ ʥʘʚʯʘʥʥʷ ʜʣʷ ʫʯʥʽʚ, ʷʢʽ ʯʝʨʝʟ 
ʪʨʠʚʘʣʫ ʭʚʦʨʦʙʫ ʥʝ ʚʽʜʚʽʜʫʶʪʴ ʰʢʦʣʫ. 

ɿʘʛʘʣʴʥʦʚʠʟʥʘʥʽ ʩʠʣʴʥʽ ʩʪʦʨʦʥʠ ʧʣʘʪʬʦʨʤʠ:  

½ ʰʠʨʦʢʽ ʤʦʞʣʠʚʦʩʪʽ ʟʘʩʪʦʩʫʚʘʥʥʷ: ʚʥʫʪʨʽʰʥʽ ʧʦʨʪʘʣʠ, 
ʟʦʚʥʽʰʥʽ ʩʘʡʪʠ, ʜʦʢʫʤʝʥʪʦʦʙʽʛ, ʫʧʨʘʚʣʽʥʥʷ ʧʨʦʝʢʪʘʤʠ; 

½ ʧʦʚʥʦʮʽʥʥʘ ʨʦʙʦʪʘ ʟ ʜʦʢʫʤʝʥʪʘʤʠ Office ʦʥïʣʘʡʥ ʥʘ 

ʧʦʨʪʘʣʽ, ʽʥʪʝʛʨʘʮʽʷ ʟ Outlook-ʢʘʣʝʥʜʘʨʷʤʠ; 

½ ʨʦʟʤʝʞʫʚʘʥʥʷ ʧʨʘʚ ʜʦʩʪʫʧʫ, ʢʦʞʝʥ ʢʦʨʠʩʪʫʚʘʯ SharePoint 
ʙʘʯʠʪʴ ʽ ʟʥʘʭʦʜʠʪʴ ʪʽʣʴʢʠ ʪʝ, ʱʦ ʡʦʤʫ ʜʦʟʚʦʣʠʣʠ ʢʦʣʝʛʠ (ʥʘʜʘʣʠ ʫ 
ʩʧʽʣʴʥʠʡ ʜʦʩʪʫʧ), ʫʯʥʽ ʘʙʦ ʩʠʩʪʝʤʥʽ ʘʜʤʽʥʽʩʪʨʘʪʦʨʠ; 

½ ʤʘʩʰʪʘʙʦʚʘʥʽʩʪʴ, ʷʢʘ ʜʘʻ ʤʦʞʣʠʚʽʩʪʴ SharePoint ʦʭʦʧʠʪʠ 
ʢʦʨʧʦʨʘʮʽʶ (ʰʢʦʣʫ, ʨʘʡʦʥ, ʨʝʛʽʦʥ) ʟ ʫʩʽʤʘ ʬʽʣʽʷʤʠ ʽ ʧʽʜʨʦʟʜʽʣʘʤʠ, ʽ ʮʝ 
ʥʝ ʚʧʣʠʥʝ ʥʘ ʰʚʠʜʢʽʩʪʴ ʨʦʙʦʪʠ ʩʠʩʪʝʤʠ. 

ɼʦ ʦʩʦʙʣʠʚʦʩʪʝʡ SharePoint ʤʦʞʥʘ ʚʽʜʥʝʩʪʠ: 

½ ʽʥʪʝʨʬʝʡʩ, ʷʢʠʡ ʚʠʤʘʛʘʻ ʧʝʚʥʠʭ ʟʫʩʠʣʴ ʚʽʜ ʢʦʨʠʩʪʫʚʘʯʘ 
ʱʦʜʦ  ʚʠʢʦʨʠʩʪʘʥʥʷ  ʪʘ ʦʩʚʦʻʥʥʷ SharePoint; 

½ ʦʨʛʘʥʽʟʘʮʽʷ ʧʦʰʫʢʫ ʥʘ SharePoint ʚʠʤʘʛʘʻ ʜʦʜʘʪʢʦʚʠʭ 
ʟʥʘʥʴ ʫʯʠʪʝʣʷ ʟ ʘʜʤʽʥʽʩʪʨʫʚʘʥʥʷ ʧʣʘʪʬʦʨʤʠ; 

½ ʧʽʜʚʠʩʘʥʥʷ (çʟʘʩʠʥʘʥʥʷè) ʟʘ ʥʝʘʢʪʠʚʥʦʛʦ ʚʠʢʦʨʠʩʪʘʥʥʷ 
ʧʣʘʪʬʦʨʤʠ, ʱʦ ʚʠʢʣʠʢʘʻ ʥʘʨʽʢʘʥʥʷ ʚʯʠʪʝʣʽʚ, ʷʢʽ ʟʚʠʢʣʠ 
ʚʠʢʦʨʠʩʪʦʚʫʚʘʪʠ ʽʥʬʦʨʤʘʮʽʡʥʽ ʪʝʭʥʦʣʦʛʽʾ ʧʽʜ ʯʘʩ ʥʘʚʯʘʣʴʥʦ-
ʚʠʭʦʚʥʦʛʦ ʧʨʦʮʝʩʫ ʜʦʟʦʚʘʥʦ; 

½ ʧʽʜ ʯʘʩ ʚʽʜʢʨʠʪʪʷ ʩʘʡʪʫ SharePoint ʚʧʝʨʰʝ 
ʩʧʦʩʪʝʨʽʛʘʻʪʴʩʷ ʛʘʣʴʤʫʚʘʥʥʷ; 

½ ʙʘʛʘʪʦʬʫʥʢʮʽʦʥʘʣʴʥʽʩʪʴ SharePoint ʤʦʞʥʘ 
ʚʠʢʦʨʠʩʪʦʚʫʚʘʪʠ ʜʣʷ ʨʝʘʣʽʟʘʮʽʾ ʙʘʛʘʪʴʦʭ ʟʘʚʜʘʥʴ, ʘʣʝ ʜʣʷ ʮʴʦʛʦ 
ʡʦʛʦ ʧʦʪʨʽʙʥʦ ʜʦʧʨʘʮʴʦʚʫʚʘʪʠ ʘʙʦ ʜʦʧʦʚʥʶʚʘʪʠ ʩʧʝʮʽʘʣʽʟʦʚʘʥʠʤʠ 
ʧʣʘʪʥʠʤʠ ʥʘʜʙʫʜʦʚʘʤʠ, ʥʘ ʱʦ ʟʥʘʜʦʙʣʷʪʴʩʷ ʜʦʜʘʪʢʦʚʠʡ ʯʘʩ ʽ 
ʢʦʰʪʠ. 

ʇʨʠʟʥʘʯʝʥʥʷ ʩʘʡʪʽʚ, ʧʦʙʫʜʦʚʘʥʠʭ ʥʘ  SharePoint, ʤʦʞʝ ʙʫʪʠ 
ʨʽʟʥʠʤ:  

½ ʢʦʨʧʦʨʘʪʠʚʥʠʡ ʧʦʨʪʘʣ ʥʦʚʠʥ, ʚʽʜʦʙʨʘʞʝʥʥʷ ʥʦʚʠʥ 
ʦʩʚʽʪʥʴʦʛʦ ʟʘʢʣʘʜʫ, ʚʘʢʘʥʩʽʡ, ʨʽʟʥʦʤʘʥʽʪʥʘ ʽʥʬʦʨʤʘʮʽʷ ʧʨʦ ʩʢʣʘʜ 
ʢʝʨʽʚʥʠʮʪʚʘ, ʩʪʨʫʢʪʫʨʫ ʟʘʢʣʘʜʫ, ʩʪʨʘʪʝʛʽʶ ʨʦʟʚʠʪʢʫ, ʩʝʨʚʽʩʠ 

(ʨʽʟʥʦʤʘʥʽʪʥʽ ʜʦʚʽʜʥʠʢʠ, ʬʦʪʦ- ʪʘ ʚʽʜʝʦʛʘʣʝʨʝʾ, ʤʝʪʦʜʠʯʥʝ ʽʟ 
ʜʠʜʘʢʪʠʯʥʝ ʟʘʙʝʟʧʝʯʝʥʥʷ); 

½ ʮʝʥʪʨ ʜʦʢʫʤʝʥʪʽʚ, ʩʪʨʫʢʪʫʨʦʚʘʥʝ ʟʙʝʨʽʛʘʥʥʷ ʪʘ 
ʫʧʨʘʚʣʽʥʥʷ ʞʠʪʪʻʚʠʤ ʮʠʢʣʦʤ ʜʦʢʫʤʝʥʪʽʚ ʥʘʚʯʘʣʴʥʦʛʦ ʟʘʢʣʘʜʫ, 
ʘʚʪʦʤʘʪʠʯʥʝ ʟʙʝʨʽʛʘʥʥʷ ʜʦʢʫʤʝʥʪʽʚ ʟ ʨʽʟʥʠʭ ʜʞʝʨʝʣ, ʩʢʘʥʫʚʘʥʥʷ 
ʜʦʢʫʤʝʥʪʽʚ, ʤʘʨʢʫʚʘʥʥʷ ʜʦʢʫʤʝʥʪʽʚ; 

½ ʢʘʬʝʜʨʘ, ʩʧʽʣʴʥʘ ʨʦʙʦʪʘ ʟ ʜʦʢʫʤʝʥʪʘʤʠ ʢʘʬʝʜʨʠ (ʨʦʙʦʯʽ 
ʜʦʢʫʤʝʥʪʠ ʧʨʦʝʢʪʽʚ, ʩʧʨʘʚ, ʜʦʛʦʚʦʨʽʚ, ʨʽʟʥʠʭ ʟʘʤʦʚʣʝʥʴ), ʟʙʝʨʽʛʘʥʥʷ 
ʜʦʚʽʜʢʦʚʠʭ  ̔ʥʦʨʤʘʪʠʚʥʠʭ ʜʘʥʠʭ, ʚʝʜʝʥʥʷ ʨʽʟʥʠʭ ʚʟʘʻʤʦʧʦʚ'ʷʟʘʥʠʭ 
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ʙʘʟ ʜʘʥʠʭ, ʚʽʟʫʘʣʽʟʘʮʽʷ ʜʘʥʠʭ (Excel, Visio), ʘʚʪʦʤʘʪʠʟʘʮʽʷ 
ʥʘʚʯʘʣʴʥʠʭ ʧʨʦʮʝʩʽʚ; 

½ ʩʘʡʪ ʧʨʦʝʢʪʫ, ʩʧʽʣʴʥʘ ʨʦʙʦʪʘ ʥʘʜ ʜʦʢʫʤʝʥʪʘʤʠ ʧʨʦʝʢʪʫ, 
ʽʥʬʦʨʤʫʚʘʥʥʷ ʫʯʘʩʥʠʢʽʚ ʧʨʦʝʢʪʫ; 

½  ʘʥʘʣʽʪʠʯʥʠʡ ʩʘʡʪ, ʥʘʧʨʠʢʣʘʜ ʮʝʥʪʨ ʚʽʟʫʘʣʽʟʘʮʽʾ 
ʢʣʶʯʦʚʠʭ ʧʦʢʘʟʥʠʢʽʚ ʜʽʷʣʴʥʦʩʪʽ ʥʘʚʯʘʣʴʥʦʛʦ ʟʘʢʣʘʜʫ ʘʙʦ ʮʝʥʪʨ 
ʚʽʟʫʘʣʽʟʘʮʽʾ ʜʽʘʛʨʘʤ (Visio); 

½ ʩʘʡʪ ʘʚʪʦʤʘʪʠʟʦʚʘʥʦʛʦ ʩʝʨʚʽʩʫ, ʥʘʧʨʠʢʣʘʜ, ʟʘʤʦʚʣʝʥʥʷ 
ʚʟ̔ʠʪʥʠʭ ʢʘʨʪʦʢ: ʥʘ ʩʘʡʪʽ ʩʝʨʚʽʩʫ  ̒ ʜʦʩʪʫʧʥʠʤʠ ʬʦʨʤʘʤʠ ʜʣʷ 
ʟʘʤʦʚʣʝʥʥʷ ʩʝʨʚʽʩʫ, ʘʨʭʽʚ ʟʘʤʦʚʣʝʥʴ ʢʦʨʠʩʪʫʚʘʯʘ, ʽʥʬʦʨʤʘʮʽʷ ʧʨʦ 
ʭʽʜ ʚʠʢʦʥʘʥʥʷ ʡʦʛʦ ʟʘʷʚʢʠ; 

½ ʩʘʡʪ ʘʚʪʦʤʘʪʠʟʦʚʘʥʦʛʦ ʙʽʟʥʝʩ ʧʨʦʮʝʩʫ, ʥʘʧʨʠʢʣʘʜ, 
ʮʝʥʪʨ ʫʧʨʘʚʣʽʥʥʷ ʜʦʛʦʚʦʨʘʤʠ. ʅʘ ʪʘʢʦʤʫ ʩʘʡʪʽ ʟʘʧʫʩʢʘʶʪʴʩʷ ʙʽʟʥʝʩ 
ʧʨʦʮʝʩʠ, ʷʢʽ 
ʧʦʻʜʥʫʶʪʴ ʨʦʙʦʪʫ ʙʝʟʣʽʯʽ ʣʶʜʝʡ ʨʽʟʥʠʭ ʧʽʜʨʦʟʜʽʣʽʚ, ʟʙʝʨʽʛʘʶʪʴʩʷ 

ʜʦʢʫʤʝʥʪʠ ʽ ʚʩʽ ʥʝʦʙʭʽʜʥʽ ʜʘʥʽ ʱʦʜʦ ʢʦʞʥʦʛʦ ʙʽʟʥʝʩ-ʧʨʦʮʝʩʫ. 
ʇʝʜʘʛʦʛʽʯʥʦ ʚʠʚʘʞʝʥʠʤ ʻ ʚʠʢʦʨʠʩʪʘʥʥʷ ʩʠʩʪʝʤʠ 

ʚʽʜʝʦʢʦʥʬʝʨʝʥʮʽʾ ʚ ʥʘʚʯʘʣʴʥʦʤʫ ʧʨʦʮʝʩʽ. ʉʠʩʪʝʤʘ 

ʚʽʜʝʦʢʦʥʬʝʨʝʥʮʽʡ (Lync) ½ ʮʝ ʚʝʙ-ʧʨʦʛʨʘʤʘ, ʷʢʘ ʚʠʢʦʨʠʩʪʦʚʫʻʪʴʩʷ 

ʜʣʷ ʩʪʚʦʨʝʥʥʷ ʥʘʨʘʜ, ʦʥ-ʣʘʡʥʦʚʝ ʥʘʚʯʘʥʥʷ, ʧʨʦʚʝʜʝʥʥʷ ʚʝʙʽʥʘʨʽʚ 
ʯʠ ʦʥïʣʘʡʥʦʚʠʭ ʙʘʪʴʢʽʚʩʴʢʠʭ ʟʙʦʨʽʚ. ɿʘ ʜʦʧʦʤʦʛʠ ʚʝʙ-ʧʣʘʥʫʚʘʣʴʥʠʢʘ 
Lync ʤʦʞʥʘ ʩʪʚʦʨʶʚʘʪʠ ʥʦʚʽ ʪʘ ʟʤʽʥʶʚʘʪʠ ʥʘʷʚʥʽ ʥʘʨʘʜʠ, ʘ ʪʘʢʦʞ 
ʥʘʜʩʠʣʘʪʠ ʟʘʧʨʦʰʝʥʥʷ ʥʘ ʝʣʝʢʪʨʦʥʥʫ ʧʦʰʪʫ.  

ɼʣʷ ʧʦʚʥʦʮʽʥʥʦʛʦ ʬʫʥʢʮʽʦʥʫʚʘʥʥʷ ʍʆʅʉ ʟʘʣʠʰʘʻʪʴʩʷ ʧʦʪʨʝʙʘ 
ʚ ʘʜʤʽʥʽʩʪʨʘʪʠʚʥʦʤʫ ʫʧʨʘʚʣʽʥʥʽ.  

ʉʠʩʪʝʤʘ ʫʧʨʘʚʣʽʥʥʷ ʢʦʨʠʩʪʫʚʘʯʘʤʠ (ʫʯʥʷʤʠ, ʚʯʠʪʝʣʷʤʠ, 

ʙʘʪʴʢʘʤʠ) ½ ʮʝ ʩʠʩʪʝʤʘ ʘʜʤʽʥʽʩʪʨʫʚʘʥʥʷ ʭʤʘʨʠ, ʱʦ ʧʝʨʝʜʙʘʯʘʻ 
ʦʩʥʦʚʥʽ ʬʫʥʢʮʽʾ ʚʽʜʥʦʚʣʝʥʥʷ ʧʘʨʦʣʽʚ, ʢʝʨʫʚʘʥʥʷ ʣʽʮʝʥʟʽʷʤʠ, 
ʤʦʥʽʪʦʨʠʥʛ ʟʚʽʪʽʚ ʱʦʜʦ ʘʢʪʠʚʥʦʩʪʽ ʢʦʨʠʩʪʫʚʘʯʽʚ  ̔ ʢʦʥʬʽʜʝʥʮʽʡʥʦʩʪʽ 
ʽʥʬʦʨʤʘʮʽʾ, ʦʥïʣʘʡʥʦʚʫ ʧʽʜʪʨʠʤʢʫ ʚʩʽʭ ʢʦʨʠʩʪʫʚʘʯʽʚ ʭʤʘʨʠ. 

ʆʩʦʙʣʠʚʽʩʪʶ ʍʆʅʉ ʻ ʥʘʷʚʥʽʩʪʴ ʧʦʚʥʦʬʫʥʢʮʽʦʥʘʣʴʥʦʾ 

ʩʦʮʽʘʣʴʥʦʾ ʤʝʨʝʞʽ. Yammer  ½ ʮʝ ʧʨʠʚʘʪʥʘ, ʙʝʟʧʝʯʥʘ ʩʦʮʽʘʣʴʥʘ 
ʤʝʨʝʞʘ ʜʣʷ ʫʯʘʩʥʠʢʽʚ ʭʤʘʨʦ ʦʨʽʻʥʪʦʚʘʥʦʛʦ ʩʝʨʝʜʦʚʠʱʘ, ʷʢʘ ʥʘʜʘʻ 
ʤʦʞʣʠʚʦʩʪʽ ʜʣʷ ʙʝʟʧʝʯʥʦʾ ʩʧʽʣʴʥʦʾ ʨʦʙʦʪʠ ʧʨʘʮʽʚʥʠʢʽʚ ʫʩʽʭ 
ʥʘʚʯʘʣʴʥʠʭ ʟʘʢʣʘʜʽʚ ʨʝʛʽʦʥʽʚ. ɰʾ ʩʪʚʦʨʝʥʦ ʟ ʤʝʪʦʶ ʩʧʨʠʷʥʥʷ ʦʙʤʽʥʫ 
ʟʥʘʥʥʷʤʠ ʫ ʤʝʞʘʭ ʥʘʚʯʘʣʴʥʦʛʦ ʟʘʢʣʘʜʫ ʡ ʧʽʜʚʠʱʝʥʥʷ ʝʬʝʢʪʠʚʥʦʩʪʽ 
ʢʦʤʘʥʜʥʦʾ ʨʦʙʦʪʠ. ɼʦ ʮʽʻʾ ʤʝʨʝʞʽ ʤʦʞʫʪʴ ʧʨʠʻʜʥʫʚʘʪʠʩʷ ʪʽʣʴʢʠ ʣʶʜʠ 
ʟ ʧʝʨʝʚʽʨʝʥʦʶ ʢʦʨʧʦʨʘʪʠʚʥʦʶ ʧʦʰʪʦʶ. 

ʆʪʞʝ, ʍʆʅʉ ʩʧʨʠʷʻ ʦʥʦʚʣʝʥʥʶ ʦʨʛʘʥʽʟʘʮʽʾ ʥʘʚʯʘʥʥʷ ʫʯʥʽʚ, ʱʦ 

ʟʘʙʝʟʧʝʯʫʻʪʴʩʷ ʷʢ ʚ ʽʥʪʝʨʘʢʪʠʚʥʦʤʫ ʦʥ-ʣʘʡʥʦʚʦʤʫ ʨʝʞʠʤʽ ʨʦʙʦʪʠ, 
ʪʘʢ ʽ ʚ ʨʝʞʠʤʽ ʚʽʣʴʥʦʛʦ ʜʦʩʪʫʧʫ ʜʦ ʥʘʚʯʘʣʴʥʠʭ ʤʘʪʝʨʽʘʣʽʚ.  

ɺʠʜʠ ʜʽʷʣʴʥʦʩʪʽ, ʱʦ ʧʽʜʪʨʠʤʫʶʪʴʩʷ ʩʫʙôʻʢʪʘʤʠ ʫ ʍʆʅʉ: 
ʢʦʤʫʥʽʢʘʮʽʷ, ʩʧʽʚʧʨʘʮʷ, ʢʦʦʧʝʨʘʮʽʷ. 
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ɿʚôʷʟʦʢ (ʢʦʤʫʥʽʢʘʮʽʷ) ½ ʧʨʦʮʝʩ ʦʙʤʽʥʫ ʜʘʥʠʤʠ (ʬʘʢʪʘʤʠ, 
ʽʜʝʷʤʠ, ʧʦʛʣʷʜʘʤʠ, ʝʤʦʮʽʷʤʠ ʪʦʱʦ) ʤʽʞ ʜʚʦʤʘ ʯʠ ʙʽʣʴʰʝ ʦʩʦʙʘʤʠ. 

ʉʧʽʚʧʨʘʮʷ  ½ ʧʨʦʮʝʩ ʩʧʽʣʴʥʦʾ ʜʽʷʣʴʥʦʩʪʽ, ʥʘʧʨʠʢʣʘʜ ʥʘʜ ʦʜʥʠʤ 
ʜʦʢʫʤʝʥʪʦʤ, ʚ ʽʥʪʝʣʝʢʪʫʘʣʴʥʽʡ ʩʬʝʨʽ, ʜʚʦʭ ʪʘ ʙʽʣʴʰʝ ʦʩʽʙ ʯʠ 
ʦʨʛʘʥʽʟʘʮʽʡ ʜʣʷ ʜʦʩʷʛʥʝʥʥʷ ʩʧʽʣʴʥʠʭ ʮʽʣʝʡ, ʚʽʜʧʦʚʽʜʥʦ ʜʦ ʷʢʦʛʦ 
ʚʽʜʙʫʚʘʪʁʴʩʷ ʦʙʤʽʥ ʜʘʥʠʤʠ, ʥʘʚʯʘʥʥʷ ʽ ʜʦʩʷʛʥʝʥʥʷ ʟʛʦʜʠ. 
ɺʚʘʞʘʻʪʴʩʷ, ʱʦ ʫʯʘʩʥʠʢʠ ʩʧʽʚʧʨʘʮʽ ʤʦʞʫʪʴ ʦʪʨʠʤʘʪʠ ʙʽʣʴʰʝ 
ʤʦʞʣʠʚʦʩʪʝʡ ʜʦʩʷʛʥʝʥʥʷ ʫʩʧʽʭʫ ʚ ʫʤʦʚʘʭ ʢʦʥʢʫʨʝʥʮʽʾ ʟʘ ʦʙʤʝʞʝʥʽ 
ʨʝʩʫʨʩʠ.  

ʂʦʦʧʝʨʘʮʽʷ  (ʣʘʪ. cooperatio) ˈ ʩʧʽʚʨʦʙʽʪʥʠʮʪʚʦ, ʚʟʘʻʤʦʟʚ'ʷʟʦʢ 
ʣʶʜʝʡ ʫ ʧʨʦʮʝʩʘʭ ʾʭʥʴʦʾ ʜʽʷʣʴʥʦʩʪʽ, ʧʽʜʪʨʠʤʫʻʪʴʩʷ ʜʝʮʝʥʪʨʘʣʽʟʘʮʽʷ 
ʜʽʷʣʴʥʦʩʪʽ. 

ʋ ʍʆʅʉ ʤʦʞʫʪʴ ʬʦʨʤʫʚʘʪʠʩʷ ʚʽʨʪʫʘʣʴʥʽ ʧʨʝʜʤʝʪʥʽ ʩʧʽʣʴʥʦʪʠ 

ʚʯʠʪʝʣʽʚ-ʧʨʝʜʤʝʪʥʠʢʽʚ, ʫʯʥʽʚ, ʙʘʪʴʢʽʚ, ʤʝʪʦʜʠʩʪʽʚ ʘʙʦ ʢʝʨʽʚʥʠʢʽʚ 
ʥʘʚʯʘʣʴʥʠʭ ʟʘʢʣʘʜʽʚ. 

ʍʤʘʨʦ ʦʨʽʻʥʪʦʚʘʥʘ ʥʘʚʯʘʣʴʥʘ ʩʧʽʣʴʥʦʪʘ ½ ʛʨʫʧʘ ʚʯʠʪʝʣʽʚ 
ʪʘ ʫʯʥʽʚ, ʷʢʽ ʧʽʜʪʨʠʤʫʶʪʴ ʥʘʚʯʘʣʴʥʫ, ʚʠʭʦʚʥʫ ʪʘ ʨʦʟʚʠʚʘʣʴʥʫ 
ʜʽʷʣʴʥʽʩʪʴ, ʟʜʽʡʩʥʶʶʪʴ ʢʦʤʫʥʽʢʘʮʽʶ, ʢʦʦʧʝʨʘʮʽʶ, ʩʧʽʚʧʨʘʮʶ ʟʘ 
ʜʦʧʦʤʦʛʠ ʢʦʤʙʽʥʘʮʽʾ ʟʘʩʪʦʩʫʥʢʽʚ, ʜʦʩʪʫʧʥʠʭ ʫ ʭʤʘʨʦ ʦʨʽʻʥʪʦʚʘʥʦʤʫ 
ʥʘʚʯʘʣʴʥʦʤʫ ʩʝʨʝʜʦʚʠʱʽ ʟ ʤʝʪʦʶ ʧʽʜʚʠʱʝʥʥʷ ʝʬʝʢʪʠʚʥʦʩʪʽ ʚ 
ʜʦʩʷʛʥʝʥʥʽ ʜʠʜʘʢʪʠʯʥʠʭ ʮʽʣʝʡ ʥʘʚʯʘʥʥʷ. 

ʌʦʨʤʫʚʘʥʥʷ ʩʧʽʣʴʥʦʪʠ ʚʽʜʙʫʚʘʻʪʴʩʷ ʟ ʤʝʪʦʶ ʨʦʟʚʠʪʢʫ ʪʘʢʠʭ 
ʫʤʽʥʴ: ʩʧʽʣʴʥʝ ʚʠʨʽʰʝʥʥʷ ʧʨʦʙʣʝʤ, ʪʦʣʝʨʘʥʪʥʽʩʪʴ, ʢʨʠʪʠʯʥʝ 
ʤʠʩʣʝʥʥʷ, ʦʩʚʦʻʥʥʷ ʜʝʮʝʥʪʨʘʣʽʟʦʚʘʥʠʭ ʤʦʜʝʣʝʡ ʥʘʚʯʘʥʥʷ.  

ʉʧʽʣʴʥʝ ʚʠʨʽʰʝʥʥʷ ʧʨʦʙʣʝʤ:  ʧʝʨʝʭʽʜ ʚʽʜ ʝʛʦʮʝʥʪʨʠʯʥʦʾ ʧʦʟʠʮʽʾ 
ʜʦ ʨʦʟʫʤʽʥʥʷ ʨʦʣʽ ʪʘ ʟʥʘʯʝʥʥʷ ʽʥʰʠʭ ʣʶʜʝʡ, ʽʥʰʠʭ ʩʧʦʩʦʙʽʚ 
ʢʦʥʩʪʨʫʶʚʘʥʥʷ ʨʝʘʣʴʥʦʩʪʽ ʻ ʚʘʞʣʠʚʠʤ ʝʪʘʧʦʤ ʧʩʠʭʦʣʦʛʽʯʥʦʛʦ 
ʨʦʟʚʠʪʢʫ ʦʩʦʙʠʩʪʦʩʪʽ. 

ʊʦʣʝʨʘʥʪʥʽʩʪʴ: ʽʥʬʦʨʤʘʮʽʡʥʽ ʪʝʭʥʦʣʦʛʽʾ ʩʧʨʠʷʶʪʴ ʨʦʟʰʠʨʝʥʥʶ 
ʤʝʞ ʥʘʰʦʛʦ ʩʧʽʣʢʫʚʘʥʥʷ, ʮʝ ʧʨʠʚʦʜʠʪʴ ʜʦ ʪʦʛʦ, ʱʦ ʤʠ ʜʝʜʘʣʽ 
ʯʘʩʪʽʰʝ ʩʪʠʢʘʻʤʦʩʷ ʟ ʣʶʜʴʤʠ ʟ ʥʝ ʟʥʘʡʦʤʠʭ ʨʘʥʽʰʝ ʩʦʮʽʘʣʴʥʠʭ 
ʢʫʣʴʪʫʨ ʽ ʧʨʦʰʘʨʢʽʚ.  

ʆʩʚʦʻʥʥʷ ʜʝʮʝʥʪʨʘʣʽʟʦʚʘʥʠʭ ʤʦʜʝʣʝʡ.  ɺʽʜ ʫʯʘʩʥʠʢʽʚ ʩʧʽʣʴʥʦʾ 
ʜʽʷʣʴʥʦʩʪʽ ʥʝ ʚʠʤʘʛʘʻʪʴʩʷ ʧʨʠʩʫʪʥʦʩʪʽ ʚ ʦʜʥʦʤʫ ʽ ʪʦʤʫ ʞ ʤʽʩʮʽ, ʚ 
ʦʜʠʥ ʽ ʪʦʡ ʞʝ ʯʘʩ. ʂʦʞʥʠʡ ʯʣʝʥ ʩʧʽʣʴʥʦʪʠ ʤʦʞʝ ʚʠʢʦʥʫʚʘʪʠ ʩʚʦʾ 
ʧʨʦʩʪʽ ʦʧʝʨʘʮʽʾ. ʎʷ ʥʦʚʘ ʤʦʜʝʣʴ ʚʟʘʻʤʦʜʽʾ ʫ ʭʤʘʨʥʦʤʫ ʩʝʨʝʜʦʚʠʱʽ 
ʤʦʞʝ ʚʠʢʦʨʠʩʪʦʚʫʚʘʪʠʩ ɹ ʫ ʧʝʜʘʛʦʛʽʯʥʽʡ ʧʨʘʢʪʠʮʽ ʜʣʷ ʦʩʚʦʻʥʥʷ 
ʫʯʥʷʤʠ ʽʜʝʡ ʜʝʮʝʥʪʨʘʣʽʟʘʮʽʾ. 

ʂʨʠʪʠʯʥʝ ʤʠʩʣʝʥʥʷ: ʢʦʣʝʢʪʠʚʥʘ, ʩʧʽʣʴʥʘ ʜʽʷʣʴʥʽʩʪʴ ʙʝʟʣʽʯʽ 
ʘʛʝʥʪʽʚ, ʛʦʪʦʚʠʭ ʢʨʠʪʠʢʫʚʘʪʠ ʽ ʚʠʜʦʟʤʽʥʶʚʘʪʠ ʛʽʧʦʪʝʟʠ. ɺ̔ʜʽʛʨʘʻ 
ʚʠʨʽʰʘʣʴʥʫ ʨʦʣʴ ʧʽʜ ʯʘʩ ʧʦʰʫʢʫ ʧʦʤʠʣʦʢ, ʧʝʨʝʚʽʨʢʠ ʛʽʧʦʪʝʟ ʽ 
ʬʘʣʴʩʠʬʽʢʘʮʽʾ ʪʝʦʨʽʡ. 

ʇʨʠʡʥʷʚʰʠ ʨʽʰʝʥʥʷ ʱʦʜʦ ʩʪʚʦʨʝʥʥʷ ʥʘ ʙʘʟʽ Office 365 ʭʤʘʨʦ 
ʦʨʽʻʥʪʦʚʘʥʦʛʦ ʥʘʚʯʘʣʴʥʦʛʦ ʩʝʨʝʜʦʚʠʱʘ (ʥʘʧʨʠʢʣʘʜ, ʰʢʦʣʠ, 
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ʢʘʙʽʥʝʪʫ) ʜʣʷ ʩʚʦʛʦ ʥʘʚʯʘʣʴʥʦʛʦ ʟʘʢʣʘʜʫ, ʨʦʟʧʦʯʥʤ̔ʦ ʨʦʟʛʦʨʪʘʥʥʷ ʟ 
ʚʠʟʥʘʯʝʥʥʷ ʦʩʥʦʚʥʠʭ ʧʦʥʷʪʴ. 

ʍʤʘʨʥʘ ʰʢʦʣʘ ½ ʢʦʤʧʣʝʤʝʥʪʘʨʥʝ ʩʝʨʝʜʦʚʠʱʝ, ʱʦ ʟʘʙʝʟʧʝʯʫʻ 
ʥʘʚʯʘʣʴʥʫ ʤʦʙʽʣʴʥʽʩʪʴ ʫʩʽʭ ʩʫʙôʻʢʪʽʚ ʥʘʚʯʘʥʥʷ. 

 ʂʘʙʽʥʝʪ ½ ʮʝ ʥʝ ʪʽʣʴʢʠ ʤʽʩʮʝ ʫ ʰʢʦʣʽ, ʜʝ ʫʯʥʽ ʪʘ ʚʯʠʪʝʣʽ ʤʦʞʫʪʴ 
ʦʙʤʽʥʷʪʠʩʷ ʜʫʤʢʘʤʠ, ʦʪʨʠʤʘʪʠ ʢʦʥʩʫʣʴʪʘʮʽʶ, ʧʨʦʚʝʩʪʠ ʨʽʟʥʽ ʟʙʦʨʠ ʽ 
ʟʘʭʦʜʠ, ʘ ʡ ʤʽʩʮʝ ʜʣʷ ʟʙʝʨʽʛʘʥʥʷ ʥʘʚʯʘʣʴʥʦ-ʤʝʪʦʜʠʯʥʠʭ ʤʘʪʝʨʽʘʣʽʚ, 

ʥʘʦʯʥʦʩʪʝʡ ½ ʜʦʰʢʠ ʦʛʦʣʦʰʝʥʴ ʽ ʧʦʜ. 

ʍʤʘʨʥʠʡ ʢʘʙʽʥʝʪ ½ ʩʪʚʦʨʝʥʝ ʟʘ ʜʦʧʦʤʦʛʠ ʭʤʘʨʥʠʭ ʪʝʭʥʦʣʦʛʽʡ 
ʤʽʩʮʝ ʜʣʷ ʢʦʣʘʙʦʨʘʮʽʾ, ʢʦʤʫʥʽʢʘʮʽʾ ʪʘ ʢʦʦʧʝʨʘʮʽʾ ʚʯʠʪʝʣʽʚ ʪʘ ʫʯʥʽʚ ʟ 
ʤʝʪʦʶ ʧʽʜʚʠʱʝʥʥʷ ʷʢʦʩʪʽ ʦʩʚʽʪʠ ʪʘ ʨʦʟʚʠʪʢʫ ʟʜʽʙʥʦʩʪʝʡ ʫʯʥʽʚ. 

ʆʢʨʝʤʠʤ ʢʦʤʧʦʥʝʥʪʦʤ ʥʘʚʯʘʣʴʥʦʛʦ ʩʝʨʝʜʦʚʠʱʘ ʚʠʩʪʫʧʘʻ 
ʚʽʨʪʫʘʣʴʥʠʡ ʢʣʘʩ ʜʣʷ ʧʨʦʚʝʜʝʥʥʷ ʦʥ-ʣʘʡʥʦʚʦʛʦ ʥʘʚʯʘʥʥʷ ʫʯʥʽʚ, 
ʧʨʦʚʝʜʝʥʥʷ ʢʦʥʬʝʨʝʥʮʽʡ, ʧʝʜʘʛʦʛʽʯʥʠʭ ʥʘʨʘʜ ʽ ʧʦʜ.  

ʍʤʘʨʥʘ ʰʢʦʣʘ (ʭʤʘʨʥʠʡ ʢʘʙʽʥʝʪ) ʨʦʟʚʠʚʘʻʪʴʩʷ ʥʘ ʧʨʠʥʮʠʧʘʭ: 
ï ʦʙʦʚ'ʷʟʢʦʚʦʾ ʘʢʪʠʚʥʦʾ ʫʯʘʩʪʽ ʚʯʠʪʝʣʷ ʪʘ ʫʯʥʷ (ʚʦʥʠ ʙʝʨʫʪʴ 
ʘʢʪʠʚʥʫ ʫʯʘʩʪʴ ʫ ʚʠʢʦʨʠʩʪʘʥʥʽ ʭʤʘʨʥʠʭ ʩʝʨʚʽʩʽʚ); 

ï ʽʻʨʘʨʭʽʾ (ʯʽʪʢʦʛʦ ʨʦʟʧʦʜʽʣʫ ʧʨʘʚ ʥʘ ʚʠʢʦʨʠʩʪʘʥʥʷ ʜʘʥʠʭ); 
ï ʚʽʜʢʨʠʪʦʛʦ ʦʙʤʽʥʫ ʜʘʥʠʤʠ (ʽʥʬʦʨʤʘʮʽʷ, ʱʦ ʩʪʦʩʫʻʪʴʩʷ 
ʥʘʚʯʘʥʥʷ, ʜʦʩʪʫʧʥʘ ʜʣʷ ʚʩʽʭ ʫʯʘʩʥʠʢʽʚ ʥʘʚʯʘʣʴʥʦʛʦ ʧʨʦʮʝʩʫ); 

ï ʢʦʣʝʢʪʠʚʥʦʛʦ ʚʠʢʦʨʠʩʪʘʥʥʷ ʜʘʥʠʭ (ʢʦʞʝʥ ʫʯʠʪʝʣʴ ʪʘ ʫʯʝʥʴ ʤʘʻ 
ʜʦʩʪʫʧ ʜʦ ʢʦʣʝʢʪʠʚʥʦʛʦ ʩʪʚʦʨʝʥʥʷ  ̔ʚʠʢʦʨʠʩʪʘʥʥʷ ʜʦʢʫʤʝʥʪʽʚ, 
ʱʦ ʾʭ ʦʪʨʠʤʫʶʪʴ ʚʽʜ ʽʥʰʠʭ ʫʯʘʩʥʠʢʽʚ ʥʘʚʯʘʣʴʥʦ-ʚʠʭʦʚʥʦʛʦ 
ʧʨʦʮʝʩʫ); 

ï ʘʚʪʦʨʩʴʢʦʛʦ ʧʨʘʚʘ (ʚʩʽ ʫʯʘʩʥʠʢʠ ʥʘʚʯʘʣʴʥʦ-ʚʠʭʦʚʥʦʛʦ ʧʨʦʮʝʩʫ 
ʟʦʙʦʚ'ʷʟʫʶʪʴʩʷ ʜʦʪʨʠʤʫʚʘʪʠʩʷ ʟʘʢʦʥʦʜʘʚʩʪʚʘ ʧʨʦ ʘʚʪʦʨʩʴʢʽ 
ʧʨʘʚʘ); 

ï ʤʠʪʪʻʚʦʛʦ ʟʚʦʨʦʪʥʦʛʦ ʟʚ'ʷʟʢʫ ½ ʢʦʞʝʥ ʫʯʠʪʝʣʴ ʪʘ ʫʯʝʥʴ 
ʦʪʨʠʤʫʻ ʧʨʘʚʦ ʤʠʪʪʻʚʦʛʦ ʟ'ʻʜʥʘʥʥʷ ʟ ʢʦʣʝʛʦʶ ʘʙʦ ʽʥʰʠʤ ʫʯʥʝʤ 
ʫ ʨʘʟʽ ʥʝʦʙʭʽʜʥʦʩʪʽ). 
ʋ ʭʤʘʨʥʽʡ ʰʢʦʣʽ (ʚʽʨʪʫʘʣʴʥʦʤʫ ʢʘʙʽʥʝʪʽ) ʚʠʢʦʨʠʩʪʦʚʫʶʪʴ ʪʘʢʽ 

ʪʠʧʠ ʜʦʢʫʤʝʥʪʽʚ: ʩʧʽʣʴʥʦʛʦ ʚʠʢʦʨʠʩʪʘʥʥʷ, ʜʦʢʫʤʝʥʪʠ-ʰʘʙʣʦʥʠ, ʜʣʷ 
ʦʟʥʘʡʦʤʣʝʥʥʷ, ʜʦ ʚʠʢʦʥʘʥʥʷ, ʜʣʷ ʩʘʤʦʦʩʚʽʪʠ ʽ ʪ. ʜ. 

ɼʦʢʫʤʝʥʪʠ ʩʧʽʣʴʥʦʛʦ ʚʠʢʦʨʠʩʪʘʥʥʷ - ʧʨʝʟʝʥʪʘʮʽʾ, ʙʫʢʣʝʪʠ, 
ʧʣʘʢʘʪʠ, ʬʦʪʦ, ʚʽʜʝʦ, ʘʫʜʽʦ, ʪʝʩʪʠ, ʦʧʦʨʥʽ ʢʦʥʩʧʝʢʪʠ, ʝʣʝʢʪʨʦʥʥʽ 
ʪʘʙʣʠʮʽ, ʤʽʥʽ- ʧʽʜʨʫʯʥʠʢʠ ʽ ʪ. ʜ. 

ɼʦʢʫʤʝʥʪʠ-h ʘʙʣʦʥʠ ½ ʜʦʢʫʤʝʥʪʠ, ʱʦ ʚʠʤʘʛʘʶʪʴ ʻʜʠʥʦʾ 
ʩʪʨʫʢʪʫʨʠ. ʅʘʧʨʠʢʣʘʜ, ʰʘʙʣʦʥʠ ʦʬʦʨʤʣʝʥʥʷ ʨʦʟʚôʷʟʘʥʥʷ ʟʘʜʘʯ, 
ʦʬʦʨʤʣʝʥʥʷ ʧʨʘʢʪʠʯʥʠʭ ʨʦʙʽʪ, ʨʦʙʽʪ ʄɸʅ, ʜʦʢʫʤʝʥʪʽʚ ʧʨʦʝʢʪʥʦʾ 
ʜʽʷʣʴʥʦʩʪʽ ʘʙʦ ʩʪʚʦʨʝʥʠʭ ʟʘ ʢʝʡʩ-ʪʝʭʥʦʣʦʛʽʷʤʠ. 

ɼʣʷ ʦʟʥʘʡʦʤʣʝʥʥʷ ½ ʨʽʟʥʦʤʘʥʽʪʥʘ ʽʥʬʦʨʤʘʮʽʷ ʟ ʥʘʚʯʘʣʴʥʦʾ ʪʘ 
ʚʠʭʦʚʥʦʾ ʨʦʙʦʪʠ. ʅʘʧʨʠʢʣʘʜ, ʽʥʬʦʨʤʘʮʽʷ ʜʣʷ ʫʯʥʽʚ ʟ ʦʨʛʘʥʽʟʘʮʽʾ 
ʪʝʤʘʪʠʯʥʠʭ ʝʢʩʢʫʨʩʽʡ, ʢʦʥʢʫʨʩʽʚ, ʦʣʽʤʧʽʘʜ, ʰʢʽʣʴʥʠʭ ʂɺʂ, ʤʽʩʴʢʠʭ ʪʘ 
ʤʽʞʥʘʨʦʜʥʠʭ ʢʦʥʢʫʨʩʽʚ ʽ ʪ. ʜ. 
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ɼʦ ʚʠʢʦʥʘʥʥʷ - ʜʦʢʫʤʝʥʪʠ, ʷʢʽ ʚʠʤʘʛʘʶʪʴ ʦʙʦʚ'ʷʟʢʦʚʦʛʦ 
ʚʠʢʦʥʘʥʥʷ. ʅʘʧʨʠʢʣʘʜ, ʤʽʥʽ-ʟʚʽʪʠ ʜʣʷ ʚʯʠʪʝʣʽʚ ʯʠ ʫʯʥʽʚ - ʟʘʚʜʘʥʥʷ 
ʜʣʷ ʧʽʜʛʦʪʦʚʢʠ ʜʦ ʢʦʥʪʨʦʣʴʥʠʭ ʨʦʙʽʪ, ʟʨʽʟʽʚ ʟʥʘʥʴ, ɼʇɸ ʽ ʪ.ʽʥ. 

ɼʣʷ ʩʘʤʦʦʩʚʽʪʠ ½ ʩʢʘʨʙʥʠʯʢʘ ʣʦʛʽʯʥʠʭ ʟʘʜʘʯ, ʨʝʙʫʩʽʚ, ʟʘʜʘʯ 
ʜʣʷ ʨʦʟʚʠʪʢʫ ʣʦʛʽʯʥʦʛʦ ʽ ʢʨʠʪʠʯʥʦʛʦ ʤʠʩʣʝʥʥʷ ʫʯʥʽʚ. 

ʇʦʟʠʪʠʚʥʽ ʩʪʦʨʦʥʠ ʚʧʨʦʚʘʜʞʝʥʥʷ ʭʤʘʨʥʦʾ ʰʢʦʣʠ (ʚʽʨʪʫʘʣʴʥʦʛʦ 
ʢʘʙʽʥʝʪʫ): ʜʦʩʪʫʧ ʜʦ ʜʘʥʠʭ ʫ ʙʫʜʴ-ʷʢʦʤʫ ʤʽʩʮʽ ʪʘ ʙʫʜʴ-ʢʦʣʠ, 
ʩʧʽʚʧʨʘʮʷ ʥʘʜ ʜʦʢʫʤʝʥʪʘʤʠ, ʟʙʝʨʽʛʘʥʥʷ ʜʘʥʠʭ ʚʝʣʠʢʠʭ ʦʙʩʷʛʽʚ, 
ʜʦʩʪʫʧʥʽʩʪʴ ʽ ʧʨʦʟʦʨʽʩʪʴ ʜʽʷʣʴʥʦʩʪʽ ʷʢ ʫʯʠʪʝʣʷ, ʪʘʢ ʽ ʫʯʥʷ, ʰʚʠʜʢʽʩʪʴ 
ʽʥʬʦʨʤʫʚʘʥʥʷ ʫʯʥʷ ʪʘ ʡʦʛʦ ʙʘʪʴʢʽʚ, ʟʙʠʨʘʥʥʷ ʽ ʟʙʝʨʽʛʘʥʥʷ ʚʩʽʭ ʜʘʥʠʭ 
ʚ ʦʜʥʦʤʫ ʤʽʩʮʽ, ʦʨʛʘʥʽʟʘʮʽʷ ʩʧʽʣʴʥʦʾ ʨʦʙʦʪʠ, ʫʯʘʩʪʴ ʫ ʤʽʩʴʢʠʭ  ̔
ʤʽʞʥʘʨʦʜʥʠʭ ʧʨʦʝʢʪʘʭ, ʩʝʨʝʜʦʚʠʱʝ ʜʣʷ ʦʙʤʽʥʫ ʜʦʩʚʽʜʦʤ ʟ ʢʦʣʝʛʘʤʠ 
ʪʘ ʥʘʚʯʘʥʥʷ ʫʯʥʽʚ ʪʦʱʦ. 

ʆʩʦʙʣʠʚʦʩʪʽ ʚʧʨʦʚʘʜʞʝʥʥʷ ʭʤʘʨʥʦʾ ʰʢʦʣʠ (ʚʽʨʪʫʘʣʴʥʦʛʦ 
ʢʘʙʽʥʝʪʫ): ʧʦʪʨʝʙʫʻ ʜʦʜʘʪʢʦʚʠʭ ʥʘʚʠʯʦʢ ʨʦʙʦʪʠ, ʟʘʙʝʟʧʝʯʝʥʥʷ 
ʤʝʪʦʜʠʯʥʦʛʦ ʪʘ ʜʠʜʘʢʪʠʯʥʦʛʦ ʩʫʧʨʦʚʦʜʫ ʫʯʥʷ, ʧʦʩʠʣʝʥʥʷ ʢʦʥʪʨʦʣʶ 
ʚʠʢʦʥʘʥʥʷ ʪʘ ʦʥʦʚʣʝʥʥʷ ʥʘʚʯʘʣʴʥʠʭ ʤʘʪʝʨʽʘʣʽʚ, ʥʘ ʧʝʨʰʝ ʤʽʩʮʝ 
ʚʠʭʦʜʷʪʴ ʤʦʪʠʚʘʮʽʷ, ʟʘʦʭʦʯʝʥʥʷ ʧʽʜ ʯʘʩ ʫʧʨʦʚʘʜʞʝʥʥʷ, ʥʘʷʚʥʽʩʪʴ 
ʰʚʠʜʢʽʩʥʦʛʦ ɯʥʪʝʨʥʝʪʫ, ʥʘʷʚʥʽʩʪʴ ʢʦʤʧ'ʶʪʝʨʥʦʾ ʪʝʭʥʽʢʠ, ʜʦʜʘʪʢʦʚʘ 
ʨʦʟ'ʷʩʥʶʚʘʣʴʥʘ ʨʦʙʦʪʘ ʟ ʙʘʪʴʢʘʤʠ. 

ʉʪʨʫʢʪʫʨʘ ʭʤʘʨʥʦʾ ʰʢʦʣʠ (ʚʽʨʪʫʘʣʴʥʦʛʦ ʢʘʙʽʥʝʪʫ) ʤʦʞʝ ʚʤʽʱʘʪʠ 
ʦʩʥʦʚʥʽ ʝʣʝʤʝʥʪʠ, ʷʢʽ ʚʽʜʧʦʚʽʜʘʶʪʴ ʩʪʨʫʢʪʫʨʽ ʜʽʷʣʴʥʦʩʪʽ ʚʯʠʪʝʣʷ-
ʧʨʝʜʤʝʪʥʠʢʘ: çʘʜʤʽʥʽʩʪʨʘʮʽʷè, çʚʯʠʪʝʣʴè, çʧʦʨʪʬʦʣʽʦ ʫʯʥʽʚè, 
çʜʦʢʫʤʝʥʪʠè, çʜʣʷ ʙʘʪʴʢʽʚè, çʦʛʦʣʦʰʝʥʥʷè, ʢʝʡʩ ʫʯʠʪʝʣʷ ʽ ʧʦʜ. 

ʋʟʘʛʘʣʴʥʠʤʦ ʧʝʨʝʚʘʛʠ ʭʤʘʨʥʠʭ ʩʝʨʚʽʩʽʚ ʜʣʷ ʥʘʚʯʘʣʴʥʠʭ 
ʟʘʢʣʘʜʽʚ: 

ɳ ʥʝʜʦʨʦʛʽ ʢʦʤʧ'ʶʪʝʨʠ ʜʣʷ ʢʦʨʠʩʪʫʚʘʯʽʚ; 

ɳ ʟʙʽʣʴʰʝʥʘ ʧʨʦʜʫʢʪʠʚʥʽʩʪʴ ʜʽʷʣʴʥʦʩʪʽ ʢʦʨʠʩʪʫʚʘʯʘ ʢʦʤʧ'ʶʪʝʨʽʚ; 

ɳ ʟʤʝʥʰʝʥʥʷ ʚʠʪʨʘʪ ʽ ʟʙʽʣʴʰʝʥʥʷ ʝʬʝʢʪʠʚʥʦʩʪʽ IT 
ʽʥʬʨʘʩʪʨʫʢʪʫʨʠ; 

ɳ ʤʝʥʰʝ ʧʨʦʙʣʝʤ ʟ ʦʙʩʣʫʛʦʚʫʚʘʥʥʷʤ; 

ɳ ʤʝʥʰʝ ʚʠʪʨʘʪ ʥʘ ʟʘʢʫʧʽʚʣʶ ʧʨʦʛʨʘʤʥʦʛʦ ʟʘʙʝʟʧʝʯʝʥʥʷ; 

ɳ ʧʦʩʪʽʡʥʝ ʦʥʦʚʣʝʥʥʷ ʧʨʦʛʨʘʤ; 

ɳ ʟʙʽʣʴʰʝʥʥʷ ʜʦʩʪʫʧʥʠʭ ʦʙʯʠʩʣʶʚʘʣʴʥʠʭ ʧʦʪʫʞʥʦʩʪʝʡ; 

ɳ ʥʝʦʙʤʝʞʝʥʠʡ ʦʙʩʷʛ ʟʙʝʨʽʛʘʥʥʷ ʜʘʥʠʭ; 

ɳ ʩʫʤʽʩʥʽʩʪʴ ʟ ʙʽʣʴʰʽʩʪʶ ʦʧʝʨʘʮʽʡʥʠʭ ʩʠʩʪʝʤ; 

ɳ ʧʦʢʨʘʱʝʥʘ ʩʫʤʽʩʥʽʩʪʴ ʬʦʨʤʘʪʽʚ ʜʦʢʫʤʝʥʪʽʚ; 

ɳ ʧʨʦʩʪʦʪʘ ʩʧʽʣʴʥʦʾ ʨʦʙʦʪʠ ʛʨʫʧʠ ʢʦʨʠʩʪʫʚʘʯʽʚ; 

ɳ ʜʦʩʪʫʧ ʜʦ ʜʦʢʫʤʝʥʪʽʚ ʙʫʜʴ-ʜʝ ʽ ʙʫʜʴ-ʢʦʣʠ; 

ɳ ʟʘʚʞʜʠ ʦʩʪʘʥʥʷ ʚʝʨʩʽʷ ʩʝʨʚʽʩʽʚ; 

ɳ ʜʦʩʪʫʧʥʽʩʪʴ ʟ ʨʽʟʥʠʭ ʧʨʠʩʪʨʦʾʚ; 

ɳ ʝʢʦʣʦʛʽʟʘʮʽʷ ʪʘ ʝʢʦʥʦʤʥʝ ʚʠʪʨʘʯʘʥʥʷ ʨʝʩʫʨʩʽʚ ʧʨʠʨʦʜʠ; 
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ɳ ʩʪʽʡʢʽʩʪʴ ʜʘʥʠʭ ʜʦ ʚʪʨʘʪʠ ʯʠ ʢʨʘʜʽʞʢʠ ʦʙʣʘʜʥʘʥʥʷ. 
ʆʩʦʙʣʠʚʦʩʪʽ ʭʤʘʨʥʠʭ ʩʝʨʚʽʩʽʚ ʜʣʷ ʥʘʚʯʘʣʴʥʠʭ ʟʘʢʣʘʜʽʚ: 

ɳ ʧʦʩʪʽʡʥʝ ʟ'ʻʜʥʘʥʥʷ ʟ ʤʝʨʝʞʝʶ ɯʥʪʝʨʥʝʪ; 

ɳ ʧʦʚʽʣʴʥʦ ʧʨʘʮʶʻ ʟ ʧʦʚʽʣʴʥʠʤ ɯʥʪʝʨʥʝʪ-ʜʦʩʪʫʧʦʤ; 

ɳ ʧʨʦʛʨʘʤʠ ʤʦʞʫʪʴ ʧʨʘʮʶʚʘʪʠ ʧʦʚʽʣʴʥʽʰʝ ʥʽʞ ʥʘ ʣʦʢʘʣʴʥʦʤʫ 
ʢʦʤʧ'ʶʪʝʨʽ; 

ɳ ʥʝ ʚʩʽ ʧʨʦʛʨʘʤʠ ʘʙʦ ʾʭʥ ̔ʚʣʘʩʪʠʚʦʩʪʽ ʜʦʩʪʫʧʥʽ ʚʽʜʜʘʣʝʥʦ; 

ɳ ʙʝʟʧʝʢʘ ʜʘʥʠʭ ʤʦʞʝ ʙʫʪʠ ʧʽʜ ʟʘʛʨʦʟʦʶ; 

ɳ ʷʢʱʦ ʢʣʽʻʥʪʩʴʢʽ ʜʘʥʽ ʫ ʭʤʘʨʽ ʚʪʨʘʯʝʥʦ, ʚʦʥʠ ʙʫʜʫʪʴ ʚʽʜʥʦʚʣʝʥʽ 
ʯʘʩʪʢʦʚʦ. 
 

1.6. ɿʘʛʘʣʴʥʽ ʧʦʣʦʞʝʥʥʷ ʤʝʪʦʜʠʢʠ ʧʨʦʝʢʪʫʚʘʥʥʷ  
 

ʄʝʪʦʜʠʢʘ ʧʨʦʝʢʪʫʚʘʥʥʷ ʭʤʘʨʦ ʦʨʽʻʥʪʦʚʘʥʦʛʦ ʥʘʚʯʘʣʴʥʦʛʦ 
ʩʝʨʝʜʦʚʠʱʘ ʚ ʩʝʨʝʜʥʽʭ ʟʘʛʘʣʴʥʦʦʩʚʽʪʥʽʭ ʥʘʚʯʘʣʴʥʠʭ ʟʘʢʣʘʜʘʭ 
ʚʠʟʥʘʯʘʻʪʴʩʷ ʷʢ ʩʠʩʪʝʤʘ, ʬʫʥʢʮʽʦʥʫʚʘʥʥʷ ʷʢʦʾ ʦʙʫʤʦʚʣʶʻʪʴʩʷ ʩʫ-
ʢʫʧʥʽʩʪʶ ʧ'ʷʪʠ ʢʦʤʧʦʥʝʥʪʽʚ: ʮʽʣ,̔ ʟʤʽʩʪʫ, ʤʝʪʦʜʽʚ, ʟʘʩʦʙʽʚ ʪʘ 
ʦʨʛʘʥʽʟʘʮʽʡʥʠʭ ʬʦʨʤ ʥʘʚʯʘʥʥʷ. ɼʣʷ ʧʨʦʝʢʪʫʚʘʥʥʷ ʭʤʘʨʦ 
ʦʨʽʻʥʪʦʚʘʥʦʛʦ ʥʘʚʯʘʣʴʥʦʛʦ ʩʝʨʝʜʦʚʠʱʘ ʭʘʨʘʢʪʝʨʥʠʤ ʻ ʥʦʚʠʟʥʘ ʪʘ 
ʚʠʩʦʢʠʡ ʜʠʥʘʤʽʟʤ ʩʪʘʥʦʚʣʝʥʥʷ ʡʦʛʦ ʤʝʪʦʜʠʢʠ. 

ʉʪʚʦʨʝʥʥʷ ʪʘ ʨʦʟʚʠʪʦʢ ʤʝʪʦʜʠʢʠ ʧʨʦʝʢʪʫʚʘʥʥʷ ʭʤʘʨʦ 
ʦʨʽʻʥʪʦʚʘʥʦʛʦ ʥʘʚʯʘʣʴʥʦʛʦ ʩʝʨʝʜʦʚʠʱʘ ʚʽʜʽʛʨʘʻ ʚʘʞʣʠʚʫ ʨʦʣʴ ʫ 
ʨʦʟʚʠʪʢʫ ʥʘʚʯʘʣʴʥʦʛʦ ʩʝʨʝʜʦʚʠʱʘ ʟʘʛʘʣʴʥʦʦʩʚʽʪʥʴʦʛʦ ʥʘʚʯʘʣʴʥʦʛʦ 
ʟʘʢʣʘʜʫ. ʊʦʤʫ ʘʢʪʫʘʣʴʥʠʤ ʻ ʘʥʘʣʽʟ ʢʦʤʧʦʥʝʥʪʽʚ ʤʝʪʦʜʠʢʠ, ʚʠʷʚʣʝʥʥʷ 
ʥʘʡʚʫʞʯʠʭ ʤʽʩʮʴ ʽ ʧʨʦʙʣʝʤ, ʙʝʟ ʨʦʟʚôʷʟʫʚʘʥʥʷ ʷʢʠʭ ʻ ʥʝʤʦʞʣʠʚʠʤ ʾʾ 
ʧʦʜʘʣʴʰʠʡ ʨʦʟʚʠʪʦʢ.  

ʈʦʟʛʣʷʥʝʤʦ ʦʩʥʦʚʥʽ ʢʦʤʧʦʥʝʥʪʠ ʤʝʪʦʜʠʢʠ ʧʨʦʝʢʪʫʚʘʥʥʷ ʭʤʘʨʦ 
ʦʨʽʻʥʪʦʚʘʥʦʛʦ ʥʘʚʯʘʣʴʥʦʛʦ ʩʝʨʝʜʦʚʠʱʘ ʟʘʛʘʣʴʥʦʦʩʚʽʪʥʴʦʛʦ 
ʥʘʚʯʘʣʴʥʦʛʦ ʟʘʢʣʘʜʫ (ʪʘʙʣ. 1.1). 

ʂʦʤʧʣʝʢʩʥʘ ʤʝʪʘ ʧʨʦʝʢʪʫʚʘʥʥʷ ʭʤʘʨʦ ʦʨʽʻʥʪʦʚʘʥʦʛʦ 
ʥʘʚʯʘʣʴʥʦʛʦ ʩʝʨʝʜʦʚʠʱʘ ï ʮʝ ʬʦʨʤʫʚʘʥʥʷ  ʢʦʤʧʝʪʝʥʪʥʦʩʪʝʡ ʟ 
ʦʩʥʦʚ ʥʘʚʯʘʣʴʥʦʾ ʢʦʤʫʥʽʢʘʮʽʾ, ʩʧʽʚʧʨʘʮʽ ʪʘ ʢʦʦʧʝʨʘʮʽʾ ʫʯʥʽʚ ʟ 
ʫʯʠʪʝʣʷʤʠ; ʬʦʨʤʫʚʘʥʥʷ ɯʂʊ-ʢʦʤʧʝʪʝʥʪʥʦʩʪʝʡ ʚʯʠʪʝʣʽʚ ʪʘ ʫʯʥʽʚ ʧʽʜ 
ʯʘʩ ̫ʢ ʚʠʚʯʝʥʥʷ ʪʝʦʨʝʪʠʯʥʠʭ ʦʩʥʦʚ ʧʨʦʝʢʪʫʚʘʥʥʷ ʭʤʘʨʦ 
ʦʨʽʻʥʪʦʚʘʥʦʛʦ ʥʘʚʯʘʣʴʥʦʛʦ ʩʝʨʝʜʦʚʠʱʘ, ʪʘʢ ʽ ʚʠʚʯʝʥʥʷ ʽʥʰʠʭ 
ʧʨʝʜʤʝʪʽʚ; ʟʘʙʝʟʧʝʯʝʥʥʷ ʚʩʝʙʽʯʥʦʛʦ ʨʦʟʚʠʪʢʫ ʦʩʦʙʠʩʪʦʩʪʽ ʫʯʥʷ; 
ʬʦʨʤʫʚʘʥʥʷ ʥʦʚʠʭ ʬʦʨʤ ʽ ʤʝʪʦʜʽʚ ʥʘʚʯʘʥʥʷ ʟ ʤʝʪʦʶ ʘʢʪʠʚʽʟʘʮʽʾ 
ʥʘʚʯʘʣʴʥʦʾ ʜʽʷʣʴʥʦʩʪʽ.  

ʈʝʘʣʽʟʘʮʽʷ ʧʨʦʮʝʩʫ ʧʨʦʝʢʪʫʚʘʥʥʷ ʭʤʘʨʦ ʦʨʽʻʥʪʦʚʘʥʦʛʦ 
ʥʘʚʯʘʣʴʥʦʛʦ ʩʝʨʝʜʦʚʠʱʘ ʜʣʷ ʫʯʥʽʚ ʟʘʛʘʣʴʥʦʦʩʚʽʪʥʴʦʛʦ ʥʘʚʯʘʣʴʥʦʛʦ 
ʟʘʢʣʘʜʫ ʤʦʞʝ ʟʜʽʡʩʥʶʚʘʪʠʩʷ ʟʘ ʜʚʦʤʘ ʩʭʝʤʘʤʠ: 
ï ʧʽʜ ʯʘʩ ʚʠʚʯʝʥʥʷ ʬʘʢʫʣʴʪʘʪʠʚʫ çʍʤʘʨʥʽ ʩʝʨʚʽʩʠ Office 365è  
ʜʣʷ ʫʯʥʽʚ 5, 6, 7, 8 ʢʣʘʩʽʚ ʟʘʛʘʣʴʥʦʦʩʚʽʪʥʽʭ ʥʘʚʯʘʣʴʥʠʭ ʟʘʢʣʘʜʽʚ (ʣʠʩʪ 
ɯɯʊɿʆ ʚʽʜ 29.12.2014 ˉ14.1/12-ɻ-1922); 
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ʊʘʙʣʠʮʷ 1.1. 
ʆʩʥʦʚʥʽ ʢʦʤʧʦʥʝʥʪʠ ʤʝʪʦʜʠʢʠ ʧʨʦʝʢʪʫʚʘʥʥʷ ʍʆʅʉ 

 

ʆʩʥʦʚʥʽ 
ʢʦʤʧʦʥʝʥʪʠ 
ʤʝʪʦʜʠʢʠ 

 

ɿʤʽʩʪ ʤʝʪʦʜʠʢʠ ʧʨʦʝʢʪʫʚʘʥʥʷ ʭʤʘʨʦ 
ʦʨʽʻʥʪʦʚʘʥʦʛʦ ʥʘʚʯʘʣʴʥʦʛʦ ʩʝʨʝʜʦʚʠʱʘ 

ʂʦʤʧʣʝʢʩʥʘ 
ʤʝʪʘ 

ʧʨʦʝʢʪʫʚʘʥʥʷ 

ʉʪʚʦʨʝʥʥʷ ʫʤʦʚ ʥʘʚʯʘʣʴʥʦʾ ʤʦʙʽʣʴʥʦʩʪʽ, 
ʩʧʽʚʧʨʘʮʽ ʪʘ ʢʦʦʧʝʨʘʮʽʾ, ʬʦʨʤʫʚʘʥʥʷ ɯʂʊ-
ʢʦʤʧʝʪʝʥʪʥʦʩʪʝʡ ʚʯʠʪʝʣʽʚ ʪʘ ʫʯʥʽʚ ʧʽʜ ʯʘʩ ʷʢ 
ʚʠʚʯʝʥʥʷ ʪʝʦʨʝʪʠʯʥʠʭ ʦʩʥʦʚ ʧʨʦʝʢʪʫʚʘʥʥʷ ʭʤʘʨʦ 
ʦʨʽʻʥʪʦʚʘʥʦʛʦ ʥʘʚʯʘʣʴʥʦʛʦ ʩʝʨʝʜʦʚʠʱʘ, ʪʘʢ ʽ 
ʚʠʚʯʝʥʥʷ ʽʥʰʠʭ ʧʨʝʜʤʝʪʽʚ, ʟʘʙʝʟʧʝʯʝʥʥʷ 
ʚʩʝʙʽʯʥʦʛʦ ʨʦʟʚʠʪʢʫ ʦʩʦʙʠʩʪʦʩʪʽ ʫʯʥʷ, 
ʬʦʨʤʫʚʘʥʥʷ ʥʦʚʠʭ ʬʦʨʤ ʽ ʤʝʪʦʜʽʚ ʥʘʚʯʘʥʥʷ 

ɿʤʽʩʪ 
ʧʨʦʝʢʪʫʚʘʥʥʷ 

ɹʘʟʦʚʠʡ ʢʦʤʧʦʥʝʥʪ ʤʘʻ ʘʩʧʝʢʪ ʧʨʘʢʪʠʯʥʦʛʦ 
ʩʧʨʷʤʫʚʘʥʥʷ ʽ ʧʦʚ'ʷʟʘʥʠʡ ʟ ʬʦʨʤʫʚʘʥʥʷʤ 
ʢʦʤʧʝʪʝʥʪʥʦʩʪʝʡ ʚʠʢʦʨʠʩʪʘʥʥʷ ʨʽʟʥʦʤʘʥʽʪʥʠʭ 
ʩʝʨʚʽʩʽʚ ʭʤʘʨʦ ʦʨʽʻʥʪʦʚʘʥʦʛʦ ʩʝʨʝʜʦʚʠʱʘ ʜʣʷ 
ʟʘʜʦʚʦʣʝʥʥʷ ʥʘʚʯʘʣʴʥʠʭ ʧʦʪʨʝʙ 

ʄʝʪʦʜʠ 
ʧʨʦʝʢʪʫʚʘʥʥʷ 

ʆʧʦʨʥʦ-ʽʣʶʩʪʨʘʪʠʚʥʠʡ, ʽʥʬʦʨʤʘʮʽʡʥʦ-ʧʦʚʽʜʦʤʥʽ, 
ʯʘʩʪʢʦʚʦ-ʧʦʰʫʢʦʚʠʡ, ʜʦʩʣʽʜʥʠʮʴʢʠʡ 

ɿʘʩʦʙʠ 
ʧʨʦʝʢʪʫʚʘʥʥʷ 

ʄʝʨʝʞʘ ɯʥʪʝʨʥʝʪ, ʨʽʟʥʦʤʘʥʽʪʥʽ ʛʘʜʞʝʪʠ, ɽʆʈ, 
ʪʝʭʥʽʯʥʽ ʤʫʣʴʪʠʤʝʜʽʡʥʽ ʟʘʩʦʙʠ 

ʌʦʨʤʠ 
ʧʨʦʝʢʪʫʚʘʥʥʷ 

ʌʦʨʤʘ ʥʘʚʯʘʣʴʥʦʾ ʜʽʷʣʴʥʦʩʪʽ: ʜʦʤʘʰʥʽ ʟʘʚʜʘʥʥʷ, 
ʪʚʦʨʯʽ ʟʘʚʜʘʥʥʷ, ʨʦʟʚʠʚʘʣʴʥʽ ʟʘʚʜʘʥʥʷ, ʧʨʘʢʪʠʯʥʽ 
ʨʦʙʦʪʠ, ʪʨʝʥʫʚʘʣʴʥʽ ʟʘʚʜʘʥʥʷ, ʚʽʜʝʦʫʨʦʢʠ, 
ʘʫʜʽʦʫʨʦʢʠ, ʢʚʝʩʪ, ʬʦʨʫʤ, ʚʽʨʪʫʘʣʴʥʘ ʝʢʩʢʫʨʩʽʷ, 
ʜʠʩʪʘʥʮʽʡʥʝ ʢʦʥʩʫʣʴʪʫʚʘʥʥʷ. 
ʌʦʨʤʘ ʦʨʛʘʥʽʟʘʮʽʾ ʜʽʷʣʴʥʦʩʪʽ: ʽʥʜʠʚʽʜʫʘʣʴʥʘ, 
ʢʦʣʝʢʪʠʚʥʘ, ʨʦʙʦʪʘ ʫ ʛʨʫʧʘʭ, ʨʦʙʦʪʘ ʚ ʧʘʨʘʭ 

 
ï ʯʝʨʝʟ ʩʠʩʪʝʤʫ ʪʨʝʥʽʥʛʽʚ ʜʣʷ ʚʩʽʭ ʩʫʙôʻʢʪʽʚ ʥʘʚʯʘʥʥʷ ʚʽʜʧʦʚʽʜʥʦ 
ʜʦ ʧʨʦʮʝʜʫʨʥʦʛʦ ʧʽʜʭʦʜʫ ʟʘ ʤʝʪʦʜʦʤ çʂʦʤʫʥʽʢʘʮʽʡʥʦʾ ʩʽʪʢʠè. ʉʫʪʴ 
ʮʦɹʛʦ ʤʝʪʦʜʫ ʧʦʣʷʛʘʻ ʚ ʥʦʚʽʪʥʽʡ ʪʝʭʥʦʣʦʛʽʾ ʚʽʜʧʨʘʮʶʚʘʥʥʷ ʥʘʚʠʯʦʢ 
ʥʘʚʯʘʥʥʷ, ʘ ʩʘʤʝ: ʚʽʜʧʨʘʮʶʚʘʥʥʷ ʢʦʞʥʦʛʦ ʤʦʜʫʣ ̫ ʥʘ ʨʽʚʥʽ 
ʢʦʤʫʥʽʢʘʮʽʾ ʢʝʨʽʚʥʠʢʽʚ, ʚʯʠʪʝʣʽʚ ʪʘ ʫʯʥʽʚ ʦʜʥʦʯʘʩʥʦ. 
        ɼʣʷ ʢʝʨʽʚʥʠʢʽʚ, ʘʜʤʽʥʽʩʪʨʘʪʦʨʽʚ ʪʘ ʚʯʠʪʝʣʽʚ ʧʨʦʝʢʪʫʚʘʥʥʷ ʍʆʅʉ 
ʟʜʽʡʩʥʶʻʪʴʩʷ ʟʘ ʧʨʦʮʝʜʫʨʥʠʤ ʧʽʜʭʦʜʦʤ ʯʝʨʝʟ ʩʠʩʪʝʤʫ ʪʨʝʥʽʥʛʽʚ. 

ʄʝʪʦʶ ʬʘʢʫʣʴʪʘʪʠʚʫ çʍʤʘʨʥʽ ʩʝʨʚʽʩʠ Office 365è ʻ ʬʦʨʤʫʚʘʥʥʷ 
ʚ ʫʯʥʽʚ ʪʝʦʨʝʪʠʯʥʦʾ ʙʘʟʠ ʟʥʘʥʴ ʟ̔ ʚʠʢʦʨʠʩʪʘʥʥʷ ʩʝʨʚʽʩʽʚ Office 365, 
ʫʤ̔ʥʴ ʽ ʥʘʚʠʯʦʢ ʝʬʝʢʪʠʚʥʦʛʦ ʟʘʩʪʦʩʫʚʘʥʥʷ ʽʥʥʦʚʘʮʽʡʥʠʭ ʪʝʭʥʦʣʦʛʽʡ ʫ 
ʩʚʦʾʡ ʥʘʚʯʘʣʴʥʽʡ ʜʽʷʣʴʥʦʩʪʽ, ʱʦ ʤʘʻ ʟʘʙʝʟʧʝʯʠʪʠ ʬʦʨʤʫʚʘʥʥʷ ʫ 
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ʰʢʦʣʷʨʽʚ ʦʩʥʦʚ ʢʦʤʫʥʽʢʘʮʽʾ, ʩʧʽʚʧʨʘʮʽ, ʢʦʦʧʝʨʘʮʽʾ, ʽʥʬʦʨʤʘʮʽʡʥʦʾ 
ʢʫʣʴʪʫʨʠ ʪʘ ʽʥʬʦʨʤʘʪʠʯʥʠʭ ʢʦʤʧʝʪʝʥʪʥʦʩʪʝʡ. 

ɿʘʚʜʘʥʥʷʤʠ ʬʘʢʫʣʴʪʘʪʠʚʫ ʻ: 
ˈ ʬʦʨʤʫʚʘʪʠ ʚ ʫʯʥʽʚ ʙʘʟʠ ʟʥʘʥʥ,̫ ʫʤʽʥʥ ̫ʽ ʥʘʚʠʯʢʠ, ʥʝʦʙʭʽʜʥ ̔ʜʣʷ 
ʝʬʝʢʪʠʚʥʦʛʦ ʚʠʢʦʨʠʩʪʘʥʥʷ ʩʫʯʘʩʥʠʭ ʭʤʘʨʥʠʭ ʩʝʨʚʽʩʽʚ ʫ ʥʘʚʯʘʣʴʥʦ-
ʧʽʟʥʘʚʘʣʴʥʽʡ ʜʽʷʣʴʥʦʩʪʽ, ʫ ʚʠʚʯʝʥʥʽ ʽʥʰʠʭ ʥʘʚʯʘʣʴʥʠʭ ʧʨʝʜʤʝʪʽʚ ʽ ʚ 
ʧʦʚʩʷʢʜʝʥʥʦʤʫ ʞʠʪʪʽ; 
ˈ ʨʦʟʚʠʚʘʪʠ ʚ ʫʯʥʽʚ ʫʤʽʥʥʷ ʩʘʤʦʩʪʽʡʥʦ ʦʧʘʥʦʚʫʚʘʪʠ ʪʘ 
ʨʘʮʽʦʥʘʣʴʥʦ ʚʠʢʦʨʠʩʪʦʚʫʚʘʪʠ ʧʨʦʛʨʘʤʥʽ ʟʘʩʦʙʠ ʟʘʛʘʣʴʥʦʛʦ ʪʘ 
ʧʨʠʢʣʘʜʥʦʛʦ ʧʨʠʟʥʘʯʝʥʥʷ, ʮʽʣʝʩʧʨʷʤʦʚʘʥʦ ʰʫʢʘʪʠ ʡ 
ʩʠʩʪʝʤʘʪʠʟʫʚʘʪʠ ʚʽʜʦʤʦʩʪʽ ʪʘ ʽʥʬʦʨʤʘʮʽʡʥʽ ʜʘʥʽ, ʚʠʢʦʨʠʩʪʦʚʫʚʘʪʠ 
ʝʣʝʢʪʨʦʥʥʽ ʟʘʩʦʙʠ ʦʙʤʽʥʫ ʜʘʥʠʤʠ; 

ˈ ʧʦʟʥʘʡʦʤʠʪʠ ʟ ʪʝʭʥʦʣʦʛʽʷʤʠ ʦʥ-ʣʘʡʥʦʚʦʛʦ ʩʧʽʣʢʫʚʘʥʥʷ ʪʘ 
ʥʘʚʯʘʥʥʷ, ʢʦʣʝʢʪʠʚʥʦʛʦ ʚʠʢʦʨʠʩʪʘʥʥʷ ʩʝʨʚʽʩʽʚ ʤʝʨʝʞʽ ɯʥʪʝʨʥʝʪ; 
ˈ ʟʘʙʝʟʧʝʯʠʪʠ ʚʠʢʦʨʠʩʪʘʥʥʷ ʭʤʘʨʥʠʭ ʩʝʨʚʽʩʽʚ ʫ ʥʘʚʯʘʣʴʥʽʡ ʪʘ 
ʧʨʦʝʢʪʥʽʡ ʜʽʷʣʴʥʦʩʪʽ; 
ˈ ʬʦʨʤʫʚʘʪʠ ʚ ʫʯʥʽʚ ʫʤʽʥʥʷ ʟʘʩʪʦʩʦʚʫʚʘʪʠ 

ʽʥʬʦʨʤʘʮʽʡʥʦ-ʢʦʤʫʥʽʢʘʮʽʡʥʽ ʪʘ ʭʤʘʨʥʽ ʪʝʭʥʦʣʦʛʽʾ ʟ ʤʝʪʦʶ 
ʝʬʝʢʪʠʚʥʦʛʦ ʨʦʟʚôʷʟʫʚʘʥʥʷ ʨʽʟʥʦʤʘʥʽʪʥʠʭ ʟʘʚʜʘʥʴ ʱʦʜʦ ʦʪʨʠʤʘʥʥʷ, 
ʦʧʨʘʮʶʚʘʥʥʷ, ʟʙʝʨʝʞʝʥʥʷ, ʧʦʜʘʥʥʷ ʜʘʥʠʭ ʽ ʚʽʜʦʤʦʩʪʝʡ, ʷʢʽ ʧʦʚôʷʟʘʥʽ 
ʟ ʤʘʡʙʫʪʥʴʦʶ ʧʨʦʬʝʩʽʡʥʦʶ ʜʽʷʣʴʥʽʩʪʶ ʚ ʫʤʦʚʘʭ ʽʥʬʦʨʤʘʮʽʡʥʦʛʦ 
ʩʫʩʧʽʣʴʩʪʚʘ; 
ˈ ʚʠʢʦʨʠʩʪʦʚʫʚʘʪʠ ʡ ʩʘʤʦʩʪʽʡʥʦ ʦʩʚʦʶʚʘʪʠ ʩʫʯʘʩʥʽ ʧʨʦʛʨʘʤʥʽ 
ʟʘʩʦʙʠ, ʬʦʨʤʫʚʘʪʠ ʚ ʫʯʥʽʚ ʪʝʦʨʝʪʠʯʥʫ ʙʘʟʫ ʟʥʘʥʴ, ʥʝʦʙʭʽʜʥʫ ʜʣʷ 

ʧʦʜʘʣʴʰʦʛʦ ʩʘʤʦʩʪʽʡʥʦʛʦ ʦʩʚʦʻʥʥʷ ɯʥʪʝʨʥʝʪ-ʧʨʦʩʪʦʨʫ; 
ˈ ʨʦʟʰʠʨʠʪʠ ʩʚʽʪʦʛʣʷʜ ʫʯʥʽʚ. 

ʇʨʦʛʨʘʤʘ ʬʘʢʫʣʴʪʘʪʠʚʫ çʍʤʘʨʥʽ ʩʝʨʚʽʩʠ Office 365è ʨʦʟʢʨʠʚʘʻ 
ʦʩʥʦʚʥʽ ʤʦʞʣʠʚʦʩʪʽ ʭʤʘʨʥʠʭ ʩʝʨʚʽʩʽʚ  ̔ʜʝʪʘʣʽʟʫʻ ʙʘʟʦʚʽ ʢʦʤʧʦʥʝʥʪʠ 
ʧʨʦʝʢʪʫʚʘʥʥʷ ʍʆʅʉ (ʪʘʙʣ. 1.2). 

ɿʤʽʩʪ ʫʩʽʭ ʧʨʘʢʪʠʯʥʠʭ ʨʦʙʽʪ ʤʘʻ ʙʫʪʠ ʧʽʜʽʙʨʘʥʠʡ ʪʘʢ, ʱʦʙ ʾʭʥʷ 
ʪʨʠʚʘʣʽʩʪʴ ʥʝ ʧʝʨʝʚʠʱʫʚʘʣʘ ʚʠʤʦʛ ʯʠʥʥʠʭ ʩʘʥʽʪʘʨʥʦ-ʛʽʛʽʻʥʽʯʥʠʭ 
ʥʦʨʤ. 

ʋʯʠʪʝʣʴ ʤʦʞʝ ʩʘʤʦʩʪʽʡʥʦ ʜʦʙʠʨʘʪʠ ʟʘʩʦʙʠ ʧʦʜʘʥʥʷ 
ʪʝʦʨʝʪʠʯʥʦʛʦ ʤʘʪʝʨʽʘʣʫ (ʧʨʝʟʝʥʪʘʮʽʷ, ʱʦ ʚʽʜʦʙʨʘʞʘʻʪʴʩʷ ʥʘ ʝʢʨʘʥʽ 
ʟʘ ʜʦʧʦʤʦʛʠ ʤʫʣʴʪʠʤʝʜʽʡʥʦʛʦ ʧʨʦʝʢʪʦʨʘ; ʧʨʝʟʝʥʪʘʮʽʷ, ʱʦ 
ʚʽʜʪʚʦʨʶʻʪʴʩʷ ʥʘ ʝʢʨʘʥʘʭ ʫʯʥʽʚʩʴʢʠʭ ʢʦʤʧôʶʪʝʨʽʚ, ʩʧʽʣʴʥʘ ʨʦʙʦʪʘ 
ʫʯʥʽʚ ʽ ʚʯʠʪʝʣʷ ʥʘʜ ʜʦʢʫʤʝʥʪʦʤ ʫ ʩʝʨʝʜʦʚʠʱʽ ʣʦʢʘʣʴʥʦʾ ʤʝʨʝʞʽ 
ʪʦʱʦ) ʽ ʚʠʟʥʘʯʘʪʠ ʬʦʨʤʫ ʧʨʦʚʝʜʝʥʥʷ ʧʨʘʢʪʠʯʥʠʭ ʨʦʙʽʪ (ʨʦʙʦʪʘ ʟ 
ʝʣʝʤʝʥʪʘʤʠ ʜʦʩʣʽʜʞʝʥʴ, ʩʧʽʣʴʥʘ ʨʦʙʦʪʘ ʚ ɯʥʪʝʨʥʝʪʽ,  ʣʘʙʦʨʘʪʦʨʥʽ 
ʨʦʙʦʪʠ, ʪʨʝʥʫʚʘʣʴʥʽ ʚʧʨʘʚʠ, ʚʠʢʦʥʘʥʥʷ ʥʘʚʯʘʣʴʥʠʭ ʧʨʦʝʢʪʽʚ, 
ʧʨʘʢʪʠʢʫʤʠ).  

ʊʘʙʣʠʮʷ 1.2. 
ʇʨʦʛʨʘʤʘ ʬʘʢʫʣʴʪʘʪʠʚʫ çʍʤʘʨʥʽ ʩʝʨʚʽʩʠ Office 365è 

ɿʤʽʩʪ ʥʘʚʯʘʣʴʥʦʛʦ ʤʘʪʝʨʽʘʣʫ ʂʽʣʴʢʽʩʪʴ 
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ʥʘʚʯʘʣʴʥʠʭ 
ʛʦʜʠʥ 

ɺʩʪʫʧ. ʆʩʥʦʚʥʽ ʧʦʥʷʪʪʷ. ʇʨʠʟʥʘʯʝʥʥʷ ʭʤʘʨʥʠʭ 
ʩʝʨʚʽʩʽʚ. ɽʣʝʢʪʨʦʥʥʘ ʧʦʰʪʘ Outlook Online.  
ɽʣʝʢʪʨʦʥʥʠʡ ʢʘʣʝʥʜʘʨ.   

6 

ʉʧʽʣʴʥʘ ʨʦʙʦʪʘ ʟ ʜʦʢʫʤʝʥʪʘʤʠ ʫ ʭʤʘʨʥʦʤʫ 
ʩʭʦʚʠʱʽ OneDrive.  ʈʦʙʦʪʘ ʟ ʜʦʢʫʤʝʥʪʘʤʠ Word  
Online, ʪʘʙʣʠʯʥʠʤ ʧʨʦʮʝʩʦʨʦʤ Excel Online, 
ʧʨʝʟʝʥʪʘʮʽʷʤʠ PowerPoint Online, ʝʣʝʢʪʨʦʥʥʠʤʠ 
ʟʘʧʠʩʥʠʢʘʤʠ OneNote 

12 

ʉʪʚʦʨʝʥʥʷ ʩʘʡʪʫ ʚ ʩʝʨʝʜʦʚʠʱʽ SharePoint  6 

ʉʧʽʚʧʨʘʮʷ ʟʘ ʜʦʧʦʤʦʛʠ ʢʦʥʬʝʨʝʥʮʟʚôʷʟʢʫ Lync   6 

ʂʦʤʫʥʽʢʘʮʽʷ ʟʘʩʦʙʘʤʠ  ʤʝʨʝʞʽ Yammer       4 

ʈʝʟʝʨʚ ʥʘʚʯʘʣʴʥʦʛʦ ʯʘʩʫ 1 

ɺʩʴʦʛʦ 35 

 
ʄʝʪʦʜʠʢʘ ʧʨʦʚʝʜʝʥʥʷ ʢʦʞʥʦʛʦ ʫʨʦʢʫ ʚʠʟʥʘʯʘʻʪʴʩʷ ʚʯʠʪʝʣʝʤ ʽ 

ʙʘʟʫʻʪʴʩʷ ʥʘ ʢʦʤʧʣʝʢʩʥʦʤʫ ʚʠʢʦʨʠʩʪʘʥʥʽ ʭʤʘʨʥʠʭ ʩʝʨʚʽʩʽʚ. 
ʇʽʜ ʯʘʩ ʚʠʢʣʘʜʘʥʥʷ ʬʘʢʫʣʴʪʘʪʠʚʫ çʍʤʘʨʥʽ ʩʝʨʚʽʩʠ Office 365è 

ʚʯʠʪʝʣʷʤʠ ʤʘʶʪʴ ʙʫʪʠ ʟʘʩʪʦʩʦʚʘʥʽ ʷʢ ʩʧʽʨʘʣʴʥʠʡ, ʪʘʢ ʽ ʜʽʷʣʴʥʽʩʥʠʡ 
ʧʽʜʭʦʜʠ. ɿʘʩʪʦʩʫʚʘʥʥʷ ʩʧʽʨʘʣʴʥʦʛʦ ʧʽʜʭʦʜʫ ʧʽʜ ʯʘʩ ʚʠʢʣʘʜʘʥʥʷ 
ʬʘʢʫʣʴʪʘʪʠʚʫ, ʟʘʙʝʟʧʝʯʠʪʴ ʨʦʟʫʤʽʥʥʷ ʧʨʦʮʝʩʽʚ ʩʧʽʚʧʨʘʮʽ, ʢʦʤʫʥʽʢʘʮʽʾ 
ʪʘ ʢʦʦʧʝʨʘʮʽʾ  ʟʘʩʦʙʘʤʠ ʭʤʘʨʥʠʭ ʩʝʨʚʽʩʽʚ ʚʽʜ ʧʨʦʩʪʦʛʦ ʜʦ 

ʧʦʛʣʠʙʣʝʥʦʛʦ ʨʽʚʥʷ. ʊʦʤʫ ʧʨʦʝʢʪʫʚʘʥʥʷ ʨʦʙʦʪʠ ʟ ʫʯʥʷʤʠ 5-8 ʢʣʘʩʽʚ 

ʤʘʻ ʙʫʜʫʚʘʪʠʩʷ ʚʯʠʪʝʣʝʤ ʧʦ-ʨʽʟʥʦʤʫ. ɼʽʷʣʴʥʽʩʥʠʡ ʧʽʜʭʽʜ 
ʟʘʙʝʟʧʝʯʠʪʴ ʷʢ ʨʦʟʚʠʪʦʢ ʫʤʽʥʴ ʽ ʥʘʚʠʯʦʢ ʚʠʢʦʨʠʩʪʘʥʥʷ ʭʤʘʨʥʠʭ 
ʩʝʨʚʽʩʽʚ, ʟʘʩʪʦʩʫʚʘʥʥʷ ʾʭ ʜʣʷ ʥʘʚʯʘʣʴʥʠʭ ʮʽʣʝʡ ʥʘ ʨʽʟʥʠʭ ʧʨʝʜʤʝʪʘʭ, 
ʫ ʧʨʦʝʢʪʥʽʡ ʜʽʷʣʴʥʦʩʪʽ, ʪʘʢ ʽ ʚʜʦʩʢʦʥʘʣʝʥʥʷ ʥʘʚʠʯʦʢ ʝʣʝʢʪʨʦʥʥʦʾ 
ʢʦʤʫʥʽʢʘʮʽʾ  ʢʦʞʥʦʛʦ ʫʯʥʷ. 

ɺʘʞʣʠʚʠʤ ʫ ʨʦʟʨʦʙʣʝʥʥʽ ʧʨʦʛʨʘʤʠ ʻ ʾʾ ʤʦʜʫʣʴʥʽʩʪʴ, ʱʦ 
ʟʘʙʝʟʧʝʯʫʻ ʤʦʙʽʣʴʥʽʩʪʴ ʚʠʚʯʝʥʥʷ ʬʘʢʫʣʴʪʘʪʠʚʫ. ɿʘ ʮʽʻʶ ʦʟʥʘʢʦʶ 
ʤʦʞʥʘ ʚʠʚʯʘʪʠ ʚ ʜʦʚʽʣʴʥʦʤʫ ʧʦʨʷʜʢʫ ʚʩʽ ʪʝʤʠ ʬʘʢʫʣʴʪʘʪʠʚʫ. 

ʇʨʦʛʨʘʤʘ ʬʘʢʫʣʴʪʘʪʠʚʫ ʟʘ ʟʤʽʩʪʦʤ ʜʦʧʦʚʥʶʻ ʥʘʚʯʘʣʴʥʽ 
ʧʨʦʛʨʘʤʠ ʟ ʽʥʬʦʨʤʘʪʠʢʠ ʜʣʷ ʫʯʥʽʚ 5, 6, 7, 8 ʢʣʘʩʽʚ. 

ʄʽʩʮʝ ʰʢʽʣʴʥʦʛʦ ʬʘʢʫʣʴʪʘʪʠʚʫ çʍʤʘʨʥʽ ʩʝʨʚʽʩʠ Office 365è 
ʟʥʘʯʥʦʶ ʤʽʨʦʶ ʟʘʣʝʞʠʪʴ ʚʽʜ ʨʽʚʥʷ ʽʥʬʦʨʤʘʪʠʟʘʮʽʾ ʥʘʚʯʘʣʴʥʦʛʦ 
ʧʨʦʮʝʩʫ, ʟʘʛʘʣʴʥʦʦʩʚʽʪʥʴʦʛʦ ʥʘʚʯʘʣʴʥʦʛʦ ʟʘʢʣʘʜʫ, ʚʠʢʦʨʠʩʪʘʥʥʷ  ɯʂʊ 
ʫ ʚʠʚʯʝʥʥʽ ʨʽʟʥʠʭ ʧʨʝʜʤʝʪʽʚ ʥʘʚʯʘʣʴʥʦʛʦ ʢʫʨʩʫ, ʟʤʽʩʪʦʚʦʛʦ 

ʥʘʧʦʚʥʝʥʥʷ ʽʥʰʠʭ ʥʘʚʯʘʣʴʥʠʭ ʧʨʝʜʤʝʪʽʚ ʷʢ-ʦʪ: ʤʘʪʝʤʘʪʠʢʘ, 
ʛʝʦʛʨʘʬʽʷ, ʙʽʦʣʦʛʽʷ, ʧʨʠʨʦʜʦʟʥʘʚʩʪʚʦ, ʽʩʪʦʨʽʷ, ʭʽʤʽʷ, ʬʽʟʠʢʘ, ʨʽʜʥʘ ʪʘ 
ʽʥʦʟʝʤʥʽ ʤʦʚʠ, ʪʝʭʥʦʣʦʛʽʾ, ʱʦ ʾʭ ʥʝʦʙʭʽʜʥʦ ʨʦʟʛʣʷʜʘʪʠ ʷʢ ʮʽʣʽʩʥʫ 
ʩʠʩʪʝʤʫ ʚʟʘʻʤʦʧʦʚ'ʷʟʘʥʠʭ ʽ ʚʟʘʻʤʦʜʽʶʯʠʭ ʧʽʜʩʠʩʪʝʤ ʥʘʚʯʘʥʥʷ ʽ 
ʚʠʭʦʚʘʥʥʷ. 

ʅʘ ʜʦʙʽʨ ʟʤʽʩʪʫ ʧʨʦʝʢʪʫʚʘʥʥʷ ʭʤʘʨʦ ʦʨʽʻʥʪʦʚʘʥʦʛʦ ʥʘʚʯʘʣʴʥʦʛʦ 
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ʩʝʨʝʜʦʚʠʱʘ ʚʧʣʠʚʘʶʪʴ ʯʦʪʠʨʠ ʛʨʫʧʠ ʦʩʥʦʚʥʠʭ ʯʠʥʥʠʢʽʚ. 
ï ʅʘʫʢʦʚʽʩʪʴ. ɿʤʽʩʪ ʧʨʦʝʢʪʫʚʘʥʥʷ ʭʤʘʨʦ ʦʨʽʻʥʪʦʚʘʥʦʛʦ 
ʥʘʚʯʘʣʴʥʦʛʦ ʩʝʨʝʜʦʚʠʱʘ ʧʦʚʠʥʝʥ ʽʪʠ ʚʽʜ ʦʩʥʦʚ ʪʝʦʨʽʾ ʧʨʦʝʢʪʫʚʘʥʥʷ 
ʭʤʘʨʦ ʦʨʽʻʥʪʦʚʘʥʦʛʦ ʥʘʚʯʘʣʴʥʦʛʦ ʩʝʨʝʜʦʚʠʱʘ. 
ï ʇʨʘʢʪʠʯʥʽʩʪʴ. ɼʘʚʘʪʠ ʪʘʢʠʡ ʨʽʚʝʥʴ ʟʥʘʥʴ, ʷʢʠʡ ʩʧʨʘʚʜʽ ʤʽʛ ʙʠ 
ʟʘʙʝʟʧʝʯʫʚʘʪʠ ʥʘʚʯʘʣʴʥʫ ʢʦʤʫʥʽʢʘʮʽʶ, ʩʧʽʚʧʨʘʮʶ ʪʘ ʢʦʦʧʝʨʘʮʽʶ ʚʩʽʭ 
ʩʫʙôʻʢʪʽʚ ʥʘʚʯʘʥʥʷ. 
ï ɼʦʩʪʫʧʥʽʩʪʴ. ɺʠʢʣʘʜ ʥʘʚʯʘʣʴʥʦʛʦ ʤʘʪʝʨʽʘʣʫ ʤʘʻ ʙʫʪʠ 
ʜʦʩʪʫʧʥʠʤ ʜʣʷ ʟʘʩʚʦʻʥʥʷ ʷʢ ʫʯʠʪʝʣʷʤʠ, ʪʘʢ ʽ ʫʯʥʷʤʠ.  
ï ɿʘʛʘʣʴʥʦʦʩʚʽʪʥʽʩʪʴ. ʅʘʚʯʘʣʴʥʠʡ ʤʘʪʝʨʽʘʣ ʤʘʻ ʚʽʜʦʙʨʘʞʘʪʠ 
ʥʘʡʙʽʣʴʰ ʟʥʘʯʫʱʽ, ʟʘʛʘʣʴʥʦʦʩʚʽʪʥʽ ʚʽʜʦʤʦʩʪʽ ʪʝʦʨʽʾ ʪʘ 
ʟʘʙʝʟʧʝʯʫʚʘʪʠʩʷ ʢʦʤʧʣʝʢʩʦʤ ʧʨʘʢʪʠʯʥʠʭ ʚʧʨʘʚ ʜʣʷ ʫʩʚʽʜʦʤʣʝʥʥʷ 
ʧʨʦʮʝʩʫ ʧʨʦʝʢʪʫʚʘʥʥʷ. 

ɺʟʘʻʤʦʚʧʣʠʚ ʮʽʣʝʡ ʽ ʟʤʽʩʪʫ ʥʘʚʯʘʥʥʷ ½ ʜʚʦʩʪʦʨʦʥʥʽʡ:   
ʬʦʨʤʫʣʶʶʯʠ  ʮʽʣʽ  ʥʝʦʙʭʽʜʥʦ  ʷʢʦʤʦʛʘ ʜʝʪʘʣʴʥʽʰʝ ʦʧʠʩʘʪʠ ʥʝʦʙʭʽʜʥʽ 
ʨʝʟʫʣʴʪʘʪʠ ʥʘʚʯʘʥʥʷ, ʚʠʨʽʟʥʠʚʰʠ ʩʠʩʪʝʤʠ ʧʦʥʷʪʴ, ʱʦ ʬʦʨʤʫʶʪʴʩʷ, ʽ 
ʚʤʽʥʴ, ʚʠʟʥʘʯʠʚʰʠ ʽ ʧʨʠʧʠʩʘʚʰʠ ʢʦʞʥʦʤʫ ʢʦʤʧʦʥʝʥʪʫ ʚʘʛʦʚʫ 
ʭʘʨʘʢʪʝʨʠʩʪʠʢʫ, ʱʦ ʚʽʜʦʙʨʘʞʘʻ ʡʦʛʦ ʚʘʞʣʠʚʽʩʪʴ ʥʘ ʝʪʘʧʽ ʥʘʚʯʘʥʥʷ, ʘ 
ʪʘʢʦʞ ʨʦʟʨʦʙʠʪʠ ʩʠʩʪʝʤʫ ʪʝʩʪʽʚ ʜʣʷ ʝʬʝʢʪʠʚʥʦʛʦ ʢʦʥʪʨʦʣʶ 
ʫʧʨʘʚʣʽʥʥʷ ʥʘʚʯʘʣʴʥʦ-ʧʽʟʥʘʚʘʣʴʥʦʶ ʜʽʷʣʴʥʽʩʪʶ ʥʘ ʚʩʽʭ ʝʪʘʧʘʭ 
ʥʘʚʯʘʥʥʷ. ʊʦʞ ʩʠʩʪʝʤʠ ʧʦʥʷʪʴ, ʱʦ ʬʦʨʤʫʶʪʴʩʷ, ʻ ʦʜʥʠʤ ʟ ʦʩʥʦʚʥʠʭ 
ʢʨʠʪʝʨʽʾʚ ʜʦʩʷʛʥʝʥʥʷ ʮʽʣʝʡ ʥʘʚʯʘʥʥʷ. 

ʉʣʘʙʢʘ ʤʘʪʝʨʽʘʣʴʥʦ-ʪʝʭʥʽʯʥʘ ʙʘʟʘ ʧʝʨʝʚʘʞʥʦʾ ʙʽʣʴʰʦʩʪʽ ʰʢʽʣ 
ʩʧʦʥʫʢʘʣʘ ʘʢʪʠʚʥʝ ʚʧʨʦʚʘʜʞʝʥʥʷ ʭʤʘʨʦ ʦʨʽʻʥʪʦʚʘʥʠʭ ʥʘʚʯʘʣʴʥʠʭ 
ʩʝʨʝʜʦʚʠʱ, ʷʢʽ ʥʝ ʧʦʪʨʝʙʫʶʪʴ ʧʦʪʫʞʥʦʾ ʦʙʯʠʩʣʶʚʘʣʴʥʦʾ ʪʝʭʥʽʢʠ, ʘʣʝ 
ʥʘʜʘʶʪʴ ʰʠʨʦʢʽ ʤʦʞʣʠʚʦʩʪʽ ʜʣʷ ʦʨʛʘʥʽʟʘʮʽʾ ʥʘʚʯʘʣʴʥʦ-ʚʠʭʦʚʥʦʛʦ 
ʧʨʦʮʝʩʫ ʽ ʚʧʨʦʚʘʜʞʝʥʥ ̫ʥʦʚʽʪʥʽʭ ʪʝʭʥʦʣʦʛʽʡ ʥʘʚʯʘʥʥʷ. 

ɺʽʜʩʫʪʥʽʩʪʴ ʤʦʞʣʠʚʦʩʪʽ ʩʠʩʪʝʤʘʪʠʯʥʦʛʦ ʚʠʢʦʨʠʩʪʘʥʥʷ ʥʘ ʫʨʦʢʘʭ 
ʩʫʯʘʩʥʠʭ ʛʘʜʞʝʪʽʚ ʥʝ ʜʦʟʚʦʣʷʻ ʨʝʘʣʽʟʫʚʘʪʠ ʚʝʩʴ ʟʘʛʘʣʴʥʦʦʩʚʽʪʥʽʡ 
ʧʦʪʝʥʮʽʘʣ, ʟʘʢʣʘʜʝʥʠʡ ʫ ʭʤʘʨʦ ʦʨʽʻʥʪʦʚʘʥʦʤʫ ʥʘʚʯʘʣʴʥʦʤʫ 
ʩʝʨʝʜʦʚʠʱʽ.  

ʗʢʱʦ ʫ ʧʦʧʝʨʝʜʥʽʭ ʨʦʢʘʭ ʩʝʨʝʜ ʧʨʦʙʣʝʤ ʙʫʣʠ ʨʽʟʥʦʪʠʧʥʽʩʪʴ 
ʦʙʯʠʩʣʶʚʘʣʴʥʦʾ ʪʝʭʥʽʢʠ ʽ ʚʽʜʩʫʪʥʽʩʪʴ ʚʽʜʧʦʚʽʜʥʠʭ ɽʆʈ, ʱʦ 
ʩʧʨʠʯʠʥʷʣʦ ʧʦʷʚʫ ʨʽʟʥʠʭ ʤʝʪʦʜʠʯʥʠʭ ʩʠʩʪʝʤ ʥʘʚʯʘʥʥʷ, ʦʩʦʙʣʠʚʦ 
ʱʦʜʦ ʤʝʪʦʜʽʚ ʥʘʚʯʘʥʥʷ ʽ ʦʨʛʘʥʽʟʘʮʽʡʥʠʭ ʬʦʨʤ ʧʨʦʚʝʜʝʥʥʷ ʟʘʥʷʪʴ, ʪʦ 
ʟʘ ʚʧʨʦʚʘʜʞʝʥʥʷ ʍʆʅʉ ʧʨʦʙʣʝʤʦʶ ʤʦʞʝ ʙʫʪʠ ʪʽʣʴʢʠ ʚʽʜʩʫʪʥʽʩʪʴ 
ʤʝʨʝʞʽ ɯʥʪʝʨʥʝʪ, ʱʦ ʧʨʠʟʚʦʜʠʪʴ ʜʦ ʧʦʨʫʰʝʥʥʷ ʚʥʫʪʨʽʰʥʽʭ ʟʚ'ʷʟʢʽʚ 
ʤʽʞ ʢʦʤʧʦʥʝʥʪʘʤʠ ʤʝʪʦʜʠʢʠ ʥʘʚʯʘʥʥʷ ʧʨʠʯʦʤʫ ʪʽʣʴʢʠ ʥʘ ʨʽʚʥʽ 

ʢʣʘʩʥʦ-ʫʨʦʯʥʦʾ ʩʠʩʪʝʤʠ. ɿʘ ʪʝʭʥʦʣʦʛʽʾ ʥʘʚʯʘʥʥʷ çʧʝʨʝʚʝʨʥʫʪʠʡè 
ʢʣʘʩ ʮʷ ʧʨʦʙʣʝʤʘ ʚʠʨʽʰʫʻʪʴʩʷ ʯʘʩʪʢʦʚʦ. 

ʆʜʥʦʯʘʩʥʦ  ʧʦʪʨʽʙʥʦ  ʚʽʜʟʥʘʯʠʪʠ  ʽ  ʧʦʟʠʪʠʚʥʠʡ  ʜʦʩʚʽʜ.  
ʇʨʘʢʪʠʢʘ ʧʨʦʝʢʪʫʚʘʥʥʷ ʽ ʚʠʢʦʨʠʩʪʘʥʥʷ ʭʤʘʨʦ ʦʨʽʻʥʪʦʚʘʥʦʛʦ 
ʥʘʚʯʘʣʴʥʦʛʦ ʩʝʨʝʜʦʚʠʱʘ ʚʠʷʚʠʣʘ ʩʧʝʮʠʬʽʢʫ, ʱʦ ʟʥʘʡʰʣʘ ʚʽʜʦ-
ʙʨʘʞʝʥʥʷ ʫ ʬʦʨʤʘʭ ʦʨʛʘʥʽʟʘʮʽʾ ʟʘʥʷʪʴ, ʷʢʽ ʥʘʙʫʚʘʶʪʴ ʰʠʨʦʢʦʛʦ 
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ʧʦʰʠʨʝʥʥʷ, ʘ ʩʘʤʝ: ʢʨʽʤ ʩʪʘʥʜʘʨʪʥʠʭ ʧʨʝʟʝʥʪʘʮʽʡ ʟ ʧʦʷʩʥʝʥʥʷʤʠ ʽ 
ʨʦʟʚ'ʷʟʫʚʘʥʥʷʤ ʟʘʜʘʯ, ʘʢʪʠʚʥʦ ʟʘʩʪʦʩʦʚʫʶʪʴʩʷ ʚʽʜʝʦʫʨʦʢʠ, 
ʘʫʜʽʦʫʨʦʢʠ, ʢʚʝʩʪʠ, ʬʦʨʫʤʠ, ʚʽʨʪʫʘʣʴʥʽ ʝʢʩʢʫʨʩʽʾ, ʜʠʩʪʘʥʮʽʡʥʝ 
ʢʦʥʩʫʣʴʪʫʚʘʥʥʷ, ʪʨʝʥʫʚʘʣʴʥʽ, ʪʚʦʨʯʽ ʡ ʨʦʟʚʠʚʘʣʴʥʽ ʟʘʚʜʘʥʥʷ, 
ʩʪʚʦʨʝʥʽ ʚ ʝʣʝʢʪʨʦʥʥʦʤʫ ʬʦʨʤʘʪʽ. ɿʤʽʥʠʣʦʩʷ  ʩʧʽʚʚʽʜʥʦʰʝʥʥʷ ʥʘ 
ʢʦʨʠʩʪʴ ʬʦʨʤ, ʱʦ ʧʝʨʝʜʙʘʯʘʶʪʴ ʙʽʣʴʰʫ ʧʠʪʦʤʫ ʚʘʛʫ ʩʘʤʦʩʪʽʡʥʦʾ 
ʨʦʙʦʪʠ ʫʯʥʽʚ.  

ʇʦ ʩʫʪʽ, ʮʝ ʚʽʜʦʙʨʘʞʘʻ ʧʦʪʨʝʙʠ ʱʦʜʦ ʙʽʣʴʰ ʨʝʪʝʣʴʥʦʛʦ 
ʤʝʪʦʜʠʯʥʦʛʦ ʦʧʨʘʮʶʚʘʥʥ ̫ʧʠʪʘʥʥʷ ʧʨʦ ʬʦʨʤʠ ʦʨʛʘʥʽʟʘʮʽʾ ʟʘʥʷʪʴ ʟ̔ 
ʨʽʟʥʠʭ ʧʨʝʜʤʝʪʽʚ, ʷʢʽ ʤʘʶʪʴ ʚʨʘʭʦʚʫʚʘʪʠ ʩʧʝʮʠʬʽʢʫ ʝʣʝʢʪʨʦʥʥʦʾ 
ʚʟʘʻʤʦʜʽʾ.  

ɺʨʘʭʦʚʫʶʯʠ ʥʝʦʙʭʽʜʥʽʩʪʴ ʨʦʟʚʠʪʢʫ ʚ ʫʯʥʽʚ ʥʝ ʪʽʣʴʢʠ 
ʢʦʤʧʝʪʝʥʪʥʦʩʪʝʡ, ʘ ʡ ʥʘʚʠʯʦʢ ʨʦʙʦʪʠ ʚ ʢʦʣʝʢʪʠʚʽ, ʧʦʪʨʽʙʥʦ ʰʠʨʰʝ 
ʟʘʩʪʦʩʦʚʫʚʘʪʠ ʪʘʢʽ ʬʦʨʤʠ ʨʦʙʦʪʠ, ʱʦ ʟʘʟʥʘʯʝʥʽ ʚʠʱʝ. ɺʠʢʦʨʠʩʪʘʥʥʷ 
ʮʠʭ ʬʦʨʤ ʫ ʥʘʚʯʘʥʥʽ ʽʥʰʠʭ ʧʨʝʜʤʝʪʽʚ, ʤʝʪʦʜʠʯʥʦ ʦʙˇʨʫʥʪʦʚʘʥʝ 
ʧʦʻʜʥʘʥʥʷ ʛʨʫʧʦʚʠʭ ʪʘ ʽʥʜʠʚʽʜʫʘʣʴʥʠʭ ʬʦʨʤ ʦʨʛʘʥʽʟʘʮʽʾ ʥʘʚʯʘʣʴʥʦʾ 
ʨʦʙʦʪʠ ʫʯʥʽʚ ʜʘʻ ʤʦʞʣʠʚʽʩʪʴ ʟʘʙʝʟʧʝʯʠʪʠ ʢʨʘʱʝ ʟʘʩʚʦʻʥʥʷ 
ʧʨʦʛʨʘʤʥʦʛʦ ʤʘʪʝʨʽʘʣʫ, ʨʦʟʚʠʪʦʢ ʩʘʤʦʩʪʽʡʥʦʩʪʽ ʡ ʘʢʪʠʚʥʦʩʪʽ ʫʯʥʽʚ. 

ʉʧʝʮʠʬʽʢʘ ʧʨʦʝʢʪʫʚʘʥʥʷ ʭʤʘʨʦ ʦʨʽʻʥʪʦʚʘʥʦʛʦ ʥʘʚʯʘʣʴʥʦʛʦ 
ʩʝʨʝʜʦʚʠʱʘ ʧʦʚ'ʷʟʘʥʘ ʟ ʰʠʨʦʢʠʤ ʚʠʢʦʨʠʩʪʘʥʥʷʤ ʛʘʜʞʝʪʽʚ ʷʢ ʚ 
ʫʨʦʯʥʠʡ, ʪʘʢ ʽ ʫ ʧʦʟʘʫʨʦʯʥʠʡ ʯʘʩ, ʱʦ ʜʦʟʚʦʣʷʻ ʝʬʝʢʪʠʚʥʦ 
ʟʘʩʪʦʩʦʚʫʚʘʪʠ ʥʘ ʧʨʘʢʪʠʮʽ ʩʠʩʪʝʤʫ ʬʦʨʤʫʶʯʦʛʦ ʦʮʽʥʶʚʘʥʥʷ ʟʥʘʥʴ 
ʫʯʥʽʚ.  

ʇʝʨʩʧʝʢʪʠʚʥʠʤ ʻ ʧʽʜʭʽʜ ʰʠʨʦʢʦʛʦ ʚʠʢʦʨʠʩʪʘʥʥʷ ʩʫʯʘʩʥʠʭ 
ʩʝʨʚʽʩʽʚ, ʱʦ ʜʦʟʚʦʣʠʪʴ ʩʬʦʨʤʫʚʘʪʠ ʚ ʫʯʥʽʚ ʥʘʚʠʯʢʠ ʟʘʩʪʦʩʫʚʘʥʥʷ 
ʛʘʜʞʝʪʽʚ ʷʢ ʟʘʩʦʙʫ ʧʽʜʚʠʱʝʥʥʷ ʝʬʝʢʪʠʚʥʦʩʪʽ ʾʭʥʴʦʾ ʥʘʚʯʘʣʴʥʦʾ 
ʜʽʷʣʴʥʦʩʪʽ, ʪʘ ʨʦʟʚʠʥʫʪʠ ʾʭʥ ̔ʧʽʟʥʘʚʘʣʴʥʫ ʘʢʪʠʚʥʽʩʪʴ ʽ ʩʘʤʦʩʪʽʡʥʽʩʪʴ, 
ʢʨʠʪʠʯʥʝ  ̔ʪʚʦʨʯʝ ʤʠʩʣʝʥʥʷ. 

ʈʝʟʫʣʴʪʘʪʠ ʧʨʦʝʢʪʫʚʘʥʥʷ ʭʤʘʨʦ ʦʨʽʻʥʪʦʚʘʥʦʛʦ ʥʘʚʯʘʣʴʥʦʛʦ 
ʩʝʨʝʜʦʚʠʱʘ ʩʪʘʶʪʴ ʥʘʜʙʘʥʥʷʤ, ʽʥʰʠʭ ʥʘʚʯʘʣʴʥʠʭ ʧʨʝʜʤʝʪʽʚ. 
ʉʧʝʮʠʬʽʢʘ ʧʨʦʝʢʪʫʚʘʥʥʷ ʭʤʘʨʦ ʦʨʽʻʥʪʦʚʘʥʦʛʦ ʥʘʚʯʘʣʴʥʦʛʦ 
ʩʝʨʝʜʦʚʠʱʘ, ʟʘʩʥʦʚʘʥʦʛʦ ʥʘ ʧʨʦʮʝʜʫʨʥʦʤʫ ʧʽʜʭʦʜʽ, ʬʦʨʤʫʻ ʚ ʫʯʥʽʚ 
ʫʷʚʣʝʥʥʷ ʧʨʦ ʢʦʤʧôʶʪʝʨ ʷʢ ʧʨʦ ʟʘʩʽʙ ʥʘʚʯʘʥʥʷ ʽ ʧʨʝʜʤʝʪ ʚʠʚʯʝʥʥʷ. 

ʄʝʪʘ ʧʨʦʝʢʪʫʚʘʥʥʷ ʭʤʘʨʦ ʦʨʽʻʥʪʦʚʘʥʦʛʦ ʥʘʚʯʘʣʴʥʦʛʦ 
ʩʝʨʝʜʦʚʠʱʘ ʙʝʟʧʦʩʝʨʝʜʥʴʦ ʚʠʧʣʠʚʘʻ ʟ ʤʝʪʠ ʽ ʟʘʚʜʘʥʴ ʟʘʛʘʣʴʥʦʾ 
ʩʝʨʝʜʥʴʦʾ ʦʩʚʽʪʠ, ʟʘʟʥʘʯʝʥʠʭ ʫ ɿʘʢʦʥʽ  ʋʢʨʘʾʥʠ çʇʨʦ ʟʘʛʘʣʴʥʫ 
ʩʝʨʝʜʥʶ ʦʩʚʽʪʫè ʪʘ ʅʘʮʽʦʥʘʣʴʥʽʡ ʜʦʢʪʨʠʥʽ ʨʦʟʚʠʪʢʫ ʦʩʚʽʪʠ ʋʢʨʘʾʥʠ ʫ 
XXI ʩʪ. 

ʆʩʥʦʚʥʘ ʤʝʪʘ ʦʩʚʽʪʠ ½ ʩʪʚʦʨʠʪʠ ʫʤʦʚʠ ʜʣʷ ʦʩʦʙʠʩʪʽʩʥʦʛʦ 
ʨʦʟʚʠʪʢʫ ʽ ʪʚʦʨʯʦʾ ʩʘʤʦʨʝʘʣʽʟʘʮʽʾ ʢʦʞʥʦʛʦ ʛʨʦʤʘʜʷʥʠʥʘ ʋʢʨʘʾʥʠ, 
ʬʦʨʤʫʚʘʪʠ ʧʦʢʦʣʽʥʥʷ, ʟʜʘʪʥʽ ʥʘʚʯʘʪʠʩʷ ʧʨʦʪʷʛʦʤ ʞʠʪʪʷ, ʩʪʚʦʨʶʚʘʪʠ 
ʡ ʨʦʟʚʠʚʘʪʠ ʮʽʥʥʦʩʪʽ ʛʨʦʤʘʜʷʥʩʴʢʦʛʦ ʩʫʩʧʽʣʴʩʪʚʘ. ʆʪʞʝ, ʚʩʝʙʽʯʥʠʡ 

ʨʦʟʚʠʪʦʢ ʦʩʦʙʠʩʪʦʩʪʽ, ʩʪʚʦʨʝʥʥʷ ʜʣʷ ʮʴʦʛʦ ʩʧʨʠ̫ʪʣʠʚʠʭ ʫʤʦʚ ½ 
ʦʩʥʦʚʥʘ ʤʝʪʘ ʰʢʦʣʠ. ʄʝʪʘ ʥʘʚʯʘʥʥʷ ʽ ʚʠʭʦʚʘʥʥʷ ʧʽʜʧʦʨʷʜʢʦʚʘʥʽ 
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ʨʦʟʚʠʪʢʫ ʦʩʦʙʠʩʪʦʩʪʽ ʪʘ ʚʠʩʪʫʧʘʶʪʴ ʷʢ ʟʘʛʘʣʴʥʽ ʬʦʨʤʠ, ʟʘʩʦʙʠ 
ʪʘʢʦʛʦ ʨʦʟʚʠʪʢʫ. 

ʋ ʧʨʦʮʝʩʽ ʧʨʦʝʢʪʫʚʘʥʥʷ ʭʤʘʨʦ ʦʨʽʻʥʪʦʚʘʥʦʛʦ ʥʘʚʯʘʣʴʥʦʛʦ 
ʩʝʨʝʜʦʚʠʱʘ ʧʝʨʝʜʙʘʯʘʻʪʴʩʷ ʨʦʟʚʠʪʦʢ ʚ ʫʯʥʽʚ: ʛʦʪʦʚʥʦʩʪʽ ʜʦ 
ʩʠʩʪʝʤʘʪʠʯʥʦʛʦ ʚʠʢʦʨʠʩʪʘʥʥʷ ʥʦʚʽʪʥʽʭ ʪʝʭʥʦʣʦʛʽʡ, ʧʨʦʩʪʦʨʦʚʦʾ ʫʷʚʠ, 
ʧʽʟʥʘʚʘʣʴʥʠʭ ʟʜʽʙʥʦʩʪʝʡ, ʣʦʛʽʯʥʦʛʦ ʤʠʩʣʝʥʥʷ, ʽʥʪʫʾʮʽʾ, 
ʢʦʤʧʝʪʝʥʪʥʦʩʪʝʡ ʧʨʦʙʣʝʤʥʦ-ʧʦʰʫʢʦʚʦʾ ʪʘ ʥʘʚʯʘʣʴʥʦʾ ʜʽʷʣʴʥʦʩʪʽ. 

ʇʨʘʢʪʠʯʥʘ ʤʝʪʘ ʧʨʦʝʢʪʫʚʘʥʥʷ ʭʤʘʨʦ ʦʨʽʻʥʪʦʚʘʥʦʛʦ 
ʥʘʚʯʘʣʴʥʦʛʦ ʩʝʨʝʜʦʚʠʱʘ ʧʦʣʷʛʘʻ ʚ ʟʘʙʝʟʧʝʯʝʥʥʽ ʫʯʥʽʚ ʪʠʤʠ 
ʟʥʘʥʥʷʤʠ, ʚʤʽʥʥʷʤʠ ʽ ʥʘʚʠʯʢʘʤʠ, ʷʢʽ ʩʪʘʥʫʪʴ ʫ ʧʨʠʛʦʜʽ ʜʣʷ ʘʢʪʠʚʽʟʘʮʽʾ 
ʥʘʚʯʘʣʴʥʦʾ ʜʽʷʣʴʥʦʩʪʽ, ʚʠʙʦʨʫ ʤʘʡʙʫʪʥʴʦʾ ʧʨʦʬʝʩʽʾ, ʧʽʜʛʦʪʫʚʘʥʥʷ ʜʦ 
ʟʦʚʥʽʰʥʴʦʛʦ ʥʝʟʘʣʝʞʥʦʛʦ ʦʮʽʥʶʚʘʥʥʷ ʽ ʚʩʝʙʽʯʥʦʛʦ ʨʦʟʚʠʪʢʫ 
ʦʩʦʙʠʩʪʦʩʪʽ. ʎʝ ʦʟʥʘʯʘʻ, ʱʦ ʧʨʦʝʢʪʫʚʘʥʥʷ ʭʤʘʨʦ ʦʨʽʻʥʪʦʚʘʥʦʛʦ 
ʥʘʚʯʘʣʴʥʦʛʦ ʩʝʨʝʜʦʚʠʱʘ ʤʘʻ ʙʫʪʠ ʧʨʘʢʪʠʯʥʦ ʦʨʽʻʥʪʦʚʘʥʠʤ.   

ɺʠʭʦʚʥʘ ʤʝʪʘ ʧʨʦʝʢʪʫʚʘʥʥʷ ʭʤʘʨʦ ʦʨʽʻʥʪʦʚʘʥʦʛʦ ʥʘʚʯʘʣʴʥʦʛʦ 
ʩʝʨʝʜʦʚʠʱʘ ʟʘʙʝʟʧʝʯʫʻʪʴʩʷ ʧʝʨʝʜʫʩʽʤ ʪʠʤ ʤʦʛʫʪʥʽʤ ʩʚʽʪʦʛʣʷʜʥʠʤ 
ʚʧʣʠʚʦʤ ʥʘ ʫʯʥʷ, ʷʢʠʡ ʚʠʷʚʣʷʻ ʫʩʚʽʜʦʤʣʝʥʥʷ ʤʦʞʣʠʚʦʩʪʝʡ 
ʚʠʢʦʨʠʩʪʘʥʥʷ ʥʦʚʽʪʥʽʭ ʽʥʬʦʨʤʘʮʽʡʥʠʭ ʪʝʭʥʦʣʦʛʽʡ ʫ ʩʪʚʦʨʝʥʥʽ 
ʤʘʪʝʨʽʘʣʴʥʦ-ʪʝʭʥʽʯʥʦʾ ʙʘʟʠ ʨʦʟʚʠʪʢʫ ʩʫʩʧʽʣʴʩʪʚʘ ʽ ʮʠʚʽʣʽʟʘʮʽʾ ʚ 
ʮʽʣʦʤʫ.  

ʂʨʽʤ ʪʦʛʦ, ʧʽʜ ʯʘʩ ʧʨʦʝʢʪʫʚʘʥʥʷ ʭʤʘʨʦ ʦʨʽʻʥʪʦʚʘʥʦʛʦ 
ʥʘʚʯʘʣʴʥʦʛʦ ʩʝʨʝʜʦʚʠʱʘ ʬʦʨʤʫʶʪʴʩʷ ʪʘʢʽ ʚʘʞʣʠʚʽ ʭʘʨʘʢʪʝʨʠʩʪʠʢʠ 
ʜʽʷʣʴʥʦʩʪʽ, ʷʢ ʫʤʽʥʥʷ ʧʣʘʥʫʚʘʪʠ ʩʚʦʶ ʨʦʙʦʪʫ, ʨʘʮʽʦʥʘʣʴʥʦ ʾʾ 
ʚʠʢʦʥʫʚʘʪʠ, ʢʨʠʪʠʯʥʦ ʩʧʽʚʚʽʜʥʦʩʠʪʠ ʧʦʯʘʪʢʦʚʠʡ ʧʣʘʥ ʨʦʙʦʪʠ ʟ 
ʨʝʘʣʴʥʠʤ ʧʨʦʮʝʩʦʤ ʾʾ ʚʠʢʦʥʘʥʥʷ ʪʘ ʦʜʝʨʞʘʥʠʤʠ ʨʝʟʫʣʴʪʘʪʘʤʠ. 

ɺʠʭʦʚʥʘ ʤʝʪʘ ʧʨʦʝʢʪʫʚʘʥʥʷ ʭʤʘʨʦ ʦʨʽʻʥʪʦʚʘʥʦʛʦ ʥʘʚʯʘʣʴʥʦʛʦ 
ʩʝʨʝʜʦʚʠʱʘ ʧʦʚ'ʷʟʘʥʘ ʟ ʬʦʨʤʫʚʘʥʥʷʤ ʨʠʩ ʽ ʷʢʦʩʪʝʡ ʦʩʦʙʠʩʪʦʩʪʽ, 
ʥʝʦʙʭʽʜʥʠʭ ʜʣʷ ʝʬʝʢʪʠʚʥʦʛʦ ʪʘ ʙʝʟʧʝʯʥʦʛʦ ʚʠʢʦʨʠʩʪʘʥʥʷ ʍʆʅʉ: 
ï ʧʦʟʠʪʠʚʥʘ ʩʧʨʷʤʦʚʘʥʽʩʪʴ ʥʘ ʧʨʘʢʪʠʯʥʫ ʜʽʷʣʴʥʽʩʪʴ;  
ï ʦʩʦʙʠʩʪʘ ʚʽʜʧʦʚʽʜʘʣʴʥʽʩʪʴ ʟʘ ʨʝʟʫʣʴʪʘʪʠ ʥʘʚʯʘʥʥʷ;  
ï ʧʦʪʨʝʙʘ  ̔ʚʤʽʥʥʷ ʧʨʘʮʶʚʘʪʠ ʚ ʢʦʣʝʢʪʠʚʽ; 
ï ʩʘʤʦʦʨʛʘʥʽʟʦʚʘʥʽʩʪʴ. 
ʇʨʦʝʢʪʫʚʘʥʥʷ ʭʤʘʨʦ ʦʨʽʻʥʪʦʚʘʥʦʛʦ ʥʘʚʯʘʣʴʥʦʛʦ ʩʝʨʝʜʦʚʠʱʘ 

ʤʘʻ ʬʦʨʤʫʚʘʪʠ ʚ ʫʯʥʽʚ:  
ï ʩʪʘʚʣʝʥʥʷ ʫʯʥʷ ʜʦ ʥʦʚʽʪʥʽʭ ʽʥʬʦʨʤʘʮʽʡʥʠʭ ʧʨʦʮʝʩʽʚ ʫ 
ʟʘʛʘʣʴʥʦʦʩʚʽʪʥʴʦʤʫ ʥʘʚʯʘʣʴʥʦʤʫ ʟʘʢʣʘʜʽ; 
ï ʙʘʟʦʚʽ ʟʥʘʥʥʷ ʧʨʦ ʭʤʘʨʦ ʦʨʽʻʥʪʦʚʘʥʝ ʥʘʚʯʘʣʴʥʝ ʩʝʨʝʜʦʚʠʱʝ; 
ï ʝʣʝʤʝʥʪʘʨʥʽ ʟʥʘʥʥʷ ʧʨʦ ʤʦʜʝʣʶʚʘʥʥʷ ʽ ʬʦʨʤʫʚʘʥʥʷ ʚʣʘʩʥʦʛʦ 
ʍʆʅʉ; 
ï ʥʘʚʠʯʢʠ ʚʠʢʦʨʠʩʪʘʥʥʷ ʜʦʧʦʤʽʞʥʠʭ ʩʝʨʚʽʩʽʚ ʜʣʷ ʦʨʛʘʥʽʟʘʮʽʾ ʪʘ 
ʘʢʪʠʚʽʟʘʮʽʾ ʥʘʚʯʘʣʴʥʦʾ ʜʽʷʣʴʥʦʩʪʽ; 
ï ʥʘʚʠʯʢʠ ʥʘʚʯʘʣʴʥʦʾ ʢʦʤʫʥʽʢʘʮʽʾ, ʢʦʣʝʢʪʠʚʥʦʾ ʩʧʽʚʧʨʘʮʽ, 
ʧʨʦʝʢʪʥʦʾ ʢʦʦʧʝʨʘʮʽʾ, ʱʦ ʚʠʥʠʢʘʶʪʴ ʫ ʧʨʦʮʝʩʽ ʥʘʚʯʘʥʥʷ; 
ï ʥʘʚʠʯʢʠ ʤʦʥʽʪʦʨʠʥʛʫ ʥʘʚʯʘʣʴʥʠʭ ʜʦʩʷʛʥʝʥʴ; 
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ï ʪʝʭʥʦʣʦʛʽʯʥʽ ʢʦʤʧʝʪʝʥʪʥʦʩʪʽ; 
ï ʥʘʚʠʯʢʠ ʚʠʢʦʨʠʩʪʘʥʥʷ ʥʦʚʽʪʥʽʭ ʩʝʨʚʩ̔ʽʚ ʜʣʷ ʨʦʟʚʠʪʢʫ ʚʣʘʩʥʠʭ 
ʟʜʽʙʥʦʩʪʝʡ; 
ï ʛʨʘʤʦʪʥʦʛʦ ʧʦʩʪʘʥʦʚʣʝʥʥʷ ʧʨʦʙʣʝʤʠ, ʱʦ ʚʠʥʠʢʘʻ ʚ ʥʘʚʯʘʣʴʥʽʡ 
ʜʽʷʣʴʥʦʩʪʽ; 
ï ʥʘʚʠʯʢʠ ʩʘʤʦʩʪʽʡʥʦʩʪʽ. 

ɿʘʛʘʣʴʥʽ ʮʽʣʽ ʧʨʦʝʢʪʫʚʘʥʥʷ ʭʤʘʨʦ ʦʨʽʻʥʪʦʚʘʥʦʛʦ ʥʘʚʯʘʣʴʥʦʛʦ 
ʩʝʨʝʜʦʚʠʱʘ ʫ ʰʢʦʣʽ ʚʠʟʥʘʯʘʶʪʴʩʷ ʩʧʝʮʠʬʽʯʥʠʤʠ ʦʩʦʙʣʠʚʦʩʪʷʤʠ 
ʧʝʜʘʛʦʛʽʯʥʦʛʦ ʧʨʦʝʢʪʫʚʘʥʥʷ, ʡʦʛʦ ʤʽʩʮʝʤ ʩʝʨʝʜ ʽʥʰʠʭ ʥʘʫʢ ʽ ʪʽʻʾ ʨʦʣʽ, 
ʷʢʫ ʚʦʥʦ ʚʽʜʽʛʨʘʻ ʚ ʩʫʩʧʽʣʴʩʪʚʽ ʥʘ ʩʫʯʘʩʥʦʤʫ ʝʪʘʧʽ ʨʦʟʚʠʪʢʫ. 
ɿʘʚʜʘʥʥʷ ʧʨʦʝʢʪʫʚʘʥʥʷ ʭʤʘʨʦ ʦʨʽʻʥʪʦʚʘʥʦʛʦ ʥʘʚʯʘʣʴʥʦʛʦ 
ʩʝʨʝʜʦʚʠʱʘ: 
ï ʦʟʥʘʡʦʤʠʪʠ ʫʯʥʽʚ ʟ ʙʘʟʦʚʠʤʠ ʧʦʥʷʪʪʷʤʠ ʧʨʦʝʢʪʫʚʘʥʥʷ ʍʆʅʉ; 
ï ʨʦʟʢʨʠʪʠ ʟʘʛʘʣʴʥʽ ʟʘʢʦʥʦʤʽʨʥʦʩʪʽ ʝʣʝʢʪʨʦʥʥʦʾ ʚʟʘʻʤʦʜʽʾ ʚ 
ʩʫʩʧʽʣʴʩʪʚʽ ʪʘ ʨʽʟʥʦʤʘʥʽʪʥʠʭ ʦʨʛʘʥʽʟʘʮʽʡʥʠʭ ʩʠʩʪʝʤʘʭ; 
ï ʦʟʥʘʡʦʤʠʪʠ ʫʯʥʽʚ ʟ̔ ʧʨʠʥʮʠʧʘʤʠ ʩʪʨʫʢʪʫʨʫʚʘʥʥʷ ʽʥʬʦʨʤʘʮʽʾ, 
ʩʬʦʨʤʫʚʘʪʠ ʚʤʽʥʥʷ ʙʫʜʫʚʘʪʠ ʡ ʚʠʢʦʨʠʩʪʦʚʫʚʘʪʠ ʽʥʬʦʨʤʘʮʽʡʥʽ 
ʦʙ'ʻʢʪʠ, ʱʦ ʚʠʢʦʨʠʩʪʦʚʫʶʪʴʩʷ ʜʣʷ ʥʘʚʯʘʥʥʷ; 
ï ʨʦʟʚʠʚʘʪʠ ʘʥʘʣʽʪʠʯʥʝ ʤʠʩʣʝʥʥʷ; 
ï ʩʬʦʨʤʫʚʘʪʠ ʚʤʽʥʥʷ ʦʨʛʘʥʽʟʦʚʫʚʘʪʠ ʧʦʰʫʢ ʽʥʬʦʨʤʘʮʽʾ, ʷʢʘ ʻ 
ʥʝʦʙʭʽʜʥʦ  ʁ ʜʣʷ ʨʦʟʚ'ʷʟʫʚʘʥʥʷ ʧʦʩʪʘʚʣʝʥʦʾ ʟʘʜʘʯʽ, ʟʘ ʜʦʧʦʤʦʛʠ 
ʍʆʅʉ; 
ï ʩʬʦʨʤʫʚʘʪʠ ʥʘʚʠʯʢʠ ʧʦʰʫʢʫ, ʦʧʨʘʮʶʚʘʥʥʷ, ʟʙʝʨʽʛʘʥʥʷ, 
ʧʝʨʝʜʘʚʘʥʥʷ ʽʥʬʦʨʤʘʮʽʾ ʟʘ ʜʦʧʦʤʦʛʠ ʩʫʯʘʩʥʠʭ ʩʝʨʚʽʩʽʚ ʜʣʷ 
ʨʦʟʚ'ʷʟʫʚʘʥʥʷ ʥʘʚʯʘʣʴʥʠʭ ʟʘʜʘʯ; 
ï ʩʬʦʨʤʫʚʘʪʠ ʧʦʪʨʝʙʫ ʩʚʦʻʯʘʩʥʦ ʚʠʢʦʨʠʩʪʦʚʫʚʘʪʠ ʍʆʅʉ ʧʽʜ ʯʘʩ 
ʨʦʟʚ'ʷʟʫʚʘʥʥʷ ʟʘʜʘʯ ʟ ʙʫʜʴ- ʢ̫ʦʾ ʧʨʝʜʤʝʪʥʦʾ ʛʘʣʫʟʽ, ʱʦ ʙʘʟʫʻʪʴʩʷ ʥʘ 
ʩʚʽʜʦʤʦʤʫ ʚʦʣʦʜʽʥʥʽ ʽʥʬʦʨʤʘʮʽʡʥʠʤʠ ʪʝʭʥʦʣʦʛʽʷʤʠ ʽ ʥʘʚʠʯʢʘʭ 
ʚʠʢʦʨʠʩʪʘʥʥʷ ʨʽʟʥʦʤʘʥʪ̔ʥʠʭ ʛʘʜʞʝʪʽʚ. 

 
 

1.7. ʇʨʦʝʢʪʫʚʘʥʥʷ ʭʤʘʨʦ ʦʨʽʻʥʪʦʚʘʥʦʛʦ ʥʘʚʯʘʣʴʥʦʛʦ 
ʩʝʨʝʜʦʚʠʱʘ (ʍʆʅʉ) ʟʘʛʘʣʴʥʦʦʩʚʽʪʥʴʦʛʦ ʥʘʚʯʘʣʴʥʦʛʦ ʟʘʢʣʘʜʫ 

 
ʇʨʦʝʢʪʫʚʘʥʥʷ ʥʘʚʯʘʣʴʥʦʛʦ ʧʨʦʮʝʩʫ ʫ ʭʤʘʨʦ ʦʨʽʻʥʪʦʚʘʥʦʤʫ 

ʥʘʚʯʘʣʴʥʦʤʫ ʩʝʨʝʜʦʚʠʱʽ ʤʠ ʨʦʟʛʣʷʜʘʻʤʦ, ʥʘʩʘʤʧʝʨʝʜ, ʷʢ ʧʨʦʮʝʩ 
ʥʘʚʯʘʥʥʷ, ʷʢʠʡ ʤʘʻ ʙʘʛʘʪʦʛʨʘʥʥʠʡ ʭʘʨʘʢʪʝʨ ʽ ʚ ʷʢʦʤʫ ʚʽʜʙʫʚʘʻʪʴʩʷ 
ʥʘʚʯʘʣʴʥʦ-ʨʦʟʚʠʚʘʣʴʥʘ ʜʽʷʣʴʥʽʩʪʴ, ʪʦʙʪʦ  ʚʟʘʻʤʦʜʽʷ ʪʘʢʠʭ ʛʨʫʧ 
ʩʫʙ'ʻʢʪʽʚ: 

ï ʫʯʝʥʴ-ʫʯʝʥʴ, ʫʯʝʥʴ-ʛʨʫʧʘ ʫʯʥʽʚ, ʫʯʝʥʴ-ʫʯʠʪʝʣʴ;  
ï ʫʯʠʪʝʣʴ-ʫʯʠʪʝʣʴ, ʫʯʠʪʝʣʴ-ʫʯʝʥʴ, ʫʯʠʪʝʣʴ-ʛʨʫʧʘ ʫʯʥʽʚ;  
ï ʢʝʨʽʚʥʠʢ-ʢʝʨʽʚʥʠʢ, ʢʝʨʽʚʥʠʢ-ʫʯʠʪʝʣʴ, ʢʝʨʽʚʥʠʢ-ʛʨʫʧʘ ʚʯʠʪʝʣʽʚ, 

ʢʝʨʽʚʥʠʢ-ʫʯʝʥʴ, ʢʝʨʽʚʥʠʢ-ʛʨʫʧʘ ʫʯʥʽʚ. 
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ʊʦʤʫ, ʚ ʧʨʦʝʢʪʫʚʘʥʥʽ ʥʝʦʙʭʽʜʥʦ ʚʨʘʭʫʚʘʪʠ ʘʩʧʝʢʪʠ ʜʽʷʣʴʥʦʩʪʽ 
ʚʩʽʭ ʤʦʞʣʠʚʠʭ ʛʨʫʧ ʚʟʘʻʤʦʜʽʾ (ʨʠʩ. 1.1). 

 

 
 

ʈʠʩ.1.1. ɹʘʟʦʚʘ ʤʦʜʝʣʴ ʍʆʅʉ ʰʢʦʣʠ 
 
ɺʠʟʥʘʯʠʤʦ ʟʘʢʦʥʦʤʽʨʥʦʩʪʽ ʧʨʦʮʝʩʫ ʧʨʦʝʢʪʫʚʘʥʥʷ ʍʆʅʉ, ʱʦ 

ʚʠʟʥʘʯʘʶʪʴʩʷ ʩʪʫʧʝʥʝʤ ʜʠʥʘʤʽʯʥʠʭ ʟʤʽʥ ʫ ʩʝʨʝʜʥʽʡ ʟʘʛʘʣʴʥʽʡ ʦʩʚʽʪʽ 
ʪʘ ʩʫʩʧʽʣʴʩʪʚʽ; ʩʪʫʧʝʥʝʤ ʦʩʦʙʣʠʚʦʩʪʝʡ ʥʘʚʯʘʥʥʷ ʟ ʚʠʢʦʨʠʩʪʘʥʥʷʤ 
ɯʂʊ; ʩʪʫʧʝʥʝʤ ʤʦʙʽʣʴʥʦʩʪʽ ʫʯʘʩʥʠʢʽʚ ʥʘʚʯʘʣʴʥʦ-ʚʠʭʦʚʥʦʛʦ ʧʨʦʮʝʩʫ; 
ʩʪʫʧʝʥʝʤ ʽʥʪʝʛʨʘʪʠʚʥʠʭ ʧʨʦʮʝʩʽʚ ʫ ʩʠʩʪʝʤʘʭ ʥʘʫʢʦʚʠʭ ʟʥʘʥʴ ʪʘ ʾʭ 
ʚʽʜʜʟʝʨʢʘʣʝʥʥʷ ʫ ʟʤʽʩʪʽ ʩʫʯʘʩʥʦʾ ʟʘʛʘʣʴʥʦʾ ʩʝʨʝʜʥʴʦʾ ʦʩʚʽʪʠ.  

ɹʘʟʫʶʯʠʩʴ ʥʘ ʥʘʫʢʦʚʦʤʫ ʜʦʩʚʽʜʽ, ʚʠʷʚʣʝʥʠʭ ʟʘʢʦʥʦʤʽʨʥʦʩʪʷʭ, 
ʦʩʥʦʚʥʠʭ  ̔ ʩʧʝʮʠʬʽʯʥʠʭ ʧʨʠʥʮʠʧʘʭ ʧʦʙʫʜʦʚʠ ʍʆʅʉ: ʜʠʥʘʤʽʯʥʦʩʪʽ, 
ʽʻʨʘʨʭʽʾ, ʥʘʚʯʘʣʴʥʦʾ ʟʦʨʽʻʥʪʦʚʘʥʦʩʪʽ, ʢʦʤʧôʶʪʝʨʥʦʾ ʩʫʤʽʩʥʦʩʪʽ, 
ʤʦʙʽʣʴʥʦʩʪʽ, ʜʦʩʪʫʧʥʦʩʪʽ ʩʪʨʫʢʪʫʨʦʚʘʥʦʩʪʽ, ʽʥʪʝʛʨʘʪʠʚʥʦʩʪʽ, 
ʚʠʨʽʟʥʠʤʦ ʪʘʢ̔ ʢʦʤʧʦʥʝʥʪʠ ʧʨʦʝʢʪʫʚʘʥʥʷ ʍʆʅʉ (ʪʘʙʣ. 1.3): 
ʧʨʦʙʣʝʤʥʦ-ʦʩʚʽʪʥʽʡ; ʟʤʽʩʪʦʚʥʦ-ʮʽʣʴʦʚʠʡ; ʢʦʥʮʝʧʪʫʘʣʴʥʠʡ; 
ʢʦʤʧʦʥʝʥʪʥʦ-ʦʮʽʥʦʯʥʠʡ; ʧʨʦʝʢʪʥʦ-ʤʦʜʝʣʶʶʯʠʡ; ʝʢʩʧʝʨʠʤʝʥʪʘʣʴʥʦ-
ʢʦʨʝʢʮʽʡʥʠʡ; ʦʮʽʥʦʯʥʦ-ʫʟʘʛʘʣʴʥʶʶʯʠʡ. ʈʦʟʛʣʷʥʝʤʦ ʜʝʪʘʣʴʥʽʰʝ ʮʽ 
ʝʪʘʧʠ. 

ɯ ʝʪʘʧ. ʇʨʦʙʣʝʤʥʦ-ʦʩʚʽʪʥʽʡ ï ʘʥʘʣʽʟ ʪʝʭʥʦʣʦʛʽʯʥʠʭ, 
ʥʘʚʯʘʣʴʥʠʭ, ʧʝʜʘʛʦʛʽʯʥʠʭ, ʦʨʛʘʥʽʟʘʮʽʡʥʠʭ ʧʨʦʙʣʝʤ ʨʦʟʚʠʪʢʫ ɿʅɿ, 
ʚʠʟʥʘʯʝʥʥʷ ʢʣʶʯʦʚʠʭ ʦʩʚʽʪʥʽʭ ʪʘ ʥʘʚʯʘʣʴʥʠʭ ʧʨʦʙʣʝʤ, ʱʦ 
ʚʠʨʽʰʫʶʪʴʩʷ ʟʘʩʦʙʘʤʠ ʭʤʘʨʥʠʭ ʦʙʯʠʩʣʝʥʴ. 

ɯɯ ʝʪʘʧ. ɿʤʽʩʪʦʚʥʦ-ʮʽʣʴʦʚʠʡ ï ʟôʷʩʫʚʘʥʥʷ ʤʝʪʠ ʨʦʟʨʦʙʢʠ, 
ʚʠʜʽʣʝʥʥʷ ʢʣʶʯʦʚʠʭ ʤʦʤʝʥʪʽʚ, ʷʢʽ ʻ ʢʣʶʯʦʚʠʤʠ ʫ ʨʝʘʣʽʟʘʮʽʾ ʤʝʪʠ. 
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ʊʘʙʣʠʮʷ 1.3. 
ɽʪʘʧʠ ʧʨʦʝʢʪʫʚʘʥʥʷ ʍʆʅʉ 

ɿʤʽʩʪ ʇʨʦʝʢʪʫʚʘʥʥʷ 
(ʩʠʩʪʝʤʥʠʡ ʧʽʜʭʽʜ ) 

ʇʨʦʝʢʪʫʚʘʥʥʷ ʍʆʅʉ 
(ʧʨʦʮʝʜʫʨʥʠʡ ʧʽʜʭʽʜ) 

ɯ ʝʪʘʧ ʘʥʘʣʽʟ ʦʩʚʽʪʥʴʦʾ ʩʠʪʫʘʮʽʾ aʥʘʣʽʟ  ʥʘʷʚʥʠʭ ʽ ʚʠʟʥʘʯʝʥʥʷ 
ʢʣʶʯʦʚʠʭ ʥʘʚʯʘʣʴʥʠʭ ʯʠ ʦʩʚʽʪʥʽʭ 
ʧʨʦʙʣʝʤ ʜʣʷ ʨʦʟʛʦʨʪʘʥʥʷ ʍʆʅʉ 

ɯɯ ʝʪʘʧ ʢʦʥʢʨʝʪʠʟʘʮʽʷ ʦʩʚʽʪʥʽʭ 
ʮ̔ ʣʝʡ ʱʦʜʦ  ʩʪʚʦʨʝʥʥʷ 
ʥʦʚʦʛʦ ʦʙôʻʢʪʘ  

ʢʦʥʢʨʝʪʠʟʘʮʽʷ ʥʘʚʯʘʣʴʥʠʭ ʘʙʦ 
ʦʩʚʽʪʥʽʭ ʮʽʣʝʡ ʱʦʜʦ ʩʪʚʦʨʝʥʥʷ 
ʥʦʚʦʛʦ ʥʘʚʯʘʣʴʥʦʛʦ ʩʝʨʝʜʦʚʠʱʘ 

ɯɯɯ ʝʪʘʧ ʦʧʠʩ ʽʜʝʾ (ʢʦʥʮʝʧʮʽʾ)  ʦʧʠʩ ʽʜʝʾ (ʢʦʥʮʝʧʮʽʾ) ʥʦʚʦʛʦ 
ʥʘʚʯʘʣʴʥʦʛʦ ʩʝʨʝʜʦʚʠʱʘ 

ʩʢʣʘʜʘʥʥʷ ʚʘʨʽʘʥʪʽʚ 
ʪʝʭʥʦʣʦʛʽʯʥʠʭ ʩʧʦʩʦʙʽʚ 
ʥʘʚʯʘʥʥʷ 

ʧʦʰʫʢ ʢʽʣʴʢʦʭ ʙʘʟʦʚʠʭ ʚʘʨʽʘʥʪʽʚ 
ʥʘʚʯʘʣʴʥʠʭ ʩʝʨʝʜʦʚʠʱ  

ɯVʝʪʘʧ ʦʮʽʥʶʚʘʥʥʷ ʢʦʞʥʦʛʦ 
ʚʘʨʽʘʥʪʘ ʽ ʚʠʙʽʨ 
ʦʧʪʠʤʘʣʴʥʦʛʦ 

ʦʮʽʥʶʚʘʥʥʷ ʢʦʞʥʦʛʦ ʚʘʨʽʘʥʪʘ, 
ʚʠʙʽʨ ʧʝʜʘʛʦʛʽʯʥʦ ʚʠʚʘʞʝʥʦʛʦ  

V ʝʪʘʧ ʨʦʟʨʦʙʣʝʥʥʷ ʩʧʦʩʦʙʽʚ 
ʨʝʘʣʽʟʘʮʽʾ ʦʙʨʘʥʦʛʦ 
ʪʝʭʥʦʣʦʛʽʯʥʦʛʦ ʩʧʦʩʦʙʫ 

ʧʨʦʝʢʪʫʚʘʥʥʷ ʘʨʭʽʪʝʢʪʫʨʠ ʍʆʅʉ 

ʧʽʜʙʽʨ ʥʝʦʙʭʽʜʥʠʭ 
ʤʘʪʝʨʽʘʣʴʥʠʭ ʟʘʩʦʙʽʚ  

ʧʨʦʝʢʪʫʚʘʥʥʷ ʜʽʷʣʴʥʦʩʪʽ, 
ʨʦʟʧʦʜʽʣ ʧʨʘʚ ʜʦʩʪʫʧʫ 

ʫʷʚʥʝ 
ʝʢʩʧʝʨʠʤʝʥʪʫʚʘʥʥʷ, 
ʫʪʦʯʥʝʥʥʷ ʧʨʦʩʪʦʨʦʚʦ-
ʯʘʩʦʚʠʭ ʭʘʨʘʢʪʝʨʠʩʪʠʢ 
ʧʨʦʮʝʩʫ 

ʧʨʦʝʢʪʫʚʘʥʥʷ ʜʠʜʘʢʪʠʯʥʦʛʦ 
ʢʦʤʧʦʥʝʥʪʫ 

Vɯ ʝʪʘʧ ʧʝʨʝʚʽʨʢʘ 
ʬʫʥʢʮʽʦʥʫʚʘʥʥʷ, 
ʢʦʨʝʢʮʽʷ, 
ʜʦʦʧʨʘʮʶʚʘʥʥʷ 

ʧʝʨʝʚʽʨʢʘ ʬʫʥʢʮʽʦʥʫʚʘʥʥʷ, 
ʢʦʨʝʢʮʽʷ, ʜʦʦʧʨʘʮʶʚʘʥʥʷ ʪʘ 
ʫʩʫʥʝʥʥʷ ʥʝʜʦʣʽʢʽʚ, ʦʨʛʘʥʽʟʘʮʽʷ 
ʥʘʚʯʘʥʥʷ ʩʫʙôʻʢʪʽʚ ʥʘʚʯʘʣʴʥʦʛʦ 
ʧʨʦʮʝʩʫ 

VIɯ ʝʪʘʧ ʫʟʘʛʘʣʴʥʝʥʥʷ 
ʨʝʟʫʣʴʪʘʪʽʚ 

ʫʟʘʛʘʣʴʥʝʥʥʷ ʨʝʟʫʣʴʪʘʪʽʚ ʱʦʜʦ 
ʜʦʮʽʣʴʥʦʩʪʽ ʚʠʢʦʨʠʩʪʘʥʥʷ ʚ 
ʥʘʚʯʘʣʴʥʦʤʫ ʧʨʦʮʝʩʽ 

ʈʝʟʫʣʴʪʘʪ ʜʝʪʘʣʴʥʝ ʫʷʚʣʝʥʥʷ ʧʨʦ 
ʤʘʡʙʫʪʥʽʡ ʧʨʦʮʝʩ 

ʜʝʪʘʣʴʥʝ ʫʷʚʣʝʥʥʷ ʧʨʦ ʍʆʅʉ 

ʇʨʦʜʫʢʪ ʤʦʜʝʣʴ ʍʆʅʉ 

ɯɯɯ ʝʪʘʧ. ʂʦʥʮʝʧʪʫʘʣʴʥʠʡ ï ʦʧʠʩ ʽʜʝʾ, ʨʦʟʨʦʙʢʘ ʢʦʥʮʝʧʮʽʾ, ʧʦʰʫʢ 
ʢʽʣʴʢʦʭ ʚʘʨʽʘʥʪʽʚ (ʩʧʦʩʦʙʽʚ, ʢʦʤʧʦʥʝʥʪʽʚ) ʜʣʷ ʨʝʘʣʽʟʘʮʽʾ ʥʘʚʯʘʣʴʥʦʾ 
ʘʙʦ ʦʩʚʽʪʥʴʦʾ ʽʜʝʾ. 

ɯV ʝʪʘʧ. ʂʦʤʧʦʥʝʥʪʥʦ-ʦʮʽʥʦʯʥʠʡ ï ʚʠʙʽʨ ʪʝʭʥʦʣʦʛʽʯʥʠʭ, 
ʥʘʫʢʦʚʦ-ʦʙˇʨʫʥʪʦʚʘʥʠʭ ʨʽʰʝʥʴ, ʟʜʽʡʩʥʝʥʥʷ ʦʮʽʥʶʚʘʥʥʷ ʢʦʞʥʦʛʦ 
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ʚʘʨʽʘʥʪʫ (ʩʧʦʩʦʙʫ, ʢʦʤʧʦʥʝʥʪʫ), ʚʠʙʽʨ ʧʝʜʘʛʦʛʽʯʥʦ ʚʠʚʘʞʝʥʦʛʦ 
(ʜʦʮʽʣʴʥʦʛʦ). 

V ʝʪʘʧ. ʇʨʦʝʢʪʥʦ-ʤʦʜʝʣʶʶʯʠʡ. ʄʦʜʝʣʶʚʘʥʥʷ ʍʆʅʉ 
ʟʘʛʘʣʴʥʦʦʩʚʽʪʥʴʦʛʦ ʥʘʚʯʘʣʴʥʦʛʦ ʟʘʢʣʘʜʫ ʚʢʣʶʯʘʻ ʯʦʪʠʨʠ ʝʪʘʧʠ: 
ʧʨʦʝʢʪʫʚʘʥʥʷ ʘʨʭʽʪʝʢʪʫʨʠ ʍʆʅʉ, ʧʨʦʝʢʪʫʚʘʥʥʷ ʜʽʷʣʴʥʦʩʪʽ ʫʯʘʩʥʠʢʽʚ, 
ʧʨʦʝʢʪʫʚʘʥʥʷ ʜʠʜʘʢʪʠʯʥʦʛʦ ʢʦʤʧʦʥʝʥʪʫ, ʧʨʦʝʢʪʫʚʘʥʥʷ ʤʝʪʦʜʠʯʥʦʛʦ 
ʢʦʤʧʦʥʝʥʪʫ. 

ʇʨʦʝʢʪʫʚʘʥʥʷ ʘʨʭʽʪʝʢʪʫʨʠ ʍʆʅʉ ʜʝʱʦ ʩʭʦʞʝ ʟ ʧʨʦʝʢʪʫʚʘʥʥʷʤ 
ʙʫʜʠʥʢʫ ʽ ʚʢʣʶʯʘʻ: ʢʣʘʩʠʬʽʢʘʮʽʶ ʩʫʙôʻʢʪʽʚ, ʨʦʟʨʦʙʢʫ ʩʪʘʨʪʦʚʠʭ 
ʩʪʦʨʽʥʦʢ, ʨʦʟʨʦʙʢʫ ʰʘʙʣʦʥʽʚ ʩʘʡʪʽʚ ʰʢʽʣ, ʨʦʟʨʦʙʢʫ ʩʭʦʚʠʱʘ 
ʥʘʚʯʘʣʴʥʠʭ ʤʘʪʝʨʽʚ, ʘʥʘʣʽʟ ʩʫʯʘʩʥʠʭ ɯʂʊ, ʱʦ ʤʦʞʫʪʴ ʙʫʪʠ ʽʥʪʝʛʨʦʚʘʥʽ 
ʘʙʦ ʟʘʩʪʦʩʦʚʘʥʽ ʧʽʜ ʯʘʩ ʚʠʢʦʨʠʩʪʘʥʥʷ ʍʆʅʉ ʽ ʪ.ʜ. 

ʆʧʠʩ ʽʜʝʾ ʤʘʻ ʚʘʞʣʠʚʝ ʟʥʘʯʝʥʥʷ ʫ ʧʨʦʝʢʪʫʚʘʥʥʽ ʘʨʭʽʪʝʢʪʫʨʠ. 
ʆʩʥʦʚʥʦʶ ʚʠʤʦʛʦʶ ʜʦ ʦʧʠʩʫ ʻ ʚʠʟʥʘʯʝʥʥʷ ʩʪʨʘʪʝʛʽʾ ʜʽʡ ʜʣʷ 
ʨʝʘʣʽʟʘʮʽʾ ʟʘʜʫʤʫ, ʪʦʙʪʦ ʚʠʢʦʨʠʩʪʘʥʥʷ ʍʆʅʉ ʚʯʠʪʝʣʷʤʠ, ʫʯʥʷʤʠ, 
ʢʝʨʽʚʥʠʢʘʤʠ ʫ ʧʦʚʩʷʢʜʝʥʥʦʤʫ ʞʠʪʪʽ. ʈʦʟʨʦʙʢʘ ʢʣʘʩʠʬʽʢʘʪʦʨʘ 
ʩʫʙôʻʢʪʽʚ ʚʟʘʻʤʦʜʽʾ ʚ ʍʆʅʉ ʻ ʦʜʥʠʤ ʟ ʧʝʨʰʦʯʝʨʛʦʚʠʭ ʟʘʚʜʘʥʴ. 
ɿʘʚʜʷʢʠ ʪʘʢʦʤʫ ʢʣʘʩʠʬʽʢʘʪʦʨʫ ʣʝʛʢʦ ʟʜʽʡʩʥʶʶʪʴʩʷ ʧʨʦʮʝʩʠ 
ʢʦʤʫʥʽʢʘʮʽʾ, ʩʧʽʚʧʨʘʮʽ ʪʘ ʩʧʽʚʨʦʙʽʪʥʠʮʪʚʘ. ʂʦʥʢʨʝʪʠʟʘʮʽʷ ʧʝʜʘʛʦʛʽʯʥʠʭ 
ʚʠʤʦʛ ʱʦʜʦ ʜʠʟʘʡʥʫ ʪʘ ʩʪʨʫʢʪʫʨʠ ʩʭʦʚʠʱʘ, ʱʦ ʤʘʶʪʴ ʚʢʣʶʯʘʪʠ ʪʘʢʽ 
ʢʦʤʧʦʥʝʥʪʠ, ʷʢ ʛʽʧʝʨʧʦʩʠʣʘʥʥʷ ʥʘ ʥʘʫʢʦʚʽ ʚʽʜʢʨʠʪʪʷ, ʢʚʝʩʪʠ, 
ʪʝʤʘʪʠʯʥʽ ʩʘʡʪʠ ʜʣʷ ʧʨʦʚʝʜʝʥʥʷ ʫʨʦʢʽʚ ʨʽʟʥʠʭ ʪʠʧʽʚ. ʇʦʰʫʢ 
(ʢʦʥʢʨʝʪʠʟʘʮʽʷ) ʩʪʨʫʢʪʫʨʥʠʭ ʝʣʝʤʝʥʪʽʚ ʚʠʟʥʘʯʘʻʪʴʩʷ ʟʤʽʩʪʦʤ ʽ 
ʟʘʚʜʘʥʥʷʤʠ ʥʘʚʯʘʣʴʥʠʭ ʧʨʦʛʨʘʤ ʟ ʨʽʟʥʠʭ ʧʨʝʜʤʝʪʽʚ ʽ ʨʝʘʣʽʟʫʻʪʴʩʷ 
ʚʯʠʪʝʣʷʤʠ ʚʽʜʧʦʚʽʜʥʦ ʜʦ ʚʣʘʩʥʠʭ ʪʘ ʥʘʚʯʘʣʴʥʠʭ ʧʦʪʨʝʙ ʫʯʥʽʚ. 
ʇʝʜʘʛʦʛʽʯʥʝ ʦʮʽʥʶʚʘʥʥʷ ʚʠʟʥʘʯʘʻ ʚʠʚʘʞʝʥʽʩʪʴ ʪʘ ʜʦʮʽʣʴʥʽʩʪʴ 
ʚʠʢʦʨʠʩʪʘʥʥʷ ʩʪʚʦʨʝʥʠʭ ʦʙôʻʢʪʽʚ ʜʣʷ ʥʘʚʯʘʣʴʥʦ-ʚʠʭʦʚʥʦʛʦ ʧʨʦʮʝʩʫ. 
ʅʘʧʨʠʢʣʘʜ, ʩʠʩʪʝʤʘ ʩʪʨʫʢʪʫʨʫʚʘʥʥʷ ʧʘʧʦʢ, ʟʤʽʩʪʦʚʥʝ ʾʭ ʥʘʧʦʚʥʝʥʥʷ, 
ʧʦʰʫʢ ʧʦ ʩʘʡʪʫ, ʪʝʭʥʦʣʦʛʽʷ ʨʦʙʦʪʠ ʟ ʨʽʟʥʦʤʘʥʽʪʥʠʤʠ ʜʦʢʫʤʝʥʪʘʤʠ, 
ʱʦ ʟʥʘʭʦʜʷʪʴʩʷ ʫ ʩʧʽʣʴʥʦʤʫ ʜʦʩʪʫʧʽ ʽ ʪ.ʧ.  

ʈʦʟʨʦʙʢʘ ʜʠʟʘʡʥʫ ʩʪʨʫʢʪʫʨʥʠʭ ʝʣʝʤʝʥʪʽʚ ʤʘʻ ʚʨʘʭʦʚʫʚʘʪʠ 
ʚʽʢʦʚʽ ʦʩʦʙʣʠʚʦʩʪʽ ʪʘ ʧʦʪʨʝʙʠ ʫʯʥʽʚ. ɺʠʟʥʘʯʝʥʥʷ ʢʽʣʴʢʦʩʪʽ ʥʘʚʘʣʴʥʠʭ 
ʦʙôʻʢʪʽʚ ʤʘʻ ʟʘʜʦʚʦʣʴʥʷʪʠ ʚʠʤʦʛʘʤ ʱʦʜʦ ʩʝʨʝʜʥʴʦʛʦ ʦʙôʻʤʫ 
ʢʦʨʦʪʢʦʯʘʩʥʦʾ ʧʘʤôʷʪʽ, ʘ ʩʘʤʝ, 2ï7 ʦʜʠʥʠʮʴ ʽʥʪʝʛʨʦʚʘʥʠʭ ʜʘʥʠʭ. 
ɯʥʪʝʛʨʫʚʘʥʥʷ ʘʙʦ ʟʘʩʪʦʩʫʚʘʥʥʷ ɯʂʊ ʨʝʘʣʽʟʫʻʪʴʩʷ ʟʘʩʦʙʘʤʠ 
ʧʽʜʢʣʶʯʝʥʥʷ ʛʨʘʬʽʯʥʠʭ ʧʣʘʥʰʝʪʽʚ ʜʣʷ ʧʨʦʚʝʜʝʥʥʷ ʫʨʦʢʽʚ ʤʘʣʶʚʘʥʥʷ 
ʘʙʦ ʚʠʢʦʨʠʩʪʘʥʥʷ ʭʤʘʨʥʠʭ ʩʝʨʚʽʩʽʚ. ʇʝʨʝʣʽʢ ʩʝʨʚʽʩʽʚ, ʢʦʤʧʦʥʦʚʢʘ, 
ʨʦʟʨʦʙʢʘ ʚʘʨʽʘʥʪʽʚ ʪʝʭʥʦʣʦʛʽʯʥʠʭ ʩʧʦʩʦʙʽʚ ʚʠʢʦʨʠʩʪʘʥʥʷ ʤʘʶʪʴ 
ʚʨʘʭʦʚʫʚʘʪʠ ʽ ʟʘʜʦʚʦʣʴʥʷʪʠ ʥʘʚʯʘʣʴʥʽ ʪʘ ʨʦʟʚʠʚʘʣʴʥʽ ʧʦʪʨʝʙʠ ʫʯʥʽʚ. 

ʇʨʦʝʢʪʫʚʘʥʥʷ ʜʽʷʣʴʥʦʩʪʽ ʫʯʘʩʥʠʢʽʚ ʥʘʚʯʘʣʴʥʦ-ʚʠʭʦʚʥʦʛʦ 
ʧʨʦʮʝʩʫ ʚʢʣʶʯʘʻ: ʘʥʘʣʽʟ ʧʦʪʨʝʙʠ ʫ ʚʟʘʻʤʦʜʽʾ ʧʽʜ ʯʘʩ ʫʨʦʢʫ, ʧʦʟʘ 
ʫʨʦʢʦʤ, ʟʘ ʧʦʪʨʝʙʠ, ʫ ʧʨʦʝʢʪʽ, ʧʽʜ ʯʘʩ ʧʽʜʛʦʪʦʚʢʠ ʜʦ ʄɸʅ ʯʠ 
ʦʣ̔ʤʧʽʘʜʠ ʪʦʱʦ; ʢʦʥʢʨʝʪʠʟʘʮʽʷ ʥʘʚʯʘʣʴʥʠʭ ʮʽʣʝʡ ʜʣʷ ʨʦʟʨʦʙʢʘ ʚʠʜʽʚ 
ʥʘʚʯʘʣʴʥʦʾ ʜʽʷʣʴʥʦʩʪʽ ʚʽʜʧʦʚʽʜʘʻ ʮʽʣʷʤ ʽ ʟʘʚʜʘʥʥʷʤ ʥʘʚʯʘʣʴʥʠʭ 
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ʧʨʦʛʨʘʤ, ʜʠʜʘʢʪʠʯʥʠʤ ʮʽʣʷʤ ʥʘʚʯʘʥʥʷ; ʨʦʟʨʦʙʢʘ ʚʘʨʽʘʥʪʽʚ 
ʪʝʭʥʦʣʦʛʽʯʥʠʭ ʩʧʦʩʦʙʽʚ ʥʘʚʯʘʥʥʷ ʚʨʘʭʦʚʫʻ ʤʦʞʣʠʚʦʩʪʽ ʘʨʭʽʪʝʢʪʫʨʥʠʭ 
ʢʦʤʧʦʥʝʥʪʽʚ, ʥʘʷʚʥʠʭ ʩʝʨʚʽʩʽʚ ʪʘ ʧʦʪʨʝʙ ʩʫʙôʻʢʪʘ ʜʣʷ ʦʨʛʘʥʽʟʘʮʽʾ ʯʠ 
ʫʯʘʩʪʽ ʫ ʢʦʥʢʨʝʪʥʦʤʫ ʫʨʦʮʽ ʘʙʦ ʧʽʜ ʯʘʩ ʚʠʢʦʥʘʥʥʷ ʜʦʤʘʰʥʽʭ ʟʘʚʜʘʥʴ; 
ʽʥʪʝʛʨʘʮʽʷ ʪʝʭʥʦʣʦʛʽʡ ʥʘʚʯʘʥʥʷ ʚ ʍʆʅʉ ʧʝʨʝʜʙʘʯʘʻ ʚʠʢʦʨʠʩʪʘʥʥʷ 
ʭʤʘʨʥʠʭ ʩʝʨʚʽʩʽʚ ʽʥʰʠʭ ʢʦʤʧʘʥʽʡ, ʱʦ ʨʦʟʰʠʨʶʻ ʤʦʞʣʠʚʦʩʪʽ ʚʟʘʻʤʦʜʽʾ 
ʩʫʙôʻʢʪʽʚ, ʨʦʟʨʦʙʢʠ ʧʨʠʡʦʤʽʚ ʨʝʘʣʽʟʘʮʽʾ ʩʧʦʩʦʙʽʚ ʧʨʦʚʝʜʝʥʥʷ ʫʨʦʢʽʚ, 
ʨʦʟʨʦʙʢʠ ʤʦʜʝʣʝʡ ʧʨʦʮʝʩʫ ʜʽʷʣʴʥʦʩʪʽ ʫʯʥʽʚ, ʚʯʠʪʝʣʽʚ, ʢʝʨʽʚʥʠʢʽʚ.  

ʆʩʥʦʚʥʽ ʚʠʜʠ ʜʽʷʣʴʥʦʩʪʽ ʚ ʍʆʅʉ: ʥʘʣʘʰʪʫʚʘʥʥʷ ʝʣʝʢʪʨʦʥʥʦʾ 
ʧʦʰʪʠ, ʩʪʚʦʨʝʥʥʷ ʘʙʦ ʯʠʪʘʥʥʷ ʝʣʝʢʪʨʦʥʥʦʛʦ ʣʠʩʪʘ, ʛʨʫʧʦʚʘ 
ʨʦʟʩʠʣʢʘ ʣʠʩʪʽʚ; ʩʪʚʦʨʝʥʥʷ, ʢʦʨʠʛʫʚʘʥʥʷ, ʧʝʨʝʩʠʣʢʘ, ʩʧʽʣʴʥʘ ʨʦʙʦʪʘ 
ʥʘʜ ʜʦʢʫʤʝʥʪʘʤʠ (Word, Excel, PowerPoint, OneNote, Excel-ʬʦʨʤʠ); 
ʬʦʨʤʫʚʘʥʥʷ ʬʦʪʦʘʣʴʙʦʤʫ; ʟʙʝʨʽʛʘʥʥʷ ʛʽʧʝʨʧʦʩʠʣʘʥʴ ʥʘ ʚʘʞʣʠʚʽ 
ʩʘʡʪʠ; ʫʯʘʩʪʴ ʫ ʚʝʙʽʥʘʨʘʭ, ʢʦʥʬʝʨʝʥʮʽʷʭ, ʥʘʚʯʘʥʥʷ ʫ ʚʽʨʪʫʘʣʴʥʦʤʫ 
ʢʣʘʩʽ ʪʦʱʦ. 

ɼʽʷʣʴʥʽʩʪʴ ʫʯʘʩʥʠʢʽʚ ʥʘʚʯʘʣʴʥʦ-ʚʠʭʦʚʥʦʛʦ ʧʨʦʮʝʩʫ ʧʝʨʝʜʙʘʯʘʻ 
ʩʪʚʦʨʝʥʥʷ ʧʽʜ ʢʝʨʽʚʥʠʮʪʚʦʤ ʚʯʠʪʝʣʷ ʘʢʪʠʚʥʦʾ ʩʘʤʦʩʪʽʡʥʦʾ ʪʘ ʛʨʫʧʦʚʦʾ 
ʜʽʷʣʴʥʦʩʪʽ ʫʯʥʽʚ, ʚ ʨʝʟʫʣʴʪʘʪʽ ʯʦʛʦ ʽ ʚʽʜʙʫʚʘʻʪʴʩʷ ʪʚʦʨʯʝ ʦʚʦʣʦʜʽʥʥʷ 
ʟʥʘʥʥʷʤʠ, ʚʤʽʥʥʷʤʠ, ʥʘʚʠʯʢʘʤʠ,  ʨʦʟʚʠʪʦʢ ʨʦʟʫʤʦʚʠʭ ʟʜʽʙʥʦʩʪʝʡ ʪʘ 
ʢʦʤʧʝʪʝʥʪʥʦʩʪʝʡ. ɿʘʙʝʟʧʝʯʝʥʥʷ ʽ ʟʙʘʛʘʯʝʥʥʷ ʽʥʬʦʨʤʘʮʽʡʥʦ-
ʩʤʠʩʣʦʚʦʛʦ çʧʦʣʷè ʟʘʙʝʟʧʝʯʫʻ ʫʤʦʚʠ ʦʩʦʙʠʩʪʽʩʥʦʛʦ ʩʘʤʦʨʦʟʚʠʪʢʫ 
ʩʫʙôʻʢʪʘ, ʱʦ ʨʦʟʰʠʨʶʻ ʜʽʘʧʘʟʦʥ ʡʦʛʦ ʤʦʞʣʠʚʦʩʪʝʡ ʽ ʧʝʨʩʧʝʢʪʠʚ.  

ʇʨʦʝʢʪʫʚʘʥʥʷ ʜʠʜʘʢʪʠʯʥʦʛʦ ʢʦʤʧʦʥʝʥʪʫ  ʤʘʻ ʙʘʟʫʚʘʪʠʩʷ ʥʘ 
ʟʘʙʝʟʧʝʯʝʥʥʽ ʪʘʢʦʾ ʦʨʛʘʥʽʟʘʮʽʾ ʥʘʚʯʘʥʥʷ, ʟʘ ʷʢʦʾ ʟʙʽʣʴʰʠʪʴʩʷ 
ʧʨʘʮʝʟʜʘʪʥʽʩʪʴ ʫʯʥʽʚ ʽ ʚʯʠʪʝʣʽʚ, ʧʽʜʚʠʱʠʪʴʩʷ ʧʨʦʜʫʢʪʠʚʥʽʩʪʴ ʾʭ ʧʨʘʮʽ, 
ʟʨʦʩʪʝ ʧʽʟʥʘʚʘʣʴʥʘ ʩʘʤʦʩʪʽʡʥʽʩʪʴ, ʽʥʽʮʽʘʪʠʚʘ ʽ ʪʚʦʨʯʘ ʘʢʪʠʚʥʽʩʪʴ. 
ʇʝʨʝʜʙʘʯʝʥʦ ʚʠʟʥʘʯʠʪʠ ʟʤʽʩʪʦʚʠʡ (ʪʝʦʨʝʪʠʯʥʦïʧʨʘʢʪʠʯʥʠʡ) 
ʢʦʤʧʦʥʝʥʪ ʥʘʚʯʘʥʥʷ, ʢʦʥʢʨʝʪʠʟʫʚʘʪʠ ʥʘʚʯʘʣʴʥʽ ʮʽʣʽ ʜʣʷ ʩʪʚʦʨʝʥʥʷ 
ʜʠʜʘʢʪʠʯʥʦʛʦ ʢʦʤʧʦʥʝʥʪʫ; ʧʨʦʚʝʩʪʠ ʘʥʘʣʽʟ ʜʠʜʘʢʪʠʯʥʠʭ ʟʘʩʦʙʽʚ ʜʣʷ 
ʧʽʜʪʨʠʤʢʠ ʥʘʚʯʘʣʴʥʦʾ ʜʽʷʣʴʥʦʩʪʽ ʫ ʍʆʅʉ; ʟʜʽʡʩʥʠʪʠ ʧʦʰʫʢ 
ʜʠʜʘʢʪʠʯʥʠʭ ʤʘʪʝʨʽʘʣʽʚ, ʚʽʜʽʙʨʘʪʠ ʧʝʜʘʛʦʛʽʯʥʦ ʚʠʚʘʞʝʥʽ ʟʘ ʜʘʥʠʭ 
ʫʤʦʚ ʚʠʢʦʨʠʩʪʘʥʥʷ; ʨʦʟʨʦʙʠʪʠ ʽʥʩʪʨʫʢʮʽʾ ʪʘ ʰʘʙʣʦʥʠ ʨʽʟʥʦʤʘʥʽʪʥʠʭ 
ʜʦʢʫʤʝʥʪʽʚ, ʚʠʟʥʘʯʠʪʠ ʤʽʩʮʝ ʾʭ ʨʦʟʪʘʰʫʚʘʥʥʷ ʚ ʩʪʨʫʢʪʫʨʽ ʍʆʅʉ, 
ʟʜʽʡʩʥʠʪʠ ʽʥʪʫʾʪʠʚʥʦ ʟʨʦʟʫʤʽʣʫ ʦʨʛʘʥʽʟʘʮʽʶ ʜʦʩʪʫʧʫ ʫʯʘʩʥʠʢʽʚ 
ʥʘʚʯʘʣʴʥʦ-ʚʠʭʦʚʥʦʛʦ ʧʨʦʮʝʩʫ ʜʦ ʥʠʭ; ʨʦʟʨʦʙʠʪʠ ʪʝʭʥʦʣʦʛʽʾ ʪʘ ʤʦʜʝʣʽ 
ʚʠʢʦʨʠʩʪʘʥʥʷ ʫʯʥʷʤʠ, ʚʯʠʪʝʣʷʤʠ ʧʽʜ ʯʘʩ ʥʘʚʯʘʥʥʷ. ʅʘʧʨʠʢʣʘʜ, 
ʜʠʜʘʢʪʠʯʥʽ ʦʩʦʙʣʠʚʦʩʪʽ ʧʨʦʝʢʪʫʚʘʥʥʷ ʤʫʣʴʪʠʤʝʜʽʡʥʠʭ ʧʨʝʟʝʥʪʘʮʽʡ, 
ʱʦ ʚʠʢʦʨʠʩʪʦʚʫʶʪʴʩʷ ʫ ʥʘʚʯʘʣʴʥʦʤʫ ʧʨʦʮʝʩʽ, ʱʦ ʚʠʩʚʽʪʣʝʥʽ ʫ ʧʨʘʮʷʭ 
ʄʦʨʟʝ ʅ.ɺ. ʪʘ ɼʝʤʝʥʪʽʻʚʩʴʢʦʾ ʅ.ʇ. 

ʄʝʪʘ ʧʨʦʝʢʪʫʚʘʥʥʷ ʜʠʜʘʢʪʠʯʥʦʛʦ ʢʦʤʧʦʥʝʥʪʫ ʧʦʣʷʛʘʻ ʚ 
ʨʦʟʨʦʙʮʽ ʦʨʛʘʥʽʟʘʮʽʡʥʠʭ ʬʦʨʤ, ʤʝʪʦʜʽʚ ʽ ʧʨʠʡʦʤʽʚ ʥʘʚʯʘʥʥʷ ʫʯʥʽʚ ʚ 
ʫʤʦʚʘʭ ʍʆʅʉ ʜʣʷ ʜʦʩʷʛʥʝʥʥʷ ʮʽʣʝʡ ʧʨʦʮʝʩʫ ʥʘʚʯʘʥʥʷ. 

ʇʨʦʝʢʪʫʚʘʥʥʷ ʤʝʪʦʜʠʯʥʦʛʦ ʢʦʤʧʦʥʝʥʪʫ ʚʢʣʶʯʘʻ ʘʥʘʣʽʟ 
ʤʝʪʦʜʠʯʥʦʛʦ ʟʘʙʝʟʧʝʯʝʥʥʷ; ʢʦʥʢʨʝʪʠʟʘʮʽʶ ʥʘʚʯʘʣʴʥʠʭ ʮʽʣʝʡ ʜʣʷ 
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ʬʦʨʤʫʚʘʥʥʷ ʤʝʪʦʜʠʯʥʦʛʦ ʢʦʤʧʦʥʝʥʪʫ; ʧʦʰʫʢ ʥʝʦʙʭʽʜʥʠʭ ʤʝʪʦʜʠʢ 
ʜʣʷ ʜʦʩʷʛʥʝʥʥʷ ʮʽʣʝʡ ʥʘʚʯʘʥʥʷ ʚ ʫʤʦʚʘʭ ʍʆʅʉ ʪʘ ʚʽʜʙʽʨ ʧʝʜʘʛʦʛʽʯʥʦ 
ʚʠʚʘʞʝʥʠʭ; ʨʦʟʨʦʙʢʫ ʩʪʨʫʢʪʫʨʠ ʩʭʦʚʠʱʘ ʪʘ ʰʘʙʣʦʥʽʚ ʜʣʷ ʟʙʝʨʽʛʘʥʥʷ 
ʤʝʪʦʜʠʯʥʠʭ ʨʝʢʦʤʝʥʜʘʮʽʡ; ʦʨʛʘʥʽʟʘʮʽʶ ʜʦʩʪʫʧʫ ʫʯʘʩʥʠʢʽʚ 
ʥʘʚʯʘʣʴʥʦʛʦ ʧʨʦʮʝʩʫ ʜʦ ʤʝʪʦʜʠʯʥʦʛʦ ʢʦʤʧʦʥʝʥʪʫ; ʨʦʟʨʦʙʢʫ 
ʪʝʭʥʦʣʦʛʽʾ ʚʠʢʦʨʠʩʪʘʥʥʷ ʤʝʪʦʜʠʢ ʧʽʜ ʯʘʩ ʥʘʚʯʘʥʥʷ. 

ʄʝʪʦʜʠʯʥʠʡ ʢʦʤʧʦʥʝʥʪ ʚʠʦʢʨʝʤʣʶʻ ʩʧʝʮʠʬʽʯʥʝ ʚ ʦʨʛʘʥʽʟʘʮʽʾ 
ʧʨʘʢʪʠʯʥʦʾ ʽ ʪʝʦʨʝʪʠʯʥʦʾ ʜʽʷʣʴʥʦʩʪʽ ʫʯʥʽʚ ʡ ʚʯʠʪʝʣʽʚ, ʦʙʫʤʦʚʣʝʥʝ 
ʟʘʢʦʥʦʤʽʨʥʦʩʪʷʤʠ ʪʘ ʦʩʦʙʣʠʚʦʩʪʷʤʠ ʟʤʽʩʪʫ ʢʦʥʢʨʝʪʥʦʛʦ ʥʘʚʯʘʣʴʥʦʛʦ 
ʧʨʝʜʤʝʪʘ ʡ ʚʠʟʥʘʯʘʻ, ʱʦ ʩʘʤʝ ʨʦʙʣʷʪʴ ʫʯʥʽ ʟ ʥʘʚʯʘʣʴʥʠʤ 
ʤʘʪʝʨʽʘʣʦʤ, ʷʢʽ ʚʣʘʩʪʠʚʦʩʪʽ, ʟʚ'ʷʟʢʠ ʤʽʞ ʦʙ'ʻʢʪʘʤʠ ʨʦʟʢʨʠʚʘʶʪʴʩʷ. 

ʆʩʦʙʣʠʚʦʩʪʽ ʚʠʢʣʘʜʘʥʥʷ ʦʢʨʝʤʠʭ ʜʠʩʮʠʧʣʽʥ ʚ ʍʆʅʉ ʧʦʣʷʛʘʶʪʴ 
ʫ ʚʠʟʥʘʯʝʥʥʽ ʛʨʫʧʠ ʦʙôʻʢʪʽʚ, ʱʦ ʤʦʞʫʪʴ ʙʫʪʠ ʚʠʢʦʨʠʩʪʘʥʽ ʧʽʜ ʯʘʩ 
ʥʘʚʯʘʥʥʷ.  

ʄʝʪʘ ʧʨʦʝʢʪʫʚʘʥʥʷ ʤʝʪʦʜʠʯʥʦʛʦ ʢʦʤʧʦʥʝʥʪʫ ʧʦʣʷʛʘʻ ʫ 
ʨʦʟʨʦʙʮʽ ʤʝʪʦʜʠʯʥʠʭ ʨʝʢʦʤʝʥʜʘʮʽʡ, ʧʨʠʡʦʤʽʚ ʥʘʚʯʘʥʥʷ ʫʯʥʽʚ ʚ 
ʫʤʦʚʘʭ ʍʆʅʉ ʜʣʷ ʜʦʩʷʛʥʝʥʥʷ ʜʠʜʘʢʪʠʯʥʠʭ ʮʽʣʝʡ ʥʘʚʯʘʥʥʷ. 

ʆʩʦʙʣʠʚʽʩʪʶ ʧʨʦʝʢʪʫʚʘʥʥʷ ʍʆʅʉ ɿʅɿ ʻ ʤʦʜʝʣʶʚʘʥʥʷ ʦʢʨʝʤʠʭ 
ʦʙôʻʢʪʽʚ ʪʘ ʧʨʦʮʝʩʽʚ, ʥʘʧʨʠʢʣʘʜ: ʭʤʘʨʦ ʦʨʽʻʥʪʦʚʘʥʦʛʦ ʥʘʚʯʘʣʴʥʦʛʦ 
ʩʝʨʝʜʦʚʠʱʘ ʍʆʅʉ, ʤʦʜʝʣʴ ʢʘʙʽʥʝʪʫ ʚʯʠʪʝʣʷ, ʤʦʜʝʣʴ ʧʦʨʪʬʦʣʽʦ 
ʚʯʠʪʝʣʷ, ʤʦʜʝʣʴ ʧʦʨʪʬʦʣʽʦ ʫʯʥʷ, ʤʦʜʝʣʴ ʜʽʷʣʴʥʦʩʪʽ ʫʯʘʩʥʠʢʽʚ 
ʥʘʚʯʘʣʴʥʦïʚʠʭʦʚʥʦʛʦ ʧʨʦʮʝʩʫ, ʤʦʜʝʣʴ ʩʭʦʚʠʱʘ ʥʘʚʯʘʣʴʥʠʭ 
ʤʘʪʝʨʽʘʣʽʚ, ʤʦʜʝʣʴ ʦʨʛʘʥʽʟʘʮʽʾ ʥʘʚʯʘʣʴʥʦïʚʠʭʦʚʥʦʛʦ ʧʨʦʮʝʩʫ ʪʦʱʦ. 

VI ʝʪʘʧ. ɽʢʩʧʝʨʠʤʝʥʪʘʣʴʥʦ-ʢʦʨʝʢʮʽʡʥʠʡ ï ʧʝʨʝʚʽʨʢʘ 
ʬʫʥʢʮʽʦʥʫʚʘʥʥʷ, ʢʦʨʝʢʮʽʷ, ʜʦʦʧʨʘʮʶʚʘʥʥʷ, ʥʘʚʯʘʥʥʷ ʩʫʙôʻʢʪʽʚ (ʫʯʥʽʚ, 
ʚʯʠʪʝʣʽʚ, ʘʜʤʽʥʽʩʪʨʘʪʦʨʽʚ). 

VII ʝʪʘʧ. ʆʮʽʥʦʯʥʦ-ʫʟʘʛʘʣʴʥʶʶʯʠʡ ï ʢʨʠʪʝʨʽʘʣʴʥʠʡ ʘʥʘʣʽʟ, 
ʫʟʘʛʘʣʴʥʝʥʥʷ ʨʝʟʫʣʴʪʘʪʽʚ, ʧʨʠʡʥʷʪʪʷ ʨʽʰʝʥʥʷ ʱʦʜʦ ʚʠʢʦʨʠʩʪʘʥʥʷ. 

 
1.8. ʇʨʦʝʢʪʫʚʘʥʥʷ ʍʆʅʉ ʥʘ ʨʽʚʥʽ ʢʝʨʽʚʥʠʢʘ 

 
ʄʝʪʦʜʠʢʘ ʧʨʦʝʢʪʫʚʘʥʥʷ ʭʤʘʨʦ ʦʨʽʻʥʪʦʚʘʥʦʛʦ ʥʘʚʯʘʣʴʥʦʛʦ 

ʩʝʨʝʜʦʚʠʱʘ ʟʘʛʘʣʴʥʦʦʩʚʽʪʥʴʦʛʦ ʥʘʚʯʘʣʴʥʦʛʦ ʟʘʢʣʘʜʫ ʜʦʩʠʪʴ ʥʦʚʝ 
ʷʚʠʱʝ ʚ ʧʝʜʘʛʦʛʽʮʽ, ʱʦ ʛʨʫʥʫʻʪʴʩʷ ʥʘ ʟʘʢʦʥʘʭ ʋʢʨʘʾʥʠ çʇʨʦ ʦʩʚʽʪʫè, 
çʇʨʦ ʟʘʛʘʣʴʥʫ ʩʝʨʝʜʥʶ ʦʩʚʽʪʫè, ʇʦʣʦʞʝʥʥ ̔ ʧʨʦ ʟʘʛʘʣʴʥʦʦʩʚʽʪʥʽʡ 
ʥʘʚʯʘʣʴʥʦ-ʚʠʭʦʚʥʠʡ ʟʘʢʣʘʜ, ʅʘʮʽʦʥʘʣʴʥʽʡ ʜʦʢʪʨʠʥ ̔ʨʦʟʚʠʪʢʫ ʦʩʚʽʪʠ 
ʋʢʨʘʾʥʠ ʚ XXI ʩʪʦʣʽʪʪʽ, çʇʦʣʦʞʝʥʥ ̔ ʧʨʦ ʤʝʪʦʜʠʯʥʫ ʨʦʙʦʪʫ ʟ 
ʧʝʜʘʛʦʛʽʯʥʠʤʠ ʢʘʜʨʘʤʠ ʟʘʢʣʘʜʽʚ ʦʩʚʽʪʠè, ɼʝʨʞʘʚʥʽʡ ʮʽʣʴʦʚʽʡ 
ʧʨʦʛʨʘʤʽ ʚʧʨʦʚʘʜʞʝʥʥʷ ʫ ʥʘʚʯʘʣʴʥʦ-ʚʠʭʦʚʥʠʡ ʧʨʦʮʝʩ 
ʟʘʛʘʣʴʥʦʦʩʚʽʪʥʽʭ ʥʘʚʯʘʣʴʥʠʭ ʟʘʢʣʘʜʽʚ ʽʥʬʦʨʤʘʮʽʡʥʦ-ʢʦʤʫʥʽʢʘʮʽʡʥʠʭ 
ʪʝʭʥʦʣʦʛʽʡ çʉʪʦ ʚʽʜʩʦʪʢʽʚè ʥʘ ʧʝʨʽʦʜ ʜʦ 2015 ʨʦʢʫ, ʇʨʦʛʨʘʤʘʭ 
çɯʥʬʦʨʤʘʮʽʡʥʦ-ʦʩʚʽʪʥʻ ʩʝʨʝʜʦʚʠʱʝ ʥʘʚʯʘʣʴʥʠʭ ʟʘʢʣʘʜʽʚ ʩʪʦʣʠʮʽ 
(2011-2015 ʨʦʢʠ)è, çʉʪʘʥʜʘʨʪ ʩʪʦʣʠʯʥʦʾ ʦʩʚʽʪʠè, çɽʣʝʢʪʨʦʥʥʝ 
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ʫʨʷʜʫʚʘʥʥʷè, ʇʨʦʝʢʪ ̔çʂʦʥʮʝʧʮʽʾ ʨʦʟʚʠʪʢʫ ʦʩʚʽʪʠ ʋʢʨʘʾʥʠ ʥʘ ʧʝʨʽʦʜ 
2015ï2025 ʨʦʢʽʚè. 

ɸʥʘʣʽʟ ʥʦʨʤʘʪʠʚʥʦʾ ʙʘʟʠ ʜʘʚ ʤʦʞʣʠʚʽʩʪʴ ʚʠʦʢʨʝʤʠʪʠ ʪʘʢʽ 
ʧʦʣʦʞʝʥʥʷ: ʧʝʨʰʦʯʝʨʛʦʚʠʤʠ ʩʪʘʶʪʴ ʟʘʚʜʘʥʥʷ  ʟʘʙʝʟʧʝʯʝʥʥʷ  
ʜʦʩʪʫʧʥʦʩʪʽ  ʟʜʦʙʫʪʪʷ ʷʢʽʩʥʦʾ ʦʩʚʽʪʠ, ʧʦʜʘʣʴʰʝ ʫʪʚʝʨʜʞʝʥʥʷ   ʾʾ   
ʥʘʮʽʦʥʘʣʴʥʦʛʦ   ʭʘʨʘʢʪʝʨʫ, ʬʦʨʤʫʚʘʥʥʷ ʭʤʘʨʦ ʦʨʽʻʥʪʦʚʘʥʠʭ 
ʥʘʚʯʘʣʴʥʠʭ ʩʝʨʝʜʦʚʠʱ ʷʢ ʧʘʨʘʜʠʛʤʠ ʨʦʟʚʠʪʢʫ ʩʫʯʘʩʥʦʾ ʩʝʨʝʜʥʴʦʾ 

ʦʩʚʽʪʠ, ʱʦ ʩʪʘʶʪʴ ʦʩʥʦʚʦʶ ʨʦʟʚʠʪʢʫ ʦʩʦʙʠʩʪʦʩʪʽ ʚ ɯʂʊ-ʥʘʩʠʯʝʥʦʤʫ 
ʩʦʮʽʫʤʽ ʪʘ ʟʘʙʝʟʧʝʯʫʶʪʴ ʤʦʙʽʣʴʥʽʩʪʴ ʫʩʽʭ ʫʯʘʩʥʠʢʽʚ 

ʥʘʚʯʘʣʴʥʦ-ʚʠʭʦʚʥʦʛʦ ʧʨʦʮʝʩʫ. ʊʘʢʦʞ, ʚʽʜʧʦʚʽʜʥʦ ʜʦ ʩʪʨʽʤʢʦʛʦ 
ʨʦʟʚʠʪʢʫ ɯʂʊ, ʩʫʯʘʩʥʠʭ ʥʘʫʢʦʚʦ-ʪʝʭʥʽʯʥʠʭ ʜʦʩʷʛʥʝʥʴ, ʤʘʻ ʧʦʩʪʽʡʥʦ 
ʦʥʦʚʣʶʚʘʪʠʩʴ ʦʨʛʘʥʽʟʘʮʽʷ  ʥʘʚʯʘʣʴʥʦ-ʚʠʭʦʚʥʦʛʦ ʧʨʦʮʝʩʫ, 
ʟʘʙʝʟʧʝʯʫʚʘʪʠʩ ̫ ʚʽʜʧʦʚʽʜʥʠʤʠ ʤʝʪʦʜʠʢʘʤʠ ʚʠʢʦʨʠʩʪʘʥʥʷ ʪʘ 
ʧʝʜʘʛʦʛʽʯʥʦʛʦ ʧʨʦʝʢʪʫʚʘʥʥʷ.  

ʊʝʨʤʽʥ çʤʝʪʦʜʠʢʘè ʧʦʭʦʜʠʪʴ ʚʽʜ ʛʨʝʮ. methodike, ʱʦ ʦʟʥʘʯʘʻ: 

ʩʫʢʫʧʥʽʩʪʴ ʤʝʪʦʜʽʚ, ʩʧʦʩʦʙʽʚ ʧʨʘʢʪʠʯʥʦʛʦ ʚʠʢʦʥʘʥʥʷ ʯʦʛʦ-ʥʝʙʫʜʴ; 
ʨʦʟʜʽʣ ʧʝʜʘʛʦʛʽʢʠ, ʷʢʠʡ ʨʦʟʛʣʷʜʘʻ ʤʝʪʦʜʠ ʚʠʢʣʘʜʘʥʥʷ ʥʘʚʯʘʣʴʥʠʭ 
ʜʠʩʮʠʧʣʽʥ, ʘ ʪʘʢʦʞ ʧʽʜʨʫʯʥʠʢ, ʫ ʷʢʦʤʫ ʮʽ ʤʝʪʦʜʠ ʦʧʠʩʘʥʽ. 

ʋ ʧʝʜʘʛʦʛʽʯʥʦʤʫ ʧʣʘʥʽ ʩʣʦʚʦ çʤʝʪʦʜʠʢʘè ʥʘʡʯʘʩʪʽʰʝ ʚʞʠʚʘʻʪʴʩʷ 
ʫ ʪʨʴʦʭ ʟʥʘʯʝʥʥʷʭ:  
ï ʤʝʪʦʜʠʢʘ ʷʢ ʧʝʜʘʛʦʛʽʯʥʘ ʥʘʫʢʘ, ʷʢʘ ʤʘʻ, ʟ ʦʜʥʦʛʦ ʙʦʢʫ, 
ʭʘʨʘʢʪʝʨʠʩʪʠʢʠ, ʧʨʠʪʘʤʘʥʥʽ ʙʫʜʴ-ʷʢʽʡ ʥʘʫʮʽ (ʪʝʦʨʝʪʠʯʥʠʡ ʬʫʥʜʘʤʝʥʪ 
ʝʢʩʧʝʨʠʤʝʥʪʘʣʴʥʫ ʙʘʟʫ, ʨʦʙʦʯʝ ʧʦʣʝ ʜʣʷ ʧʝʨʝʚʽʨʢʠ ʥʘʫʢʦʚʦ 

ʦʙˇʨʫʥʪʦʚʘʥʠʭ ʛʽʧʦʪʝʟ), ʘ ʟ ʽʥʰʦʛʦ ½ ʩʧʝʮʠʬʽʯʥʽ ʦʙ'ʻʢʪʠ ʜʦʩʣʽʜ-
ʞʝʥʥʷ, ʟʫʤʦʚʣʝʥʽ ʷʢ ʦʩʦʙʣʠʚʦʩʪʷʤʠ ʩʘʤʦʛʦ ʧʨʝʜʤʝʪʘ, ʪʘʢ ʽ 
ʩʧʦʩʦʙʘʤʠ ʦʚʦʣʦʜʽʥʥʷ ʥʠʤ;  
ï ʤʝʪʦʜʠʢʘ ʷʢ ʩʫʢʫʧʥʽʩʪʴ ʟʘʩʦʙʽʚ, ʦʨʛʘʥʽʟʘʮʽʡʥʠʭ ʬʦʨʤ, ʤʝʪʦʜʽʚ ʽ 

ʩʧʦʩʦʙʽʚ ʨʦʙʦʪʠ ʚʯʠʪʝʣʷ, ʮʝ ½ çʪʝʭʥʦʣʦʛʽʷè ʧʨʦʬʝʩʽʡʥʦʾ ʧʨʘʢʪʠʯʥʦʾ 
ʜʽʷʣʴʥʦʩʪʽ; 
ï ʤʝʪʦʜʠʢʘ ʷʢ ʥʘʚʯʘʣʴʥʘ ʜʠʩʮʠʧʣʽʥʘ. 

ʄʝʪʦʜʠʢʘ ʧʨʦʝʢʪʫʚʘʥʥʷ ʍʆʅʉ ʚʨʘʭʦʚʫʻ ʪʘʢʽ ʢʦʤʧʦʥʝʥʪʠ 
ʥʘʚʯʘʣʴʥʦʛʦ ʧʨʦʮʝʩʫ: ʧʨʦʝʢʪʫʚʘʥʥʷ ʥʘʚʯʘʣʴʥʦʾ ʜʽʷʣʴʥʦʩʪʽ ʚʯʠʪʝʣʷ 
ʪʘ ʫʯʥʷ ʽ ʧʨʦʝʢʪʫʚʘʥʥʷ ʦʨʛʘʥʽʟʘʮʽʾ ʥʘʚʯʘʥʥʷ. ɿ ʤʝʪʦʶ ʨʦʟʨʦʙʣʝʥʥʷ 
ʧʨʦʮʝʜʫʨʠ ʧʨʦʝʢʪʫʚʘʥʥʷ ʍʆʅʉ ʫ ɿʅɿ ʄʽʥʽʩʪʝʨʩʪʚʦʤ ʦʩʚʽʪʠ ʽ ʥʘʫʢʠ 
ʋʢʨʘʾʥʠ ʙʫʣʦ ʟʘʪʚʝʨʜʞʝʥʦ ɺʩʝʫʢʨʘʾʥʩʴʢʠʡ ʧʨʦʝʢʪ çʍʤʘʨʥʽ ʩʝʨʚʽʩʠ ʚ 
ʦʩʚʽʪʽè (ʅʘʢʘʟ ʄʆʅʋ ʚʽʜ 21.05.2014 ˉ629) ʟʛʽʜʥʦ ʟ ʷʢʠʤ ʫʩʪʘʥʦʚʣʝʥʦ 
ʪʨʠ ʝʪʘʧʠ ʚʧʨʦʚʘʜʞʝʥʥʷ ʍʆʅʉ ʫ ɿʅɿ. 

ʇʝʨʰʠʡ ʝʪʘʧ ï ʦʙˇʨʫʥʪʫʚʘʥʥʷ ʽ ʨʦʟʨʦʙʣʝʥʥʷ ʤʦʜʝʣʽ ʭʤʘʨʦ 
ʦʨʽʻʥʪʦʚʘʥʦʛʦ ʥʘʚʯʘʣʴʥʦʛʦ ʩʝʨʝʜʦʚʠʱʘ ʟʘʛʘʣʴʥʦʦʩʚʽʪʥʴʦʛʦ 
ʥʘʚʯʘʣʴʥʦʛʦ ʟʘʢʣʘʜʫ; ʚʧʨʦʚʘʜʞʝʥʥʷ ʨʦʟʨʦʙʣʝʥʦʾ ʤʦʜʝʣʽ ʍʆʅʉ; 
ʨʦʟʨʦʙʣʝʥʥʷ ʫʤʦʚ ʟʘʙʝʟʧʝʯʝʥʥʷ ʝʢʩʧʝʨʠʤʝʥʪʫ:  
ï ʥʦʨʤʘʪʠʚʥʦ-ʧʨʘʚʦʚʠʭ (ʧʨʠʡʥʷʪʪʷ ʚʽʜʧʦʚʽʜʥʠʭ ʨʽʰʝʥʴ 
ʧʝʜʘʛʦʛʽʯʥʦʶ ʨʘʜʦʶ, ʨʦʟʨʦʙʣʝʥʥʷ ʧʣʘʥʫ ʝʢʩʧʝʨʠʤʝʥʪʘʣʴʥʦʾ ʨʦʙʦʪʠ 
ʪʦʱʦ),  
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ï ʦʨʛʘʥʽʟʘʮʽʡʥʠʭ (ʥʘʣʘʛʦʜʞʝʥʥʷ ʢʦʤʧôʶʪʝʨʥʦʛʦ ʦʙʣʘʜʥʘʥʥʷ, 
ʤʝʨʝʞʽ ɯʥʪʝʨʥʝʪ, ʨʦʟʨʦʙʣʝʥʥʷ ʩʠʩʪʝʤʠ ʪʝʭʥʽʯʥʦʾ ʧʽʜʪʨʠʤʫʚʘʥʥʷ 
ʪʦʱʦ),  
ï ʤʝʪʦʜʠʯʥʠʭ (ʨʦʟʨʦʙʣʝʥʥʷ ʽ ʚʧʨʦʚʘʜʞʝʥʥʷ ʽʥʥʦʚʘʮʽʡʥʠʭ 
ʤʝʪʦʜʠʯʥʠʭ ʨʽʰʝʥʴ ʜʣʷ ʚʠʢʣʘʜʘʥʥʷ ʨʽʟʥʠʭ ʥʘʚʯʘʣʴʥʠʭ ʧʨʝʜʤʝʪʽʚ ʟ 
ʚʠʢʦʨʠʩʪʘʥʥʷʤ ʍʆʅʉ),  
ï ʢʘʜʨʦʚʠʭ (ʬʦʨʤʫʚʘʥʥʷ ʩʢʣʘʜʫ ʫʯʘʩʥʠʢʽʚ ʝʢʩʧʝʨʠʤʝʥʪʫ, 
ʩʪʚʦʨʝʥʥʷ ʽ ʚʝʜʝʥʥʷ ʙʘʥʢʫ ʜʘʥʠʭ ʧʨʦ ʦʩʥʦʚʥʽ ʩʢʣʘʜʦʚʽ ʝʢʩʧʝʨʠʤʝʥʪʫ, 
ʜʦʙʽʨ ʽ ʧʦʯʘʪʢʦʚʝ ʧʽʜʛʦʪʫʚʘʥʥʷ ʢʘʜʨʽʚ, ʚʠʟʥʘʯʝʥʥʷ ʪʘ ʫʪʦʯʥʝʥʥʷ 
ʬʫʥʢʮʽʦʥʘʣʴʥʠʭ ʦʙʦʚ'ʷʟʢʽʚ ʧʝʜʘʛʦʛʽʯʥʦʛʦ ʢʦʣʝʢʪʠʚʫ ʚ ʩʠʩʪʝʤʽ 
ʚʠʨʽʰʝʥʥʷ ʟʘʚʜʘʥʴ ʝʢʩʧʝʨʠʤʝʥʪʫ). 

ɼʨʫʛʠʡ ʝʪʘʧ ï ˇʨʫʥʪʦʚʥʝ ʧʽʜʛʦʪʫʚʘʥʥʷ ʢʝʨʽʚʥʠʢʽʚ, ʫʯʠʪʝʣʽʚ 

ʽʥʬʦʨʤʘʪʠʢʠ (ʽʥʞʝʥʝʨʽʚ-ʝʣʝʢʪʨʦʥʽʢʽʚ), ʫʯʥʽʚ ʽ ʚʯʠʪʝʣʽʚïʧʨʝʜʤʝʪʥʠʢʽʚ 
ʟʘʛʘʣʴʥʦʦʩʚʽʪʥʽʭ ʥʘʚʯʘʣʴʥʠʭ ʟʘʢʣʘʜʽʚ ʜʣ ̫ ʚʠʢʦʨʠʩʪʘʥʥʷ ʭʤʘʨʦ 
ʦʨʽʻʥʪʦʚʘʥʦʛʦ ʥʘʚʯʘʣʴʥʦʛʦ ʩʝʨʝʜʦʚʠʱʘ; ʥʘʧʦʚʥʝʥʥʷ ʍʆʅʉ 

ʥʘʚʯʘʣʴʥʦ-ʤʝʪʦʜʠʯʥʠʤʠ ʤʘʪʝʨʽʘʣʘʤʠ; ʥʘʣʘʛʦʜʞʝʥʥʷ ʜʽʻʚʦʾ 

ʚʟʘʻʤʦʜʽʾ ʤʽʞ ʫʯʘʩʥʠʢʘʤʠ ʥʘʚʯʘʣʴʥʦ-ʚʠʭʦʚʥʦʛʦ ʧʨʦʮʝʩʫ; ʦʨʛʘʥʽʟʘʮʽʷ 
ʪʘ ʧʨʦʚʝʜʝʥʥʷ ʢʦʥʢʫʨʩʽʚ, ʩʝʤʽʥʘʨʽʚ ʜʣʷ ʫʯʥʽʚ  ̔ʚʯʠʪʝʣʽʚ. 

ʊʨʝʪʽʡ ʝʪʘʧ ï ʫʟʘʛʘʣʴʥʝʥʥʷ ʨʝʟʫʣʴʪʘʪʽʚ  ̔ʢʦʨʠʛʫʚʘʥʥʷ ʤʦʜʝʣʽ 
ʚʠʢʦʨʠʩʪʘʥʥʷ ʍʆʅʉ ʫ ɿʅɿ. 

ʄʝʪʘ ʧʨʦʝʢʪʫ: ʨʦʟʨʦʙʠʪʠ, ʦʙˇʨʫʥʪʫʚʘʪʠ ʪʘ ʝʢʩʧʝʨʠʤʝʥʪʘʣʴʥʦ 
ʧʝʨʝʚʽʨʠʪʠ ʤʦʜʝʣʴ ʚʠʢʦʨʠʩʪʘʥʥʷ ʭʤʘʨʦ ʦʨʽʻʥʪʦʚʘʥʦʛʦ ʥʘʚʯʘʣʴʥʦʛʦ 
ʩʝʨʝʜʦʚʠʱʘ ʟʘʛʘʣʴʥʦʦʩʚʽʪʥʴʦʛʦ ʥʘʚʯʘʣʴʥʦʛʦ ʟʘʢʣʘʜʫ ʜʣʷ 
ʟʘʙʝʟʧʝʯʝʥʥʷ ʥʘʚʯʘʣʴʥʦʾ ʤʦʙʽʣʴʥʦʩʪʽ ʫʯʘʩʥʠʢʽʚ 

ʥʘʚʯʘʣʴʥʦ-ʚʠʭʦʚʥʦʛʦ ʧʨʦʮʝʩʫ. 
ʅʘ ʦʩʥʦʚʽ ʚʠʟʥʘʯʝʥʦʾ ʤʝʪʠ ʧʝʨʝʜʙʘʯʝʥʦ ʟʜʽʡʩʥʠʪʠ ʥʠʟʢʫ 

ʧʝʨʰʦʯʝʨʛʦʚʠʭ ʟʘʚʜʘʥʴ: 
ï ʚʠʟʥʘʯʠʪʠ ʦʩʥʦʚʥʽ ʭʘʨʘʢʪʝʨʠʩʪʠʢʠ ʭʤʘʨʦ ʦʨʽʻʥʪʦʚʘʥʦʛʦ 
ʥʘʚʯʘʣʴʥʦʛʦ ʩʝʨʝʜʦʚʠʱʘ ʟʘʛʘʣʴʥʦʦʩʚʽʪʥʴʦʛʦ ʥʘʚʯʘʣʴʥʦʛʦ ʟʘʢʣʘʜʫ; 
ï ʨʦʟʨʦʙʠʪʠ  ̔ ʚʧʨʦʚʘʜʠʪʠ ʤʦʜʝʣʽ ʭʤʘʨʦ ʦʨʽʻʥʪʦʚʘʥʦʛʦ 
ʥʘʚʯʘʣʴʥʦʛʦ ʩʝʨʝʜʦʚʠʱʘ ʟʘʛʘʣʴʥʦʦʩʚʽʪʥʴʦʛʦ ʥʘʚʯʘʣʴʥʦʛʦ ʟʘʢʣʘʜʫ; 
ï ʢʦʥʩʪʨʫʶʚʘʪʠ ʜʽʷʣʴʥʽʩʪʴ ʫʯʥʽʚ ʽ ʚʯʠʪʝʣʽʚ, ʦʨʛʘʥʽʟʘʮʽ ʁ ʾʭʥʴʦʾ 
ʚʟʘʻʤʦʜʽʾ ʫ ʭʤʘʨʦ ʦʨʽʻʥʪʦʚʘʥʦʤʫ ʥʘʚʯʘʣʴʥʦʤʫ ʩʝʨʝʜʦʚʠʱʽ ʧʽʜ ʯʘʩ 
ʧʨʦʚʝʜʝʥʥʷ ʧʦʫʨʦʯʥʦʛʦ ʥʘʚʯʘʥʥʷ, ʬʘʢʫʣʴʪʘʪʠʚʥʠʭ ʟʘʥʷʪʴ, 
ʧʽʜʛʦʪʫʚʘʥʥʷ ʜʦ ʫʯʥʽʚʩʴʢʠʭ ʦʣʽʤʧʽʘʜ, ʟʘʭʠʩʪʫ ʨʦʙʽʪ ʄɸʅ, ʢʦʥʢʫʨʩʽʚ 
ʪʦʱʦ; 
ï ʧʨʦʘʥʘʣʽʟʫʚʘʪʠ ʚʠʢʦʨʠʩʪʘʥʥʷ ʝʣʝʢʪʨʦʥʥʠʭ ʦʩʚʽʪʥʽʭ ʨʝʩʫʨʩʽʚ ʫ 
ʭʤʘʨʦ ʦʨʽʻʥʪʦʚʘʥʦʤʫ ʥʘʚʯʘʣʴʥʦʤʫ ʩʝʨʝʜʦʚʠʱʽ; 
ï ʨʦʟʨʦʙʣʝʥʥʷ ʤʝʪʦʜʠʯʥʽ ʨʝʢʦʤʝʥʜʘʮʽʾ ʱʦʜʦ ʚʠʢʦʨʠʩʪʘʥʥʷ 
ʭʤʘʨʦ ʦʨʽʻʥʪʦʚʘʥʦʛʦ ʥʘʚʯʘʣʴʥʦʛʦ ʩʝʨʝʜʦʚʠʱʘ ʚ ʩʠʩʪʝʤʫ ʟʘʛʘʣʴʥʦʾ 
ʩʝʨʝʜʥʴʦʾ ʦʩʚʽʪʠ; 
ï ʨʦʟʨʦʙʠʪʠ ʦʨʛʘʥʽʟʘʮʽʡʥʫ ʪʘ ʤʝʪʦʜʠʯʥʫ ʧʽʜʪʨʠʤʢʫ, ʱʦ ʦʭʦʧʣʶʻ 
ʨʦʟʨʦʙʢʫ ʥʝʦʙʭʽʜʥʦʾ ʜʦʢʫʤʝʥʪʘʮʽʾ, ʧʣʘʥʫʚʘʥʥʷ, ʤʦʥʽʪʦʨʠʥʛ ʽ 
ʢʦʥʪʨʦʣʴ. 
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ɼʣʷ ʚʩʪʘʥʦʚʣʝʥʥʷ ʙʽʣʴʰ ʯʽʪʢʦʛʦ ʧʣʘʥʫ ʧʨʦʝʢʪʫʚʘʥʥʷ ʍʆʅʉ ʜʣʷ 
ʟʘʛʘʣʴʥʦʦʩʚʽʪʥʴʦʛʦ ʥʘʚʯʘʣʴʥʦʛʦ ʟʘʢʣʘʜʫ ʧʨʦʧʦʥʫʻʤʦ ʧʨʦʮʝʜʫʨʥʠʡ 
ʧʽʜʭʽʜ. ɿʘ ʧʨʦʮʝʜʫʨʥʠʤ ʧʽʜʭʦʜʦʤ ʦʩʥʦʚʥʦʶ ʧʨʦʙʣʝʤʦʶ ʻ 
ʚʩʪʘʥʦʚʣʝʥʥʷ ʧʦʩʣʽʜʦʚʥʦʩʪʽ ʨʦʟʨʦʙʣʝʥʥʷ ʽ ʚʧʨʦʚʘʜʞʝʥʥʷ ʥʘʧʝʨʝʜ 
ʚʠʟʥʘʯʝʥʠʭ ʢʦʤʧʦʥʝʥʪʽʚ ʧʨʦʝʢʪʫʚʘʥʥʷ ʍʆʅʉ. ɿʘʟʥʘʯʠʤʦ, ʱʦ ʧʽʜ 
ʧʨʦʮʝʜʫʨʦʶ ʟʘʟʚʠʯʘʡ ʨʦʟʫʤʽʻʪʴʩʷ çʦʬʽʮʽʡʥʦ ʚʩʪʘʥʦʚʣʝʥʠʡ ʯʠ 
ʫʟʚʠʯʘʻʥʠʡ ʧʦʨʷʜʦʢ ʟʜʽʡʩʥʝʥʥʷ, ʚʠʢʦʥʘʥʥʷ ʘʙʦ ʦʬʦʨʤʣʝʥʥʷ ʯʦʛʦ-
ʥʝʙʫʜʴè. 

ɼʣʷ ʨʝʘʣʽʟʘʮʽʾ ʧʦʩʪʘʚʣʝʥʠʭ ʟʘʚʜʘʥʴ ʙʫʣʦ ʟʘʩʪʦʩʦʚʘʥʦ 
ʧʨʦʮʝʜʫʨʥʠʡ ʧʽʜʭʽʜ  ʷʢ ʬʦʨʤʫ ʧʨʦʝʢʪʫʚʘʥʥʷ ʍʆʅʉ, ʱʦ ʟʜʽʡʩʥʶʻʪʴʩʷ 
ʷʢ ʦʩʚʽʪʥʷ ʪʝʭʥʦʣʦʛʽʷ ʽ ʟʦʩʝʨʝʜʞʫʻ ʫʚʘʛʫ ʥʘ ʧʨʦʮʝʜʫʨʘʭ, ʷʢʽ ʤʘʶʪʴ 
ʚʠʢʦʥʘʪʠ ʩʫʙôʻʢʪʠ ʍʆʅʉ ʜʣʷ ʜʦʩʷʛʥʝʥʥʷ ʤʝʪʠ ʧʨʦʝʢʪʫʚʘʥʥʷ. ɼʣʷ 
ʚʠʨʽʰʝʥʥʷ ʪʘʢʠʭ ʟʘʚʜʘʥʴ ʙʫʣʦ ʪʘʢʦʞ ʚʨʘʭʦʚʘʥʦ ʦʩʥʦʚʥʽ ʝʪʘʧʠ 
ʧʨʦʝʢʪʫʚʘʥʥʷ ʽ ʢʘʪʝʛʦʨʽʾ ʩʫʙôʻʢʪʽʚ ʍʆʅʉ. 

ʈʦʟʛʣʷʥʤɹʦ ʧʨʦʮʝʜʫʨʫ ʧʨʦʝʢʪʫʚʘʥʥʷ ʍʆʅʉ ʷʢ ʥʦʚʦʾ ʪʝʭʥʦʣʦʛʽʾ 
ʥʘ ʨʽʚʥʽ ʟʘʛʘʣʴʥʦʦʩʚʽʪʥʴʦʛʦ ʥʘʚʯʘʣʴʥʦʛʦ ʟʘʢʣʘʜʫ (ʨʠʩ. 1.2) ʪʘ 
ʨʦʟʢʨʠʻʤʦ ʦʩʦʙʣʠʚʦʩʪʽ ʤʝʪʦʜʠʢʠ ʧʨʦʝʢʪʫʚʘʥʥʷ ʭʤʘʨʦ ʦʨʽʻʥʪʦʚʘʥʦʛʦ 
ʥʘʚʯʘʣʴʥʦʛʦ ʩʝʨʝʜʦʚʠʱʘ ʥʘ ʨʽʚʥʽ ʢʝʨʽʚʥʠʢʽʚ ʟʘʛʘʣʴʥʦʦʩʚʽʪʥʽʭ 
ʥʘʚʯʘʣʴʥʠʭ ʟʘʢʣʘʜʽʚ. 
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1.1. ɿôʷʩʫʚʘʥʥʷ ʪʝʦʨʝʪʠʯʥʠʭ ʦʩʥʦʚ ʍʆʅʉ, ʚʠʚʯʝʥʥʷ 
ʧʝʜʘʛʦʛʽʯʥʦʛʦ ʜʦʩʚʽʜʫ 

1.2. ʂʦʥʢʨʝʪʠʟʘʮʽʷ ʥʘʚʯʘʣʴʥʠʭ ʯʠ ʦʩʚʽʪʥʽʭ ʮʽʣʝʡ ʱʦʜʦ 
ʧʨʦʝʢʪʫʚʘʥʥʷ ʪʘ ʘʥʘʣʽʟ ʙʘʟʦʚʠʭ ʤʦʜʝʣʝʡ ʍʆʅʉ, 
ʚʽʜʙʽʨ ʢʦʤʧʦʥʝʥʪʽʚ  

1.3. ʈʦʟʨʦʙʣʝʥʥʷ ʽʜʝʾ (ʢʦʥʮʝʧʮʽʾ) ʥʦʚʦʛʦ ʥʘʚʯʘʣʴʥʦʛʦ 
ʩʝʨʝʜʦʚʠʱʘ 

1.4. ʇʦʰʫʢ ʩʪʨʫʢʪʫʨʥʠʭ ʦʙôʻʢʪʽʚ, ʜʦʜʘʪʢʦʚʠʭ 
ʢʦʤʧʦʥʝʥʪʽʚ  ̔ʩʝʨʚʽʩʽʚ ʜʣʷ ʨʝʘʣʽʟʘʮʽʾ ʥʘʚʯʘʣʴʥʠʭ 
ʮʽʣʝʡ, ʚʽʜʙʽʨ ʦʙôʻʢʪʽʚ ʩʪʨʫʢʪʫʨʠ ʍʆʅʉ 

1.5. ʈʦʟʨʦʙʣʝʥʥʷ ʦʨʛʘʥʽʟʘʮʽʡʥʠʭ ʟʘʭʦʜʽʚ 
ʈʦʟʨʦʙʣʝʥʥʷ ʥʦʨʤʘʪʠʚʥʠʭ ʜʦʢʫʤʝʥʪʽʚ 
ɿʘʙʝʟʧʝʯʝʥʥʷ ʧʨʦʝʢʪʫʚʘʥʥʷ 

1.6. ʆʨʛʘʥʽʟʘʮʽʷ ʥʘʚʯʘʥʥʷ ʩʫʙôʻʢʪʽʚ ʥʘʚʯʘʣʴʥʦʛʦ 
ʧʨʦʮʝʩʫ 

1.7. ʈʝʬʣʝʢʩʽʷ ʧʨʦʝʢʪʫʚʘʥʥʷ 

                  ʈʠʩ. 1.2. ʇʨʦʮʝʜʫʨʥʠʡ ʧʽʜʭʽʜ ʧʨʦʝʢʪʫʚʘʥʥʷ ʍʆʅʉ ɿʅɿ 
ʂʝʨʽʚʥʠʢ ʰʢʦʣʠ ð ʮʝ, ʥʘʩʘʤʧʝʨʝʜ, ʚʠʩʦʢʦʤʧʝʪʝʥʪʥʘ ʣʶʜʠʥʘ, 

ʷʢʘ ʟʜʽʡʩʥʶʻ ʫʧʨʘʚʣʽʥʥʷ ʰʢʦʣʦʶ ʥʘ ʥʘʫʢʦʚʽʡ ʦʩʥʦʚʽ.  
ɺʥ̔ ʫʤʽʻ: ʩʪʘʚʠʪʠ ʘʢʪʫʘʣʴʥʽ ʟʘʚʜʘʥʥʷ ʧʝʨʝʜ ʢʦʣʝʢʪʠʚʦʤ, 

ʨʘʜʠʪʠʩʷ ʟ ʫʯʠʪʝʣʷʤʠ, ʦʙ'ʻʜʥʫʚʘʪʠ ʾʭ, 
ʩʪʚʦʨʶʚʘʪʠ ʪʚʦʨʯʫ ʘʪʤʦʩʬʝʨʫ ʪʘ ʩʧʨʠʷʪʣʠʚʠʡ ʧʩʠʭʦʣʦʛʽʯʥʠʡ ʢʣʽʤʘʪ, 
ʦʨʛʘʥʽʟʦʚʫʚʘʪʠ ʮʽʢʘʚʝ ʧʦʚʥʦʮʽʥʥʝ ʞʠʪʪʷ ʫʯʥʽʚʩʴʢʦʛʦ ʢʦʣʝʢʪʠʚʫ, 
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ʟʘʧʨʦʚʘʜʞʫʚʘʪʠ ʧʝʨʝʜʦʚʠʡ ʧʝʜʘʛʦʛʽʯʥʠʡ ʜʦʩʚʽʜ, ʜʦʚʽʨʷʪʠ ʚʯʠʪʝʣʷʤ, 
ʧʦʧʝʨʝʜʞʘʪʠ ʽ ʨʦʟʚ'ʷʟʫʚʘʪʠ ʢʦʥʬʣʽʢʪʠ. ʂʝʨʽʚʥʠʢ ʰʢʦʣʠ ʧʦʚʠʥʝʥ 
ʛʘʨʤʦʥʽʡʥʦ ʧʦʻʜʥʫʚʘʪʠ ʚ ʩʦʙʽ ʷʢʦʩʪʽ ʘʜʤʽʥʽʩʪʨʘʪʦʨʘ ʽ ʢʦʣʝʢʪʠʚʽʩʪʘ, 
ʜʽʣʦʚʠʪʽʩʪʴ ʽ ʣʶʜʷʥʽʩʪʴ.  

ɿʘʚʜʘʥʥʷ ʢʝʨʽʚʥʠʢʘ ʧʦʣʷʛʘʶʪʴ ʫ ʟʜʽʡʩʥʝʥʥʽ ʢʦʥʪʨʦʣʶ ʟʘ 
ʨʦʙʦʪʦʶ ʢʦʣʝʢʪʠʚʫ, ʧʽʜʚʠʱʝʥʥʽ ʢʚʘʣʽʬʽʢʘʮʽʾ ʧʝʜʘʛʦʛʽʯʥʠʭ ʧʨʘʮʽʚʥʠʢʽʚ, 

ʦʨʛʘʥʽʟʘʮʽʾ ʥʘʚʯʘʣʴʥʦ-ʚʠʭʦʚʥʦʛʦ ʧʨʦʮʝʩʫ ʽ ʚʠʭʦʚʥʦʾ ʨʦʙʦʪʠ ½ ʾʭ 
ʚʠʟʥʘʯʝʥʦ ʩʣʫʞʙʦʚʠʤʠ ʦʙʦʚôʷʟʢʘʤʠ ʪʘ ʭʘʨʘʢʪʝʨʦʤ ʫʧʨʘʚʣʽʥʩʴʢʦʾ 
ʜʽʷʣʴʥʦʩʪʽ. 

ɽʬʝʢʪʠʚʥʠʡ ʢʝʨʽʚʥʠʢ ʧʦʚʠʥʝʥ: 
ï ʙʨʘʪʠ ʥʘ ʩʝʙʝ ʚʽʜʧʦʚʽʜʘʣʴʥʽʩʪʴ, 
ï ʧʨʠʡʤʘʪʠ ʨʽʰʝʥʥʷ,  
ï ʙʫʪʠ ʢʦʤʫʥʽʢʘʙʝʣʴʥʠʤ,  
ï ʤʘʪʠ ʚʧʣʠʚ  ̔ʚʤʽʪʠ ʧʨʘʮʶʚʘʪʠ ʟ ʢʦʣʝʢʪʠʚʦʤ,  
ï ʚʦʣʦʜʽʪʠ ʘʜʤʽʥʽʩʪʨʘʪʠʚʥʠʤʠ ʥʘʚʠʯʢʘʤʠ; 
ï ʚʽʜʧʦʚʽʜʘʪʠ ʟʘ ʝʬʝʢʪʠʚʥʽʩʪʴ ʥʘʚʯʘʣʴʥʦ-ʚʠʭʦʚʥʦʛʦ ʧʨʦʮʝʩʫ, 
ï ʛʝʥʝʨʫʚʘʪʠ ʽʜʝʾ,  
ï ʜʝʣʝʛʫʚʘʪʠ ʧʦʚʥʦʚʘʞʝʥʥʷ, 
ï ʩʧʨʠʷʪʠ ʚʧʨʦʚʘʜʞʝʥʥʶ ʥʦʚʠʭ ʤʝʪʦʜʠʢ ʥʘʚʯʘʥʥʷ ʪʦʱʦ.  
ʄʝʪʦʜʠʢʘ ʧʨʦʝʢʪʫʚʘʥʥʷ ʭʤʘʨʦ ʦʨʽʻʥʪʦʚʘʥʦʛʦ ʥʘʚʯʘʣʴʥʦʛʦ 

ʩʝʨʝʜʦʚʠʱʘ ʥʘ ʨʽʚʥʽ ʢʝʨʽʚʥʠʢʽʚ ʟʘʛʘʣʴʥʦʦʩʚʽʪʥʽʭ ʥʘʚʯʘʣʴʥʠʭ ʟʘʢʣʘʜʽʚ 
ʦʭʦʧʣʶʻ ʩʽʤ ʝʪʘʧʽʚ. 

ɽʪʘʧ 1.1. ʦʭʦʧʣʶʻ ʚʠʢʦʥʘʥʥʷ ʥʘʩʪʫʧʥʠʭ ʧʨʦʮʝʜʫʨ: 
ï ʧʦʟʥʘʡʦʤʠʪʠʩʷ ʟ ʪʝʥʜʝʥʮʽʷʤʠ ʨʦʟʚʠʪʢʫ ʟʘʛʘʣʴʥʦʾ ʩʝʨʝʜʥʴʦʾ 
ʦʩʚʽʪʠ ʍʍɯ ʩʪ.; 
ï ʧʨʦʡʪʠ ʦʟʥʘʡʦʤʣʶʚʘʣʴʥʠʡ ʪʨʝʥʽʥʛ ʟ ʚʠʢʦʨʠʩʪʘʥʥʷ 
ʤʦʞʣʠʚʦʩʪʝʡ ʭʤʘʨʦ ʦʨʽʻʥʪʦʚʘʥʦʛʦ ʥʘʚʯʘʣʴʥʦʛʦ ʩʝʨʝʜʦʚʠʱʘ ʜʣʷ 
ʨʝʘʣʽʟʘʮʽʾ ʥʘʚʯʘʣʴʥʦʾ ʤʦʙʽʣʴʥʦʩʪʽ, ʢʦʤʫʥʽʢʘʮʽʾ, ʩʧʽʚʧʨʘʮʽ ʪʘ 
ʢʦʦʧʝʨʘʮʽʾ (Office 365); 
ï ʧʦʟʥʘʡʦʤʠʪʠʩʷ ʟ ʜʦʩʚʽʜʦʤ ʚʠʢʦʨʠʩʪʘʥʥʷ ʍʆʅʉ ʚ ɿʅɿ ʋʢʨʘʾʥʠ. 

ɺʠʢʦʥʘʥʥʷ ʧʨʦʮʝʜʫʨ ʟʜʽʡʩʥʶʻʪʴʩʷ ʟʘ ʜʦʧʦʤʦʛʠ ʚʠʚʯʝʥʥʷ 

ʥʦʨʤʘʪʠʚʥʦ-ʧʨʘʚʦʚʠʭ ʜʦʢʫʤʝʥʪʽʚ, ʱʦ ʨʝʛʣʘʤʝʥʪʫʶʪʴ ʥʘʧʨʷʤʠ 
ʨʦʟʚʠʪʢʫ ʩʝʨʝʜʥʴʦʾ ʦʩʚʽʪʠ ʚ ʋʢʨʘʾʥʽ, ʦʟʥʘʡʦʤʣʝʥʥʷ ʟ ʪʝʥʜʝʥʮʽʷʤʠ 
ʨʦʟʚʠʪʢʫ ʩʝʨʝʜʥʴʦʾ ʦʩʚʽʪʠ ʽʥʰʠʭ ʢʨʘʾʥ, ʧʝʨʝʛʣʷʜʫ ʜʘʥʠʭ, ʱʦ 
ʜʨʫʢʫʶʪʴʩʷ ʚ ʝʣʝʢʪʨʦʥʥʠʭ ʘʙʦ ʜʨʫʢʦʚʘʥʠʭ ʚʠʜʘʥʥʷʭ. ʅʘʧʨʠʢʣʘʜ, 
çɯʥʬʦʨʤʘʮʽʡʥʽ ʪʝʭʥʦʣʦʛʽʾ ʪʘ ʟʘʩʦʙʠ ʥʘʚʯʘʥʥʷè 
(www.journal.iitta.gov.ua) ʘʙʦ ʜʨʫʢʦʚʘʥʠʭ ʞʫʨʥʘʣʘʭ çʂʦʤʧôʶʪʝʨ ʫ 
ʰʢʦʣʽ ʪʘ ʩʽʤôʾè, çɼʦʚʽʜʥʠʢ ʜʠʨʝʢʪʦʨʘ ʰʢʦʣʠè.  

ʆʟʥʘʡʦʤʣʶʚʘʣʴʥʽ ʪʨʝʥʽʥʛʠ ʤʦʞʥʘ ʷʢ ʚʽʜʚʽʜʘʪʠ ʚ ʢʦʤʧʘʥʽʾ 
Microsoft ʋʢʨʘʾʥʘ (ʱʦʨʽʯʥʽ), ʪʘʢ ʽ ʟʘʣʫʯʠʪʠ ʾʭʥʽʭ ʩʧʝʮʽʘʣʽʩʪʽʚ ʜʣʷ 
ʜʝʤʦʥʩʪʨʘʮʽʾ ʦʩʥʦʚʥʠʭ ʤʦʞʣʠʚʦʩʪʝʡ Office365 ʥʘ ʙʘʟʽ ʢʦʥʢʨʝʪʥʦʾ 
ʰʢʦʣʠ. ʄʦʞʥʘ ʽ ʩʘʤʦʩʪʽʡʥʦ ʧʝʨʝʛʣʷʥʫʪʠ ʚʽʜʝʦ ʘʙʦ ʧʨʝʟʝʥʪʘʮʽʾ ʥʘ   
www.youtube.com ʘʙʦ ʚ ʤʝʨʝʞʽ çʇʘʨʪʥʝʨʩʪʚʦ ʫ ʥʘʚʯʘʥʥʽè (www.pil-
network.com). 
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ɼʦʨʝʯʥʦ ʚʠʚʯʠʪʠ ʜʦʩʚʽʜ ʧʝʨʝʜʦʚʠʭ ʰʢʽʣ ʋʢʨʘʾʥʠ, ʷʢʽ ʚʞʝ ʧʝʚʥʠʡ 
ʯʘʩ ʧʨʘʮʶʶʪʴ ʟ̔ ʭʤʘʨʦ ʦʨʽʻʥʪʦʚʘʥʠʤʠ ʥʘʚʯʘʣʴʥʠʤʠ ʩʝʨʝʜʦʚʠʱʘʤʠ. 
ʊʘʢʝ ʩʧʽʣʢʫʚʘʥʥʷ ʤʦʞʝ ʨʦʟʢʨʠʪʠ ʜʦʜʘʪʢʦʚʽ ʤʦʞʣʠʚʦʩʪʽ ʍʆʅʉ, ʷʢʽ ʥʘ 
ʧʝʨʰʠʡ ʧʦʛʣʷʜ ʥʝ ʻ ʦʯʝʚʠʜʥʠʤʠ. ɿʥʘʡʪʠ ʪʘʢʽ ʰʢʦʣʠ ʤʦʞʥʘ ʚ ʜʦʜʘʪʢʫ 
ʜʦ ʅʘʢʘʟʫ ʄʆʅ ʋʢʨʘʾʥʠ ʚʽʜ 21.05.2014 ˉ629 (ʇʨʦ ʧʨʦʚʝʜʝʥʥʷ 
ʝʢʩʧʝʨʠʤʝʥʪʘʣʴʥʦʾ ʨʦʙʦʪʠ ʟʘ ʧʨʦʝʢʪʦʤ çʍʤʘʨʥʽ ʩʝʨʚʽʩʠ ʚ ʦʩʚʽʪʽè). 

ɽʪʘʧ 1.2 ʦʭʦʧʣʶʻ ʚʠʢʦʥʘʥʥʷ ʪʘʢʠʭ ʧʨʦʮʝʜʫʨ: 
ï ʢʦʥʢʨʝʪʠʟʘʮʽʶ ʥʘʚʯʘʣʴʥʠʭ ʘʙʦ ʦʩʚʽʪʥʽʭ ʮʽʣʝʡ ʱʦʜʦ ʧʨʦʝʢʪʫʚʘʥʥʷ; 
ï ʘʥʘʣʽʟ ʙʘʟʦʚʠʭ ʤʦʜʝʣʝʡ ʍʆʅʉ;  
ï ʚʽʜʙʽʨ ʢʦʤʧʦʥʝʥʪʽʚ.  

ɺʠʢʦʥʘʥʥʷ ʧʨʦʮʝʜʫʨ ʟʜʽʡʩʥʶʻʪʴʩʷ ʟʘ ʜʦʧʦʤʦʛʠ ʧʨʦʚʝʜʝʥʥʷ 
ʥʘʨʘʜʠ ʟ ʟʘʩʪʫʧʥʠʢʘʤʠ ʜʠʨʝʢʪʦʨʘ ʥʘ ʧʨʝʜʤʝʪ ʫʜʦʩʢʦʥʘʣʝʥʥʷ 
ʥʘʚʯʘʣʴʥʦʾ, ʚʠʭʦʚʥʦʾ, ʦʨʛʘʥʽʟʘʮʽʡʥʦʾ ʨʦʙʦʪʠ ʚ ʥʘʚʯʘʣʴʥʦʤʫ ʟʘʢʣʘʜʽ, 
ʟôʷʩʫʚʘʪʠ ʧʦʪʦʯʥʽ, ʛʣʦʙʘʣʴʥʽ ʧʨʦʙʣʝʤʠ, ʱʦ ʾʭ ʤʦʞʥʘ ʚʠʨʽʰʠʪʠ ʟʘ 
ʜʦʧʦʤʦʛʠ ʍʆʅʉ, ʚʠʟʥʘʯʠʪʠ ʧʝʨʩʧʝʢʪʠʚʥʽ ʥʘʧʨʷʤʠ ʨʦʟʚʠʪʢʫ 
ʥʘʚʯʘʣʴʥʦʛʦ ʟʘʢʣʘʜʫ, ʘ ʩʘʤʝ ʫʯʘʩʪʴ ʫ ʨʝʛʽʦʥʘʣʴʥʠʭ  ̔ʤʽʞʥʘʨʦʜʥʠʭ 
ʧʨʦʝʢʪʘʭ, ʦʨʛʘʥʽʟʘʮʽʷ ʜʠʩʪʘʥʮʽʡʥʦʛʦ ʥʘʚʯʘʥʥʷ, ʧʽʜʪʨʠʤʫʚʘʥʥʷ 
ʦʙʜʘʨʦʚʘʥʠʭ ʫʯʥʽʚ, ʚʠʨʽʰʝʥʥʷ ʧʠʪʘʥʴ ʟ ʦʨʛʘʥʽʟʘʮʽʾ ʥʘʚʯʘʥʥʷ ʫʯʥʽʚ ʟ 
ʦʩʦʙʣʠʚʠʤʠ ʧʦʪʨʝʙʘʤʠ ʘʙʦ ʟ ʪʘʢʠʤʠ, ʷʢʽ ʟʜʽʡʩʥʶʶʪʴ ʩʪʘʞʫʚʘʥʥʷ ʟʘ 
ʢʦʨʜʦʥʦʤ. 

ɿôʷʩʫʚʘʪʠ ʤʝʪʫ ʚʧʨʦʚʘʜʞʝʥʥʷ ʍʆʅʉ ʫ ʢʦʥʢʨʝʪʥʦʤʫ 
ʥʘʚʯʘʣʴʥʦʤʫ ʟʘʢʣʘʜʽ. ʎʝ ʤʦʞʝ ʙʫʪʠ: 
ï ʩʪʚʦʨʝʥʥʷ ʩʠʩʪʝʤʠ ʧʦʚʩʶʜʥʦʛʦ ʜʦʩʪʫʧʫ ʫʯʥʽʚ ʜʦ ʥʘʚʯʘʣʴʥʠʭ 
ʨʝʩʫʨʩʽʚ, 
ï ʩʪʚʦʨʝʥʥʷ ʩʠʩʪʝʤʠ ʥʘʚʯʘʣʴʥʦʾ ʤʦʙʽʣʴʥʦʩʪʽ ʚʩʽʭ ʫʯʘʩʥʠʢʽʚ 
ʥʘʚʯʘʣʴʥʦʛʦ ʧʨʦʮʝʩʫ, 
ï ʩʪʚʦʨʝʥʥʷ ʩʠʩʪʝʤʠ ʧʽʜʪʨʠʤʫʚʘʥʥʷ ʦʙʜʘʨʦʚʘʥʠʭ ʫʯʥʽʚ, 
ï ʩʪʚʦʨʝʥʥʷ ʩʠʩʪʝʤʠ ʨʦʙʦʪʠ ʟ ʙʘʪʴʢʘʤʠ ʫʯʥʽʚ (ʚʯʘʩʥʝ 
ʽʥʬʦʨʤʫʚʘʥʥʷ), 
ï ʩʪʚʦʨʝʥʥʷ ʩʠʩʪʝʤʠ ʜʠʩʪʘʥʮʽʡʥʦʛʦ ʥʘʚʯʘʥʥʷ ʜʣʷ ʫʯʥʽʚ, ʱʦ 
ʧʨʦʭʦʜʷʪʴ ʩʪʘʞʫʚʘʥʥʷ ʟʘ ʢʦʨʜʦʥʦʤ, 
ï ʨʝʘʣʽʟʘʮʽʷ ʨʝʛʽʦʥʘʣʴʥʦʾ ʪʘ ʤʽʞʥʘʨʦʜʥʦʾ ʧʨʦʝʢʪʥʦʾ ʜʽʷʣʴʥʦʩʪʽ ʚ 
ʥʘʚʯʘʣʴʥʦʤʫ ʟʘʢʣʘʜʽ,   
ï ʟʘʙʝʟʧʝʯʝʥʥʷ ʨʽʚʥʦʛʦ ʜʦʩʪʫʧʫ ʫʯʥʽʚ ʟ ʦʩʦʙʣʠʚʠʤʠ ʧʦʪʨʝʙʘʤʠ 
ʜʦ ʘʢʪʠʚʥʦʛʦ ʥʘʚʯʘʥʥʷ, 
ï ʟʘʙʝʟʧʝʯʝʥʥʷ ʨʦʙʦʪʠ ʤʝʪʦʜʠʯʥʠʭ ʦʙôʻʜʥʘʥʴ ʫʯʠʪʝʣʽʚ, 
ï ʨʝʘʣʽʟʘʮʽʷ ʪʝʭʥʦʣʦʛʽʾ ʥʘʚʯʘʥʥʷ çʧʝʨʝʚʝʨʥʫʪʠʡ ʢʣʘʩè ʪʦʱʦ. 

ɺʽʜʧʦʚʽʜʥʦ ʦʙʨʘʥʦʾ ʤʝʪʠ ʥʝʦʙʭʽʜʥʦ ʟʜʽʡʩʥʠʪʠ ʘʥʘʣʽʟ ʪʘʢʠʭ 
ʙʘʟʦʚʠʭ ʤʦʜʝʣʝʡ, ʷʢ çʫʯʝʥʴè, çʚʯʠʪʝʣʴè, çʰʢʦʣʘè ʪʦʱʦ. ɺʽʜʽʙʨʘʪʠ 
ʢʦʤʧʦʥʝʥʪʠ ʟ ʢʦʞʥʦ ʾ ʤʦʜʝʣʽ, ʱʦ ʜʦʧʦʤʦʞʫʪʴ ʫ ʨʝʘʣʽʟʘʮʽʾ  
ʧʦʩʪʘʚʣʝʥʦʾ ʤʝʪʠ ʚʠʢʦʨʠʩʪʘʥʥʷ ʍʆʅʉ ʥʘ ʝʪʘʧʽ ʨʦʟʚʠʪʢʫ ʰʢʦʣʠ. 
ɺʠʟʥʘʯʠʪʠ ʢʦʤʧʦʥʝʥʪʠ ʜʣʷ ʽʥʜʠʚʽʜʫʘʣʴʥʦʛʦ, ʩʧʽʣʴʥʦʛʦ ʪʘ 
ʧʨʝʜʤʝʪʥʦʛʦ ʚʠʢʦʨʠʩʪʘʥʥʷ. 
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ɽʪʘʧ 1.3 ʦʭʦʧʣʶʻ ʧʨʦʮʝʜʫʨʫ ʨʦʟʨʦʙʣʝʥʥʷ ʽʜʝʾ (ʢʦʥʮʝʧʮʽʾ) 
ʥʦʚʦʛʦ ʥʘʚʯʘʣʴʥʦʛʦ ʩʝʨʝʜʦʚʠʱʘ. 

ɺʠʢʦʥʘʥʥʷ ʧʨʦʮʝʜʫʨʠ ʟʜʽʡʩʥʶʻʪʴʩʷ ʥʘ ʧʽʜʩʪʘʚʽ ʪʚʦʨʯʦʾ ʨʦʙʦʪʠ 
ʢʝʨʽʚʥʠʢʽʚ ʥʘʚʯʘʣʴʥʦʛʦ ʟʘʢʣʘʜʫ (ʜʠʨʝʢʪʦʨʘ ʪʘ ʟʘʩʪʫʧʥʠʢʽʚ 
ʜʠʨʝʢʪʦʨʘ). ʂʦʥʮʝʧʮʽʷ ʤʘʻ ʧʝʨʝʜʙʘʯʘʪʠ ʪʘʢʽ ʨʦʟʜʽʣʠ: 
ï ʟʘʛʘʣʴʥʽ ʧʦʣʦʞʝʥʥʷ. ʋ ʮʴʦʤʫ ʨʦʟʜʽʣʽ ʩʣʽʜ ʧʝʨʝʣʽʯʠʪʠ ʦʩʥʦʚʥʽ 

ʟʘʢʦʥʠ ʥʘ ʧʽʜʩʪʘʚʽ ʷʢʠʭ ʬʫʥʢʮʽʦʥʫʻ ʥʘʚʯʘʣʴʥʠʡ ʟʘʢʣʘʜ, ʦʩʥʦʚʥʽ 
ʧʦʣʦʞʝʥʥʷ ʉʪʘʪʫʪʫ ʥʘʚʯʘʣʴʥʦʛʦ ʟʘʢʣʘʜʫ, ʚʠʟʥʘʯʠʪʠ ʧʨʦʙʣʝʤʠ ʪʘ 
ʦʢʨʝʩʣʠʪʠ ʧʝʨʩʧʝʢʪʠʚʠ ʨʦʟʚʠʪʢʫ ɿʅɿ ʫ ʍʍɯ ʩʪ.; 
ï ʤʝʪʘ, ʟʘʚʜʘʥʥʷ ʪʘ ʧʨʠʥʮʠʧʠ ʨʦʟʙʫʜʦʚʠ ʍʆʅʉ. ʎʝʡ ʨʦʟʜʽʣ 

ʨʦʟʢʨʠʚʘʻ ʤʝʪʫ  ʚʧʨʦʚʘʜʞʝʥʥʷ ʍʆʅʉ, ʱʦ ʤʘʻ ʽʥʪʝʛʨʫʚʘʪʠʩʷ ʜʣʷ 
ʨʦʟʚʠʪʢʫ ʦʩʚʽʪʠ ʋʢʨʘʾʥʠ, ʧʨʦʧʠʩʫʶʪʴʩʷ ʦʩʥʦʚʥʽ ʥʘʧʨʷʤʠ 
ʚʠʢʦʨʠʩʪʘʥʥʷ ʍʆʅʉ ʫ ʢʦʥʢʨʝʪʥʦʤʫ ʥʘʚʯʘʣʴʥʦʤʫ ʟʘʢʣʘʜʽ, 
ʧʝʨʝʣʽʯʫʶʪʴʩʷ ʚʽʜʧʦʚʽʜʘʣʴʥʽ ʟʘ ʢʦʦʨʜʠʥʘʮʽʶ, ʘʜʤʽʥʽʩʪʨʫʚʘʥʥʷ ʪʘ 
ʨʦʟʚʠʪʦʢ ʟʤʽʩʪʦʚʦʾ ʢʦʤʧʦʥʝʥʪʠ ʍʆʅʉ, ʧʨʦʧʠʩʫʶʪʴʩʷ ʟʘʚʜʘʥʥʷ, ʱʦ 
ʦʭʦʧʣʶʶʪʴ ʚʠʟʥʘʯʝʥʽ ʥʘʧʨʷʤʠ ʨʦʙʦʪʠ ʟʘ ʜʦʧʦʤʦʛʠ ʍʆʅʉ, ʜʝʪʘʣʴʥʦ 
ʨʦʟʢʨʠʚʘʶʪʴʩʷ ʤʦʞʣʠʚʦʩʪʽ ʜʣʷ ʢʦʞʥʦʾ ʢʘʪʝʛʦʨʽʾ ʩʫʙôʻʢʪʽʚ ʥʘʚʯʘʥʥʷ 
(ʢʝʨʽʚʥʠʢʽʚ, ʫʯʠʪʝʣʽʚ, ʫʯʥʽʚ, ʙʘʪʴʢʽʚ) ʪʘ ʫʟʘʛʘʣʴʥʶʶʪʴʩʷ ʧʨʠʥʮʠʧʠ 
ʨʦʟʚʠʪʢʫ ʍʆʅʉ, ʦʧʠʩʫʻʪʴʩʷ ʧʨʦʮʝʜʫʨʘ ʟʜʽʡʩʥʝʥʥʷ ʢʦʥʪʨʦʣʶ ʷʢʦʩʪʽ 
ʦʩʚʽʪʠ, ʤʦʥʽʪʦʨʠʥʛ ʧʽʜʚʠʱʝʥʥʷ ɯʂʊïʢʦʤʧʝʪʝʥʪʥʦʩʪʽ ʚʯʠʪʝʣʽʚ ʪʘ ʫʯʥʽʚ 
ʪʦʱʦ; 
ï ʦʯʽʢʫʚʘʥʽ ʨʝʟʫʣʴʪʘʪʠ. ʋ ʨʦʟʜʽʣʽ ʤʘʶʪʴ ʙʫʪʠ ʩʬʦʨʤʦʚʘʥʽ 

ʥʘʚʯʘʣʴʥʽ ʪʘ ʦʨʛʘʥʽʟʘʮʽʡʥʽ ʦʯʽʢʫʚʘʥʥʷ ʢʝʨʽʚʥʠʢʽʚ ʥʘʚʯʘʣʴʥʦʛʦ 
ʟʘʢʣʘʜʫ, ʫ ʨʘʟʽ ʧʦʟʠʪʠʚʥʦʛʦ ʚʠʢʦʨʠʩʪʘʥʥʷ ʍʆʅʉ.  

ɼʦʨʝʯʥʦ ʦʙʛʦʚʦʨʠʪʠ ʩʪʚʦʨʝʥʫ ʢʦʥʮʝʧʮʽʶ ʪʘ ʟʘʪʚʝʨʜʠʪʠ ʾʾ ʥʘ 
ʧʝʜʘʛʦʛʽʯʥʽʡ ʨʘʜʽ ʧʨʘʮʽʚʥʠʢʽʚ ʰʢʦʣʠ. 

ɽʪʘʧ 1.4 ʦʭʦʧʣʶʻ ʚʠʢʦʥʘʥʥʷ ʪʘʢʠʭ ʧʨʦʮʝʜʫʨ: 
ï ʧʦʰʫʢ ʩʪʨʫʢʪʫʨʥʠʭ ʦʙôʻʢʪʽʚ, ʜʦʜʘʪʢʦʚʠʭ ʢʦʤʧʦʥʝʥʪʽʚ  ̔ʩʝʨʚʽʩʽʚ ʜʣʷ 
ʨʝʘʣʽʟʘʮʽʾ ʥʘʚʯʘʣʴʥʠʭ ʮʽʣʝʡ; 

ï ʦʮʽʥʶʚʘʥʥʷ ʢʦʞʥʦʛʦ ʦʙôʻʢʪʘ, ʢʦʤʧʦʥʝʥʪʘ, ʚʠʙʦʨʫ ʧʝʜʘʛʦʛʽʯʥʦ 
ʚʠʚʘʞʝʥʠʭ ʦʙôʻʢʪʽʚ ʩʪʨʫʢʪʫʨʠ ʍʆʅʉ.  
ɺʠʢʦʥʘʥʥʷ ʧʨʦʮʝʜʫʨ ʩʧʨʷʤʦʚʘʥʦ ʥʘ ʚʠʟʥʘʯʝʥʥʷ ʢʣʶʯʦʚʠʭ 

ʩʝʨʚʽʩʽʚ ʟ ʤʝʪʦʶ ʚʠʢʦʨʠʩʪʘʥʥʷ ʪʘ ʽʥʪʝʛʨʘʮʽʾ ʜʦ ʍʆʅʉ. ɯʥʪʝʛʨʘʮʽ ̫
ʛʦʪʦʚʠʭ ʧʨʦʛʨʘʤʥʠʭ ʨʽʰʝʥʴ ʜʣʷ ʚʜʦʩʢʦʥʘʣʝʥʥʷ 

ʧʝʜʘʛʦʛʽʯʥʦ-ʦʨʛʘʥʽʟʘʮʽʡʥʦʾ ʨʦʙʦʪʠ ʤʦʞʝ ʙʫʪʠ ʨʝʘʣʽʟʦʚʘʥʘ ʟʘʩʦʙʘʤʠ 
ʧʦʩʠʣʘʥʴ ʥʘ ʚʽʜʦʤʽ  ʧʦʨʪʘʣʠ: ʑʦʜʝʥʥʠʢ.ua, ʆʮʽʥʢʘ, Netʐʢʦʣʘ, 

Expertus, ʘʙʦ ʨʽʟʥʦʤʘʥʽʪʥʝ ʧʨʦʛʨʘʤʥʝ ʟʘʙʝʟʧʝʯʝʥʥʷ ɺʝʙ-2.0, ʷʢʠʤʠ 

ʢʦʨʠʩʪʫʻʪʴʩʷ ʙʽʣʴʰʽʩʪʴ ʫʯʠʪʝʣʽʚ ʰʢʦʣʠ, ʩʧʝʮʽʘʣʴʥʝ ʦʥ-ʣʘʡʥʦʚʝ 
ʧʨʦʛʨʘʤʥʝ ʟʘʙʝʟʧʝʯʝʥʥʷ ʪʘʢʝ, ʷʢ GeoGebra ʪʘ ʽʥ. ɿ ʤʝʪʦʶ 
ʧʝʜʘʛʦʛʽʯʥʦ ʚʠʚʘʞʝʥʦʛʦ ʚʠʢʦʨʠʩʪʘʥʥʷ Office365 ʤʘʶʪʴ ʙʫʪʠ 
ʫʟʛʦʜʞʝʥʽ ʧʠʪʘʥʥʷ ʱʦʜʦ ʚʝʜʝʥʥʷ ʙʣʦʛʽʚ (ʧʝʨʩʦʥʘʣʴʥʠʭ, ʢʦʣʝʢʪʠʚʥʠʭ, 
ʪʝʤʘʪʠʯʥʠʭ), ʚʠʢʦʨʠʩʪʘʥʥʷ ʩʦʮʽʘʣʴʥʦʾ ʤʝʨʝʞʽ Yammer ʫʯʥʷʤʠ 
ʰʢʦʣʠ, ʬʦʨʤʫʚʘʥʥʷ ʩʘʡʪʽʚ ʢʣʘʩʽʚ, ʫʯʠʪʝʣʽʚ, ʚʠʟʥʘʯʝʥʥʷ 
ʚʽʜʧʦʚʽʜʘʣʴʥʦʾ ʦʩʦʙʠ ʟʘ ʤʦʥʽʪʦʨʠʥʛ ʩʘʡʪʽʚ ʪʦʱʦ. 
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ɺʘʞʣʠʚʦʶ ʧʨʦʮʝʜʫʨʦʶ ʻ ʫʟʛʦʜʞʝʥʥʷ ʟʤʽʩʪʦʚʦʾ ʩʢʣʘʜʦʚʦʾ ʍʆʅʉ. 
ʄʘʻ ʙʫʪʠ ʚʠʟʥʘʯʝʥʦ ʪʝʭʥʦʣʦʛʽʶ ʥʘʧʦʚʥʶʚʘʥʥʷ ʍʆʅʉ 

ʥʘʚʯʘʣʴʥʦ-ʤʝʪʦʜʠʯʥʠʤʠ, ʜʠʜʘʢʪʠʯʥʠʤʠ ʤʘʪʝʨʽʘʣʘʤʠ ʪʘ ʥʘʜʘʥʥʷ 

ʜʦʩʪʫʧʫ ʚʩʽʤ ʫʯʘʩʥʠʢʘʤ ʥʘʚʯʘʣʴʥʦ-ʚʠʭʦʚʥʦʛʦ ʧʨʦʮʝʩʫ ʚʽʜʧʦʚʽʜʥʦ ʜʦ 
ʧʦʪʦʯʥʠʭ ʧʦʪʨʝʙ ʪʘ ʘʢʪʫʘʣʴʥʠʭ ʟʘʚʜʘʥʴ ʥʘʚʯʘʥʥʷ.  

ɿ ʨʦʟʚʠʪʢʦʤ ʽ ʧʦʩʠʣʝʥʥʷʤ ʩʝʨʚʽʩʥʦʾ ʩʢʣʘʜʦʚʦʾ ʩʧʦʩʪʝʨʽʛʘʻʪʴʩʷ 
ʪʝʥʜʝʥʮʽʷ ʜʦ ʬʦʨʤʫʚʘʥʥʷ ʧʦʨʪʘʣʽʚ ʝʣʝʢʪʨʦʥʥʠʭ ʦʩʚʽʪʥʽʭ ʨʝʩʫʨʩʽʚ. 
ʊʦʤʫ, ʦʜʥʠʤ ʽʟ ʧʝʨʰʦʯʝʨʛʦʚʠʭ ʟʘʚʜʘʥʴ ʻ ʦʨʛʘʥʽʟʘʮʽʷ ʜʦʩʪʫʧʫ 
ʚʯʠʪʝʣʽʚ ʪʘ ʫʯʥʽʚ ʜʦ ɼʝʧʦʟʠʪʘʨʽʶ ʥʘʚʯʘʣʴʥʦʛʦ ʢʦʥʪʝʥʪʫ 
(http://ua.lokando.com/start.php). 

ɽʪʘʧ 1.5 ʧʨʦʝʢʪʫʚʘʥʥʷ ʦʭʦʧʣʶʻ ʨʦʟʨʦʙʣʝʥʥʷ ʟʘʚʜʘʥʴ 
(ʦʨʛʘʥʽʟʘʮʽʡʥʠʭ ʟʘʭʦʜʽʚ ʪʘ ʥʦʨʤʘʪʠʚʥʠʭ ʜʦʢʫʤʝʥʪʽʚ). 

ʈʦʟʨʦʙʣʝʥʥʷ ʦʨʛʘʥʽʟʘʮʽʡʥʠʭ ʟʘʭʦʜʽʚ.  
ï ɺʠʟʥʘʯʠʪʠ ʩʪʘʥ ʟʘʙʝʟʧʝʯʝʥʥʷ ʥʘʚʯʘʣʴʥʦʛʦ ʟʘʢʣʘʜʫ 
ʢʦʤʧôʶʪʝʨʥʦʶ ʪʝʭʥʽʢʦʶ. ʉʧʣʘʥʫʚʘʪʠ ʧʝʨʩʧʝʢʪʠʚʠ ʦʥʦʚʣʝʥʥʷ. 
ï ɺʠʟʥʘʯʠʪʠ ʩʪʘʥ ʧʨʠʻʜʥʘʥʥʷ ʥʘʚʯʘʣʴʥʦʛʦ ʟʘʢʣʘʜʫ ʜʦ ʤʝʨʝʞʽ 
ɯʥʪʝʨʥʝʪ (ʧʨʦʚʘʡʜʝʨ, ʰʚʠʜʢʽʩʪʴ, ʷʢʽʩʪʴ). 
ï ɼʦʚʝʩʪʠ ʜʦ ʚʽʜʦʤʘ ʚʩʴʦʛʦ ʧʝʜʘʛʦʛʽʯʥʦʛʦ ʢʦʣʝʢʪʠʚʫ ʰʢʦʣʠ 

ʧʝʨʩʧʝʢʪʠʚʠ ʚʧʨʦʚʘʜʞʝʥʥʷ ʍʆʅʉ ʫ ʥʘʚʯʘʣʴʥʦ-ʚʠʭʦʚʥʠʡ ʧʨʦʮʝʩ. 
ï ɺʠʟʥʘʯʠʪʠ ʚʘʞʝʣʽ ʤʦʪʠʚʘʮʽʾ ʚʯʠʪʝʣʽʚ ʱʦʜʦ ʚʧʨʦʚʘʜʞʝʥʥʷ 
ʍʆʅʉ ʜʣʷ ʧʽʜʚʠʱʝʥʥʷ ʷʢʦʩʪʽ ʦʩʚʽʪʥʽʭ ʧʦʩʣʫʛ. 
ï ʆʨʛʘʥʽʟʫʚʘʪʠ ʧʨʦʚʝʜʝʥʥʷ ʢʣʘʩʥʠʭ ʛʦʜʠʥ ʫ ʙʘʟʦʚʠʭ ʢʣʘʩʘʭ ʫʯʥʽʚ 
ʟ̔ ʤʝʪʦʶ ʚʠʩʚʽʪʣʝʥʥʷ  ʟʘʧʨʦʚʘʜʞʝʥʥʷ ʽʥʥʦʚʘʮʽʡʥʠʭ ʥʘʚʯʘʣʴʥʠʭ 
ʧʨʦʮʝʩʽʚ. 
ï ʆʨʛʘʥʽʟʫʚʘʪʠ  ̔ ʧʨʦʚʝʩʪʠ ʟʘʛʘʣʴʥʦʰʢʽʣʴʥʽ ʙʘʪʴʢʽʚʩʴʢʽ ʟʙʦʨʠ ʟ 
ʤʝʪʦʶ ʨʦʟôʷʩʥʝʥʥʷ ʥʦʚʦʚʚʝʜʝʥʥʷ ʫ ʥʘʚʯʘʣʴʥʦʤʫ ʟʘʢʣʘʜʽ. 

ɺʠʢʦʥʘʥʥʷ ʧʨʦʮʝʜʫʨ ʟʜʽʡʩʥʶʻʪʴʩʷ ʢʝʨʽʚʥʠʢʘʤʠ ʥʘʚʯʘʣʴʥʦʛʦ 
ʟʘʢʣʘʜʫ ʟ ʤʝʪʦʶ ʩʪʚʦʨʝʥʥʷ ʫʤʦʚ ʜʣʷ ʚʧʨʦʚʘʜʞʝʥʥʷ ʍʆʅʉ ʫ 
ʥʘʚʯʘʣʴʥʦ-ʚʠʭʦʚʥʠʡ ʧʨʦʮʝʩ, ʽʥʬʦʨʤʫʚʘʥʥʷ ʙʘʪʴʢʽʚ ʧʨʦ 
ʚʧʨʦʚʘʜʞʝʥʥʷ ʥʦʚʦʚʚʝʜʝʥʥʷ, ʧʦʣʽʧʰʝʥʥʷ ʤʘʪʝʨʽʘʣʴʥʦ-ʪʝʭʥʽʯʥʦʛʦ 
ʩʪʘʥʫ ʰʢʦʣʠ ʪʘ  ʫʟʛʦʜʞʝʥʥʷ ʧʣʘʥʫ ʧʦʜʘʣʴʰʠʭ ʜʽʡ ʟ ʙʘʪʴʢʽʚʩʴʢʠʤ 
ʢʦʤʽʪʝʪʦʤ, ʧʝʜʘʛʦʛʘʤʠ ʰʢʦʣʠ ʪʘ ʩʧʦʥʩʦʨʘʤʠ. 

ʈʦʟʨʦʙʣʝʥʥʷ ʥʦʨʤʘʪʠʚʥʠʭ ʜʦʢʫʤʝʥʪʽʚ. 
ï ʈʦʟʨʦʙʠʪʠ ʧʣʘʥ ʟʘʭʦʜʽʚ ʱʦʜʦ ʣʽʢʚʽʜʘʮʽʾ ʦʩʥʦʚʥʠʭ ʧʨʦʙʣʝʤ, ʱʦ 
ʧʝʨʝʰʢʦʜʞʘʪʠʤʫʪʴ ʚʧʨʦʚʘʜʞʝʥʥʶ ʍʆʅʉ. 
ï ʇʨʠʟʥʘʯʠʪʠ ʟʘʩʪʫʧʥʠʢʘ ʜʠʨʝʢʪʦʨʘ,  ʚʽʜʧʦʚʽʜʘʣʴʥʦʛʦ ʟʘ 
ʚʧʨʦʚʘʜʞʝʥʥʷ ʍʆʅʉ. 
ï ɿʘʪʚʝʨʜʠʪʠ ʩʢʣʘʜ ʥʘʫʢʦʚʦ-ʤʝʪʦʜʠʯʥʦʾ ʨʘʜʠ ʟ ʟʘʣʫʯʝʥʥʷʤ 
ʧʨʦʚʽʜʥʠʭ ʥʘʫʢʦʚʮʽʚ ʱʦʜʦ ʢʦʦʨʜʠʥʘʮʽʾ ʚʧʨʦʚʘʜʞʝʥʥʷ. 
ï ɿʘʪʚʝʨʜʠʪʠ ʪʚʦʨʯʫ ʛʨʫʧʫ ʚʯʠʪʝʣʽʚ ʜʣʷ ʨʝʘʣʽʟʘʮʽʾ 
ʧʝʨʰʦʯʝʨʛʦʚʠʭ ʟʘʚʜʘʥʴ ʚʧʨʦʚʘʜʞʝʥʥʷ. 

ï ɿʽʙʨʘʪʠ ʜʦʚʽʜʢʠ-ʧʦʛʦʜʞʝʥʥʷ ʧʨʦ ʚʽʜʢʨʠʪʪʷ ʫʯʥʷʤ ʝʣʝʢʪʨʦʥʥʠʭ 
ʩʢʨʠʥʴʦʢ. 
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ï ʈʦʟʨʦʙʣʝʥʥʷ ʦʨʛʘʥʽʟʘʮʽʡʥʠʭ ʟʘʭʦʜʽʚ ʱʦʜʦ ʥʘʚʯʘʥʥʷ ʢʝʨʽʚʥʠʢʽʚ, 
ʫʯʠʪʝʣʽʚ, ʫʯʥʽʚ ʟ̔ ʚʠʢʦʨʠʩʪʘʥʥʷ ʦʩʥʦʚʥʠʭ ʤʦʞʣʠʚʦʩʪʝʡ ʍʆʅʉ. 
ï ʇʽʜʛʦʪʫʚʘʪʠ ʥʘʢʘʟ ʧʦ ʰʢʦʣʽ ʧʨʦ ʚʧʨʦʚʘʜʞʝʥʥʷ ʍʆʅʉ ʟ 
ʚʠʟʥʘʯʝʥʥʷʤ ʢʽʥʮʝʚʦʛʦ ʘʙʦ ʧʨʦʤʽʞʥʦʛʦ ʪʝʨʤʽʥʫ. 
ï ʇʽʜʛʦʪʫʚʘʪʠ ʥʘʢʘʟ ʧʦ ʰʢʦʣʽ ʧʨʦ ʚʽʜʧʦʚʽʜʘʣʴʥʠʭ ʟʘ 
ʚʧʨʦʚʘʜʞʝʥʥʷ ʟʽ ʩʧʠʩʢʦʤ ʫʯʠʪʝʣʽʚ. 
ï ʇʽʜʛʦʪʫʚʘʪʠ ʥʘʢʘʟ ʧʦ ʰʢʦʣʽ ʧʨʦ ʩʪʚʦʨʝʥʥʷ ʙʘʟʦʚʠʭ ʢʣʘʩʽʚï
ʫʯʘʩʥʠʢʽʚ. 
ï ʋʟʛʦʜʠʪʠ ʪʝʢʩʪ ʜʣʷ ʨʦʟʤʽʱʝʥʥʷ ʚʽʜʦʤʦʩʪʝʡ ʥʘ ʩʘʡʪʽ ʰʢʦʣʠ. 
ï ʇʨʦʚʝʩʪʠ ʦʧʠʪʫʚʘʥʥʷ ʩʝʨʝʜ ʙʘʪʴʢʽʚ ʱʦʜʦ ʩʪʘʚʣʝʥʥʷ ʜʦ 
ʥʦʚʦʚʚʝʜʝʥʥʷ ʫ ʰʢʦʣʽ. 
ï ʈʦʟʨʦʙʠʪʠ ʧʣʘʥʠ ʟʘʭʦʜʽʚ (ʨʽʯʥʠʡ ʪʘ ʧʝʨʩʧʝʢʪʠʚʥʠʡ) ʱʦʜʦ 
ʚʧʨʦʚʘʜʞʝʥʥʷ ʍʆʅʉ. 
ï ɿʜʽʡʩʥʶʚʘʪʠ ʩʠʩʪʝʤʘʪʠʯʥʠʡ ʢʦʥʪʨʦʣʴ ʧʨʦʝʢʪʫʚʘʥʥʷ. 

ɺʠʢʦʥʘʥʥʷ ʧʨʦʮʝʜʫʨ ʟʜʽʡʩʥʶʻʪʴʩʷ ʢʝʨʽʚʥʠʢʘʤʠ ʥʘʚʯʘʣʴʥʦʛʦ 
ʟʘʢʣʘʜʫ ʟʛʽʜʥʦ ʟ ʧʦʧʝʨʝʜʥʽʤ ʨʦʟʧʦʜʽʣʦʤ ʦʙʦʚôʷʟʢʽʚ. ɿʘʪʚʝʨʜʞʝʥʥʷ 
ʥʦʨʤʘʪʠʚʥʠʭ ʜʦʢʫʤʝʥʪʽʚ ʟʜʽʡʩʥʶʻʪʴʩʷ ʚʠʥʷʪʢʦʚʦ ʜʠʨʝʢʪʦʨʦʤ ʰʢʦʣʠ 
ʯʠ ʦʩʦʙʦʶ, ʥʘ ʷʢʫ ʧʦʢʣʘʜʝʥʦ ʪʘʢʫ ʚʽʜʧʦʚʽʜʘʣʴʥʽʩʪʴ. 

ɽʪʘʧ 1.6 ʦʭʦʧʣʶʻ ʧʨʦʝʢʪʫʚʘʥʥʷ ʪʝʭʥʦʣʦʛʽʾ ʥʘʚʯʘʥʥʷ ʢʝʨʽʚʥʠʢʽʚ: 
ï ʅʘʚʯʘʥʥʷ ʢʝʨʽʚʥʠʢʽʚ ʟʘ ʧʨʦʛʨʘʤʦʶ çʍʆʅʉ ʢʝʨʽʚʥʠʢʘ ɿʅɿè. 
ï ʆʨʛʘʥʽʟʘʮʽʷ ʤʝʪʦʜʠʯʥʦʾ ʜʦʧʦʤʦʛʠ ʟ ʚʠʢʦʨʠʩʪʘʥʥʷ ʍʆʅʉ. 
ï ʌʦʨʤʫʚʘʥʥʷ ʫʧʨʘʚʣʽʥʩʴʢʦʛʦ, ʨʦʙʦʯʦʛʦ ʢʘʣʝʥʜʘʨʷ ʪʘ  ʢʘʣʝʥʜʘʨʷ 
ʟʘʭʦʜʽʚ ʥʘʚʯʘʣʴʥʦʛʦ ʟʘʢʣʘʜʫ. 

ï ʌʦʨʤʫʚʘʥʥʷ ʝʣʝʢʪʨʦʥʥʦʾ ʧʦʰʪʠ. ʈʦʟʨʦʙʣʝʥʥʷ ʜʝʨʝʚʘ ʧʘʧʦʢ ʪʘ 
ʚʩʪʘʥʦʚʣʝʥʥʷ ʨʝʞʠʤʽʚ çʧʝʨʝʥʘʧʨʘʚʣʝʥʥʷ ʣʠʩʪʽʚè. 

ï ʌʦʨʤʫʚʘʥʥʷ ʩʭʦʚʠʱʘ ʥʦʨʤʘʪʠʚʥʦ-ʤʝʪʦʜʠʯʥʠʭ ʤʘʪʝʨʽʘʣʽʚ. 
ï ʇʽʜʛʦʪʫʚʘʥʥʷ ʨʝʢʦʤʝʥʜʘʮʽʡ ʱʦʜʦ ʬʦʨʤʫʚʘʥʥʷ ʟʦʚʥʽʰʥʴʦʛʦ 
ʩʘʡʪʫ ʥʘʚʯʘʣʴʥʦʛʦ ʟʘʢʣʘʜʫ. 
ɺʠʢʦʥʘʥʥʷ ʧʨʦʮʝʜʫʨ ʟʜʽʡʩʥʶʻʪʴʩʷ ʢʝʨʽʚʥʠʢʘʤʠ ʥʘʚʯʘʣʴʥʦʛʦ 

ʟʘʢʣʘʜʫ ʚʽʜʧʦʚʽʜʥʦ ʜʦ ʧʨʦʛʨʘʤʠ ʥʘʚʯʘʥʥʷ  çʍʆʅʉ ʢʝʨʽʚʥʠʢʘ ɿʅɿè 
(ʪʘʙʣ. 1.4). 

ʇʨʦʛʨʘʤʘ ʦʟʥʘʡʦʤʣʶʚʘʣʴʥʦʛʦ (ʚʩʪʫʧʥʦʛʦ) ʪʨʝʥʽʥʛʫ ʜʣʷ 
ʜʠʨʝʢʪʦʨʽʚ ʧʨʦʚʦʜʠʪʴʩʷ ʟ ʤʝʪʦʶ ʫʟʘʛʘʣʴʥʝʥʥʷ ʫʷʚʣʝʥʥʷ ʧʨʦ 
ʤʦʞʣʠʚʦʩʪʽ ʍʆʅʉ, ʘ ʜʣʷ ʟʘʩʪʫʧʥʠʢʽʚ ʜʠʨʝʢʪʦʨʽʚ ʧʨʦʚʦʜʠʪʴʩʷ 
ʥʘʚʯʘʥʥʷ ʟ ʧʨʘʢʪʠʯʥʦʛʦ ʚʠʢʦʨʠʩʪʘʥʥʷ ʍʆʅʉ ʫ ʥʘʚʯʘʣʴʥʦ-ʚʠʭʦʚʥʦʤʫ 
ʧʨʦʮʝʩʽ.  ʇʽʜ ʯʘʩ ʚʠʢʦʥʘʥʥʷ ʜʦʤʘʰʥʽʭ ʟʘʚʜʘʥʴ ʟʘʩʪʫʧʥʠʢʠ ʜʠʨʝʢʪʦʨʽʚ 
ʤʘʶʪʴ ʩʧʨʦʝʢʪʫʚʘʪʠ ʩʚʦʻ ʭʤʘʨʦ ʦʨʽʻʥʪʦʚʘʥʝ ʩʝʨʝʜʦʚʠʱʝ (ʢʘʙʽʥʝʪ) ʟ̔ 
ʤʝʪʦʶ ʘʢʪʠʚʥʦʛʦ ʚʠʢʦʨʠʩʪʘʥʥʷ ʫ ʩʚʦʾʡ ʧʨʦʬʝʩʽʡʥʽʡ ʜʽʷʣʴʥʦʩʪʽ. 

ʅʘʚʯʘʣʴʥʠʡ ʪʨʝʥʽʥʛ ʤʘʻ ʥʘʜʘʪʠ ʢʝʨʽʚʥʠʢʘʤ ʥʘʚʯʘʣʴʥʦʛʦ ʟʘʢʣʘʜʫ 
ʙʘʟʦʚʽ ʟʥʘʥʥʷ ʧʨʦ ʤʦʞʣʠʚʦʩʪʽ ʍʆʅʉ ʪʘ ʥʘ ʧʨʘʢʪʠʮʽ ʨʦʟʛʦʨʥʫʪʠ 
ʚʣʘʩʥʝ ʥʘʚʯʘʣʴʥʝ ʩʝʨʝʜʦʚʠʱʝ (ʢʘʙʽʥʝʪ). 

ʆʨʛʘʥʽʟʘʮʽʷ ʪʘʢʦʛʦ ʥʘʚʯʘʥʥʷ ʤʦʞʝ ʟʜʽʡʩʥʶʚʘʪʠʩʴ ʫ ʜʚʦʭ 
ʥʘʧʨʷʤʘʭ: ʪʝʦʨʝʪʠʯʥʠʡ ʽ ʧʨʘʢʪʠʯʥʠʡ ʪʨʝʥʽʥʛʠ. ɿʘʫʚʘʞʠʤʦ, ʱʦ 
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ʧʨʘʢʪʠʯʥʠʡ ʪʨʝʥʽʥʛ ʤʘʻ ʧʨʦʚʦʜʠʪʠʩʴ ʘʙʦ ʫ ʪʨʝʥʽʥʛʦʚʽʡ ʭʤʘʨʽ ʘʙʦ ʥʘ 
ʟʘʨʝʻʩʪʨʦʚʘʥʦʤʫ ʍʆʅʉ ʜʣʷ ʰʢʦʣʠ. 

 çʊʨʝʥʽʥʛʦʚʦʶ ʭʤʘʨʦʶè ʤʦʞʝ ʩʣʫʛʫʚʘʪʠ ʜʦʚʽʣʴʥʠʡ ʍʆʅʉ, 
ʨʦʟʛʦʨʥʫʪʠʡ ʥʘ ʝʢʩʧʝʨʠʤʝʥʪʘʣʴʥʠʭ ʤʘʡʜʘʥʯʠʢʘʭ ʘʙʦ ʥʘʜʘʥʠʡ 
ʢʦʤʧʘʥʽʻʶ ʄʘʡʢʨʦʩʦʬʪ. 

ɼʣʷ ʧʦʯʘʪʢʫ ʪʨʝʥʽʥʛʽʚ ʥʘ ʟʘʨʝʻʩʪʨʦʚʘʥʦʤʫ ʍʆʅʉ ʜʦʩʪʘʪʥʴʦ 
ʤʘʪʠ ʦʙʣʽʢʦʚʽ ʟʘʧʠʩʠ ʫʯʘʩʥʠʢʽʚ (ʣʦʛʽʥʠ ʽ ʧʘʨʦʣʽ). 

 ʊʘʙʣʠʮʷ 1.4. 
ʇʨʦʛʨʘʤʘ ʪʨʝʥʽʥʛʫ çʍʤʘʨʦ ʦʨʽʻʥʪʦʚʘʥʝ ʥʘʚʯʘʣʴʥʝ ʩʝʨʝʜʦʚʠʱʝ 

ʢʝʨʽʚʥʠʢʘ ʟʘʛʘʣʴʥʦʦʩʚʽʪʥʴʦʛʦ ʥʘʚʯʘʣʴʥʦʛʦ ʟʘʢʣʘʜʫè 

ʄʝʪʘ: ʇʦʟʥʘʡʦʤʠʪʠ ʢʝʨʽʚʥʠʢʽʚ 
ʥʘʚʯʘʣʴʥʠʭ ʟʘʢʣʘʜʽʚ ʟ ʦʩʥʦʚʥʠʤʠ 
ʤʦʞʣʠʚʦʩʪʷʤʠ ʍʆʅʉ 

ʂʽʣʴʢʽʩʪʴ 
ʥʘʚʯʘʣʴʥʠʭ 
ʛʦʜʠʥ 

(ʚʩʪʫʧʥʠʡ) 

ʂʽʣʴʢʽʩʪʴ 
ʥʘʚʯʘʣʴʥʠʭ 
ʛʦʜʠʥ 

(ʧʨʘʢʪʠʯʥʠʡ) ɿʤʽʩʪ ʥʘʚʯʘʣʴʥʦʛʦ ʤʘʪʝʨʽʘʣʫ 

ɺʩʪʫʧ. ʆʩʥʦʚʥʽ ʧʦʥʷʪʪʷ. ʇʨʠʟʥʘʯʝʥʥʷ 
ʭʤʘʨʥʠʭ ʩʝʨʚʽʩʽʚ. ɽʣʝʢʪʨʦʥʥʘ ʧʦʰʪʘ 
Outlook Online.  ɽʣʝʢʪʨʦʥʥʠʡ 
ʢʘʣʝʥʜʘʨ.   

30 ʭʚ. 1,30 ʛʦʜ. 

ʌʦʨʤʫʚʘʥʥʷ ʭʤʘʨʥʦʛʦ ʩʭʦʚʠʱʘ  
OneDrive     

10 ʭʚ. 30 ʭʚ. 

ʈʦʙʦʪʘ ʟ ʜʦʢʫʤʝʥʪʘʤʠ ʚ ʪʝʢʩʪʦʚʦʤʫ 
ʨʝʜʘʢʪʦʨʽ Word  Online 

15 ʭʚ. 45 ʭʚ. 

ʈʦʙʦʪʘ ʟ ʪʘʙʣʠʯʥʠʤ ʧʨʦʮʝʩʦʨʦʤ Excel 
Online 

15 ʭʚ. 45 ʭʚ. 

ʈʦʙʦʪʘ ʟ ʨʝʜʘʢʪʦʨʦʤ ʧʨʝʟʝʥʪʘʮʽʡ 
PowerPoint Online 

15 ʭʚ. 45 ʭʚ. 

ʈʦʙʦʪʘ ʟ ʝʣʝʢʪʨʦʥʥʠʤ ʟʘʧʠʩʥʠʢʦʤ 
OneNote 

15 ʭʚ. 45 ʭʚ. 

ʉʪʚʦʨʝʥʥʷ ʩʘʡʪʫ ʚ ʩʝʨʝʜʦʚʠʱʽ 
SharePoint  

10 ʭʚ. 45 ʭʚ. 

ʉʧʽʚʧʨʘʮʷ ʟʘ ʜʦʧʦʤʦʛʠ 
ʢʦʥʬʝʨʝʥʮʟʚôʷʟʢʫ Lync   

15 ʭʚ. 45 ʭʚ. 

ʂʦʤʫʥʽʢʘʮʽʷ ʟʘʩʦʙʘʤʠ  ʤʝʨʝʞʽ Yammer  15 ʭʚ. 15 ʭʚ. 

ʇʨʠʢʣʘʜʠ ʩʧʽʚʧʨʘʮʽ ʪʘ ʢʦʦʧʝʨʘʮʽʾ 10 ʭʚ. 1,30 ʭʚ. 

ʈʝʬʣʝʢʩʽʷ 15 ʭʚ. 30 ʭʚ. 

ɺʩʴʦʛʦ 2 ʛʦʜ. 45 ʭʚ. 9 ʛʦʜ. 

 
 
 
ʅʘ ʪʨʝʥʽʥʛʫ ʢʝʨʽʚʥʠʢʠ ʰʢʦʣʠ ʤʘʶʪʴ ʟôʷʩʫʚʘʪʠ ʪʘʢʽ ʧʠʪʘʥʥʷ: 

ï ʦʩʥʦʚʥʽ ʧʦʥʷʪʪʷ, ʱʦ ʚʚʦʜʷʪʴʩʷ ʟ̔ ʚʧʨʦʚʘʜʞʝʥʥʷʤ ʭʤʘʨʦ 
ʦʨʽʻʥʪʦʚʘʥʦʛʦ ʥʘʚʯʘʣʴʥʦʛʦ ʩʝʨʝʜʦʚʠʱʘ çʭʤʘʨʥʠʡ ʩʝʨʚʽʩè, 
çʩʦʮʽʘʣʴʥʠʡ ʩʝʨʚʽʩè), ʟôʷʩʫʚʘʪʠ ʾʭʥ ̔ʦʩʦʙʣʠʚʦʩʪʽ; 
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ï ʧʨʠʟʥʘʯʝʥʥʷ ʭʤʘʨʥʠʭ ʩʝʨʚʽʩʽʚ (ʢʦʤʫʥʽʢʘʮʽʷ, ʩʧʽʚʧʨʘʮʷ, 
ʢʦʦʧʝʨʘʮʽʷ, ʥʘʚʯʘʣʴʥʘ ʤʦʙʽʣʴʥʽʩʪʴ),  
ï ʧʨʠʟʥʘʯʝʥʥʷ ʝʣʝʢʪʨʦʥʥʦʾ ʧʦʰʪʠ Outlook Online, ʥʘʜʩʠʣʘʥʥʷ, 
ʦʪʨʠʤʘʥʥʷ ʡ ʧʝʨʝʥʘʧʨʘʚʣʝʥʥʷ ʧʦʚʽʜʦʤʣʝʥʴ, ʥʘʚʽʛʘʮʽʷ ʧʘʧʢʘʤʠ, 
ʚʠʜʘʣʝʥʥʷ ʧʦʚʽʜʦʤʣʝʥʴ, ʚʢʣʘʜʘʥʥʷ ʬʘʡʣʽʚ; ʧʦʥʷʪʪʷ ʚʽʨʪʫʘʣʴʥʦʾ 
ʩʧʽʣʴʥʦʪʠ; ʜʦʜʘʪʢʦʚʽ ʬʫʥʢʮʽʾ ʜʣʷ ʩʧʽʣʴʥʦʾ ʨʦʙʦʪʠ ʢʦʨʠʩʪʫʚʘʯʽʚ ʦʜʥʽʻʾ 
ʦʨʛʘʥʽʟʘʮʽʾ:  ʟʘʛʘʣʴʥʽ ʧʦʰʪʦʚʽ ʩʢʨʠʥʴʢʠ, ʪʝʢʠ ʟʘʚʜʘʥʴ, ʝʪʠʢʝʪ 
ʝʣʝʢʪʨʦʥʥʦʛʦ ʣʠʩʪʫʚʘʥʥʷ; 
ï ʧʨʠʟʥʘʯʝʥʥʷ ʝʣʝʢʪʨʦʥʥʦʛʦ ʢʘʣʝʥʜʘʨʷ, ʩʪʚʦʨʝʥʥʷ ʜʦʜʘʪʢʦʚʦʛʦ 
ʢʘʣʝʥʜʘʨʷ, ʜʦʜʘʚʘʥʥʷ ʪʘ ʦʧʠʩ ʧʦʜʽʡ, ʧʫʙʣʽʢʘʮʽʷ ʢʘʣʝʥʜʘʨʷ, ʥʘʜʘʥʥʷ 
ʩʧʽʣʴʥʦʛʦ ʜʦʩʪʫʧʫ; 
ï ʧʨʠʟʥʘʯʝʥʥʷ ʪʘ ʬʦʨʤʫʚʘʥʥʷ ʭʤʘʨʥʦʛʦ ʩʭʦʚʠʱʘ  OneDrive;  
ʩʪʚʦʨʝʥʥʷ ʩʪʨʫʢʪʫʨʠ ʧʘʧʦʢ, ʦʩʦʙʣʠʚʦʩʪʽ ʥʘʜʘʥʥʷ ʩʧʽʣʴʥʦʛʦ ʜʦʩʪʫʧʫ;   
ï ʦʩʦʙʣʠʚʦʩʪʽ ʨʦʙʦʪʠ ʟ ʜʦʢʫʤʝʥʪʘʤʠ ʚ ʪʝʢʩʪʦʚʦʤʫ ʨʝʜʘʢʪʦʨʽ 
Word  Online; ʩʧʽʣʴʥʘ ʨʦʙʦʪʘ ʟ ʦʥ-ʣʘʡʥʦʚʠʤʠ ʜʦʢʫʤʝʥʪʘʤʠ, 
ʢʦʦʧʝʨʘʮʽʷ ʪʘ ʩʧʽʚʧʨʘʮʷ ʟ ʨʦʟʨʦʙʣʝʥʥʷ ʜʦʢʫʤʝʥʪʽʚ;  
ï ʦʩʦʙʣʠʚʦʩʪʽ ʨʦʙʦʪʠ ʟ ʪʘʙʣʠʯʥʠʤ ʧʨʦʮʝʩʦʨʦʤ Excel Online; 
ʢʦʦʧʝʨʘʮʽʷ ʪʘ ʩʧʽʚʧʨʘʮʷ ʟ ʨʦʟʨʦʙʣʝʥʥʷ ʦʥ-ʣʘʡʥʦʚʠʭ ʪʘʙʣʠʮʴ, 
ʪʝʩʪʫʚʘʥʥʷ, ʦʧʠʪʫʚʘʥʥʷ; 
ï ʦʩʦʙʣʠʚʦʩʪʽ ʨʦʙʦʪʠ ʟ ʨʝʜʘʢʪʦʨʦʤ ʧʨʝʟʝʥʪʘʮʽʡ PowerPoint 
Online; ʦʨʛʘʥʽʟʘʮʽʷ ʪʘ ʨʦʟʨʦʙʣʝʥʥʷ ʥʘʚʯʘʣʴʥʠʭ ʧʨʦʝʢʪʽʚ; 
ï ʧʨʠʟʥʘʯʝʥʥʷ, ʦʩʦʙʣʠʚʦʩʪʽ ʡ ʨʦʙʦʪʘ ʟ ʝʣʝʢʪʨʦʥʥʠʤ ʟʘʧʠʩʥʠʢʦʤ 
OneNote; ʽʜʝʾ ʱʦʜʦ ʚʠʢʦʨʠʩʪʘʥʥʷ ʜʣʷ ʥʘʚʯʘʣʴʥʠʭ ʮʽʣʝʡ; 
ï ʩʪʚʦʨʝʥʥʷ ʩʘʡʪʫ ʚ ʩʝʨʝʜʦʚʠʱʽ SharePoint (ʦʛʣʷʜʦʚʦ), 
ʦʩʦʙʣʠʚʦʩʪʽ ʩʪʚʦʨʝʥʥʷ (ʚʥʫʪʨʽʰʥʽ ʪʘ ʟʦʚʥʽʰʥʽ), ʟʦʩʝʨʝʜʞʝʥʥʷ ʫʚʘʛʠ 
ʥʘ ʤʦʞʣʠʚʦʩʪʷʭ ʜʣʷ ʥʘʚʯʘʣʴʥʦʛʦ ʟʘʢʣʘʜʫ (ʩʘʡʪʠ ʢʣʘʩʽʚ, ʤʝʪʦʜʠʯʥʠʭ 
ʦʙôʻʜʥʘʥʴ ʫʯʠʪʝʣʽʚ, ʙʘʪʴʢʽʚ); 
ï ʨʦʟʢʨʠʪʠ ʤʦʞʣʠʚʦʩʪʽ ʢʦʥʬʝʨʝʥʮʟʚôʷʟʢʫ Lync ʜʣʷ ʥʘʚʯʘʣʴʥʦʛʦ 

ʟʘʢʣʘʜʫ, ʟʦʩʝʨʝʜʞʫʚʘʪʠ ʫʚʘʛʫ ʥʘ ʩʧʽʚʧʨʘʮʽ, ʦʨʛʘʥʽʟʫʚʘʪʠ ʦʥ-ʣʘʡʥʦʚʫ 
ʢʦʥʬʝʨʝʥʮʽʶ; 
ï ʦʩʦʙʣʠʚʦʩʪʽ ʡ ʧʨʠʟʥʘʯʝʥʥʷ ʟʘʢʨʠʪʦʾ ʤʝʨʝʞʽ,  ʢʦʤʫʥʽʢʘʮʽʷ 
ʟʘʩʦʙʘʤʠ  ʤʝʨʝʞʽ Yammer. 
ɼʦʮʽʣʴʥʦ ʪʘʢʦʞ ʦʨʛʘʥʽʟʫʚʘʪʠ ʜʽʻʚʫ ʜʦʧʦʤʦʛʫ ʫ ʧʨʦʝʢʪʫʚʘʥʥʽ 

ʍʆʅʉ ʧʨʦʚʽʜʥʠʭ ʩʧʝʮʽʘʣʽʩʪʽʚ ʟ̔ ʮʴʦʛʦ ʧʠʪʘʥʥʷ. ʎʝ ʤʦʞʫʪʴ ʙʫʪʠ 
ʚʝʙʽʥʘʨʠ, ʤʠʪʪʻʚʽ ʧʦʚʽʜʦʤʣʝʥʥʷ ʘʙʦ ʟʘʩʦʙʘʤʠ ʢʦʥʬʝʨʝʥʮʟôʷʟʢʫ (Lync 
ʘʙʦ Skype). 

ɽʪʘʧ 1.7 ʦʭʦʧʣʶʻ ʧʨʦʮʝʜʫʨʫ ʨʝʬʣʝʢʩʽʾ ʧʨʦʝʢʪʫʚʘʥʥʷ. 
ï ʉʠʩʪʝʤʘʪʠʯʥʝ ʚʠʢʦʨʠʩʪʘʥʥʷ ʍʆʅʉ. 
ï ɺʽʜʧʨʘʮʶʚʘʥʥʷ ʥʘʚʠʯʦʢ ʢʦʤʫʥʽʢʘʮʽʾ, ʩʧʽʚʧʨʘʮʽ, ʢʦʦʧʝʨʘʮʽʾ ʪʘ 
ʥʘʚʯʘʣʴʥʦʾ ʤʦʙʽʣʴʥʦʩʪʽ. 

ï ʆʪʨʠʤʘʥʥʷ ʢʦʥʩʫʣʴʪʘʮʽʡ ʱʦʜʦ ʚʠʢʦʨʠʩʪʘʥʥʷ Office365 ʟʘ 
ʧʦʪʨʝʙʦʶ.  
ɺʠʢʦʥʘʥʥʷ ʧʨʦʮʝʜʫʨ ʟʜʽʡʩʥʶʻʪʴʩʷ ʢʝʨʽʚʥʠʢʘʤʠ ʰʢʽʣ ʟ̔ ʤʝʪʦʶ 

ʘʧʨʦʙʘʮʽʾ ʩʧʨʦʝʢʪʦʚʘʥʦʛʦ ʥʘʚʯʘʣʴʥʦʛʦ ʩʝʨʝʜʦʚʠʱʘ. ɿʘʟʚʠʯʘʡ 
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ʨʦʟʧʦʯʠʥʘʻʪʴʩʷ ʨʦʙʦʪʘ ʟ ʥʝʚʝʣʠʯʢʠʭ ʟʘʚʜʘʥʴ (ʨʦʟʩʠʣʘʥʥʷ 
ʧʦʚʽʜʦʤʣʝʥʴ, ʚʠʩʪʘʚʣʝʥʥʷ ʦʛʦʣʦʰʝʥʴ, ʬʦʨʤʫʚʘʥʥʷ ʩʭʦʚʠʱʘ 
ʜʦʢʫʤʝʥʪʽʚ  ̔ʥʘʜʘʥʥʷ ʩʧʽʣʴʥʦʛʦ ʜʦʩʪʫʧʫ). ʇʦʪʽʤ ʨʦʙʦʪʘ ʩʪʘʻ ʙʽʣʴʰ 
ʽʥʪʝʨʘʢʪʠʚʥʦʶ ï ʜʦʣʫʯʘʶʪʴʩʷ ʪʝʭʥʦʣʦʛʽʾ ʩʧʽʚʧʨʘʮʽ, ʢʦʦʧʝʨʘʮʽʾ, 
ʥʘʚʯʘʣʴʥʦʾ ʤʦʙʽʣʴʥʦʩʪʽ, ʱʦ ʜʘʻ ʤʦʞʣʠʚʽʩʪʴ ʥʘʣʘʛʦʜʠʪʠ ʧʦʚʩʶʜʥʫ 
ʨʦʙʦʪʫ ʽ ʜʦʩʪʫʧ ʜʦ ʥʘʚʯʘʣʴʥʦ-ʤʝʪʦʜʠʯʥʠʭ ʤʘʪʝʨʽʘʣʽʚ ʯʣʝʥʘʤ 
ʧʝʜʘʛʦʛʽʯʥʦʛʦ ʢʦʣʝʢʪʠʚʫ ʪʘ ʫʯʥʷʤ. 

ʈʝʬʣʝʢʩʽʷ ʩʧʦʥʫʢʘʻ ʫʟʘʛʘʣʴʥʠʪʠ ʫʷʚʣʝʥʥʷ ʢʝʨʽʚʥʠʢʽʚ ʧʨʦ ʭʤʘʨʦ 
ʦʨʽʻʥʪʦʚʘʥʝ ʥʘʚʯʘʣʴʥʝ ʩʝʨʝʜʦʚʠʱʝ, ʚʠʦʢʨʝʤʠʪʠ ʛʦʣʦʚʥʽ ʥʘʚʯʘʣʴʥʽ 
ʪʘ ʫʧʨʘʚʣʽʥʩʴʢʽ ʣʽʥʽʾ, ʘ ʪʘʢʦʞ ʚʠʟʥʘʯʠʪʠ ʧʨʽʦʨʠʪʝʪʠ ʜʣʷ ʨʝʘʣʽʟʘʮʽʾ 
ʧʦʩʪʘʚʣʝʥʠʭ ʟʘʚʜʘʥʴ.  

ʇʨʦʮʝʜʫʨʥʠʡ ʧʽʜʭʽʜ ʜʦʟʚʦʣʷʻ ʜʝʪʘʣʽʟʫʚʘʪʠ ʧʨʦʮʝʩ 
ʧʨʦʝʢʪʫʚʘʥʥʷ, ʟʜʽʡʩʥʶʚʘʪʠ ʘʢʪʠʚʥʫ ʘʧʨʦʙʘʮʽʶ ʪʘ ʚʥʦʩʠʪʠ ʘʢʪʫʘʣʴʥʽ 
ʧʨʦʧʦʟʠʮʽʾ ʱʦʜʦ ʧʦʣʽʧʰʝʥʥʷ ʨʦʙʦʪʠ ʟ ʍʆʅʉ, ʚʠʷʚʣʝʥʥʷ 
ʦʩʦʙʣʠʚʦʩʪʝʡ, ʱʦ ʧʦʪʨʝʙʫʶʪʴ ʢʦʨʠʛʫʚʘʥʥʷ ʩʧʨʦʝʢʪʦʚʘʥʦʛʦ ʍʆʅʉ 
ɿʅɿ. 

 
 
1.9. ʇʨʦʝʢʪʫʚʘʥʥʷ ʍʆʅʉ ʥʘ ʨʽʚʥʽ ʚʯʠʪʝʣʷ ʽʥʬʦʨʤʘʪʠʢʠ 

(ʽʥʞʝʥʝʨʘïʝʣʝʢʪʨʦʥʽʢʘ) 
 

ʇʝʨʝʜ ʫʯʠʪʝʣʷʤʠ ʽʥʬʦʨʤʘʪʠʢʠ, ʷʢʽ ʤʘʣʠ ʟʤʦʛʫ ʧʝʨʰʠʤʠ 
ʜʦʣʫʯʠʪʠʩ ɹʽ ʚʠʚʯʠʪʠ ʤʦʞʣʠʚʦʩʪʽ ʭʤʘʨʥʠʭ ʩʝʨʚʽʩʽʚ, ʧʦʩʪʘʣʦ ʧʠʪʘʥʥʷ 
ʬʦʨʤʫʚʘʥʥʷ ʥʘʚʯʘʣʴʥʦʛʦ ʩʝʨʝʜʦʚʠʱʘ ʜʣʷ ʩʧʽʚʧʨʘʮʽ, ʢʦʦʧʝʨʘʮʽʾ, 
ʢʦʤʫʥʽʢʘʮʽʾ ʪʘ ʥʘʚʯʘʣʴʥʦʾ ʤʦʙʽʣʴʥʦʩʪʽ. ʊʦʤʫ ʤʝʪʦʜʠʢʘ ʧʨʦʝʢʪʫʚʘʥʥʷ 
ʤʘʻ ʦʭʦʧʣʶʚʘʪʠ ʦʩʥʦʚʥʽ ʧʦʣʦʞʝʥʥʷ, ʱʦ ʩʪʦʩʫʶʪʴʩʷ ʜʽʷʣʴʥʦʩʪʽ 
ʚʯʠʪʝʣʽʚ ʽʥʬʦʨʤʘʪʠʢʠ ʪʘ ʽʥʞʝʥʝʨʽʚ-ʝʣʝʢʪʨʦʥʽʢʽʚ ʟʘʛʘʣʴʥʦʦʩʚʽʪʥʽʭ 
ʥʘʚʯʘʣʴʥʠʭ ʟʘʢʣʘʜʽʚ. ʄʝʪʦʜʠʢʘ ʤʘʻ ʜʝʪʘʣʽʟʫʚʘʪʠ ʦʩʥʦʚʥʽ ʝʪʘʧʠ 
ʧʨʦʝʢʪʫʚʘʥʥʷ ʜʣʷ ʢʘʪʝʛʦʨʽʾ ʩʫʙôʻʢʪʽʚ ʽ, ʚʽʜʧʦʚʽʜʥʦ ʜʦ ʧʨʦʮʝʜʫʨʥʦʛʦ 
ʧʽʜʭʦʜʫ, ʚʠʟʥʘʯʠʪʠ ʝʪʘʧʠ ʧʨʦʝʢʪʫʚʘʥʥʷ ʍʆʅʉ. ʇʨʦʮʝʩ ʧʨʦʝʢʪʫʚʘʥʥʷ 

ʤʘʻ ʪʘʢʦʞ ʜʦʧʦʤʦʛʪʠ ʟ¡̫ʩʫʚʘʪʠ ʤʝʪʫ ʚʧʨʦʚʘʜʞʝʥʥʷ ʍʆʅʉ, ʟʘʚʜʘʥʥʷ, 
ʱʦ ʾʭ ʤʘʻ ʚʠʨʽʰʫʚʘʪʠ ʪʘʢʝ ʥʦʚʦʚʚʝʜʝʥʥʷ, ʧʠʪʘʥʥʷ ʦʨʛʘʥʽʟʘʮʽʾ 

ʥʘʚʯʘʣʴʥʦ-ʚʠʭʦʚʥʦʛʦ ʧʨʦʮʝʩʫ ʪʦʱʦ.  
ʇʨʦʮʝʩ ʨʦʟʚʠʪʢʫ ɯʂʊ ʚ ʩʠʩʪʝʤʽ ɿʅɿ ʻ  ʜʦʩʪʘʪʥʴʦ ʩʢʣʘʜʥʠʤ, ʱʦ 

ʧʦʚôʷʟʘʥʦ ʟ ʟʘʣʫʯʝʥʥʷʤ ʟʥʘʯʥʠʭ ʬʽʥʘʥʩʦʚʠʭ, ʧʝʜʘʛʦʛʽʯʥʠʭ ʨʝʩʫʨʩʽʚ  ̔
ʬʦʨʤʫʚʘʥʥʷʤ ʤʦʪʠʚʘʮʽʡʥʠʭ ʚʘʞʝʣʽʚ ʜʣʷ ʫʩʧʽʰʥʦʛʦ ʚʧʨʦʚʘʜʞʝʥʥʷ 
ʥʦʚʽʪʥʽʭ ʽʥʬʦʨʤʘʮʽʡʥʦ-ʢʦʤʫʥʽʢʘʮʽʡʥʠʭ ʪʝʭʥʦʣʦʛʽʡ, ʟʦʢʨʝʤʘ ʭʤʘʨʦ 
ʦʨʽʻʥʪʦʚʘʥʠʭ, ʫ ʥʘʚʯʘʣʴʥʦ-ʚʠʭʦʚʥʠʡ ʧʨʦʮʝʩ. 

ʇʨʦʮʝʜʫʨʥʠʡ ʧʽʜʭʽʜ (ʨʠʩ. 1.3) ʜʘʻ ʤʦʞʣʠʚʽʩʪʴ  ʨʦʟʢʨʠʪʠ 
ʦʩʦʙʣʠʚʦʩʪʽ ʤʝʪʦʜʠʢʠ ʧʨʦʝʢʪʫʚʘʥʥʷ ʭʤʘʨʦ ʦʨʽʻʥʪʦʚʘʥʦʛʦ 
ʥʘʚʯʘʣʴʥʦʛʦ ʩʝʨʝʜʦʚʠʱʘ ʥʘ ʨʽʚʥʽ ʚʯʠʪʝʣʷ ʽʥʬʦʨʤʘʪʠʢʠ ʘʙʦ 

ʽʥʞʝʥʝʨʘ-ʝʣʝʢʪʨʦʥʽʢʘ ʟʘʛʘʣʴʥʦʦʩʚʽʪʥʴʦʛʦ ʥʘʚʯʘʣʴʥʦʛʦ ʟʘʢʣʘʜʫ.  
ʇʦʩʘʜʘ ʩʫʙôʻʢʪʘ, ʷʢʠʡ ʚʽʜʧʦʚʽʜʘʪʠʤʝ ʟʘ ʜʘʥʠʡ ʝʪʘʧ 

ʧʨʦʝʢʪʫʚʘʥʥʷ ʟʘʣʝʞʠʪʴ ʚʽʜ ʪʦʛʦ, ʥʘ ʢʦʛʦ ʙʫʜʝ ʧʦʢʣʘʜʝʥʦ ʪʘʢʽ 
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ʦʙʦʚôʷʟʢʠ ʟʘ ʥʘʢʘʟʦʤ ʜʠʨʝʢʪʦʨʘ ʰʢʦʣʠ ʽ ʚʽʜ ʟʛʦʜʠ ʩʘʤʦʛʦ ʩʫʙôʻʢʪʘ, 

ʘʣʝ ʙʽʣʴʰʦʶ ʤʽʨʦʶ ½ ʮʝ ʚʯʠʪʝʣʽ ʽʥʬʦʨʤʘʪʠʢʠ.  
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2.1. 
 

ɿôʷʩʫʚʘʥʥʷ ʪʝʦʨʝʪʠʢʦïʧʨʘʢʪʠʯʥʠʭ ʦʩʥʦʚ ʍʆʅʉ 
ʋʯʘʩʪʴ ʫ  ʚʩʪʫʧʥʦʤʫ ʪʨʝʥʽʥʛʫ  
ɺʠʚʯʝʥʥʷ ʧʝʜʘʛʦʛʽʯʥʦʛʦ ʜʦʩʚʽʜʫ ʚʠʢʦʨʠʩʪʘʥʥʷ ʍʆʅʉ ʫ 
ɿʅɿ  
ɺʠʚʯʝʥʥʷ ʥʦʨʤʘʪʠʚʥʠʭ ʜʦʢʫʤʝʥʪʽʚ ʱʦʜʦ ʧʨʦʝʢʪʫʚʘʥʥʷ 
ʪʘ ʚʧʨʦʚʘʜʞʝʥʥʷ  ʍʆʅʉ 

2.2. ɸʥʘʣʽʟ ʙʘʟʦʚʠʭ ʤʦʜʝʣʝʡ ʍʆʅʉ  

2.3. ʋʪʦʯʥʝʥʥʷ ʽʜʝʾ ʱʦʜʦ ʥʦʚʦʛʦ ʥʘʚʯʘʣʴʥʦʛʦ ʩʝʨʝʜʦʚʠʱʘ 

2.4. ʋʟʛʦʜʞʝʥʥʷ  ʦʙôʻʢʪʽʚ ʩʪʨʫʢʪʫʨʠ ʍʆʅʉ, ʥʘʢʦʧʠʯʝʥʥʷ 

ʙʘʥʢʫ ʩʝʨʚʽʩʽʚ, ʧʨʦʛʨʘʤʥʦʛʦ ʟʘʙʝʟʧʝʯʝʥʥʷ ɺʝʙ-2.0 ʜʣʷ 
ʟʘʙʝʟʧʝʯʝʥʥʷ ʽʥʪʝʨʘʢʪʠʚʥʦʛʦ ʥʘʚʯʘʥʥʷ ʫʯʥʽʚ 

2.5. ʆʟʥʘʡʦʤʣʝʥʥʷ ʪʘ ʚʠʢʦʥʘʥʥʷ  ʥʦʨʤʘʪʠʚʥʠʭ ʜʦʢʫʤʝʥʪʽʚ, 
ʫʟʛʦʜʞʝʥʥʷ ʦʨʛʘʥʽʟʘʮʽʡʥʠʭ ʟʘʭʦʜʽʚ, ʫʟʘʛʘʣʴʥʝʥʥʷ ʜʘʥʠʭ 
ʱʦʜʦ ʧʦʪʨʝʙʠ ʚ ʦʙʣʽʢʦʚʠʭ ʟʘʧʠʩʘʭ ʩʫʙôʻʢʪʽʚ ʍʆʅʉ, 
ʫʟʘʛʘʣʴʥʝʥʥʷ ʜʘʥʠʭ ʱʦʜʦ ʧʦʪʨʝʙʠ ʚ ʥʘʚʯʘʣʴʥʠʭ 
ʩʘʡʪʘʭ, ʫʟʘʛʘʣʴʥʝʥʥʷ ʜʘʥʠʭ ʱʦʜʦ ʨʦʟʧʦʜʽʣʫ ʣʽʮʝʥʟʽʡ, 
ʫʟʘʛʘʣʴʥʝʥʥʷ ʜʘʥʠʭ ʱʦʜʦ ʥʘʜʘʥʥʷ ʧʨʘʚ ʜʦʩʪʫʧʫ, 
ʟʘʙʝʟʧʝʯʝʥʥʷ ʧʨʦʝʢʪʫʚʘʥʥʷ ʍʆʅʉ 

2.6. ʅʘʚʯʘʥʥʷ ʟʘ ʧʨʦʛʨʘʤʦʶ çɸʜʤʽʥʽʩʪʨʘʪʦʨ ʭʤʘʨʦ 
ʦʨʽʻʥʪʦʚʘʥʦʛʦ ʥʘʚʯʘʣʴʥʦʛʦ ʩʝʨʝʜʦʚʠʱʘè, ʬʦʨʤʫʚʘʥʥʷ 
ʢʘʣʝʥʜʘʨʽʚ, ʝʣʝʢʪʨʦʥʥʦʾ ʧʦʰʪʠ,  ʤʝʪʦʜʠʯʥʠʭ ʦʙôʻʜʥʘʥʴ 
ʫʯʠʪʝʣʽʚ, ʛʨʫʧ  ̔ ʧʽʜʛʨʫʧ ʢʣʘʩʽʚ ʰʢʦʣʠ, ʩʭʦʚʠʱʘ 
ʥʦʨʤʘʪʠʚʥʦ-ʤʝʪʦʜʠʯʥʠʭ ʤʘʪʝʨʽʘʣʽʚ, ʨʦʟʨʦʙʣʝʥʥʷ 
ʩʘʡʪʽʚ, ʦʨʛʘʥʽʟʘʮʽʷ ʤʝʪʦʜʠʯʥʦʾ ʜʦʧʦʤʦʛʠ ʟ ʚʠʢʦʨʠʩʪʘʥʥʷ 
ʍʆʅʉ, ʜʦʦʧʨʘʮʶʚʘʥʥʷ ʪʘ ʫʩʫʥʝʥʥʷ ʥʝʜʦʣʽʢʽʚ ʫ 
ʧʨʦʝʢʪʫʚʘʥʥʽ ʍʆʅʉ, ʥʘʚʯʘʥʥʷ ʚʯʠʪʝʣʽʚ ʪʘ ʫʯʥʽʚ 

2.7. ʈʝʬʣʝʢʩʽʷ ʧʨʦʝʢʪʫʚʘʥʥʷ 

                                                                    
ʈʠʩ. 1.3. ʇʨʦʮʝʜʫʨʥʠʡ ʧʽʜʭʽʜ ʧʨʦʝʢʪʫʚʘʥʥʷ ʍʆʅʉ ɿʅɿ ʥʘ ʨʽʚʥʽ 

ʚʯʠʪʝʣʽʚ ʽʥʬʦʨʤʘʪʠʢʠ 
 

ʅʘ ʜʘʥʦʤʫ ʝʪʘʧʽ ʨʦʟʚʠʪʢʫ ʩʠʩʪʝʤʠ ʩʝʨʝʜʥʴʦʾ ʦʩʚʽʪʠ ʚʠʥʠʢʘʻ 
ʧʦʪʨʝʙʘ ʩʫʯʘʩʥʦʾ ʰʢʦʣʠ ʫ ʪʚʦʨʯʠʭ, ʚʠʩʦʢʦʢʚʘʣʽʬʽʢʦʚʘʥʠʭ ʫʯʠʪʝʣʷʭ 
ʽʥʬʦʨʤʘʪʠʢʠ, ʷʢʽ ʛʦʪʦʚʽ ʜʦ ʟʘʩʪʦʩʫʚʘʥʥʷ ʷʢ ʦʩʦʙʠʩʪʽʩʥʦ ʦʨʽʻʥʪʦʚʘʥʠʭ 
ʪʝʭʥʦʣʦʛʽʡ ʥʘʚʯʘʥʥʷ, ʪʘʢ ʽ ʧʦʩʪʽʡʥʦ ʦʥʦʚʣʶʚʘʥʠʭ ɯʂʊ.  

ʊʝʭʥʦʣʦʛʽʯʥʘ ʛʨʘʤʦʪʥʽʩʪʴ ʫʯʠʪʝʣʷ ʽʥʬʦʨʤʘʪʠʢʠ ʜʦʟʚʦʣʷʻ ʡʦʤʫ 
ʫʩʚʽʜʦʤʣʶʚʘʪʠ ʩʚʦʻ ʩʧʨʘʚʞʥʻ ʧʦʢʣʠʢʘʥʥʷ, ʙʽʣʴʰ ʨʝʪʝʣʴʥʦ 
ʦʮʽʥʶʚʘʪʠ ʧʦʪʝʥʮʽʡʥʽ ʤʦʞʣʠʚʦʩʪʽ, ʜʠʚʠʪʠʩʷ ʥʘ ʧʝʜʘʛʦʛʽʯʥʠʡ ʧʨʦʮʝʩ ʽʟ 
ʧʦʟʠʮʽʡ ʢʽʥʮʝʚʦʛʦ ʨʝʟʫʣʴʪʘʪʫ, ʘ ʦʩʦʙʠʩʪʽʩʥʦ ʦʨʽʻʥʪʦʚʘʥʽ ʪʝʭʥʦʣʦʛʽʾ 
ʜʘʶʪʴ ʤʦʞʣʠʚʽʩʪʴ ʧʨʦʝʢʪʫʚʘʪʠ ʮʽʣʽ ʦʩʚʽʪʥʴʦʛʦ ʧʨʦʮʝʩʫ, ʟʜʽʡʩʥʶʚʘʪʠ 
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ʚʠʙʽʨ ʢʦʤʧʦʥʝʥʪʽʚ ʟʤʽʩʪʫ ʦʩʚʽʪʠ, ʚʠʟʥʘʯʘʪʠ ʤʝʪʦʜʠ ʽ ʟʘʩʦʙʠ ʥʘʚʯʘʥʥʷ 
ʫʯʥʽʚ. 

ɺʯʠʪʝʣʴ ʽʥʬʦʨʤʘʪʠʢʠ ½ ʮʝ ʚʩʝʙʽʯʥʦ ʨʦʟʚʠʥʝʥʘ, ʥʘʣʘʰʪʦʚʘʥʘ 
ʥʘ ʩʠʩʪʝʤʘʪʠʯʥʝ ʦʚʦʣʦʜʽʥʥʷ ʥʦʚʠʤʠ ʪʝʭʥʦʣʦʛʽʷʤʠ ʣʶʜʠʥʘ, ʷʢʘ ʤʘʻ 
ʪʘʢʽ ʦʩʦʙʠʩʪʽʩʥʽ ʷʢʦʩʪʽ, ʷʢ ʢʦʤʫʥʽʢʘʙʝʣʴʥʽʩʪʴ, ʚʽʜʢʨʠʪʽʩʪʴ, ʟʜʘʪʥʽʩʪʴ 
ʧʨʠʡʤʘʪʠ ʰʚʠʜʢʽ ʨʽʰʝʥʥʷ ʘʥʘʣʽʟʫʚʘʪʠ ʡ ʢʦʨʠʛʫʚʘʪʠ ʧʦʩʣʽʜʦʚʥʽʩʪʴ ʜʽʡ 
ʜʣʷ ʚʠʨʽʰʝʥʥʷ ʟʘʚʜʘʥʴ ʫ ʧʨʦʮʝʩʽ ʧʨʦʬʝʩʽʡʥʦʾ ʜʽʷʣʴʥʦʩʪʽ; ʧʝʜʘʛʦʛ ʟ̔ 
ʫʥʽʚʝʨʩʘʣʴʥʠʤ ʥʘʙʦʨʦʤ ʬʦʨʤ ʽ ʤʝʪʦʜʽʚ ʥʘʚʯʘʥʥʷ ʫʯʥʽʚ, ʱʦ 
ʧʝʨʝʜʙʘʯʘʻ ʪʘʢʫ ʚʟʘʻʤʦʜʽʶ ʽ ʚʟʘʻʤʦʨʦʟʫʤʽʥʥʷ, ʷʢʝ ʩʪʚʦʨʶʻ ʫʤʦʚʠ 
ʫʩʧʽʰʥʦʛʦ ʨʦʟʚʠʪʢʫ ʦʩʦʙʠʩʪʦʩʪʽ ʷʢ ʫʯʥʷ, ʪʘʢ ʽ ʚʯʠʪʝʣʷ.  

ɻʦʪʦʚʥʽʩʪʴ ʫʯʠʪʝʣʷ ʜʦ ʧʨʦʬʝʩʽʡʥʦʾ ʜʽʷʣʴʥʦʩʪʽ - ʮʝ ʥʘʩʘʤʧʝʨʝʜ:  
ï ʟʜʘʪʥʽʩʪʴ ʜʦ ʦʚʦʣʦʜʽʥʥʷ ʥʦʚʠʤʠ ʪʝʭʥʦʣʦʛʽʷʤʠ ʜʽʷʣʴʥʦʩʪʽ ʫ 
ʩʚʦʾʡ ʧʨʦʬʝʩʽʡʥʽʡ ʩʬʝʨʽ; 
ï ʟʥʘʯʥʝ ʟʙʽʣʴʰʝʥʥʷ ʨʽʚʥʷ ʩʘʤʦʩʪʽʡʥʦʾ ʜʽʷʣʴʥʦʩʪʽ ʡ ʛʦʪʦʚʥʦʩʪʽ ʜʦ 
ʧʨʠʡʥʷʪʪʷ ʨʽʰʝʥʴ; 
ï çʢʦʥʚʝʨʪʦʚʘʥʽʩʪʴè ʦʪʨʠʤʘʥʦʾ ʦʩʚʽʪʠ, ʪʦʙʪʦ ʡʦʛʦ ʤʦʙʽʣʴʥʽʩʪʴ ʽ 
ʘʜʘʧʪʠʚʥʽʩʪʴ ʜʦ ʥʦʚʠʭ ʚʠʤʦʛ (ʨʠʥʦʢ ʧʨʘʮʽ ʧʦʪʨʝʙʫʻ ʬʘʭʽʚʮʽʚ, ʱʦ 
ʚʦʣʦʜʽʶʪʴ ʤʽʞʜʠʩʮʠʧʣʽʥʘʨʥʠʤʠ ʟʥʘʥʥʷʤʠ, ʷʢʽ ʚʤʽʶʪʴ ʰʚʠʜʢʦ 
ʧʝʨʝʧʨʦʬʽʣʶʚʘʪʠʩʷ, ʧʨʘʮʶʚʘʪʠ ʚ ʧʦʣʽʢʫʣʴʪʫʨʥʠʭ ʩʝʨʝʜʦʚʠʱʘʭ ʽ 
ʪ.ʜ.);  
ï ʧʽʜʚʠʱʝʥʥʷ ʬʫʥʜʘʤʝʥʪʘʣʴʥʦʩʪʽ ʦʩʚʽʪʠ ʚ ʫʤʦʚʘʭ ʧʦʩʪʽʡʥʦʛʦ 
ʟʨʦʩʪʘʥʥʷ ʨʽʚʥʷ ʥʘʫʢʦʻʤʥʦʩʪʽ ʪʝʭʥʦʣʦʛʽʡ ʩʫʯʘʩʥʦʛʦ ʚʠʨʦʙʥʠʮʪʚʘ, 
ʡʦʛʦ ʘʚʪʦʤʘʪʠʟʘʮʽʾ ʪʦʱʦ; 
ï ʦʚʦʣʦʜʽʥʥʷ ʽʥʬʦʨʤʘʮʽʡʥʠʤʠ ʪʘ ʢʦʤʫʥʽʢʘʮʽʡʥʠʤʠ ʪʝʭʥʦʣʦʛʽʷʤʠ 
ʚʟʘʛʘʣʽ ʪʘ ʚ ʩʚʦʾʡ ʧʨʦʬʝʩʽʡʥʽʡ ʩʬʝʨʽ ʟʦʢʨʝʤʘ. 

ɯʟ ʩʪʨʽʤʢʠʤ ʨʦʟʚʠʪʢʦʤ ɯʂʊ ʚʠʤʦʛʠ ʜʦ ʚʯʠʪʝʣʷ ʽʥʬʦʨʤʘʪʠʢʠ 
ʟʨʦʩʪʘʶʪʴ, ʩʴʦʛʦʜʥʽ ʚʽʥ ʤʘʻ ʚʤʽʪʠ: 
ï ʟʥʘʭʦʜʠʪʠ, ʘʥʘʣʽʟʫʚʘʪʠ, ʦʮʽʥʶʚʘʪʠ ʡ ʝʬʝʢʪʠʚʥʦ 
ʚʠʢʦʨʠʩʪʦʚʫʚʘʪʠ ʜʘʥʽ ʪʘ ʚʽʜʦʤʦʩʪʽ ʚ ʥʘʚʯʘʣʴʥʦʤʫ ʧʨʦʮʝʩʽ, 
ï ʚʠʢʦʨʠʩʪʦʚʫʚʘʪʠ ʨʽʟʥʽ ʪʝʭʥʦʣʦʛʽʾ ʦʙʨʦʙʣʝʥʥʷ ʪʝʢʩʪʦʚʦʾ, 
ʯʠʩʣʦʚʦʾ, ʛʨʘʬʽʯʥʦʾ, ʟʚʫʢʦʚʦʾ ʪʘ ʚʽʜʝʦʽʥʬʦʨʤʘʮʽʾ; 
ï ʧʨʦʝʢʪʫʚʘʪʠ ʥʘʚʯʘʣʴʥʫ ʜʽʷʣʴʥʽʩʪʴ: ʘʥʘʣʽʟʫʚʘʪʠ ʮʽʣʽ ʽ ʟʘʚʜʘʥʥʷ 
ʥʘʚʯʘʥʥʷ, ʧʣʘʥʫʚʘʪʠ ʦʩʚʽʪʥʽ ʨʝʟʫʣʴʪʘʪʠ, ʘʜʝʢʚʘʪʥʽ ʩʫʯʘʩʥʠʤ 
ʚʠʤʦʛʘʤ, ʧʽʜʙʠʨʘʪʠ ʚʠʜʠ ʥʘʚʯʘʣʴʥʦʾ ʜʽʷʣʴʥʦʩʪʽ ʪʘ ʥʘʚʯʘʣʴʥʽ 
ʟʘʚʜʘʥʥʷ, ʨʝʘʣʽʟʘʮʽʷ ʷʢʠʭ ʜʦʟʚʦʣʠʪʴ ʜʦʩʷʛʘʪʠ ʟʘʧʣʘʥʦʚʘʥʠʭ ʦʩʚʽʪʥʽʭ 
ʨʝʟʫʣʴʪʘʪʽʚ; 
ï ʧʽʜʙʠʨʘʪʠ ʟʘʩʦʙʠ ɯʂʊ, ʩʧʠʨʘʶʯʠʩʴ ʥʘ ʾʭʥ  ʁ ʪʠʧʦʣʦʛʽʶ ʟʘ 
ʤʝʪʦʜʠʯʥʠʤʠ ʬʫʥʢʮʽʷʤʠ ʜʣʷ ʧʨʦʚʝʜʝʥʥʷ ʧʣʘʥʦʚʘʥʦʾ ʥʘʚʯʘʣʴʥʦʾ 
ʜʽʷʣʴʥʦʩʪʽ, ʚʠʨʽʰʝʥʥʷ ʩʬʦʨʤʫʣʴʦʚʘʥʠʭ ʟʘʚʜʘʥʴ, ʘ ʪʘʢʦʞ ʜʣʷ 
ʤʦʥʽʪʦʨʠʥʛʫ, ʜʽʘʛʥʦʩʪʠʢʠ ʪʘ ʢʦʨʝʢʮʽʾ ʥʘʚʯʘʣʴʥʦ-ʚʠʭʦʚʥʦʛʦ ʧʨʦʮʝʩʫ. 
ï ʛʦʪʫʚʘʪʠ ʢʦʤʧ'ʶʪʝʨʥʠʡ ʢʣʘʩ ʜʦ ʨʦʙʦʪʠ, ʩʪʚʦʨʶʚʘʪʠ ʽʥʩʪʨʫʢʮʽʾ 
ʜʣʷ ʫʯʥʽʚ ʽ ʚʯʠʪʝʣʽʚ ʽʥʰʠʭ ʧʨʝʜʤʝʪʽʚ, ʧʨʦʚʦʜʠʪʠ ʧʨʦʬʽʣʘʢʪʠʯʥʽ ʪʘ 
ʨʝʤʦʥʪʥʽ ʨʦʙʦʪʠ ʷʢ ʩʚʦʾʤʠ ʩʠʣʘʤʠ, ʪʘʢ ʽ ʟ ʟʘʣʫʯʝʥʥʷʤ ʟʦʚʥʽʰʥʽʭ 
ʦʨʛʘʥʽʟʘʮʽʡ; 
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ï ʩʪʚʦʨʶʚʘʪʠ ʽʥʬʦʨʤʘʮʽʡʥʽ ʨʝʩʫʨʩʠ, ʚʠʢʦʨʠʩʪʦʚʫʚʘʪʠ ʚʝʙ-
ʩʝʨʚʽʩʠ ʜʣʷ ʩʧʽʣʢʫʚʘʥʥʷ ʟ ʫʯʥʷʤʠ, ʙʘʪʴʢʘʤʠ, ʟʽ ʩʚʦʾʤʠ ʢʦʣʝʛʘʤʠ;  
ï ʟʜʽʡʩʥʶʚʘʪʠ ʦʙʤʽʥ ʧʝʨʝʜʦʚʠʤ ʧʝʜʘʛʦʛʽʯʥʠʤ ʜʦʩʚʽʜʦʤ, ʟʦʢʨʝʤʘ 
ʜʣʷ ʪʠʨʘʞʫʚʘʥʥʷ ʩʚʦʾʭ ʤʝʪʦʜʠʯʥʠʭ ʨʦʟʨʦʙʦʢ, 
ï ʟʘʣʫʯʘʪʠ ʫʯʥʽʚ ʜʦ ʫʯʘʩʪʽ ʚ ʥʘʚʯʘʣʴʥʠʭ ʤʝʨʝʞʥʠʭ ʩʧʽʣʴʥʦʪʘʭ. 

ɺʯʠʪʝʣʴ ʽʥʬʦʨʤʘʪʠʢʠ ʚʽʜʽʛʨʘʻ ʢʣʶʯʦʚʫ ʨʦʣʴ ʫ ʧʨʦʮʝʩʽ 
ʚʧʨʦʚʘʜʞʝʥʥʷ ʽʥʬʦʨʤʘʮʽʡʥʦ-ʢʦʤʫʥʽʢʘʮʽʡʥʠʭ, ʟʦʢʨʝʤʘ ʭʤʘʨʦ 
ʦʨʽʻʥʪʦʚʘʥʠʭ, ʪʝʭʥʦʣʦʛʽʡ ʫ ʥʘʚʯʘʣʴʥʦʤʫ ʟʘʢʣʘʜʽ ʪʘ ʧʦʚʠʥʝʥ 
ʟʘʙʝʟʧʝʯʫʚʘʪʠ: 

ï ʥʘʚʯʘʥʥʷ ʫʯʥʽʚ  ̔ʢʦʣʝʛ-ʧʝʜʘʛʦʛʽʚ ʷʢ ʦʩʥʦʚʘʤ ɯʂʊ, ʪʘʢ ʽ ʭʤʘʨʦ 
ʦʨʽʻʥʪʦʚʘʥʠʤ ʪʝʭʥʦʣʦʛʽʷʤ; 
ï ʟʜʽʡʩʥʝʥʥʷ ʘʜʘʧʪʘʮʽʾ ʟʤʽʩʪʫ ʦʩʚʽʪʠ ʟ ʽʥʬʦʨʤʘʪʠʢʠ ʜʦ 
ʥʝʧʝʨʝʨʚʥʦ ʤʽʥʣʠʚʠʭ ʪʝʭʥʦʣʦʛʽʡ, ʧʨʦʛʨʘʤʥʦʛʦ ʟʘʙʝʟʧʝʯʝʥʥʷ ʪʘ 
ʢʦʤʧ'ʶʪʝʨʥʦʾ ʪʝʭʥʽʢʠ; 
ï ʢʦʦʨʜʠʥʘʮʽʶ ʧʝʜʘʛʦʛʽʯʥʦʾ ʜʽʷʣʴʥʦʩʪʽ ʚʯʠʪʝʣʽʚ-ʧʨʝʜʤʝʪʥʠʢʽʚ ʫ 
ʧʨʦʮʝʩʽ ʽʥʬʦʨʤʘʪʠʟʘʮʽʾ ʥʘʚʯʘʣʴʥʦʛʦ ʟʘʢʣʘʜʫ ʪʘ ʘʫʪʩʦʨʩʠʥʛʫ ʭʤʘʨʦ 
ʦʨʽʻʥʪʦʚʘʥʠʭ ʥʘʚʯʘʣʴʥʠʭ ʩʝʨʝʜʦʚʠʱ; 
ï  ʽʥʬʦʨʤʘʮʽʡʥʠʡ ʟʚ'ʷʟʦʢ ʰʢʦʣʠ ʟ ʽʥʰʠʤʠ ʥʘʚʯʘʣʴʥʠʤʠ 
ʟʘʢʣʘʜʘʤʠ ʪʘ ʦʩʚʽʪʥʽʤʠ ʫʩʪʘʥʦʚʘʤʠ; 
ï ʧʨʦʝʢʪʫʚʘʥʥʷ ʽʥʬʦʨʤʘʮʽʡʥʦ-ʦʩʚʽʪʥʴʦʛʦ ʧʨʦʩʪʦʨʫ ʥʘʚʯʘʣʴʥʦʛʦ 
ʟʘʢʣʘʜʫ. 

ʋʜʦʩʢʦʥʘʣʝʥʥʷ ʽ ʨʦʟʚʠʪʦʢ ʩʫʯʘʩʥʠʭ ʽʥʬʦʨʤʘʮʽʡʥʠʭ ʪʝʭʥʦʣʦʛʽʡ ʷʢ 
ʩʫʢʫʧʥʦʩʪʽ ʤʝʪʦʜʽʚ, ʟʘʩʦʙʽʚ ʽ ʩʧʦʩʦʙʽʚ ʧʨʘʮʽ, ʚʠʢʦʨʠʩʪʦʚʫʚʘʥʠʭ ʜʣʷ 
ʟʙʠʨʘʥʥʷ, ʩʠʩʪʝʤʘʪʠʟʘʮʽʾ, ʟʙʝʨʽʛʘʥʥʷ, ʦʧʨʘʮʶʚʘʥʥʷ, ʧʝʨʝʜʘʚʘʥʥʷ, 
ʧʦʜʘʥʥʷ ʨʽʟʥʦʤʘʥʽʪʥʠʭ ʧʦʚʽʜʦʤʣʝʥʴ, ʩʫʪʪʻʚʦ ʚʧʣʠʚʘʶʪʴ ʥʘ ʭʘʨʘʢʪʝʨ 
ʚʠʨʦʙʥʠʮʪʚʘ, ʥʘʫʢʦʚʠʭ ʜʦʩʣʽʜʞʝʥʴ, ʦʩʚʽʪʫ, ʢʫʣʴʪʫʨʫ, ʧʦʙʫʪ, ʩʦʮʽʘʣʴʥʽ 
ʚʟʘʻʤʠʥʠ ʽ ʩʪʨʫʢʪʫʨʠ. ʎʝ, ʩʚʦʻʶ ʯʝʨʛʦʶ, ʤʘʻ ʷʢ ʙʝʟʧʦʩʝʨʝʜʥʽʡ ʚʧʣʠʚ 
ʥʘ ʟʤʽʩʪ ʦʩʚʽʪʠ, ʧʦʚ'ʷʟʘʥʠʡ ʟ ʨʽʚʥʝʤ ʥʘʫʢʦʚʦ-ʪʝʭʥʽʯʥʠʭ ʜʦʩʷʛʥʝʥʴ, ʪʘʢ 
ʽ ʦʧʦʩʝʨʝʜʢʦʚʘʥʠʡ, ʧʦʚ'ʷʟʘʥʠʡ ʟ ʧʦʷʚʦʶ ʥʦʚʠʭ ʧʨʦʬʝʩʽʡʥʠʭ ʚʤʽʥʴ ʽ 
ʥʘʚʠʯʦʢ, ʧʦʪʨʝʙʘ ʚ ʷʢʠʭ ʰʚʠʜʢʦ ʟʨʦʩʪʘʻ.  

ɺ ʫʤʦʚʘʭ ʧʨʦʝʢʪʫʚʘʥʥʷ ʭʤʘʨʦ ʦʨʽʻʥʪʦʚʘʥʦʛʦ ʥʘʚʯʘʣʴʥʦʛʦ 
ʩʝʨʝʜʦʚʠʱʘ ʟʤʽʥʶʻʪʴʩʷ ʽ ʜʽʷʣʴʥʽʩʪʴ ʚʯʠʪʝʣʷ ʽʥʬʦʨʤʘʪʠʢʠ. 
ɺʠʟʥʘʯʠʤʦ ʟʤʽʩʪ ʽ ʭʘʨʘʢʪʝʨ ʡʦʛʦ ʜʽʷʣʴʥʦʩʪʽ ʟʘ ʢʦʤʧʦʥʝʥʪʘʤʠ: 
ʛʥʦʩʪʠʯʥʠʤ, ʧʨʦʝʢʪʫʚʘʣʴʥʠʤ, ʢʦʥʩʪʨʫʢʪʠʚʥʠʤ, ʢʦʤʫʥʽʢʘʪʠʚʥʠʤ, 
ʝʢʩʧʝʨʪʥʠʤ, ʢʦʥʪʨʦʣʶʶʯʠʤ. 

ɻʥʦʩʪʠʯʥʠʡ ʢʦʤʧʦʥʝʥʪ ʜʽʷʣʴʥʦʩʪʽ ʚʯʠʪʝʣʷ ʽʥʬʦʨʤʘʪʠʢʠ ʚ 
ʫʤʦʚʘʭ ʧʨʦʝʢʪʫʚʘʥʥʷ ʭʤʘʨʦ ʦʨʽʻʥʪʦʚʘʥʦʛʦ ʥʘʚʯʘʣʴʥʦʛʦ ʩʝʨʝʜʦʚʠʱʘ 
ʥʘʩʘʤʧʝʨʝʜ ʧʝʨʝʜʙʘʯʘʻ ʚʠʚʯʝʥʥʷ ʪʘ ʘʥʘʣʽʟ ʫʯʠʪʝʣʝʤ ʤʦʞʣʠʚʦʩʪʝʡ 
ʤʝʪʦʜʽʚ, ʬʦʨʤ ʽ ʟʘʩʦʙʽʚ ʥʘʚʯʘʥʥʷ, ʘ ʪʘʢʦʞ ʨʽʟʥʠʭ ʚʠʜʽʚ ʜʽʷʣʴʥʦʩʪʽ 
ʫʯʥʽʚ ʚ ʍʆʅʉ ʜʣʷ ʜʦʩʷʛʥʝʥʥʷ ʥʦʚʠʭ ʥʘʚʯʘʣʴʥʠʭ ʨʝʟʫʣʴʪʘʪʽʚ. 

ʇʨʦʝʢʪʫʚʘʣʴʥʠʡ ʢʦʤʧʦʥʝʥʪ ʜʽʷʣʴʥʦʩʪʽ ʚʯʠʪʝʣʷ  ʽʥʬʦʨʤʘʪʠʢʠ ʫ 
ʫʤʦʚʘʭ ʧʨʦʝʢʪʫʚʘʥʥʷ ʭʤʘʨʦ ʦʨʽʻʥʪʦʚʘʥʦʛʦ ʥʘʚʯʘʣʴʥʦʛʦ ʩʝʨʝʜʦʚʠʱʘ 
ʧʝʨʝʜʙʘʯʘʻ ʘʥʘʣʽʟ ʮʽʣʝʡ ʽ ʟʘʚʜʘʥʴ ʥʘʚʯʘʥʥʷ, ʧʨʦʝʢʪʫʚʘʥʥʷ ʥʦʚʠʭ 
ʚʠʜʽʚ ʥʘʚʯʘʣʴʥʦʾ ʜʽʷʣʴʥʦʩʪʽ, ʧʣʘʥʫʚʘʥʥʷ ʥʘʚʯʘʣʴʥʠʭ ʩʠʪʫʘʮʽʡ, 
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ʨʦʟʨʦʙʣʝʥʥʷ ʥʘʚʯʘʣʴʥʠʭ ʟʘʚʜʘʥʴ, ʧʽʜʙʽʨ ʩʝʨʚʽʩʽʚ ʍʆʅʉ ʜʣʷ 
ʚʠʨʽʰʝʥʥʷ ʜʠʜʘʢʪʠʯʥʠʭ ʟʘʚʜʘʥʴ ʥʘʚʯʘʥʥʷ. 

ʂʦʥʩʪʨʫʢʪʠʚʥʠʡ ʢʦʤʧʦʥʝʥʪ ʜʽʷʣʴʥʦʩʪʽ ʚʯʠʪʝʣʷ ʽʥʬʦʨʤʘʪʠʢʠ ʚ 
ʫʤʦʚʘʭ ʧʨʦʝʢʪʫʚʘʥʥʷ ʭʤʘʨʦ ʦʨʽʻʥʪʦʚʘʥʦʛʦ ʥʘʚʯʘʣʴʥʦʛʦ ʩʝʨʝʜʦʚʠʱʘ 
ʧʝʨʝʜʙʘʯʘʻ ʤʦʞʣʠʚʽʩʪʴ ʚʠʙʦʨʫ ʪʦʛʦ ʯʠ ʽʥʰʦʛʦ ʩʮʝʥʘʨʽʶ, 
ʨʦʟʨʦʙʣʝʥʥʷ ʨʽʟʥʠʭ ʦʩʚʽʪʥʽʭ ʪʨʘʻʢʪʦʨʽʡ, ʱʦ ʥʘʜʘʶʪʴʩʷ ʚ ʍʆʅʉ ʜʣʷ 
ʜʦʩʷʛʥʝʥʥʷ ʥʘʚʯʘʣʴʥʠʭ ʮʽʣʝʡ. 

ʂʦʤʫʥʽʢʘʪʠʚʥʠʡ ʢʦʤʧʦʥʝʥʪ ʜʽʷʣʴʥʦʩʪʽ ʚʯʠʪʝʣʷ ʽʥʬʦʨʤʘʪʠʢʠ ʚ 
ʫʤʦʚʘʭ ʧʨʦʝʢʪʫʚʘʥʥʷ ʭʤʘʨʦ ʦʨʽʻʥʪʦʚʘʥʦʛʦ ʥʘʚʯʘʣʴʥʦʛʦ ʩʝʨʝʜʦʚʠʱʘ 
ʚʽʜʦʙʨʘʞʘʻ: ʥʦʚʽ ʬʦʨʤʠ ʽ ʭʘʨʘʢʪʝʨ ʚʟʘʻʤʦʜʽʾ ʩʫʙôʻʢʪʽʚ ʥʘʚʯʘʥʥʷ, 
ʛʦʪʦʚʥʽʩʪʴ ʚʠʢʦʨʠʩʪʦʚʫʚʘʪʠ ʜʠʩʪʘʥʮʽʡʥʽ ʪʝʭʥʦʣʦʛʽʾ ʫ ʩʚʦʾʡ 
ʧʨʦʬʝʩʽʡʥʽʡ ʜʽʷʣʴʥʦʩʪʽ, ʦʨʽʻʥʪʫʚʘʪʠʩʷ ʚ ʩʦʮʽʘʣʴʥʠʭ ʩʝʨʚʽʩʘʭ, 

ʪʝʭʥʦʣʦʛʽʭ̫ ɺʝʙ-2.0, ʤʝʨʝʞʥʠʭ ʪʘ ɯʥʪʝʨʥʝʪ-ʩʧʽʣʴʥʦʪʘʭ, ʟʘʣʫʯʘʪʠ 
ʩʫʙôʻʢʪʽʚ ʥʘʚʯʘʥʥʷ ʜʦ ʘʢʪʠʚʥʦʾ ʫʯʘʩʪʽ ʚ ʮʠʭ ʩʧʽʣʴʥʦʪʘʭ ʜʣʷ 
ʜʦʩʷʛʥʝʥʥʷ ʥʘʚʯʘʣʴʥʦ-ʚʠʭʦʚʥʠʭ ʮʽʣʝʡ.  

ɽʢʩʧʝʨʪʥʠʡ ʢʦʤʧʦʥʝʥʪ ʜʽʷʣʴʥʦʩʪʽ ʚʯʠʪʝʣʷ ʽʥʬʦʨʤʘʪʠʢʠ ʚ 
ʫʤʦʚʘʭ ʧʨʦʝʢʪʫʚʘʥʥʷ ʭʤʘʨʦ ʦʨʽʻʥʪʦʚʘʥʦʛʦ ʥʘʚʯʘʣʴʥʦʛʦ ʩʝʨʝʜʦʚʠʱʘ 
ʧʦʣʷʛʘʻ ʫ ʚʠʟʥʘʯʝʥʥʽ ʜʦʮʽʣʴʥʦʩʪʽ ʪʘ ʝʬʝʢʪʠʚʥʦʩʪʽ ʚʠʢʦʨʠʩʪʘʥʥʷ 
ʩʝʨʚʽʩʽʚ ʍʆʅʉ ʜʣʷ ʜʦʩʷʛʥʝʥʥʷ ʥʘʚʯʘʣʴʥʦ-ʚʠʭʦʚʥʠʭ ʮʽʣʝʡ, 
ʛʘʨʘʥʪʫʚʘʥʥʷ ʽʥʬʦʨʤʘʮʽʡʥʦʾ ʙʝʟʧʝʢʠ, ʘ ʪʘʢʦʞ ʟʥʘʥʥʷ ʦʩʥʦʚ 
ʘʚʪʦʨʩʴʢʦʛʦ ʧʨʘʚʘ ʪʘ ʽʥʰʠʭ ʧʨʘʚʦʚʠʭ ʥʦʨʤ, ʱʦ ʜʦʟʚʦʣʷʶʪʴ 
ʧʨʘʚʦʤʽʨʥʦ ʚʠʢʦʨʠʩʪʦʚʫʚʘʪʠ ʩʝʨʚʽʩʠ ʍʆʅʉ, ʪʝʭʥʦʣʦʛʽʾ ɺʝʙ-2.0, LMS 
(ʩʠʩʪʝʤʠ ʜʠʩʪʘʥʮʽʡʥʦʛʦ ʥʘʚʯʘʥʥʷ) ʚ ʥʘʚʯʘʣʴʥʦʤʫ ʧʨʦʮʝʩʽ. 

ʂʦʥʪʨʦʣʶʶʯʠʡ ʢʦʤʧʦʥʝʥʪ ʚ ʫʤʦʚʘʭ ʧʨʦʝʢʪʫʚʘʥʥʷ ʭʤʘʨʦ 
ʦʨʽʻʥʪʦʚʘʥʦʛʦ ʥʘʚʯʘʣʴʥʦʛʦ ʩʝʨʝʜʦʚʠʱʘ ʢʨʠʻ ʚ ʩʦʙʽ ʘʥʘʣʽʟ 
ʩʧʨʦʝʢʪʦʚʘʥʦʛʦ ʍʆʅʉ, ʨʝʬʣʝʢʩʽʶ ʚʣʘʩʥʦʾ ʜʽʷʣʴʥʦʩʪʽ, ʤʦʥʽʪʦʨʠʥʛ, 
ʜʽʘʛʥʦʩʪʠʢʫ ʪʘ ʢʦʨʝʢʮʽʶ ʥʘʚʯʘʣʴʥʦʛʦ ʧʨʦʮʝʩʫ ʫ ʩʧʨʦʝʢʪʦʚʘʥʦʤʫ 
ʍʆʅʉ. 

ʂʨʽʤ ʫʯʠʪʝʣʷ ʽʥʬʦʨʤʘʪʠʢʠ, ʧʨʦʝʢʪʫʚʘʥʥʷ ʭʤʘʨʦ ʦʨʽʻʥʪʦʚʘʥʠʭ 
ʥʘʚʯʘʣʴʥʠʭ ʩʝʨʝʜʦʚʠʱ ʤʦʞʝ ʟʜʽʡʩʥʶʚʘʪʠ ʰʪʘʪʥʠʡ ʧʨʘʮʽʚʥʠʢ ï 
ʽʥʞʝʥʝʨ-ʝʣʝʢʪʨʦʥʽʢ. ʇʦʩʘʜʘ ʽʥʞʝʥʝʨʘ-ʝʣʝʢʪʨʦʥʽʢʘ ʙʫʣʘ ʚʚʝʜʝʥʘ ʜʦ 
ʰʪʘʪʥʠʭ ʨʦʟʧʠʩʽʚ ʟʘʛʘʣʴʥʦʦʩʚʽʪʥʽʭ ʥʘʚʯʘʣʴʥʠʭ ʟʘʢʣʘʜʽʚ ʟ̔ 2012 ʨʦʢʫ ʽ 
ʧʝʨʝʜʙʘʯʘʣʘ ʟʘʩʪʦʩʦʚʫʚʘʥʥʷ ʟʥʘʥʴ ʽ ʚʤʽʥʴ ʟ ʧʠʪʘʥʴ: 
ï ʝʢʩʧʣʫʘʪʘʮʽʾ ʪʘ ʨʝʤʦʥʪʫ ʝʣʝʢʪʨʦʥʥʦʛʦ ʫʩʪʘʪʢʫʚʘʥʥʷ; 
ï ʨʝʞʠʤʠ ʨʦʙʦʪʠ ʽ ʧʨʠʟʥʘʯʝʥʥʷ ʫʩʪʘʪʢʫʚʘʥʥʷ, ʧʨʘʚʠʣʘ ʡʦʛʦ 
ʪʝʭʥʽʯʥʦʾ ʝʢʩʧʣʫʘʪʘʮʽʾ; 
ï ʪʝʭʥʦʣʦʛʽʶ ʘʚʪʦʤʘʪʠʟʦʚʘʥʦʛʦ ʦʙʨʦʙʣʝʥʥʷ ʽʥʬʦʨʤʘʮʽʾ; 
ï ʬʦʨʤʘʣʽʟʦʚʘʥʽ ʤʦʚʠ ʧʨʦʛʨʘʤʫʚʘʥʥʷ; 
ï ʚʠʜʠ ʪʝʭʥʽʯʥʠʭ ʥʦʩʽʾʚ ʽʥʬʦʨʤʘʮʽʾ; 
ï ʥʘʷʚʥʽ ʩʠʩʪʝʤʠ ʯʠʩʣʝʥʥʷ, ʰʠʬʨʽʚ ʽ ʢʦʜʽʚ, ʩʪʘʥʜʘʨʪʥʽ ʧʨʦʛʨʘʤʠ ʽ 
ʢʦʤʘʥʜʠ; 
ï ʦʩʥʦʚʠ ʤʘʪʝʤʘʪʠʯʥʦʛʦ ʟʘʙʝʟʧʝʯʝʥʥʷ ʽ ʧʨʦʛʨʘʤʫʚʘʥʥʷ; 
ï ʦʨʛʘʥʽʟʘʮʽʶ ʨʝʤʦʥʪʥʦʛʦ ʦʙʩʣʫʛʦʚʫʚʘʥʥʷ; 
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ï ʧʝʨʝʜʦʚʠʡ ʚʽʪʯʠʟʥʷʥʠʡ ʽ ʩʚʽʪʦʚʠʡ ʜʦʩʚʽʜ ʝʢʩʧʣʫʘʪʘʮʽʾ ʡ 
ʪʝʭʥʽʯʥʦʛʦ ʦʙʩʣʫʛʦʚʫʚʘʥʥʷ ʝʣʝʢʪʨʦʥʥʦʛʦ ʫʩʪʘʪʢʫʚʘʥʥʷ; 
ï ʧʦʨʷʜʦʢ ʩʢʣʘʜʘʥʥʷ ʟʘʤʦʚʣʝʥʴ ʥʘ ʝʣʝʢʪʨʦʥʥʝ ʫʩʪʘʪʢʫʚʘʥʥʷ, 
ʟʘʧʘʩʥʽ ʯʘʩʪʠʥʠ, ʧʨʦʚʝʜʝʥʥʷ ʨʝʤʦʥʪʫ ʪʘ ʽʥʰʦʾ ʪʝʭʥʽʯʥʦʾ ʜʦʢʫʤʝʥʪʘʮʽʾ 
ʪʘ ʽʥ.  

ʇʦʻʜʥʘʥʥʷ ʪʝʭʥʦʣʦʛʽʯʥʦʾ ʪʘ ʧʝʜʘʛʦʛʽʯʥʦʾ ʤʘʡʩʪʝʨʥʦʩʪʽ ʩʫʙôʻʢʪʽʚ 
ʜʽʷʣʴʥʦʩʪʽ ʍʆʅʉ, ʪʦʙʪʦ ʩʧʽʚʧʨʘʮʷ ʽʥʞʝʥʝʨʘ-ʝʣʝʢʪʨʦʥʽʢʘ ʟ  ʫʯʠʪʝʣʝʤ 
ʽʥʬʦʨʤʘʪʠʢʠ, ʜʘʶʪʴ ʚʠʩʦʢʽ ʨʝʟʫʣʴʪʘʪʠ ʫ ʧʨʦʝʢʪʫʚʘʥʥʽ ʍʆʅʉ ɿʅɿ. 

ʄʝʪʦʜʠʢʘ ʧʨʦʝʢʪʫʚʘʥʥʷ ʭʤʘʨʦ ʦʨʽʻʥʪʦʚʘʥʦʛʦ ʥʘʚʯʘʣʴʥʦʛʦ 
ʩʝʨʝʜʦʚʠʱʘ ʥʘ ʨʽʚʥʽ ʚʯʠʪʝʣʷ ʽʥʬʦʨʤʘʪʠʢʠ (ʽʥʞʝʥʝʨʘïʝʣʝʢʪʨʦʥʽʢʘ) 
ʟʘʛʘʣʴʥʦʦʩʚʽʪʥʴʦʛʦ ʥʘʚʯʘʣʴʥʦʛʦ ʟʘʢʣʘʜʫ ʦʭʦʧʣʶʻ ʩʽʤ ʝʪʘʧʽʚ. 

ɽʪʘʧ 2.1 ʦʭʦʧʣʶʻ ʚʠʢʦʥʘʥʥʷ ʪʘʢʠʭ ʧʨʦʮʝʜʫʨ: 
ï ʟôʷʩʫʚʘʥʥʷ ʪʝʦʨʝʪʠʢʦïʧʨʘʢʪʠʯʥʠʭ ʦʩʥʦʚ ʧʨʦʝʢʪʫʚʘʥʥʷ ʍʆʅʉ ɿʅɿ;  
ï ʚʠʚʯʝʥʥʷ ʧʝʜʘʛʦʛʽʯʥʦʛʦ ʜʦʩʚʽʜʫ ʚʠʢʦʨʠʩʪʘʥʥʷ ʍʆʅʉ ʫ ɿʅɿ;  
ï ʚʠʚʯʝʥʥʷ ʥʦʨʤʘʪʠʚʥʠʭ ʜʦʢʫʤʝʥʪʽʚ ʱʦʜʦ ʧʨʦʝʢʪʫʚʘʥʥʷ ʪʘ 
ʚʧʨʦʚʘʜʞʝʥʥʷ  ʍʆʅʉ. 
ɺʠʢʦʥʘʥʥʷ ʧʨʦʮʝʜʫʨ ʟʜʽʡʩʥʶʻʪʴʩʷ ʟʘ ʜʦʧʦʤʦʛʠ ʚʠʚʯʝʥʥʷ 

ʪʝʦʨʝʪʠʯʥʠʭ ʦʩʥʦʚ ʧʨʦʝʢʪʫʚʘʥʥʷ ʍʆʅʉ, ʦʟʥʘʡʦʤʣʝʥʥʷ ʟ 
ʚʽʜʦʤʦʩʪʷʤʠ, ʱʦ ʜʨʫʢʫʶʪʴʩʷ ʚ ʝʣʝʢʪʨʦʥʥʠʭ ʘʙʦ ʜʨʫʢʦʚʘʥʠʭ 
ʚʠʜʘʥʥʷʭ. ʅʘʧʨʠʢʣʘʜ, çɯʥʬʦʨʤʘʮʽʡʥʽ ʪʝʭʥʦʣʦʛʽʾ ʪʘ ʟʘʩʦʙʠ ʥʘʚʯʘʥʥʷè 
(www.journal.iitta.gov.ua) ʘʙʦ ʜʨʫʢʦʚʘʥʠʭ ʚʠʜʘʥʥʷʭ çʂʦʤʧôʶʪʝʨ ʫ 
ʰʢʦʣʽ ʪʘ ʩʽʤôʾè, çɼʦʚʽʜʥʠʢ ʜʠʨʝʢʪʦʨʘ ʰʢʦʣʠè, çɿʘʚʫʯ ʰʢʦʣʠè ʪʦʱʦ. 
ɺʘʨʪʦ ʧʦʟʥʘʡʦʤʠʪʠʩʷ ʟ ʚʽʜʦʤʦʩʪʷʤʠ ʥʘ ʩʘʡʪʽ ʢʦʤʧʘʥʽʾ ʧʨʦʚʘʡʜʝʨʘ 
ʭʤʘʨʥʠʭ ʧʦʩʣʫʛ, ʥʘʧʨʠʢʣʘʜ, ʄʘʡʢʨʦʩʦʬʪ 
(http://www.microsoft.com/uk-ua/cloud/), ʧʝʨʝʛʣʷʥʫʪʠ ʚʽʜʝʦʬʨʘʛʤʝʥʪʠ 
ʟʘ ʟʘʧʠʪʦʤ Office365 ʥʘ https://www.youtube.com ʘʙʦ ʚ ʤʝʨʝʞʽ 
çʇʘʨʪʥʝʨʩʪʚʦ ʫ ʥʘʚʯʘʥʥʽè (www.pil-network.com). 

ɹʘʞʘʥʦ ʚʠʚʯʠʪʠ ʜʦʩʚʽʜ ʧʝʨʝʜʦʚʠʭ ʰʢʽʣ ʋʢʨʘʾʥʠ, ʷʢʽ ʚʞʝ ʧʝʚʥʠʡ 
ʯʘʩ ʧʨʘʮʶʶʪʴ ʟ̔ ʭʤʘʨʦ ʦʨʽʻʥʪʦʚʘʥʠʤʠ ʥʘʚʯʘʣʴʥʠʤʠ ʩʝʨʝʜʦʚʠʱʘʤʠ. 

ʊʘʢʝ ʦʥ-ʣʘʡʥʦʚʝ ʩʧʽʣʢʫʚʘʥʥʷ ʘʙʦ ʚʽʜʚʽʜʫʚʘʥʥʷ ʥʘʚʯʘʣʴʥʠʭ ʟʘʢʣʘʜʽʚ 
ʤʦʞʝ ʨʦʟʢʨʠʪʠ ʜʦʜʘʪʢʦʚʽ ʪʝʭʥʦʣʦʛʽʯʥʽ ʤʦʞʣʠʚʦʩʪʽ ʍʆʅʉ, ʷʢʽ ʥʘ 
ʧʝʨʰʠʡ ʧʦʛʣʷʜ ʥʝ ʻ ʦʯʝʚʠʜʥʠʤʠ. ɿʥʘʡʪʠ ʪʘʢʽ ʰʢʦʣʠ ʤʦʞʥʘ ʚ ʜʦʜʘʪʢʫ 
ʜʦ ʥʘʢʘʟʫ ʄʆʅ ʋʢʨʘʾʥʠ ʚʽʜ 21.05.2014 ˉ629 (ʇʨʦ ʧʨʦʚʝʜʝʥʥʷ 
ʝʢʩʧʝʨʠʤʝʥʪʘʣʴʥʦʾ ʨʦʙʦʪʠ ʟʘ ʧʨʦʝʢʪʦʤ çʍʤʘʨʥʽ ʩʝʨʚʽʩʠ ʚ ʦʩʚʽʪʽè).  

ɺʯʠʪʝʣʝʚʽ ʽʥʬʦʨʤʘʪʠʢʠ (ʽʥʞʝʥʝʨʦʚ-̔ʝʣʝʢʪʨʦʥʽʢʫ) ʙʘʞʘʥʦ ʟʥʘʪʠ 
ʪʝʥʜʝʥʮʽʾ ʚʠʢʦʨʠʩʪʘʥʥʷ ʍʆʅʉ ʚ ʽʥʰʠʭ ʢʨʘʾʥʘʭ, ʱʦ ʜʘʩʪʴ ʤʦʞʣʠʚʽʩʪʴ 
ʥʘʧʨʘʮʶʚʘʪʠ ʥʘʧʨʷʤʦʢ ʨʦʟʚʠʪʢʫ ʍʆʅʉ ʜʣʷ ʩʚʦʻʾ ʰʢʦʣʠ ʟ 
ʫʨʘʭʫʚʘʥʥʷʤ ʾʾ ʩʧʝʮʽʘʣʽʟʘʮʽʾ. 

ʊʘʢʦʞ ʥʝʦʙʭʽʜʥʦ ʚʽʜʚʽʜʘʪʠ ʦʟʥʘʡʦʤʣʶʚʘʣʴʥʽ ʪʨʝʥʽʥʛʠ, ʱʦ 
ʧʨʦʚʦʜʷʪʴʩʷ ʢʦʤʧʘʥʽʻʶ Microsoft ʋʢʨʘʾʥʘ (ʱʦʨʽʯʥʽ) ʘʙʦ ʟʘʣʫʯʠʪʠ ʾʭʥʽʭ 
ʩʧʝʮʽʘʣʽʩʪʽʚ ʜʦ ʜʝʤʦʥʩʪʨʘʮʽʾ ʦʩʥʦʚʥʠʭ ʤʦʞʣʠʚʦʩʪʝʡ Office365 ʥʘ ʙʘʟʽ 
ʢʦʥʢʨʝʪʥʦʾ ʰʢʦʣʠ ʽ ʜʽʟʥʘʪʠʩʷ ʧʨʦ ʪʝʭʥʽʯʥʽ ʦʩʦʙʣʠʚʦʩʪʽ ʨʦʟʛʦʨʪʘʥʥʷ 
ʍʆʅʉ.  



 

 

51 

 

ʆʜʥʽʻʶ ʟ ʚʘʞʣʠʚʠʭ ʧʨʦʮʝʜʫʨ ʧʨʦʝʢʪʫʚʘʥʥʷ ʍʆʅʉ ʥʘ ʨʽʚʥʽ 
ʚʯʠʪʝʣʷ ʽʥʬʦʨʤʘʪʠʢʠ (ʽʥʞʝʥʝʨʘ-ʝʣʝʢʪʨʦʥʽʢʘ) ʻ ʦʟʥʘʡʦʤʣʝʥʥʷ ʟ 
ʥʦʨʤʘʪʠʚʥʠʤʠ ʜʦʢʫʤʝʥʪʘʤʠ, ʱʦ ʚʠʟʥʘʯʘʶʪʴ ʪʝʨʤʽʥ, ʝʪʘʧʠ 
ʧʨʦʝʢʪʫʚʘʥʥʷ ʽ ʚʧʨʦʚʘʜʞʝʥʥʷ ʚ ʥʘʚʯʘʣʴʥʦʤʫ ʟʘʢʣʘʜʽ, ʢʽʣʴʢʽʩʪʴ 
ʩʫʙôʻʢʪʽʚ ʍʆʅʉ, ʧʦʪʨʝʙʫ ʚ ʪʝʤʘʪʠʯʥʠʭ ʩʘʡʪʘʭ, ʚʽʜʧʦʚʽʜʘʣʴʥʠʭ ʟʘ 
ʚʝʜʝʥʥʷ ʩʘʡʪʽʚ, ʚʽʜʧʦʚʽʜʘʣʴʥʠʭ ʟʘ ʚʝʜʝʥʥʷ ʩʘʡʪʽʚ ʤʝʪʦʜʠʯʥʠʭ 
ʦʙôʻʜʥʘʥʴ, ʧʦʧʝʨʝʜʥʶ ʩʪʨʫʢʪʫʨʫ ʭʤʘʨʥʠʭ ʩʭʦʚʠʱ ʚʯʠʪʝʣʽʚ ʪʘ ʫʯʥʽʚ, 
ʥʝʦʙʭʽʜʥʽʩʪʴ ʬʦʨʤʫʚʘʥʥʷ ʩʘʡʪʫ ʧʝʜʘʛʦʛʽʯʥʦʛʦ ʢʦʣʝʢʪʠʚʫ ʷʢ 
ʮʝʥʪʨʘʣʴʥʦʾ ʩʪʦʨʽʥʢʠ ʧʦʰʫʢʫ ʧʨʝʜʤʝʪʽʚ ʽ ʫʯʠʪʝʣʽʚ, ʬʦʨʤʫʚʘʥʥʷ 
ʢʘʣʝʥʜʘʨʽʚ, ʩʪʨʫʢʪʫʨʫʚʘʥʥʷ ʧʦʰʪʦʚʠʭ ʩʢʨʠʥʴʦʢ, ʚʚʝʜʝʥʥʷ ʩʦʮʽʘʣʴʥʦʾ 
ʤʝʨʝʞʽ Yammer, ʬʦʨʤʫʚʘʥʥʷ ʩʧʽʣʴʥʠʭ ʧʘʧʦʢ ʜʣʷ ʨʝʘʣʽʟʘʮʽʾ 
ʢʦʦʧʝʨʘʮʽʾ, ʩʧʽʚʧʨʘʮʽ ʪʘ ʢʦʤʫʥʽʢʘʮʽʾ. 

ɽʪʘʧ 2.2 ʦʭʦʧʣʶʻ ʚʠʢʦʥʘʥʥʷ ʧʨʦʮʝʜʫʨʠ ˇʨʫʥʪʦʚʥʦʛʦ ʘʥʘʣʽʟʫ  
ʙʘʟʦʚʠʭ ʤʦʜʝʣʝʡ ʪʘ ʨʦʟʨʦʙʣʝʥʥʷ ʚʣʘʩʥʦʾ ʤʦʜʝʣʽ ʍʆʅʉ (ʟʘ 
ʧʦʪʨʝʙʦʶ).  

ɺʠʢʦʥʘʥʥʷ ʧʨʦʮʝʜʫʨʠ ʟʜʽʡʩʥʶʻʪʴʩʷ ʟʘ ʜʦʧʦʤʦʛʠ ʫʟʘʛʘʣʴʥʝʥʥʷ 
ʧʝʨʝʜʦʚʦʛʦ ʧʝʜʘʛʦʛʽʯʥʦʛʦ ʜʦʩʚʽʜʫ ʟ ʚʠʢʦʨʠʩʪʘʥʥʷ ʍʆʅʉ ʪʘ 
ʨʦʟʨʦʙʣʝʥʥʷ ʢʦʤʧʦʥʝʥʪʽʚ ʜʣʷ ʢʦʥʢʨʝʪʥʦʾ ʰʢʦʣʠ, ʫʯʘʩʪʽ ʚ ʥʘʨʘʜʽ ʟ 
ʟʘʩʪʫʧʥʠʢʘʤʠ ʜʠʨʝʢʪʦʨʘ ʥʘ ʧʨʝʜʤʝʪ ʫʪʦʯʥʝʥʥʷ ʢʦʤʧʦʥʝʥʪʽʚ ʤʦʜʝʣʽ, 
ʤʝʪʠ ʬʫʥʢʮʽʦʥʫʚʘʥʥʷ ʍʆʅʉ ʜʣʷ ʚʨʘʭʫʚʘʥʥʷ ʤʦʞʣʠʚʦʩʪʽ ʫʯʘʩʪʽ ʫʯʥʽʚ 
ʫ ʨʝʛʽʦʥʘʣʴʥʠʭ  ̔ ʤʽʞʥʘʨʦʜʥʠʭ ʧʨʦʝʢʪʘʭ, ʦʨʛʘʥʽʟʘʮʽʾ ʜʠʩʪʘʥʮʽʡʥʦʛʦ 
ʥʘʚʯʘʥʥʷ, ʧʽʜʪʨʠʤʫʚʘʥʥʷ ʦʙʜʘʨʦʚʘʥʠʭ ʫʯʥʽʚ, ʚʠʨʽʰʝʥʥʷ ʧʠʪʘʥʴ ʟ 
ʦʨʛʘʥʽʟʘʮʽʾ ʥʘʚʯʘʥʥʷ ʫʯʥʽʚ ʟ ʦʩʦʙʣʠʚʠʤʠ ʧʦʪʨʝʙʘʤʠ ʘʙʦ ʟ ʪʘʢʠʤʠ, ʷʢʽ 
ʟʜʽʡʩʥʶʶʪʴ ʩʪʘʞʫʚʘʥʥʷ ʟʘ ʢʦʨʜʦʥʦʤ. 

ɿʘʪʚʝʨʜʠʪʠ ʢʦʤʧʦʥʝʥʪʠ ʍʆʅʉ ʜʣʷ ʽʥʜʠʚʽʜʫʘʣʴʥʦʛʦ, ʩʧʽʣʴʥʦʛʦ ʪʘ 
ʧʨʝʜʤʝʪʥʦʛʦ ʚʠʢʦʨʠʩʪʘʥʥʷ. 

ɽʪʘʧ 2.3 ʦʭʦʧʣʶʻ ʧʨʦʮʝʜʫʨʫ ʫʪʦʯʥʝʥʥʷ ʽʜʝʾ ʱʦʜʦ ʧʨʦʝʢʪʫʚʘʥʥʷ 
ʭʤʘʨʦ ʦʨʽʻʥʪʦʚʘʥʦʛʦ ʥʘʚʯʘʣʴʥʦʛʦ ʩʝʨʝʜʦʚʠʱʘ ʟʘʛʘʣʴʥʦʦʩʚʽʪʥʴʦʛʦ 
ʥʘʚʯʘʣʴʥʦʛʦ ʟʘʢʣʘʜʫ. 

ɺʠʢʦʥʘʥʥʷ ʧʨʦʮʝʜʫʨʠ ʟʜʽʡʩʥʶʻʪʴʩʷ ʟ ʤʝʪʦʶ ʫʟʛʦʜʞʝʥʥʷ ʽʜʝʾ 
(ʢʦʥʮʝʧʮʽʾ)  ʬʫʥʢʮʽʦʥʫʚʘʥʥʷ ʍʆʅʉ ʫ ʧʝʚʥʦʤʫ ʥʘʚʯʘʣʴʥʦʤʫ ʟʘʢʣʘʜʽ. 

ɺʽʜ ʫʯʠʪʝʣʷ ʽʥʬʦʨʤʘʪʠʢʠ (ʽʥʞʝʥʝʨʘ-ʝʣʝʢʪʨʦʥʽʢʘ) ʟʘʣʝʞʘʪʴ 
ʧʝʨʩʧʝʢʪʠʚʘ ʨʦʟʙʫʜʦʚʠ ʩʝʨʝʜʦʚʠʱʘ, ʥʝʧʝʨʝʨʚʥʽʩʪʴ ʬʫʥʢʮʽʦʥʫʚʘʥʥʷ, 
ʢʦʨʠʛʫʚʘʥʥʷ ʧʦʪʨʝʙ ʫʯʠʪʝʣʽʚ ʪʘ ʫʯʥʽʚ ʫ ʥʦʚʽʪʥʽʭ ʪʝʭʥʦʣʦʛʽʷʭ, ʥʘʜʘʥʥʷ 
ʪʝʭʥʦʣʦʛʽʯʥʦʾ ʜʦʧʦʤʦʛʠ ʪʘ ʟʜʽʡʩʥʝʥʥʷ ʤʦʥʽʪʦʨʠʥʛʫ ʘʢʪʠʚʽʟʘʮʽʾ 
ʥʘʚʯʘʣʴʥʦʾ ʜʽʷʣʴʥʦʩʪʽ ʫʯʥʽʚ. 

ɺʥʝʩʝʥʥʷ ʟʤʽʥ  ̔ ʧʨʦʧʦʟʠʮʽʡ ʫ ʢʦʥʮʝʧʮʽʶ ʪʘ ʧʦʜʘʥʥʷ ʾʾ ʜʣʷ 
ʦʙʛʦʚʦʨʝʥʥʷ ʪʘ ʟʘʪʚʝʨʜʞʝʥʥʷ ʥʘ ʧʝʜʘʛʦʛʽʯʥʽʡ ʨʘʜʽ ʧʨʘʮʽʚʥʠʢʽʚ 
ʰʢʦʣʠ. 

ɽʪʘʧ 2.4 ʦʭʦʧʣʶʻ ʚʠʢʦʥʘʥʥʷ ʪʘʢʠʭ ʧʨʦʮʝʜʫʨ: 
ï ʫʟʛʦʜʞʝʥʥʷ  ʩʪʨʫʢʪʫʨʥʠʭ ʦʙôʻʢʪʽʚ  ̔ʜʦʜʘʪʢʦʚʠʭ ʢʦʤʧʦʥʝʥʪʽʚ ʍʆʅʉ,  

ï ʥʘʢʦʧʠʯʝʥʥʷ ʙʘʥʢʫ ʩʝʨʚʽʩʽʚ, ʧʨʦʛʨʘʤʥʦʛʦ ʟʘʙʝʟʧʝʯʝʥʥʷ ɺʝʙ-2.0 ʟ 
ʤʝʪʦʶ ʩʪʚʦʨʝʥʥʷ ʫʤʦʚ ʜʣʷ ʟʘʙʝʟʧʝʯʝʥʥʷ ʽʥʪʝʨʘʢʪʠʚʥʦʾ ʚʟʘʻʤʦʜʽʾ 
ʚʯʠʪʝʣʽʚ ʪʘ ʫʯʥʽʚ. 
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ɺʠʢʦʥʘʥʥʷ ʧʨʦʮʝʜʫʨ ʩʧʨʷʤʦʚʘʥʦ ʥʘ ʫʟʛʦʜʞʝʥʥʷ ʧʝʨʝʣʽʢʫ 
ʢʣʶʯʦʚʠʭ ʩʝʨʚʽʩʽʚ ʟ ʤʝʪʦʶ ʧʦʩʪʽʡʥʦʛʦ ʚʠʢʦʨʠʩʪʘʥʥʷ ʚ ʍʆʅʉ. 
ɿʜʽʡʩʥʝʥʥʷ ʩʧʽʚʧʨʘʮʽ ʟ ʧʨʦʚʘʡʜʝʨʘʤʠ ʭʤʘʨʥʠʭ ʧʦʩʣʫʛ ʥʘ ʧʨʝʜʤʝʪ 
ʽʥʪʝʛʨʘʮʽʾ ʛʦʪʦʚʠʭ ʧʨʦʛʨʘʤʥʠʭ ʨʽʰʝʥʴ ʜʣʷ ʚʜʦʩʢʦʥʘʣʝʥʥʷ 

ʧʝʜʘʛʦʛʽʯʥʦ-ʦʨʛʘʥʽʟʘʮʽʡʥʦʾ ʨʦʙʦʪʠ, ʥʘʧʨʠʢʣʘʜ, ʑʦʜʝʥʥʠʢ.ua, Moodle, 
ʘ ʪʘʢʦʞ ʬʦʨʤʫʚʘʥʥʷ ʙʘʟʠ ʧʦʩʠʣʘʥʴ ʥʘ ʨʽʟʥʦʤʘʥʽʪʥʝ ʧʨʦʛʨʘʤʥʝ 

ʟʘʙʝʟʧʝʯʝʥʥʷ ɺʝʙ-2.0, ʷʢʠʤʠ ʢʦʨʠʩʪʫʻʪʴʩʷ ʙʽʣʴʰʽʩʪʴ ʫʯʠʪʝʣʽʚ 
ʰʢʦʣʠ, ʩʧʝʮʽʘʣʴʥʝ ʦʥ-ʣʘʡʥʦʚʝ ʧʨʦʛʨʘʤʥʝ ʟʘʙʝʟʧʝʯʝʥʥʷ ʪʘʢʝ, ʷʢ 
GeoGebra ʪʘ ʽʥ.  

ɺʘʞʣʠʚʦʶ ʧʨʦʮʝʜʫʨʦʶ ʻ ʟʘʪʚʝʨʜʞʝʥʥʷ ʟʤʽʩʪʦʚʦʾ ʩʢʣʘʜʦʚʦʾ 
ʍʆʅʉ. ʄʘʻ ʙʫʪʠ ʟʘʪʚʝʨʜʞʝʥʦ ʪʝʭʥʦʣʦʛʽʶ ʥʘʧʦʚʥʶʚʘʥʥʷ ʩʭʦʚʠʱʘ 
ʍʆʅʉ ʥʘʚʯʘʣʴʥʦ-ʤʝʪʦʜʠʯʥʠʤʠ, ʜʠʜʘʢʪʠʯʥʠʤʠ ʤʘʪʝʨʽʘʣʘʤʠ ʪʘ 
ʥʘʜʘʥʥʷ ʜʦʩʪʫʧʫ ʚʩʽʤ ʫʯʘʩʥʠʢʘʤ ʥʘʚʯʘʣʴʥʦïʚʠʭʦʚʥʦʛʦ ʧʨʦʮʝʩʫ 
ʚʽʜʧʦʚʽʜʥʦ ʜʦ ʧʦʪʦʯʥʠʭ ʧʦʪʨʝʙ ʪʘ ʟʘʙʝʟʧʝʯʝʥʥʷ ʪʝʭʥʦʣʦʛʽʯʥʦʾ 
ʦʨʛʘʥʽʟʘʮʽʾ ʜʦʩʪʫʧʫ ʚʯʠʪʝʣʽʚ ʪʘ ʫʯʥʽʚ ʜʦ ɼʝʧʦʟʠʪʘʨʽʶ ʥʘʚʯʘʣʴʥʦʛʦ 
ʢʦʥʪʝʥʪʫ (http://ua.lokando.com/start.php) ʘʙʦ ʚʣʘʩʥʦʛʦ ʙʘʥʢʫ 
ʥʘʚʯʘʣʴʥʠʭ ʤʘʪʝʨʽʘʣʽʚ 

ɽʪʘʧ 2.5 ʧʨʦʝʢʪʫʚʘʥʥʷ ʦʭʦʧʣʶʻ ʚʠʢʦʥʘʥʥʷ ʪʘʢʠʭ ʟʘʚʜʘʥʴ  
(ʚʠʢʦʥʘʥʥʷ ʥʦʨʤʘʪʠʚʥʠʭ ʜʦʢʫʤʝʥʪʽʚ ʪʘ ʫʟʛʦʜʞʝʥʥʷ ʦʨʛʘʥʽʟʘʮʽʡʥʠʭ 
ʟʘʭʦʜʽʚ). 

ʆʟʥʘʡʦʤʣʝʥʥʷ ʪʘ ʚʠʢʦʥʘʥʥʷ  ʥʦʨʤʘʪʠʚʥʠʭ ʜʦʢʫʤʝʥʪʽʚ. 
ï ʋʟʛʦʜʞʝʥʥʷ ʧʣʘʥʫ ʟʘʭʦʜʽʚ ʟ ʣʽʢʚʽʜʘʮʽʾ ʢʣʶʯʦʚʠʭ ʧʨʦʙʣʝʤ, ʱʦ 
ʧʝʨʝʰʢʦʜʞʘʪʠʤʫʪʴ ʚʧʨʦʚʘʜʞʝʥʥʶ ʍʆʅʉ. 
ï ʆʟʥʘʡʦʤʣʝʥʥʷ ʟ ʥʘʢʘʟʦʤ ʧʦ ʰʢʦʣʽ ʧʨʦ ʚʧʨʦʚʘʜʞʝʥʥʷ ʍʆʅʉ ʟ 
ʚʠʟʥʘʯʝʥʥʷʤ ʢʽʥʮʝʚʦʛʦ ʪʘ ʧʨʦʤʽʞʥʦʛʦ ʪʝʨʤʽʥʫ. 
ï ʆʟʥʘʡʦʤʣʝʥʥʷ ʟ ʥʘʢʘʟʦʤ ʧʦ ʰʢʦʣʽ ʧʨʦ ʚʽʜʧʦʚʽʜʘʣʴʥʠʭ ʟʘ 
ʚʧʨʦʚʘʜʞʝʥʥʷ ʚʯʠʪʝʣʽʚ, ʢʣʘʩʥʠʭ ʢʝʨʽʚʥʠʢʽʚ ʟ ʧʨʦʝʢʪʫʚʘʥʥʷ ʚʣʘʩʥʠʭ 
ʢʘʙʽʥʝʪʽʚ. 

ï ʋʟʘʛʘʣʴʥʝʥʥʷ ʢʽʣʴʢʦʩʪʽ ʜʦʚʽʜʦʢ-ʧʦʛʦʜʞʝʥʴ ʧʨʦ ʚʽʜʢʨʠʪʪʷ ʫʯʥʷʤ 
ʝʣʝʢʪʨʦʥʥʠʭ ʩʢʨʠʥʴʦʢ. 
ï ʋʟʛʦʜʞʝʥʥʷ ʧʣʘʥʫ ʟʘʭʦʜʽʚ ʱʦʜʦ ʥʘʚʯʘʥʥʷ ʢʝʨʽʚʥʠʢʽʚ, ʫʯʠʪʝʣʽʚ, 
ʫʯʥʽʚ ʟ̔ ʚʠʢʦʨʠʩʪʘʥʥʷ ʦʩʥʦʚʥʠʭ ʤʦʞʣʠʚʦʩʪʝʡ ʍʆʅʉ. 
ï ʆʟʥʘʡʦʤʣʝʥʥʷ ʟ ʥʘʢʘʟʦʤ ʧʦ ʰʢʦʣʽ ʧʨʦ ʩʪʚʦʨʝʥʥʷ ʙʘʟʦʚʠʭ 

ʢʣʘʩʽʚ-ʫʯʘʩʥʠʢʽʚ (ʥʘ ʧʝʨʰʦʤʫ ʝʪʘʧʽ). 
ï ʈʦʟʤʽʩʪʠʪʠ ʪʝʢʩʪ ʧʨʦ ʚʧʨʦʚʘʜʞʝʥʥʷ ʍʆʅʉ ɿʅɿ ʥʘ ʟʦʚʥʽʰʥʴʦʤʫ 
ʩʘʡʪʽ ʰʢʦʣʠ. 
ï ɿʜʽʡʩʥʝʥʥʷ ʩʘʤʦʢʦʥʪʨʦʣʶ ʧʨʦʝʢʪʫʚʘʥʥʷ. 

ɺʠʢʦʥʘʥʥʷ ʧʨʦʮʝʜʫʨ ʟʜʽʡʩʥʶʻʪʴʩʷ ʚʯʠʪʝʣʝʤ ʽʥʬʦʨʤʘʪʠʢʠ 
(ʽʥʞʝʥʝʨʦʤ-ʝʣʝʢʪʨʦʥʽʢʦʤ)  ʥʘʚʯʘʣʴʥʦʛʦ ʟʘʢʣʘʜʫ ʟ ʤʝʪʦʶ 
ʫʟʘʛʘʣʴʥʝʥʥʷ ʢʽʣʴʢʦʩʪʽ ʩʫʙôʻʢʪʽʚ ʍʆʅʉ, ʨʦʟʧʦʜʽʣʫ ʧʨʘʚ ʜʦʩʪʫʧʫ, 
ʧʨʝʟʝʥʪʘʮʽʾ ʥʦʚʦʚʚʝʜʝʥʥʷ ʪʘ ʫʪʦʯʥʝʥʥʷ ʜʘʥʠʭ, ʱʦ ʩʪʦʩʫʶʪʴʩʷ 
ʟʘʙʝʟʧʝʯʝʥʥʷ ʧʨʘʚʦʚʦʛʦ ʧʦʣʷ ʪʘ ʧʦʝʪʘʧʥʦʛʦ ʧʨʦʝʢʪʫʚʘʥʥʷ ʭʤʘʨʦ 
ʦʨʽʻʥʪʦʚʘʥʦʛʦ ʥʘʚʯʘʣʴʥʦʛʦ ʩʝʨʝʜʦʚʠʱʘ. 

ʋʟʛʦʜʞʝʥʥʷ ʦʨʛʘʥʽʟʘʮʽʡʥʠʭ ʟʘʭʦʜʽʚ. 
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ï ʇʦʜʘʥʥʷ ʜʘʥʠʭ ʱʦʜʦ ʩʪʘʥʫ ʟʘʙʝʟʧʝʯʝʥʥʷ ʥʘʚʯʘʣʴʥʦʛʦ ʟʘʢʣʘʜʫ 
ʢʦʤʧôʶʪʝʨʥʦʶ ʪʝʭʥʽʢʦʶ. 
ï ɿʙʠʨʘʥʥʷ ʪʘ ʫʟʘʛʘʣʴʥʝʥʥʷ ʧʨʦʧʦʟʠʮʽʡ ʱʦʜʦ ʬʦʨʤʫʚʘʥʥʷ ʙʘʥʢʫ 
ʦʙʣʽʢʦʚʠʭ ʟʘʧʠʩʽʚ ʩʫʙôʻʢʪʽʚ ʍʆʅʉ (ʢʝʨʽʚʥʠʢʽʚ, ʫʯʠʪʝʣʽʚ ʪʘ ʫʯʥʽʚ), ʱʦ 
ʚʠʤʘʛʘʻ ʫʟʘʛʘʣʴʥʝʥʥʷ ʩʧʠʩʢʽʚ ʢʣʘʩʽʚ ʪʘ ʚʯʠʪʝʣʽʚ ʚ ʝʣʝʢʪʨʦʥʥʽʡ 
ʬʦʨʤʽ. 
ï ɿʙʠʨʘʥʥʷ ʧʨʦʧʦʟʠʮʽʡ ʱʦʜʦ ʦʪʨʠʤʘʥʥʷ ʣʽʮʝʥʟʽʡ ʪʘ ʥʘʜʘʥʥʷ 
ʧʨʘʚ ʜʦʩʪʫʧʫ. ɺʘʞʣʠʚʦ ʚʨʘʭʫʚʘʪʠ ʪʦʡ ʬʘʢʪ, ʱʦ ʚʽʜʧʦʚʽʜʘʣʴʥʠʤ ʟʘ 
ʚʝʜʝʥʥʷ ʩʘʡʪʽʚ ʤʘʶʪʴ ʥʘʜʘʚʘʪʠʩʷ ʧʨʘʚʘ ʥʘ ʩʪʚʦʨʝʥʥʷ ʩʘʡʪʽʚ 
(ʧʦʧʝʨʝʜʥʽʡ ʨʦʟʧʦʜʽʣ ʧʨʘʚ ʜʦʩʪʫʧʫ, ʚʨʘʭʫʚʘʥʥʷ ʧʦʙʘʞʘʥʴ ʫʯʠʪʝʣʽʚ-
ʧʨʝʜʤʝʪʥʠʢʽʚ  ̔ʢʣʘʩʥʠʭ ʢʝʨʽʚʥʠʢʽʚ). 
ï ɿʙʠʨʘʥʥʷ ʪʘ ʫʟʘʛʘʣʴʥʝʥʥʷ ʧʨʦʧʦʟʠʮʽʡ ʱʦʜʦ ʬʦʨʤʫʚʘʥʥʷ ʙʘʟʠ 
ʥʘʚʯʘʣʴʥʠʭ ʩʘʡʪʽʚ ʟ ʤʝʪʦʶ ʩʪʚʦʨʝʥʥʷ ʤʘʢʝʪʽʚ ʩʘʡʪʽʚ ʢʣʘʩʽʚ, 
ʤʝʪʦʜʠʯʥʠʭ ʦʙôʻʜʥʘʥʴ, ʪʝʤʘʪʠʯʥʠʭ ʩʘʡʪʽʚ ʪʦʱʦ.  
ï ʇʦʜʘʥʥʷ ʧʨʦʧʦʟʠʮʽʡ ʱʦʜʦ ʧʽʜʢʣʶʯʝʥʥʷ ʢʘʙʽʥʝʪʽʚ 

ʫʯʠʪʝʣʽʚ-ʧʨʝʜʤʝʪʥʠʢʽʚ ʜʦ ʤʝʨʝʞʽ ɯʥʪʝʨʥʝʪ (ʚʠʟʥʘʯʝʥʥʷ ʧʨʦʚʘʡʜʝʨʘ, 
ʥʝʦʙʭʽʜʥʘ ʰʚʠʜʢʽʩʪʴ, ʷʢʽʩʪʴ).  

ɿʘʫʚʘʞʠʤʦ, ʱʦ ʥʠʥʽ ʙʽʣʴʰʽʩʪʴ ʰʢʽʣ ʦʙʠʨʘʶʪʴ ʚʘʨʽʘʥʪ: 
ʦʧʪʦʚʦʣʦʢʦʥʥʠʡ ɯʥʪʝʨʥʝʪ ʜʦ ʰʢʦʣʠ, ʘ ʧʦ ʰʢʦʣʽ ʟʜʽʡʩʥʶʻʪʴʩʷ 
ʨʦʟʛʘʣʫʞʝʥʥʷ ʟʘʩʦʙʘʤʠ Wi-Fi, ʦʜʥʘʢ ʷʢʽʩʪʴ ɯʥʪʝʨʥʝʪ-ʧʦʩʣʫʛ ʟʘ ʪʘʢʠʤ 
ʚʘʨʽʘʥʪʦʤ ʥʝ ʟʘʙʝʟʧʝʯʫʻ ɯʥʪʝʨʥʝʪ-ʧʦʪʨʝʙ ʫʩʽʻʾ ʰʢʦʣʠ. ɼʝʷʢʽ ʰʢʦʣʠ 

ʦʙʨʘʣʠ ʚʘʨʽʘʥʪ: ʦʧʪʦʚʦʣʦʢʥʦ ʫ ʢʦʞʥʠʡ ʢʣʘʩ, ʘ ʨʦʟʛʘʣʫʞʝʥʥʷ ½ 
ʟʘʩʦʙʘʤʠ Wi-Fi ʫʩʝʨʝʜʠʥʽ ʢʣʘʩʫ. ʊʘʢʠʡ ʚʘʨʽʘʥʪ ʜʘʻ ʙʽʣʴʰ ʩʪʽʡʢʠʡ 
ʩʠʛʥʘʣ ʽ ʟʘʙʝʟʧʝʯʫʻ ʧʦʚʥʦʮʽʥʥʫ ʨʦʙʦʪʫ ʟ ʢʣʘʩʦʤ. 
ï ʇʽʜʛʦʪʫʚʘʥʥʷ ʧʨʝʟʝʥʪʘʮʽʾ ʤʦʜʝʣʽ ʍʆʅʉ ɿʅɿ. 
ï ɿʘʙʝʟʧʝʯʝʥʥʷ ʧʨʦʝʢʪʫʚʘʥʥʷ ʍʆʅʉ. 

ɺʠʢʦʥʘʥʥʷ ʧʨʦʮʝʜʫʨ ʟʜʽʡʩʥʶʻʪʴʩʷ ʚʯʠʪʝʣʝʤ ʽʥʬʦʨʤʘʪʠʢʠ 

(ʽʥʞʝʥʝʨʦʤ-ʝʣʝʢʪʨʦʥʽʢʦʤ) ʟ̔ ʤʝʪʦʶ ʨʦʟôʷʩʥʝʥʥʷ  ʽʜʝʾ ʚʧʨʦʚʘʜʞʝʥʥʷ 
ʍʆʅʉ ʫ ʥʘʚʯʘʣʴʥʦ-ʚʠʭʦʚʥʠʡ ʧʨʦʮʝʩ, ʬʦʨʤʫʚʘʥʥʷ ʙʘʟʠ ʜʘʥʠʭ 
ʫʯʠʪʝʣʽʚ ʪʘ ʫʯʥʽʚ, ʫʟʛʦʜʞʝʥʥʷ ʧʣʘʥʫ ʧʦʜʘʣʴʰʠʭ ʜʽʡ ʟ ʙʘʪʴʢʽʚʩʴʢʠʤ 
ʢʦʤʽʪʝʪʦʤ, ʧʝʜʘʛʦʛʘʤʠ ʰʢʦʣʠ, ʩʧʦʥʩʦʨʘʤʠ ʪʘ ʧʨʦʝʢʪʫʚʘʥʥʷʤ ʍʆʅʉ, 
ʬʦʨʤʫʚʘʥʥʷ ʙʘʥʢʫ ʧʦʪʨʝʙ ʜʣʷ ʧʨʦʝʢʪʫʚʘʥʥʷ ʍʆʅʉ. 

ɽʪʘʧ 2.6 ʦʭʦʧʣʶʻ ʧʨʦʝʢʪʫʚʘʥʥʷ ʪʝʭʥʦʣʦʛʽʾ ʥʘʚʯʘʥʥʷ ʚʯʠʪʝʣʷ 

ʽʥʬʦʨʤʘʪʠʢʠ (ʽʥʞʝʥʝʨʘ-ʝʣʝʢʪʨʦʥʽʢʘ). 
ï ʅʘʚʯʘʥʥʷ ʚʯʠʪʝʣʽʚ ʽʥʬʦʨʤʘʪʠʢʠ ʟʘ ʧʨʦʛʨʘʤʦʶ çɸʜʤʽʥʽʩʪʨʫʚʘʥʥʷ 
ʍʆʅʉ ɿʅɿè. 

ï ʆʨʛʘʥʽʟʘʮʽʷ ʤʝʪʦʜʠʯʥʦʾ ʜʦʧʦʤʦʛʠ ʟ ʚʠʢʦʨʠʩʪʘʥʥʷ ʍʆʅʉ. 
ï ʌʦʨʤʫʚʘʥʥʷ ʨʦʙʦʯʦʛʦ ʢʘʣʝʥʜʘʨʷ,  ʢʘʣʝʥʜʘʨʷ ʟʘʭʦʜʽʚ 
ʥʘʚʯʘʣʴʥʦʛʦ ʟʘʢʣʘʜʫ, ʢʘʣʝʥʜʘʨʷ ʥʘʚʯʘʣʴʥʠʭ ʪʨʝʥʽʥʛʽʚ. 

ï ʌʦʨʤʫʚʘʥʥʷ ʚʣʘʩʥʦʾ ʝʣʝʢʪʨʦʥʥʦʾ ʧʦʰʪʠ. ʈʦʟʨʦʙʣʝʥʥʷ ʜʝʨʝʚʘ 
ʧʘʧʦʢ  ̔ʚʩʪʘʥʦʚʣʝʥʥʷ ʨʝʞʠʤʽʚ çʧʝʨʝʥʘʧʨʘʚʣʝʥʥʷ ʣʠʩʪʽʚè. 

ï ʌʦʨʤʫʚʘʥʥʷ ʚʽʨʪʫʘʣʴʥʠʭ ʧʨʝʜʤʝʪʥʠʭ ʩʧʽʣʴʥʦʪ - ʤʝʪʦʜʠʯʥʠʭ 
ʦʙôʻʜʥʘʥʴ ʫʯʠʪʝʣʽʚ. 

ï ʌʦʨʤʫʚʘʥʥʷ ʛʨʫʧ  ̔ʧʽʜʛʨʫʧ ʢʣʘʩʽʚ ʰʢʦʣʠ. 
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ï ʌʦʨʤʫʚʘʥʥʷ ʩʭʦʚʠʱʘ ʥʦʨʤʘʪʠʚʥʦ-ʤʝʪʦʜʠʯʥʠʭ ʤʘʪʝʨʽʘʣʽʚ. 
ï ʈʦʟʨʦʙʣʝʥʥʷ ʩʘʡʪʽʚ ʤʝʪʦʜʠʯʥʠʭ ʦʙôʻʜʥʘʥʴ, ʧʘʨʘʣʝʣʝʡ ʢʣʘʩʽʚ. 
ï ʈʦʟʨʦʙʣʝʥʥʷ ʟʦʚʥʽʰʥʴʦʛʦ ʩʘʡʪʫ ʥʘʚʯʘʣʴʥʦʛʦ ʟʘʢʣʘʜʫ. 
ï ɼʦʦʧʨʘʮʶʚʘʥʥʷ ʪʘ ʫʩʫʥʝʥʥʷ ʥʝʜʦʣʽʢʽʚ ʫ ʧʨʦʝʢʪʫʚʘʥʥʽ ʍʆʅʉ. 
ï ʈʦʟʨʦʙʣʝʥʥʷ ʛʨʘʬʽʢʘ ʥʘʚʯʘʥʥʷ ʚʯʠʪʝʣʽʚ ʪʘ ʫʯʥʽʚ.   
ɺʠʢʦʥʘʥʥʷ ʧʨʦʮʝʜʫʨ ʟʜʽʡʩʥʶʻʪʴʩʷ ʚʯʠʪʝʣʝʤ ʽʥʬʦʨʤʘʪʠʢʠ 

(ʽʥʞʝʥʝʨʦʤ-ʝʣʝʢʪʨʦʥʽʢʦʤ) ʚʽʜʧʦʚʽʜʥʦ ʜʦ ʧʨʦʛʨʘʤʠ ʥʘʚʯʘʥʥʷ  
çɸʜʤʽʥʽʩʪʨʫʚʘʥʥʷ ʍʆʅʉ ɿʅɿè (ʪʘʙʣ. 1.5).  

ʅʘʚʯʘʣʴʥʠʡ ʪʨʝʥʽʥʛ ʤʘʻ ʥʘʜʘʪʠ ʚʯʠʪʝʣʷʤ ʽʥʬʦʨʤʘʪʠʢʠ 
ʥʘʚʯʘʣʴʥʦʛʦ ʟʘʢʣʘʜʫ ʩʪʽʡʢʽ ʟʥʘʥʥʷ ʧʨʦ ʤʦʞʣʠʚʦʩʪʽ ʍʆʅʉ ʪʘ ʥʘ 
ʧʨʘʢʪʠʮʽ ʨʦʟʛʦʨʥʫʪʠ ʥʘʚʯʘʣʴʥʝ ʩʝʨʝʜʦʚʠʱʝ ɿʅɿ. ʇʨʘʢʪʠʯʥʠʡ ʪʨʝʥʽʥʛ 
ʤʘʻ ʧʨʦʚʦʜʠʪʠʩʷ ʘʙʦ ʫ ʪʨʝʥʽʥʛʦʚʽʡ ʭʤʘʨʽ ʘʙʦ ʥʘ ʟʘʨʝʻʩʪʨʦʚʘʥʦʤʫ 
ʍʆʅʉ ʢʦʞʥʦʾ ʰʢʦʣʠ. 

ʊʘʙʣʠʮʷ 1.5. 
ʇʨʦʛʨʘʤʘ ʪʨʝʥʽʥʛʫ: çɸʜʤʽʥʽʩʪʨʫʚʘʥʥʷ ʭʤʘʨʦ ʦʨʽʻʥʪʦʚʘʥʦʛʦ 

ʥʘʚʯʘʣʴʥʦʛʦ ʩʝʨʝʜʦʚʠʱʘ ʟʘʛʘʣʴʥʦʦʩʚʽʪʥʴʦʛʦ ʥʘʚʯʘʣʴʥʦʛʦ ʟʘʢʣʘʜʫè 

ʄʝʪʘ: ʇʦʟʥʘʡʦʤʠʪʠ ʘʜʤʽʥʽʩʪʨʘʪʦʨʽʚ 
ʥʘʚʯʘʣʴʥʠʭ ʟʘʢʣʘʜʽʚ ʟ ʦʩʥʦʚʥʠʤʠ 
ʤʦʞʣʠʚʦʩʪʷʤʠ ʍʆʅʉ 

ʂʽʣʴʢʽʩʪʴ 
ʥʘʚʯʘʣʴʥʠʭ 
ʛʦʜʠʥ 

(ʚʩʪʫʧʥʠʡ) 

ʂʽʣʴʢʽʩʪʴ 
ʥʘʚʯʘʣʴʥʠʭ 
ʛʦʜʠʥ 

(ʧʨʘʢʪʠʯʥʠʡ) ɿʤʽʩʪ ʥʘʚʯʘʣʴʥʦʛʦ ʤʘʪʝʨʽʘʣʫ 

ɺʩʪʫʧ. ʆʩʥʦʚʥʽ ʧʦʥʷʪʪʷ. ʇʨʠʟʥʘʯʝʥʥʷ 
ʭʤʘʨʥʠʭ ʩʝʨʚʽʩʽʚ. ɽʣʝʢʪʨʦʥʥʘ ʧʦʰʪʘ 
Outlook Online.  ʌʦʨʤʫʚʘʥʥʷ 
ʩʪʨʫʢʪʫʨʠ ʝʣʝʢʪʨʦʥʥʠʭ ʩʢʨʠʥʴʦʢ 
ʥʘʣʘʛʦʜʞʝʥʥʷ ʚʟʘʻʤʦʜʽʾ. 
ɽʣʝʢʪʨʦʥʥʠʡ ʢʘʣʝʥʜʘʨ.  ʌʦʨʤʫʚʘʥʥʷ 
ʩʪʨʫʢʪʫʨʠ ʝʣʝʢʪʨʦʥʥʠʭ ʢʘʣʝʥʜʘʨʽʚ 
ʥʘʣʘʛʦʜʞʝʥʥʷ ʚʟʘʻʤʦʜʽʾ ʪʘ ʜʦʩʪʫʧʫ. 

30 ʭʚ. 1,30 ʛʦʜ. 

ʌʦʨʤʫʚʘʥʥʷ ʭʤʘʨʥʦʛʦ ʩʭʦʚʠʱʘ  
OneDrive. ʆʩʦʙʣʠʚʦʩʪʽ ʬʦʨʤʫʚʘʥʥʷ. 
ʉʪʚʦʨʝʥʥʷ ʟʘʛʘʣʴʥʦʾ ʩʪʨʫʢʪʫʨʠ ʽ 
ʧʽʜʭʦʜʽʚ ʫ ʬʦʨʤʫʚʘʥʥ ̔ʩʭʦʚʠʱʘ ɿʅɿ.     

10 ʭʚ. 1,30 ʛʦʜ. 

ʈʦʙʦʪʘ ʟ ʜʦʢʫʤʝʥʪʘʤʠ ʚ ʪʝʢʩʪʦʚʦʤʫ 
ʨʝʜʘʢʪʦʨʽ Word  Online. ʆʩʦʙʣʠʚʦʩʪʽ 
ʥʘʣʘʰʪʫʚʘʥʴ ʜʦʢʫʤʝʥʪʽʚ. ʅʘʜʘʥʥʷ 
ʧʨʘʚ ʜʦʩʪʫʧʫ. 

15 ʭʚ. 1,30 ʛʦʜ. 

ʈʦʙʦʪʘ ʟ ʪʘʙʣʠʯʥʠʤ ʧʨʦʮʝʩʦʨʦʤ 
Excel Online. ʆʩʦʙʣʠʚʦʩʪʽ 
ʥʘʣʘʰʪʫʚʘʥʴ ʝʣʝʢʪʨʦʥʥʠʭ ʢʥʠʛ. 
ʅʘʜʘʥʥʷ ʜʦʩʪʫʧʽʚ. 

15 ʭʚ. 1,30 ʛʦʜ. 

 
ʇʨʦʜʦʚʞʝʥʥʷ ʪʘʙʣʠʮʽ 1.5. 

ʈʦʙʦʪʘ ʟ ʨʝʜʘʢʪʦʨʦʤ ʧʨʝʟʝʥʪʘʮʽʡ 
PowerPoint Online. ʆʩʦʙʣʠʚʦʩʪʽ 

15 ʭʚ. 1,30 ʛʦʜ. 
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ʥʘʣʘʰʪʫʚʘʥʴ ʧʨʝʟʝʥʪʘʮʽʡ. ʅʘʜʘʥʥʷ 
ʧʨʘʚ ʜʦʩʪʫʧʫ. 

ʈʦʙʦʪʘ ʟ ʝʣʝʢʪʨʦʥʥʠʤ ʟʘʧʠʩʥʠʢʦʤ 
OneNote. ʆʩʦʙʣʠʚʦʩʪʽ ʥʘʣʘʰʪʫʚʘʥʴ 
ʝʣʝʢʪʨʦʥʥʠʭ ʟʘʧʠʩʥʠʢʽʚ. ʅʘʜʘʥʥʷ 
ʧʨʘʚ ʜʦʩʪʫʧʫ. 

15 ʭʚ. 1,30 ʛʦʜ. 

ʉʪʚʦʨʝʥʥʷ ʩʘʡʪʫ ʚ ʩʝʨʝʜʦʚʠʱʽ 
SharePoint. ʆʩʦʙʣʠʚʦʩʪʽ ʨʦʟʨʦʙʣʝʥʥʷ 
ʩʘʡʪʽʚ ɿʅɿ, ʢʣʘʩʫ, ʤʝʪʦʜʠʯʥʦʛʦ 
ʦʙôʻʜʥʘʥʥʷ.  

10 ʭʚ. 1,30 ʛʦʜ. 

ʉʧʽʚʧʨʘʮʷ ʟʘ ʜʦʧʦʤʦʛʠ 
ʢʦʥʬʝʨʝʥʮʟʚôʷʟʢʫ Lync. ʆʨʛʘʥʽʟʘʮʽʷ 
ʪʘ ʧʨʦʚʝʜʝʥʥʷ ʚʝʙʽʥʘʨʽʚ, 
ʧʝʜʘʛʦʛʽʯʥʠʭ ʪʘ ʫʯʥʽʚʩʴʢʠʭ 
ʢʦʥʬʝʨʝʥʮʽʡ.   

15 ʭʚ. 45 ʭʚ. 

ʂʦʤʫʥʽʢʘʮʽʷ ʟʘʩʦʙʘʤʠ  ʤʝʨʝʞʽ 
Yammer. ʆʩʦʙʣʠʚʦʩʪʽ 
ʘʜʤʽʥʽʩʪʨʫʚʘʥʥʷ.  

15 ʭʚ. 45 ʭʚ. 

ʇʨʠʢʣʘʜʠ ʩʧʽʚʧʨʘʮʽ ʪʘ ʢʦʦʧʝʨʘʮʽʾ ʧʽʜ 
ʯʘʩ ʥʘʚʯʘʣʴʥʦʾ ʜʽʷʣʴʥʦʩʪʽ. 

10 ʭʚ. 1,30 ʭʚ. 

ʆʩʦʙʣʠʚʦʩʪʽ ʘʜʤʽʥʽʩʪʨʫʚʘʥʥʷ ʍʆʅʉ 
ɿʅɿ. 

- 1 ʛʦʜ. 

ʈʝʬʣʝʢʩʽʷ 15 ʭʚ. 30 ʭʚ. 

ɺʩʴʦʛʦ 2 ʛʦʜ. 45 ʭʚ. 15 ʛʦʜ. 

 
ɼʦ ʧʦʯʘʪʢʫ ʪʨʝʥʽʥʛʽʚ ʫʯʠʪʝʣʴ ʽʥʬʦʨʤʘʪʠʢʠ ʤʘʻ ʧʨʦʡʪʠ 

ʨʝʻʩʪʨʘʮʽʶ ʥʘ ʧʦʨʪʘʣʽ Office 365 ʪʘ ʨʦʟʛʦʨʥʫʪʠ ʍʆʅʉ. ɼʣʷ ʥʘʚʯʘʥʥʷ 
ʡʦʤʫ ʜʦʩʪʘʪʥʴʦ ʤʘʪʠ ʚʣʘʩʥʠʡ ʦʙʣʽʢʦʚʠʡ ʟʘʧʠʩ (ʣʦʛʽʥ ʽ ʧʘʨʦʣʴ). 

ʅʘ ʪʨʝʥʽʥʛʫ ʚʯʠʪʝʣʴ ʽʥʬʦʨʤʘʪʠʢʠ (ʽʥʞʝʥʝʨ-ʝʣʝʢʪʨʦʥʽʢ) ʰʢʦʣʠ 
ʤʘʻ ʟôʷʩʫʚʘʪʠ ʦʩʥʦʚʥʽ ʤʦʞʣʠʚʦʩʪʽ, ʜʝʪʘʣʽ ʘʜʤʽʥʽʩʪʨʫʚʘʥʥʷ ʪʘ 
ʧʨʦʝʢʪʫʚʘʪʠ ʍʆʅʉ ɿʅɿ, ʘ ʩʘʤʝ: 
ï ʦʩʥʦʚʥʽ ʧʦʥʷʪʪʷ, ʷʢʽ ʚʚʦʜʷʪʴʩʷ ʟ ʫʧʨʦʚʘʜʞʝʥʥʷʤ ʭʤʘʨʦ 
ʦʨʽʻʥʪʦʚʘʥʦʛʦ ʥʘʚʯʘʣʴʥʦʛʦ ʩʝʨʝʜʦʚʠʱʘ (çʭʤʘʨʥʠʡ ʩʝʨʚʽʩè, 
çʩʦʮʽʘʣʴʥʠʡ ʩʝʨʚʽʩè), ʟôʷʩʫʚʘʪʠ ʤʦʞʣʠʚʦʩʪʽ ʽʥʪʝʛʨʘʮʽʾ ʨʽʟʥʠʭ ʩʝʨʚʽʩʽʚ 
ʫ ʍʆʅʉ; 
ï ʧʨʠʟʥʘʯʝʥʥʷ ʭʤʘʨʥʠʭ ʩʝʨʚʽʩʽʚ  ̔ ʥʘʣʘʛʦʜʞʝʥʥʷ ʢʦʤʫʥʽʢʘʮʽʾ, 
ʩʧʽʚʧʨʘʮʽ, ʢʦʦʧʝʨʘʮʽʾ, ʥʘʚʯʘʣʴʥʦʾ ʤʦʙʽʣʴʥʦʩʪʽ ʚʩʽʭ ʩʫʙôʻʢʪʽʚ ʥʘʚʯʘʥʥʷ; 
ï ʧʨʠʟʥʘʯʝʥʥʷ ʪʘ ʦʩʦʙʣʠʚʦʩʪʽ ʨʦʙʦʪʠ ʟ ʝʣʝʢʪʨʦʥʥʦʶ ʧʦʰʪʦʶ 
Outlook Online, ʥʘʜʩʠʣʘʥʥʷ, ʦʪʨʠʤʘʥʥʷ ʡ ʧʝʨʝʥʘʧʨʘʚʣʝʥʥʷ 
ʧʦʚʽʜʦʤʣʝʥʴ, ʥʘʚʽʛʘʮʽʷ ʧʘʧʢʘʤʠ, ʚʠʜʘʣʝʥʥʷ ʧʦʚʽʜʦʤʣʝʥʴ, ʚʢʣʘʜʘʥʥʷ 
ʬʘʡʣʽʚ, ʧʦʥʷʪʪʷ ʚʽʨʪʫʘʣʴʥʦʾ ʩʧʽʣʴʥʦʪʠ; ʚʠʢʦʨʠʩʪʘʥʥʷ ʜʦʜʘʪʢʦʚʠʭ 
ʬʫʥʢʮʽʡ ʜʣʷ ʩʧʽʣʴʥʦʾ ʨʦʙʦʪʠ ʢʦʨʠʩʪʫʚʘʯʽʚ ʦʜʥʽʻʾ ʦʨʛʘʥʽʟʘʮʽʾ, ʟʘʛʘʣʴʥʽ 
ʧʦʰʪʦʚʽ ʩʢʨʠʥʴʢʠ, ʧʘʧʢʠ ʟ ʜʦʤʘʰʥʽʤʠ ʟʘʚʜʘʥʥʷʤʠ, ʧʘʧʢʠ ʢʣʘʩʽʚ, 
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ʫʟʛʦʜʞʝʥʥʷ ʜʦʢʫʤʝʥʪʽʚ, ʝʪʠʢʝʪ ʝʣʝʢʪʨʦʥʥʦʛʦ ʣʠʩʪʫʚʘʥʥʷ, ʚʠʜʘʣʝʥʥʷ 
ʢʦʨʠʩʪʫʚʘʯʽʚ, ʧʝʨʝʥʘʧʨʘʚʣʝʥʥʷ ʣʠʩʪʽʚ; 
ï ʧʨʠʟʥʘʯʝʥʥʷ ʪʘ ʦʩʦʙʣʠʚʦʩʪʽ ʝʣʝʢʪʨʦʥʥʦʛʦ ʢʘʣʝʥʜʘʨʷ, 
ʩʪʚʦʨʝʥʥʷ ʜʦʜʘʪʢʦʚʦʛʦ ʢʘʣʝʥʜʘʨʷ, ʜʦʜʘʚʘʥʥʷ ʪʘ ʦʧʠʩ ʧʦʜʽʡ, 
ʧʫʙʣʽʢʘʮʽʷ ʢʘʣʝʥʜʘʨʷ, ʥʘʜʘʥʥʷ ʩʧʽʣʴʥʦʛʦ ʜʦʩʪʫʧʫ; ʦʜʥʦʯʘʩʥʘ ʨʦʙʦʪʘ 
ʟ ʢʘʣʝʥʜʘʨʷʤʠ, ʚʠʜʘʣʝʥʥʷ ʢʘʣʝʥʜʘʨʽʚ; 
ï ʧʨʠʟʥʘʯʝʥʥʷ, ʦʩʦʙʣʠʚʦʩʪʽ ʪʘ ʬʦʨʤʫʚʘʥʥʷ ʭʤʘʨʥʦʛʦ ʩʭʦʚʠʱʘ  
OneDrive,  ʩʪʚʦʨʝʥʥʷ ʩʪʨʫʢʪʫʨʠ ʧʘʧʦʢ, ʦʩʦʙʣʠʚʦʩʪʽ ʥʘʜʘʥʥʷ 
ʩʧʽʣʴʥʦʛʦ ʜʦʩʪʫʧʫ,  ʬʦʨʤʫʚʘʥʥʷ ʙʘʥʢʫ ʥʘʚʯʘʣʴʥʠʭ ʤʘʪʝʨʽʘʣʽʚ, 
ʚʠʜʘʣʝʥʥʷ ʪʘ ʚʽʜʥʦʚʣʝʥʥʷ ʧʘʧʦʢ  ̔ʤʘʪʝʨʽʘʣʽʚ; 
ï ʦʩʦʙʣʠʚʦʩʪʽ ʨʦʙʦʪʠ ʟ ʜʦʢʫʤʝʥʪʘʤʠ ʚ ʪʝʢʩʪʦʚʦʤʫ ʨʝʜʘʢʪʦʨʽ 

Word  Online, ʦʩʦʙʣʠʚʦʩʪʽ ʩʧʽʣʴʥʦʾ ʨʦʙʦʪʠ ʟ ʦʥ-ʣʘʡʥʦʚʠʤʠ 
ʜʦʢʫʤʝʥʪʘʤʠ, ʢʦʦʧʝʨʘʮʽʷ ʪʘ ʩʧʽʚʧʨʘʮʷ ʧʽʜ ʯʘʩ ʨʦʟʨʦʙʣʝʥʥʷ 
ʜʦʢʫʤʝʥʪʽʚ, ʚʠʜʘʣʝʥʥʷ ʪʘ ʚʽʜʥʦʚʣʝʥʥʷ ʜʦʢʫʤʝʥʪʽʚ;  
ï ʦʩʦʙʣʠʚʦʩʪʽ ʨʦʙʦʪʠ ʟ ʪʘʙʣʠʯʥʠʤ ʧʨʦʮʝʩʦʨʦʤ Excel Online; 

ʢʦʦʧʝʨʘʮʽʷ ʪʘ ʩʧʽʚʧʨʘʮʷ ʟ ʨʦʟʨʦʙʣʝʥʥʷ ʦʥ-ʣʘʡʥʦʚʠʭ ʪʘʙʣʠʮʴ, 
ʪʝʩʪʫʚʘʥʥʷ, ʦʧʠʪʫʚʘʥʥʷ, ʨʦʟʤʽʱʝʥʥʷ ʪʝʩʪʽʚ ʫ ʤʝʨʝʞʽ ɯʥʪʝʨʥʝʪ  ̔ ʚ 
ʩʦʮʽʘʣʴʥʽʡ ʤʝʨʝʞʽ Yammer; 
ï ʦʩʦʙʣʠʚʦʩʪʽ ʨʦʙʦʪʠ ʟ ʨʝʜʘʢʪʦʨʦʤ ʧʨʝʟʝʥʪʘʮʽʡ PowerPoint 
Online; ʦʨʛʘʥʽʟʘʮʽʷ ʪʘ ʨʦʟʨʦʙʣʝʥʥʷ ʥʘʚʯʘʣʴʥʠʭ ʧʨʦʝʢʪʽʚ, ʚʠʜʘʣʝʥʥʷ 
ʪʘ ʚʽʜʥʦʚʣʝʥʥʷ ʧʨʝʟʝʥʪʘʮʽʡ; 
ï ʧʨʠʟʥʘʯʝʥʥʷ, ʦʩʦʙʣʠʚʦʩʪʽ ʡ ʨʦʙʦʪʘ ʟ ʝʣʝʢʪʨʦʥʥʠʤ ʟʘʧʠʩʥʠʢʦʤ 
OneNote; ʽʜʝʾ ʱʦʜʦ ʚʠʢʦʨʠʩʪʘʥʥʷ ʜʣʷ ʥʘʚʯʘʣʴʥʠʭ ʮʽʣʝʡ, ʥʘʜʘʥʥʷ 
ʩʧʽʣʴʥʦʛʦ ʜʦʩʪʫʧʫ, ʚʠʜʘʣʝʥʥʷ ʪʘ ʚʽʜʥʦʚʣʝʥʥʷ ʝʣʝʢʪʨʦʥʥʠʭ 
ʟʘʧʠʩʥʠʢʽʚ; 
ï ʩʪʚʦʨʝʥʥʷ ʩʘʡʪʽʚ ʫ ʩʝʨʝʜʦʚʠʱʽ SharePoint (ʜʝʪʘʣʴʥʦ), 
ʦʩʦʙʣʠʚʦʩʪʽ ʩʪʚʦʨʝʥʥʷ (ʚʥʫʪʨʽʰʥʽ ʪʘ ʟʦʚʥʽʰʥʽ), ʟʦʩʝʨʝʜʞʝʥʥʷ ʫʚʘʛʠ 
ʥʘ ʤʦʞʣʠʚʦʩʪʷʭ ʜʣʷ ʥʘʚʯʘʣʴʥʦʛʦ ʟʘʢʣʘʜʫ (ʩʘʡʪʠ ʢʣʘʩʽʚ, ʤʝʪʦʜʠʯʥʠʭ 
ʦʙôʻʜʥʘʥʴ ʫʯʠʪʝʣʽʚ, ʙʘʪʴʢʽʚ), ʧʦʰʫʢ  ̔ʨʦʟʤʽʱʝʥʥʷ ʩʘʡʪʽʚ ʫ ʍʆʅʉ ɿʅɿ, 
ʚʠʜʘʣʝʥʥʷ ʪʘ ʚʽʜʥʦʚʣʝʥʥʷ ʩʘʡʪʽʚ; 
ï ʨʦʟʢʨʠʪʪ ̫ ʤʦʞʣʠʚʦʩʪʝʡ ʢʦʥʬʝʨʝʥʮʟʚôʷʟʢʫ Lync ʜʣʷ 
ʥʘʚʯʘʣʴʥʦʛʦ ʟʘʢʣʘʜʫ, ʘʢʮʝʥʪʫʚʘʥ ̫ ʥʘ ʩʧʽʚʧʨʘʮʽ, ʦʨʛʘʥʽʟʘʮʽʾ 

ʦʥ-ʣʘʡʥʦʚʠʭ ʢʦʥʬʝʨʝʥʮʽʡ, ʚʝʙʽʥʘʨʽʚ, ʥʘʨʘʜ; 
ï ʦʩʦʙʣʠʚʦʩʪʽ ʡ ʧʨʠʟʥʘʯʝʥʥʷ ʟʘʢʨʠʪʦʾ ʤʝʨʝʞʽ,  ʢʦʤʫʥʽʢʘʮʽʷ 
ʟʘʩʦʙʘʤʠ  ʤʝʨʝʞʽ Yammer, ʘʜʤʽʥʽʩʪʨʫʚʘʥʥʷ ʤʝʨʝʞʽ, ʚʠʜʘʣʝʥʥʷ 
ʥʝʙʘʞʘʥʠʭ ʫʯʘʩʥʠʢʽʚ; 
ï ʫʪʦʯʥʝʥʥʷ ʫ ʪʨʝʥʝʨʽʚ ʦʩʦʙʣʠʚʦʩʪʝʡ ʦʨʛʘʥʽʟʘʮʽʾ ʩʧʽʚʧʨʘʮʽ ʫʯʥʽʚ  ̔
ʚʯʠʪʝʣʽʚ ʟʘ ʤʝʞʘʤʠ ʍʆʅʉ (ʤʽʞʥʘʨʦʜʥʽ ʧʨʦʝʢʪʠ, ʜʠʩʪʘʥʮʽʡʥʝ 
ʥʘʚʯʘʥʥʷ ʪʦʱʦ). 

ɼʦʮʽʣʴʥʦ ʪʘʢʦʞ ʦʨʛʘʥʽʟʫʚʘʪʠ ʜʽʻʚʫ ʜʦʧʦʤʦʛʫ ʫ ʧʨʦʝʢʪʫʚʘʥʥʽ 
ʍʆʅʉ ʧʨʦʚʽʜʥʠʭ ʩʧʝʮʽʘʣʽʩʪʽʚ ʟ̔ ʮʴʦʛʦ ʧʠʪʘʥʥʷ. ʎʝ ʤʦʞʫʪʴ ʙʫʪʠ 
ʚʝʙʽʥʘʨʠ, ʤʠʪʪʻʚʽ ʧʦʚʽʜʦʤʣʝʥʥʷ ʘʙʦ ʟʘʩʦʙʠ ʢʦʥʬʝʨʝʥʮʟôʷʟʢʫ (Lync 
ʘʙʦ Skype). 
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ʇʽʩʣʷ ʟʘʚʝʨʰʝʥʥʷ ʥʘʚʯʘʥʥʷ ʚʯʠʪʝʣʴ ʽʥʬʦʨʤʘʪʠʢʠ 

(ʽʥʞʝʥʝʨ-ʝʣʝʢʪʨʦʥʽʢ) ʩʪʘʻ ʪʨʝʥʝʨʦʤ ʜʣʷ ʚʯʠʪʝʣʽʚ-ʧʨʝʜʤʝʪʥʠʢʽʚ ʪʘ 
ʫʯʥʽʚ ʥʘʚʯʘʣʴʥʦʛʦ ʟʘʢʣʘʜʫ ʽ ʟʜʽʡʩʥʶʻ ʾʭʥ ̒ʥʘʚʯʘʥʥʷ. 

ɽʪʘʧ 2.7 ʦʭʦʧʣʶʻ ʧʨʦʮʝʜʫʨʫ ʨʝʬʣʝʢʩʽʾ ʧʨʦʝʢʪʫʚʘʥʥʷ: 
ï ʥʘʜʘʥʥʷ ʜʦʧʦʤʦʛʠ ʫ ʚʽʜʧʨʘʮʶʚʘʥʥʽ ʥʘʚʠʯʦʢ ʢʦʤʫʥʽʢʘʮʽʾ, 
ʩʧʽʚʧʨʘʮʽ, ʢʦʦʧʝʨʘʮʽʾ ʪʘ ʥʘʚʯʘʣʴʥʦʾ ʤʦʙʽʣʴʥʦʩʪʽ, 

ï ʥʘʜʘʥʥʷ ʢʦʥʩʫʣʴʪʘʮʽʡ ʱʦʜʦ ʚʠʢʦʨʠʩʪʘʥʥʷ Office365 ʟʘ ʧʦʪʨʝʙʦʶ 
ʩʫʙôʻʢʪʽʚ ʍʆʅʉ, 

ï  ʘʧʨʦʙʘʮʽʷ ʩʧʨʦʝʢʪʦʚʘʥʦʛʦ ʍʆʅʉ ʪʘ ʫʩʫʥʝʥʥʷ ʥʝʜʦʣʽʢʽʚ. 
ɺʠʢʦʥʘʥʥʷ ʧʨʦʮʝʜʫʨ ʟʜʽʡʩʥʶʻʪʴʩʷ ʚʯʠʪʝʣʝʤ ʽʥʬʦʨʤʘʪʠʢʠ 

(ʽʥʞʝʥʝʨʦʤ-ʝʣʝʢʪʨʦʥʽʢʦʤ) ʽʟ ʤʝʪʦʶ ʘʧʨʦʙʘʮʽʾ ʩʧʨʦʝʢʪʦʚʘʥʦʛʦ 
ʥʘʚʯʘʣʴʥʦʛʦ ʩʝʨʝʜʦʚʠʱʘ. ʈʝʬʣʝʢʩʽʷ ʩʧʦʥʫʢʘʻ ʜʦ ʚʠʷʚʣʝʥʥʷ 
ʥʝʜʦʣʽʢʽʚ, ʱʦ ʧʦʪʨʝʙʫʶʪʴ ʢʦʨʠʛʫʚʘʥʥʷ ʪʘ ʫʪʦʯʥʝʥʥʷ ʩʧʨʦʝʢʪʦʚʘʥʦʾ 
ʤʦʜʝʣʽ ʭʤʘʨʦ ʦʨʽʻʥʪʦʚʘʥʦʛʦ ʥʘʚʯʘʣʴʥʦʛʦ ʩʝʨʝʜʦʚʠʱʘ.  

 
 

1.10. ʇʨʦʝʢʪʫʚʘʥʥʷ ʍʆʅʉ ʥʘ ʨʽʚʥʽ ʚʯʠʪʝʣʷ-ʧʨʝʜʤʝʪʥʠʢʘ 
 
ɼʣʷ ʟʘʙʝʟʧʝʯʝʥʥʷ ʬʫʥʢʮʽʦʥʫʚʘʥʥʷ ʦʩʚʽʪʠ ʷʢ ʦʩʥʦʚʠ ʩʪʘʣʦʛʦ 

ʨʦʟʚʠʪʢʫ ʢʨʘʾʥʠ, ʚʠʭʦʜʫ ʾʾ ʥʘ ʨʽʚʝʥʴ ʥʘʡʙʽʣʴʰ ʨʦʟʚʠʥʝʥʠʭ 
ʧʦʩʪʽʥʜʫʩʪʨʽʘʣʴʥʠʭ ʢʨʘʾʥ ʩʚʽʪʫ ʪʨʝʙʘ ʟʘʙʝʟʧʝʯʠʪʠ ʪʚʦʨʝʥʥʷ ʥʦʚʠʭ 
ʬʦʨʤ ʦʨʛʘʥʽʟʘʮʽʾ ʦʩʚʽʪʥʴʦʾ ʜʽʷʣʴʥʦʩʪʽ, ʪʨʘʥʩʬʦʨʤʘʮʽʶ ʦʨʛʘʥʽʟʘʮʽʡʥʠʭ 
ʪʘ ʦʩʚʽʪʥʽʭ ʧʨʘʢʪʠʢ, ʪʝʭʥʽʯʥʝ ʧʨʠʩʪʦʩʫʚʘʥʥʷ ʜʦ ʥʦʚʠʭ ʫʤʦʚ ʽʩʥʫʚʘʥʥʷ 
ʡ ʜʽʷʣʴʥʦʩʪʽ.  

ʉʴʦʛʦʜʥʽ ʩʠʩʪʝʤʥʘ ʨʝʬʦʨʤʘ ʦʩʚʽʪʠ, ʷʢʘ ʤʘʻ ʙʫʪʠ ʧʨʝʜʤʝʪʦʤ 

ʩʫʩʧʽʣʴʥʦʛʦ ʢʦʥʩʝʥʩʫʩʫ, ʨʦʟʫʤʽʥʥʷ ʪʦʛʦ, ʱʦ ʦʩʚʽʪʘ - ʮʝ ʦʜʠʥ ʟ̔ 
ʦʩʥʦʚʥʠʭ ʚʘʞʝʣʽʚ ʮʠʚʽʣʽʟʘʮʽʡʥʦʛʦ ʧʦʩʪʫʧʫ ʪʘ ʝʢʦʥʦʤʽʯʥʦʛʦ ʨʦʟʚʠʪʢʫ. 

ʉʪʨʽʤʢʠʡ ʨʦʟʚʠʪʦʢ ʥʦʚʽʪʥʽʭ ʪʝʭʥʦʣʦʛʽʡ ʪʘ ʟʨʦʩʪʘʥʥʷ ʽʥʪʝʨʝʩʫ 
ʧʝʜʘʛʦʛʽʯʥʦʾ ʩʧʽʣʴʥʦʪʠ ʜʦ ʚʠʢʦʨʠʩʪʘʥʥʷ ʤʦʞʣʠʚʦʩʪʝʡ ʭʤʘʨʦ 
ʦʨʽʻʥʪʦʚʘʥʠʭ ʥʘʚʯʘʣʴʥʠʭ ʩʝʨʝʜʦʚʠʱ (ʍʆʅʉ) ʽ ʦʢʨʝʤʠʭ ʡʦʛʦ 
ʢʦʤʧʦʥʝʥʪʽʚ, ʩʧʦʥʫʢʘʻ ʜʦ ʨʦʟʨʦʙʣʝʥʥʷ ʤʝʪʦʜʠʢʠ ʧʨʦʝʢʪʫʚʘʥʥʷ 
ʨʽʟʥʠʭ ʤʦʜʝʣʝʡ ʍʆʅʉ ʜʣʷ ʟʘʙʝʟʧʝʯʝʥʥʷ ʤʦʙʽʣʴʥʦʩʪʽ ʫʯʘʩʥʠʢʽʚ 
ʥʘʚʯʘʣʴʥʦ-ʚʠʭʦʚʥʦʛʦ ʧʨʦʮʝʩʫ ʪʘ ʧʽʜʚʠʱʝʥʥʷ ʷʢʦʩʪʽ ʦʩʚʽʪʠ ʟʘʛʘʣʦʤ. 

ʇʨʦʪʷʛʦʤ ʦʩʪʘʥʥʽʭ ʨʦʢʽʚ ʟʥʘʯʥʘ ʢʽʣʴʢʽʩʪʴ ʫʯʠʪʝʣʽʚ-ʧʨʝʜʤʝʪʥʠʢʽʚ 
ʜʦʣʫʯʠʣʘʩʷ ʜʦ  ʚʠʢʦʨʠʩʪʘʥʥʷ ʭʤʘʨʥʠʭ ʩʝʨʚʽʩʽʚ. ʆʜʥʘʯʝ ʧʦʩʪʘʣʦ 
ʧʠʪʘʥʥʷ ʬʦʨʤʫʚʘʥʥʷ ʥʘʚʯʘʣʴʥʦʛʦ ʩʝʨʝʜʦʚʠʱʘ ʜʣʷ ʩʧʽʚʧʨʘʮʽ, 
ʢʦʦʧʝʨʘʮʽʾ, ʢʦʤʫʥʽʢʘʮʽʾ ʪʘ ʥʘʚʯʘʣʴʥʦʾ ʤʦʙʽʣʴʥʦʩʪʽ. ʊʦʤʫ ʤʝʪʦʜʠʢʘ 
ʧʨʦʝʢʪʫʚʘʥʥʷ ʤʘʻ ʦʭʦʧʣʶʚʘʪʠ ʦʩʥʦʚʥʽ ʧʦʣʦʞʝʥʥʷ, ʱʦ ʩʪʦʩʫʶʪʴʩʷ 
ʜʽʷʣʴʥʦʩʪʽ ʚʯʠʪʝʣʽʚ-ʧʨʝʜʤʝʪʥʠʢʽʚ  ʟʘʛʘʣʴʥʦʦʩʚʽʪʥʽʭ ʥʘʚʯʘʣʴʥʠʭ 
ʟʘʢʣʘʜʽʚ. ɺʦʥʘ ʤʘʻ ʜʝʪʘʣʽʟʫʚʘʪʠ ʦʩʥʦʚʥʽ ʝʪʘʧʠ ʧʨʦʝʢʪʫʚʘʥʥʷ ʜʣʷ ʮʽʻʾ 
ʢʘʪʝʛʦʨʽʾ ʩʫʙôʻʢʪʽʚ ʽ, ʟʛʽʜʥʦ ʟ ʧʨʦʮʝʜʫʨʥʠʤ ʧʽʜʭʦʜʦʤ, ʚʠʟʥʘʯʠʪʠ ʝʪʘʧʠ 

ʧʨʦʝʢʪʫʚʘʥʥʷ ʍʆʅʉ, ʟ¡̫ʩʫʚʘʪʠ ʤʝʪʫ ʚʧʨʦʚʘʜʞʝʥʥʷ ʍʆʅʉ, ʟʘʚʜʘʥʥʷ, 
ʱʦ ʾʭ ʤʘʻ ʚʠʨʽʰʫʚʘʪʠ ʪʘʢʝ ʥʦʚʦʚʚʝʜʝʥʥʷ, ʟʤʽʩʪ  ̔ʧʠʪʘʥʥʷ ʦʨʛʘʥʽʟʘʮʽʾ 
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ʥʘʚʯʘʣʴʥʦ-ʚʠʭʦʚʥʦʛʦ ʧʨʦʮʝʩʫ ʟ ʚʠʢʦʨʠʩʪʘʥʥʷʤ ʥʦʚʽʪʥʽʭ ʪʝʭʥʦʣʦʛʽʡ 
ʪʦʱʦ.  

ɺ ʽʥʬʦʨʤʘʮʽʡʥʦʤʫ ʩʫʩʧʽʣʴʩʪʚʽ ʦʜʥʠʤʠ ʟ ʦʩʥʦʚʥʠʭ ʟʥʘʨʷʜʴ ʧʨʘʮʽ 
ʩʪʘʁʪʴ ʢʦʤʧôʶʪʝʨ  ̔ ʤʝʨʝʞʘ ɯʥʪʝʨʥʝʪ ʷʢ ʩʚʦʻʨʽʜʥʝ ʷʜʨʦ 
ʽʥʬʦʨʤʘʮʽʡʥʦ-ʢʦʤʫʥʽʢʘʮʽʡʥʠʭ ʪʝʭʥʦʣʦʛʽʡ. ʉʫʯʘʩʥʦʤʫ ʚʯʠʪʝʣʶ-
ʧʨʝʜʤʝʪʥʠʢʫ ʚʢʨʘʡ ʚʘʞʣʠʚʦ ʥʘʚʯʠʪʠʩʷ ʧʨʘʚʠʣʴʥʦ ʚʽʜʙʠʨʘʪʠ, 
ʘʜʘʧʪʫʚʘʪʠ ʡ ʪʝʭʥʦʣʦʛʽʯʥʦ ʛʨʘʤʦʪʥʦ ʦʧʨʘʮʴʦʚʫʚʘʪʠ ʨʽʟʥʦʤʘʥʽʪʥʽ ʜʘʥʽ 
ʪʘ ʚʽʜʦʤʦʩʪʽ ʚʽʜʧʦʚʽʜʥʦ ʜʦ ʚʣʘʩʥʠʭ ʧʦʪʨʝʙ ʽ ʟʘʚʜʘʥʴ ʟʘʛʘʣʴʥʦʾ 
ʩʝʨʝʜʥʴʦʾ ʦʩʚʽʪʠ.  

ɿʘ ʪʘʢʠʭ ʫʤʦʚ ʧʠʪʘʥʥʷ ʨʦʟʚʠʪʢʫ ʥʘʚʯʘʣʴʥʦʛʦ ʩʝʨʝʜʦʚʠʱʘ ʷʢ 
ʙʘʟʦʚʦʾ ʢʦʤʧʦʥʝʥʪʠ ʟʘʛʘʣʴʥʦʾ ʩʝʨʝʜʥʴʦʾ ʦʩʚʽʪʠ, ʚ ʷʢʦʤʫ ʚʯʠʪʝʣʽ 
ʟʘʩʪʦʩʦʚʫʶʪʴ ʽʥʬʦʨʤʘʮʽʡʥʦ-ʢʦʤʫʥʽʢʘʮʽʡʥʽ ʪʝʭʥʦʣʦʛʽʾ, ʚʠʢʦʨʠʩʪʦʚʫʶʪʴ 
ʨʽʟʥʦʤʘʥʽʪʥʽ ʩʝʨʚʽʩʠ, ʟʜʽʡʩʥʶʶʪʴ ʮʽʣʝʩʧʨʷʤʦʚʘʥʠʡ ʧʦʰʫʢ ʥʝʦʙʭʽʜʥʠʭ 
ʜʘʥʠʭ ʽ ʚʽʜʦʤʦʩʪʝʡ ʚ ʤʝʨʝʞʽ ɯʥʪʝʨʥʝʪ ʜʣʷ ʧʽʜʚʠʱʝʥʥʷ ʷʢʦʩʪʽ ʦʩʚʽʪʠ, 
ʩʪʘʶʪʴ ʦʩʦʙʣʠʚʦ ʘʢʪʫʘʣʴʥʠʤʠ. 

ʋ ʧʝʨʽʦʜ ʦʥʦʚʣʝʥʥʷ ʚʩʽʭ ʘʩʧʝʢʪʽʚ ʞʠʪʪʻʜʽʷʣʴʥʦʩʪʽ ʩʫʩʧʽʣʴʩʪʚʘ ʽ 
ʨʝʘʣʽʟʘʮʽʾ ʜʝʨʞʘʚʥʠʭ ʦʩʚʽʪʥʽʭ ʧʨʦʛʨʘʤ, ʩʪʘʚʣʷʪʴʩʷ ʥʦʚʽ ʚʠʤʦʛʠ ʜʦ 
ʧʨʦʬʝʩʽʡʥʠʭ ʪʘ ʦʩʦʙʠʩʪʽʩʥʠʭ ʷʢʦʩʪʝʡ ʚʯʠʪʝʣʷ. ʉʝʨʝʜ ʥʠʭ: ʛʦʪʦʚʥʽʩʪʴ 
ʜʦ ʟʘʩʪʦʩʦʚʫʚʘʥʥʷ ʥʦʚʠʭ ʧʝʜʘʛʦʛʽʯʥʠʭ ʪʝʭʥʦʣʦʛʽʡ, ʜʦʪʨʠʤʘʥʥʷ 
ʧʨʠʥʮʠʧʽʚ ʛʫʤʘʥʽʩʪʠʯʥʦʾ ʦʩʚʽʪʠ, ʟʜʽʡʩʥʝʥʥʷ ʩʧʨʷʤʫʚʘʥʥʷ ʥʘ 
ʦʩʦʙʠʩʪʽʩʥʠʡ ʨʦʟʚʠʪʦʢ ʽ ʩʘʤʦʨʦʟʚʠʪʦʢ ʫʯʥʷ, ʚʧʨʦʚʘʜʞʝʥʥʷ 
ʦʩʦʙʠʩʪʽʩʥʦ-ʜʽʷʣʴʥʽʩʥʦʛʦ ʧʽʜʭʦʜʫ ʜʦ ʥʘʚʯʘʥʥʷ, ʧʦʛʣʠʙʣʝʥʥʷ 
ʽʥʜʠʚʽʜʫʘʣʽʟʘʮʽʾ ʪʘ ʜʠʬʝʨʝʥʮʽʘʮʽʾ ʥʘʚʯʘʥʥʷ ʪʦʱʦ. ʈʦʟʚ`ʷʟʘʥʥʷ ʮʠʭ 
ʟʘʚʜʘʥʴ ʧʝʨʝʜʙʘʯʘʻ ʩʧʨʷʤʦʚʘʥʽʩʪʴ ʥʘʚʯʘʣʴʥʦ-ʚʠʭʦʚʥʦʛʦ  ʧʨʦʮʝʩʫ 
ʥʘ ʨʦʟʚʠʪʦʢ ʦʩʦʙʠʩʪʦʩʪʽ ʫʯʥʷ, ʪʦʤʫ ʧʦʩʪʘʻ ʧʦʪʨʝʙʘ  ʫ  ʧʨʦʝʢʪʫʚʘʥʥʽ 
ʽʥʥʦʚʘʮʽʡʥʠʭ ʥʘʚʯʘʣʴʥʠʭ ʩʝʨʝʜʦʚʠʱ, ʟʦʢʨʝʤʘ ʭʤʘʨʦ ʦʨʽʻʥʪʦʚʘʥʠʭ 
(ʍʆʅʉ). 

ʋʯʠʪʝʣʴ, ʷʢʠʡ ʻ ʬʘʭʽʚʮʝʤ ʟ ʦʜʥʦʛʦ ʧʝʚʥʦʛʦ ʧʨʝʜʤʝʪʘ, ʷʢʠʡ 
ʚʠʢʣʘʜʘʻ ʥʝ ʙʘʛʘʪʦ ʧʨʝʜʤʝʪʽʚ, ʘ ʪʽʣʴʢʠ ʧʨʝʜʤʝʪ ʩʚʦʻʾ ʩʧʝʮʽʘʣʴʥʦʩʪʽ, 
ʚʠʟʥʘʯʘʻʪʴʩʷ ʷʢ ʧʨʝʜʤʝʪʥʠʢ.  

ɿ ʨʦʟʚʠʪʢʦʤ ʩʝʨʝʜʥʴʦʾ ʦʩʚʽʪʠ, ʟʙʽʣʴʰʝʥʥʷʤ ʢʽʣʴʢʦʩʪʽ ʥʘʚʯʘʣʴʥʠʭ 
ʧʨʝʜʤʝʪʽʚ  ̔ ʜʦʪʨʠʤʘʥʥʷʤ ʟʘʢʦʥʦʜʘʚʯʠʭ ʥʦʨʤ ʱʦʜʦ ʧʝʜʘʛʦʛʽʯʥʦʛʦ 
ʥʘʚʘʥʪʘʞʝʥʥʷ ʦʜʠʥ ʫʯʠʪʝʣʴ ʫʞʝ ʧʨʦʚʦʜʠʪʴ ʥʘʚʯʘʣʴʥʫ ʜʽʷʣʴʥʽʩʪʴ ʥʝ 
ʟ ʦʜʥʦʛʦ, ʘ ʟ ʜʝʢʽʣʴʢʦʭ ʧʨʝʜʤʝʪʽʚ. ʊʦʤʫ ʦʩʦʙʣʠʚʽʩʪʴ 

ʫʯʠʪʝʣʷ-ʧʨʝʜʤʝʪʥʠʢʘ ʱʦʜʦ ʟʜʽʡʩʥʝʥʥʷ ʧʝʜʘʛʦʛʽʯʥʦʾ ʜʽʷʣʴʥʦʩʪʽ ʟ 
ʦʜʥʦʛʦ ʧʨʝʜʤʝʪʘ ʜʝʷʢʦ  ʁʤʽʨʦ  ʁʚʪʨʘʪʠʣʘ ʘʢʪʫʘʣʴʥʽʩʪʴ. 

ʋ ʍʍɯ ʩʪ. ʟ ʘʢʪʠʚʥʠʤ ʫʧʨʦʚʘʜʞʝʥʥʷʤ ʽʥʬʦʨʤʘʮʽʡʥʦ-
ʢʦʤʫʥʽʢʘʮʽʡʥʠʭ ʪʝʭʥʦʣʦʛʽʡ ʪʘ ʚ ʢʦʥʪʝʢʩʪʽ ʨʽʚʥʷ ʚʦʣʦʜʽʥʥʷ ʥʠʤʠ, 
ʧʝʜʘʛʦʛʽʯʥʫ ʩʧʽʣʴʥʦʪʫ ʧʦʜʽʣʠʣʠ ʥʘ ʜʚʽ ʛʨʫʧʠ: ʽʥʬʦʨʤʘʪʠʢʠ ʪʘ 

ʚʯʠʪʝʣʽ-ʧʨʝʜʤʝʪʥʠʢʠ, ʱʦ ʜʘʣʦ ʟʤʦʛʫ ʰʚʠʜʢʦ ʨʝʘʛʫʚʘʪʠ ʥʘ 
ʧʝʜʘʛʦʛʽʯʥʽ ʧʦʪʨʝʙʠ ʚʯʠʪʝʣʽʚ ʟʘʛʘʣʴʥʦʦʩʚʽʪʥʽʭ ʥʘʚʯʘʣʴʥʠʭ ʟʘʢʣʘʜʽʚ. 

ɿ ʽʥʰʦʛʦ ʙʦʢʫ, ʽ ʚʠʤʦʛʠ ʜʦ ʚʯʠʪʝʣʽʚ-ʧʨʝʜʤʝʪʥʠʢʽʚ ʱʦʜʦ ʨʽʚʥʷ 
ʚʦʣʦʜʽʥʥʷ ɯʂʊ ʧʦʩʪʽʡʥʦ ʟʨʦʩʪʘʶʪʴ. 
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ʆʪʞʝ, ʚʯʠʪʝʣʴ-ʧʨʝʜʤʝʪʥʠʢ ʧʦʚʠʥʝʥ ʤʘʪʠ ʥʝ ʪʽʣʴʢʠ  ʧʨʦʬʝʩʽʡʥʽ 
ʢʦʤʧʝʪʝʥʪʥʦʩʪʽ ʥʘ ʚʠʩʦʢʦʤʫ ʨʽʚʥʽ, ʘ ʡ ʚʦʣʦʜʽʪʠ ʩʫʯʘʩʥʠʤʠ 
ʽʥʬʦʨʤʘʮʽʡʥʦ-ʢʦʤʫʥʽʢʘʮʽʡʥʠʤʠ ʪʝʭʥʦʣʦʛʽʷʤʠ ʪʘ ʽʥʥʦʚʘʮʽʡʥʠʤʠ 
ʧʝʜʘʛʦʛʽʯʥʠʤʠ ʤʝʪʦʜʠʢʘʤʠ. 

ʂʣʶʯʦʚʽ ʧʨʦʬʝʩʽʡʥʽ ʪʘ ʧʨʝʜʤʝʪʥʽ ʢʦʤʧʝʪʝʥʪʥʦʩʪʽ ʚʯʠʪʝʣʷ-
ʧʨʝʜʤʝʪʥʠʢʘ ʨʦʟʚʠʚʘʶʪʴʩʷ ʚ ʪʘʢʠʭ ʟʜʘʪʥʦʩʪʷʭ: 

½ ʧʨʦʚʦʜʠʪʠ ʥʘʚʯʘʥʥʷ ʫʯʥʽʚ ʰʢʽʣ ʽʟ ʟʘʛʘʣʴʥʦʦʩʚʽʪʥʽʭ ʧʨʝʜʤʝʪʽʚ 
(ʫʯʠʪʝʣʴ ʤʘʪʝʤʘʪʠʢʠ, ʬʽʟʠʢʠ, ʽʥʦʟʝʤʥʦʾ ʤʦʚʠ, ʭʽʤʽʾ, ʙʽʦʣʦʛʽʾ ʪʘ ʽʥ.); 

½ ʟʘʩʪʦʩʦʚʫʚʘʪʠ ʽ ʚʽʣʴʥʦ ʚʦʣʦʜʽʪʠ ʟʥʘʥʥʷʤʠ ʟ ʧʨʝʜʤʝʪʘ, 
ʤʝʪʦʜʠʢʠ ʚʠʢʣʘʜʘʥʥʷ, ʧʝʜʘʛʦʛʽʢʠ, ʚʽʢʦʚʦʾ  ʪʘ ʩʦʮʽʘʣʴʥʦʾ ʧʩʠʭʦʣʦʛʽʾ, 
ʦʩʥʦʚ ʛʽʛʽʻʥʠ, ʧʝʜʽʘʪʨʽʾ, ʝʪʠʢʠ ʪʘ ʝʩʪʝʪʠʢʠ; 

½ ʟʘʙʝʟʧʝʯʫʚʘʪʠ ʚʠʢʦʥʘʥʥʷ ʥʘʚʯʘʣʴʥʦʾ ʧʨʦʛʨʘʤʠ; 

½ ʜʦʤʘʛʘʪʠʩʷ ʤʽʮʥʦʛʦ ʽ ʛʣʠʙʦʢʦʛʦ ʟʘʩʚʦʻʥʥʷ ʟʥʘʥʴ, ʚʤʽʥʥʷ 
ʟʘʩʪʦʩʦʚʫʚʘʪʠ ʟʥʘʥʥʷ ʥʘ ʧʨʘʢʪʠʮʽ; 

½ ʧʣʘʥʫʚʘʪʠ ʥʘʚʯʘʣʴʥʠʡ ʤʘʪʝʨʽʘʣ; 

½ ʚʠʚʯʘʪʠ ʽ ʚʨʘʭʫʚʘʪʠ ʫ ʨʦʙʦʪʽ  ʽʥʜʠʚʽʜʫʘʣʴʥʽ ʦʩʦʙʣʠʚʦʩʪʽ ʫʯʥʽʚ, 
ʘʢʪʠʚʥʦ ʧʨʘʮʶʚʘʪʠ ʟ ʙʘʪʴʢʘʤʠ; 

½ ʬʦʨʤʫʚʘʪʠ ʚʤʽʥʥʷ  ̔ʥʘʚʠʯʢʠ ʩʘʤʦʩʪʽʡʥʦʾ ʨʦʙʦʪʠ ʫʯʥʽʚ, 
ʩʪʠʤʫʣʶʚʘʪʠ ʧʽʟʥʘʚʘʣʴʥʫ ʘʢʪʠʚʥʽʩʪʴ ʽ ʥʘʚʯʘʣʴʥʫ ʤʦʪʠʚʘʮʽʶ; 

½ ʧʨʦʚʦʜʠʪʠ ʜʦʜʘʪʢʦʚʽ ʬʘʢʫʣʴʪʘʪʠʚʥʽ ʟʘʥʷʪʪʷ, ʢʝʨʫʚʘʪʠ 
ʧʨʝʜʤʝʪʥʠʤʠ ʛʫʨʪʢʘʤʠ; 

½ ʙʨʘʪʠ ʫʯʘʩʪʴ ʫ ʤʝʪʦʜʠʯʥʽʡ ʨʦʙʦʪʽ, ʚʠʢʦʨʠʩʪʦʚʫʚʘʪʠ ʝʬʝʢʪʠʚʥʽ 
ʬʦʨʤʠ, ʤʝʪʦʜʠ ʽ ʟʘʩʦʙʠ ʥʘʚʯʘʥʥʷ; 

½ ʘʥʘʣʽʟʫʚʘʪʠ ʫʩʧʽʰʥʽʩʪʴ ʫʯʥʽʚ, ʟʘʙʝʟʧʝʯʫʚʘʪʠ ʜʦʪʨʠʤʘʥʥʷ 
ʥʘʚʯʘʣʴʥʦʾ ʜʠʩʮʠʧʣʽʥʠ ʪʦʱʦ. 

ɯʥʥʦʚʘʮʽʡʥʽ ʢʦʤʧʝʪʝʥʪʥʦʩʪʽ ʚʯʠʪʝʣʷ-ʧʨʝʜʤʝʪʥʠʢʘ ʬʦʨʤʫʶʪʴʩʷ ʫ 
ʟʜʘʪʥʦʩʪʷʭ ʟʘʩʪʦʩʦʚʫʚʘʪʠ ʫ ʧʨʦʬʝʩʽʡʥʽʡ ʜʽʷʣʴʥʦʩʪʽ:  

½ ʽʥʦʟʝʤʥʽ ʤʦʚʠ;  

½ ʧʽʜʧʨʠʻʤʥʠʮʴʢʽ ʥʘʚʠʯʢʠ;  

½ ʩʦʮʽʘʣʴʥʽ ʥʘʚʠʯʢʠ;  

½ ʽʥʥʦʚʘʮʽʡʥʽ ʪʝʭʥʦʣʦʛʽʾ ʥʘʚʯʘʥʥʷ.  
ʅʘʛʘʣʴʥʽ ʧʠʪʘʥʥʷ ʨʦʟʚʠʪʢʫ ʰʢʽʣʴʥʦʾ ʩʠʩʪʝʤʠ ʥʘʚʯʘʥʥʷ ʽʥʦʟʝʤʥʠʭ 

ʤʦʚ, ʚʧʨʦʚʘʜʞʝʥʥʷ ʙʽʣʽʥʛʚʘʣʴʥʦʛʦ ʥʘʚʯʘʥʥʷ, ʘ ʪʘʢʦʞ ʫʤʦʚʠ 
ʬʫʥʢʮʽʦʥʫʚʘʥʥʷ ʩʫʯʘʩʥʠʭ ʟʘʛʘʣʴʥʦʦʩʚʽʪʥʽʭ ʥʘʚʯʘʣʴʥʠʭ ʟʘʢʣʘʜʽʚ 
ʧʦʪʨʝʙʫʶʪʴ ʦʥʦʚʣʝʥʥʷ ʜʝʷʢʠʭ ʧʨʠʡʥʷʪʠʭ ʧʽʜʭʦʜʽʚ ʜʦ ʬʦʨʤʫʚʘʥʥʷ 
ʤʝʭʘʥʽʟʤʽʚ ʽʥʰʦʤʦʚʥʦʾ ʢʦʤʫʥʽʢʘʮʽʾ, ʘʜʞʝ ʟʥʘʥʥʷ ʽʥʦʟʝʤʥʦʾ ʤʦʚʠ ʻ 
ʚʘʞʣʠʚʠʤ ʟʘʩʦʙʦʤ ʤʽʞʢʫʣʴʪʫʨʥʦʛʦ ʩʧʽʣʢʫʚʘʥʥʷ.  

ʇʽʜʧʨʠʻʤʥʠʮʴʢʽ ʥʘʚʠʯʢʠ ʚʯʠʪʝʣʷ-ʧʨʝʜʤʝʪʥʠʢʘ ʤʘʶʪʴ 
ʬʦʨʤʫʚʘʪʠʩʷ ʫ ʧʨʦʮʝʩʽ ʤʽʞʦʩʦʙʠʩʪʽʩʥʦʛʦ ʩʧʽʣʢʫʚʘʥʥʷ ʪʘ ʢʨʠʪʠʯʥʦʛʦ, 
ʪʚʦʨʯʦʛʦ ʤʠʩʣʝʥʥʷ, ʱʦ ʚʽʜʦʙʨʘʞʘʶʪʴʩʷ ʫ ʩʚʽʞʠʭ ʽʜʝʷʭ ʪʘ ʧʨʠʡʥʷʪʪʽ 
ʚʠʚʘʞʝʥʠʭ ʨʽʰʝʥʴ ʱʦʜʦ ʨʝʘʣʽʟʘʮʽʾ ʥʘʚʯʘʣʴʥʠʭ ʽ ʤʽʞʥʘʨʦʜʥʠʭ 
ʧʨʦʝʢʪʽʚ, ʫʯʘʩʪʽ ʚ ʨʽʟʥʦʤʘʥʽʪʥʠʭ ʢʦʥʢʫʨʩʘʭ ʪʘ ʘʢʮʽʷʭ. 
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ʉʦʮʽʘʣʴʥʽ ʥʘʚʠʯʢʠ ½ ʮʝ ʟʜʘʪʥʽʩʪʴ ʧʝʜʘʛʦʛʘ ʦʮʽʥʶʚʘʪʠ 
ʨʽʟʥʦʤʘʥʽʪʥʽ ʩʦʮʽʘʣʴʥʽ ʩʠʪʫʘʮʽʾ, ʟʥʘʭʦʜʠʪʠ ʽʥʬʦʨʤʘʮʽʶ ʜʣʷ ʧʦʙʫʜʦʚʠ 
ʩʚʦʻʾ ʧʦʚʝʜʽʥʢʠ, ʟ ʤʝʪʦʶ ʜʦʩʷʛʥʝʥʥʷ ʙʘʣʘʥʩʫ ʤʽʞ ʚʠʤʦʛʘʤʠ 
ʩʦʮʽʘʣʴʥʦʾ ʜʽʡʩʥʦʩʪʽ, ʩʚʦʾʤʠ ʧʦʪʨʝʙʘʤʠ  ̔ ʧʦʪʨʝʙʘʤʠ ʫʯʥʽʚ, 
ʩʧʠʨʘʶʯʠʩʴ ʥʘ ʥʦʨʤʠ. 

ʉʴʦʛʦʜʥʽ ʽʥʥʦʚʘʮʽʡʥʽ ʪʝʭʥʦʣʦʛʽʾ ʥʘʚʯʘʥʥʷ ʩʪʘʣʠ ʦʜʥʠʤ ʟʽ ʩʧʦʩʦʙʽʚ 
ʤʦʜʝʨʥʽʟʘʮʽʾ ʦʩʚʽʪʥʴʦʾ ʩʠʩʪʝʤʠ ʋʢʨʘʾʥʠ. ɺʦʣʦʜʽʥʥʷ ʚʯʠʪʝʣʝʤ-
ʧʨʝʜʤʝʪʥʠʢʦʤ ʪʘʢʠʤʠ ʪʝʭʥʦʣʦʛʽʷʤʠ ʻ ʥʝʦʙʭʽʜʥʦʶ ʫʤʦʚʦʶ 
ʜʦʩʷʛʥʝʥʥʷ ʷʢʦʩʪʽ ʦʩʚʽʪʠ. 

ɼʦ ʪʦʛʦ ʞ ʚʠʤʘʛʘʻ ʚʝʣʠʢʠʭ ʟʫʩʠʣʴ, ʯʘʩʫ  ̔ʪʝʨʧʽʥʥʷ ʨʦʟʚʠʪʦʢ ɯʂ-
ʢʦʤʧʝʪʝʥʪʥʦʩʪʝʡ ʚʯʠʪʝʣʽʚ-ʧʨʝʜʤʝʪʥʠʢʽʚ, ʱʦ ʫ ʍʍɯ ʩʪ. ʻ ʥʝʦʙʭʽʜʥʦʶ 
ʫʤʦʚʦʶ ʨʦʟʚʠʪʢʫ ʟʘʛʘʣʴʥʦʾ ʩʝʨʝʜʥʴʦʾ ʦʩʚʽʪʠ ʚ ʮʽʣʦʤʫ ʽ ʥʦʚʽʪʥʽʭ ʭʤʘʨʦ 
ʦʨʽʻʥʪʦʚʘʥʠʭ ʩʝʨʝʜʦʚʠʱ, ʟʦʢʨʝʤʘ. 

ʆʩʥʦʚʦʶ ʝʬʝʢʪʠʚʥʦʛʦ ʚʠʢʦʨʠʩʪʘʥʥʷ ʍʆʅʉ ʫʯʠʪʝʣʷʤʠ ʪʘ 
ʫʯʥʷʤʠ ʻ ʧʨʦʮʝʩ ʧʨʦʝʢʪʫʚʘʥʥʷ. ɼʣʷ ʧʨʦʝʢʪʫʚʘʥʥʷ ʍʆʅʉ ʥʘ ʨʽʚʥʽ 
ʚʯʠʪʝʣ-̫ʧʨʝʜʤʝʪʥʠʢʘ ʧʨʦʧʦʥʫʻʪʴʩʷ ʧʨʦʮʝʜʫʨʥʠʡ ʧʽʜʭʽʜ  ʷʢ ʬʦʨʤʘ 
ʦʩʚʽʪʥʴʦʾ ʪʝʭʥʦʣʦʛʽ,ʾ ʱʦ ʟʦʩʝʨʝʜʞʫʻ ʫʚʘʛʫ ʥʘ ʧʨʦʮʝʜʫʨʘʭ, ʷʢʽ ʤʘʶʪʴ 
ʚʠʢʦʥʘʪʠ ʩʫʙôʻʢʪʠ ʍʆʅʉ ʜʣʷ ʜʦʩʷʛʥʝʥʥʷ ʤʝʪʠ ʧʨʦʝʢʪʫʚʘʥʥʷ 
(ʨʠʩ. 1.4).  
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3.1 ʫʯʘʩʪʴ ʫ ʚʩʪʫʧʥʦʤʫ ʪʨʝʥʽʥʛʫ ʤʦʞʣʠʚʦʩʪʝʡ ʍʆʅʉ,  
ʚʠʚʯʝʥʥʷ ʥʦʨʤʘʪʠʚʥʠʭ ʜʦʢʫʤʝʥʪʽʚ ʱʦʜʦ 
ʧʨʦʝʢʪʫʚʘʥʥʷ ʍʆʅʉ ʫ ʥʘʚʯʘʣʴʥʦʤʫ ʟʘʢʣʘʜʽ,  
ʚʠʚʯʝʥʥʷ ʧʝʜʘʛʦʛʽʯʥʦʛʦ ʜʦʩʚʽʜʫ,  
ʚʠʟʥʘʯʝʥʥʷ ʦʩʥʦʚʥʠʭ ʜʠʜʘʢʪʠʯʥʠʭ ʮʽʣʝʡ 
ʚʠʢʦʨʠʩʪʘʥʥʷ ʍʆʅʉ ʧʽʜ ʯʘʩ ʚʠʢʣʘʜʘʥʥʷ ʢʦʥʢʨʝʪʥʦʛʦ 
ʧʨʝʜʤʝʪʘ 

3.4 ʚʠʢʦʥʘʥʥʷ ʧʦʣʦʞʝʥʴ ʥʦʨʤʘʪʠʚʥʠʭ ʜʦʢʫʤʝʥʪʽʚ, 
ʚʠʢʦʥʘʥʥʷ ʦʨʛʘʥʽʟʘʮʽʡʥʠʭ ʟʘʭʦʜʽʚ,  
ʬʦʨʤʫʚʘʥʥʷ ʥʘʚʯʘʣʴʥʦʛʦ ʩʝʨʝʜʦʚʠʱʘ,  
ʧʨʦʝʢʪʫʚʘʥʥʷ ʥʘʚʯʘʣʴʥʦʾ ʜʽʷʣʴʥʦʩʪʽ, 
ʟʘʙʝʟʧʝʯʝʥʥʷ ʧʨʦʝʢʪʫʚʘʥʥʷ ʍʆʅʉ 

3.5 ʚʠʢʦʥʘʥʥʷ ʧʦʣʦʞʝʥʴ ʥʦʨʤʘʪʠʚʥʠʭ ʜʦʢʫʤʝʥʪʽʚ, 
ʚʠʢʦʥʘʥʥʷ ʦʨʛʘʥʽʟʘʮʽʡʥʠʭ ʟʘʭʦʜʽʚ,  
ʬʦʨʤʫʚʘʥʥʷ ʥʘʚʯʘʣʴʥʦʛʦ ʩʝʨʝʜʦʚʠʱʘ,  
ʧʨʦʝʢʪʫʚʘʥʥʷ ʥʘʚʯʘʣʴʥʦʾ ʜʽʷʣʴʥʦʩʪʽ, 
ʟʘʙʝʟʧʝʯʝʥʥʷ ʧʨʦʝʢʪʫʚʘʥʥʷ ʍʆʅʉ 

3.6 ʚʽʜʪʚʦʨʝʥʥʷ ʪʝʭʥʦʣʦʛʽʾ ʥʘʚʯʘʥʥʷ,  
ʥʘʣʘʛʦʜʞʝʥʥʷ ʥʘʚʯʘʣʴʥʦʾ ʜʽʷʣʴʥʦʩʪʽ 

3.7 ʨʝʬʣʝʢʩʽʷ ʧʨʦʝʢʪʫʚʘʥʥʷ  
ʨʦʟʨʦʙʣʝʥʥʷ ʧʨʦʧʦʟʠʮʽʡ 

ʈʠʩ. 1.4. ʇʨʦʮʝʜʫʨʥʠʡ ʧʽʜʭʽʜ ʧʨʦʝʢʪʫʚʘʥʥʷ ʍʆʅʉ ɿʅɿ ʥʘ ʨʽʚʥʽ 
ʚʯʠʪʝʣʷ-ʧʨʝʜʤʝʪʥʠʢʘ 
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ɿʘʟʥʘʯʠʤʦ, ʱʦ ʧʽʜ ʧʨʦʮʝʜʫʨʦʶ ʟʘʟʚʠʯʘʡ ʨʦʟʫʤʽʻʪʴʩʷ 
ʚʩʪʘʥʦʚʣʝʥʠʡ ʧʦʨʷʜʦʢ ʟʜʽʡʩʥʝʥʥʷ, ʚʠʢʦʥʘʥʥʷ ʘʙʦ ʦʬʦʨʤʣʝʥʥʷ ʯʦʛʦ-
ʥʝʙʫʜʴ. 

ʋ ʧʨʦʮʝʩʽ ʚʠʨʽʰʝʥʥʽ ʪʘʢʦʛʦ ʟʘʚʜʘʥʥʷ ʙʫʣʦ ʪʘʢʦʞ ʫʨʘʭʦʚʘʥʦ 
ʦʩʥʦʚʥʽ ʝʪʘʧʠ ʧʨʦʝʢʪʫʚʘʥʥʷ ʽ ʢʘʪʝʛʦʨʽʾ ʩʫʙôʻʢʪʽʚ ʍʆʅʉ.  

ɺ ʫʤʦʚʘʭ ʧʨʦʝʢʪʫʚʘʥʥʷ ʭʤʘʨʦ ʦʨʽʻʥʪʦʚʘʥʦʛʦ ʥʘʚʯʘʣʴʥʦʛʦ 
ʩʝʨʝʜʦʚʠʱʘ ʟʤʽʥʶʻʪʴʩʷ ʜʽʷʣʴʥʽʩʪʴ ʚʯʠʪʝʣʷ-ʧʨʝʜʤʝʪʥʠʢʘ. ɺʠʟʥʘʯʠʤʦ 
ʟʤʽʩʪ ʽ ʭʘʨʘʢʪʝʨ ʡʦʛʦ ʜʽʷʣʴʥʦʩʪʽ ʟʘ ʢʦʤʧʦʥʝʥʪʘʤʠ (ʢʣʘʩʠʬʽʢʘʮʽʷ ʟʘ 
ʉʫʨʭʘʻʚʠʤ ʄ. ɸ.): ʛʥʦʩʪʠʯʥʠʤ, ʧʨʦʝʢʪʫʚʘʣʴʥʠʤ, ʢʦʥʩʪʨʫʢʪʠʚʥʠʤ, 
ʢʦʤʫʥʽʢʘʪʠʚʥʠʤ, ʝʢʩʧʝʨʪʥʠʤ, ʢʦʥʪʨʦʣʶʶʯʠʤ. 

ɻʥʦʩʪʠʯʥʠʡ ʢʦʤʧʦʥʝʥʪ ʜʽʷʣʴʥʦʩʪʽ ʚʯʠʪʝʣʷ-ʧʨʝʜʤʝʪʥʠʢʘ ʚ 
ʫʤʦʚʘʭ ʧʨʦʝʢʪʫʚʘʥʥʷ ʭʤʘʨʦ ʦʨʽʻʥʪʦʚʘʥʦʛʦ ʥʘʚʯʘʣʴʥʦʛʦ ʩʝʨʝʜʦʚʠʱʘ 
ʥʘʩʘʤʧʝʨʝʜ ʧʝʨʝʜʙʘʯʘʻ ʚʠʚʯʝʥʥʷ ʪʘ ʘʥʘʣʽʟ ʫʯʠʪʝʣʝʤ ʤʦʞʣʠʚʦʩʪʝʡ 
ʤʝʪʦʜʽʚ, ʬʦʨʤ ʽ ʟʘʩʦʙʽʚ ʥʘʚʯʘʥʥʷ, ʘ ʪʘʢʦʞ ʨʽʟʥʠʭ ʚʠʜʽʚ ʜʽʷʣʴʥʦʩʪʽ 
ʫʯʥʽʚ ʫ ʍʆʅʉ ʜʣʷ ʜʦʩʷʛʥʝʥʥʷ ʥʘʚʯʘʣʴʥʠʭ ʨʝʟʫʣʴʪʘʪʽʚ. 

ʇʨʦʝʢʪʫʚʘʣʴʥʠʡ ʢʦʤʧʦʥʝʥʪ ʜʽʷʣʴʥʦʩʪʽ ʚʯʠʪʝʣʷ-ʧʨʝʜʤʝʪʥʠʢʘ ʚ 
ʫʤʦʚʘʭ ʧʨʦʝʢʪʫʚʘʥʥʷ ʭʤʘʨʦ ʦʨʽʻʥʪʦʚʘʥʦʛʦ ʥʘʚʯʘʣʴʥʦʛʦ ʩʝʨʝʜʦʚʠʱʘ 
ʧʝʨʝʜʙʘʯʘʻ ʘʥʘʣʽʟ ʮʽʣʝʡ ʽ ʟʘʚʜʘʥʴ ʥʘʚʯʘʥʥʷ, ʧʨʦʝʢʪʫʚʘʥʥʷ ʥʦʚʠʭ 
ʚʠʜʽʚ ʥʘʚʯʘʣʴʥʦʾ ʜʽʷʣʴʥʦʩʪʽ, ʧʣʘʥʫʚʘʥʥʷ ʥʘʚʯʘʣʴʥʠʭ ʩʠʪʫʘʮʽʡ, 
ʨʦʟʨʦʙʣʝʥʥʷ ʥʘʚʯʘʣʴʥʠʭ ʟʘʚʜʘʥʴ, ʧʽʜʙʽʨ ʩʝʨʚʽʩʽʚ ʍʆʅʉ ʜʣʷ 
ʚʠʨʽʰʝʥʥʷ ʜʠʜʘʢʪʠʯʥʠʭ ʟʘʚʜʘʥʴ ʥʘʚʯʘʥʥʷ. 

ʂʦʥʩʪʨʫʢʪʠʚʥʠʡ ʢʦʤʧʦʥʝʥʪ ʜʽʷʣʴʥʦʩʪʽ ʚʯʠʪʝʣʷ-ʧʨʝʜʤʝʪʥʠʢʘ ʚ 
ʫʤʦʚʘʭ ʧʨʦʝʢʪʫʚʘʥʥʷ ʭʤʘʨʦ ʦʨʽʻʥʪʦʚʘʥʦʛʦ ʥʘʚʯʘʣʴʥʦʛʦ ʩʝʨʝʜʦʚʠʱʘ 
ʧʝʨʝʜʙʘʯʘʻ ʤʦʞʣʠʚʽʩʪʴ ʚʠʙʦʨʫ ʪʦʛʦ ʯʠ ʽʥʰʦʛʦ ʩʮʝʥʘʨʽʶ, 
ʨʦʟʨʦʙʣʝʥʥʷ ʨʽʟʥʠʭ ʦʩʚʽʪʥʽʭ ʪʨʘʻʢʪʦʨʽʡ, ʱʦ ʥʘʜʘʶʪʴʩʷ ʚ ʍʆʅʉ ʜʣʷ 
ʜʦʩʷʛʥʝʥʥʷ ʥʘʚʯʘʣʴʥʠʭ ʮʽʣʝʡ. 

ʂʦʤʫʥʽʢʘʪʠʚʥʠʡ ʢʦʤʧʦʥʝʥʪ ʜʽʷʣʴʥʦʩʪʽ ʚʯʠʪʝʣʷ-ʧʨʝʜʤʝʪʥʠʢʘ ʚ 
ʫʤʦʚʘʭ ʧʨʦʝʢʪʫʚʘʥʥʷ ʭʤʘʨʦ ʦʨʽʻʥʪʦʚʘʥʦʛʦ ʥʘʚʯʘʣʴʥʦʛʦ ʩʝʨʝʜʦʚʠʱʘ 
ʚʽʜʦʙʨʘʞʘʻ ʥʦʚʽ: ʬʦʨʤʠ ʽ ʭʘʨʘʢʪʝʨ ʚʟʘʻʤʦʜʽʾ ʩʫʙôʻʢʪʽʚ ʥʘʚʯʘʥʥʷ, 
ʛʦʪʦʚʥʽʩʪʴ ʚʠʢʦʨʠʩʪʦʚʫʚʘʪʠ ʜʠʩʪʘʥʮʽʡʥʽ ʪʝʭʥʦʣʦʛʽʾ ʫ ʩʚʦʾʡ 
ʧʨʦʬʝʩʽʡʥʽʡ ʜʽʷʣʴʥʦʩʪʽ, ʦʨʽʻʥʪʫʚʘʪʠʩʷ ʚ ʩʦʮʽʘʣʴʥʠʭ ʩʝʨʚʽʩʘʭ, 
ʪʝʭʥʦʣʦʛʽʷʭ ɺʝʙ-2.0, ʤʝʨʝʞʥʠʭ ʪʘ ɯʥʪʝʨʥʝʪ-ʩʧʽʣʴʥʦʪʘʭ, ʟʘʣʫʯʘʪʠ 
ʩʫʙôʻʢʪʽʚ ʥʘʚʯʘʥʥʷ ʜʦ ʘʢʪʠʚʥʦʾ ʫʯʘʩʪʽ ʚ ʮʠʭ ʩʧʽʣʴʥʦʪʘʭ ʜʣʷ 
ʜʦʩʷʛʥʝʥʥʷ ʥʘʚʯʘʣʴʥʦ-ʚʠʭʦʚʥʠʭ ʮʽʣʝʡ.  

ɽʢʩʧʝʨʪʥʠʡ ʢʦʤʧʦʥʝʥʪ ʜʽʷʣʴʥʦʩʪʽ ʚʯʠʪʝʣʷ-ʧʨʝʜʤʝʪʥʠʢʘ ʚ 
ʫʤʦʚʘʭ ʧʨʦʝʢʪʫʚʘʥʥʷ ʭʤʘʨʦ ʦʨʽʻʥʪʦʚʘʥʦʛʦ ʥʘʚʯʘʣʴʥʦʛʦ ʩʝʨʝʜʦʚʠʱʘ 
ʧʦʣʷʛʘʻ ʫ ʚʠʟʥʘʯʝʥʥʽ ʜʦʮʽʣʴʥʦʩʪʽ ʪʘ ʝʬʝʢʪʠʚʥʦʩʪʽ ʚʠʢʦʨʠʩʪʘʥʥʷ 
ʩʝʨʚʽʩʽʚ ʍʆʅʉ ʜʣʷ ʜʦʩʷʛʥʝʥʥʷ ʥʘʚʯʘʣʴʥʦ-ʚʠʭʦʚʥʠʭ ʮʽʣʝʡ, 
ʛʘʨʘʥʪʫʚʘʥʥʷ ʽʥʬʦʨʤʘʮʽʡʥʦʾ ʙʝʟʧʝʢʠ, ʘ ʪʘʢʦʞ ʟʥʘʥʥʷ ʦʩʥʦʚ 
ʘʚʪʦʨʩʴʢʦʛʦ ʧʨʘʚʘ ʪʘ ʽʥʰʠʭ ʧʨʘʚʦʚʠʭ ʥʦʨʤ, ʱʦ ʜʦʟʚʦʣʷʶʪʴ 
ʧʨʘʚʦʤʽʨʥʦ ʚʠʢʦʨʠʩʪʦʚʫʚʘʪʠ ʩʝʨʚʽʩʠ ʍʆʅʉ, ʪʝʭʥʦʣʦʛʽʾ ɺʝʙ-2.0, LMS 
(ʩʠʩʪʝʤʠ ʜʠʩʪʘʥʮʽʡʥʦʛʦ ʥʘʚʯʘʥʥʷ) ʫ ʥʘʚʯʘʣʴʥʦʤʫ ʧʨʦʮʝʩʽ. 

ʂʦʥʪʨʦʣʶʶʯʠʡ ʢʦʤʧʦʥʝʥʪ ʚ ʫʤʦʚʘʭ ʧʨʦʝʢʪʫʚʘʥʥʷ ʭʤʘʨʦ 
ʦʨʽʻʥʪʦʚʘʥʦʛʦ ʥʘʚʯʘʣʴʥʦʛʦ ʩʝʨʝʜʦʚʠʱʘ ʢʨʠʻ ʚ ʩʦʙ̔ ʘʥʘʣʽʟ 
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ʩʧʨʦʝʢʪʦʚʘʥʦʛʦ ʍʆʅʉ, ʨʝʬʣʝʢʩʽʶ ʚʣʘʩʥʦʾ ʜʽʷʣʴʥʦʩʪʽ, ʤʦʥʽʪʦʨʠʥʛ, 
ʜʽʘʛʥʦʩʪʠʢʫ ʪʘ ʢʦʨʝʢʮʽʶ ʥʘʚʯʘʣʴʥʦʛʦ ʧʨʦʮʝʩʫ ʫ ʩʧʨʦʝʢʪʦʚʘʥʦʤʫ 
ʍʆʅʉ. 

ɺʯʠʪʝʣʴ-ʧʨʝʜʤʝʪʥʠʢ, ʷʢ ʩʫʙôʻʢʪ ʭʤʘʨʦ ʦʨʽʻʥʪʦʚʘʥʦʛʦ 
ʥʘʚʯʘʣʴʥʦʛʦ ʩʝʨʝʜʦʚʠʱʘ, ʤʘʻ ʟʜʽʡʩʥʠʪʠ ʧʨʦʝʢʪʫʚʘʥʥʷ ʍʆʅʉ, 
ʚʠʢʦʥʫʶʯʠ ʧʝʚʥʽ ʧʨʦʮʝʜʫʨʠ ʫ ʧôʷʪʴ ʝʪʘʧʽʚ. ʇʠʪʘʥʥʷ ʘʥʘʣʽʟʫ ʥʘʷʚʥʠʭ 
ʤʦʜʝʣʝʡ ʍʆʅʉ  ̔ ʚʥʝʩʝʥʥʷ ʧʨʦʧʦʟʠʮʽʡ ʱʦʜʦ ʽʜʝʾ ʥʦʚʽʪʥʴʦʛʦ 
ʥʘʚʯʘʣʴʥʦʛʦ ʩʝʨʝʜʦʚʠʱʘ (ʝʪʘʧʠ 3.2  ̔ 3.3) ʙʫʣʦ ʦʙʛʦʚʦʨʝʥʦ ʥʘ 
ʧʝʜʘʛʦʛʽʯʥʠʭ ʨʘʜʘʭ ʽ ʟʘʪʚʝʨʜʞʝʥʦ ʢʝʨʽʚʥʠʢʦʤ ʥʘʚʯʘʣʴʥʦʛʦ ʟʘʢʣʘʜʫ. 

ʉʧʨʦʝʢʪʦʚʘʥʝ ʍʆʅʉ ʚʯʠʪʝʣʷ ʧʨʝʜʩʪʘʚʣʝʥʦ ʥʘ ʨʠʩ. 1.5. 
 

 
ʈʠʩ. 1.5. ɹʘʟʦʚʘ ʤʦʜʝʣʴ ʍʆʅʉ ʚʯʠʪʝʣʷ ɿʅɿ 

 
ʈʝʘʣʽʟʘʮʽʷ ʝʪʘʧʽʚ ʧʨʦʝʢʪʫʚʘʥʥʷ ʤʘʻ ʟʘʙʝʟʧʝʯʠʪʠ ʩʪʚʦʨʝʥʥʷ 

ʍʆʅʉ ʫʯʠʪʝʣʷ-ʧʨʝʜʤʝʪʥʠʢʘ ʽ ʚʨʘʭʫʚʘʪʠ ʚʩʽ ʤʦʞʣʠʚʽ ʢʦʤʧʦʥʝʥʪʠ 
ʡʦʛʦ ʜʽʷʣʴʥʦʩʪʽ, ʟʦʢʨʝʤʘ ʢʣʘʩʥʝ ʢʝʨʽʚʥʠʮʪʚʦ ʪʘ ʫʯʘʩʪʴ ʫ 
ʤʝʪʦʜʠʯʥʦʤʫ ʦʙôʻʜʥʘʥʥʽ ʚʯʠʪʝʣʽʚ. 

ɽʪʘʧ 3.1 ʧʝʨʝʜʙʘʯʘʻ ʚʠʢʦʥʘʥʥʷ ʪʘʢʠʭ ʧʨʦʮʝʜʫʨ: 
ï ʫʯʘʩʪʴ ʫ ʚʩʪʫʧʥʦʤʫ ʪʨʝʥʽʥʛʫ ʤʦʞʣʠʚʦʩʪʝʡ ʍʆʅʉ,  
ï ʚʠʚʯʝʥʥʷ ʥʦʨʤʘʪʠʚʥʠʭ ʜʦʢʫʤʝʥʪʽʚ ʱʦʜʦ ʧʨʦʝʢʪʫʚʘʥʥʷ ʍʆʅʉ ʫ 
ʥʘʚʯʘʣʴʥʦʤʫ ʟʘʢʣʘʜʽ,  

ï ʚʠʚʯʝʥʥʷ ʧʝʜʘʛʦʛʽʯʥʦʛʦ ʜʦʩʚʽʜʫ,  
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ï ʚʠʟʥʘʯʝʥʥʷ ʦʩʥʦʚʥʠʭ ʜʠʜʘʢʪʠʯʥʠʭ ʮʽʣʝʡ ʚʠʢʦʨʠʩʪʘʥʥʷ ʍʆʅʉ ʧʽʜ 
ʯʘʩ ʚʠʢʣʘʜʘʥʥʷ ʢʦʥʢʨʝʪʥʦʛʦ ʧʨʝʜʤʝʪʘ. 
ɺʠʢʦʥʘʥʥʷ ʧʨʦʮʝʜʫʨ ʟʜʽʡʩʥʶʻʪʴʩʷ ʟʘ ʜʦʧʦʤʦʛʦʶ ʚʠʚʯʝʥʥʷ 

ʪʝʦʨʝʪʠʯʥʠʭ ʦʩʥʦʚ ʪʘ ʟʜʽʡʩʥʝʥʥʷ ʧʨʘʢʪʠʯʥʦʛʦ ʧʨʦʝʢʪʫʚʘʥʥʷ ʍʆʅʉ 
ʫʯʠʪʝʣʷ-ʧʨʝʜʤʝʪʥʠʢʘ.  

ʅʘʩʘʤʧʝʨʝʜ ʥʝʦʙʭʽʜʥʦ ʚʽʜʚʽʜʘʪʠ ʚʩʪʫʧʥʽ ʪʨʝʥʽʥʛʠ ʟ ʚʠʢʦʨʠʩʪʘʥʥʷ 
Office 365, ʱʦ ʽʥʽʮʽʶʻʪʴʩʷ ʢʝʨʽʚʥʠʢʦʤ ʰʢʦʣʠ ʘʙʦ ʚʯʠʪʝʣʝʤ 
ʽʥʬʦʨʤʘʪʠʢʠ.  

ʆʜʥʽʻʶ ʟ ʚʘʞʣʠʚʠʭ ʧʨʦʮʝʜʫʨ ʧʨʦʝʢʪʫʚʘʥʥʷ ʍʆʅʉ ʥʘ ʨʽʚʥʽ 
ʚʯʠʪʝʣʷ-ʧʨʝʜʤʝʪʥʠʢʘ ʻ ʦʟʥʘʡʦʤʣʝʥʥʷ ʟ ʥʦʨʤʘʪʠʚʥʠʤʠ 
ʜʦʢʫʤʝʥʪʘʤʠ, ʱʦ ʚʠʟʥʘʯʘʶʪʴ ʪʝʨʤʽʥ, ʝʪʘʧʠ ʧʨʦʝʢʪʫʚʘʥʥʷ ʽ 
ʚʧʨʦʚʘʜʞʝʥʥʷ ʚ ʥʘʚʯʘʣʴʥʦʤʫ ʟʘʢʣʘʜʽ, ʧʦʧʝʨʝʜʥʶ ʩʪʨʫʢʪʫʨʫ ʭʤʘʨʥʠʭ 
ʩʭʦʚʠʱ ʫʯʠʪʝʣʷ-ʧʨʝʜʤʝʪʥʠʢʘ, ʥʝʦʙʭʽʜʥʽʩʪʴ ʬʦʨʤʫʚʘʥʥʷ ʩʘʡʪʫ, 
ʢʘʣʝʥʜʘʨʽʚ, ʩʪʨʫʢʪʫʨʫ ʧʦʰʪʦʚʠʭ ʩʢʨʠʥʴʦʢ, ʪʝʭʥʦʣʦʛʽʾ ʚʚʝʜʝʥʥʷ 
ʩʦʮʽʘʣʴʥʦʾ ʤʝʨʝʞʽ Yammer, ʬʦʨʤʫʚʘʥʥʷ ʩʧʽʣʴʥʠʭ ʧʘʧʦʢ ʜʣʷ 
ʨʝʘʣʽʟʘʮʽʾ ʢʦʦʧʝʨʘʮʽʾ, ʩʧʽʚʧʨʘʮʽ ʪʘ ʢʦʤʫʥʽʢʘʮʽʾ. ʂʣʘʩʥʦʤʫ ʢʝʨʽʚʥʠʢʦʚʽ  
ʥʝʦʙʭʽʜʥʦ ʟôʷʩʫʚʘʪʠ ʚʠʤʦʛʠ ʜʦ ʩʘʡʪʫ ʢʣʘʩʫ ʽ ʪʝʭʥʦʣʦʛʽʾ ʚʠʟʥʘʯʝʥʥʷ 
ʚʽʜʧʦʚʽʜʘʣʴʥʦʛʦ ʟʘ ʡʦʛʦ ʥʘʧʦʚʥʝʥʥʷ. 

ɹʘʞʘʥʦ ʪʘʢʦʞ ʧʦʟʥʘʡʦʤʠʪʠʩʷ ʟ ʜʦʩʚʽʜʦʤ ʰʢʽʣ ʋʢʨʘʾʥʠ, ʷʢʽ ʚʞʝ 
ʧʝʚʥʠʡ ʯʘʩ ʧʨʘʮʶʶʪʴ ʟ ʭʤʘʨʦ ʦʨʽʻʥʪʦʚʘʥʠʤʠ ʥʘʚʯʘʣʴʥʠʤʠ 
ʩʝʨʝʜʦʚʠʱʘʤʠ. ʊʘʢʝ ʦʥ-ʣʘʡʥʦʚʝ ʩʧ̔ʣʢʫʚʘʥʥʷ ʘʙʦ ʚʽʜʚʽʜʫʚʘʥʥʷ 
ʥʘʚʯʘʣʴʥʠʭ ʟʘʢʣʘʜʽʚ ʤʦʞʝ ʨʦʟʢʨʠʪʠ ʜʦʜʘʪʢʦʚʽ ʪʝʭʥʦʣʦʛʽʯʥʽ 
ʤʦʞʣʠʚʦʩʪʽ ʍʆʅʉ, ʷʢʽ ʥʘ ʧʝʨʰʠʡ ʧʦʛʣʷʜ ʫʯʠʪʝʣʶ-ʧʨʝʜʤʝʪʥʠʢʫ ʥʝ 
ʚʠʜʘʶʪʴʩʷ ʚʘʞʣʠʚʠʤʠ. ɼʣʷ ʮʴʦʛʦ ʪʨʝʙʘ ʧʦʜʘʪʠ ʧʨʦʧʦʟʠʮʽʶ 
ʢʝʨʽʚʥʠʢʦʚʽ ʰʢʦʣʠ ʱʦʜʦ ʦʨʛʘʥʽʟʘʮʽʾ ʪʘʢʦʛʦ ʚʝʙʽʥʘʨʫ.  

ɺʯʠʪʝʣʴ-ʧʨʝʜʤʝʪʥʠʢ ʤʘʻ ʟôʷʩʫʚʘʪʠ ʜʠʜʘʢʪʠʯʥʫ ʤʝʪʫ 
ʚʠʢʦʨʠʩʪʘʥʥʷ ʍʆʅʉ ʧʽʜ ʯʘʩ ʚʠʢʣʘʜʘʥʥʷ ʩʚʦʛʦ ʧʨʝʜʤʝʪʘ, ʚʠʟʥʘʯʠʪʠ 
ʤʦʞʣʠʚʽ ʬʦʨʤʠ ʨʦʙʦʪʠ ʟ ʫʯʥʷʤʠ. 

ɽʪʘʧ 3.4 ʧʝʨʝʜʙʘʯʘʻ ʚʠʢʦʥʘʥʥʷ ʪʘʢʠʭ ʧʨʦʮʝʜʫʨ: 
ï ʫʟʛʦʜʞʝʥʥʷ  ʦʙôʻʢʪʽʚ ʩʪʨʫʢʪʫʨʠ ʍʆʅʉ,  
ï ʫʟʘʛʘʣʴʥʝʥʥʷ ʙʘʥʢʫ ʩʝʨʚʽʩʽʚ,  
ï ʫʟʘʛʘʣʴʥʝʥʥʷ ʧʨʦʛʨʘʤʥʦʛʦ ʟʘʙʝʟʧʝʯʝʥʥʷ ɺʝʙ-2.0 ʜʣʷ 
ʟʘʙʝʟʧʝʯʝʥʥʷ ʽʥʪʝʨʘʢʪʠʚʥʦʛʦ ʥʘʚʯʘʥʥʷ ʫʯʥʽʚ. 
ɺʠʢʦʥʘʥʥʷ ʧʨʦʮʝʜʫʨ ʩʧʨʷʤʦʚʘʥʦ ʥʘ ʫʟʛʦʜʞʝʥʥʷ ʧʝʨʝʣʽʢʫ 

ʢʣʶʯʦʚʠʭ ʩʝʨʚʽʩʽʚ ʟ̔ ʤʝʪʦʶ ʧʦʩʪʽʡʥʦʛʦ ʚʠʢʦʨʠʩʪʘʥʥʷ ʚ ʍʆʅʉ.  
ɺʯʠʪʝʣʴ-ʧʨʝʜʤʝʪʥʠʢ ʤʫʩʠʪʴ ʧʽʜʛʦʪʫʚʘʪʠʩʷ ʜʦ ʧʨʦʝʢʪʫʚʘʥʥʷ 

ʍʆʅʉ. ɼʣʷ ʮʴʦʛʦ ʚʽʥ ʤʘʻ ʦʪʨʠʤʘʪʠ ʚʽʜ ʫʯʠʪʝʣʷ ʽʥʬʦʨʤʘʪʠʢʠ 
(ʽʥʞʝʥʝʨʘ-ʝʣʝʢʪʨʦʥʽʢʘ) ʯʽʪʢʫ ʩʪʨʫʢʪʫʨʫ ʩʭʦʚʠʱʘ, ʜʝ ʙʫʜʫʪʴ 
ʨʦʟʤʽʱʫʚʘʪʠʩʷ ʥʘʚʯʘʣʴʥʽ ʪʘ ʤʝʪʦʜʠʯʥʽ ʤʘʪʝʨʽʘʣʠ. ʋʟʘʛʘʣʴʥʠʪʠ 
ʧʝʨʝʣʽʢ ʧʨʦʛʨʘʤʥʦʛʦ ʟʘʙʝʟʧʝʯʝʥʥʷ ɺʝʙ-2.0 ʪʘ ʽʥʰʽ ʩʝʨʚʽʩʠ, ʷʢʠʤʠ ʚʽʥ 
ʙʫʜʝ ʢʦʨʠʩʪʫʚʘʪʠʩʷ ʫ ʍʆʅʉ ʜʣʷ ʟʘʙʝʟʧʝʯʝʥʥʷ ʽʥʪʝʨʘʢʪʠʚʥʦʛʦ 
ʥʘʚʯʘʥʥʷ ʫʯʥʽʚ. 

ɺʘʞʣʠʚʦʶ ʪʘʢʦʞ ʟôʷʩʫʚʘʪʠ ʧʨʦʮʝʜʫʨʫ ʥʘʧʦʚʥʶʚʘʥʥʷ ʩʭʦʚʠʱʘ 
ʍʆʅʉ ʥʘʚʯʘʣʴʥʦ-ʤʝʪʦʜʠʯʥʠʤʠ, ʜʠʜʘʢʪʠʯʥʠʤʠ ʤʘʪʝʨʽʘʣʘʤʠ ʪʘ 
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ʥʘʜʘʥʥʷ ʜʦʩʪʫʧʫ, ʟʛʽʜʥʦ ʜʦ ʧʦʪʦʯʥʠʭ ʧʦʪʨʝʙ ʪʘ ʟʘʙʝʟʧʝʯʝʥʥʷ 
ʪʝʭʥʦʣʦʛʽʯʥʦʾ ʦʨʛʘʥʽʟʘʮʽʾ ʜʦʩʪʫʧʫ ʚʯʠʪʝʣʽʚ ʪʘ ʫʯʥʽʚ ʜʦ ɼʝʧʦʟʠʪʘʨʽʶ 
ʥʘʚʯʘʣʴʥʦʛʦ ʢʦʥʪʝʥʪʫ (http://ua.lokando.com/start.php) ʘʙʦ ʚʣʘʩʥʦʛʦ 
ʙʘʥʢʫ ʥʘʚʯʘʣʴʥʠʭ ʤʘʪʝʨʽʘʣʽʚ. 

ɽʪʘʧ 3.5 ʧʝʨʝʜʙʘʯʘʻ ʚʠʢʦʥʘʥʥʷ ʪʘʢʠʭ ʧʨʦʮʝʜʫʨ: 
ï ʚʠʢʦʥʘʥʥʷ ʧʦʣʦʞʝʥʴ ʥʦʨʤʘʪʠʚʥʠʭ ʜʦʢʫʤʝʥʪʽʚ, 
ï ʚʠʢʦʥʘʥʥʷ ʦʨʛʘʥʽʟʘʮʽʡʥʠʭ ʟʘʭʦʜʽʚ,  
ï ʬʦʨʤʫʚʘʥʥʷ ʥʘʚʯʘʣʴʥʦʛʦ ʩʝʨʝʜʦʚʠʱʘ,  
ï ʧʨʦʝʢʪʫʚʘʥʥʷ ʥʘʚʯʘʣʴʥʦʾ ʜʽʷʣʴʥʦʩʪʽ, 
ï ʟʘʙʝʟʧʝʯʝʥʥʷ ʧʨʦʝʢʪʫʚʘʥʥʷ ʍʆʅʉ. 
ʆʟʥʘʡʦʤʣʝʥʥʷ ʪʘ ʚʠʢʦʥʘʥʥʷ  ʥʦʨʤʘʪʠʚʥʠʭ ʜʦʢʫʤʝʥʪʽʚ 

ʦʭʦʧʣʶʻ: 
ï ʦʟʥʘʡʦʤʣʝʥʥʷ ʟ ʥʘʢʘʟʦʤ ʧʦ ʰʢʦʣʽ ʧʨʦ ʚʧʨʦʚʘʜʞʝʥʥʷ ʍʆʅʉ ʟ 
ʚʠʟʥʘʯʝʥʥʷʤ ʢʽʥʮʝʚʦʛʦ ʪʘ ʧʨʦʤʽʞʥʦʛʦ ʪʝʨʤʽʥʫ; 
ï ʦʟʥʘʡʦʤʣʝʥʥʷ ʟ ʥʘʢʘʟʦʤ ʧʦ ʰʢʦʣʽ ʧʨʦ ʚʽʜʧʦʚʽʜʘʣʴʥʠʭ ʟʘ 
ʧʨʦʝʢʪʫʚʘʥʥʷ ʚʯʠʪʝʣʽʚ; 
ï ʫʟʘʛʘʣʴʥʝʥʥʷ ʢʽʣʴʢʦʩʪʽ ʜʦʚʽʜʦʢïʧʦʛʦʜʞʝʥʴ ʧʨʦ ʚʽʜʢʨʠʪʪʷ ʫʯʥʷʤ 
ʝʣʝʢʪʨʦʥʥʠʭ ʩʢʨʠʥʴʦʢ; 
ï ʚʠʢʦʥʘʥʥʷ ʧʣʘʥʫ ʟʘʭʦʜʽʚ ʱʦʜʦ ʥʘʚʯʘʥʥʷ ʚʯʠʪʝʣʽʚ ʟ 
ʚʠʢʦʨʠʩʪʘʥʥʷ ʦʩʥʦʚʥʠʭ ʤʦʞʣʠʚʦʩʪʝʡ ʍʆʅʉ; 
ï ʦʟʥʘʡʦʤʣʝʥʥʷ ʟ ʥʘʢʘʟʦʤ ʧʦ ʰʢʦʣʽ ʧʨʦ ʩʪʚʦʨʝʥʥʷ ʙʘʟʦʚʠʭ 
ʢʣʘʩʽʚïʫʯʘʩʥʠʢʽʚ (ʥʘ ʧʝʨʰʦʤʫ ʝʪʘʧʽ); 
ï ʟʜʽʡʩʥʝʥʥʷ ʩʘʤʦʢʦʥʪʨʦʣʶ ʧʨʦʝʢʪʫʚʘʥʥʷ. 
ɺʠʢʦʥʘʥʥʷ ʧʨʦʮʝʜʫʨ ʟʜʽʡʩʥʶʻʪʴʩʷ ʚʯʠʪʝʣʝʤ-ʧʨʝʜʤʝʪʥʠʢʦʤ ʟ 

ʤʝʪʦʶ ʫʟʘʛʘʣʴʥʝʥʥʷ ʜʘʥʠʭ, ʱʦ ʩʪʦʩʫʶʪʴʩʷ ʟʘʙʝʟʧʝʯʝʥʥʷ ʧʨʘʚʦʚʦʛʦ 
ʧʦʣʷ ʪʘ ʧʦʝʪʘʧʥʦʛʦ ʧʨʦʝʢʪʫʚʘʥʥʷ ʭʤʘʨʦ ʦʨʽʻʥʪʦʚʘʥʦʛʦ ʥʘʚʯʘʣʴʥʦʛʦ 
ʩʝʨʝʜʦʚʠʱʘ. 

ʋʟʛʦʜʞʝʥʥʷ ʦʨʛʘʥʽʟʘʮʽʡʥʠʭ ʟʘʭʦʜʽʚ:  
ï ʟʙʽʨ ʪʘ ʫʟʘʛʘʣʴʥʝʥʥʷ ʩʧʠʩʢʫ ʫʯʥʽʚ ʢʣʘʩʽʚ ʚ ʝʣʝʢʪʨʦʥʥʽʡ ʬʦʨʤʽ 
ʜʣʷ ʬʦʨʤʫʚʘʥʥʷ ʙʘʥʢʫ ʦʙʣʽʢʦʚʠʭ ʟʘʧʠʩʽʚ ʩʫʙôʻʢʪʽʚ ʍʆʅʉ;  
ï ʧʦʜʘʥʥʷ ʧʨʦʧʦʟʠʮʽ ʾʱʦʜʦ ʦʪʨʠʤʘʥʥʷ ʣʽʮʝʥʟʽʡ ʪʘ ʥʘʜʘʥʥʷ ʧʨʘʚ 
ʜʦʩʪʫʧʫ. ɺʘʞʣʠʚʦ ʚʨʘʭʫʚʘʪʠ ʪʦʡ ʬʘʢʪ, ʱʦ ʚʽʜʧʦʚʽʜʘʣʴʥʠʤ ʟʘ 
ʚʝʜʝʥʥʷ ʩʘʡʪʽʚ ʤʘʶʪʴ ʥʘʜʘʚʘʪʠʩʷ ʧʨʘʚʘ ʥʘ ʩʪʚʦʨʝʥʥʷ ʩʘʡʪʽʚ 
(ʧʦʧʝʨʝʜʥʽʡ ʨʦʟʧʦʜʽʣ ʧʨʘʚ ʜʦʩʪʫʧʫ, ʚʨʘʭʫʚʘʥʥʷ ʧʦʙʘʞʘʥʴ ʫʯʠʪʝʣʽʚ-
ʧʨʝʜʤʝʪʥʠʢʽʚ  ̔ʢʣʘʩʥʠʭ ʢʝʨʽʚʥʠʢʽʚ); 
ï ʧʦʜʘʥʥʷ  ʧʨʦʧʦʟʠʮʽʾ ʱʦʜʦ ʩʪʚʦʨʝʥʥʷ ʩʘʡʪʫ ʢʣʘʩʫ ʘʙʦ ʚʯʠʪʝʣʷ 
ʪʦʱʦ;  
ï ʧʦʜʘʥʥʷ ʧʨʦʧʦʟʠʮʽʡ ʱʦʜʦ ʧʽʜʢʣʶʯʝʥʥʷ ʢʘʙʽʥʝʪʫ ʚʯʠʪʝʣʽʚ-
ʧʨʝʜʤʝʪʥʠʢʽʚ ʜʦ ʤʝʨʝʞʽ ɯʥʪʝʨʥʝʪ.  
ï ʚʽʜʙʽʨ  ̔ ʧʽʜʛʦʪʫʚʘʥʥʷ ʥʘʚʯʘʣʴʥʠʭ ʤʘʪʝʨʽʘʣʽʚ, ʚʽʜʧʦʚʽʜʥʦ ʜʦ 
ʟʘʪʚʝʨʜʞʝʥʦʾ ʩʪʨʫʢʪʫʨʠ, ʜʣʷ ʟʘʚʘʥʪʘʞʝʥʥʷ ʫ ʩʭʦʚʠʱʝ ʍʆʅʉ; 
ï ʧʨʦʝʢʪʫʚʘʥʥʷ ʥʘʚʯʘʣʴʥʦʾ ʜʽʷʣʴʥʦʩʪʽ ʫʯʥʽʚ ʫ ʍʆʅʉ, ʟʘʣʝʞʥʦ ʚʽʜ 
ʦʩʦʙʣʠʚʦʩʪʝʡ ʧʨʝʜʤʝʪʘ, ʱʦ ʡʦʛʦ ʚʠʢʣʘʜʘʻ ʚʯʠʪʝʣʴ-ʧʨʝʜʤʝʪʥʠʢ.  
ï ʘʢʪʠʚʥʘ ʫʯʘʩʪ ɹʚ ʧʽʜʛʦʪʫʚʘʥʥʽ ʜʦ ʧʨʦʝʢʪʫʚʘʥʥʷ ʍʆʅʉ. 
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 ɺʠʢʦʥʘʥʥʷ ʧʨʦʮʝʜʫʨ ʟʜʽʡʩʥʶʻʪʴʩʷ ʚʯʠʪʝʣʝʤ-ʧʨʝʜʤʝʪʥʠʢʦʤ ʟ̔ 
ʤʝʪʦʶ ʟôʷʩʫʚʘʥʥʷ ʦʩʥʦʚʥʠʭ ʥʦʨʤʘʪʠʚʥʠʭ ʧʦʣʦʞʝʥʴ ʧʨʦʝʢʪʫʚʘʥʥʷ 
ʍʆʅʉ ʫ ɿʅɿ, ʬʦʨʤʫʚʘʥʥʷ ʙʘʟʠ ʜʘʥʠʭ ʫʯʥʽʚ, ʫʟʛʦʜʞʝʥʥʷ ʧʣʘʥʫ 
ʧʦʜʘʣʴʰʠʭ ʜʽʡ ʫ ʧʨʦʝʢʪʫʚʘʥʥʽ ʍʆʅʉ, ʬʦʨʤʫʚʘʥʥʷ ʙʘʥʢʫ ʚʣʘʩʥʠʭ 
ʧʦʪʨʝʙ ʜʣʷ ʝʬʝʢʪʠʚʥʦʛʦ ʧʨʦʝʢʪʫʚʘʥʥʷ ʍʆʅʉ. 

ɽʪʘʧ 3.6 ʧʝʨʝʜʙʘʯʘʻ ʚʠʢʦʥʘʥʥʷ ʪʘʢʠʭ ʧʨʦʮʝʜʫʨ: 
ï ʥʘʚʯʘʥʥʷ ʚʯʠʪʝʣʽʚ-ʧʨʝʜʤʝʪʥʠʢʽʚ ʟʘ ʧʨʦʛʨʘʤʦʶ çʍʤʘʨʦ 
ʦʨʽʻʥʪʦʚʘʥʝ ʥʘʚʯʘʣʴʥʝ ʩʝʨʝʜʦʚʠʱʝ ʚʯʠʪʝʣʷ-ʧʨʝʜʤʝʪʥʠʢʘ 
ʟʘʛʘʣʴʥʦʦʩʚʽʪʥʴʦʛʦ ʥʘʚʯʘʣʴʥʦʛʦ ʟʘʢʣʘʜʫè; 

ï ʦʨʛʘʥʽʟʘʮʽʷ ʤʝʪʦʜʠʯʥʦʾ ʜʦʧʦʤʦʛʠ ʟ ʚʠʢʦʨʠʩʪʘʥʥʷ ʍʆʅʉ; 
ï ʬʦʨʤʫʚʘʥʥʷ ʨʦʙʦʯʦʛʦ ʢʘʣʝʥʜʘʨʷ ʚʯʠʪʝʣʷ ʪʘ  ʢʘʣʝʥʜʘʨʷ ʟʘʭʦʜʽʚ 
ʥʘʚʯʘʣʴʥʦʛʦ ʟʘʢʣʘʜʫ. 

ï ʬʦʨʤʫʚʘʥʥʷ ʝʣʝʢʪʨʦʥʥʦʾ ʧʦʰʪʠ, ʨʦʟʨʦʙʣʝʥʥʷ ʜʝʨʝʚʘ ʧʘʧʦʢ ʽ 
ʚʩʪʘʥʦʚʣʝʥʥʷ ʨʝʞʠʤʽʚ ʧʝʨʝʥʘʧʨʘʚʣʝʥʥʷ ʣʠʩʪʽʚ; 

ï ʬʦʨʤʫʚʘʥʥʷ ʩʭʦʚʠʱʘ ʥʦʨʤʘʪʠʚʥʦ-ʤʝʪʦʜʠʯʥʠʭ ʤʘʪʝʨʽʘʣʽʚ; 
ï ʨʦʟʨʦʙʣʝʥʥʷ ʩʘʡʪʫ ʤʝʪʦʜʠʯʥʦʛʦ ʦʙôʻʜʥʘʥʥʷ ʘʙʦ ʩʘʡʪʫ ʢʣʘʩʫ. 
ɺʠʢʦʥʘʥʥʷ ʧʨʦʮʝʜʫʨ ʟʜʽʡʩʥʶʻʪʴʩʷ ʚʯʠʪʝʣʝʤ-ʧʨʝʜʤʝʪʥʠʢʦʤ 

ʥʘʚʯʘʣʴʥʦʛʦ ʟʘʢʣʘʜʫ ʚʽʜʧʦʚʽʜʥʦ ʜʦ ʧʨʦʛʨʘʤʠ ʥʘʚʯʘʥʥʷ  çʍʤʘʨʦ 
ʦʨʽʻʥʪʦʚʘʥʝ ʥʘʚʯʘʣʴʥʝ ʩʝʨʝʜʦʚʠʱʝ ʚʯʠʪʝʣʷ-ʧʨʝʜʤʝʪʥʠʢʘ 
ʟʘʛʘʣʴʥʦʦʩʚʽʪʥʴʦʛʦ ʥʘʚʯʘʣʴʥʦʛʦ ʟʘʢʣʘʜʫè (ʪʘʙʣ. 1.6).  

ʆʩʦʙʣʠʚʦʩʪʷʤʠ ʮʴʦʛʦ ʥʘʚʯʘʥʥʷ ʻ ʪʝ, ʱʦ ʚʦʥʦ ʤʘʻ ʨʦʟʚʠʥʫʪʠ 
ʢʦʤʧʝʪʝʥʪʥʦʩʪʽ  ʚʯʠʪʝʣʷ ʟ ʚʠʢʦʨʠʩʪʘʥʥʷ ʭʤʘʨʦ ʦʨʽʻʥʪʦʚʘʥʠʭ ʩʝʨʚʽʩʽʚ 
ʜʣʷ ʦʨʛʘʥʽʟʘʮʽʾ ʩʧʽʚʧʨʘʮʽ, ʧʽʜʪʨʠʤʫʚʘʥʥʷ ʢʦʤʫʥʽʢʘʮʽʾ ʟ ʫʯʥʷʤʠ ʪʘ 
ʙʘʪʴʢʘʤʠ, ʨʝʘʣʽʟʘʮʽʾ ʦʩʥʦʚ ʢʦʦʧʝʨʘʪʠʚʥʦʾ ʨʦʙʦʪʠ, ʨʦʟʨʦʙʣʝʥʥʷ 
ʰʘʙʣʦʥʽʚ ʜʦʢʫʤʝʥʪʽʚ  ̔ʩʪʚʦʨʝʥʥʷ ʪʝʩʪʽʚ. 

ʅʘ ʚʩʪʫʧʥʦʤʫ ʪʨʝʥʽʥʛʫ çʭʤʘʨʦè ʤʦʞʝ ʩʣʫʛʫʚʘʪʠ ʜʦʚʽʣʴʥʠʡ 
ʍʆʅʉ, ʨʦʟʛʦʨʥʫʪʠʡ ʥʘ ʝʢʩʧʝʨʠʤʝʥʪʘʣʴʥʠʭ ʤʘʡʜʘʥʯʠʢʘʭ ʘʙʦ 
ʥʘʜʘʥʠʡ ʢʦʤʧʘʥʽʻʶ ʄʘʡʢʨʦʩʦʬʪ. 

ɼʣʷ ʧʦʯʘʪʢʫ ʥʘʚʯʘʥʥʷ ʥʘ ʟʘʨʝʻʩʪʨʦʚʘʥʦʤʫ ʍʆʅʉ ʜʦʩʪʘʪʥʴʦ 
ʤʘʪʠ ʦʙʣʽʢʦʚʽ ʟʘʧʠʩʠ ʫʯʘʩʥʠʢʽʚ (ʣʦʛʽʥʠ ʽ ʧʘʨʦʣʽ). ɺʩʪʫʧʥʠʡ ʪʨʝʥʽʥʛ ʤʘʻ 
ʧʨʝʟʝʥʪʘʮʽʡʥʠʡ ʭʘʨʘʢʪʝʨ ʽ ʨʦʟʢʨʠʚʘʻ ʤʦʞʣʠʚʦʩʪʽ ʭʤʘʨʦ 
ʦʨʽʻʥʪʦʚʘʥʦʛʦ ʥʘʚʯʘʣʴʥʦʛʦ ʩʝʨʝʜʦʚʠʱʘ, ʨʦʟʨʦʙʣʝʥʦʛʦ ʚ Office365. 

ʅʘ ʧʨʘʢʪʠʯʥʦʤʫ ʪʨʝʥʽʥʛʫ ʚʯʠʪʝʣʽ-ʧʨʝʜʤʝʪʥʠʢʠ ʤʘʶʪʴ ʟôʷʩʫʚʘʪʠ 
ʪʘʢʽ ʧʠʪʘʥʥʷ: 

ï ʦʩʥʦʚʥʽ ʧʦʥʷʪʪʷ, ʷʢʠʤʠ ʤʘʻ ʦʧʝʨʫʚʘʪʠ ʚʯʠʪʝʣʴ ʧʽʜ ʯʘʩ 
ʧʨʦʝʢʪʫʚʘʥʥʷ ʪʘ ʚʠʢʦʨʠʩʪʘʥʥʷ ʍʆʅʉ, ʘ ʩʘʤʝ: çʭʤʘʨʥʠʡ ʩʝʨʚʽʩè, 
çʩʧʽʣʴʥʦʪʘè, çʛʨʫʧʘè; 

ï ʧʨʠʟʥʘʯʝʥʥʷ ʭʤʘʨʥʠʭ ʩʝʨʚʽʩʽʚ (ʟôʷʩʫʚʘʪʠ ʦʩʦʙʣʠʚʦʩʪʽ 
ʢʦʤʫʥʽʢʘʮʽʾ, ʩʧʽʚʧʨʘʮʽ, ʢʦʦʧʝʨʘʮʽʾ, ʥʘʚʯʘʣʴʥʦʾ ʤʦʙʽʣʴʥʦʩʪʽ); 

ʦʩʦʙʣʠʚʦʩʪʽ ʧʨʦʝʢʪʫʚʘʥʥʷ ʚʤʽʩʪʫ  ̔ʚʟʘʻʤʦʜʽʾ ʟ ʫʯʥʷʤʠ ʚ Outlook 
Online ʪʘ ʥʘʧʨʘʮʶʚʘʥʥʷ ʥʘʚʠʯʦʢ ʥʘʜʩʠʣʘʥʥʷ, ʦʪʨʠʤʘʥʥʷ ʡ 
ʧʝʨʝʥʘʧʨʘʚʣʝʥʥʷ ʧʦʚʽʜʦʤʣʝʥʴ, ʥʘʚʽʛʘʮʽʾ ʧʘʧʢʘʤʠ, ʚʠʜʘʣʝʥʥʷ 
ʧʦʚʽʜʦʤʣʝʥʴ, ʚʢʣʘʜʘʥʥʷ ʬʘʡʣʽʚ; ʧʦʥʷʪʪʷ ʚʽʨʪʫʘʣʴʥʦʾ ʩʧʽʣʴʥʦʪʠ 
(ʛʨʫʧʠ); ʜʦʜʘʪʢʦʚʽ ʬʫʥʢʮʽʾ ʜʣʷ ʩʧʽʣʴʥʦʾ ʨʦʙʦʪʠ ʚʯʠʪʝʣʷ ʪʘ ʫʯʥʽʚ; 



 

 

66 

 

 ʊʘʙʣʠʮʷ 1.6. 
ʇʨʦʛʨʘʤʘ ʪʨʝʥʽʥʛʫ: çʍʤʘʨʦ ʦʨʽʻʥʪʦʚʘʥʝ ʥʘʚʯʘʣʴʥʝ ʩʝʨʝʜʦʚʠʱʝ 
ʚʯʠʪʝʣʷ-ʧʨʝʜʤʝʪʥʠʢʘ ʟʘʛʘʣʴʥʦʦʩʚʽʪʥʴʦʛʦ ʥʘʚʯʘʣʴʥʦʛʦ ʟʘʢʣʘʜʫè 

ʄʝʪʘ: ʇʦʟʥʘʡʦʤʠʪʠ ʚʯʠʪʝʣʽʚ-
ʧʨʝʜʤʝʪʥʠʢʽʚ ʥʘʚʯʘʣʴʥʠʭ ʟʘʢʣʘʜʽʚ ʟ 
ʦʩʥʦʚʥʠʤʠ ʤʦʞʣʠʚʦʩʪʷʤʠ ʍʆʅʉ 

ʂʽʣʴʢʽʩʪʴ 
ʥʘʚʯʘʣʴʥʠʭ 
ʛʦʜʠʥ 

(ʚʩʪʫʧʥʠʡ) 

ʂʽʣʴʢʽʩʪʴ 
ʥʘʚʯʘʣʴʥʠʭ 
ʛʦʜʠʥ 

(ʧʨʘʢʪʠʯʥʠʡ) ɿʤʽʩʪ ʥʘʚʯʘʣʴʥʦʛʦ ʤʘʪʝʨʽʘʣʫ 

ɺʩʪʫʧ. ʆʩʥʦʚʥʽ ʧʦʥʷʪʪʷ. ʇʨʠʟʥʘʯʝʥʥʷ 
ʭʤʘʨʥʠʭ ʩʝʨʚʽʩʽʚ. ɽʣʝʢʪʨʦʥʥʘ ʧʦʰʪʘ 
Outlook Online.  ʌʦʨʤʫʚʘʥʥʷ 
ʩʪʨʫʢʪʫʨʠ ʝʣʝʢʪʨʦʥʥʠʭ ʩʢʨʠʥʴʦʢ 
ʥʘʣʘʛʦʜʞʝʥʥʷ ʚʟʘʻʤʦʜʽʾ. 
ɽʣʝʢʪʨʦʥʥʠʡ ʢʘʣʝʥʜʘʨ.   

30 ʭʚ. 1,30 ʛʦʜ. 

ʌʦʨʤʫʚʘʥʥʷ ʭʤʘʨʥʦʛʦ ʩʭʦʚʠʱʘ  
OneDrive. ʉʪʚʦʨʝʥʥʷ ʟʘʛʘʣʴʥʦʾ 
ʩʪʨʫʢʪʫʨʠ ʩʭʦʚʠʱʘ.     

10 ʭʚ. 1ʛʦʜ. 

ʈʦʙʦʪʘ ʟ ʜʦʢʫʤʝʥʪʘʤʠ ʚ ʪʝʢʩʪʦʚʦʤʫ 
ʨʝʜʘʢʪʦʨʽ Word  Online. ʅʘʜʘʥʥʷ 
ʜʦʩʪʫʧʽʚ. 

15 ʭʚ. 1,30 ʛʦʜ. 

ʈʦʙʦʪʘ ʟ ʪʘʙʣʠʯʥʠʤ ʧʨʦʮʝʩʦʨʦʤ 
Excel Online. ʅʘʜʘʥʥʷ ʜʦʩʪʫʧʽʚ. 

15 ʭʚ. 1,30 ʛʦʜ. 

ʈʦʙʦʪʘ ʟ ʨʝʜʘʢʪʦʨʦʤ ʧʨʝʟʝʥʪʘʮʽʡ 
PowerPoint Online. ʅʘʜʘʥʥʷ ʜʦʩʪʫʧʽʚ. 

15 ʭʚ. 1 ʛʦʜ. 

ʈʦʙʦʪʘ ʟ ʝʣʝʢʪʨʦʥʥʠʤ ʟʘʧʠʩʥʠʢʦʤ 
OneNote. ʅʘʜʘʥʥʷ ʜʦʩʪʫʧʽʚ. 

15 ʭʚ. 1,30 ʛʦʜ. 

ʉʪʚʦʨʝʥʥʷ ʩʘʡʪʫ ʚ ʩʝʨʝʜʦʚʠʱʽ 
SharePoint (ʦʛʣʷʜʦʚʦ). ʉʫʧʨʦʚʽʜ 
ʩʘʡʪʫ ʢʣʘʩʫ ʘʙʦ ʤʝʪʦʜʠʯʥʦʛʦ 
ʦʙôʻʜʥʘʥʥʷ.  

10 ʭʚ. 30 ʭʚ. 

ʉʧʽʚʧʨʘʮʷ ʟʘ ʜʦʧʦʤʦʛʠ 
ʢʦʥʬʝʨʝʥʮʟʚôʷʟʢʫ Lync. ʆʨʛʘʥʽʟʘʮʽʷ 
ʪʘ ʧʨʦʚʝʜʝʥʥʷ ʚʝʙʽʥʘʨʽʚ ʽ ʫʯʥʽʚʩʴʢʠʭ 
ʢʦʥʬʝʨʝʥʮʽʡ   

15 ʭʚ. 1,30 ʛʦʜ. 

ʂʦʤʫʥʽʢʘʮʽʷ ʟʘʩʦʙʘʤʠ  ʤʝʨʝʞʽ 
Yammer.  

15 ʭʚ. 1 ʛʦʜ. 

ʇʨʠʢʣʘʜʠ ʩʧʽʚʧʨʘʮʽ ʪʘ ʢʦʦʧʝʨʘʮʽʾ ʧʽʜ 
ʯʘʩ ʥʘʚʯʘʣʴʥʦʾ ʜʽʷʣʴʥʦʩʪʽ. 

10 ʭʚ. 2,30 ʭʚ. 

ʈʝʬʣʝʢʩʽʷ 15 ʭʚ. 30 ʭʚ. 

ɺʩʴʦʛʦ 2 ʛʦʜ. 45 ʭʚ. 14 ʛʦʜʠʥ 

 
ï ʧʨʠʟʥʘʯʝʥʥʷ  ʟʘʛʘʣʴʥʠʭ ʧʦʰʪʦʚʠʭ ʩʢʨʠʥʴʦʢ, ʬʦʨʤʫʚʘʥʥʷ ʪʝʢ ʟ 
ʜʦʤʘʰʥʽʤʠ ʟʘʚʜʘʥʥʷʤʠ, ʝʪʠʢʝʪ ʝʣʝʢʪʨʦʥʥʦʛʦ ʣʠʩʪʫʚʘʥʥʷ;  
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ï ʦʩʦʙʣʠʚʦʩʪʽ ʧʨʦʝʢʪʫʚʘʥʥʷ ʪʘ ʚʟʘʻʤʦʜʽʾ ʟ ʫʯʥʷʤʠ ʟʘʩʦʙʘʤʠ 
ʝʣʝʢʪʨʦʥʥʦʛʦ ʢʘʣʝʥʜʘʨʷ, ʩʪʚʦʨʝʥʥʷ ʩʧʽʣʴʥʠʭ ʢʘʣʝʥʜʘʨʽʚ, ʜʦʜʘʚʘʥʥʷ 
ʽ ʦʧʠʩ ʧʦʜʽʡ, ʧʫʙʣʽʢʘʮʽʷ ʢʘʣʝʥʜʘʨʷ, ʥʘʜʘʥʥʷ ʩʧʽʣʴʥʦʛʦ ʜʦʩʪʫʧʫ; 
ï ʦʩʦʙʣʠʚʦʩʪʽ ʧʨʦʝʢʪʫʚʘʥʥʷ ʚʤʽʩʪʫ  ̔ʚʟʘʻʤʦʜʽʾ ʟ ʫʯʥʷʤʠ ʫ ʩʭʦʚʠʱʽ  
OneDrive;  ʩʪʚʦʨʝʥʥʷ ʩʪʨʫʢʪʫʨʠ ʧʘʧʦʢ  ̔ ʜʦʢʫʤʝʥʪʽʚ, ʦʩʦʙʣʠʚʦʩʪʽ 
ʥʘʜʘʥʥʷ ʩʧʽʣʴʥʦʛʦ ʜʦʩʪʫʧʫ ʫʯʥʷʤ;   
ï ʦʩʦʙʣʠʚʦʩʪʽ ʧʨʦʝʢʪʫʚʘʥʥʷ ʰʘʙʣʦʥʽʚ ʜʦʢʫʤʝʥʪʽʚ ʪʘ ʦʨʛʘʥʽʟʘʮʽʷ 
ʢʦʥʪʨʦʣʶ ʚʠʢʦʥʘʥʥʷ ʟʘʚʜʘʥʴ ʫʯʥʷʤʠ ʚ ʪʝʢʩʪʦʚʦʤʫ ʨʝʜʘʢʪʦʨʽ Word  
Online; ʩʧʽʣʴʥʘ ʨʦʙʦʪʘ ʟ ʦʥ-ʣʘʡʥʦʚʠʤʠ ʜʦʢʫʤʝʥʪʘʤʠ, ʢʦʦʧʝʨʘʮʽʷ ʪʘ 
ʩʧʽʚʧʨʘʮʷ ʚ ʨʦʟʨʦʙʣʝʥʥʽ ʜʦʢʫʤʝʥʪʽʚ, ʩʧʽʚʧʨʘʮʷ ʫʯʥʽʚ ʫ 
ʩʬʦʨʤʦʚʘʥʦʤʫ ʚʯʠʪʝʣʝʤ ʜʦʢʫʤʝʥʪʽ; ʢʦʥʪʨʦʣʴ ʟʤʽʥ ʫ ʜʦʢʫʤʝʥʪʽ;  
ï ʦʩʦʙʣʠʚʦʩʪʽ ʧʨʦʝʢʪʫʚʘʥʥʷ ʪʘ ʦʨʛʘʥʽʟʘʮʽʷ ʚʟʘʻʤʦʜʽʾ ʟ ʫʯʥʷʤʠ 
ʟʘʩʦʙʘʤʠ ʪʘʙʣʠʯʥʦʛʦ ʧʨʦʮʝʩʦʨʫ Excel Online; ʢʦʦʧʝʨʘʮʽʷ ʪʘ 
ʩʧʽʚʧʨʘʮʷ ʟ ʨʦʟʨʦʙʣʝʥʥʷ ʦʥ-ʣʘʡʥʦʚʠʭ ʪʘʙʣʠʮʴ, ʪʝʩʪʫʚʘʥʥʷ, 
ʦʧʠʪʫʚʘʥʥʷ, ʩʧʽʚʧʨʘʮʷ ʚ ʨʦʟʨʦʙʣʝʥʥʽ ʝʣʝʢʪʨʦʥʥʠʭ ʪʘʙʣʠʮʴ, ʢʦʥʪʨʦʣʴ 
ʟʤʽʥ ʚ ʝʣʝʢʪʨʦʥʥʠʭ ʪʘʙʣʠʮʷʭ;  
ï ʦʩʦʙʣʠʚʦʩʪʽ ʧʨʦʝʢʪʫʚʘʥʥʷ ʪʘ ʚʟʘʻʤʦʜʽʾ ʟ ʫʯʥʷʤʠ ʚ ʩʝʨʝʜʦʚʠʱʽ 
ʨʝʜʘʢʪʦʨʘ ʧʨʝʟʝʥʪʘʮʽʡ PowerPoint Online; ʦʨʛʘʥʽʟʘʮʽʷ ʪʘ 
ʨʦʟʨʦʙʣʝʥʥʷ ʥʘʚʯʘʣʴʥʠʭ ʧʨʦʝʢʪʽʚ; ʩʧʽʚʧʨʘʮʷ ʚ ʨʦʟʨʦʙʣʝʥʥ̔ 
ʪʝʤʘʪʠʯʥʠʭ ʧʨʝʟʝʥʪʘʮʽʡ ʪʘ ʰʘʙʣʦʥʘʭ ʧʨʝʟʝʥʪʘʮʽʡ; ʢʦʥʪʨʦʣʴ ʟʤʽʥ ʫ 
ʧʨʝʟʝʥʪʘʮʽʾ;  
ï ʦʩʦʙʣʠʚʦʩʪʽ ʧʨʦʝʢʪʫʚʘʥʥʷ ʪʘ ʚʟʘʻʤʦʜʽʾ ʟ ʫʯʥʷʤʠ ʟʘʩʦʙʘʤʠ 
ʝʣʝʢʪʨʦʥʥʦʛʦ ʟʘʧʠʩʥʠʢʘ OneNote; ʽʜʝʾ ʱʦʜʦ ʚʠʢʦʨʠʩʪʘʥʥʷ ʜʣʷ 
ʥʘʚʯʘʣʴʥʠʭ ʮʽʣʝʡ; ʦʨʛʘʥʽʟʘʮʽʷ ʪʘ ʨʦʟʨʦʙʣʝʥʥʷ ʥʘʚʯʘʣʴʥʠʭ ʧʨʦʝʢʪʽʚ ʟ 
ʚʠʢʦʨʠʩʪʘʥʥʷʤ OneNote; 
ï ʩʪʚʦʨʝʥʥʷ ʩʘʡʪʫ ʚ ʩʝʨʝʜʦʚʠʱʽ SharePoint (ʦʛʣʷʜʦʚʦ), 
ʥʘʧʦʚʥʝʥʥʷ ʪʘ ʨʝʜʘʛʫʚʘʥʥʷ ʩʘʡʪʫ ʢʣʘʩʫ ʘʙʦ ʤʝʪʦʜʠʯʥʦʛʦ 
ʦʙôʻʜʥʘʥʥʷ; 
ï ʨʦʟʢʨʠʪʪ ̫ ʤʦʞʣʠʚʦʩʪʝʡ ʢʦʥʬʝʨʝʥʮʟʚôʷʟʢʫ Lync ʜʣʷ 
ʥʘʚʯʘʣʴʥʦʛʦ ʟʘʢʣʘʜʫ ʪʘ ʨʦʙʦʪʠ ʚʯʠʪʝʣʷ, ʟʦʩʝʨʝʜʞʝʥʥʷ ʫʚʘʛʠ ʥʘ 

ʩʧʽʚʧʨʘʮʽ, ʦʨʛʘʥʽʟʘʮʽʾ ʦʥ-ʣʘʡʥʦʚʠʭ ʢʦʥʬʝʨʝʥʮʽʡ; ʚʝʙʽʥʘʨʽʚ, 
ʨʝʛʽʦʥʘʣʴʥʦʤʫ ʟʘʭʠʩʪʽ ʨʦʙʽʪ ʄɸʅ (ʄʘʣʦʾ ɸʢʘʜʝʤʽʾ ʅʘʫʢ), ʦʨʛʘʥʽʟʘʮʽʾ 
ʧʽʜʛʦʪʫʚʘʥʥʷ ʫʯʥʽʚ ʜʦ ʧʨʝʜʤʝʪʥʠʭ ʆʣʽʤʧʽʘʜ. 
ï ʦʩʦʙʣʠʚʦʩʪʽ ʽ ʧʨʠʟʥʘʯʝʥʥʷ ʟʘʢʨʠʪʦʾ ʤʝʨʝʞʽ,  ʢʦʤʫʥʽʢʘʮʽʷ 
ʟʘʩʦʙʘʤʠ  ʤʝʨʝʞʽ Yammer, ʬʦʨʤʫʚʘʥʥʷ ʤʝʨʝʞʽ ʢʣʘʩʫ ʘʙʦ 
ʟʘʛʘʣʴʥʦʦʩʚʽʪʥʴʦʛʦ ʥʘʚʯʘʣʴʥʦʛʦ ʟʘʢʣʘʜʫ. 

ɼʦʮʽʣʴʥʦ ʪʘʢʦʞ ʦʨʛʘʥʽʟʫʚʘʪʠ ʜʽʻʚʫ ʜʦʧʦʤʦʛʫ ʫ ʧʨʦʝʢʪʫʚʘʥʥʽ 

ʍʆʅʉ ʫʯʠʪʝʣʷ ʽʥʬʦʨʤʘʪʠʢʠ ʘʙʦ ʽʥʞʝʥʝʨʘ-ʝʣʝʢʪʨʦʥʽʢʘ ʟ ʮʴʦʛʦ 
ʧʠʪʘʥʥʷ. ʎʝ ʤʦʞʫʪʴ ʙʫʪʠ ʚʝʙʽʥʘʨʠ, ʤʠʪʪʻʚʽ ʧʦʚʽʜʦʤʣʝʥʥʷ ʘʙʦ ʟʘʩʦʙʠ 
ʢʦʥʬʝʨʝʥʮʟôʷʟʢʫ (Lync ʘʙʦ Skype). 
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1.11. ʆʩʥʦʚʠ ʧʨʦʝʢʪʫʚʘʥʥʷ ʍʆʅʉ ʥʘ ʨʽʚʥʽ ʫʯʥʷ ɿʅɿ 
 
ɺʠʤʦʛʠ ʜʦ ʩʝʨʝʜʥʴʦʾ ʦʩʚʽʪʠ ʥʠʥʽ ʜʠʢʪʫʻ ʩʫʩʧʽʣʴʩʪʚʦ, ʟʦʢʨʝʤʘ 

ʙʘʪʴʢʽʚʩʴʢʘ ʧʦʪʫʞʥʘ ʩʧʽʣʴʥʦʪʘ, ʷʢʘ ʚʠʤʘʛʘʻ ʟʤʽʥ, ʱʦ ʚʨʘʭʦʚʫʶʪʴ 

ʩʫʯʘʩʥʽ ʪʝʥʜʝʥʮʽʾ ʨʦʟʚʠʪʢʫ ʪʝʭʥʦʣʦʛʽʡ, ʝʢʦʥʦʤʽʢʠ ʪʘ ɯʊ-̔ ʥʜʫʩʪʨʽʾ. 
ʇʨʽʦʨʠʪʝʪʦʤ ʨʦʟʚʠʪʢʫ ʦʩʚʽʪʠ ʩʪʘʻ ʚʧʨʦʚʘʜʞʝʥʥʷ ʩʫʯʘʩʥʠʭ 

ʽʥʬʦʨʤʘʮʽʡʥʦ-ʢʦʤʫʥʽʢʘʮʽʡʥʠʭ ʪʝʭʥʦʣʦʛʽʡ, ʱʦ ʟʘʙʝʟʧʝʯʫʶʪʴ 
ʫʜʦʩʢʦʥʘʣʝʥʥʷ ʥʘʚʯʘʣʴʥʦ-ʚʠʭʦʚʥʦʛʦ ʧʨʦʮʝʩʫ, ʜʦʩʪʫʧʥʽʩʪʴ  ̔
ʝʬʝʢʪʠʚʥʽʩʪʴ ʦʩʚʽʪʠ, ʧʽʜʛʦʪʫʚʘʥʥʷ ʤʦʣʦʜʦʛʦ ʧʦʢʦʣʽʥʥʷ ʜʦ 
ʞʠʪʪʻʜʽʷʣʴʥʦʩʪʽ ʚ ʽʥʬʦʨʤʘʮʽʡʥʦʤʫ ʩʫʩʧʽʣʴʩʪʚʽ.  

ʇʦʧʨʠ ʩʪʨʽʤʢʫ ʽʥʪʝʛʨʘʮʽʶ ɯʂʊ  ̔ ʰʠʨʦʢʝ ʚʧʨʦʚʘʜʞʝʥʥʷ ʥʦʚʽʪʥʽʭ 

ʟʘʩʦʙʽʚ ʫ ʥʘʚʯʘʣʴʥʦ-ʚʠʭʦʚʥʠʡ ʧʨʦʮʝʩ,  ʧʨʦʪʷʛʦʤ ʦʩʪʘʥʥʽʭ ʨʦʢʽʚ  
ʟʘʣʠʰʘʶʪʴʩʷ ʥʝʨʦʟʚ'ʷʟʘʥʠʤʠ ʪʘʢʽ ʧʨʦʙʣʝʤʠ: 
ï ʦʙʤʝʞʝʥʠʡ ʜʦʩʪʫʧ ʫʯʥʽʚ ʜʦ ʝʣʝʢʪʨʦʥʥʠʭ ʦʩʚʽʪʥʽʭ ʨʝʩʫʨʩʽʚ; 

ï ʥʝʟʘʜʦʚʽʣʴʥʘ ʷʢʽʩʪʴ  ̔ʜʦʩʪʫʧʥʽʩʪʴ ɯʥʪʝʨʥʝʪ-ʧʦʩʣʫʛ; 

ï ʚʽʜʩʫʪʥʽʩʪʴ ʥʘʣʘʛʦʜʞʝʥʦʾ ʢʦʤʫʥʽʢʘʮʽʾ ʚʯʠʪʝʣʴ-ʫʯʝʥʴ-ʙʘʪʴʢʠ. 
ɺʠʨʽʰʝʥʥʷ ʟʘʟʥʘʯʝʥʠʭ ʧʨʦʙʣʝʤ ʤʦʞʣʠʚʝ ʟʘʚʜʷʢʠ 

ʚʧʨʦʚʘʜʞʝʥʥʶ ʭʤʘʨʦ ʦʨʽʻʥʪʦʚʘʥʠʭ ʥʘʚʯʘʣʴʥʠʭ ʩʝʨʝʜʦʚʠʱ, 
ʟʘʙʝʟʧʝʯʝʥʥʷ ʤʦʙʽʣʴʥʦʩʪʽ ʫʯʘʩʥʠʢʽʚ  ̔ ʚʽʨʪʫʘʣʽʟʘʮʽʷ 

ʦʨʛʘʥʽʟʘʮʽʡʥʦ-ʤʝʪʦʜʠʯʥʠʭ ʢʦʤʧʦʥʝʥʪʽʚ ʥʘʚʯʘʣʴʥʦ-ʚʠʭʦʚʥʦʛʦ 
ʧʨʦʮʝʩʫ. 

 çɽʚʦʣʶʮʽʷ ʥʘʚʯʘʣʴʥʦʛʦ ʩʝʨʝʜʦʚʠʱʘ ʚʠʟʥʘʯʘʻʪʴʩʷ ʧʦʪʨʝʙʘʤʠ 
ʧʨʘʢʪʠʢʠ, ʘ ʡʦʛʦ ʨʦʟʚʠʪʦʢ ʩʧʨʷʤʦʚʫʻʪʴʩʷ ʥʘ ʟʘʜʦʚʦʣʝʥʥʷ ʮʠʭ 
ʧʦʪʨʝʙ. ʇʦʛʣʷʜ ʥʘ ʨʦʣʴ ʽ ʤʽʩʮʝ ʥʘʚʯʘʣʴʥʦʛʦ ʩʝʨʝʜʦʚʠʱʘ, ʡʦʛʦ 
ʩʪʨʫʢʪʫʨʫ, ʚʣʘʩʪʠʚʦʩʪʽ ʡ ʤʦʞʣʠʚʦʩʪʽ ʟʘʣʝʞʘʪʴ ʚʽʜ ʪʽʻʾ ʧʘʨʘʜʠʛʤʠ 
ʦʩʚʽʪʠ, ʱʦ ʩʢʣʘʣʘʩʷ ʫ ʩʫʩʧʽʣʴʩʪʚʽ ʥʘ ʮʝʡ ʯʘʩè. 

ɯʂʊïʥʘʩʠʯʝʥʝ ʥʘʚʯʘʣʴʥʝ ʩʝʨʝʜʦʚʠʱʝ ʫʯʥʷ ʻ ʦʜʥʠʤ ʟ̔ ʦʩʥʦʚʥʠʭ 
ʢʦʤʧʦʥʝʥʪʽʚ, ʱʦ ʬʦʨʤʫʻ ʡʦʛʦ ʤʘʡʙʫʪʥʻ. ʊʘʢ, ʤʝʨʝʞʘ ɯʥʪʝʨʥʝʪ  ̔
ʢʦʤʧôʶʪʝʨ ʩʪʘʣʠ ʟʚʠʯʥʠʤʠ, ʘ ʚʦʜʥʦʯʘʩ ʥʝʦʙʭʽʜʥʠʤʠ ʜʣʷ 
ʚʩʝʩʪʦʨʦʥʥʴʦʛʦ ʨʦʟʚʠʪʢʫ ʪʘ ʩʦʮʽʘʣʴʥʦʾ ʘʜʘʧʪʘʮʽʾ ʫʯʥʷ.  

ɯʥʪʝʨʥʝʪ-ʪʝʭʥʦʣʦʛʽʾ ʚ ʥʘʚʯʘʥʥʽ ʤʘʶʪʴ ʧʨʠʚʘʙʣʠʚʽ ʜʣʷ ʫʯʥʷ 
ʤʦʞʣʠʚʦʩʪʽ, ʘ ʩʘʤʝ: 
ï ʦʧʝʨʘʪʠʚʥʽʩʪʴ ʪʘ ʝʢʩʪʝʨʠʪʦʨʽʘʣʴʥʽʩʪʴ ʧʝʨʝʜʘʚʘʥʥʷ ʜʘʥʠʭ ʙʫʜʴ-
ʷʢʦʛʦ ʦʙʩʷʛʫ ʪʘ ʙʫʜʴ-ʷʢʦʛʦ ʪʠʧʫ ʤʦʜʘʣʴʥʦʩʪʽ; 

ï ʦʧʝʨʘʪʠʚʥʽʩʪʴ ʫ ʚʥʝʩʝʥʥʽ ʟʤʽʥ; 
ï ʣʝʛʢʽʩʪʴ ʟʙʝʨʝʞʝʥʥʷ ʜʘʥʠʭ, ʤʦʞʣʠʚʽʩʪʴ ʾʭ ʨʝʜʘʛʫʚʘʥʥʷ, 
ʦʙʨʦʙʣʝʥʥʷ, ʧʝʨʝʥʝʩʝʥʥʷ, ʨʦʟʜʨʫʢʫʚʘʥʥʷ ʪʦʱʦ; 

ï ʦʧʝʨʘʪʠʚʥʽʩʪʴ ʟʚʦʨʦʪʥʦʛʦ ʟʚôʷʟʢʫ (on-/off-line), ʤʦʞʣʠʚʽʩʪʴ 
ʦʨʛʘʥʽʟʫʚʘʪʠ ʜʽʘʣʦʛ; 

ï ʜʦʩʪʫʧʥʽʩʪʴ ʜʞʝʨʝʣ ʽʥʬʦʨʤʘʮʽʾ (web-ʩʘʡʪʠ, ʙʘʟʠ ʜʘʥʠʭ, 
ʢʦʥʬʝʨʝʥʮʽʾ, ʬʦʨʫʤʠ ʪʦʱʦ). 
ʋ ʧʨʦʮʝʩʽ ʧʨʦʝʢʪʫʚʘʥʥʷ ʧʝʨʩʦʥʘʣʴʥʦʛʦ ʥʘʚʯʘʣʴʥʦʛʦ 

ʩʝʨʝʜʦʚʠʱʘ ʫʯʝʥʴ ʬʦʨʤʫʻ ɯʂ-ʢʦʤʧʝʪʝʥʪʦʩʪʽ ʜʣʷ ʩʪʚʦʨʝʥʥʷ 
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ʨʝʬʝʨʘʪʽʚ, ʛʨʘʬʽʯʥʠʭ ʟʦʙʨʘʞʝʥʴ, ʧʨʝʟʝʥʪʘʮʽʡ, ʩʧʽʣʴʥʠʭ ʜʦʢʫʤʝʥʪʽʚ 
ʜʣʷ ʦʨʛʘʥʽʟʘʮʽʾ ʢʦʣʝʢʪʠʚʥʦʾ ʜʽʷʣʴʥʦʩʪʽ.  

ʆʜʥʘʢ ʟ ʨʦʟʚʠʪʢʦʤ ʭʤʘʨʥʠʭ ʦʙʯʠʩʣʝʥʴ ʟôʷʚʠʣʠʩʷ ʥʦʚʽ 
ʤʦʞʣʠʚʦʩʪʽ ʱʦʜʦ ʩʪʚʦʨʝʥʥʷ ʧʝʨʩʦʥʘʣʴʥʦʛʦ ʥʘʚʯʘʣʴʥʦʛʦ 
ʩʝʨʝʜʦʚʠʱʘ ʫʯʥʷ, ʪʦʙʪʦ ʭʤʘʨʦ ʦʨʽʻʥʪʦʚʘʥʦʛʦ (ʨʠʩ. 1.6.). 

ʆʩʥʦʚʦʶ ʝʬʝʢʪʠʚʥʦʛʦ ʚʠʢʦʨʠʩʪʘʥʥʷ ʭʤʘʨʦ ʦʨʽʻʥʪʦʚʘʥʦʛʦ 
ʥʘʚʯʘʣʴʥʦʛʦ ʩʝʨʝʜʦʚʠʱʘ (ʍʆʅʉ) ʫʯʥʷ ʻ ʧʨʦʮʝʩ ʧʨʦʝʢʪʫʚʘʥʥʷ. ɼʣʷ 
ʧʨʦʝʢʪʫʚʘʥʥʷ ʍʆʅʉ ʥʘ ʨʽʚʥʽ ʫʯʥʷ ʧʨʦʧʦʥʫʻʪʴʩʷ ʧʨʦʮʝʜʫʨʥʠʡ 
ʧʽʜʭʽʜ,  ʷʢ ʬʦʨʤʘ ʦʩʚʽʪʥʴʦʾ ʪʝʭʥʦʣʦʛʽʾ, ʱʦ ʟʦʩʝʨʝʜʞʫʻ ʫʚʘʛʫ ʥʘ 
ʧʨʦʮʝʜʫʨʘʭ, ʷʢʽ ʤʘʶʪʴ ʚʠʢʦʥʘʪʠ ʩʫʙôʻʢʪʠ ʍʆʅʉ ʜʣʷ ʜʦʩʷʛʥʝʥʥʷ ʤʝʪʠ 
ʧʨʦʝʢʪʫʚʘʥʥʷ (ʨʠʩ. 1.7). 

ɿʘʟʥʘʯʠʤʦ, ʱʦ ʧʽʜ ʧʨʦʮʝʜʫʨʦʶ ʟʘʟʚʠʯʘʡ ʨʦʟʫʤʽʻʪʴʩʷ 
ʚʩʪʘʥʦʚʣʝʥʠʡ ʧʦʨʷʜʦʢ ʟʜʽʡʩʥʝʥʥʷ, ʚʠʢʦʥʘʥʥʷ ʘʙʦ ʦʬʦʨʤʣʝʥʥʷ ʯʦʛʦ-
ʥʝʙʫʜʴ. 

ʋ ʧʨʦʮʝʩʽ ʚʠʨʽʰʝʥʥʷ ʪʘʢʦʛʦ ʟʘʚʜʘʥʥʷ ʙʫʣʦ ʪʘʢʦʞ ʚʨʘʭʦʚʘʥʦ 
ʦʩʥʦʚʥʽ ʝʪʘʧʠ ʧʨʦʝʢʪʫʚʘʥʥʷ ʽ ʢʘʪʝʛʦʨʽʾ ʩʫʙôʻʢʪʽʚ ʍʆʅʉ.   

 

 
ʈʠʩ. 1.6. ɹʘʟʦʚʘ ʤʦʜʝʣʴ ʍʆʅʉ ʫʯʥʷ ɿʅɿ 
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ʈʽʚʝʥʴ  
 

ɽʪʘʧ  ʇʨʦʮʝʜʫʨʠ 
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4.1 ʇʽʜʛʦʪʫʚʘʥʥʷ ʜʦ ʧʨʦʝʢʪʫʚʘʥʥʷ ʍʆʅʉ ʫʯʥʷ ɿʅɿ 

4.5 ʅʘʚʯʘʥʥʷ ʫʯʥʽʚ ɿʅɿ  
ʌʦʨʤʫʚʘʥʥʷ ʥʘʚʯʘʣʴʥʦʛʦ ʩʝʨʝʜʦʚʠʱʘ 

4.6 ɺʽʜʪʚʦʨʝʥʥʷ ʪʝʭʥʦʣʦʛʽʾ ʥʘʚʯʘʥʥʷ 
ʅʘʣʘʛʦʜʞʝʥʥʷ ʥʘʚʯʘʣʴʥʦʾ ʜʽʷʣʴʥʦʩʪʽ 

4.7 ɿôʷʩʫʚʘʥʥʷ ʪʘ ʫʩʫʥʝʥʥʷ ʧʨʦʙʣʝʤ ʧʨʦʝʢʪʫʚʘʥʥʷ 

V
.
 
ɹ
ʘ
ʪ
ʴ
ʢ
ʠ

 5.6 ʅʘʚʯʘʥʥʷ ʙʘʪʴʢʽʚ ʫʯʥʽʚ ɿʅɿ 
ɺʽʜʪʚʦʨʝʥʥʷ ʪʝʭʥʦʣʦʛʽʾ ʢʦʤʫʥʽʢʘʮʽʾ 
ʅʘʣʘʛʦʜʞʝʥʥʷ ʚʟʘʻʤʦʜʽʾ (ʚʯʠʪʝʣʴ-ʫʯʝʥʴ-ʙʘʪʴʢʠ) 

5.7 ɿôʷʩʫʚʘʥʥʷ ʪʘ ʫʩʫʥʝʥʥʷ ʧʨʦʙʣʝʤ ʧʨʦʝʢʪʫʚʘʥʥʷ 

ʈʠʩ. 1.7. ʇʨʦʮʝʜʫʨʥʠʡ ʧʽʜʭʽʜ ʧʨʦʝʢʪʫʚʘʥʥʷ ʍʆʅʉ ɿʅɿ ʥʘ ʨʽʚʥʽ 
ʫʯʥʷ ʪʘ ʙʘʪʴʢʽʚ 

 
ʈʦʟʛʣʷʥʴʤʦ ʯʦʪʠʨʠ ʝʪʘʧʠ ʧʨʦʝʢʪʫʚʘʥʥʷ (ʧʨʦʙʣʝʤʥʦ-ʦʩʚʽʪʥʽʡ, 

ʧʨʦʝʢʪʥʦ-ʤʦʜʝʣʶʶʯʠʡ, ʝʢʩʧʝʨʠʤʝʥʪʘʣʴʥʦ-ʢʦʨʝʢʮʽʡʥʠʡ ʪʘ ʦʮʽʥʦʯʥʦ-
ʫʟʘʛʘʣʴʥʶʶʯʠʡ), ʱʦ ʜʝʪʘʣʽʟʫʶʪʴ ʧʨʦʮʝʩ ʧʨʦʝʢʪʫʚʘʥʥʷ ʍʆʅʉ ʩʘʤʝ 
ʫʯʥʝʤ ɿʅɿ. 

ʈʝʘʣʽʟʘʮʽʷ ʝʪʘʧʽʚ ʧʨʦʝʢʪʫʚʘʥʥʷ ʤʘʻ ʟʘʙʝʟʧʝʯʠʪʠ ʩʪʚʦʨʝʥʥʷ 
ʍʆʅʉ ʫʯʥʷ ʽ ʚʨʘʭʫʚʘʪʠ ʚʩʽ ʤʦʞʣʠʚʽ ʢʦʤʧʦʥʝʥʪʠ ʡʦʛʦ ʜʽʷʣʴʥʦʩʪʽ, ʷʢ-
ʦʪ: ʚʽʜʚʽʜʫʚʘʥʥʷ ʛʫʨʪʢʽʚ, ʬʘʢʫʣʴʪʘʪʠʚʽʚ, ʧʽʜʛʦʪʫʚʘʥʥʷ ʜʦ ʄɸʅ, 
ʦʣʽʤʧʽʘʜ, ʢʦʥʢʫʨʩʽʚ. 

ɽʪʘʧ 4.1 ʧʝʨʝʜʙʘʯʘʻ ʚʠʢʦʥʘʥʥʷ ʪʘʢʠʭ ʧʨʦʮʝʜʫʨ: 
ï ʟôʷʩʫʚʘʥʥʷ ʫ ʢʣʘʩʥʦʛʦ ʢʝʨʽʚʥʠʢʘ ʩʫʪ ̔ ʪʘʢʦʛʦ ʥʦʚʦʚʚʝʜʝʥʥʷ, ʷʢ 
ʍʆʅʉ, 

ï ʟôʷʩʫʚʘʥʥʷ ʨʦʟʢʣʘʜʫ ʥʘʚʯʘʣʴʥʠʭ ʪʨʝʥʽʥʛʽʚ ʜʣʷ ʢʦʥʢʨʝʪʥʦʛʦ 
ʢʣʘʩʫ,  

ï ʧʦʚʽʜʦʤʣʝʥʥʷ ʙʘʪʴʢʽʚ ʧʨʦ ʧʨʦʚʝʜʝʥʥʷ ʥʘʚʯʘʣʴʥʠʭ ʪʨʝʥʽʥʛʽʚ,  
ï ʟôʷʩʫʚʘʥʥʷ ʥʘʷʚʥʦʩʪʽ ʥʝʦʙʭʽʜʥʦʛʦ ʦʙʣʘʜʥʘʥʥʷ ʚʜʦʤʘ ʜʣʷ 
ʧʨʦʚʘʜʞʝʥʥʷ ʥʘʚʯʘʣʴʥʦʾ ʜʽʷʣʴʥʦʩʪʽ ʫ ʍʆʅʉ. 
ɺʠʢʦʥʘʥʥʷ ʧʨʦʮʝʜʫʨ ʟʜʽʡʩʥʶʻʪʴʩʷ ʟʘ ʜʦʧʦʤʦʛʠ ʢʦʦʨʜʠʥʘʮʽʾ 

ʢʣʘʩʥʦʛʦ ʢʝʨʽʚʥʠʢʘ ʧʽʜʛʦʪʫʚʘʥʥʷ ʜʦ ʧʨʦʝʢʪʫʚʘʥʥʷ ʍʆʅʉ ʫʯʥʷ,  ʫʯʘʩʪʽ 
ʫʯʥʷ ʫ ʧʨʝʟʝʥʪʘʮʽʾ ʪʝʦʨʝʪʠʯʥʠʭ ʦʩʥʦʚ ʧʨʦʝʢʪʫʚʘʥʥʷ ʍʆʅʉ, 
ʟʘʣʫʯʝʥʥʷ ʙʘʪʴʢʽʚ ʜʦ ʧʽʜʛʦʪʫʚʘʥʥʷ ʪʘ ʦʨʛʘʥʽʟʘʮʽʾ ʧʨʦʝʢʪʫʚʘʥʥʷ 
ʍʆʅʉ.  

ʅʘʩʘʤʧʝʨʝʜ ʥʝʦʙʭʽʜʥʦ ʚʽʜʚʽʜʘʪʠ ʧʨʝʟʝʥʪʘʮʽʶ ʚʠʢʦʨʠʩʪʘʥʥʷ 
Office 365 ʫ ʟʘʛʘʣʴʥʦʦʩʚʽʪʥʴʦʤʫ ʥʘʚʯʘʣʴʥʦʤʫ ʟʘʢʣʘʜʽ, ʱʦ ʽʥʽʮʽʶʻʪʴʩʷ 
ʢʣʘʩʥʠʤ ʢʝʨʽʚʥʠʢʦʤ ʢʣʘʩʫ ʘʙʦ ʚʯʠʪʝʣʝʤ ʽʥʬʦʨʤʘʪʠʢʠ ʽ ʚʭʦʜʠʪʴ ʜʦ 
ʟʘʛʘʣʴʥʦʛʦ ʧʣʘʥʫ ʟʘʭʦʜʽʚ ɿʅɿ. 

ɿʘʧʠʩʘʪʠ ʫ ʱʦʜʝʥʥʠʢ ʨʦʟʢʣʘʜ ʥʘʚʯʘʣʴʥʠʭ ʪʨʝʥʽʥʛʽʚ ʟ 
ʚʠʢʦʨʠʩʪʘʥʥʷ ʍʆʅʉ ʽ ʧʦʚʽʜʦʤʠʪʠ ʧʨʦ ʥʘʚʯʘʣʴʥʽ ʪʨʝʥʽʥʛʠ ʙʘʪʴʢʽʚ. 
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ʗʢʱʦ ʫʯʝʥʴ ʥʝ ʤʘʻ ʤʦʞʣʠʚʦʩʪʽ ʚʽʜʚʽʜʫʚʘʪʠ ʥʘʚʯʘʣʴʥʽ ʪʨʝʥʽʥʛʠ ʫ 
ʧʦʟʘʫʨʦʯʥʠʡ ʯʘʩ, ʪʦ ʜʦʤʦʚʠʪʠʩʷ ʟ ʢʣʘʩʥʠʤ ʢʝʨʽʚʥʠʢʦʤ ʘʙʦ ʚʯʠʪʝʣʝʤ 
ʽʥʬʦʨʤʘʪʠʢʠ ʧʨʦ ʦʨʛʘʥʽʟʘʮʽʶ ʦʥ-ʣʘʡʥʦʚʦʛʦ ʧʽʜʪʨʠʤʫʚʘʥʥʷ ʦʩʚʦʻʥʥʷ 
ʥʦʚʽʪʥʽʭ ʪʝʭʥʦʣʦʛʽʡ ʘʙʦ ʜʦʣʫʯʝʥʥʷ ʫʯʥʷ ʜʦ ʽʥʰʦʾ ʛʨʫʧʠ ʥʘʚʯʘʥʥʷ. 

ʋʯʝʥʴ ʟ ʙʘʪʴʢʘʤʠ ʤʘʻ ʟôʷʩʫʚʘʪʠ ʪʘʢʽ ʦʨʛʘʥʽʟʘʮʽʡʥʽ ʧʠʪʘʥʥʷ, ʱʦ 
ʩʧʨʠʷʶʪʴ ʧʨʦʜʫʢʪʠʚʥʦʤʫ ʚʠʢʦʨʠʩʪʘʥʥʶ ʍʆʅʉ: ʥʘʷʚʥʽʩʪʴ ʜʦʩʪʫʧʫ ʜʦ 
ʤʝʨʝʞʽ ɯʥʪʝʨʥʝʪ ʚʜʦʤʘ, ʥʘʷʚʥʽʩʪʴ ʜʦʩʪʫʧʫ ʜʦ ʢʦʤʧôʶʪʝʨʘ ʟ ʤʝʪʦʶ 
ʥʘʚʯʘʥʥʷ; ʥʘʷʚʥʽʩʪʴ ʜʦʜʘʪʢʦʚʦʛʦ ʦʙʣʘʜʥʘʥʥʷ. ʅʘʧʨʠʢʣʘʜ, ʩʢʘʥʝʨ, 
ʬʦʪʦʘʧʘʨʘʪ, ʧʨʠʥʪʝʨ. 

ɽʪʘʧ 4.5 ʧʝʨʝʜʙʘʯʘʻ ʚʠʢʦʥʘʥʥʷ ʪʘʢʠʭ ʧʨʦʮʝʜʫʨ: 
ï ʥʘʚʯʘʥʥʷ ʫʯʥʽʚ ʟʘ ʧʨʦʛʨʘʤʦʶ çʍʤʘʨʦ ʦʨʽʻʥʪʦʚʘʥʝ ʥʘʚʯʘʣʴʥʝ 
ʩʝʨʝʜʦʚʠʱʝ ʫʯʥʷ ʟʘʛʘʣʴʥʦʦʩʚʽʪʥʴʦʛʦ ʥʘʚʯʘʣʴʥʦʛʦ ʟʘʢʣʘʜʫè; 

ï ʬʦʨʤʫʚʘʥʥʷ ʢʘʣʝʥʜʘʨʷ ʫʯʥʷ ʪʘ  ʢʘʣʝʥʜʘʨʷ ʟʘʭʦʜʽʚ ʥʘʚʯʘʣʴʥʦʛʦ 
ʟʘʢʣʘʜʫ. 

ï ʬʦʨʤʫʚʘʥʥʷ ʝʣʝʢʪʨʦʥʥʦʾ ʧʦʰʪʠ, ʨʦʟʨʦʙʣʝʥʥʷ ʜʝʨʝʚʘ ʧʘʧʦʢ ʪʘ 
ʚʩʪʘʥʦʚʣʝʥʥʷ ʨʝʞʠʤʽʚ çʧʝʨʝʥʘʧʨʘʚʣʝʥʥʷ ʣʠʩʪʽʚè; 

ï ʬʦʨʤʫʚʘʥʥʷ ʥʘʚʯʘʣʴʥʦʛʦ ʩʝʨʝʜʦʚʠʱʘ ʫʯʥʷ;  
ï ʟʘʙʝʟʧʝʯʝʥʥʷ ʧʨʦʝʢʪʫʚʘʥʥʷ ʍʆʅʉ. 
ɺʠʢʦʥʘʥʥʷ ʧʨʦʮʝʜʫʨ ʟʜʽʡʩʥʶʻʪʴʩʷ ʫʯʥʝʤ ʚʽʜʧʦʚʽʜʥʦ ʜʦ 

ʧʨʦʛʨʘʤʠ ʥʘʚʯʘʥʥʷ  çʍʤʘʨʦ ʦʨʽʻʥʪʦʚʘʥʝ ʥʘʚʯʘʣʴʥʝ ʩʝʨʝʜʦʚʠʱʝ 
ʫʯʥʷ ʟʘʛʘʣʴʥʦʦʩʚʽʪʥʴʦʛʦ ʥʘʚʯʘʣʴʥʦʛʦ ʟʘʢʣʘʜʫè (ʪʘʙʣ. 1.7). 

 
ʊʘʙʣʠʮʷ 1.7. 

ʇʨʦʛʨʘʤʘ ʪʨʝʥʽʥʛʫ: çʍʤʘʨʦ ʦʨʽʻʥʪʦʚʘʥʝ ʥʘʚʯʘʣʴʥʝ ʩʝʨʝʜʦʚʠʱʝ 
ʫʯʥʷ ʟʘʛʘʣʴʥʦʦʩʚʽʪʥʴʦʛʦ ʥʘʚʯʘʣʴʥʦʛʦ ʟʘʢʣʘʜʫè 

ʄʝʪʘ: ʇʦʟʥʘʡʦʤʠʪʠ ʫʯʥʽʚ ʥʘʚʯʘʣʴʥʠʭ ʟʘʢʣʘʜʽʚ ʟ 
ʦʩʥʦʚʥʠʤʠ ʤʦʞʣʠʚʦʩʪʷʤʠ ʍʆʅʉ 

ʂʽʣʴʢʽʩʪʴ 
ʛʦʜʠʥ 

 ɿʤʽʩʪ ʥʘʚʯʘʣʴʥʦʛʦ ʤʘʪʝʨʽʘʣʫ 

ʆʩʥʦʚʥʽ ʧʦʥʷʪʪʷ çʭʤʘʨʥʠʡ ʩʝʨʚʽʩè, çʩʦʮʽʘʣʴʥʠʡ 
ʩʝʨʚʽʩè. ʇʨʠʟʥʘʯʝʥʥʷ ʩʝʨʚʽʩʽʚ. ʇʨʠʥʮʠʧʠ 
ʬʫʥʢʮʽʦʥʫʚʘʥʥʷ ʝʣʝʢʪʨʦʥʥʦʾ ʧʦʰʪʠ. ʆʛʣʷʜ ʧʨʦʛʨʘʤʠ 
Outlook ʜʣʷ ʨʦʙʦʪʠ ʟ ʝʣʝʢʪʨʦʥʥʦʶ ʧʦʰʪʦʶ. 
ʅʘʜʩʠʣʘʥʥʷ, ʦʪʨʠʤʘʥʥʷ ʡ ʧʝʨʝʥʘʧʨʘʚʣʝʥʥʷ 
ʧʦʚʽʜʦʤʣʝʥʴ, ʥʘʚʽʛʘʮʽʷ, ʚʠʜʘʣʝʥʥʷ ʧʦʚʽʜʦʤʣʝʥʴ, 
ʚʢʣʘʜʘʥʥʷ ʬʘʡʣʽʚ. ʇʦʥʷʪʪʷ ʚʽʨʪʫʘʣʴʥʦʾ ʩʧʽʣʴʥʦʪʠ. 
ɼʦʜʘʪʢʦʚʽ ʬʫʥʢʮʽʾ ʜʣʷ ʩʧʽʣʴʥʦʾ ʨʦʙʦʪʠ ʢʦʨʠʩʪʫʚʘʯʽʚ 
ʦʜʥʽʻʾ ʦʨʛʘʥʽʟʘʮʽʾ:  ʟʘʛʘʣʴʥʽ ʧʦʰʪʦʚʽ ʩʢʨʠʥʴʢʠ, ʪʝʢʠ 
ʟʘʚʜʘʥʴ, ʢʘʣʝʥʜʘʨʽ, ʢʦʥʬʝʨʝʥʮʽʾ, ʧʣʘʥʫʚʘʥʥʷ ʽ 
ʨʝʟʝʨʚʫʚʘʥʥʷ ʯʘʩʫ ʟʘʛʘʣʴʥʠʭ ʟʫʩʪʨʽʯʝʡ, ʫʟʛʦʜʞʝʥʥʷ 
ʜʦʢʫʤʝʥʪʽʚ. ɽʪʠʢʝʪ ʝʣʝʢʪʨʦʥʥʦʛʦ ʣʠʩʪʫʚʘʥʥʷ. 
ʇʨʠʥʮʠʧʠ ʨʦʙʦʪʠ ʟ ʝʣʝʢʪʨʦʥʥʠʤʠ ʢʘʣʝʥʜʘʨʷʤʠ. 
ʇʨʘʚʠʣʘ ʩʪʚʦʨʝʥʥʷ ʤʝʨʝʞʥʠʭ ʢʘʣʝʥʜʘʨʽʚ. ʄʦʞʣʠʚʦʩʪʽ 
ʥʘʣʘʰʪʫʚʘʥʥʷ ʝʣʝʢʪʨʦʥʥʠʭ ʢʘʣʝʥʜʘʨʽʚ. 

2 ʛʦʜ. 
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ʇʨʦʜʦʚʞʝʥʥʷ ʪʘʙʣʠʮʽ 1.7. 

ʉʝʨʝʜʦʚʠʱʝ ʜʣʷ ʩʧʽʣʴʥʦʾ ʨʦʙʦʪʠ  ʟ ʜʦʢʫʤʝʥʪʘʤʠ 
OneDrive. ʌʦʨʤʫʚʘʥʥʷ ʭʤʘʨʥʦʛʦ ʩʭʦʚʠʱʘ  OneDrive. 
ʉʪʚʦʨʝʥʥʷ ʟʘʛʘʣʴʥʦʾ ʩʪʨʫʢʪʫʨʠ ʩʭʦʚʠʱʘ.     

2 ʛʦʜ. 

ʆʩʦʙʣʠʚʦʩʪʽ ʨʦʙʦʪʠ ʟ ʜʦʢʫʤʝʥʪʘʤʠ ʚ ʪʝʢʩʪʦʚʦʤʫ 
ʨʝʜʘʢʪʦʨʽ Word  Online. ʅʘʜʘʥʥʷ ʜʦʩʪʫʧʫ. 

2  ʛʦʜ. 

ʆʩʦʙʣʠʚʦʩʪʽ ʨʦʙʦʪʠ ʟ ʪʘʙʣʠʯʥʠʤ ʧʨʦʮʝʩʦʨʦʤ Excel 
Online. ʅʘʜʘʥʥʷ ʧʨʘʚ ʜʦʩʪʫʧʚ̔. 

2  ʛʦʜ. 

ʆʩʦʙʣʠʚʦʩʪʽ ʨʦʙʦʪʠ ʟ ʨʝʜʘʢʪʦʨʦʤ ʧʨʝʟʝʥʪʘʮʽʡ 
PowerPoint Online. ʅʘʜʘʥʥʷ ʜʦʩʪʫʧʫ. 

2  ʛʦʜ. 

ʆʩʦʙʣʠʚʦʩʪʽ ʨʦʙʦʪʠ ʟ ʝʣʝʢʪʨʦʥʥʠʤ ʟʘʧʠʩʥʠʢʦʤ 
OneNote. ʅʘʜʘʥʥʷ ʧʨʘʚ ʜʦʩʪʫʧʫ.  

2 ʛʦʜ. 

ʉʧʽʣʴʥʘ ʨʦʙʦʪʘ ʟ ʦʥ-ʣʘʡʥʦʚʠʤʠ ʜʦʢʫʤʝʥʪʘʤʠ. 
ʂʦʣʝʢʪʠʚʥʝ ʚʠʢʦʥʘʥʥʷ ʟʘʚʜʘʥʴ ʟ ʦʧʨʘʮʶʚʘʥʥʷ ʜʘʥʠʭ ʽʟ 
ʚʠʢʦʨʠʩʪʘʥʥʷʤ ʧʨʦʛʨʘʤ Word Online, Excel Online, 
PowerPoint Online, OneNote Online.  

2 ʛʦʜ. 

ʉʘʡʪ ʫ ʩʝʨʝʜʦʚʠʱʽ SharePoint (ʦʛʣʷʜʦʚʦ). ʅʘʧʦʚʥʝʥʥʷ 
ʩʘʡʪʫ ʢʣʘʩʫ.  

1 ʛʦʜ. 

ʉʧʽʚʧʨʘʮʷ ʟ ʫʯʠʪʝʣʝʤ ʟʘ ʜʦʧʦʤʦʛʠ ʢʦʥʬʝʨʝʥʮʟʚôʷʟʢʫ 
Lync. ʆʙʤʽʥ ʤʠʪʪʻʚʠʤʠ ʧʦʚʽʜʦʤʣʝʥʥʷʤʠ, ʟʜʽʡʩʥʝʥʥʷ 
ʘʫʜʽʦ- ʪʘ ʚʽʜʝʦʚʠʢʣʠʢʽʚ, ʫʯʘʩʪʴ ʫ ʚʝʙʽʥʘʨʘʭ Lync, 
ʦʪʨʠʤʘʥʥʷ ʚʽʜʦʤʦʩʪʝʡ ʧʨʦ ʧʨʠʩʫʪʥʽʩʪʴ (ʜʦʩʪʫʧʥʽʩʪʴ), 
ʚʠʢʦʨʠʩʪʘʥʥʷ ʬʫʥʢʮʽʾ ʩʧʽʣʴʥʦʛʦ ʜʦʩʪʫʧʫ. ʆʨʛʘʥʽʟʘʮʽʷ ʪʘ 
ʧʨʦʚʝʜʝʥʥʷ ʫʯʥʽʚʩʴʢʠʭ ʢʦʥʬʝʨʝʥʮʽʡ, ʦʥ-ʣʘʡʥʦʚʠʭ 
ʟʘʥʷʪʴ.   

2 ʛʦʜ. 

ʂʦʤʫʥʽʢʘʮʽʷ ʟʘʩʦʙʘʤʠ  ʤʝʨʝʞʽ Yammer. ɿʘʛʘʣʴʥʽ 
ʧʽʜʭʦʜʠ ʜʦ ʚʠʢʦʨʠʩʪʘʥʥʷ ʤʝʨʝʞʽ Yammer, ʦʩʥʦʚʥʽ ʚʠʜʠ 
ʢʦʤʫʥʽʢʘʮʽʾ ʚ ʤʝʨʝʞʽ: ʩʧʽʣʢʫʚʘʥʥʷ, ʦʙʤʽʥ ʜʦʢʫʤʝʥʪʘʤʠ, 
ʧʝʨʝʜʘʯʘ ʤʠʪʪʻʚʠʭ ʧʦʚʽʜʦʤʣʝʥʴ, ʨʦʟʤʽʱʝʥʥʷ ʧʨʦʝʢʪʽʚ, 
ʚʠʢʦʨʠʩʪʘʥʥʷ ʜʦʜʘʪʢʦʚʠʭ ʩʝʨʚʽʩʽʚ ʤʝʨʝʞʽ. ʆʩʥʦʚʠ 
ʢʫʣʴʪʫʨʠ ʡ ʪʦʣʝʨʘʥʪʥʦʩʪʽ ʧʽʜ ʯʘʩ ʩʧʽʣʢʫʚʘʥʥʷ ʚ ʤʝʨʝʞʽ. 

1 ʛʦʜ. 

ʇʨʠʢʣʘʜʠ ʩʧʽʚʧʨʘʮʽ ʪʘ ʢʦʦʧʝʨʘʮʽʾ ʧʽʜ ʯʘʩ ʥʘʚʯʘʣʴʥʦʾ 
ʜʽʷʣʴʥʦʩʪʽ. 

2 ʛʦʜ. 

ʈʝʬʣʝʢʩʽʷ 1 ʛʦʜ. 

ɺʩʴʦʛʦ 21 ʛʦʜ. 

 
ʆʩʦʙʣʠʚʦʩʪʷʤʠ ʪʘʢʦʛʦ ʥʘʚʯʘʥʥʷ ʻ ʪʝ, ʱʦ ʚʦʥʦ ʤʘʻ ʨʦʟʚʠʥʫʪʠ 

ʢʦʤʧʝʪʝʥʪʥʦʩʪʽ  ʫʯʥʷ ʟ ʚʠʢʦʨʠʩʪʘʥʥʷ ʭʤʘʨʦ ʦʨʽʻʥʪʦʚʘʥʠʭ ʩʝʨʚʽʩʽʚ 
ʜʣʷ ʦʨʛʘʥʽʟʘʮʽʾ ʩʧʽʚʧʨʘʮʽ, ʧʽʜʪʨʠʤʫʚʘʥʥʷ ʢʦʤʫʥʽʢʘʮʽʾ ʟ ʫʯʠʪʝʣʷʤʠ. 

ʅʘ ʧʨʘʢʪʠʯʥʦʤʫ ʪʨʝʥʽʥʛʫ ʫʯʥʽ  ʤʘʶʪʴ ʟôʷʩʫʚʘʪʠ ʪʘʢʽ ʧʠʪʘʥʥʷ: 
ï ʦʩʥʦʚʥʽ ʧʦʥʷʪʪʷ, ʷʢʠʤʠ ʤʘʻ ʦʧʝʨʫʚʘʪʠ ʫʯʝʥʴ ʧʽʜ ʯʘʩ 
ʧʨʦʝʢʪʫʚʘʥʥʷ ʪʘ ʚʠʢʦʨʠʩʪʘʥʥʷ ʍʆʅʉ, ʘ ʩʘʤʝ: çʭʤʘʨʥʠʡ ʩʝʨʚʽʩè, 
çʩʧʽʣʴʥʦʪʘè, çʛʨʫʧʘè; 
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ï ʧʨʠʟʥʘʯʝʥʥʷ ʭʤʘʨʥʠʭ ʩʝʨʚʽʩʽʚ (ʟôʷʩʫʚʘʪʠ ʦʩʦʙʣʠʚʦʩʪʽ 
ʢʦʤʫʥʽʢʘʮʽʾ, ʩʧʽʚʧʨʘʮʽ, ʢʦʦʧʝʨʘʮʽʾ, ʥʘʚʯʘʣʴʥʦʾ ʤʦʙʽʣʴʥʦʩʪʽ); 

ï ʦʩʦʙʣʠʚʦʩʪʽ ʧʨʦʝʢʪʫʚʘʥʥʷ ʚʤʽʩʪʫ  ̔ ʚʟʘʻʤʦʜʽʾ ʟ ʫʯʠʪʝʣʝʤ 
ʟʘʩʦʙʘʤʠ Outlook Online ʪʘ ʥʘʧʨʘʮʶʚʘʥʥʷ ʥʘʚʠʯʦʢ ʥʘʜʩʠʣʘʥʥʷ, 
ʦʪʨʠʤʘʥʥʷ ʡ ʧʝʨʝʥʘʧʨʘʚʣʝʥʥʷ ʧʦʚʽʜʦʤʣʝʥʴ, ʥʘʚʽʛʘʮʽʾ ʧʘʧʢʘʤʠ, 
ʚʠʜʘʣʝʥʥʷ ʧʦʚʽʜʦʤʣʝʥʴ, ʚʢʣʘʜʘʥʥʷ ʬʘʡʣʽʚ; ʧʦʥʷʪʪʷ ʚʽʨʪʫʘʣʴʥʦʾ 
ʩʧʽʣʴʥʦʪʠ (ʛʨʫʧʠ); ʜʦʜʘʪʢʦʚʽ ʬʫʥʢʮʽʾ ʜʣʷ ʩʧʽʣʴʥʦʾ ʨʦʙʦʪʠ ʫʯʥʽʚ; 
ʧʨʠʟʥʘʯʝʥʥʷ  ʟʘʛʘʣʴʥʠʭ ʧʦʰʪʦʚʠʭ ʩʢʨʠʥʴʦʢ, ʬʦʨʤʫʚʘʥʥʷ ʪʝʢ ʟ 
ʜʦʤʘʰʥʽʤʠ ʟʘʚʜʘʥʥʷʤʠ, ʝʪʠʢʝʪ ʝʣʝʢʪʨʦʥʥʦʛʦ ʣʠʩʪʫʚʘʥʥʷ;  
ï ʦʩʦʙʣʠʚʦʩʪʽ ʧʨʦʝʢʪʫʚʘʥʥʷ ʪʘ ʚʟʘʻʤʦʜʽʾ ʟ ʫʯʠʪʝʣʝʤ ʟʘʩʦʙʘʤʠ 
ʝʣʝʢʪʨʦʥʥʦʛʦ ʢʘʣʝʥʜʘʨʷ, ʩʪʚʦʨʝʥʥʷ ʩʧʽʣʴʥʠʭ ʢʘʣʝʥʜʘʨʽʚ, ʜʦʜʘʚʘʥʥʷ 
ʪʘ ʦʧʠʩ ʧʦʜʽʡ, ʧʫʙʣʽʢʘʮʽʷ ʢʘʣʝʥʜʘʨʷ, ʥʘʜʘʥʥʷ ʩʧʽʣʴʥʦʛʦ ʜʦʩʪʫʧʫ; 
ï ʦʩʦʙʣʠʚʦʩʪʽ ʧʨʦʝʢʪʫʚʘʥʥʷ ʚʤʽʩʪʫ  ̔ ʚʟʘʻʤʦʜʽʾ ʟ ʫʯʠʪʝʣʝʤ ʫ 
ʩʭʦʚʠʱʽ  OneDrive;  ʩʪʚʦʨʝʥʥʷ ʩʪʨʫʢʪʫʨʠ ʧʘʧʦʢ  ̔ ʜʦʢʫʤʝʥʪʽʚ, 
ʦʩʦʙʣʠʚʦʩʪʽ ʥʘʜʘʥʥʷ ʩʧʽʣʴʥʦʛʦ ʜʦʩʪʫʧʫ ʚʯʠʪʝʣʶ ʯʠ ʦʜʥʦʢʣʘʩʥʠʢʘʤ;   
ï ʦʩʦʙʣʠʚʦʩʪʽ ʩʪʚʦʨʝʥʥʷ ʜʦʢʫʤʝʥʪʽʚ ʫ ʪʝʢʩʪʦʚʦʤʫ ʨʝʜʘʢʪʦʨʽ Word  
Online; ʩʧʽʣʴʥʘ ʨʦʙʦʪʘ ʟ ʦʥ-ʣʘʡʥʦʚʠʤʠ ʜʦʢʫʤʝʥʪʘʤʠ, ʢʦʦʧʝʨʘʮʽʷ ʪʘ 
ʩʧʽʚʧʨʘʮʷ ʚ ʨʦʟʨʦʙʣʝʥʥʽ ʜʦʢʫʤʝʥʪʽʚ, ʩʧʽʚʧʨʘʮʷ ʫʯʥʽʚ ʫ 
ʩʬʦʨʤʦʚʘʥʦʤʫ ʚʯʠʪʝʣʝʤ ʜʦʢʫʤʝʥʪʽ; ʢʦʥʪʨʦʣʴ ʟʤʽʥ ʫ ʜʦʢʫʤʝʥʪʽ;  
ï ʦʩʦʙʣʠʚʦʩʪʽ ʧʨʦʝʢʪʫʚʘʥʥʷ ʪʘ ʦʨʛʘʥʽʟʘʮʽʷ ʚʟʘʻʤʦʜʽʾ ʟʘʩʦʙʘʤʠ 
ʪʘʙʣʠʯʥʦʛʦ ʧʨʦʮʝʩʦʨʘ Excel Online;  
ï ʦʩʦʙʣʠʚʦʩʪʽ ʧʨʦʝʢʪʫʚʘʥʥʷ ʪʘ ʚʟʘʻʤʦʜʽʾ ʚ ʩʝʨʝʜʦʚʠʱʽ ʨʝʜʘʢʪʦʨʘ 
ʧʨʝʟʝʥʪʘʮʽʡ PowerPoint Online; ʦʨʛʘʥʽʟʘʮʽʷ ʪʘ ʨʦʟʨʦʙʣʝʥʥʷ 
ʥʘʚʯʘʣʴʥʠʭ ʧʨʦʝʢʪʽʚ; ʩʧʽʚʧʨʘʮʷ ʚ ʨʦʟʨʦʙʣʝʥʥʽ ʪʝʤʘʪʠʯʥʠʭ 
ʧʨʝʟʝʥʪʘʮʽʡ ʪʘ ʰʘʙʣʦʥʘʭ ʧʨʝʟʝʥʪʘʮʽʡ; ʢʦʥʪʨʦʣʴ ʟʤʽʥ ʫ ʧʨʝʟʝʥʪʘʮʽʾ;  
ï ʦʩʦʙʣʠʚʦʩʪʽ ʧʨʦʝʢʪʫʚʘʥʥʷ ʪʘ ʚʟʘʻʤʦʜʽʾ ʟ ʫʯʥʷʤʠ ʟʘʩʦʙʘʤʠ 
ʝʣʝʢʪʨʦʥʥʦʛʦ ʟʘʧʠʩʥʠʢʘ OneNote; ʦʨʛʘʥʽʟʘʮʽʷ ʪʘ ʨʦʟʨʦʙʣʝʥʥʷ 
ʥʘʚʯʘʣʴʥʠʭ ʧʨʦʝʢʪʽʚ ʟ ʚʠʢʦʨʠʩʪʘʥʥʷʤ OneNote; 
ï ʉʘʡʪ ʫ ʩʝʨʝʜʦʚʠʱʽ SharePoint (ʦʛʣʷʜʦʚʦ), ʥʘʧʦʚʥʝʥʥʷ ʪʘ 
ʨʝʜʘʛʫʚʘʥʥʷ ʩʘʡʪʫ ʢʣʘʩʫ; 
ï ʤʦʞʣʠʚʦʩʪʽ ʢʦʥʬʝʨʝʥʮʟʚôʷʟʢʫ Lync ʜʣʷ ʥʘʚʯʘʥʥʷ ʫʯʥʽʚ, ʫʯʘʩʪʴ 
ʚ ʦʥïʣʘʡʥʦʚʽʡ ʢʦʥʬʝʨʝʥʮʽʾ, ʚʝʙʽʥʘʨʘʭ, ʨʝʛʽʦʥʘʣʴʥʦʤʫ ʟʘʭʠʩʪʽ ʨʦʙʽʪ 
ʄɸʅ (ʄʘʣʦʾ ɸʢʘʜʝʤʽʾ ʅʘʫʢ), ʦʨʛʘʥʽʟʘʮʽʾ ʧʽʜʛʦʪʫʚʘʥʥʷ ʫʯʥʽʚ ʜʦ 
ʧʨʝʜʤʝʪʥʠʭ ʆʣʽʤʧʽʘʜ. 
ï ʦʩʦʙʣʠʚʦʩʪʽ ʽ ʧʨʠʟʥʘʯʝʥʥʷ ʟʘʢʨʠʪʦʾ ʤʝʨʝʞʽ,  ʢʦʤʫʥʽʢʘʮʽʷ 
ʟʘʩʦʙʘʤʠ  ʤʝʨʝʞʽ Yammer, ʬʦʨʤʫʚʘʥʥʷ ʤʝʨʝʞʽ ʢʣʘʩʫ. 

ɼʦʮʽʣʴʥʦ ʪʘʢʦʞ ʦʨʛʘʥʽʟʫʚʘʪʠ ʜʽʻʚʫ ʜʦʧʦʤʦʛʫ ʫ ʧʨʦʝʢʪʫʚʘʥʥʽ 
ʍʆʅʉ ʫʯʥʷ ʚʯʠʪʝʣʷ ʽʥʬʦʨʤʘʪʠʢʠ ʘʙʦ ʽʥʞʝʥʝʨʘ-ʝʣʝʢʪʨʦʥʽʢʘ ʟ ʮʴʦʛʦ 
ʧʠʪʘʥʥʷ. ʎʝ ʤʦʞʫʪʴ ʙʫʪʠ ʚʝʙʽʥʘʨʠ, ʤʠʪʪʻʚʽ ʧʦʚʽʜʦʤʣʝʥʥʷ ʘʙʦ ʟʘʩʦʙʠ 
ʢʦʥʬʝʨʝʥʮʟôʷʟʢʫ (Lync ʘʙʦ Skype). 

ɽʪʘʧ 4.6 ʧʝʨʝʜʙʘʯʘʻ ʚʠʢʦʥʘʥʥʷ ʪʘʢʠʭ ʧʨʦʮʝʜʫʨ: 
ï ʧʨʦʝʢʪʫʚʘʥʥʷ ʥʘʚʯʘʣʴʥʦʾ ʜʽʷʣʴʥʦʩʪʽ; 
ï ʚʽʜʪʚʦʨʝʥʥʷ ʪʝʭʥʦʣʦʛʽʾ ʥʘʚʯʘʥʥʷ; 
ï ʥʘʣʘʛʦʜʞʝʥʥʷ ʥʘʚʯʘʣʴʥʦʾ ʜʽʷʣʴʥʦʩʪʽ. 
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ʆʨʛʘʥʽʟʘʮʽʷ ʥʘʚʯʘʣʴʥʦʾ ʜʽʷʣʴʥʦʩʪʽ ʚ ʍʆʅʉ ʚʠʤʘʛʘʻ 
ʧʽʜʪʨʠʤʫʚʘʥʥʷ ʩʢʣʘʜʥʦʾ ʤʝʨʝʞʥʦʾ ʢʦʤʫʥʽʢʘʮʽʾ. ʊʦʤʫ ʜʦʮʽʣʴʥʦ 
ʚʽʜʧʨʘʮʶʚʘʪʠ ʟ ʫʯʥʷʤʠ ʪʘʢʽ ʦʩʥʦʚʥʽ ʤʦʤʝʥʪʠ, ʷʢ ʚʽʜʧʨʘʚʣʝʥʥʷ 
ʜʦʤʘʰʥʴʦʛʦ ʟʘʚʜʘʥʥʷ ʚʯʠʪʝʣʶ-ʧʨʝʜʤʝʪʥʠʢʫ ʥʘ ʧʝʨʝʚʽʨʢʫ, 
ʦʪʨʠʤʘʥʥʷ ʨʝʟʫʣʴʪʘʪʫ, ʧʦʰʫʢ ʣʠʩʪʘ ʚ ʝʣʝʢʪʨʦʥʥʽʡ ʩʢʨʠʥʴʮʽ, ʧʦʰʫʢ 
ʚʽʜʧʦʚʽʜʽ ʫ ʩʭʦʚʠʱʽ ʘʙʦ ʚ ʧʘʧʢʘʭ, ʥʘʜʘʥʥʷ ʜʦʢʫʤʝʥʪʘ ʫ ʩʧʽʣʴʥʠʡ 
ʜʦʩʪʫʧ ʦʜʥʦʢʣʘʩʥʠʢʫ ʽ ʧʝʨʝʛʣʷʜ ʟʤʽʥ ʫ ʥʴʦʤʫ,  ʬʦʨʤʫʚʘʥʥʷ 
ʥʘʚʯʘʣʴʥʦʾ ʜʽʷʣʴʥʦʩʪʽ ʧʽʜ ʯʘʩ ʫʯʘʩʪʽ ʫ ʚʝʙʽʥʘʨʽ ʪʦʱʦ. 

ɺʠʢʦʥʘʥʥʷ ʧʨʦʮʝʜʫʨ ʟʜʽʡʩʥʶʻʪʴʩʷ ʫʯʥʝʤ ʟ ʤʝʪʦʶ ʟʘʢʨʽʧʣʝʥʥʷ 
ʦʪʨʠʤʘʥʠʭ ʥʘʚʠʯʦʢ ʚʠʢʦʨʠʩʪʘʥʥʷ ʍʆʅʉ. 

ɽʪʘʧ 4.7 ʧʝʨʝʜʙʘʯʘʻ ʧʨʦʮʝʜʫʨʫ ʨʝʬʣʝʢʩʽʾ ʧʨʦʝʢʪʫʚʘʥʥʷ: 
ï ʩʠʩʪʝʤʘʪʠʯʥʝ ʚʠʢʦʨʠʩʪʘʥʥʷ ʍʆʅʉ; 
ï ʚʽʜʧʨʘʮʶʚʘʥʥʷ ʥʘʚʠʯʦʢ ʢʦʤʫʥʽʢʘʮʽʾ, ʩʧʽʚʧʨʘʮʽ, ʢʦʦʧʝʨʘʮʽʾ ʪʘ 
ʥʘʚʯʘʣʴʥʦʾ ʤʦʙʽʣʴʥʦʩʪʽ; 
ï ʦʪʨʠʤʘʥʥʷ ʢʦʥʩʫʣʴʪʘʮʽʡ ʱʦʜʦ ʚʠʢʦʨʠʩʪʘʥʥʷ Office365 ʟʘ 

ʧʦʪʨʝʙʦʶ.  
ɺʠʢʦʥʘʥʥʷ ʧʨʦʮʝʜʫʨ ʟʜʽʡʩʥʶʻʪʴʩʷ ʫʯʥʝʤ ʟ̔ ʤʝʪʦʶ ʘʧʨʦʙʘʮʽʾ 

ʩʧʨʦʝʢʪʦʚʘʥʦʛʦ ʥʘʚʯʘʣʴʥʦʛʦ ʩʝʨʝʜʦʚʠʱʘ. ɿʘʟʚʠʯʘʡ ʨʦʟʧʦʯʠʥʘʻʪʴʩʷ 
ʨʦʙʦʪʘ ʟ ʥʝʚʝʣʠʯʢʠʭ ʟʘʚʜʘʥʴ (ʨʦʟʩʠʣʘʥʥʷ ʧʦʚʽʜʦʤʣʝʥʴ ʝʣʝʢʪʨʦʥʥʦʶ 
ʧʦʰʪʦʶ, ʚʠʩʪʘʚʣʝʥʥʷ ʦʛʦʣʦʰʝʥʴ ʧʨʦ ʧʦʜʽʶ, ʬʦʨʤʫʚʘʥʥʷ ʩʭʦʚʠʱʘ 
ʜʦʢʫʤʝʥʪʽʚ  ̔ʥʘʜʘʥʥʷ ʩʧʽʣʴʥʦʛʦ ʜʦʩʪʫʧʫ). ʇʦʪʽʤ ʨʦʙʦʪʘ ʩʪʘʻ ʙʽʣʴʰ 
ʽʥʪʝʥʩʠʚʥʦʶ ʪʘ ʽʥʪʝʨʘʢʪʠʚʥʦʶ ï ʜʦʣʫʯʘʶʪʴʩʷ ʪʝʭʥʦʣʦʛʽʾ ʩʧʽʚʧʨʘʮʽ, 
ʢʦʦʧʝʨʘʮʽʾ, ʥʘʚʯʘʣʴʥʦʾ ʤʦʙʽʣʴʥʦʩʪʽ, ʱʦ ʜʘʻ ʤʦʞʣʠʚʽʩʪʴ ʥʘʣʘʛʦʜʠʪʠ 
ʧʦʚʩʶʜʥʫ ʨʦʙʦʪʫ ʽ ʜʦʩʪʫʧ ʜʦ ʥʘʚʯʘʣʴʥʠʭ ʤʘʪʝʨʽʘʣʽʚ ʫʯʥʽʚ. 

ʈʝʬʣʝʢʩʽʷ ʩʧʦʥʫʢʘʻ ʫʟʘʛʘʣʴʥʠʪʠ ʫʷʚʣʝʥʥʷ ʫʯʥʽʚ ʧʨʦ ʭʤʘʨʦ 
ʦʨʽʻʥʪʦʚʘʥʝ ʥʘʚʯʘʣʴʥʝ ʩʝʨʝʜʦʚʠʱʝ, ʚʠʦʢʨʝʤʠʪʠ ʛʦʣʦʚʥʽ ʥʘʚʯʘʣʴʥʽ 
ʣʽʥʽʾ, ʘ ʪʘʢʦʞ ʚʠʟʥʘʯʠʪʠ ʧʨʽʦʨʠʪʝʪʠ ʜʣʷ ʨʝʘʣʽʟʘʮʽʾ ʧʦʩʪʘʚʣʝʥʠʭ 
ʟʘʚʜʘʥʴ ʥʘʚʯʘʥʥʷ.  

ʆʢʨʝʤʦ ʩʪʦʾʪʴ ʧʠʪʘʥʥʷ ʧʨʦ ʧʽʜʛʦʪʫʚʘʥʥʷ ʙʘʪʴʢʽʚ ʜʦ 
ʚʠʢʦʨʠʩʪʘʥʥʷ ʍʆʅʉ ɿʅɿ. 

ɭ ʜʚʘ ʧʽʜʭʦʜʠ ʟʘʣʫʯʝʥʥʷ ʙʘʪʴʢʽʚ ʜʦ ʩʧʽʚʧʨʘʮʽ ʟʘʩʦʙʘʤʠ ʍʆʅʉ: 
ʇʝʨʰʠʡ ʧʽʜʭʽʜ: ʟʘ ʙʘʞʘʥʥʷʤ ʙʘʪʴʢʽʚ ʾʤ ʥʘʜʘʻʪʴʩʷ ʚʣʘʩʥʠʡ 

ʦʙʣʽʢʦʚʠʡ ʟʘʧʠʩ ʫ ʍʆʅʉ, ʟʘʙʝʟʧʝʯʫʻʪʴʩʷ ʜʦʩʪʫʧ ʜʦ ʍʆʅʉ ʫʯʥʷ 
(ʜʠʪʠʥʠ), ʧʨʦʚʦʜʠʪʴʩʷ ʥʘʚʯʘʣʴʥʠʡ ʪʨʝʥʽʥʛ, ʥʘʣʘʛʦʜʞʫʻʪʴʩʷ 
ʢʦʤʫʥʽʢʘʮʽʷ ʟ ʧʝʜʘʛʦʛʽʯʥʠʤ ʢʦʣʝʢʪʠʚʦʤ. 

ɼʨʫʛʠʡ ʧʽʜʭʽʜ: ʥʝ ʩʪʚʦʨʶʻʪʴʩʷ ʜʦʜʘʪʢʦʚʦʛʦ ʦʙʣʽʢʦʚʦʛʦ ʟʘʧʠʩʫ, ʘ 
ʥʘʜʘʻʪʴʩʷ ʦʙʣʽʢʦʚʠʡ ʟʘʧʠʩ ʫʯʥʷ (ʜʠʪʠʥʠ), ʧʨʦʚʦʜʠʪʴʩʷ ʩʧʽʣʴʥʠʡ 
ʥʘʚʯʘʣʴʥʠʡ ʪʨʝʥʽʥʛ ʜʣʷ ʫʯʥʽʚ ʪʘ ʙʘʪʴʢʽʚ, ʥʘʣʘʛʦʜʞʫʻʪʴʩʷ ʢʦʤʫʥʽʢʘʮʽʷ 
ʟ ʢʣʘʩʥʠʤ ʢʝʨʽʚʥʠʢʦʤ  ̔ʚʯʠʪʝʣʤ̫ʠ-ʧʨʝʜʤʝʪʥʠʢʘʤʠ. 

ɽʪʘʧ 5.6  ʧʝʨʝʜʙʘʯʘʻ ʚʠʢʦʥʘʥʥʷ ʪʘʢʠʭ ʧʨʦʮʝʜʫʨ: 
ï ʥʘʚʯʘʥʥʷ ʙʘʪʴʢʽʚ ʫʯʥʽʚ ɿʅɿ; 
ï ʚʽʜʪʚʦʨʝʥʥʷ ʪʝʭʥʦʣʦʛʽʾ ʢʦʤʫʥʽʢʘʮʽʾ ʟ ʧʝʜʘʛʦʛʘʤʠ; 
ï ʥʘʣʘʛʦʜʞʝʥʥʷ ʚʟʘʻʤʦʜʽʾ (ʚʯʠʪʝʣʴ-ʫʯʝʥʴ-ʙʘʪʴʢʠ). 



 

 

75 

 

ɺʠʢʦʥʘʥʥʷ ʧʨʦʮʝʜʫʨ ʟʜʽʡʩʥʶʻʪʴʩʷ ʙʘʪʴʢʘʤʠ, ʢʣʘʩʥʠʤ 
ʢʝʨʽʚʥʠʢʦʤ  ̔ ʚʯʠʪʝʣʝʤ ʽʥʬʦʨʤʘʪʠʢʠ (ʽʥʞʝʥʝʨʦʤ-ʝʣʝʢʪʨʦʥʽʢʦʤ) 
ʥʘʚʯʘʣʴʥʦʛʦ ʟʘʢʣʘʜʫ, ʚʽʜʧʦʚʽʜʥʦ ʜʦ ʧʨʦʛʨʘʤʠ ʥʘʚʯʘʥʥʷ  çʍʤʘʨʦ 
ʦʨʽʻʥʪʦʚʘʥʝ ʥʘʚʯʘʣʴʥʝ ʩʝʨʝʜʦʚʠʱʝ ʙʘʪʴʢʽʚ ʫʯʥʷ ʟʘʛʘʣʴʥʦʦʩʚʽʪʥʴʦʛʦ 
ʥʘʚʯʘʣʴʥʦʛʦ ʟʘʢʣʘʜʫè (ʪʘʙʣ. 1.8).  

ʊʘʙʣʠʮʷ 1.8. 
ʇʨʦʛʨʘʤʘ ʪʨʝʥʽʥʛʫ çʍʤʘʨʦ ʦʨʽʻʥʪʦʚʘʥʝ ʥʘʚʯʘʣʴʥʝ ʩʝʨʝʜʦʚʠʱʝ 

ʙʘʪʴʢʽʚ ʫʯʥʷ ʟʘʛʘʣʴʥʦʦʩʚʽʪʥʴʦʛʦ ʥʘʚʯʘʣʴʥʦʛʦ ʟʘʢʣʘʜʫè 

ʄʝʪʘ: ʇʦʟʥʘʡʦʤʠʪʠ ʙʘʪʴʢʽʚ ʥʘʚʯʘʣʴʥʠʭ ʟʘʢʣʘʜʽʚ ʟ 
ʦʩʥʦʚʥʠʤʠ ʤʦʞʣʠʚʦʩʪʷʤʠ ʍʆʅʉ 

ʂʽʣʴʢʽʩʪʴ 
ʛʦʜʠʥ 
 ɿʤʽʩʪ ʥʘʚʯʘʣʴʥʦʛʦ ʤʘʪʝʨʽʘʣʫ 

ʆʩʥʦʚʥʽ ʧʦʥʷʪʪʷ çʭʤʘʨʥʠʡ ʩʝʨʚʽʩè, çʩʦʮʽʘʣʴʥʠʡ 
ʩʝʨʚʽʩè. ʇʨʠʟʥʘʯʝʥʥʷ ʩʝʨʚʽʩʽʚ. ʇʨʠʥʮʠʧʠ 
ʬʫʥʢʮʽʦʥʫʚʘʥʥʷ ʝʣʝʢʪʨʦʥʥʦʾ ʧʦʰʪʠ. ʆʛʣʷʜ ʧʨʦʛʨʘʤʠ 
Outlook ʜʣʷ ʨʦʙʦʪʠ ʟ ʝʣʝʢʪʨʦʥʥʦʶ ʧʦʰʪʦʶ. 
ʅʘʜʩʠʣʘʥʥʷ, ʦʪʨʠʤʘʥʥʷ ʡ ʧʝʨʝʥʘʧʨʘʚʣʝʥʥʷ 
ʧʦʚʽʜʦʤʣʝʥʴ, ʥʘʚʽʛʘʮʽʷ, ʚʠʜʘʣʝʥʥʷ ʧʦʚʽʜʦʤʣʝʥʴ, 
ʚʢʣʘʜʘʥʥʷ ʬʘʡʣʽʚ. ɼʦʜʘʪʢʦʚʽ ʬʫʥʢʮʽʾ ʜʣʷ ʩʧʽʣʴʥʦʾ 
ʨʦʙʦʪʠ ʢʦʨʠʩʪʫʚʘʯʽʚ ʦʜʥʽʻʾ ʦʨʛʘʥʽʟʘʮʽʾ:  ʟʘʛʘʣʴʥʽ 
ʧʦʰʪʦʚʽ ʩʢʨʠʥʴʢʠ, ʪʝʢʠ ʟʘʚʜʘʥʴ, ʢʘʣʝʥʜʘʨʽ. ɽʪʠʢʝʪ 
ʝʣʝʢʪʨʦʥʥʦʛʦ ʣʠʩʪʫʚʘʥʥʷ. ʇʨʠʥʮʠʧʠ ʨʦʙʦʪʠ ʟ 
ʝʣʝʢʪʨʦʥʥʠʤʠ ʢʘʣʝʥʜʘʨʷʤʠ. ʄʦʞʣʠʚʦʩʪʽ ʡ 
ʥʘʣʘʰʪʫʚʘʥʥʷ ʝʣʝʢʪʨʦʥʥʠʭ ʢʘʣʝʥʜʘʨʽʚ. 

2 ʛʦʜ. 

ʆʛʣʷʜʦʚʦ: ʩʝʨʝʜʦʚʠʱʝ ʜʣʷ ʩʧʽʣʴʥʦʾ ʨʦʙʦʪʠ  ʟ 
ʜʦʢʫʤʝʥʪʘʤʠ OneDrive. ʪʝʢʩʪʦʚʠʡ ʨʝʜʘʢʪʦʨ Word  
Online, ʪʘʙʣʠʯʥʠʡ ʧʨʦʮʝʩʦʨ Excel Online, ʨʝʜʘʢʪʦʨ 
ʧʨʝʟʝʥʪʘʮʽʡ PowerPoint Online, ʝʣʝʢʪʨʦʥʥʠʡ ʟʘʧʠʩʥʠʢ 
OneNote. 

2 ʛʦʜ. 

ʉʧʽʚʧʨʘʮʷ ʟ ʫʯʠʪʝʣʝʤ ʟʘ ʜʦʧʦʤʦʛʠ ʢʦʥʬʝʨʝʥʮʟʚôʷʟʢʫ 
Lync. ʆʙʤʽʥ ʤʠʪʪʻʚʠʤʠ ʧʦʚʽʜʦʤʣʝʥʥʷʤʠ, ʟʜʽʡʩʥʝʥʥʷ 

ʘʫʜʽʦ- ʪʘ ʚʽʜʝʦʚʠʢʣʠʢʽʚ, ʫʯʘʩʪʴ ʫ ʚʝʙʽʥʘʨʘʭ Lync, 
ʦʪʨʠʤʘʥʥʷ ʚʽʜʦʤʦʩʪʝʡ ʧʨʦ ʧʨʠʩʫʪʥʽʩʪʴ (ʜʦʩʪʫʧʥʽʩʪʴ), 
ʚʠʢʦʨʠʩʪʘʥʥʷ ʬʫʥʢʮʽʾ ʩʧʽʣʴʥʦʛʦ ʜʦʩʪʫʧʫ. ʆʨʛʘʥʽʟʘʮʽʷ 

ʪʘ ʧʨʦʚʝʜʝʥʥʷ ʫʯʥʽʚʩʴʢʠʭ ʢʦʥʬʝʨʝʥʮʽʡ, ʦʥ-ʣʘʡʥʦʚʠʭ 
ʟʘʥʷʪʴ.   

1 ʛʦʜ. 

ʂʦʤʫʥʽʢʘʮʽʷ ʟʘʩʦʙʘʤʠ  ʤʝʨʝʞʽ Yammer. ɿʘʛʘʣʴʥʽ 
ʧʽʜʭʦʜʠ ʜʦ ʚʠʢʦʨʠʩʪʘʥʥʷ ʤʝʨʝʞʽ Yammer, ʦʩʥʦʚʥʽ 
ʚʠʜʠ ʢʦʤʫʥʽʢʘʮʽʾ ʚ ʤʝʨʝʞʽ: ʩʧʽʣʢʫʚʘʥʥʷ, ʦʙʤʽʥ 
ʜʦʢʫʤʝʥʪʘʤʠ, ʧʝʨʝʜʘʚʘʥʥʷ ʤʠʪʪʻʚʠʭ ʧʦʚʽʜʦʤʣʝʥʴ, 
ʨʦʟʤʽʱʝʥʥʷ ʧʨʦʝʢʪʽʚ, ʚʠʢʦʨʠʩʪʘʥʥʷ ʜʦʜʘʪʢʦʚʠʭ 
ʩʝʨʚʽʩʽʚ ʤʝʨʝʞʽ. ʆʩʥʦʚʠ ʢʫʣʴʪʫʨʠ  ̔ʪʦʣʝʨʘʥʪʥʦʩʪʽ 
ʩʧʽʣʢʫʚʘʥʥʷ ʚ ʤʝʨʝʞʽ. ʈʝʬʣʝʢʩʽʷ 

1 ʛʦʜ. 

ɺʩʴʦʛʦ 6 ʛʦʜʠʥ 
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ɼʦʮʽʣʴʥʦ ʪʘʢʦʞ ʦʨʛʘʥʽʟʫʚʘʪʠ ʜʽʻʚʫ ʜʦʧʦʤʦʛʫ ʫ ʧʨʦʝʢʪʫʚʘʥʥʽ 
ʍʆʅʉ ʫʯʠʪʝʣʷ ʽʥʬʦʨʤʘʪʠʢʠ ʘʙʦ ʽʥʞʝʥʝʨʘ-ʝʣʝʢʪʨʦʥʽʢʘ ʟ ʮʴʦʛʦ 
ʧʠʪʘʥʥʷ. ʎʝ ʤʦʞʫʪʴ ʙʫʪʠ ʚʝʙʽʥʘʨʠ, ʤʠʪʪʻʚʽ ʧʦʚʽʜʦʤʣʝʥʥʷ ʘʙʦ ʟʘʩʦʙʠ 
ʢʦʥʬʝʨʝʥʮʟôʷʟʢʫ (Lync ʘʙʦ Skype). 
ɽʪʘʧ 5.7. ʦʭʦʧʣʶʻ ʧʨʦʮʝʜʫʨʫ ʨʝʬʣʝʢʩʽʾ ʧʨʦʝʢʪʫʚʘʥʥʷ: 
ï ʧʝʨʽʦʜʠʯʥʝ ʚʠʢʦʨʠʩʪʘʥʥʷ ʍʆʅʉ; 
ï ʚʽʜʧʨʘʮʶʚʘʥʥʷ ʥʘʚʠʯʦʢ ʢʦʤʫʥʽʢʘʮʽʾ; 
ï ʦʪʨʠʤʘʥʥʷ ʢʦʥʩʫʣʴʪʘʮʽʡ ʱʦʜʦ ʚʠʢʦʨʠʩʪʘʥʥʷ Office365 ʟʘ 
ʧʦʪʨʝʙʦʶ.  
ɺʠʢʦʥʘʥʥʷ ʧʨʦʮʝʜʫʨ ʟʜʽʡʩʥʶʻʪʴʩʷ ʙʘʪʴʢʘʤʠ ʟ ʤʝʪʦʶ ʘʧʨʦʙʘʮʽʾ 

ʩʧʨʦʝʢʪʦʚʘʥʦʛʦ ʥʘʚʯʘʣʴʥʦʛʦ ʩʝʨʝʜʦʚʠʱʘ. ɿʘʟʚʠʯʘʡ, ʨʦʙʦʪʘ 
ʨʦʟʧʦʯʠʥʘʻʪʴʩʷ ʟ ʥʝʚʝʣʠʯʢʠʭ ʟʘʚʜʘʥʴ (ʨʦʟʩʠʣʘʥʥʷ ʧʦʚʽʜʦʤʣʝʥʴ 
ʢʣʘʩʥʦʤʫ ʢʝʨʽʚʥʠʢʫ ʘʙʦ ʚʯʠʪʝʣʶ-ʧʨʝʜʤʝʪʥʠʢʫ). ʇʦʪʽʤ ʨʦʙʦʪʘ ʩʪʘʻ 

ʙʽʣʴʰ ʽʥʪʝʥʩʠʚʥʦʶ ½ ʚʥʝʩʝʥʥʷ ʜʘʥʠʭ ʫ ʢʘʣʝʥʜʘʨ ʧʨʦ 
ʟʘʛʘʣʴʥʦʰʢʽʣʴʥʽ ʟʘʭʦʜʠ, ʙʘʪʴʢʽʚʩʴʢʽ ʟʙʦʨʠ ʪʘ ʨʘʜʠ. 

ʈʝʬʣʝʢʩʽʷ ʩʧʦʥʫʢʘʻ ʫʟʘʛʘʣʴʥʠʪʠ ʫʷʚʣʝʥʥʷ ʙʘʪʴʢʽʚ ʧʨʦ ʭʤʘʨʦ 
ʦʨʽʻʥʪʦʚʘʥʝ ʥʘʚʯʘʣʴʥʝ ʩʝʨʝʜʦʚʠʱʝ, ʚʠʦʢʨʝʤʠʪʠ ʛʦʣʦʚʥʽ 
ʢʦʤʫʥʽʢʘʮʽʡʥʽ ʣʽʥʽʾ, ʘ ʪʘʢʦʞ ʚʠʟʥʘʯʠʪʠ ʧʨʽʦʨʠʪʝʪʠ ʜʣʷ ʨʝʘʣʽʟʘʮʽʾ 
ʧʦʩʪʘʚʣʝʥʠʭ ʟʘʚʜʘʥʴ.  
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ʈʆɿɼɯʃ 2. ʄɽʊʆɼʀʏʅɯ ʈɽʂʆʄɽʅɼɸʎɯɰ ʑʆɼʆ ʇʈʆɽʂʊʋɺɸʅʅʗ 
ʍʆʅʉ ʅɸ ʈɯɺʅɯ ɸɼʄɯʅɯʉʊʈɸʊʆʈɸ 

 

ʈʦʟʚʠʪʦʢ ʽʥʬʦʨʤʘʮʽʡʥʦïʢʦʤʫʥʽʢʘʮʽʡʥʠʭ ʪʝʭʥʦʣʦʛʽʡ, 
ʚʧʨʦʚʘʜʞʝʥʥʷ ʾʭ ʫ ʥʘʚʯʘʣʴʥʦïʚʠʭʦʚʥʠʡ ʧʨʦʮʝʩ ʟʘʛʘʣʴʥʦʦʩʚʽʪʥʽʭ 
ʥʘʚʯʘʣʴʥʠʭ ʟʘʢʣʘʜʽʚ, ʧʽʜʢʣʶʯʝʥʥʷ ʰʢʽʣ ʜʦ ʛʣʦʙʘʣʴʥʦʾ ʤʝʨʝʞʽ 
ɯʥʪʝʨʥʝʪ, ʧʦʷʚʘ ʨʽʟʥʦʤʘʥʽʪʥʠʭ ʛʘʜʞʝʪʽʚ ʫ ʫʯʥʽʚ, ʚʠʤʦʛʠ ʩʫʩʧʽʣʴʩʪʚʘ 
ʱʦʜʦ ʧʽʜʚʠʱʝʥʥʷ ʷʢʦʩʪʽ ʦʩʚʽʪʥʽʭ ʧʦʩʣʫʛ ï ʫʩʽ ʮʽ ʧʨʦʮʝʩʠ ʟʫʤʦʚʠʣʠ 
ʧʝʜʘʛʦʛʽʯʥʫ ʩʧʽʣʴʥʦʪʫ ʧʦʩʪʘʚʠʪʠ ʥʘ ʧʝʨʰʠʡ ʧʣʘʥ ʧʠʪʘʥʥʷ ʦʥʦʚʣʝʥʥʷ 
ʧʽʜʭʦʜʽʚ ʜʦ ʬʦʨʤʫʚʘʥʥʷ ʥʘʚʯʘʣʴʥʦʛʦ ʩʝʨʝʜʦʚʠʱʘ ʩʝʨʝʜʥʴʦʾ ʰʢʦʣʠ ʽ 
ʚʧʨʦʚʘʜʞʝʥʥʷ ʭʤʘʨʦ ʦʨʽʻʥʪʦʚʘʥʦʛʦ ʥʘʚʯʘʣʴʥʦʛʦ ʩʝʨʝʜʦʚʠʱʘ. 
ʉʫʯʘʩʥʘ ʰʢʦʣʘ, ʷʢʘ ʩʧʨʷʤʦʚʘʥʘ ʥʘ ʚʩʝʙʽʯʥʠʡ ʨʦʟʚʠʪʦʢ 

ʦʩʦʙʠʩʪʦʩʪʽ, ʤʘʻ ʥʘʚʯʘʪʠ ʪʚʦʨʯʦʩʪʽ, ʽʥʥʦʚʘʮʽʡʥʦʩʪʽ, ʢʨʠʪʠʯʥʦʤʫ 
ʤʠʩʣʝʥʥʶ, ʚʤʽʥʥʶ ʚʠʨʽʰʫʚʘʪʠ ʧʨʦʙʣʝʤʠ, ʨʦʟʚʠʚʘʪʠ ʢʦʤʫʥʽʢʘʪʠʚʥʽ, 
ʩʧʽʚʨʦʙʽʪʥʠʮʴʢʽ, ʞʠʪʪʻʚʽ ʪʘ ʢʘʨôʻʨʥʽ ʥʘʚʠʯʢʠ, ʧʨʘʮʶʚʘʪʠ ʟ ʜʘʥʠʤʠ, 
ʤʝʜʽʘ ʪʘ ʨʦʟʚʠʚʘʪʠ ʢʦʤʧʝʪʝʥʪʥʦʩʪʽ ʟ ʽʥʬʦʨʤʘʮʽʡʥʠʭ ʪʝʭʥʦʣʦʛʽʡ. 
ʊʦʤʫ, ʧʝʨʰʦʯʝʨʛʦʚʠʤ ʟʘʚʜʘʥʥʷʤ ʩʪʘʻ ʨʦʟʚʠʪʦʢ ʦʩʦʙʠʩʪʦʩʪʽ ʫʯʥʷ ʚ 
ʫʤʦʚʘʭ ʽʥʥʦʚʘʮʽʡʥʦʛʦ ʥʘʚʯʘʣʴʥʦʛʦ ʩʝʨʝʜʦʚʠʱʘ ʟʘʛʘʣʴʥʦʾ ʩʝʨʝʜʥʴʦʾ 
ʰʢʦʣʠ 21 ʩʪʦʣʽʪʪʷ. 
 
2.1. ɺʠʙʽʨ ʧʣʘʥʫ ʨʦʟʛʦʨʪʘʥʥʷ ʍʆʅʉ  
 

ɼʣʷ ʨʦʟʛʦʨʪʘʥʥʷ ʭʤʘʨʦ ʦʨʽʻʥʪʦʚʘʥʦʛʦ ʥʘʚʯʘʣʴʥʦʛʦ 
ʩʝʨʝʜʦʚʠʱʘ ʯʠ ʪʦ ʰʢʦʣʠ, ʯʠ ʪʦ ʢʘʙʽʥʝʪʫ ʥʝʦʙʭʽʜʥʦ ʚʠʟʥʘʯʠʪʠ ʤʝʪʫ 
ʪʘʢʦʛʦ ʥʦʚʦʚʚʝʜʝʥʥʷ. ʄʝʪʦʶ ʤʦʞʫʪʴ ʙʫʪʠ: ʥʘʚʯʘʣʴʥʘ ʤʦʙʽʣʴʥʽʩʪʴ 
ʩʫʙôʻʢʪʽʚ ʥʘʚʯʘʥʥʷ, ʬʦʨʤʫʚʘʥʥʷ ʽʥʥʦʚʘʮʽʡʥʦʛʦ ʩʝʨʝʜʦʚʠʱʘ ʜʣʷ 
ʨʝʘʣʽʟʘʮʽʾ ʤʽʞʥʘʨʦʜʥʠʭ ʧʨʦʝʢʪʽʚ, ʟʘʙʝʟʧʝʯʝʥʥʷ ʽʥʜʠʚʽʜʫʘʣʴʥʠʭ 
ʧʦʪʨʝʙ ʫʯʥʽʚ, ʧʦʩʠʣʝʥʥʷ ʢʦʥʪʨʦʣʶ ʟʘ ʚʠʢʦʥʘʥʥʷʤ ʜʦʤʘʰʥʽʭ ʟʘʚʜʘʥʴ 
ʛʫʤʘʥʽʪʘʨʥʦʛʦ ʮʠʢʣʫ, ʧʽʜʚʠʱʝʥʥʷ ʷʢʦʩʪʽ ʦʩʚʽʪʥʽʭ ʧʦʩʣʫʛ, 
ʟʘʙʝʟʧʝʯʝʥʥʷ ʧʦʚʩʶʜʥʦʛʦ ʜʦʩʪʫʧʫ ʜʦ ʥʘʚʯʘʣʴʥʠʭ ʤʘʪʝʨʽʘʣʽʚ, 
ʟʘʙʝʟʧʝʯʝʥʥʷ ʥʘʚʯʘʣʴʥʦʾ ʢʦʤʫʥʽʢʘʮʽʾ ʪʘ ʩʧʽʚʧʨʘʮʽ ʫʯʘʩʥʠʢʽʚ 
ʥʘʚʯʘʣʴʥʦïʚʠʭʦʚʥʦʛʦ ʧʨʦʮʝʩʫ ʪʦʱʦ. 

ɺʽʜʧʦʚʽʜʥʦ ʜʦ ʦʙʨʘʥʦʾ ʤʝʪʠ, ʚʠʟʥʘʯʘʶʪʴʩʷ ʩʫʙôʻʢʪʠ ʚʟʘʻʤʦʜʽʾ 
ʤʘʡʙʫʪʥʴʦʛʦ ʢʦʤʧʣʝʤʝʥʪʘʨʥʦʛʦ ʩʝʨʝʜʦʚʠʱʘ, ʚʽʜʧʦʚʽʜʘʣʴʥʠʡ 
ʟʘʩʪʫʧʥʠʢ ʜʠʨʝʢʪʦʨʘ, ʩʠʩʪʝʤʥʠʡ ʘʜʤʽʥʽʩʪʨʘʪʦʨ (ʟʘ ʧʦʪʨʝʙʠ), 
ʚʯʠʪʝʣʽïʧʨʝʜʤʝʪʥʠʢʠ  (ʢʽʣʴʢʽʩʪʴ, ʇɯɹ, ʧʨʝʜʤʝʪ), ʧʘʨʘʣʝʣʽ ʢʣʘʩʽʚï
ʫʯʘʩʥʠʢʽʚ (7ɸ, 8ɹ, 9ɸ, 9ɹ), ʟôʷʩʦʚʫʶʪʴʩʷ ʧʘʨʘʤʝʪʨʠ ʧʽʜʢʣʶʯʝʥʥʷ 
ʥʘʚʯʘʣʴʥʦʛʦ ʢʣʘʩʫ, ʦʢʨʝʤʠʭ ʢʘʙʽʥʝʪʽʚ ʜʦ ʤʝʨʝʞʽ ɯʥʪʝʨʥʝʪ ʪʦʱʦ. 
ɺʠʜʘʻʪʴʩʷ ʥʘʢʘʟ ʧʦ ʰʢʦʣʽ ʧʨʦ ʚʠʢʦʨʠʩʪʘʥʥʷ ʭʤʘʨʥʦʾ ʰʢʦʣʠ 
(ʢʘʙʽʥʝʪʽʚ ʦʢʨʝʤʠʭ ʚʯʠʪʝʣʽʚ) ʚ ʷʢʦʤʫ ʚʢʘʟʫʻʪʴʩʷ ʚʠʟʥʘʯʝʥʘ ʤʝʪʘ 
(ʥʘʧʨʠʢʣʘʜ, ʜʣʷ ʩʪʚʦʨʝʥʥʷ ʫʤʦʚ ʥʘʚʯʘʣʴʥʦʾ ʤʦʙʽʣʴʥʦʩʪʽ ʩʫʙôʻʢʪʽʚ 
ʥʘʚʯʘʥʥʷ). 

ɺʽʜʧʦʚʽʜʘʣʴʥʠʡ ʟʘʩʪʫʧʥʠʢ ʜʠʨʝʢʪʦʨʘ ʨʘʟʦʤ ʟ ʚʯʠʪʝʣʝʤ 
ʽʥʬʦʨʤʘʪʠʢʠ ʘʙʦ ʩʠʩʪʝʤʥʠʤ ʘʜʤʽʥʽʩʪʨʘʪʦʨʦʤ ʨʦʟʧʦʯʠʥʘʶʪʴ 
ʨʦʟʛʦʨʪʘʥʥʷ Office 365. 
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ʋʚʽʡʜʽʪʴ ʚ ɯʥʪʝʨʥʝʪ ʽ ʚ ʙʨʘʫʟʝʨʽ ʧʝʨʝʡʜʽʪʴ ʥʘ ʩʪʦʨʽʥʢʫ:  
https://products.office.com/uk-ua/academic/compare-office-365-

education-plans (ʨʠʩ.2.1). 
 

 
 

ʈʠʩ. 2.1. ɺʠʙʽʨ ʧʣʘʥʫ Office365 
 

ʇʦʯʥʽʪʴ ʨʦʙʦʪʫ ʟ 30-ʜʝʥʥʦ ʾʦʟʥʘʡʦʤʣʶʚʘʣʴʥʦ ʾʚʝʨʩʽ ʾʧʨʦʜʫʢʪʫ 
(ʥʘ ʩʪʘʨʪʽ ʥʘʜʘʶʪʴʩʷ ʱʦʥʘʡʙʽʣʴʰʝ ʜʣʷ 50 ʢʦʨʠʩʪʫʚʘʯʽʚ). ɼʽʟʥʘʡʪʝʩʷ 
ʧʨʦ ʬʫʥʢʮʽʾ ʪʘ ʧʝʨʝʚʘʛʠ ʨʽʟʥʠʭ ʧʘʢʝʪʽʚ Microsoft Office 365. 

ʇʨʦʪʷʛʦʤ 30 ʜʥʽʚ ʫ ʚʘʩ ʙʫʜʝ ʤʦʞʣʠʚʽʩʪʴ ʚʠʢʦʨʠʩʪʦʚʫʚʘʪʠ ʧʘʢʝʪ 
ɽ3, ʧʦʪʽʤ ʩʠʩʪʝʤʘ ʘʚʪʦʤʘʪʠʯʥʦ ʧʝʨʝʢʣʶʯʠʪʴʩʷ ʥʘ ʧʘʢʝʪ ɽ1 ʜʣʷ 
ʥʘʚʯʘʣʴʥʠʭ ʟʘʢʣʘʜʽʚ, ʱʦ ʥʘʜʘʻʪʴʩʷ ʙʝʟʢʦʰʪʦʚʥʦ. 
 
2.2. ʉʪʚʦʨʝʥʥʷ ʦʟʥʘʡʦʤʣʶʚʘʣʴʥʦʛʦ ʦʙʣʽʢʦʚʦʛʦ ʟʘʧʠʩʫ ʫ ʩʣʫʞʙʽ 
Office 365 
  

ɿʨʦʙʠʚʰʠ ʧʝʨʝʭʽʜ ʟʘ ʧʦʩʠʣʘʥʥʷʤ, ʩʪʚʦʨʶʻʤʦ 
ʦʟʥʘʡʦʤʣʶʚʘʣʴʥʠʡ ʦʙʣʽʢʦʚʠʡ ʟʘʧʠʩ.  ɿʘʧʦʚʥʶʻʤʦ ʫ ʧʦʜʘʥʽʡ ʬʦʨʤʽ 
ʫʩʽ ʢʦʤʽʨʢʠ ʚʽʜʤʽʯʝʥʽ ʟʽʨʦʯʢʘʤʠ (ʨʠʩ. 2.2). ʗʢʱʦ ʞ ʦʜʥʘ ʟ ʢʦʤʽʨʦʢ 
ʚʠʷʚʠʪʴʩʷ ʥʝʟʘʧʦʚʥʝʥʦʶ, ɺʠ ʥʝ ʟʤʦʞʝʪʝ ʧʝʨʝʡʪʠ ʜʦ ʥʘʩʪʫʧʥʦʛʦ 
ʢʨʦʢʫ. ɺʘʤ ʥʝʦʙʭʽʜʥʦ ʤʘʪʠ ʜʦʜʘʪʢʦʚʫ ʝʣʝʢʪʨʦʥʥʫ ʩʢʨʠʥʴʢʫ ʪʘ 
ʧʨʠʜʫʤʘʪʠ ʜʦʤʝʥʥʝ ʽʤôʷ ʜʣʷ ʨʦʙʦʪʠ. 
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ʈʠʩ. 2.2. ʌʦʨʤʘ ʨʝʻʩʪʨʘʮʽʾ ʚ Office365 
 

ʇʨʠ ʩʪʚʦʨʝʥʥʽ ʥʦʚʦʛʦ ʧʘʨʦʣʶ ʪʨʝʙʘ ʟʚʝʨʥʫʪʠ ʫʚʘʛʫ ʥʘ ʪʘʢʫ 
ʦʩʦʙʣʠʚʽʩʪʴ (ʨʠʩ. 2.3): 
 

 
 

ʈʠʩ. 2.3. ʉʪʚʦʨʝʥʥʷ ʥʦʚʦʛʦ ʧʘʨʦʣʶ 
 
ʇʘʨʦʣʴ ʤʘʻ ʩʢʣʘʜʘʪʠʩʷ ʽʟ ʙʫʢʚ ʽ ʮʠʬʨ, ʦʙʦʚôʷʟʢʦʚʦ ʥʝ ʤʝʥʰʝ 7 

ʩʠʤʚʦʣʽʚ. ɿʘ ʽʥʰʠʭ ʦʙʩʪʘʚʠʥ ʥʝ ʟʤʦʞʝʪʝ ʧʝʨʝʡʪʠ ʜʦ ʥʘʩʪʫʧʥʦʛʦ 
ʢʨʦʢʫ (ʨʠʩ. 2.4). 
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ʈʠʩ. 2.4. ɺʥʦʩʠʤʦ ʜʘʥʽ ʜʣʷ ʧʝʨʝʚʽʨʢʠ ʧʨʘʚʘ ʥʘ ʙʝʟʢʦʰʪʦʚʥʝ 
ʚʠʢʦʨʠʩʪʘʥʥʷ 

 
ʇʽʩʣʷ ʟʘʧʦʚʥʝʥʥʷ ʚʩʽʻʾ ʬʦʨʤʠ ʨʝʻʩʪʨʘʮʽʾ ʥʝʦʙʭʽʜʥʦ ʦʪʨʠʤʘʪʠ 

ʢʦʜ ʧʝʨʝʚʽʨʢʠ. ʉʤʽʣʠʚʦ ʚʚʦʜʠʤʦ ʥʦʤʝʨ ʩʚʦʛʦ ʤʦʙʽʣʴʥʦʛʦ ʪʝʣʝʬʦʥʫ ʽ 
ʦʪʨʠʤʫʻʤʦ SMS-ʧʦʚʽʜʦʤʣʝʥʥʷ ʟ ʮʠʤ ʢʦʜʦʤ. 

ʇʽʩʣʷ ʚʚʦʜʫ ʢʦʜʫ ʪʠʩʥʝʤʦ ʥʘ ʧʦʩʠʣʘʥʥʷ çʗ ʧʨʠʡʤʘʶ ʪʘ ʭʦʯʫ 
ʧʨʦʜʦʚʞʠʪʠè ʪʘ ʧʝʨʝʭʦʜʠʤʦ ʜʦ ʩʪʦʨʽʥʢʠ çʇʝʨʝʚʽʨʢʘ ʧʨʘʚʘ ʥʘ 
ʢʦʨʠʩʪʫʚʘʥʥʷ ʩʣʫʞʙʦʶ Office 365 ʜʣʷ ʦʩʚʽʪʥʽʭ ʫʩʪʘʥʦʚè (ʈʠʩ. 2.5). 
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ʈʠʩ. 2.5. ʇʝʨʝʚʽʨʢʘ ʧʨʘʚʘ ʥʘ ʢʦʨʠʩʪʫʚʘʥʥʷ Office365 
 

ʅʘʪʠʩʢʘʻʤʦ ʥʘ çʗ ʧʝʨʝʚʽʨʶ ʟʛʦʜʦʤè, ʥʘ ʜʘʥʦʤʫ ʝʪʘʧʽ ʜʦʤʝʥ 
ʧʝʨʝʚʽʨʷʪʠ ʥʝ ʦʙʦʚôʷʟʢʦʚʦ. ɿôʷʚʠʪʴʩʷ ʥʘʩʪʫʧʥʝ ʚʽʢʥʦ ʜʝ ʤʠ ʟʥʦʚʫ 
ʚʠʙʝʨʝʤʦ çʊʘʢè. ʇʽʩʣʷ ʮʴʦʛʦ ʟôʷʚʣʷʻʪʴʩʷ ʱʝ ʦʜʥʝ ʚʽʢʦʥʮʝ, ʫ ʷʢʦʤʫ 
ʫʪʦʯʥʶʻʪʴʩʷ ʝʣʝʢʪʨʦʥʥʠʡ ʟʚôʷʟʦʢ ʟ ʥʘʤʠ. ɿʘʧʦʚʥʶʻʤʦ ʜʘʥʽ ʽ 
ʥʘʪʠʩʢʘʻʤʦ çɿʙʝʨʝʛʪʠ ʪʘ ʧʨʦʜʦʚʞʠʪʠè ʜʘʣʽ ʤʠ ʧʦʪʨʘʧʣʷʻʤʦ ʥʘ 
ʩʪʦʨʽʥʢʫ ʘʜʤʽʥʽʩʪʨʘʪʦʨʘ (ʨʠʩ.2.6). 
 
 

  
 
ʈʠʩ. 2.6. ɺʥʝʩʝʥʥʷ ʜʘʥʠʭ ʜʣʷ ʧʽʜʪʨʠʤʢʠ ʚʽʜʜʘʣʝʥʦʛʦ ʘʜʤʽʥʽʩʪʨʫʚʘʥʥʷ 
 
2.3. ʉʪʚʦʨʝʥʥʷ ʧʦʩʪʽʡʥʦʛʦ ʦʙʣʽʢʦʚʦʛʦ ʟʘʧʠʩʫ ʢʦʨʠʩʪʫʚʘʯʘ  
 

ʇʽʜʪʨʠʤʢʫ ʧʦʨʪʘʣʫ ʚ ʨʦʙʦʯʦʤʫ ʩʪʘʥʽ ʟʘʙʝʟʧʝʯʫʻ ʧʨʦʚʘʡʜʝʨ 
ʭʤʘʨʥʠʭ ʧʦʩʣʫʛ, ʢʦʤʧʘʥʽʷ ʄʘʡʢʨʦʩʦʬʪ, ʘ ʚʥʫʪʨʽʰʥʽ ʨʦʙʦʪʠ ʚ ʭʤʘʨʥʽʡ 
ʰʢʦʣʽ ʤʘʶʪʴ ʚʠʢʦʥʫʚʘʪʠ ʦʩʦʙʠʩʪʦ ʚʯʠʪʝʣʽ, ʫʯʥʽ, ʚʯʠʪʝʣʴ 
ʽʥʬʦʨʤʘʪʠʢʠ ʘʙʦ ʩʠʩʪʝʤʥʠʡ ʘʜʤʽʥʽʩʪʨʘʪʦʨ ʰʢʦʣʠ. ʈʦʟʛʣʷʥʝʤʦ 
ʩʪʦʨʽʥʢʫ ʮʝʥʪʨʫ ʘʜʤʽʥʽʩʪʨʫʚʘʥʥʷ (ʨʠʩ. 2.7). 
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ʈʠʩ. 2.7. ʉʪʦʨʽʥʢʘ ʮʝʥʪʨʫ ʚʥʫʪʨʽʰʥʴʦʛʦ ʘʜʤʽʥʽʩʪʨʫʚʘʥʥʷ ʍʆʅʉ 
 
ʅʘ ʩʪʦʨʽʥʮʽ ʙʘʛʘʪʦ ʽʥʬʦʨʤʘʮʽʾ ʧʨʦ ʤʦʞʣʠʚʦʩʪʽ ʘʜʤʽʥʽʩʪʨʫʚʘʥʥʷ. 

ɯʥʪʝʨʬʝʡʩ ʽʥʪʫʾʪʠʚʥʦ ʟʨʦʟʫʤʽʣʠʡ ʽ  ʚʤʽʱʘʻ ʙʘʛʘʪʦ ʽʥʬʦʨʤʘʮʽʾ. ʅʘ 
ʧʝʨʰʦʤʫ ʝʪʘʧʽ ʧʦʪʨʽʙʥʦ ʩʪʚʦʨʠʪʠ ʦʙʣʽʢʦʚʽ ʟʘʧʠʩʠ ʢʦʨʠʩʪʫʚʘʯʽʚ 
(ʚʯʠʪʝʣʽʚ, ʫʯʥʽʚ ʪʘ ʢʦʣʝʛ). ɼʣʷ ʮʴʦʛʦ ʪʨʝʙʘ ʨʦʟʧʦʯʘʪʠ ʨʦʙʦʪʫ ʟ 
ʨʦʟʜʽʣʦʤ ʎʝʥʪʨ ʘʜʤʽʥʽʩʪʨʫʚʘʥʥʷ, ʧʽʜʨʦʟʜʽʣʦʤ ʂʦʨʠʩʪʫʚʘʯʽ 
(ʨʠʩ. 2.8).  

 

 
ʈʠʩ. 2.8. ʉʪʚʦʨʝʥʥʷ  ʢʦʨʠʩʪʫʚʘʯʽʚ (ʚʯʠʪʝʣʽʚ, ʫʯʥʽʚ, ʢʝʨʽʚʥʠʢʽʚ) 

 
ɼʣʷ ʩʪʚʦʨʝʥʥʷ ʦʙʣʽʢʦʚʦʛʦ ʟʘʧʠʩʫ ʢʦʨʠʩʪʫʚʘʯʘ ʚʠʙʠʨʘʻʤʦ 

ʨʝʞʠʤ ɸʢʪʠʚʥʽ ʢʦʨʠʩʪʫʚʘʯʽ ʽ ʥʘʪʠʩʢʘʻʤʦ ʥʘ (+)  (ʨʠʩ. 2.9).   
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ʈʠʩ. 2.9. ɿʘʧʦʚʥʝʥʥʷ ʦʙʣʽʢʦʚʦʾ ʢʘʨʪʢʠ ʢʦʨʠʩʪʫʚʘʯʘ 
 
ɿʘʧʦʚʥʶʻʤʦ ʦʙʣʽʢʦʚʫ ʢʘʨʪʢʫ ʂʦʨʠʩʪʫʚʘʯʘ (ʚʯʠʪʝʣʷ ʯʠ ʫʯʥʷ) 

ʧʦʨʪʘʣʫ ʷʢʘ ʚʤʽʱʘʻ ʽʤôʷ ʪʘ ʧʨʽʟʚʠʱʝ, ʱʦ ʜʘʻ ʤʦʞʣʠʚʽʩʪʴ ʩʬʦʨʤʫʚʘʪʠ 
ʣʦʛʽʥ, ʚʠʟʥʘʯʘʻʤʦ ʣʽʮʝʥʟʽʶ ʜʣʷ ʮʴʦʛʦ ʢʦʨʠʩʪʫʚʘʯʘ (ʫʯʝʥʴ ʯʠ ʚʯʠʪʝʣʴ) 
ʽ ʥʘʪʠʩʢʘʻʤʦ ʉʪʚʦʨʠʪʠ (ʨʠʩ. 2.10). 

 

 
ʈʠʩ. 2.10. ʉʪʚʦʨʝʥʥʷ ʦʙʣʽʢʦʚʦʛʦ ʟʘʧʠʩʫ ʩʫʙôʻʢʪʘ ʍʆʅʉ 

 
ɺ ʮʴʦʤʫ ʨʦʟʜʽʣʽ ʢʦʨʠʩʪʫʚʘʯʫ ʤʦʞʥʘ ʥʘʜʘʪʠ (ʧʨʠʩʚʦʾʪʠ) ʨʦʣʴ 

ʘʜʤʽʥʽʩʪʨʘʪʦʨʘ. ɼʣʷ ʮʴʦʛʦ ʜʦʩʪʘʪʥʴʦ ʜʚʽʯʽ ʢʣʽʢʥʫʪʠ ʥʘ ʧʨʽʟʚʠʱʽ 

ʩʫʙôʻʢʪʘ ʘʙʦ ʟʜʽʡʩʥʠʪʠ ʧʦʰʫʢ ʧʦʪʨʽʙʥʦʛʦ ʢʦʨʠʩʪʫʚʘʯʘ ʫ ʩʠʩʪʝʤʽ . 
ɿʘʣʝʞʥʦ ʚʽʜ ʨʦʟʤʽʨʫ ʦʨʛʘʥʽʟʘʮʽʾ ʙʫʚʘʻ ʜʦʮʽʣʴʥʦ ʧʨʠʟʥʘʯʠʪʠ 

ʢʽʣʴʢʦʭ ʘʜʤʽʥʽʩʪʨʘʪʦʨʽʚ ʜʣʷ ʚʠʢʦʥʘʥʥʷ ʨʽʟʥʠʭ ʬʫʥʢʮʽʡ. ɸʜʤʽʥʽʩʪʨʘʪʦʨ 
ʤʘʻ ʜʦʩʪʫʧ ʜʦ ʚʩʽʭ ʬʫʥʢʮʽʡ ʮʝʥʪʨʫ ʘʜʤʽʥʽʩʪʨʫʚʘʥʥʷ ʽ ʤʦʞʝ 
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ʩʪʚʦʨʶʚʘʪʠ ʘʙʦ ʟʤʽʥʶʚʘʪʠ ʜʘʥʽ ʧʨʦ ʢʦʨʠʩʪʫʚʘʯʽʚ, ʧʨʠʟʥʘʯʘʪʠ ʨʦʣʽ 
ʘʜʤʽʥʽʩʪʨʘʪʦʨʘ ʽʥʰʠʤ, ʩʢʠʜʘʪʠ ʧʘʨʦʣʽ ʢʦʨʠʩʪʫʚʘʯʽʚ, ʢʝʨʫʚʘʪʠ 
ʣʽʮʝʥʟʽʷʤʠ ʽ ʢʝʨʫʚʘʪʠ ʜʦʤʝʥʘʤʠ.  

ʈʦʟʨʽʟʥʷʶʪʴ ʢʽʣʴʢʘ ʨʦʣʝʡ ʘʜʤʽʥʽʩʪʨʘʪʦʨʘ: ʢʝʨʫʚʘʥʥʷ 
ʢʦʨʠʩʪʫʚʘʯʘʤʠ, ʘʜʤʽʥʽʩʪʨʘʪʦʨ ʩʣʫʞʙʠ, ʘʜʤʽʥʽʩʪʨʘʪʦʨ ʧʘʨʦʣʝʡ, 
ʛʣʦʙʘʣʴʥʠʡ ʪʘ ʦʙʣʽʢʦʚʠʡ ʘʜʤʽʥʽʩʪʨʘʪʦʨʠ, ʘʜʤʽʥʽʩʪʨʘʪʦʨʠ Exchange, 
SharePoint, Skype (ʨʠʩ. 2.11). 

 

 
 

ʈʠʩ. 2.11. ɺʠʙʽʨ ʨʦʣʽ ʩʫʙôʻʢʪʘ ʚ ʍʆʅʉ 
 
ɼʣʷ ʚʯʠʪʝʣʷ-ʢʦʨʠʩʪʫʚʘʯʘ ʨʦʣʴ ʘʜʤʽʥʽʩʪʨʘʪʦʨʘ ʥʝ ʦʙʦʚôʷʟʢʦʚʘ, 

ʘʣʝ ʧʽʩʣʷ ʨʝʻʩʪʨʫʚʘʥʥʷ ʮʝ ʤʦʞʣʠʚʦ ʟʨʦʙʠʪʠ ʚ ʙʫʜʴ ʷʢʠʡ ʤʦʤʝʥʪ.  
ʊʘʢʠʤ ʯʠʥʦʤ ʚ ʥʘʰʽʡ ʩʠʩʪʝʤʽ ʟôʷʚʠʚʩʷ ʱʝ ʦʜʠʥ ʢʦʨʠʩʪʫʚʘʯ. ɼʣʷ 

ʚʥʝʩʝʥʥʷ ʽʥʰʠʭ ʢʦʨʠʩʪʫʚʘʯʽʚ ʜʦʩʪʘʪʥʴʦ ʥʘʪʠʩʥʫʪʠ ʥʘ ʢʥʦʧʢʫ 
çʉʪʚʦʨʝʥʥʷ ʽʥʰʦʛʦ ʢʦʨʠʩʪʫʚʘʯʘè. ʄʠ ʤʦʞʝʤʦ ʚʠʡʪʠ ʽ ʥʝ 
ʩʪʚʦʨʶʚʘʪʠ ʙʽʣʴʰʝ ʢʦʨʠʩʪʫʚʘʯʽʚ, ʥʘʪʠʩʥʫʚʰʠ ʥʘ ʢʥʦʧʢʫ çʛʦʪʦʚʦè. 

ʋʩʽʤ ʩʪʚʦʨʝʥʠʤ ʢʦʨʠʩʪʫʚʘʯʘʤ ʘʜʤʽʥʽʩʪʨʘʪʦʨ ʨʦʟʜʘʻ 
ʪʠʤʯʘʩʦʚʠʡ ʣʦʛʽʥ ʪʘ ʧʘʨʦʣʴ ʜʣʷ ʚʭʦʜʫ ʚ ʩʠʩʪʝʤʫ. 
 
2.4. ʉʪʚʦʨʝʥʥʷ ʧʦʩʪʽʡʥʦʛʦ ʧʘʨʦʣʶ ʢʦʨʠʩʪʫʚʘʯʘ 
 

ɺʭʽʜ ʚ ʩʠʩʪʝʤʫ ʚʽʜʙʫʚʘʻʪʴʩʷ ʯʝʨʝʟ ʩʪʦʨʽʥʢʫ ʻʜʠʥʦʛʦ ʚʭʦʜʫ: 
https://portal.microsoftonline.com. 

ʇʽʜ ʯʘʩ ʧʝʨʰʦʛʦ ʚʭʦʜʫ ʩʠʩʪʝʤʘ ʙʫʜʝ ʚʠʤʘʛʘʪʠ ʚʚʝʩʪʠ ʩʪʘʨʠʡ ʽ 
ʩʬʦʨʤʫʚʘʪʠ ʥʦʚʠʡ ʧʘʨʦʣʴ. ʃʦʛʽʥ ʟʘʣʠʰʘʻʪʴʩʷ ʧʦʩʪʽʡʥʠʤ. ɺʠʤʦʛʠ ʜʦ 
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ʧʘʨʦʣʶ ʚʠʩʦʢʽ ï ʮʝ ʚʝʨʭʥʽʡ, ʥʠʞʥʽʡ ʨʝʛʽʩʪʨʠ, ʙʫʢʚʠ ʪʘ ʮʠʬʨʠ. 
ʂʽʣʴʢʽʩʪʴ ʩʠʤʚʦʣʽʚ ʚʽʩʽʤ ʽ ʙʽʣʴʰʝ. ʅʘʧʨʠʢʣʘʜ ʧʘʨʦʣʴ ʤʦʞʝ ʙʫʪʠ 
ʥʘʩʪʫʧʥʠʤ, Alexiss77. 

ʃʦʛʽʥ ʽ ʧʘʨʦʣʴ ʪʨʝʙʘ ʟʘʧʘʤôʷʪʘʪʠ (ʟʘʥʦʪʫʚʘʪʠ) ʽ ʥʽʢʦʤʫ 
ʩʪʦʨʦʥʥʴʦʤʫ ʥʝ ʥʘʜʘʪʠ, ʩʪʚʦʨʶʶʯʠ ʪʘʢʠʤ ʯʠʥʦʤ ʫʤʦʚʠ ʙʝʟʧʝʯʥʦʾ 
ʨʦʙʦʪʠ. 

ʋ ʨʘʟʽ ʚʪʨʘʪʠ ʧʘʨʦʣʷ, ʥʝʦʙʭʽʜʥʦ ʥʘʧʨʘʚʠʪʠ ʣʠʩʪʘ ʩʠʩʪʝʤʥʦʤʫ 
ʘʜʤʽʥʽʩʪʨʘʪʦʨʫ, ʚʢʘʟʘʚʰʠ ʘʣʴʪʝʨʥʘʪʠʚʥʫ ʝʣʝʢʪʨʦʥʥʫ ʩʢʨʠʥʴʢʫ. 
ʇʨʦʪʷʛʦʤ 24 ʛʦʜʠʥ ʚʠ ʦʪʨʠʤʘʻʪʝ ʤʦʞʣʠʚʽʩʪʴ ʩʪʚʦʨʠʪʠ ʥʦʚʠʡ ʧʘʨʦʣʴ 
(ʨʠʩ. 2.12).  

ɿ ʤʝʪʦʶ ʥʝʧʝʨʝʨʚʥʦʛʦ ʪʘ ʧʦʩʪʽʡʥʦʛʦ ʜʦʩʪʫʧʫ ʜʦ ʍʆʅʉ ʜʦʨʝʯʥʦ 
ʘʜʤʽʥʽʩʪʨʘʪʦʨʫ (ʟʘʩʪʫʧʥʠʢʫ ʜʠʨʝʢʪʦʨʘ) ʩʪʚʦʨʠʪʠ ʽ ʟʙʝʨʽʛʘʪʠ ʫ 
ʥʝʜʦʩʪʫʧʥʦʤʫ ʤʽʩʮʽ ʫʩʽ ʧʘʨʦʣʽ ʪʘ ʣʦʛʽʥʠ, ʱʦ ʜʘʩʪʴ ʤʦʞʣʠʚʽʩʪʴ ʫ 
ʧʦʜʘʣʴʰʦʤʫ ʚʽʜʩʣʽʜʢʦʚʫʚʘʪʠ ʥʝʙʘʞʘʥʽ ʜʽʾ ʫʯʥʽʚ  ʽ ʚʠʜʘʣʷʪʠ 
ʽʥʬʦʨʤʘʮʽʶ ʩʫʤʥʽʚʥʦʛʦ ʟʤʽʩʪʫ ʪʦʱʦ. 

ʅʘ ʧʝʨʰʦʤʫ ʝʪʘʧʽ ʨʦʙʦʪʠ ʟ ʍʆʅʉ ʚʽʜʙʫʚʘʶʪʴʩʷ ʧʝʚʥʽ ʟʘʪʨʠʤʢʠ 
ï ʬʦʨʤʫʶʪʴʩʷ ʟʚôʷʟʢʠ ʚ ʩʝʨʝʜʠʥʽ ʩʠʩʪʝʤʠ, ʪʦʤʫ ʥʝ ʪʨʝʙʘ 
ʭʚʠʣʶʚʘʪʠʩʷ.  

 

  
ʈʠʩ. 2.12. ʉʪʦʨʽʥʢʘ ʩʪʘʥʜʘʨʪʥʦʛʦ ʚʭʦʜʫ ʚ ʍʆʅʉ (Office365) 

 
2.5. ʅʘʣʘʰʪʫʚʘʥʥʷ ʜʦʤʝʥʫ 
 

ɯʥʢʦʣʠ, ʫ ʚʯʠʪʝʣʽʚ ʽʥʬʦʨʤʘʪʠʢʠ ʘʙʦ ʩʠʩʪʝʤʥʠʭ ʘʜʤʽʥʽʩʪʨʘʪʦʨʽʚï
ʧʦʯʘʪʢʽʚʮʽʚ ʚʠʥʠʢʘʶʪʴ ʧʠʪʘʥʥʷ  ʱʦʜʦ ʥʘʣʘʰʪʫʚʘʥʥʷ ʜʦʤʝʥʫ. 
ɿʫʧʠʥʠʤʦʩʷ ʥʘ ʮʴʦʤʫ ʧʠʪʘʥʥʽ ʜʝʪʘʣʴʥʽʰʝ.  

ʅʘʣʘʰʪʫʚʘʥʥʷ ʜʦʤʝʥʫ ʤʦʞʝ ʟʜʽʡʩʥʠʪʠ ʪʽʣʴʢʠ ʛʣʦʙʘʣʴʥʠʡ 
ʘʜʤʽʥʽʩʪʨʘʪʦʨ ʍʆʅʉ. ɼʣʷ ʮʴʦʛʦ ʧʦʪʨʽʙʥʦ ʫʚʽʡʪʠ ʚ ʩʠʩʪʝʤʫ ʽ ʚʽʜʢʨʠʪʠ 
ʚ ʎʝʥʪʨʽ ʘʜʤʽʥʽʩʪʨʫʚʘʥʥʷ ʩʪʦʨʽʥʢʫ ɼʦʤʝʥʠ (ʨʠʩ. 2.13-2.14).  
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ʈʠʩ. 2.13. ʈʝʞʠʤ ʚʭʦʜʫ ʜʣʷ ʥʘʩʪʨʦʶʚʘʥʥʷ ʜʦʤʝʥʫ ʜʣʷ ʍʆʅʉ 

 
 

 
ʈʠʩ.  2.14. ʄʝʥʶ ʨʦʙʦʪʠ ʟ ʜʦʤʝʥʦʤ 

 
ʋ ʨʝʞʠʤʽ ʥʘʩʪʨʦʶʚʘʥʥʷ ʜʦʤʝʥʫ ʜʦʨʝʯʥʠʤ ʙʫʜʝ ʧʦʟʥʘʡʦʤʠʪʠʩʷ ʟ 

ʪʝʦʨʝʪʠʯʥʠʤʠ ʚʽʜʦʤʦʩʪʷʤʠ ʱʦʜʦ ʜʦʜʘʚʘʥʥʷ ʜʦʤʝʥʫ ʪʘ 
ʧʽʜʪʚʝʨʜʞʝʥʥʷ ʧʨʘʚʘ ʚʣʘʩʥʦʩʪʽ ʥʘ ʥʴʦʛʦ, ʚʽʜʦʤʦʩʪʷʤʠ ʷʢ 
ʧʝʨʝʛʣʷʥʫʪʠ ʟʘʧʠʩʠ DNS, ʘ ʪʘʢʦʞ  ʜʽʟʥʘʪʠʩʷ ʜʝ ʧʨʠʜʙʘʪʠ ʜʦʤʝʥ. 

ʇʨʠʜʙʘʪʠ ʜʦʤʝʥ ʤʦʞʥʘ ʽ ʟʘ ʧʦʩʠʣʘʥʥʷʤ 
https://www.bestname.ua/checkdm.php (ʨʠʩ. 2.15).  
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ʈʠʩ. 2.15. ʉʪʦʨʽʥʢʘ ʧʨʠʜʙʘʥʥʷ ʜʦʤʝʥʫ ʜʣʷ ʟʘʛʘʣʴʥʦʦʩʚʽʪʥʴʦʛʦ 
ʥʘʚʯʘʣʴʥʦʛʦ ʟʘʢʣʘʜʫ 

 
ʗʢʦɦ ʥʘʚʯʘʣʴʥʠʡ ʟʘʢʣʘʜ ʤʘʻ ʜʦʤʝʥ, ʡʦʛʦ ʤʦʞʥʘ ɼʦʜʘʪʠ ʜʣʷ 

ʧʝʨʝʚʽʨʢʠ, ʘ ʜʣʷ ʮʴʦʛʦ ʚʠʢʦʥʘʪʠ ʪʨʠ ʦʩʥʦʚʥʽ ʢʨʦʢʠ (ʨʠʩ. 2.16). 
 

 
ʈʠʩ. 2.16. ɼʦʜʘʚʘʥʥʷ ʜʦʤʝʥʫ ʜʦ ʩʣʫʞʙʠ Office 365 

 
 

2.6. ʌʦʨʤʫʚʘʥʥʷ ʛʨʫʧ  
 

ʆʜʥʠʤ ʟ ʛʦʣʦʚʥʠʭ ʝʪʘʧʽʚ ʫ ʨʦʟʛʦʨʪʘʥʥʽ ʍʆʅʉ ʽ ʧʦʜʘʣʴʰʦʛʦ ʡʦʛʦ 
ʚʠʢʦʨʠʩʪʘʥʥʷ ʻ ʩʪʚʦʨʝʥʥʷ ʛʨʫʧ ʚʯʠʪʝʣʽʚ ʪʘ ʫʯʥʽʚ. ɼʠʨʝʢʪʦʨ ʰʢʦʣʠ, 
ʟʘʩʪʫʧʥʠʢ ʪʘ ʘʜʤʽʥʽʩʪʨʘʪʦʨ ʤʘʶʪʴ ʫʟʛʦʜʠʪʠ ʤʽʞ ʩʦʙʦʶ ʩʢʦʨʦʯʝʥʥʷ 
ʥʘʟʚ ʜʣʷ ʨʽʟʥʦʤʘʥʽʪʥʠʭ ʛʨʫʧ, ʚʨʘʭʦʚʫʶʯʠ ʥʝʦʙʭʽʜʥʽʩʪʴ ʧʦʜʘʣʴʰʦʾ 
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ʨʦʙʦʪʠ, ʧʦʪʦʢʦʚʦʾ ʨʦʟʩʠʣʢʠ, ʩʧʽʣʴʥʦʾ ʨʦʙʦʪʠ ʛʨʫʧ, ʥʘʧʨʠʢʣʘʜ, 
ʤʝʪʦʜʠʯʥʽ ʦʙôʻʜʥʘʥʥʷ ʚʯʠʪʝʣʽʚïʧʨʝʜʤʝʪʥʠʢʽʚ ʽ ʪ.ʜ. 

ɼʣʷ ʭʤʘʨʥʦʾ ʰʢʦʣʠ ʤʦʞʥʘ ʟʘʧʨʦʧʦʥʫʚʘʪʠ ʥʘʩʪʫʧʥʠʡ ʚʘʨʽʘʥʪ: 
ɿʅɿ ï ʚʯʠʪʝʣʽ (ʚʩʽʻʾ ʰʢʦʣʠ), ɺʯʠʪʝʣʽ ï ʤʘʪʝʤʘʪʠʢʠ (ʛʨʫʧʘ ʚʯʠʪʝʣʽʚ 
ʤʘʪʝʤʘʪʠʢʠ) ʘʙʦ ʋʯʥʽ ï 7ɸ ʽ ʪ.ʜ. 

ɼʣʷ ʮʴʦʛʦ ʥʘ ʩʪʦʨʽʥʮʽ ʎʝʥʪʨʫ ʘʜʤʽʥʽʩʪʨʫʚʘʥʥʷ ʧʦʪʨʽʙʥʦ 
ʚʠʙʨʘʪʠ  Exchange  ʽ ɻʨʫʧʠ (ʨʠʩ. 2.17-2.18). 
 

 
ʈʠʩ. 2.17. ɺʠʙʽʨ ʨʝʞʠʤʫ Exchange 

 

 
ʈʠʩ. 2.18. ɺʠʙʽʨ ʨʝʞʠʤʫ ʬʦʨʤʫʚʘʥʥʷ ʛʨʫʧ 

 
ɼʘʣʽ ʜʣʷ ʩʪʚʦʨʝʥʥʷ ʛʨʫʧ ʚʠʙʠʨʘʻʤʦ ɻʨʫʧʠ ʙʝʟʧʝʢʠ ʽ 

ʩʢʦʨʠʩʪʘʻʤʦʩʷ ʩʪʘʥʜʘʨʪʥʦʶ ʧʨʦʮʝʜʫʨʦʶ ʜʦʜʘʚʘʥʥʷ ʟʘʧʠʩʫ ʘʙʦ 
ʬʘʡʣʫ ç+è (ʨʠʩ. 2.19-2.20).   
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ʈʠʩ. 2.19. ɺʠʙʽʨ ʛʨʫʧʠ ʙʝʟʧʝʢʠ 

 
 

 
ʈʠʩ. 2.20. ʉʪʚʦʨʝʥʥʷ ʥʦʚʦʾ ʛʨʫʧʠ çɺʯʠʪʝʣʽè 

 
ɼʘʥʫ ʧʨʦʮʝʜʫʨʫ ʪʨʝʙʘ ʚʠʢʦʥʘʪʠ ʜʣʷ ʬʦʨʤʫʚʘʥʥʷ ʫʩʽʭ ʛʨʫʧ ʪʘ 

ʧʽʜʛʨʫʧ, ʷʢʽ ʤʦʞʫʪʴ ʩʫʤʽʩʥʦ ʧʨʘʮʶʚʘʪʠ ʥʘʜ ʚʠʢʦʥʘʥʥʷʤ ʜʠʜʘʢʪʠʯʥʠʭ 
ʟʘʚʜʘʥʴ ʥʘʚʯʘʥʥʷ, ʱʦ ʟʘʙʝʟʧʝʯʠʪʴ ʤʦʙʽʣʴʥʽʩʪʴ ʯʣʝʥʽʚ ʛʨʫʧ ʙʫʜʴïʜʝ 
ʪʘ ʙʫʜʴïʢʦʣʠ. 

ʇʨʦ ʩʢʦʨʦʯʝʥʽ ʥʘʟʚʠ ʛʨʫʧ ʪʘ ʧʽʜʛʨʫʧ ʥʝʦʙʭʽʜʥʦ ʧʦʚʽʜʦʤʠʪʠ ʫʩʽʭ 
ʫʯʘʩʥʠʢʽʚ ʍʆʅʉ. ʊʘʢʠʡ ʬʘʡʣ ʤʦʞʥʘ ʚʠʢʣʘʩʪʠ ʫ ʭʤʘʨʥʽʡ ʰʢʦʣʽ ʥʘ 
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ʩʪʦʨʽʥʮʽ çʩʘʡʪʠè ʽ ʥʘʜʘʪʠ ʡʦʛʦ ʫ ʩʧʽʣʴʥʠʡ ʜʦʩʪʫʧ ʚ ʨʝʞʠʤʽ çʯʠʪʘʥʥʷè, 
ʱʦ ʟʘʙʝʟʧʝʯʠʪʠ ʫʥʠʢʥʝʥʥʷ ʥʝʩʘʥʢʮʽʦʥʦʚʘʥʠʭ ʚʠʧʨʘʚʣʝʥʴ ʫʯʥʷʤʠ 
ʘʙʦ ʚʯʠʪʝʣʷʤʠ. 
 
 
ʇʈʀɭɼʅɸʅʅʗ ʉʋɹôɭʂʊɯɺ ʅɸɺʏɸʅʅʗ ɼʆ ɻʈʋʇ ʍʆʅʉ ʐʂʆʃʀ 

 
ʋʩʽ ʫʯʘʩʥʠʢʠ ʥʘʚʯʘʣʴʥʦ-ʚʠʭʦʚʥʦʛʦ ʧʨʦʮʝʩʫ ʤʘʶʪʴ ʙʫʪʠ ʜʦʣʫʯʝʥʽ 

ʜʦ ʧʝʚʥʦʾ ʛʨʫʧʠ. ʅʘ ʩʪʦʨʽʥʮʽ ʎʝʥʪʨʫ ʘʜʤʽʥʽʩʪʨʫʚʘʥʥʷ  ʚ 
ʚʠʙʨʘʪʠ  Exchange/ɻʨʫʧʠ ʦʙʠʨʘʻʤʦ ʧʦʪʨʽʙʥʫ ʛʨʫʧʫ (ʥʘʧʨʠʢʣʘʜ, ʋʯʥʽ-

9). ɺ̔ʜʦʙʨʘʟʠʪʴʩʷ ʚʢʣʘʜʢʘ ʋʯʘʩʪʴ  ½  ʥʘʪʠʩʢʘʻʤʦ (+) ʜʣʷ ʧʦʰʫʢʫ 
ʩʫʙôʻʢʪʘ (ʨʠʩ. 2.21).  

 

 
 

ʈʠʩ. 2.21. ʇʨʠʟʥʘʯʝʥʥʷ ʛʨʫʧʠ ʩʫʙôʻʢʪʫ ʥʘʚʯʘʥʥʷ 
 
ɺʠʙʠʨʘʻʤʦ ʧʨʽʟʚʠʱʝ ʩʫʙôʻʢʪʘ, ʷʢʦʛʦ ʤʘʤ̒ʦ ʜʦʣʫʯʠʪʠ ʜʦ ʮʽʻʾ 

ʛʨʫʧʠ. ʅʘʧʨʠʢʣʘʜ, ʈʫʜʶʢ ʈʦʤʘʥ.  ʗʢʱʦ ʧʨʽʟʚʠʱʝ ʥʝ ʚʽʜʦʙʨʘʞʘʻʪʴʩʷ 
ʫ ʚʽʜʢʨʠʪʦʤʫ ʚʽʢʥʽ, ʟʜʽʡʩʥʽʪʴ ʡʦʛʦ ʧʦʰʫʢ (ʨʠʩ. 2.22). ʇʦʪʽʤ ʥʘʪʠʩʥʽʪʴ 
ɼʦʜʘʪʠ ʽ ʆʂ. 

ʋ ʨʝʟʫʣʴʪʘʪʽ ʚʠʢʦʥʘʥʦʾ ʧʨʦʮʝʜʫʨʠ ʫʯʥʷ ʙʫʜʝ ʜʦʜʘʥʦ ʜʦ ʛʨʫʧʠ 
ʋʯʥʽ-9. 
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ʈʠʩ. 2.22. ʇʦʰʫʢ ʽ ʜʦʣʫʯʝʥʥʷ ʫʯʥʷ ʜʦ ʛʨʫʧʠ 

 
ɼʘʥʫ ʧʨʦʮʝʜʫʨʫ ʪʨʝʙʘ ʚʠʢʦʥʘʪʠ ʜʣʷ ʫʩʽʭ ʩʫʙôʻʢʪʽʚ, ʷʢʽ ʙʫʜʫʪʴ 

ʟʘʣʫʯʝʥʽ ʜʦ ʥʘʚʯʘʥʥʷ ʫ ʍʆʅʉ. 
ɿʘʫʚʘʞʝʥʥʷ! ʆʜʠʥ ʩʫʙôʻʢʪ ʤʦʞʝ ʜʦʣʫʯʘʪʠʩʷ ʜʦ ʜʝʢʽʣʴʢʦʭ ʛʨʫʧ. 

ʅʘʧʨʠʢʣʘʜ, ʈʦʤʘʥ ʈʫʜʶʢ ʫʯʝʥʴ 9 ʢʣʘʩʫ, ʧʨʘʮʶʻ ʫ ʧʽʜʛʨʫʧʽ 
ʧʦʛʣʠʙʣʝʥʘ ʘʥʛʣʽʡʩʴʢʘ ʽ ʯʣʝʥ ʄɸʅ. ʊʦʤʫ ʡʦʛʦ ʧʦʪʨʽʙʥʦ ʜʦʣʫʯʠʪʠ ʜʦ 
ʪʨʴʦʭ ʛʨʫʧ. 
 

2.7.ʉʪʚʦʨʝʥʥʷ ʩʘʡʪʽʚ  
 
ɼʣʷ ʩʪʚʦʨʝʥʥʷ ʥʦʚʦʛʦ ʩʘʡʪʫ ʥʘ ʩʝʨʚʝʨ ʧʦʩʪʘʯʘʣʴʥʠʢʘ ʭʤʘʨʥʠʭ 
ʩʝʨʚʽʩʽʚ ʩʪʚʦʨʝʥʠʡ, ʚʠʢʦʥʘʻʪʝ ʥʘʩʪʫʧʥʽ ʜʽʾ: 
1. ɺʽʜʢʨʠʪʠ ʍʆʅʉ (www.portal.microsoftonline.com). 
2. ʅʘ ʩʪʦʨʽʥʮʽ ʩʚʦʛʦ ʥʘʚʯʘʣʴʥʦʛʦ ʟʘʢʣʘʜʫ ʚʯʠʪʝʣʴ, ʷʢʠʡ ʤʘʻ ʧʨʘʚʘ 
ʩʪʚʦʨʶʚʘʪʠ ʩʘʡʪʠ ʤʘʻ ʚʠʙʨʘʪʠ ʨʝʞʠʤ çʉʘʡʪʠè (ʨʠʩ. 2.23). 

 
ʈʠʩ. 2.23. ɺʠʙʽʨ ʨʝʞʠʤʫ çʉʘʡʪʠè ʥʘ ʧʘʥʝʣʽ ʩʝʨʚʽʩʽʚ 
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3. ʅʘʪʠʩʢʘʻʤʦ ʩʧʨʘʚʘ ʚ ʚʝʨʭʥʴʦʤʫ ʢʫʪʽ ʟʥʘʯʦʢ  ʽ ʚ 
ʚʠʧʘʜʘʶʯʦʤʫ ʩʧʠʩʢʫ ʚʠʙʠʨʘʻʤʦ ʨʝʞʠʤ ɿʤʽʩʪ ʩʘʡʪʫ (ʨʠʩ. 2.24). 
 

 
 

ʈʠʩ. 2.24. ʄʝʥʶ ʜʣʷ ʩʪʚʦʨʝʥʥʷ ʩʘʡʪʫ 
 

4. ɺʥʠʟʫ ʥʘ ʮʽʡ ʩʪʦʨʽʥʮʽ ʟʥʘʭʦʜʠʤʦ ʨʦʟʜʽʣʠ ʇʽʜʩʘʡʪʠ ʪʘ 
ʥʘʪʠʩʢʘʻʤʦ ʉʪʚʦʨʠʪʠ ʧʽʜ ʩʘʡʪ (ʨʠʩ. 2.25).  
 

 

ʈʠʩ. 2.25. ɺʠʙʽʨ ʨʝʞʠʤʫ ʩʪʚʦʨʝʥʥʷ ʧʽʜʩʘʡʪʫ 
 

5. ʅʘ ʥʘʩʪʫʧʥʠʡ ʩʪʦʨʽʥʮʽ ʟʘʧʦʚʥʶʻʤʦ ʧʦʪʨʽʙʥʽ ʧʦʣʷ: 
ï ʥʘʟʚʘ ʩʘʡʪʫ , 
ï ʦʧʠʩ ʩʘʡʪʫ (ʥʝ ʦʙʦʚôʷʟʢʦʚʦ ʧʦʣʝ), 
ï ʘʜʨʝʩʘ ʩʘʡʪʫ, URL ʧʦ ʷʢʦʤʫ ʩʘʡʪʫ ʙʫʜʝ ʚʽʜʢʨʠʚʘʪʠʩʷ. ʄʦʞʥʘ 
ʚʠʢʦʨʠʩʪʦʚʫʚʘʪʠ ʪʽʣʴʢʠ ʣʘʪʠʥʩʴʢʽ ʩʠʤʚʦʣʠ, 
ï ʰʘʙʣʦʥ, ʷʢʠʡ ʙʫʜʝ ʚʠʢʦʨʠʩʪʦʚʫʚʘʪʠʩʴ ʟʘ ʦʩʥʦʚʫ ʜʣʷ ʩʘʡʪʫ.  
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ɺ ʨʦʟʜʽʣʽ ʅʘʩʪʨʦʶʚʘʥʥʷ ʟʥʘʭʦʜʪ̫ʴʩʷ ʰʘʙʣʦʥʠ, ʱʦ ʤʦʞʥʘ 
ʚʠʢʦʨʠʩʪʦʚʫʚʘʪʠ (ʨʠʩ. 2.26). 

 
ʈʠʩ. 2.26. ɺʥʝʩʝʥʥʷ ʜʘʥʠʭ ʧʨʦ ʥʦʚʠʡ ʩʘʡʪ 

 
6. ʇʽʩʣʷ ʪʦʛʦ ʷʢ ʚʩʽ ʧʦʣʷ ʟʘʧʦʚʥʝʥʽ, ʪʦ ʥʘʪʠʩʢʘʻʤʦ ʢʥʦʧʢʫ 
ʉʪʚʦʨʠʪʠ (ʨʠʩ. 2.27). 
 

 
ʈʠʩ. 2.27. ʉʘʡʪ ʩʪʚʦʨʝʥʦ 

 
ʆʜʥʠʤ ʽʟ ʚʘʞʣʠʚʠʭ ʬʘʢʪʦʨʽʚ ʻ ʨʦʟʨʦʙʢʘ ʜʠʟʘʡʥʫ ʩʘʡʪʫ ʪʘ ʡʦʛʦ 

ʥʘʧʦʚʥʝʥʥʷ (ʨʠʩ. 2.28). 
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ʈʠʩ. 2.28. ʅʘʙʽʨ ʽʥʩʪʨʫʤʝʥʪʽʚ ʜʣʷ ʟʤʽʥʠ ʜʠʟʘʡʥʫ ʩʘʡʪʫ 

 
7. ʑʦʙ ʧʦʜʠʚʠʪʠʩʴ ʩʪʚʦʨʝʥʽ ʩʘʡʪʠ, ʧʦʚʪʦʨʽʪʴ ʧʫʥʢʪ 1 ʽ ʚ ʩʧʠʩʢʫ 
ʇʽʜʩʘʡʪʠ ʙʫʜʫʪʴ ʚʽʜʦʙʨʘʞʝʥʽ ʩʪʚʦʨʝʥʽ ʧʽʜʩʘʡʪʠ. 
8. ɼʣʷ ʟʤʽʥʠ ʜʠʟʘʡʥʫ ʩʘʡʪʫ ʚʠʙʠʨʘʻʤʦ ʜʣʷ ʥʴʦʛʦ ʰʘʙʣʦʥ : ʩʘʡʪ-
ʜʦʢʫʤʝʥʪ, ʩʘʡʪ-ʧʦʩʠʣʘʥʥʷ, ʬʦʨʫʤ ʽ ʪ.ʜ. (ʨʠʩ. 2.29). 
 

 
ʈʠʩ. 2.29. ɿʤʽʩʪ  ʩʘʡʪʫ 

 
9. ɼʣʷ ʟʙʝʨʝʞʝʥʥʷ ʘʜʨʝʩʠ ʩʘʡʪʫ, ʥʝʦʙʭʽʜʥʦ ʚʽʜʢʨʠʪʠ ʡʦʛʦ ʽ 
ʩʢʦʧʽʶʚʘʪʠ ʧʦʩʠʣʘʥʥʷ ʥʘ ʥʴʦʛʦ (ʨʠʩ. 2.30). 
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ʈʠʩ. 2.30. ɸʜʨʝʩʘ ʩʘʡʪʫ 

 
10. ʇʽʩʣʷ ʩʪʚʦʨʝʥʥʷ ʰʘʙʣʦʥʫ ʩʘʡʪʫ, ʤʦʞʥʘ ʧʨʠʩʪʫʧʠʪʠ ʜʦ ʡʦʛʦ 
ʥʘʧʦʚʥʝʥʥʷ. ʆʙʛʦʚʦʨʽʪʴ ʟ ʫʯʥʷʤʠ ʘʙʦ ʢʦʣʝʛʘʤʠ ʥʘʩʪʫʧʥʽ ʧʠʪʘʥʥʷ: 
ʨʫʙʨʠʢʠ ʩʘʡʪʫ, ʦʮʽʥʶʚʘʥʥʷ ʩʘʡʪʫ, ʦʨʛʘʥʽʟʘʮʽʶ ʢʦʣʝʢʪʠʚʥʦʛʦ 
ʥʘʧʦʚʥʝʥʥʷ ʩʘʡʪʫ. 
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ʈʆɿɼɯʃ 3. ʄɽʊʆɼʀʏʅɯ ʈɽʂʆʄɽʅɼɸʎɯɰ ʑʆɼʆ 

ʇʈʆɽʂʊʋɺɸʅʅʗ ʍʆʅʉ ʅɸ ʈɯɺʅɯ ɺʏʀʊɽʃʗ-ʇʈɽɼʄɽʊʅʀʂɸ 
 

3.1. ʍʤʘʨʥ̔ ʩʝʨʚʽʩʠ ʚ ʰʢʦʣʽ 
 

ʉʫʯʘʩʥʠʡ ʝʪʘʧ ʨʦʟʚʠʪʢʫ ʩʫʩʧʽʣʴʩʪʚʘ ʭʘʨʘʢʪʝʨʠʟʫʻʪʴʩʷ 
ʙʫʨʭʣʠʚʠʤ ʨʦʟʚʠʪʢʦʤ ʽʥʬʦʨʤʘʮʽʡʥʠʭ ʪʝʭʥʦʣʦʛʽʡ. ʎʝ ʚʠʤʘʛʘʻ ʟʤʽʥ ʫ 
ʚʩʽʭ ʩʬʝʨʘʭ ʜʽʷʣʴʥʦʩʪʽ ʣʶʜʠʥʠ ʽ, ʥʘʩʘʤʧʝʨʝʜ, ʫ ʥʘʚʯʘʥʥʽ. 

ɿ ʨʦʟʚʠʪʢʦʤ ʭʤʘʨʥʠʭ ʦʙʯʠʩʣʝʥʴ ʟôʷʚʠʣʘʩʷ ʤʦʞʣʠʚʽʩʪʴ 
ʟʘʙʝʟʧʝʯʠʪʠ ʧʦʚʩʶʜʥʠʡ ʜʦʩʪʫʧ ʜʦ ʧʨʦʛʨʘʤʥʦʛʦ ʟʘʙʝʟʧʝʯʝʥʥʷ ʽ 
ʨʽʟʥʠʭ ʩʝʨʚʽʩʽʚ ʤʝʨʝʞʽ ɯʥʪʝʨʥʝʪ. ʊʦʤʫ  ʭʤʘʨʥʽ ʩʝʨʚʽʩʠ ʜʦʟʚʦʣʷʶʪʴ 
ʧʝʨʝʥʝʩʪʠ ʦʙʯʠʩʣʶʚʘʣʴʥʽ ʨʝʩʫʨʩʠ, ʧʨʦʛʨʘʤʥʝ ʟʘʙʝʟʧʝʯʝʥʥʷ ʡ 
ʜʦʢʫʤʝʥʪʠ ʥʘ ʚʽʜʜʘʣʝʥʽ ɯʥʪʝʨʥʝʪ-ʩʝʨʚʝʨʠ ʽ ʥʝ ʟʙʝʨʽʛʘʪʠ ʚʝʣʠʢʽ ʦʙʩʷʛʠ 
ʽʥʬʦʨʤʘʮʽʾ ʥʘ ʩʚʦʾʭ ʢʦʤʧôʶʪʝʨʘʭ. ʇʨʠʢʣʘʜʦʤ ʭʤʘʨʦ ʦʨʽʻʥʪʦʚʘʥʦʛʦ 
ʩʝʨʚʽʩʫ ʻ Office 365. 

ʃʶʜʠ, ʷʢʽ ʢʦʨʠʩʪʫʶʪʴʩʷ ʭʤʘʨʥʠʤʠ ʩʝʨʚʽʩʘʤʠ ʜʣʷ ʩʪʚʦʨʝʥʥʷ 
ʧʨʝʟʝʥʪʘʮʽʡ, ʜʦʢʫʤʝʥʪʽʚ ʯʠ ʦʙʛʦʚʦʨʶʶʪʴ ʨʽʟʥʽ ʧʦʜʽʾ, ʦʙôʻʜʥʫʶʪʴʩʷ ʫ 
ʚʽʨʪʫʘʣʴʥʽ ʩʧʽʣʴʥʦʪʠ. ʇʨʠʢʣʘʜʦʤ ʚʽʨʪʫʘʣʴʥʦʾ ʩʧʽʣʴʥʦʪʠ ʤʦʞʫʪʴ ʙʫʪʠ 
ʫʯʥʽ 9ɸ ʢʣʘʩʫ, ʷʢʽ ʚʠʢʦʨʠʩʪʦʚʫʶʪʴ Office 365 ʜʣʷ ʨʝʘʣʽʟʘʮʽʾ ʧʨʦʝʢʪʫ 
çʄʦʷ ʰʢʦʣʘè. 

ʇʦʟʥʘʡʦʤʠʤʦʩʷ ʜʝʪʘʣʴʥʦ ʽʟ ʩʝʨʚʽʩʘʤʠ Office 365 ʪʘ ʩʪʚʦʨʝʥʠʤ 
ʥʘ ʾʭʥʽʡ ʦʩʥʦʚʽ ʭʤʘʨʦ  ʦʨʽʻʥʪʦʚʘʥʠʤ ʥʘʚʯʘʣʴʥʠʤ ʩʝʨʝʜʦʚʠʱʝʤ 
(ʍʆʅʉ). 

ʍʤʘʨʥʽ ʩʝʨʚʽʩʠ ʜʘʶʪʴ ʤʦʞʣʠʚʽʩʪʴ ʚʠʢʦʨʠʩʪʦʚʫʚʘʪʠ ʨʽʟʥʦʤʘʥʽʪʥʽ 
ʛʘʜʞʝʪʠ (ʥʦʫʪʙʫʢʠ, ʧʣʘʥʰʝʪʠ, ʟʚʠʯʘʡʥʽ ʢʦʤʧôʶʪʝʨʠ) ʽ ʥʝ ʟʘʣʝʞʘʪʠ ʚʽʜ 
ʪʠʧʫ ʦʧʝʨʘʮʽʡʥʦʾ ʩʠʩʪʝʤʠ. ɺʦʥʠ ʧʨʘʮʶʶʪʴ ʚ Linux, Windowôs ʪʘ 
Android, Apple. 

ʈʦʟʛʦʨʥʫʪʝ ʭʤʘʨʦ  ʦʨʽʻʥʪʦʚʘʥʝ ʥʘʚʯʘʣʴʥʝ  ʩʝʨʝʜʦʚʠʱʝ ʥʘʛʘʜʫʻ 
ʟʘ ʩʚʦʻʶ ʩʫʪʪʶ ʚʽʨʪʫʘʣʴʥʫ ʤʘʰʠʥʫ ʟ ʥʝʦʙʤʝʞʝʥʠʤʠ ʤʦʞʣʠʚʦʩʪʷʤʠ 
ʩʧʽʚʧʨʘʮʽ, ʢʦʤʫʥʽʢʘʮʽʾ, ʢʦʦʧʝʨʘʮʽʾ ʪʘ ʦʥ-ʣʘʡʥʦʚʦʛʦ ʥʘʚʯʘʥʥʷ. 

 ɼʣ ̫ʥʘʚʯʘʣʴʥʠʭ ʟʘʢʣʘʜʽʚ ʜʦʩʪʫʧʥʽ ʥʘʩʪʫʧʥʽ ʩʝʨʚʽʩʠ: ʝʣʝʢʪʨʦʥʥʘ 
ʧʦʰʪʘ Outlook, ʝʣʝʢʪʨʦʥʥʠʡ ʢʘʣʝʥʜʘʨ, ʪʝʢʩʪʦʚʠʡ ʨʝʜʘʢʪʦʨ Word 
Online, ʝʣʝʢʪʨʦʥʥʽ ʢʥʠʛʠ Excel Online, ʝʣʝʢʪʨʦʥʥʠʡ ʟʘʧʠʩʥʠʢ 
OneNote, ʨʝʜʘʢʪʦʨ ʧʨʝʟʝʥʪʘʮʽʡ PowerPoint Online, ʩʦʮʽʘʣʴʥʘ ʤʝʨʝʞʘ 
Yammer. ʇʦʟʥʘʡʦʤʠʤʦʩʷ ʜʝʪʘʣʴʥʽʰʝ ʟ ʤʦʞʣʠʚʦʩʪʷʤʠ ʨʦʙʦʪʠ 
ʝʣʝʢʪʨʦʥʥʦʾ ʧʦʰʪʠ, ʚʝʜʝʥʥʷ ʢʘʣʝʥʜʘʨʷ, ʩʧʽʣʢʫʚʘʥʥʷ ʚ ʩʦʮʽʘʣʴʥʽʡ 
ʤʝʨʝʞʽ Yammer, ʨʦʟʨʦʙʣʝʥʥʷʤ ʩʘʡʪʽʚ, ʩʪʚʦʨʝʥʥʷʤ ʨʽʟʥʦʤʘʥʽʪʥʠʭ ʦʥ-
ʣʘʡʥʦʚʠʭ ʜʦʢʫʤʝʥʪʽʚ.  

ʋʩʽ ʫʯʘʩʥʠʢʠ ʥʘʚʯʘʣʴʥʦʛʦ ʧʨʦʮʝʩʫ ʧʽʜ ʯʘʩ ʘʢʪʠʚʘʮʽʾ ʦʙʣʽʢʦʚʦʛʦ 
ʟʘʧʠʩʫ ʧʦʪʨʘʧʣʷʶʪʴ ʥʘ ʩʪʦʨʽʥʢʫ ʝʣʝʢʪʨʦʥʥʦʾ ʧʦʰʪʠ Outlook. 
 
 
3.2. ʈʦʙʦʪʘ ʟ ʝʣʝʢʪʨʦʥʥʦʶ ʧʦʰʪʦʶ Outlook 
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ɽʣʝʢʪʨʦʥʥʘ ʧʦʰʪʘ (ʘʥʛʣ. e-mail, ʘʙʦ email, ʩʢʦʨ. ɺʽʜ electronic 

mail) ½ ʧʦʧʫʣʷʨʥʠʡ ʩʝʨʚʽʩ ʚ ɯʥʪʝʨʥʝʪʽ, ʱʦ ʫʤʦʞʣʠʚʣʶʻ ʦʙʤʽʥ 
ʜʘʥʠʤʠ ʙʫʜʴ-ʷʢʦʛʦ ʟʤʽʩʪʫ. 

ɽʣʝʢʪʨʦʥʥʦʶ ʧʦʰʪʦʶ ʤʦʞʥʘ ʥʘʜʩʠʣʘʪʠ ʥʝ ʣʠʰʝ ʪʝʢʩʪʦʚʽ 
ʧʦʚʽʜʦʤʣʝʥʥʷ, ʘ ʡ ʜʦʢʫʤʝʥʪʠ, ʛʨʘʬʽʢʫ, ʘʫʜʽʦ, ʚʽʜʝʦʬʘʡʣʠ, ʧʨʦʛʨʘʤʠ 
ʪʦʱʦ. ʏʝʨʝʟ ʝʣʝʢʪʨʦʥʥʫ ʧʦʰʪʫ ʤʦʞʥʘ ʦʪʨʠʤʘʪʠ ʧʦʩʣʫʛʠ ʽʥʰʠʭ 
ʩʝʨʚʽʩʥʠʭ ʤʝʨʝʞ. 

ɽʣʝʢʪʨʦʥʥʘ ʧʦʰʪʘ Outlook ½ ʪʠʧʦʚʠʡ ʩʝʨʚʽʩ ʚʽʜʢʣʘʜʝʥʦʛʦ 
ʟʯʠʪʫʚʘʥʥʷ (Off-line).  

ʇʽʩʣʷ ʚʽʜʧʨʘʚʣʝʥʥʷ ʧʦʚʽʜʦʤʣʝʥʥʷ, ʚ ʙʽʣʴʰʦʩʪʽ ʚʠʧʘʜʢʽʚ ʫ 
ʚʠʛʣʷʜʽ ʟʚʠʯʘʡʥʦʛʦ ʪʝʢʩʪʫ, ʘʜʨʝʩʘʪ ʦʪʨʠʤʫʻ ʡʦʛʦ ʥʘ ʩʚʽʡ ʢʦʤʧ'ʶʪʝʨ. 
ʇʦʪʽʤ, ʫ ʟʨʫʯʥʠʡ ʜʣʷ ʘʜʨʝʩʘʪʘ ʯʘʩ, ʟʥʘʡʦʤʠʪʴʩʷ ʟ ʥʠʤ. 

ɽʣʝʢʪʨʦʥʥʘ ʧʦʰʪʘ ʩʭʦʞʘ ʥʘ ʟʚʠʯʘʡʥʫ ʧʦʰʪʫ. ɿʚʠʯʘʡʥʠʡ ʣʠʩʪ 
ʩʢʣʘʜʘʻʪʴʩʷ ʽʟ ʢʦʥʚʝʨʪʘ, ʥʘ ʷʢʦʤʫ ʟʘʟʥʘʯʝʥʦ ʘʜʨʝʩʫ ʦʪʨʠʤʫʚʘʯʘ ʽ 

ʩʪʦʷʪʴ ʰʪʘʤʧʠ ʧʦʰʪʦʚʠʭ ʚʽʜʜʽʣʝʥʴ ʰʣʷʭʫ ʩʣʽʜʫʚʘʥʥʷ, ʽ ʚʤʽʩʪʫ ½ 
ʚʣʘʩʥʝ ʣʠʩʪʘ. ɽʣʝʢʪʨʦʥʥʠʡ ʣʠʩʪ ʩʢʣʘʜʘʻʪʴʩʷ ʽʟ ʟʘʛʦʣʦʚʢʽʚ, ʷʢʽ 
ʤʽʩʪʷʪʴ ʩʣʫʞʙʦʚʫ ʽʥʬʦʨʤʘʮʽʶ (ʧʨʦ ʘʚʪʦʨʘ ʣʠʩʪʘ, ʦʪʨʠʤʫʚʘʯʘ, ʰʣʷʭ 
ʧʨʦʭʦʜʞʝʥʥʷ ʣʠʩʪʘ). ʗʢ ʽ ʫ ʟʚʠʯʘʡʥʦʤʫ ʣʠʩʪʽ, ʤʦʞʥʘ ʧʦʩʪʘʚʠʪʠ ʩʚʽʡ 
ʧʽʜʧʠʩ. ɿʚʠʯʘʡʥʠʡ ʣʠʩʪ ʤʦʞʝ ʥʝ ʜʽʡʪʠ ʜʦ ʘʜʨʝʩʘʪʘ ʘʙʦ ʜʽʡʪʠ ʟ 

ʟʘʧʽʟʥʝʥʥʷʤ, ½ ʘʥʘʣʦʛʽʯʥʦ ʽ ʝʣʝʢʪʨʦʥʥʠʡ ʣʠʩʪ. ɿʚʠʯʘʡʥʠʡ ʣʠʩʪ 

ʜʦʚʦʣʽ ʜʝʰʝʚʠʡ, ʘ ʝʣʝʢʪʨʦʥʥʘ ʧʦʰʪʘ ½ ʥʘʡʜʝʰʝʚʰʠʡ ʚʠʜ ʟʚ'ʷʟʢʫ. 
ʆʪʞʝ, ʝʣʝʢʪʨʦʥʥʘ ʧʦʰʪʘ ʤʘʻ ʧʝʨʝʚʘʛʠ (ʧʨʦʩʪʦʪʫ, ʜʝʰʝʚʠʟʥʫ, 

ʤʦʞʣʠʚʽʩʪʴ ʧʝʨʝʩʠʣʘʥʥʷ ʥʝʪʝʢʩʪʦʚʦʾ ʽʥʬʦʨʤʘʮʽʾ, ʤʦʞʣʠʚʽʩʪʴ 
ʧʽʜʧʠʩʘʪʠ ʽ ʟʘʰʠʬʨʫʚʘʪʠ ʣʠʩʪ) ʽ ʥʝʜʦʣʽʢʠ (ʥʝʛʘʨʘʥʪʦʚʘʥʠʡ ʯʘʩ 
ʧʝʨʝʩʠʣʘʥʥʷ, ʤʦʞʣʠʚʽʩʪʴ ʜʦʩʪʫʧʫ ʜʣʷ ʪʨʝʪʽʭ ʦʩʽʙ ʧʽʜ ʯʘʩ 
ʧʝʨʝʩʠʣʘʥʥʷ, ʥʝ ʽʥʪʝʨʘʢʪʠʚʥʽʩʪʴ) ʟʚʠʯʘʡʥʦʾ ʧʦʰʪʠ. ɸʣʝ ʚ ʥʠʭ ʻ ʽ 
ʩʫʪʪʻʚʽ ʚʽʜʤʽʥʥʦʩʪʽ. ɺʘʨʪʽʩʪʴ ʧʝʨʝʩʠʣʘʥʥʷ ʟʚʠʯʘʡʥʦʾ ʧʦʰʪʠ ʟʥʘʯʥʦʶ 
ʤʽʨʦʶ ʟʘʣʝʞʠʪʴ ʚʽʜ ʪʦʛʦ, ʢʫʜʠ ʚʦʥʘ ʧʦʚʠʥʥʘ ʙʫʪʠ ʜʦʩʪʘʚʣʝʥʘ, ʾʾ 
ʨʦʟʤ̔ʨʫ ʽ ʪʠʧʫ. ʋ ʝʣʝʢʪʨʦʥʥʦʾ ʧʦʰʪʠ ʪʘʢʦʾ ʟʘʣʝʞʥʦʩʪʽ ʥʝʤʘʻ. 
ɽʣʝʢʪʨʦʥʥʠʡ ʣʠʩʪ ʤʦʞʥʘ ʰʠʬʨʫʚʘʪʠ ʡ ʧʽʜʧʠʩʫʚʘʪʠ ʥʘʜʽʡʥʽʰʝ ʪʘ 

ʟʨʫʯʥʽʰʝ, ʥʽʞ ʣʠʩʪ ʥʘ ʧʘʧʝʨʽ ½ ʜʣʷ ʦʩʪʘʥʥʴʦʛʦ, ʚʣʘʩʥʝ, ʚʟʘʛʘʣʽ ʥʝ 
ʽʩʥʫʻ ʟʘʛʘʣʴʥʦʧʨʠʡʥʷʪʠʭ ʟʘʩʦʙʽʚ ʰʠʬʨʫʚʘʥʥʷ. ʐʚʠʜʢʽʩʪʴ ʜʦʩʪʘʚʢʠ 
ʝʣʝʢʪʨʦʥʥʠʭ ʣʠʩʪʽʚ ʥʘʙʘʛʘʪʦ ʚʠʱʘ, ʥʽʞ ʧʘʧʝʨʦʚʠʭ. ɿʘʛʘʣʦʤ, ʟʘʣʝʞʥʦ 
ʚʽʜ ʨʦʟʤʽʨʫ ʣʠʩʪʘ ʪʘ ʰʚʠʜʢʦʩʪʽ ʢʘʥʘʣʫ ʟʚ'ʷʟʢʫ, ʜʦʩʪʘʚʢʘ 
ʝʣʝʢʪʨʦʥʥʦʛʦ ʣʠʩʪʘ ʪʨʠʚʘʻ ʚ ʩʝʨʝʜʥʴʦʤʫ ʚʽʜ ʢʽʣʴʢʦʭ ʩʝʢʫʥʜ ʜʦ 
ʢʽʣʴʢʦʭ ʭʚʠʣʠʥ. ʑʦʧʨʘʚʜʘ, ʤʦʞʫʪʴ ʙʫʪʠ ʟʘʪʨʠʤʢʠ ʯʝʨʝʟ ʟʙʦʾ ʚ ʨʦʙʦʪʽ 
ʧʦʰʪʦʚʠʭ ʩʝʨʚʝʨʽʚ. 

ʋ ʭʤʘʨʦ  ʦʨʽʻʥʪʦʚʘʥʦʤʫ ʩʝʨʝʜʦʚʠʱʽ ʚʠʢʦʨʠʩʪʦʚʫʶʪʴ ʧʦʧʫʣʷʨʥʫ 
ʧʦʰʪʦʚʫ ʧʨʦʛʨʘʤʫ-ʢʣʽʻʥʪ Outlook (ʨʠʩ. 3.1). 

 

http://uk.wikipedia.org/wiki/%D0%94%D0%BE%D0%BA%D1%83%D0%BC%D0%B5%D0%BD%D1%82
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ʈʠʩ. 3.1. ɼʦʩʪʫʧ ʜʦ ʝʣʝʢʪʨʦʥʥʦʾ ʧʦʰʪʠ Outlook 
 
ɼʣʷ ʩʪʚʦʨʝʥʥʷ ʥʦʚʦʛʦ ʧʦʚʽʜʦʤʣʝʥʥʷ ʚʠʢʦʨʠʩʪʦʚʫʶʪʴ  

ʩʪʘʥʜʘʨʪʥʠʡ ʨʝʞʠʤ ( ) ʉʪʚʦʨʠʪʠ ʧʦʚʽʜʦʤʣʝʥʥʷè (ʨʠʩ. 3.2). 

 
ʈʠʩ. 3.2. ʉʪʚʦʨʝʥʥʷ ʥʦʚʦʛʦ ʧʦʚʽʜʦʤʣʝʥʥʷ 

 
ɽʣʝʢʪʨʦʥʥʠʡ ʣʠʩʪ ʩʪʚʦʨʶʻʪʴʩʷ ʟʚʠʯʘʡʥʠʤ ʯʠʥʦʤ. ʋ ʧʦʣʝ ʂʦʤʫ 

ʚʚʦʜʠʪʴʩʷ ʝʣʝʢʪʨʦʥʥʘ ʘʜʨʝʩʘ ʢʦʨʠʩʪʫʚʘʯʘ. ʋ ʧʦʣʝ ʊʝʤʘ ʚʚʦʜʠʪʴʩʷ 
ʧʦʚʽʜʦʤʣʝʥʥʷ, ʥʘʧʨʠʢʣʘʜ, çʈʦʟʧʦʯʘʪʦ ʰʢʽʣʴʥʠʡ ʧʨʦʝʢʪ 
çɽʥʝʨʛʦʟʙʝʨʝʞʝʥʥʷèè (ʨʠʩ. 3.3).  

 
ʈʠʩ.3.3. ʌʦʨʤʫʚʘʥʥʷ ʝʣʝʢʪʨʦʥʥʦʛʦ ʣʠʩʪʘ  

 



 

 

99 

 

ɿʘ ʧʦʪʨʝʙʠ çʚʢʣʘʜʘʶʪʴè (ʧʨʠʢʨʽʧʣʶʶʪʴ) ʪʝʢʩʪʦʚʽ ʬʘʡʣʠ, ʬʦʪʦ- 
ʤʘʪʝʨʽʘʣʠ, ʘʨʭʽʚʠ ʪʦʱʦ. ʇʦʪʽʤ ʣʠʩʪ ʥʘʜʩʠʣʘʻʪʴʩʷ (ʨʠʩ. 3.4). 

 

 
ʈʠʩ. 3.4.  ɺʩʪʘʚʣʝʥʥʷ ʟʦʙʨʘʞʝʥʥʷ ʜʦ ʝʣʝʢʪʨʦʥʥʦʛʦ ʣʠʩʪʘ 

 
ɺ Office365 ʥʝ ʧʦʪʨʽʙʥʦ ʟʘʧʘʤôʷʪʦʚʫʚʘʪʠ ʝʣʝʢʪʨʦʥʥʽ ʘʜʨʝʩʠ 

ʢʦʨʝʩʧʦʥʜʝʥʪʽʚ, ½ ʜʦʩʪʘʪʥʴʦ ʟʥʘʪʠ ʧʨʽʟʚʠʱʝ ʘʜʨʝʩʘʪʘ, ʘ ʩʠʩʪʝʤʘ 
ʩʘʤʘ ʧʽʜʢʘʞʝ ʘʜʨʝʩʫ ʝʣʝʢʪʨʦʥʥʦʾ ʩʢʨʠʥʴʢʠ (ʨʠʩ. 3.5). 
 

 
ʈʠʩ. 3.5. ɺʠʙʽʨ ʢʦʨʝʩʧʦʥʜʝʥʪʘ 

 
ɺ Office365 ʽʩʥʫʻ ʢʽʣʴʢʘ ʜʦʜʘʪʢʦʚʠʭ ʤʦʞʣʠʚʦʩʪʝʡ ʨʦʙʦʪʠ ʟ 

ʧʦʰʪʦʶ: ʧʦʢʘʟʘʪʠ ʧʨʠʭʦʚʘʥʫ ʢʦʧʽʶ ʣʠʩʪʘ, ʧʝʨʝʚʽʨʠʪʠ ʽʤʝʥʘ, 
ʚʩʪʘʥʦʚʠʪʠ ʚʘʞʣʠʚʽʩʪʴ, ʚʽʜʬʦʨʤʘʪʫʚʘʪʠ ʪʝʢʩʪ ʟʘ ʧʦʪʨʝʙʦʶ ʽ ʪ.ʜ. 
(ʨʠʩ. 3.6). 
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ʈʠʩ. 3.6. ɼʦʜʘʪʢʦʚʽ ʤʦʞʣʠʚʦʩʪʽ ʨʦʙʦʪʠ ʟ ʝʣʝʢʪʨʦʥʥʦʶ ʧʦʰʪʦʶ 

 
ɺʘʞʣʠʚʠʤ ʫ ʨʦʙʦʪʽ ʻ ʩʪʨʫʢʪʫʨʘ ʧʘʧʦʢ ʝʣʝʢʪʨʦʥʥʦʾ ʧʦʰʪʠ. 

ʉʪʘʥʜʘʨʪʥʠʤʠ ʻ ʧʘʧʢʠ: ʦʙʨʘʥʝ (ʚʭʽʜʥʽ, ʥʘʜʽʩʣʘʥʽ, ʯʝʨʥʝʪʢʠ), ʢʦʥʪʘʢʪʠ 
(ʣʠʩʪʠ ʚʽʜ ʦʩʽʙ, ʟ ʷʢʠʤʠ ʥʘʡʯʘʩʪʽʰʝ ʩʧʽʣʢʫʻʪʝʩʴ) ʽ ʪ.ʜ.  

ʋ ʨʦʙʦʪʽ ʫʯʥʷ ʝʣʝʢʪʨʦʥʥʘ ʩʢʨʠʥʴʢʘ ʚʠʢʦʨʠʩʪʦʚʫʻʪʴʩʷ ʷʢ 
ʩʭʦʚʠʱʝ ʚʽʜʛʫʢʽʚ ʫʯʠʪʝʣʷ ʥʘ ʜʦʤʘʰʥʽ ʨʦʙʦʪʠ. ʊʦʤʫ ʚʘʞʣʠʚʠʤ ʻ 
ʬʦʨʤʫʚʘʥʥʷ ʚʤʽʩʪʫ ʩʢʨʠʥʴʢʠ, ʘ ʩʘʤʝ: ʩʪʚʦʨʝʥʥʷ ʧʘʧʦʢ ʫʯʠʪʝʣʽʚ (ʧʦ 
ʧʨʝʜʤʝʪʘʭ) ʘʙʦ ʛʨʫʧ (ʨʠʩ. 3.7). 

ʅʘʧʨʠʢʣʘʜ, ʩʪʚʦʨʶʻʤʦ ʧʘʧʢʫ çʄʘʪʝʤʘʪʠʢʘè. ɺʽʜʢʨʠʚʘʻʤʦ 
ʢʦʥʪʝʢʩʪʥʝ ʤʝʥʶ ʥʘ çɺʭʽʜʥʠʭè, ʚʠʙʠʨʘʻʤʦ çʩʪʚʦʨʠʪʠ ʥʦʚʫ ʧʘʧʢʫè, 
ʚʚʦʜʠʤʦ ʥʘʟʚʫ ʢʣʘʩʫ çʄʘʪʝʤʘʪʠʢʘè.  

 
ʈʠʩ. 3.7. ʉʪʚʦʨʝʥʥʷ ʥʦʚʦʾ ʧʘʧʢʠ 

 
ɺʘʞʣʠʚʠʤ ʻ ʡ ʧʝʨʝʥʘʧʨʘʚʣʝʥʥʷ ʚʭʽʜʥʠʭ ʣʠʩʪʽʚ ʜʣʷ ʟʙʝʨʽʛʘʥʥʷ ʫ 

ʚʽʜʧʦʚʽʜʥʠʭ ʧʘʧʢʘʭ. 
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ʊʘʢ, ʥʘ ʚʭʽʜʥʦʤʫ ʣʠʩʪʽ ʚʽʜ ʫʯʠʪʝʣʷ ʤʘʪʝʤʘʪʠʢʠ ʨʦʟʢʨʠʚʘʻʤʦ 
ʢʦʥʪʝʢʩʪʥʝ ʤʝʥʶ, ʚʠʙʠʨʘʻʤʦ çʩʪʚʦʨʠʪʠ ʧʨʘʚʠʣʦè (ʨʠʩ. 3.8), ʧʠʰʝʤʦ 
ʥʘʟʚʫ ʧʨʝʜʤʝʪʘ, ʚʠʙʠʨʘʻʤʦ ʜʽʶ çʧʝʨʝʤʽʩʪʠʪʠè, ʧʦʪʽʤ çʧʦʪʨʽʙʥʫ 
ʧʘʧʢʫè ʽ ʥʘʪʠʩʢʘʻʤʦ çʆʢè. ʊʘʢʘ ʧʨʦʮʝʜʫʨʘ ʟʜʽʡʩʥʶʻʪʴʩʷ ʦʜʠʥ ʨʘʟ. 
ɼʘʣʽ ʣʠʩʪʠ ʚʽʜ ʮʴʦʛʦ ʘʜʨʝʩʘʪʘ ʘʚʪʦʤʘʪʠʯʥʦ ʧʦʪʨʘʧʣʷʪʠʤʫʪʴ ʜʦ 
ʧʘʧʢʠ çʄʘʪʝʤʘʪʠʢʘè (ʨʠʩ. 3.9). 
 

 
ʈʠʩ. 3.8. ʉʪʚʦʨʝʥʥʷ ʧʨʘʚʠʣʘ 

 

 
ʈʠʩ. 3.9. ʇʝʨʝʥʘʧʨʘʚʣʝʥʥʷ ʣʠʩʪʘ ʜʦ ʧʘʧʢʠ 

ɼɯʃʀʄʆʉʗ ɼʆʉɺɯɼʆʄ 
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ɼʣʷ ʩʪʚʦʨʝʥʥʷ ʩʪʨʫʢʪʫʨʦʚʘʥʦʾ ʧʦʰʪʦʚʦʾ ʩʢʨʠʥʴʢʠ, ʣʝʛʢʦʾ ʫ 
ʚʠʢʦʨʠʩʪʘʥʥʽ ʚʯʠʪʝʣʴ ʤʘʻ ʩʧʨʦʝʢʪʫʚʘʪʠ ʾʾ ʟʤʽʩʪ. ɼʣʷ ʮʴʦʛʦ ʧʦʪʨʽʙʥʦ 
ʩʪʚʦʨʠʪʠ ʩʠʩʪʝʤʫ ʧʘʧʦʢ  ʷʢ ʜʣʷ ʟʘʙʝʟʧʝʯʝʥʥʷ ʥʘʚʯʘʣʴʥʦʛʦ ʧʨʦʮʝʩʫ, 
ʪʘʢ ʜʣʷ ʚʣʘʩʥʠʭ ʧʦʪʨʝʙ ʽ ʚʠʢʦʥʘʪʠ ʧʝʨʝʥʘʧʨʘʚʣʝʥʥʷ ʣʠʩʪʽʚ. 
ʇʨʠʢʣʘʜ ʩʪʨʫʢʪʫʨʦʚʘʥʦʾ ʝʣʝʢʪʨʦʥʥʦʾ ʩʢʨʠʥʴʢʠ (ʨʠʩ. 3.10): 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

ʈʠʩ. 3.10. ʉʪʨʫʢʪʫʨʘ ʝʣʝʢʪʨʦʥʥʦʾ ʩʢʨʠʥʴʢʠ ʚʯʠʪʝʣʷ 
 

3.3. ʈʦʙʦʪʘ ʟ ʢʘʣʝʥʜʘʨʷʤʠ 
 

ʂʘʣʝʥʜʘʨ ʚʽʜʦʙʨʘʞʘʻʪʴʩʷ ʧʽʩʣʷ ʥʘʪʠʩʢʘʥʥʷ ʢʦʤʘʥʜʠ 
çʢʘʣʝʥʜʘʨè ʫ ʨʷʜʢʫ ʤʝʥʶ ʪʘ ʦʨʽʻʥʪʦʚʘʥʠʡ ʥʘ ʟʘʩʪʦʩʫʚʘʥʥʷ ʫ ʭʤʘʨʦ  
ʦʨʽʻʥʪʦʚʘʥʦʤʫ ʥʘʚʯʘʣʴʥʦʤʫ ʩʝʨʝʜʦʚʠʱʽ ʜʣʷ ʬʽʢʩʘʮʽʾ ʧʦʜʽʡ, ʟʘʭʦʜʽʚ, 
ʪʦʱʦ (ʨʠʩ. 3.11). 

 

 
ʈʠʩ. 3.11. ɺʠʙʽʨ ʨʝʞʠʤʫ ʨʦʙʦʪʠ çʂʘʣʝʥʜʘʨè 

 

ɿʦʢʨʝʤʘ, ʚ ʢʘʣʝʥʜʘʨʽ ʻ ʪʨʠ ʧʦʜʘʥʥʷ (ʚʽʜʦʙʨʘʞʝʥʥʷ) ½ ʜʝʥʴ, 
ʨʦʙʦʯʠʡ ʪʠʞʜʝʥʴ ʽ ʤʽʩʷʮʴ.  

ʋʯʥʽ-6ɸ 
 

ʋʯʥʽ-6ɹ 
 

ʋʯʥʽ-7ɸ 
 

ʋʯʥʽ-7ɹ 
 

ʂʦʣʝʛʠ 
 

ɼʨʫʟʽ 
 

ɸʜʤʽʽʩʪʨʘʮʽ
 ̫
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ʉʪʦʨʽʥʢʘ ʢʘʣʝʥʜʘʨʷ ʚʤʽʱʘʻ ʧʦʪʦʯʥʫ ʜʘʪʫ, ʷʢʘ ʘʚʪʦʤʘʪʠʯʥʦ 
ʦʥʦʚʣʶʻʪʴʩʷ. ʅʘ ʧʦʨʪʘʣʽ ʜʦʟʚʦʣʷʻʪʴʩʷ ʚʝʩʪʠ ʢʽʣʴʢʘ ʢʘʣʝʥʜʘʨʽʚ, ʷʢʽ 
ʧʦʟʥʘʯʘʶʪʴʩʷ ʨʽʟʥʠʤʠ ʢʦʣʴʦʨʘʤʠ. ɼʣʷ ʽʥʪʝʛʨʘʮʽʾ ʧʦʜʽʡ ʦʜʥʦʯʘʩʥʦ 
ʤʦʞʥʘ ʧʝʨʝʛʣʷʥʫʪʠ 10 ʢʘʣʝʥʜʘʨʽʚ, ʧʦʟʥʘʯʠʚʰʠ ʧʦʪʨʽʙʥʽ ʢʘʣʝʥʜʘʨʽ 
ʛʘʣʦʯʢʦʶ.  

ɼʣʷ ʩʪʚʦʨʝʥʥʷ ʥʦʚʦʛʦ ʢʘʣʝʥʜʘʨʷ (ʨʠʩ. 3.12) ʚʽʜʢʨʠʡʪʝ 
ʢʦʥʪʝʢʩʪʥʝ ʤʝʥʶ ʥʘ ʟʘʢʣʘʜʠʥʮʽ çɯʥʰʽ ʢʘʣʝʥʜʘʨʽè, ʚʠʙʝʨʽʪʴ ʉʪʚʦʨʠʪʠ 
ʢʘʣʝʥʜʘʨ, ʥʘʜʘʡʪʝ ʡʦʤʫ ʥʘʟʚʫ çɿʘʭʦʜʠè, ʚʠʙʝʨʽʪʴ ʜʦʩʪʫʧ 
(ʥʘʧʨʠʢʣʘʜ, ʩʧʽʣʴʥʠʡ) ʽ ʚʥʝʩʽʪʴ ʚʽʜʧʦʚʽʜʥʽ ʜʘʪʠ.  

 

 
ʈʠʩ. 3.12. ʉʪʚʦʨʝʥʥʷ ʥʦʚʦʛʦ ʢʘʣʝʥʜʘʨʷ 

 
ʋʩʽ ʢʦʨʠʩʪʫʚʘʯʽ ʪʘʢʦʛʦ ʢʘʣʝʥʜʘʨʷ ʤʦʞʫʪʴ ʚʥʝʩʪʠ ʜʘʪʠ ʟʘʭʦʜʽʚ, 

ʙʘʪʴʢʽʚʩʴʢʠʭ ʟʙʦʨʽʚ, ʜʘʪʠ ʚʽʜʚʽʜʫʚʘʥʥʷ ʛʫʨʪʢʽʚ, ʜʘʪʠ ʫʯʘʩʪʽ ʚ 
ʦʣʽʤʧʽʘʜʘʭ. ɼʘʥʽ ʧʨʦ ʧʨʦʚʝʜʝʥʥʷ ʟʘʭʦʜʽʚ ʦʜʥʦʯʘʩʥʦ ʦʪʨʠʤʫʶʪʴ ʫʩʽ 
ʢʦʨʠʩʪʫʚʘʯʽ ʮʴʦʛʦ ʢʘʣʝʥʜʘʨʷ. 

ʂʘʣʝʥʜʘʨ ½ ʩʝʨʚʽʩ ʜʣʷ ʧʣʘʥʫʚʘʥʥʷ ʟʫʩʪʨʽʯʝʡ, ʧʦʜʽʡ ʽ ʩʧʨʘʚ. ɺʽʥ 
ʜʦʟʚʦʣʷʻ ʟʘʜʘʚʘʪʠ ʯʘʩ ʟʫʩʪʨʽʯʽ, ʩʪʚʦʨʶʚʘʪʠ ʧʦʚʪʦʨʶʚʘʥʽ ʟʘʭʦʜʠ, 
ʚʩʪʘʥʦʚʣʶʚʘʪʠ ʥʘʛʘʜʫʚʘʥʥʷ, ʘ ʪʘʢʦʞ ʟʘʧʨʦʰʫʚʘʪʠ ʽʥʰʠʭ ʫʯʘʩʥʠʢʽʚ 
(ʾʤ ʚʠʩʠʣʘʻʪʴʩʷ ʧʦʚʽʜʦʤʣʝʥʥʷ ʝʣʝʢʪʨʦʥʥʦʶ ʧʦʰʪʦʶ). 

ʅʘʛʘʜʫʚʘʥʥʷ ʧʨʦ ʧʦʜʽʾ ʤʦʞʥʘ ʦʪʨʠʤʫʚʘʪʠ ʝʣʝʢʪʨʦʥʥʦʶ ʧʦʰʪʦʶ. 
ʈʦʙʦʪʘ ʟ ʂʘʣʝʥʜʘʨʝʤ ʟʜʽʡʩʥʶʻʪʴʩʷ ʫ ʚʽʢʥʽ ʙʨʘʫʟʝʨʘ ʯʝʨʝʟ ʚʝʙ-
ʽʥʪʝʨʬʝʡʩ, ʘ ʚʩʽ ʜʘʥʽ ʟʙʝʨʽʛʘʶʪʴʩʷ ʥʘ ʩʝʨʚʝʨʽ ʄʘʡʢʨʦʩʦʬʪ, ʪʦʤʫ 
ʦʪʨʠʤʘʪʠ ʜʦʩʪʫʧ ʜʦ ʨʦʟʢʣʘʜʫ ʤʦʞʥʘ ʟ ʙʫʜʴ-ʷʢʦʛʦ ʢʦʤʧ'ʶʪʝʨʘ, 
ʧʽʜʢʣʶʯʝʥʦʛʦ ʜʦ ʤʝʨʝʞʽ ɯʥʪʝʨʥʝʪy. 

ɿʘ ʜʦʧʦʤʦʛʠ ʢʘʣʝʥʜʘʨʷ ʤʦʞʥʘ ʚʽʜʩʪʝʞʫʚʘʪʠ ʨʽʟʥʽ ʘʩʧʝʢʪʠ 
ʟʘʚʜʘʥʴ, ʟʦʢʨʝʤʘ ʜʘʪʠ ʧʦʯʘʪʢʫ ʽ ʟʘʚʝʨʰʝʥʥʷ ʡʦʛʦ ʚʠʢʦʥʘʥʥʷ, 
ʚʘʞʣʠʚʽʩʪʴ, ʪʨʠʚʘʣʽʩʪʴ, ʩʪʫʧʽʥʴ ʚʠʢʦʥʘʥʥʷ ʪʦʱʦ. ʗʢʱʦ ʟʘʚʜʘʥʥʷ 
ʧʦʪʨʽʙʥʦ ʚʠʢʦʥʫʚʘʪʠ ʧʦ ʢʽʣʴʢʘ ʨʘʟʽʚ, ʡʦʛʦ ʤʦʞʥʘ ʟʨʦʙʠʪʠ 
ʧʦʚʪʦʨʶʚʘʥʠʤ (ʨʠʩ. 3.13). 
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ʈʠʩ. 3.13. ɺʠʩʪʘʚʣʝʥʥʷ ʨʝʞʠʤʽʚ ʇʝʨʽʦʜʠʯʥʦ ʪʘ ʅʘʛʘʜʫʚʘʥʥʷ 

 
ʋ ʧʦʜʽʾ ʦʙʦʚ'ʷʟʢʦʚʠʤ ʫʯʘʩʥʠʢʦʤ ʻ ʚʠ ʽ, ʤʦʞʣʠʚʦ, ʽʥʰʽ ʜʨʫʟʽ. ɼʣʷ 

ʧʦʜʽʾ ʚ ʢʘʣʝʥʜʘʨʽ ʤʦʞʥʘ ʜʦʜʘʪʠ ʚʢʣʘʜʝʥʥʷ, ʚʢʘʟʘʪʠ ʧʦʜʨʦʙʠʮʽ, 
ʥʘʣʘʛʦʜʠʪʠ ʥʘʛʘʜʫʚʘʥʥʷ. ʄʦʞʥʘ ʪʘʢʦʞ ʩʪʚʦʨʠʪʠ ʧʦʚʪʦʨʶʚʘʥʫ ʧʦʜʽʶ 

½ ʚʦʥʘ ʨʝʛʫʣʷʨʥʦ ʜʦʜʘʚʘʪʠʤʝʪʴʩʷ ʜʦ ʢʘʣʝʥʜʘʨʷ ʘʚʪʦʤʘʪʠʯʥʦ. 
 ʗʢʱʦ ʡʜʝʪʴʩʷ ʧʨʦ ʪʘʢʽ ʧʦʜʽʾ, ʷʢ çʊʠʞʜʝʥʴ ʤʘʪʝʤʘʪʠʢʠè, ʢʦʥʢʫʨʩ 

çɼʞʫʨʘè ʘʙʦ ʚʽʜʚʽʜʫʚʘʥʥʷ ʪʝʘʪʨʫ, ʩʪʚʦʨʽʪʴ ʢʘʣʝʥʜʘʨ çɿʘʭʦʜʠè. 
ʍʤʘʨʥʽ ʢʘʣʝʥʜʘʨʽ, ʯʘʩʪʽʰ ʟʘ ʚʩʝ, ʚʠʢʦʨʠʩʪʦʚʫʶʪʴ ʜʣʷ 

ʧʣʘʥʫʚʘʥʥʷ ʚʣʘʩʥʦʛʦ ʯʘʩʫ ʪʘ ʚʽʜʩʣʽʜʢʦʚʫʚʘʥʥʷ ʰʢʽʣʴʥʠʭ ʟʘʭʦʜʽʚ 
(ʨʠʩ. 3.14). 

 

ʈʠʩ. 3.14. ɿʘʧʦʚʥʝʥʥʷ ʟʘʭʦʜʽʚ ʚ ʝʣʝʢʪʨʦʥʥʦʤʫ ʢʘʣʝʥʜʘʨʽ 
ʂʘʣʝʥʜʘʨʽʚ ʤʦʞʝ ʙʫʪʠ ʜʝʢʽʣʴʢʘ, ʪʦʤʫ ʥʘ ʩʪʦʨʽʥʮʽ ʢʦʨʠʩʪʫʚʘʯʘ 

ʚʦʥʠ ʚʽʜʦʙʨʘʞʘʶʪʴʩʷ ʨʽʟʥʠʤʠ ʢʦʣʴʦʨʘʤʠ. 
ɼʣʷ ʨʦʙʦʪʠ ʟ ʢʽʣʴʢʦʤʘ ʢʘʣʝʥʜʘʨʷʤʠ ʦʜʥʦʯʘʩʥʦ ʥʝʦʙʭʽʜʥʦ 

ʚʽʜʤʽʪʠʪʠ ʛʘʣʦʯʢʘʤʠ ʧʦʪʨʽʙʥʽ ʢʘʣʝʥʜʘʨʽ ʪʘ ʚʥʝʩʪʠ ʘʢʪʫʘʣʴʥʽ ʟʘʭʦʜʠ 
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ʘʙʦ ʧʦʜʽʾ. ʎʽ ʜʘʥʽ ʘʚʪʦʤʘʪʠʯʥʦ ʚʽʜʦʙʨʘʞʘʪʠʤʫʪʴʩʷ ʫ ʚʠʙʨʘʥʠʭ 
ʢʘʣʝʥʜʘʨʷʭ. 

ʇʨʠʢʣʘʜʦʤ ʪʘʢʦʾ ʨʦʙʦʪʠ ʤʦʞʝ ʙʫʪʠ ʧʣʘʥʫʚʘʥʥʷ ʟʘʭʦʜʫ 
çɿʘʛʘʣʴʥʦʰʢʽʣʴʥʽ ʙʘʪʴʢʽʚʩʴʢʽ ʟʙʦʨʠè. ʊʦʤʫ ʚʩʽ ʫʯʥʽ ʦʪʨʠʤʘʶʪʴ ʜʘʥʽ 
ʧʨʦ ʟʘʭʽʜ ʫ ʩʚʦʾʭ ʢʘʣʝʥʜʘʨʷʭ. 

ʊʨʝʙʘ ʧʘʤôʷʪʘʪʠ, ʱʦ ʢʦʥʬʽʜʝʥʮʽʡʥʽʩʪʴ ʜʘʥʠʭ ½ ʧʦʥʘʜ ʫʩʝ. 

ʂʦʤʧʘʥʽʷ ʄʘʡʢʨʦʩʦʬʪ ʥʝ ʚʠʢʦʨʠʩʪʦʚʫʻ ʜʘʥʠʭ ʫ ʨʝʢʣʘʤʥʠʭ ʮʽʣʷʭ. 
ɿʛʽʜʥʦ ʟ ʧʦʣʽʪʠʢʦʶ ʂʦʤʧʘʥʽʾ ʄʘʡʢʨʦʩʦʬʪ, ʚʘʰʽ ʜʘʥʽ ʤʦʞʫʪʴ ʙʫʪʠ 
ʚʠʢʦʨʠʩʪʘʥʽ ʣʠʰʝ ʟ ʤʝʪʦʶ ʥʘʜʘʥʥʷ ʧʦʩʣʫʛ. 

 
 

ɼɯʃʀʄʆʉʗ ɼʆʉɺɯɼʆʄ 
 

ɿ ʤʝʪʦʶ ʧʽʜʚʠʱʝʥʥʷ ʝʬʝʢʪʠʚʥʦʩʪʽ ʚ ʦʨʛʘʥʽʟʘʮʽʾ ʥʘʚʯʘʣʴʥʦʛʦ 

ʧʨʦʮʝʩʫ, ʚʯʠʪʝʣʴ ʤʦʞʝ ʟʜʽʡʩʥʶʚʘʪʠ ʧʣʘʥʫʚʘʥʥʷ ʩʚʦʻʾ ʜʽʷʣʴʥʦʩʪʽ. 

ɼʣʷ ʮʴʦʛʦ ʚ ʝʣʝʢʪʨʦʥʥʦʤʫ ʢʘʣʝʥʜʘʨʽ ʜʦʩʪʘʪʥʴʦ ʚʽʜʤʽʪʠʪʠ ʧʦʜʽʾ: 

ï ʮʠʢʣʽʯʥʽ: ʥʘʨʘʜʠ, ʟʘʩʽʜʘʥʥʷ ʄʆ; 

ï ʚʘʞʣʠʚʽ: ʦʣʽʤʧʽʘʜʠ, ʢʦʥʢʫʨʩʠ, ʬʘʢʫʣʴʪʘʪʠʚʠ, ʛʫʨʪʢʠ, ʪʨʝʥʽʥʛʠ; 

ʰʢʽʣʴʥʽ, ʨʘʡʦʥʥʽ, ʤʽʩʴʢʽ ʟʘʭʦʜʠ; 

ï ʧʝʨʽʦʜʠʯʥʽ: ʙʘʪʴʢʽʚʩʴʢʽ ʟʙʦʨʠ, ʢʣʘʩʥʽ ʛʦʜʠʥʠ ʪʦʱʦ. 

ʊʘʢʦʞ ʙʘʞʘʥʦ: 

ï ʩʪʚʦʨʠʪʠ ʢʘʣʝʥʜʘʨ ʂʣʘʩʥʦʛʦ ʢʝʨʽʚʥʠʢʘ ʽ ʥʘʜʘʪʠ ʡʦʛʦ ʫ ʩʧʽʣʴʥʠʡ 

ʜʦʩʪʫʧ ʫʯʥʷʤ; 

ï ʧʨʠʻʜʥʘʡʪʝʩʷ ʜʦ ʩʧʽʣʴʥʦʛʦ ʚʠʢʦʨʠʩʪʘʥʥʷ ʢʘʣʝʥʜʘʨ ̫ʰʢʦʣʠ ʜʣʷ 

ʦʪʨʠʤʘʥʥʷ ʜʘʥʠʭ ʧʨʦ ʟʘʭʦʜʠ ʚʽʜ ʢʝʨʽʚʥʠʢʽʚ ʥʘʚʯʘʣʴʥʦʾ 

ʫʩʪʘʥʦʚʠ. 

 

3.4. ʈʦʙʦʪʘ ʟʽ ʩʭʦʚʠʱʝʤ ʜʦʢʫʤʝʥʪʽʚ OneDrive 
 

Microsoft OneDrive (ʩʢʦʨ. ½ OneDrive; ʧʦʧʝʨʝʜʥʷ ʚʝʨʩʽʷ 
SkyDrive) ʷʚʣʷʻ ʩʦʙʦʶ ʬʘʡʣ-ʭʦʩʪʠʥʛ, ʱʦ ʙʘʟʫʻʪʴʩʷ ʫ ʭʤʘʨʦ  
ʦʨʽʻʥʪʦʚʘʥʦʤʫ ʩʝʨʝʜʦʚʠʱʽ. ɯʥʪʝʨʥʝʪ-ʩʝʨʚʽʩ ʟʙʝʨʽʛʘʥʥʷ ʬʘʡʣʽʚ ʟ 
ʬʫʥʢʮʽʷʤʠ ʬʘʡʣʦʦʙʤʽʥʫ ʙʫʚ ʩʪʚʦʨʝʥʠʡ ʫ ʩʝʨʧʥʽ 2007 ʨ. ʽ 
ʢʦʦʨʜʠʥʫʻʪʴʩʷ ʢʦʤʧʘʥʽʻʶ ʄʘʡʢʨʦʩʦʬʪ. ɺʽʥ ʻ ʩʢʣʘʜʦʚʦʶ ʭʤʘʨʦ 
ʦʨʽʻʥʪʦʚʘʥʦʛʦ ʩʝʨʚʽʩʫ (ʦʥ-ʣʘʡʥʦʚʠʭ ʧʦʩʣʫʛ) Office365.  

ʉʝʨʚʽʩ OneDrive ʜʦʟʚʦʣʷʻ ʟʙʝʨʽʛʘʪʠ ʜʦ 25 ɻɹ ʨʽʟʥʦʤʘʥʽʪʥʠʭ 
ʜʦʢʫʤʝʥʪʽʚ ʢʦʨʠʩʪʫʚʘʯʽʚ, ʧʨʝʜʩʪʘʚʣʝʥʠʭ ʟʘ ʜʦʧʦʤʦʛʠ ʩʪʘʥʜʘʨʪʥʠʭ 
ʧʨʦʛʨʘʤ Office (Word, Excel, PowerPoint, Excel-forms, OneNote ʪʘ 
ʟʚʠʯʘʡʥʽ ʧʘʧʢʠ ʜʣʷ ʟʙʝʨʽʛʘʥʥʷ ʜʦʢʫʤʝʥʪʽʚ). ɼʣʷ ʨʽʟʥʦʤʘʥʽʪʥʠʭ 
ʟʦʙʨʘʞʝʥʴ ʧʝʨʝʜʙʘʯʝʥʦ ʧʝʨʝʛʣʷʜ ʫ ʚʠʛʣʷʜʽ ʝʩʢʽʟʽʚ, ʘ ʪʘʢʦʞ 
ʤʦʞʣʠʚʦʩʪʽ ʾʭ ʧʝʨʝʛʣʷʜʫ ʫ ʚʠʛʣʷʜʽ ʩʣʘʡʜʽʚ. ɼʣʷ ʚʩʽʭ ʧʘʧʦʢ ʽ ʬʘʡʣʽʚ 
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ʤʦʞʥʘ ʚʠʟʥʘʯʘʪʠ ʨʽʚʝʥʴ ʜʦʩʪʫʧʫ ½ ʚʽʜ ʚʠʢʣʶʯʥʦ ʧʝʨʩʦʥʘʣʴʥʦʛʦ ʜʦ 
ʧʫʙʣʽʯʥʦʛʦ. 

Office Online ʜʦʟʚʦʣʷʻ ʢʦʨʠʩʪʫʚʘʯʘʤ ʟʘʚʘʥʪʘʞʫʚʘʪʠ, 
ʩʪʚʦʨʶʚʘʪʠ, ʨʝʜʘʛʫʚʘʪʠ ʽ ʦʙʤʽʥʶʚʘʪʠʩʷ ʜʦʢʫʤʝʥʪʘʤʠ Microsoft Office 
Word, Excel, PowerPoint ʽ OneNote ʧʨʦʩʪʦ ʫ ʙʨʘʫʟʝʨʽ ʽ ʥʝ ʪʽʣʴʢʠ. 
OneDrive ʧʽʜʪʨʠʤʫʻ ʧʝʨʝʛʣʷʜ ʬʦʨʤʘʪʫ pdf, ʘ ʪʘʢʦʞ ʩʪʘʥʜʘʨʪʫ odf. 
ʌʫʥʢʮʽʷ ʧʦʰʫʢʫ OneDrive ʥʝ ʧʽʜʪʨʠʤʫʻ ʧʦʰʫʢ ʜʦʢʫʤʝʥʪʽʚ ʫ ʬʦʨʤʘʪʽ 
pdf, ʦʜʥʘʢ ʧʽʜʪʨʠʤʫʻʪʴʩʷ ʧʦʰʫʢ ʬʦʨʤʘʪʽʚ ʽʟ ʧʘʢʝʪʫ Microsoft Office: 
doc, docx, ppt, pptx, xls ʽ xlsx.  

ɼʦ ʩʭʦʚʠʱʘ ʧʘʧʢʫ ʤʦʞʥʘ ʟʘʚʘʥʪʘʞʠʪʠ ʦʜʥʠʤ ʘʨʭʽʚʦʤ, ʨʦʟʤʽʨ 
ʷʢʦʛʦ ʥʝ ʧʝʨʝʚʠʱʫʻ 4 ɻɹ. 
ʆʩʥʦʚʥʽ ʚʠʜʠ ʨʦʙʦʪʠ ʟ ʩʝʨʚʽʩʦʤ  OneDrive: 
ï ʜʦʩʪʫʧ ʜʦ ʩʭʦʚʠʱʘ ʬʘʡʣʽʚ OneDrive, 
ï ʟʘʚʘʥʪʘʞʝʥʥʷ ʜʦʢʫʤʝʥʪʽʚ ʜʦ ʩʭʦʚʠʱʘ ʟ ʢʦʤʧôʶʪʝʨʘ ʘʙʦ ʬʣʝʰ-
ʥʦʩʽʷ, 
ï ʩʪʚʦʨʝʥʥʷ ʬʘʡʣʽʚ ʽ ʧʘʧʦʢ ʫ ʩʭʦʚʠʱʽ OneDrive ʦʥ-ʣʘʡʥ, 
ï ʟʘʙʝʟʧʝʯʝʥʥʷ ʯʠ ʦʙʤʝʞʝʥʥʷ ʜʦʩʪʫʧʫ ʜʦ ʬʘʡʣʽʚ ʽ ʧʘʧʦʢ 
OneDrive, 
ï ʥʘʜʘʥʥʷ ʜʦʩʪʫʧʫ ʜʦ ʬʘʡʣʫ ʢʦʥʢʨʝʪʥʦʤʫ ʢʦʨʠʩʪʫʚʘʯʝʚʽ ʪʘ 
ʦʧʦʚʽʱʝʥʥʷ ʡʦʛʦ ʧʨʦ ʦʪʨʠʤʘʥʥʷ ʪʘʢʦʛʦ ʜʦʩʪʫʧʫ. 
ʆʩʥʦʚʥʽ ʚʠʜʠ ʨʦʙʦʪʠ ʟ ʬʘʡʣʘʤʠ ʚ OneDrive: 
ï ʟʤʽʥʠʪʠ ʥʘʟʚʫ, 
ï ʨʝʜʘʛʫʚʘʪʠ ʦʥ-ʣʘʡʥ, 
ï ʟʘʙʠʨʘʪʠ ʥʘ ʨʝʜʘʛʫʚʘʥʥʷ (ʧʨʠ ʮʴʦʤʫ ʦʙʤʝʞʫʻʪʴʩʷ ʜʦʩʪʫʧ ʜʦ 
ʜʦʢʫʤʝʥʪʘ, ʽʥʰʽ ʢʦʨʠʩʪʫʚʘʯʽ ʥʝ ʟʤʦʞʫʪʴ ʟ ʥʠʤ ʧʨʘʮʶʚʘʪʠ), 
ï ʧʝʨʝʛʣʷʜʘʪʠ ʧʦʧʝʨʝʜʥʽ ʚʝʨʩʽʾ ʬʘʡʣʽʚ, 
ï ʟʘʚʘʥʪʘʞʫʚʘʪʠ ʢʦʧʽʶ, 
ï ʩʪʝʞʠʪʠ ʟʘ ʚʥʝʩʝʥʠʤʠ ʟʤʽʥʘʤʠ ʚ ʜʦʢʫʤʝʥʪ ʽʥʰʠʤʠ ʢʦʣʝʛʘʤʠ 
ʪʦʱʦ. 

ɼʣʷ ʚʭʦʜʫ ʜʦ ʩʭʦʚʠʱʘ OneDrive ʜʦʩʪʘʪʥʴʦ ʥʘʪʠʩʥʫʪʠ ʚʽʜʧʦʚʽʜʥʫ 
ʽʢʦʥʢʫ (ʨʠʩ. 3.15).   

 
ʈʠʩ. 3.15. ɺʠʙʽʨ ʨʝʞʠʤʫ ʨʦʙʦʪʠ ʟʽ ʩʭʦʚʠʱʝʤ OneDrive 

 
ʗʢ ʚʠʜʥʦ ʥʘ ʧʨʠʢʣʘʜʽ (ʨʠʩ. 3.16), ʫ ʮʝʥʪʨʘʣʴʥʽʡ ʯʘʩʪʠʥʽ ʚʽʢʥʘ 

ʚʽʜʦʙʨʘʞʘʶʪʴʩʷ ʥʘʟʚʠ ʧʘʧʦʢ (ʬʘʡʣʽʚ), ʜʘʪʘ ʾʭ ʩʪʚʦʨʝʥʥʷ, ʽʢʦʥʢʘ 

ʜʦʩʪʫʧʫ ½ ʽʥʜʠʢʘʪʦʨ, ʷʢʠʡ ʚʢʘʟʫʻ ʥʘ ʪʝ, ʱʦ ʬʘʡʣʠ ʜʦʩʪʫʧʥʽ   



 

 

107 

 

(ʘʙʦ ʥʝ ʜʦʩʪʫʧʥʽ ) ʜʣʷ ʽʥʰʠʭ ʢʦʨʠʩʪʫʚʘʯʽʚ, ʘ ʪʘʢʦʞ ʟʘʟʥʘʯʝʥʦ 
ʘʚʪʦʨʘ, ʷʢʠʡ ʦʧʫʙʣʽʢʫʚʘʚ ʮʽ ʜʘʥʽ. 

 

 
ʈʠʩ. 3.16. ʇʨʝʜʩʪʘʚʣʝʥʥʷ ʜʘʥʠʭ ʫ ʩʭʦʚʠʱʽ OneDrive 

 
ɼʣʷ ʩʪʚʦʨʝʥʥʷ ʧʘʧʢʠ ʫ ʩʭʦʚʠʱʽ ʥʝʦʙʭʽʜʥʦ ʚʠʢʦʥʘʪʠ ʪʘʢʽ ʜʽʾ. 

ï ʥʘʪʠʩʥʫʪʠ () ʜʣʷ ʩʪʚʦʨʝʥʥʷ ʥʦʚʦʾ ʧʘʧʢʠ (ʨʠʩ. 3.17), 
 

 
ʈʠʩ. 3.17. ʉʪʚʦʨʝʥʥʷ ʧʘʧʢʠ ʫ ʩʭʦʚʠʱʽ OneDrive 

 
ï ʟʘ ʧʦʪʨʝʙʠ ʥʘʜʘʪʠ ʩʧʽʣʴʥʠʡ ʜʦʩʪʫʧ, ʜʣʷ ʯʦʛʦ ʥʘʪʠʩʥʫʪʠ ʥʘ (é). 

ʉʧʽʣʴʥʠʡ ʜʦʩʪʫʧ ʜʦ ʜʦʢʫʤʝʥʪʘ ʩʪʚʦʨʶʻ ʫʤʦʚʠ ʜʣʷ ʨʝʜʘʛʫʚʘʥʥʷ 
ʘʙʦ ʟʚʠʯʘʡʥʦʛʦ ʧʝʨʝʛʣʷʜʫ (ʨʠʩ. 3.18). 
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ʈʠʩ. 3.18. ʅʘʜʘʥʥʷ ʩʧʽʣʴʥʦʛʦ ʜʦʩʪʫʧʫ 

 
ʊʦʤʫ ʚʘʞʣʠʚʦ ʧʘʤôʷʪʘʪʠ, ʢʦʤʫ ʟ ʢʦʨʠʩʪʫʚʘʯʽʚ ʽ ʟ ʷʢʦʶ ʤʝʪʦʶ 

ʥʘʜʘʻʪʴʩʷ ʩʧʽʣʴʥʠʡ ʜʦʩʪʫʧ ʜʦ ʧʘʧʢʠ (ʨʠʩ. 3.19). 

 
ʈʠʩ. 3.19. ʅʘʜʘʥʥʷ ʩʧʽʣʴʥʦʛʦ ʜʦʩʪʫʧʫ ʜʦ ʧʘʧʢʠ ʢʦʥʢʨʝʪʥʦʤʫ 

ʢʦʨʠʩʪʫʚʘʯʝʚʽ 
 

ɼʣʷ ʧʝʨʝʡʤʝʥʫʚʘʥʥʷ ʥʘʟʚʠ ʧʘʧʢʠ ʥʝʦʙʭʽʜʥʦ ʜʚʽʯʽ ʥʘʪʠʩʥʫʪʠ ʥʘ 

(é) ½ ʨʦʟʢʨʠʻʪʴʩʷ ʜʦʜʘʪʢʦʚʝ ʤʝʥʶ, ʚ ʷʢʦʤʫ ʥʝʦʙʭʽʜʥʦ ʚʠʙʨʘʪʠ 
ʨʝʞʠʤ ʈʝʜʘʛʫʚʘʪʠ ʚʣʘʩʪʠʚʦʩʪʽ (ʨʠʩ. 3.20). 

 

 
ʈʠʩ. 3.20.  ʈʝʞʠʤ ʨʝʜʘʛʫʚʘʥʥʷ ʚʣʘʩʪʠʚʦʩʪʝʡ ʧʘʧʢʠ 
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ʋ ʧʦʣʝ ɯʤôʷ ʚʚʦʜʠʤʦ ʥʦʚʫ ʥʘʟʚʫ ʧʘʧʢʠ (ʨʠʩ. 3.21) ʽ ʟʙʝʨʽʛʘʻʤʦ 
ʟʤʽʥʠ. 

 

 
ʈʠʩ. 3.21. ɺʚʝʜʝʥʥʷ ʥʦʚʦʾ ʥʘʟʚʠ ʧʘʧʢʠ  

 
ɼɯʃʀʄʆʉʗ ɼʆʉɺɯɼʆʄ 

 

ʉʪʚʦʨʽʪʴ ʫ ʚʣʘʩʥʦʤʫ ʩʭʦʚʠʱʽ ʩʪʨʫʢʪʫʨʫ ʧʘʧʦʢ ʟʘ ʟʨʘʟʢʦʤ 

(ʨʠʩ. 3.22) ʽ ʥʘʜʘʪʠ ʫ ʢʦʨʠʩʪʫʚʘʥʥʷ ʧʘʧʢʠ ʚʽʜʧʦʚʽʜʥʠʤ ʩʫʙôʻʢʪʘʤ 

 

  

ʈʠʩ. 3.22.  ɿʨʘʟʦʢ ʩʪʨʫʢʪʫʨʠ ʧʘʧʦʢ ʩʭʦʚʠʱʘ ʜʦʢʫʤʝʥʪʽʚ 

 
ʈʠʩ. 3.23. ɽʣʝʢʪʨʦʥʥʠʡ ʢʝʡʩ ɼʘʚʠʜʝʥʢʦ ʃ.ʄ., ʚʯʠʪʝʣʷ ʛʝʦʛʨʘʬʽʾ 

ʛʽʤʥʘʟʽʾ çʆʙʦʣʦʥʴè ʤ. ʂʠʻʚʘ 

ʇʨʦʛʨʘʤʠ ʽ ʧʣʘʥʠ  

ɼʣʷ ʫʯʥʽʚ  

ɿʚʽʪʠ  

ʄʝʪʦʜʠʯʥʝ 

ʦʙô̒ ʜʥʘʥʥʷ 

6 ʢʣʘʩ 

7 ʢʣʘʩ 

ʋʨʦʢ-01 

ʋʨʦʢ-02 

ɺʽʜʝʦ 

ʊʝʩʪ 

ʇʨʝʟʝʥʪʘʮʽʷ 

ʊʚʦʨʯʝ 

ʟʘʚʜʘʥʥʷ 

é. é.. 

é. 
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3.5. ʇʨʘʮʶʻʤʦ ʟ ʜʦʢʫʤʝʥʪʘʤʠ Word Online 
 

ʍʤʘʨʥʠʡ ʩʝʨʚʽʩ Microsoft Word ʧʦʨʽʚʥʷʥʦ ʟʽ ʩʚʦʾʤ ʣʦʢʘʣʴʥʠʤ 
ʘʥʘʣʦʛʦʤ ʧʨʝʜʩʪʘʚʣʝʥʦ ʩʧʨʦʱʝʥʦʶ ʚʝʨʩʽʻʶ. ɺʝʣʠʢʘ ʯʘʩʪʠʥʘ 
ʬʫʥʢʮʽʦʥʘʣʴʥʦʾ ʩʢʣʘʜʦʚʦʾ ʮʽʻʾ ʧʨʦʛʨʘʤʠ ʚʽʜʩʫʪʥʷ, ʱʦ ʦʙʫʤʦʚʣʝʥʦ 
ʽʩʥʫʚʘʥʥʷʤ ʨʽʟʥʠʭ ʧʣʘʥʽʚ ʚʠʢʦʨʠʩʪʘʥʥʷ Office 365. ʈʦʟʛʣʷʥʝʤʦ 
ʜʝʪʘʣʴʥʽʰʝ ʚʝʙ-ʟʘʩʪʦʩʫʥʦʢ Microsoft Word Online. 

 
ɿɸɺɸʅʊɸɾɽʅʅʗ ʅɸʗɺʅʆɻʆ ɼʆʂʋʄɽʅʊɸ 

 
ʑʦʙ ʟʘʚʘʥʪʘʞʠʪʠ ʪʝʢʩʪʦʚʠʡ ʜʦʢʫʤʝʥʪ, ʱʦ ʡʦʛʦ ʚ ʧʦʜʘʣʴʰʦʤʫ 

ʤʦʞʥʘ ʧʝʨʝʛʣʷʜʘʪʠ ʽ ʨʝʜʘʛʫʚʘʪʠ ʟʘʩʦʙʘʤʠ ʭʤʘʨʦ ʦʨʽʻʥʪʦʚʘʥʦʛʦ 
ʜʦʜʘʪʢʘ Microsoft Word Online, ʥʝʦʙʭʽʜʥʦ, ʱʦʙ ʥʘ ʚʘʰʦʤʫ ʢʦʤʧ'ʶʪʝʨʽ 
ʙʫʣʦ ʩʪʚʦʨʝʥʦ (ʧʽʜʛʦʪʦʚʣʝʥʦ) ʪʝʢʩʪʦʚʠʡ ʜʦʢʫʤʝʥʪ ʫ ʧʨʦʛʨʘʤʽ 
Microsoft Word. 

ɼʣʷ ʟʘʚʘʥʪʘʞʝʥʥʷ ʥʘ ʩʝʨʚʝʨ ʧʦʩʪʘʯʘʣʴʥʠʢʘ ʭʤʘʨʥʠʭ ʩʝʨʚʽʩʽʚ 
ʩʪʚʦʨʝʥʦʛʦ ʚʘʤʠ ʣʦʢʘʣʴʥʦʛʦ ʜʦʢʫʤʝʥʪʘ, ʚʠʢʦʥʘʡʪʝ ʪʘʢʽ ʜʽʾ. 
1. ɺʽʜʢʨʠʪʠ ʍʆʅʉ (www.portal.microsoftonline.com) 
2. ɺʠʙʝʨʽʪʴ ʤʽʩʮʝ ʟʘʚʘʥʪʘʞʝʥʥʷ. ʅʘʧʨʠʢʣʘʜ, ʫ ʩʭʦʚʠʱʝ OneDrive ʫ 
ʧʘʧʢʫ ɼʣʷ ʫʯʥʽʚ/ɼʦʤʘʰʥʽ ʟʘʚʜʘʥʥʷ. 

3. ʅʘʪʠʩʥʽʪʴ ʢʥʦʧʢʫ ʇʝʨʝʜʘʪʠ ( ). ɺʽʜʢʨʠʻʪʴʩʷ ʤʝʥʶ ʚ ʷʢʦʤʫ 
ʚʠʙʠʨʘʻʤʦ ʰʣʷʭ ʥʘ ʢʦʤʧôʶʪʝʨʽ ʜʦ ʜʦʢʫʤʝʥʪʘ ʪʠʧʫ Word (ʨʠʩ. 3.24).  
 

 
ʈʠʩ. 3.24. ɿʘʚʘʥʪʘʞʝʥʥʷ ʜʦʢʫʤʝʥʪʘ ʫ ʩʭʦʚʠʱʝ 

 
4. ɺʠʙʠʨʘʻʤʦ ʜʦʢʫʤʝʥʪ çʇʨʘʢʪʠʯʥʘ ʨʦʙʦʪʘ-1è (ʨʠʩ. 3.25) ʽ 
ʥʘʪʠʩʢʘʻʤʦ ɺʽʜʢʨʠʪʠ/ʆʂ (ʨʠʩ. 3.26). 
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ʈʠʩ. 3.25.  ɺʠʙʽʨ ʬʘʡʣʫ ʜʣʷ ʟʙʝʨʽʛʘʥʥʷ ʫ ʩʭʦʚʠʱʽ 

 

 
ʈʠʩ. 3.26. ʇʦʰʫʢ ʬʘʡʣʫ ʥʘ ʢʦʤʧôʶʪʝʨʽ 

 
5. ɼʦʢʫʤʝʥʪ çʇʨʘʢʪʠʯʥʘ ʨʦʙʦʪʘ-1è ʧʦʪʨʘʧʣʷʻ ʜʦ ʍʆʅʉ, ʽʟ ʷʢʠʤ 
ʤʦʞʥʘ ʧʨʘʮʶʚʘʪʠ ʙʫʜʴ-ʜʝ ʪʘ ʙʫʜʴ-ʢʦʣʠ (ʨʠʩ. 3.27). 
 

 
ʈʠʩ. 3.27. ɿʘʚʘʥʪʘʞʝʥʠʡ ʜʦʢʫʤʝʥʪ 
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ɿ ʜʦʢʫʤʝʥʪʦʤ ʤʦʞʥʘ ʚʠʢʦʥʫʚʘʪʠ ʪʘʢʽ ʜʽʾ. ʨʝʜʘʛʫʚʘʪʠ, ʥʘʜʘʪʠ 
ʩʧʽʣʴʥʠʡ ʜʦʩʪʫʧ ʯʠ ʦʧʫʙʣʽʢʫʚʘʪʠ ʚ ʩʦʮʽʘʣʴʥʽʡ ʤʝʨʝʞʽ Yammer. ɼʣʷ 
ʮʴʦʛʦ ʜʦʩʪʘʪʥʴʦ ʥʘʪʠʩʥʫʪʠ ʥʘ ʢʥʦʧʢʫ (é) ʽ ʚʠʙʨʘʪʠ ʧʦʪʨʽʙʥʫ ʬʫʥʢʮʽʶ 
(ʨʠʩ. 3.28). 

 
ʈʠʩ.3.28. ʈʝʞʠʤʠ ʨʦʙʦʪʠ ʟ ʜʦʢʫʤʝʥʪʦʤ 

 
6. ʗʢʱʦ ʚʟʷʪʠ ʜʦʢʫʤʝʥʪ çʅʘ ʨʝʜʘʛʫʚʘʥʥʷè, ʪʦ ʥʽʭʪʦ, ʢʨʽʤ ʚʘʩ, ʥʝ 
ʟʤʦʞʝ ʡʦʛʦ ʚʽʜʢʨʠʪʠ ʘʙʦ ʟʜʽʡʩʥʠʪʠ ʜʦʜʘʪʢʦʚʝ ʯʠ ʥʝʫʟʛʦʜʞʝʥʝ 
ʨʝʜʘʛʫʚʘʥʥʷ (ʨʠʩ. 3.29). 

 

 
ʈʠʩ. 3.29. ʇʝʨʝʛʣʷʜ ʤʦʞʣʠʚʦʩʪʝʡ ʨʦʙʦʪʠ ʟ ʜʦʢʫʤʝʥʪʘʤʠ 

 
7. ʆʜʥʠʤ ʽʟ ʦʩʥʦʚʥʠʭ ʚʠʜʽʚ ʜʽʷʣʴʥʦʩʪʽ ʧʽʜ ʯʘʩ ʩʧʽʚʧʨʘʮʽ ʻ ʨʦʙʦʪʘ ʟʽ 
ʩʧʽʣʴʥʠʤʠ ʜʦʢʫʤʝʥʪʘʤʠ, ʪʦʙʪʦ ʟ ʪʘʢʠʤʠ, ʷʢʽ ʥʘʜʘʥʦ ʫ çʉʧʽʣʴʥʠʡ 
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ʜʦʩʪʫʧè. ʇʽʜ ʯʘʩ ʥʘʜʘʥʥʷ ʩʧʽʣʴʥʦʛʦ ʜʦʩʪʫʧʫ ʪʨʝʙʘ ʚʨʘʭʦʚʫʚʘʪʠ, ʱʦ 
ʩʘʤʝ ʤʠ ʜʦʟʚʦʣʷʻʤʦ ʟʜʽʡʩʥʶʚʘʪʠ ʟ ʜʦʢʫʤʝʥʪʦʤ: ʨʝʜʘʛʫʚʘʪʠ ʯʠ 
ʪʽʣʴʢʠ ʧʝʨʝʛʣʷʜʘʪʠ ʜʦʢʫʤʝʥʪ (ʨʠʩ. 3.30). 
 

 
ʈʠʩ. 3.30. ʅʘʜʘʥʥʷ ʧʨʘʚ ʜʦʩʪʫʧʫ 

 
8.  ɼʦʢʫʤʝʥʪ ʤʦʞʥʘ ʦʧʫʙʣʽʢʫʚʘʪʠ ʚ ʩʦʮʽʘʣʴʥʽʡ ʤʝʨʝʞʽ Yammer ʜʣʷ 
ʟʘʧʦʚʥʝʥʥʷ, ʟʙʝʨʽʛʘʥʥʷ ʜʣʷ ʧʦʜʘʣʴʰʦʾ ʨʦʙʦʪʠ ʯʠ ʦʙʛʦʚʦʨʝʥʥʷ ʟ 
ʜʨʫʟʷʤʠ ʪʘ ʚʯʠʪʝʣʷʤʠ. ɸʚʪʦʨ ʜʦʢʫʤʝʥʪʘ ʤʦʞʝ ʟʙʝʨʝʛʪʠ  ʧʦʩʠʣʘʥʥʷ 
ʥʘ ʮʝʡ ʜʦʢʫʤʝʥʪ ʜʣʷ ʰʚʠʜʢʦʾ ʧʝʨʝʚʽʨʢʠ ʩʪʘʥʫ ʡʦʛʦ ʟʤʽʥ (ʨʠʩ. 3.31). 
 

 
ʈʠʩ. 3.31. ʈʦʟʤʽʱʝʥʥʷ ʜʦʢʫʤʝʥʪʘ ʚ ʩʦʮʽʘʣʴʥʽʡ ʤʝʨʝʞʽ ʜʣʷ 

ʦʙʛʦʚʦʨʝʥʥʷ 
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 ʉʊɺʆʈɽʅʅʗ ɼʆʂʋʄɽʅʊɸ WORD ONLINE 
 

1. ʅʘʪʠʩʥʽʪʴ ʢʥʦʧʢʫ ʉʪʚʦʨʠʪʠ (). ɺʽʜʢʨʠʻʪʴʩʷ ʤʝʥʶ, ʚ ʷʢʦʤʫ 
ʚʠʙʠʨʘʻʤʦ ʪʠʧ ʜʦʢʫʤʝʥʪʘ Word (ʨʠʩ. 3.32). 
 

 
ʈʠʩ. 3.32. ʉʪʚʦʨʠʪʠ ʜʦʢʫʤʝʥʪ Word 

 
2. ʑʦʙ ʧʝʨʝʡʤʝʥʫʚʘʪʠ ʩʪʚʦʨʝʥʠʡ ʜʦʢʫʤʝʥʪ, ʜʦʩʪʘʪʥʴʦ ʥʘʪʠʩʥʫʪʠ 
ʥʘ (é)/ʈʝʜʘʛʫʚʘʪʠ/ʈʝʜʘʛʫʚʘʪʠ ʚʣʘʩʪʠʚʦʩʪʽ. ʂʦʨʠʛʫʻʤʦ ʥʘʟʚʫ 
ʜʦʢʫʤʝʥʪʘ ʽ ʥʘʪʠʩʢʘʻʤʦ ɿʙʝʨʝʛʪʠ (ʨʠʩ. 3.33). 
 

 
ʈʠʩ. 3.33. ʉʪʚʦʨʝʥʥʷ ʥʘʟʚʠ ʜʦʢʫʤʝʥʪʘ 

 
3. ʉʪʚʦʨʝʥʠʡ ʜʦʢʫʤʝʥʪ ʟʘʣʠʰʘʻʪʴʩʷ ʧʦʨʦʞʥʽʤ. ɿʛʦʜʦʤ ʤʠ 
ʧʨʠʩʪʫʧʠʤʦ ʜʦ ʡʦʛʦ ʟʘʧʦʚʥʝʥʥʷ. 

4. ʌʘʡʣ ʜʦʜʘʪʢʦʚʦ ʟʙʝʨʽʛʘʪʠ ʥʝ ʧʦʪʨʽʙʥʦ ½ ʚʩʝ ʚʽʜʙʫʚʘʻʪʴʩʷ 
ʘʚʪʦʤʘʪʠʯʥʦ, ʧʨʦʪʷʛʦʤ ʜʝʢʽʣʴʢʦʭ ʩʝʢʫʥʜ, ʟʘʣʝʞʥʦ ʚʽʜ ʰʚʠʜʢʦʩʪʽ 
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ʚʘʰʦʛʦ ɯʥʪʝʨʥʝʪ-ʧʽʜʢʣʶʯʝʥʥʷ; ʩʪʚʦʨʝʥʠʡ ʬʘʡʣ ʙʫʜʝ ʟʙʝʨʝʞʝʥʦ ʥʘ 
ʩʝʨʚʝʨʽ ʧʨʦʚʘʡʜʝʨʘ ʭʤʘʨʥʠʭ ʩʝʨʚʽʩʽʚ. 
5. ɿʘ ʥʝʦʙʭʽʜʥʦʩʪʽ ʟʙʝʨʝʛʪʠ ʬʘʡʣ ʥʘ ʢʦʤʧôʶʪʝʨʽ ʢʣʽʢʥʽʪʴ ʤʠʰʝʶ ʧʦ 
ʢʥʦʧʮʽ ʌʘʡʣ, ʨʦʟʪʘʰʦʚʘʥʽʡ ʫ ʣʽʚʦʤʫ ʚʝʨʭʥʴʦʤʫ ʢʫʪʽ ʇʘʥʝʣʽ 
ʽʥʩʪʨʫʤʝʥʪʽʚ ʧʨʦʛʨʘʤʠ. ɺʽʜʢʨʠʻʪʴʩʷ ʤʝʥʶ ʬʘʡʣʫ (ʨʠʩ. 3.34). 

ɿʘ ʜʦʧʦʤʦʛʠ ʤʝʥʶ ʤʦʞʥʘ ʚʠʙʨʘʪʠ ʨʝʞʠʤ ʦʧʨʘʮʶʚʘʥʥʷ ʬʘʡʣʫ: 
ʩʪʚʦʨʠʪʠ, ʨʝʜʘʛʫʚʘʪʠ, ʟʙʝʨʝʛʪʠ, ʜʨʫʢʫʚʘʪʠ, ʥʘʜʘʪʠ ʫ ʩʧʽʣʴʥʠʡ ʜʦʩʪʫʧ 
ʘʙʦ ʦʪʨʠʤʘʪʠ ʚʽʜʦʤʦʩʪʽ ʧʨʦ ʬʘʡʣ. 

 

 
ʈʠʩ. 3.34. ʄʝʥʶ ʬʘʡʣʫ ʜʦʢʫʤʝʥʪʘ 

 
6. ɺʠʙʝʨʽʪʴ ʧʫʥʢʪ ɿʙʝʨʝʛʪʠ ʷʢ  ̔ʟʙʝʨʝʞʽʪʴ  ʜʦʢʫʤʝʥʪ ʫ ʧʦʪʨʽʙʥʦʤʫ 
ʤʽʩʮʽ ʥʘ ʢʦʤʧôʶʪʝʨʽ. 
7. ʗʢʱʦ ʧʣʘʥ ʚʠʢʦʨʠʩʪʘʥʥʷ Office 365 ʜʦʟʚʦʣʷʻ ɺʘʤ ʟʜʽʡʩʥʶʚʘʪʠ 
ʩʠʥʭʨʦʥʽʟʘʮʽʶ ʟ ʢʦʤʧôʶʪʝʨʦʤ, ʪʦ ʚ ʨʘʟʽ ʚʥʝʩʝʥʥʷ ʙʫʜʴ-ʷʢʠʭ ʟʤʽʥ ʟʽ 
ʩʪʘʮʽʦʥʘʨʥʦʛʦ ʢʦʤʧôʶʪʝʨʘ ʯʠ ʟ ʙʫʜʴ-ʷʢʦʛʦ ʽʥʰʦʛʦ ʢʦʤʧôʶʪʝʨʘ ʟʘ 
ʜʦʧʦʤʦʛʠ ʍʆʅʉ ʟʤʽʥʠ ʚ ʜʦʢʫʤʝʥʪʽ ʩʠʥʭʨʦʥʽʟʫʶʪʴʩʷ. ɺʠ ʟʘʚʞʜʠ 
ʤʘʪʠʤʝʪʝ ʦʩʪʘʥʥʶ ʚʝʨʩʽʶ ʩʚʦʛʦ ʜʦʢʫʤʝʥʪʘ.  
 

ʈɽɼɸɻʋɺɸʅʅʗ ɼʆʂʋʄɽʅʊɸ WORD ONLINE 
 

ʑʦʙ ʚʽʜʢʨʠʪʠ ʜʦʢʫʤʝʥʪ Word, ʨʦʟʪʘʰʦʚʘʥʠʡ ʥʘ ʩʝʨʚʝʨʽ 
ʧʨʦʚʘʡʜʝʨʘ ʭʤʘʨʥʠʭ ʦʙʯʠʩʣʝʥʴ, ʚʠʢʦʥʘʻʪʝ ʪʘʢʽ ʜʽʾ. 
1. ɿʘʧʫʩʪʽʪʴ ʚʝʙ-ʙʨʘʫʟʝʨ. 
2. ɺʽʜʢʨʠʡʪʝ ʍʆʅʉ (www.portal.microsoftonline.com). 
3. ʂʣʽʢʥʽʪʴ ʤʠʰʝʶ ʥʘ ʚʢʣʘʜʮʽ OneDrive, ʨʦʟʪʘʰʦʚʘʥʦʤʫ ʫ ʚʝʨʭʥʽʡ 
ʯʘʩʪʠʥʽ ʚʝʙ-ʩʪʦʨʽʥʢʠ. ɺʽʜʢʨʠʻʪʴʩʷ ʩʪʦʨʽʥʢʘ ɼʦʢʫʤʝʥʪʠ. 
4. ʂʣʽʢʥʽʪʴ ʤʠʰʝʶ ʧʦ ʪʝʮʽ ɼʣʷ ʫʯʥʽʚ. ɺʽʜʢʨʠʻʪʴʩʷ ʚʤʽʩʪ ʮʴʦʛʦ 
ʢʘʪʘʣʦʛʫ. 
5. ʗʢʱʦ ʚʠ ʚʠʢʦʥʘʣʠ ʟʘʚʘʥʪʘʞʝʥʥʷ ʣʦʢʘʣʴʥʦʛʦ ʬʘʡʣʫ ʘʙʦ 
ʩʪʚʦʨʠʣʠ ʜʦʢʫʤʝʥʪ ʟʘ ʜʦʧʦʤʦʛʠ ʚʝʙ-ʟʘʩʪʦʩʫʥʢʫ, ʚ ʪʝʮʽ ɼʣʷ ʫʯʥʽʚ 
ʟʥʘʭʦʜʠʪʠʤʫʪʴʩʷ ʚʽʜʧʦʚʽʜʥʽ ʬʘʡʣʠ. ʂʣʽʢʥʽʪʴ ʤʠʰʝʶ ʧʦ ʥʘʟʚʽ 
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ʜʦʢʫʤʝʥʪʘ Word (ʥʘʧʨʠʢʣʘʜ, çʇʨʘʢʪʠʯʥʘ ʨʦʙʦʪʘè). ɼʦʢʫʤʝʥʪ 
ʚʽʜʢʨʠʻʪʴʩʷ ʜʣʷ ʨʝʜʘʛʫʚʘʥʥʷ ʦʥ-ʣʘʡʥ (ʟʘ ʽʥʰʠʤʠ ʧʣʘʥʘʤʠ ʫ ʧʦʚʥʽʡ 
ʚʝʨʩʽʾ çʨʝʜʘʛʫʚʘʥʥʷ ʥʘ ʢʦʤʧôʶʪʝʨʽè). 
6. ʑʦʙ ʚʽʜʨʝʜʘʛʫʚʘʪʠ ʚʽʜʢʨʠʪʠʡ ʜʦʢʫʤʝʥʪ, ʚʠʙʝʨʽʪʴ ʧʦʩʠʣʘʥʥʷ 
ʈʝʜʘʛʫʚʘʪʠ ʫ ʚʝʙ-ʟʘʩʪʦʩʫʥʢʫ Word Online (Edit on-line), ʨʦʟʪʘʰʦʚʘʥʝ 
ʫ ʚʝʨʭʥʽʡ ʯʘʩʪʠʥʽ ʚʝʙ-ʩʪʦʨʽʥʢʠ. ɺʽʜʢʨʠʻʪʴʩʷ ʚʝʙ-ʟʘʩʪʦʩʫʚʘʥʥʷ Word 
Online (ʨʠʩ. 3.35). 
 

 
ʈʠʩ. 3.35. ʌʨʘʛʤʝʥʪ ʩʪʦʨʽʥʢʠ, ʱʦ ʤʽʩʪʠʪʴ ʜʦʢʫʤʝʥʪ Word 

 
7. ʑʦʙ ʩʢʦʧʽʶʚʘʪʠ ʚʠʜʽʣʝʥʠʡ ʪʝʢʩʪ, ʨʦʟʢʨʠʡʪʝ ʢʦʥʪʝʢʩʪʥʝ ʤʝʥʶ 
ʪʝʢʩʪʦʚʦʛʦ ʙʣʦʢʫ ʽ ʚʠʙʝʨʽʪʴ ʧʫʥʢʪ ʂʦʧʽʶʚʘʪʠ. ʎʶ ʧʨʦʮʝʜʫʨʫ ʤʦʞʥʘ 
ʨʝʘʣʽʟʫʚʘʪʠ ʟʘ ʜʦʧʦʤʦʛʠ ʧʦʻʜʥʘʥʥʷ ʢʣʘʚʽʰ (Ctrl+C), ʯʠ ʩʪʘʥʜʘʨʪʥʠʤ 
ʩʧʦʩʦʙʦʤ ʟʘ ʜʦʧʦʤʦʛʠ ʢʥʦʧʢʠ ʥʘ ʇʘʥʝʣʽ   

ʫʧʨʘʚʣʽʥʥʷ/ʆʩʥʦʚʥʝ/ʂʦʧʽʶʚʘʪʠ . 
8. ʑʦʙ ʚʠʨʽʟʘʪʠ ʚʠʜʽʣʝʥʠʡ ʪʝʢʩʪ, ʨʦʟʢʨʠʡʪʝ ʢʦʥʪʝʢʩʪʥʝ ʤʝʥʶ 
ʪʝʢʩʪʦʚʦʛʦ ʙʣʦʢʫ ʽ ʚʠʙʝʨʽʪʴ ʧʫʥʢʪ ɺʠʨʽʟʘʪʠ (Cut). ʎʶ ʧʨʦʮʝʜʫʨʫ 

ʤʦʞʥʘ ʚʠʢʦʥʘʪʠ ʟʘ ʜʦʧʦʤʦʛʠ ʢʥʦʧʢʠ , ʨʦʟʪʘʰʦʚʘʥʦʾ ʥʘ ʚʢʣʘʜʮʽ 
ʇʘʥʝʣʽ ʫʧʨʘʚʣʽʥʥʷ. ɼʣʷ ʟʘʦʱʘʜʞʝʥʥʷ ʯʘʩʫ ʚʠ ʤʦʞʝʪʝ ʩʢʦʨʠʩʪʘʪʠʩʷ 
ʧʦʻʜʥʘʥʥʷʤ ʢʣʘʚʽʰ (Ctrl+X). 
9. ɺʩʪʘʚʣʝʥʥʷ ʩʢʦʧʽʡʦʚʘʥʦʛʦ ʪʝʢʩʪʫ ʟʜʽʡʩʥʶʻʪʴʩʷ ʥʘʪʠʩʥʝʥʥʷʤ 
ʢʥʦʧʢʠ ɺʩʪʘʚʠʪʠ (Paste), ʨʦʟʪʘʰʦʚʘʥʦʶ ʥʘ ʚʢʣʘʜʮʽ ʇʘʥʝʣʽ 

ʫʧʨʘʚʣʽʥʥʷ . ɺʩʪʘʚʢʫ ʩʢʦʧʽʡʦʚʘʥʦʛʦ ʪʝʢʩʪʦʚʦʛʦ ʙʣʦʢʫ ʤʦʞʥʘ 
ʧʨʦʚʝʩʪʠ ʟʘ ʜʦʧʦʤʦʛʠ ʧʦʻʜʥʘʥʥʷ ʢʣʘʚʽʰ (Ctrl+V) ʘʙʦ ʢʦʥʪʝʢʩʪʥʦʛʦ 
ʤʝʥʶ ʚʠʜʽʣʝʥʦʛʦ ʪʝʢʩʪʦʚʦʛʦ ʙʣʦʢʫ. 
7. ʑʦʙ ʚʽʜʤʽʥʠʪʠ ʦʩʪʘʥʥʶ ʚʘʰʫ ʜʽʶ, ʥʘʪʠʩʥʽʪʴ ʢʥʦʧʢʫ ʩʪʨʽʣʢʘ 

ʩʢʘʩʫʚʘʪʠ , ʨʦʟʪʘʰʦʚʘʥʫ ʫ ʚʝʨʭʥʽʡ ʯʘʩʪʠʥʽ ʚʝʙ-ʽʥʪʝʨʬʝʡʩʫ 
ʧʨʦʛʨʘʤʠ Word. 

8. ʑʦʙ ʧʦʚʪʦʨʠʪʠ ʩʢʘʩʦʚʘʥʫ ʜʽʶ, ʥʘʪʠʩʥʽʪʴ ʢʥʦʧʢʫ ʧʦʚʪʦʨʠʪʠ  
9. ɿʤʽʩʪ ʢʦʥʪʝʢʩʪʥʦʛʦ ʤʝʥʶ ʧʨʝʜʩʪʘʚʣʝʥʦ ʥʘ (ʨʠʩ. 3.36). 
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ʈʠʩ. 3.36. ɿʤʽʩʪ ʢʦʥʪʝʢʩʪʥʦʛʦ ʤʝʥʶ 

 
ɿʄɯʅʖɭʄʆ ʐʈʀʌʊ, ʂʆʃɯʈ ɯ ɿʆɹʈɸɾɽʅʅʗ ʊɽʂʉʊʆɺʆɻʆ 

ɹʃʆʂʋ 
 
ʑʦʙʠ ʟʤʽʥʠʪʠ ʰʨʠʬʪ ʫ ʪʝʢʩʪʦʚʦʤʫ ʜʦʢʫʤʝʥʪʽ Word, ʚʠʢʦʥʘʡʪʝ 

ʪʘʢʽ ʜʽʾ. 
1. ʉʪʚʦʨʽʪʴ ʥʦʚʠʡ ʘʙʦ ʚʽʜʢʨʠʡʪʝ ʽʩʥʫʶʯʠʡ ʜʦʢʫʤʝʥʪ Word. 
2. ɿʘ ʜʦʧʦʤʦʛʠ ʤʠʰʽ ʚʠʜʽʣʽʪʴ ʪʝʢʩʪ ʜʣʷ ʨʝʜʘʛʫʚʘʥʥʷ. 
3. ʅʘ ʇʘʥʝʣʽ ʫʧʨʘʚʣʽʥʥʷ/ʆʩʥʦʚʥʝ ʦʙʝʨʽʪʴ ʧʦʪʨʽʙʥʠʡ ʪʠʧ ʰʨʠʬʪʫ. 
ɺʠʜʽʣʝʥʠʡ ʚʘʤʠ ʬʨʘʛʤʝʥʪ ʪʝʢʩʪʫ ʦʪʨʠʤʘʻ ʚʽʜʧʦʚʽʜʥʝ ʰʨʠʬʪʦʚʝ 
ʦʬʦʨʤʣʝʥʥʷ (ʨʠʩ. 3.37). 
4. ʑʦʙʠ ʟʤʽʥʠʪʠ ʨʦʟʤʽʨ ʰʨʠʬʪʫ, ʚʠʜʽʣʽʪʴ ʧʦʪʨʽʙʥʠʡ ʪʝʢʩʪ, ʦʙʝʨʽʪʴ 
ʧʦʪʨʽʙʥʠʡ ʨʦʟʤʽʨ ʰʨʠʬʪʫ. ʅʘʧʨʠʢʣʘʜ, 14. ɺʝʣʠʯʠʥʫ ʙʫʢʚ ʙʫʜʝ 
ʟʤʽʥʝʥʦ ʚʽʜʧʦʚʽʜʥʦ ʜʦ ʚʘʰʠʭ ʧʦʪʨʝʙ. 

 
ʈʠʩ. 3.37. ʄʝʥʶ ʚʠʙʦʨʫ ʰʨʠʬʪʫ 
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5. ʑʦʙʠ ʥʘʜʘʪʠ ʚʠʜʽʣʝʥʦʤʫ ʪʝʢʩʪʫ ʥʘʧʽʚʞʠʨʥʝ ʟʦʙʨʘʞʝʥʥʷ, 
ʥʘʪʠʩʥʽʪʴ ʢʥʦʧʢʫ ɾ, ʨʦʟʪʘʰʦʚʘʥʫ ʥʘ ʚʢʣʘʜʮʽ ʇʘʥʝʣʽ 
ʫʧʨʘʚʣʽʥʥʷ/ʆʩʥʦʚʥʝ ʘʙʦ ʩʢʦʨʠʩʪʘʡʪʝʩʷ ʧʦʻʜʥʘʥʥʷʤ ʢʣʘʚʽʰ 
(Ctrl+B). 
6. ʑʦʙʠ ʥʘʜʘʪʠ ʚʠʜʽʣʝʥʦʤʫ ʪʝʢʩʪʫ ʢʫʨʩʠʚʥʝ ʟʦʙʨʘʞʝʥʥʷ, ʥʘʪʠʩʥʽʪʴ 
ʢʥʦʧʢʫ ʂ, ʨʦʟʪʘʰʦʚʘʥʫ ʥʘ ʚʢʣʘʜʮʽ ʇʘʥʝʣʽ ʫʧʨʘʚʣʽʥʥʷ. ʎʶ 
ʧʨʦʮʝʜʫʨʫ ʤʦʞʥʘ ʚʠʢʦʥʘʪʠ ʟʘ ʜʦʧʦʤʦʛʠ ʧʦʻʜʥʘʥʥʷ ʢʣʘʚʽʰ (Ctrl+I). 
7. ʑʦʙʠ ʥʘʜʘʪʠ ʚʠʜʽʣʝʥʦʤʫ ʪʝʢʩʪʫ ʧʽʜʢʨʝʩʣʝʥʝ ʟʦʙʨʘʞʝʥʥʷ, 
ʥʘʪʠʩʥʽʪʴ ʢʥʦʧʢʫ ʇ ʥʘ ʚʢʣʘʜʮʽ ʇʘʥʝʣʽ ʫʧʨʘʚʣʽʥʥʷ/ʆʩʥʦʚʥʝ ʘʙʦ 
ʩʢʦʨʠʩʪʘʡʪʝʩʷ ʧʦʻʜʥʘʥʥʷʤ ʢʣʘʚʽʰ (Ctrl+U). 
8. ʑʦʙʠ ʟʤʽʥʠʪʠ ʟʦʙʨʘʞʝʥʥʷ ʚʠʜʽʣʝʥʦʛʦ ʪʝʢʩʪʫ ʥʘ ʟʘʢʨʝʩʣʝʥʝ, 
ʥʘʪʠʩʥʽʪʴ ʢʥʦʧʢʫ abc, ʨʦʟʪʘʰʦʚʘʥʫ ʥʘ ʚʢʣʘʜʮʽ ʇʘʥʝʣʽ ʫʧʨʘʚʣʽʥʥʷ. 
9. ʑʦʙʠ ʥʘʜʘʪʠ ʚʠʜʽʣʝʥʦʤʫ ʪʝʢʩʪʫ ʧʽʜʨʷʜʢʦʚʝ  ʘʙʦ ʥʘʜʨʷʜʢʦʚʝ 
ʟʦʙʨʘʞʝʥʥʷ, ʥʘʪʠʩʥʽʪʴ ʢʥʦʧʢʫ ʍ2 ʽ ʚʽʜʧʦʚʽʜʥʦ ʍ2 ʥʘ ʚʢʣʘʜʮʽ ʇʘʥʝʣʽ 
ʫʧʨʘʚʣʽʥʥʷ. 
10. ɼʣʷ ʚʠʜʽʣʝʥʥʷ ʪʝʢʩʪʫ ʧʝʚʥʠʤ ʢʦʣʴʦʨʦʤ ʥʘʪʠʩʥʽʪʴ ʢʥʦʧʢʫ ʥʘ 
ʚʢʣʘʜʮʽ ʇʘʥʝʣʽ ʫʧʨʘʚʣʽʥʥʷ/ʆʩʥʦʚʥʝ ʤʝʥʶ ʚʠʙʦʨʫ ʢʦʣʴʦʨʫ. ʄʠʰʝʶ 
ʚʠʙʝʨʽʪʴ ʧʦʪʨʽʙʥʠʡ ʢʦʣʽʨ ʚʠʜʽʣʝʥʥʷ ʪʝʢʩʪʫ (ʨʠʩ. 3.38). ʑʦʙ ʚʽʜʤʽʥʠʪʠ 
ʢʦʣʽʨʥʝ ʦʬʦʨʤʣʝʥʥʷ, ʚʠʙʝʨʽʪʴ ʤʠʰʝʶ ʧʫʥʢʪ ɸʚʪʦʤʘʪʠʯʥʦ. 
 

 
ʈʠʩ. 3.38. ʄʝʥʶ ʚʠʙʦʨʫ ʢʦʣʽʨʥʦʛʦ ʦʬʦʨʤʣʝʥʥʷ ʪʝʢʩʪʫ 

 
11. ʑʦʙʠ ʥʘʜʘʪʠ ʚʠʜʽʣʝʥʦʤʫ ʪʝʢʩʪʦʚʦʤʫ ʙʣʦʢʫ ʧʝʚʥʦʛʦ 
ʢʦʣʴʦʨʦʚʦʛʦ ʦʬʦʨʤʣʝʥʥʷ, ʥʘʪʠʩʥʽʪʴ ʢʥʦʧʢʫ ʂʦʣʽʨ ʪʝʢʩʪʫ, 
ʨʦʟʪʘʰʦʚʘʥʫ ʥʘ ʚʢʣʘʜʮʽ ʇʘʥʝʣʽ ʫʧʨʘʚʣʽʥʥʷ. ɺʽʜʢʨʠʻʪʴʩʷ ʤʝʥʶ 
ʚʠʙʦʨʫ ʢʦʣʴʦʨʫ (ʨʠʩ. 3.39). ʄʠʰʝʶ ʚʠʙʝʨʽʪʴ ʧʦʪʨʽʙʥʠʡ ʢʦʣʽʨ. ɼʣʷ 
ʚʽʜʤʽʥʠ ʢʦʣʽʨʥʦʛʦ ʚʠʜʽʣʝʥʥʷ ʚʠʙʝʨʽʪʴ ʧʫʥʢʪ ɹʝʟ ʢʦʣʴʦʨʫ, 
ʨʦʟʪʘʰʦʚʘʥʠʡ ʫ ʤʝʥʶ ʚʠʙʦʨʫ ʢʦʣʴʦʨʫ. 
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ʈʠʩ. 3.39. ʄʝʥʶ ʚʠʙʦʨʫ ʟʘʣʠʚʢʠ ʪʝʢʩʪʫ 

12. ʅʘʪʠʩʥʝʥʥʷ ʢʥʦʧʢʠ , ʨʦʟʪʘʰʦʚʘʥʦʾ ʥʘ ʚʢʣʘʜʮʽ ʇʘʥʝʣʽ 
ʫʧʨʘʚʣʽʥʥʷ, ʧʨʠʚʝʜʝ ʜʦ ʦʯʠʱʝʥʥʷ ʬʦʨʤʘʪʫʚʘʥʥʷ ʚʩʴʦʛʦ ʜʦʢʫʤʝʥʪʫ 
ʘʙʦ ʚʠʜʽʣʝʥʦʛʦ ʪʝʢʩʪʦʚʦʛʦ ʙʣʦʢʫ. 
 
ʉʊɺʆʈɽʅʅʗ ʉʇʀʉʂɯɺ, ɺʀʈɯɺʅʖɺɸʅʅʗ ʊɽʂʉʊʆɺʆɻʆ ɹʃʆʂʋ 

 
ʑʦʙ ʟʜʽʡʩʥʠʪʠ ʚʽʜʧʦʚʽʜʥʝ ʨʝʜʘʛʫʚʘʥʥʷ, ʚʽʜʢʨʠʡʪʝ ʜʦʢʫʤʝʥʪ 

Word Online ʽ ʚʠʢʦʥʘʡʪʝ ʪʘʢʽ ʜʽʾ. 
1. ʑʦʙ ʩʪʚʦʨʠʪʠ ʤʘʨʢʦʚʘʥʠʡ ʩʧʠʩʦʢ, ʚʩʪʘʥʦʚʽʪʴ ʪʝʢʩʪʦʚʠʡ ʢʫʨʩʦʨ 
ʚ ʧʦʪʨʽʙʥʝ ʧʦʣʦʞʝʥʥʷ ʚ ʪʝʢʩʪʽ. ʉʘʤʝ ʟ ʚʽʜʤʽʯʝʥʦʛʦ ʚʘʤʠ ʤʽʩʮʷ ʽ 
ʧʦʯʥʝʪʴʩʷ ʬʦʨʤʫʚʘʥʥʷ ʤʘʨʢʦʚʘʥʦʛʦ ʩʧʠʩʢʫ. 
2. ʄʘʨʢʝʨʠ ʚ Word Online ʜʦʩʪʫʧʥʽ ʪʨʴʦʭ ʚʠʜʽʚ: ʩʫʮʽʣʴʥʠʡ, ʧʫʩʪʠʡ ʽ 
ʢʚʘʜʨʘʪʥʠʡ (ʨʠʩ. 3.40). 
 

 
ʈʠʩ. 3.40. ʌʦʨʤʘʪʫʚʘʥʥʷ ʪʝʢʩʪʫ ʤʘʨʢʦʚʘʥʠʤ ʩʧʠʩʢʦʤ 
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3. ɺʠʙʝʨʽʪʴ ʥʘ ʇʘʥʝʣʽ ʫʧʨʘʚʣʽʥʥʷ/ʆʩʥʦʚʥʝ  ʧʦʪʨʽʙʥʠʡ ʤʘʨʢʝʨ 
ʽ ʥʘʪʠʩʥʽʪʴ ʡʦʛʦ. ɿôʷʚʠʪʴʩʷ ʧʝʨʰʠʡ ʤʘʨʢʝʨ. ʋʩʪʘʥʦʚʽʪʴ ʪʝʢʩʪʦʚʠʡ 
ʢʫʨʩʦʨ ʧʨʘʚʦʨʫʯ ʚʽʜ ʤʘʨʢʝʨʘ ʽ ʚʚʝʜʽʪʴ ʧʝʨʰʠʡ ʧʫʥʢʪ ʤʘʨʢʦʚʘʥʦʛʦ 
ʩʧʠʩʢʫ. 
4. ʅʘʪʠʩʥʽʪʴ ʢʣʘʚʽʰʫ Enter. ɹʫʜʝ ʟʨʦʙʣʝʥʦ ʧʝʨʝʥʝʩʝʥʥʷ ʨʷʜʢʘ, 
ʧʽʩʣʷ ʯʦʛʦ ʟôʷʚʠʪʴʩʷ ʜʨʫʛʠʡ ʤʘʨʢʝʨ ʩʧʠʩʢʫ (ʘʚʪʦʤʘʪʠʯʥʦ). ɺʚʝʜʽʪʴ ʟ 
ʢʣʘʚʽʘʪʫʨʠ ʜʨʫʛʠʡ ʧʫʥʢʪ ʩʧʠʩʢʫ ʽ ʪ.ʜ. 
5. ʑʦʙ ʟʘʢʽʥʯʠʪʠ ʬʦʨʤʫʚʘʥʥʷ ʤʘʨʢʦʚʘʥʦʛʦ ʩʧʠʩʢʫ, ʥʘʪʠʩʥʽʪʴ 
ʢʣʘʚʽʰʫ Enter ʽ ʧʦʚʪʦʨʥʦ ʥʘʪʠʩʥʽʪʴ ʢʥʦʧʢʫ ʤʘʨʢʦʚʘʥʦʛʦ ʩʧʠʩʢʫ ï 
ʤʘʨʢʫʚʘʥʥʷ ʙʫʜʝ ʧʨʠʧʠʥʝʥʦ.  
6. ɸʣʛʦʨʠʪʤ ʩʪʚʦʨʝʥʥʷ ʥʫʤʝʨʦʚʘʥʠʭ ʩʧʠʩʢʽʚ ʥʝ ʚʽʜʨʽʟʥʷʻʪʴʩʷ ʚʽʜ 
ʘʣʛʦʨʠʪʤʫ ʩʪʚʦʨʝʥʥʷ ʤʘʨʢʦʚʘʥʠʭ ʩʧʠʩʢʽʚ. ɺʘʤ ʣʠʰʝ ʪʨʝʙʘ 

ʥʘʪʠʩʥʫʪʠ ʢʥʦʧʢʫ  ʟ ʧʨʠʢʣʘʜʘʤʠ ʮʠʬʨʦʚʠʭ ʤʘʨʢʝʨʽʚ ʽ 
ʩʬʦʨʤʫʚʘʪʠ ʩʧʠʩʦʢ. ɸʥʘʣʦʛʽʯʥʦ ʚʠ ʤʦʞʝʪʝ ʚʠʙʨʘʪʠ ʦʜʠʥ ʟ ʤʦʞʣʠʚʠʭ 
ʚʘʨʽʘʥʪʽʚ ʧʦʟʥʘʯʝʥʥʷ ʥʫʤʝʨʦʚʘʥʦʛʦ ʩʧʠʩʢʫ (ʨʠʩ. 3.41). 

 
ʈʠʩ. 3.41. ʌʦʨʤʘʪʫʚʘʥʥʷ ʪʝʢʩʪʫ ʥʫʤʝʨʦʚʘʥʠʤ ʩʧʠʩʢʦʤ 

 
7. ɿʘ ʟʘʤʦʚʯʫʚʘʥʥʷʤ ʪʝʢʩʪ ʩʪʚʦʨʶʚʘʥʦʛʦ ʚʘʤʠ ʜʦʢʫʤʝʥʪʘ 
ʚʠʨʽʚʥʶʻʪʴʩʷ ʧʦ ʣʽʚʦʤʫ ʢʨʘʶ. ʑʦʙ ʚʠʨʽʚʥʷʪʠ ʚʠʜʽʣʝʥʠʡ ʪʝʢʩʪʦʚʠʡ 

ʙʣʦʢ ʧʦ ʧʨʘʚʦʤʫ ʢʨʘʶ, ʥʘʪʠʩʥʽʪʴ ʢʥʦʧʢʫ  ʨʦʟʪʘʰʦʚʘʥʫ ʥʘ 
ʚʢʣʘʜʮʽ ʇʘʥʝʣʽ ʫʧʨʘʚʣʽʥʥʷ/ʆʩʥʦʚʥʝ (ʨʠʩ. 3.42). 
8. ʑʦʙ ʚʠʨʽʚʥʷʪʠ ʚʠʜʽʣʝʥʠʡ ʪʝʢʩʪʦʚʠʡ ʙʣʦʢ ʧʦ ʮʝʥʪʨʫ ʜʦʢʫʤʝʥʪʘ, 

ʥʘʪʠʩʥʽʪʴ ʢʥʦʧʢʫ  ʥʘ ʚʢʣʘʜʮʽ ʇʘʥʝʣʽ ʫʧʨʘʚʣʽʥʥʷ/ʆʩʥʦʚʥʝ 
(ʨʠʩ. 3.42). ʑʦʙ ʚʽʜʥʦʚʠʪʠ ʚʠʨʽʚʥʶʚʘʥʥʷ ʧʦ ʣʽʚʦʤʫ ʢʨʘʶ ʜʦʢʫʤʝʥʪʘ, 

ʥʘʪʠʩʥʽʪʴ ʢʥʦʧʢʫ  ʥʘ ʚʢʣʘʜʮʽ ʇʘʥʝʣʽ ʫʧʨʘʚʣʽʥʥʷ/ʆʩʥʦʚʥʝ 
(ʨʠʩ. 3.42). 
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9. ʑʦʙ ʚʠʨʽʚʥʷʪʠ ʚʠʜʽʣʝʥʠʡ ʪʝʢʩʪ ʜʦʢʫʤʝʥʪʘ ʧʦ ʰʠʨʠʥʽ ʩʪʦʨʽʥʢʠ, 

ʥʘʪʠʩʥʽʪʴ ʢʥʦʧʢʫ  ʥʘ ʚʢʣʘʜʮʽ ʇʘʥʝʣʽ ʫʧʨʘʚʣʽʥʥʷ/ʆʩʥʦʚʥʝ 
(ʨʠʩ. 3.42). 
 

 
ʈʠʩ. 3.42. ɺʠʨʽʚʥʶʚʘʥʥʷ ʪʝʢʩʪʫ 

 
ɿɸʉʊʆʉʋɺɸʅʅʗ ʉʊʀʃɯɺ 

 
ʋʷʚʽʪʴ ʩʦʙʽ ʜʦʢʫʤʝʥʪ, ʩʪʚʦʨʝʥʠʡ ʷʢ ʤʦʥʦʣʽʪʥʠʡ ʪʝʢʩʪʦʚʠʡ ʙʣʦʢ. 

ʊʘʢʠʡ ʜʦʢʫʤʝʥʪ ʯʠʪʘʪʠ ʥʝ ʟʨʫʯʥʦ. ɯʥʰʘ ʩʧʨʘʚʘ, ʢʦʣʠ ʚ ʜʦʢʫʤʝʥʪʽ 
ʧʨʠʩʫʪʥʽ ʟʘʛʦʣʦʚʢʠ, ʧʽʜʟʘʛʦʣʦʚʢʠ, ʚʘʞʣʠʚʽ ʬʨʘʛʤʝʥʪʠ ʽ ʪ. ʜ. 
ɿʨʦʟʫʤʽʣʦ, ʤʦʞʥʘ ʩʘʤʦʩʪʽʡʥʦ ʟʘʜʘʪʠ ʧʦʪʨʽʙʥʝ ʬʦʨʤʘʪʫʚʘʥʥʷ 
ʪʝʢʩʪʦʚʦʛʦ ʙʣʦʢʫ, ʘʣʝ ʚʠ ʟʘʦʱʘʜʠʪʝ ʯʠʤʘʣʦ ʯʘʩʫ, ʷʢʱʦ 
ʩʢʦʨʠʩʪʘʻʪʝʩʷ ʪʘʢʠʤ ʟʘʩʦʙʦʤ ʬʦʨʤʘʪʫʚʘʥʥʷ ʚ ʧʨʦʛʨʘʤʽ Word Online, 
ʷʢ ʩʪʠʣʴ.  

ʉʪʠʣʴ ½ ʮʝ ʢʦʤʧʣʝʢʪ ʭʘʨʘʢʪʝʨʠʩʪʠʢ ʬʦʨʤʘʪʫʚʘʥʥʷ ʟ ʥʘʜʘʥʦʶ 
ʡʦʤʫ ʥʘʟʚʦʶ, ʦʩʥʦʚʥʠʤ ʧʨʠʟʥʘʯʝʥʥʷʤ ʷʢʦʛʦ ʻ ʩʧʨʦʱʝʥʥʷ ʪʘ 
ʩʪʘʥʜʘʨʪʠʟʘʮʽʷ ʧʨʦʮʝʩʫ ʬʦʨʤʘʪʫʚʘʥʥʷ. 

ʑʦʙ ʟʘʩʪʦʩʫʚʘʪʠ ʩʪʠʣʴʦʚʝ ʦʬʦʨʤʣʝʥʥʷ, ʚʠʢʦʥʘʡʪʝ ʪʘʢʽ ʜʽʾ. 
1. ɺ OneDrive ʩʪʚʦʨʽʪʴ ʥʦʚʠʡ ʘʙʦ ʚʽʜʢʨʠʡʪʝ ʽʩʥʫʶʯʠʡ ʜʦʢʫʤʝʥʪ Word 
Online. 
2. ɺʠʜʽʣʽʪʴ ʪʝʢʩʪʦʚʠʡ ʙʣʦʢ, ʜʦ ʷʢʦʛʦ ʚʠ ʧʣʘʥʫʻʪʝ ʟʘʩʪʦʩʫʚʘʪʠ 
ʩʪʠʣʴʦʚʝ ʦʬʦʨʤʣʝʥʥʷ. 
3. ɿʘ ʜʦʧʦʤʦʛʠ ʤʠʰʽ ʚʠʙʝʨʽʪʴ ʦʜʠʥ ʟ ʚʘʨʽʘʥʪʽʚ ʩʪʠʣʴʦʚʦʛʦ 
ʦʬʦʨʤʣʝʥʥʷ, ʧʨʝʜʩʪʘʚʣʝʥʦʛʦ ʫ ʙʣʦʮʽ ʉʪʠʣʽ (Styles), ʨʦʟʪʘʰʦʚʘʥʦʤʫ 
ʥʘ ʚʢʣʘʜʮʽ ʇʘʥʝʣʴ ʫʧʨʘʚʣʽʥʥʷ (ʨʠʩ. 3.43). ɺʠʜʽʣʝʥʠʡ ʚʘʤʠ 
ʪʝʢʩʪʦʚʠʡ ʙʣʦʢ ʧʨʠʡʤʝ ʚʠʙʨʘʥʝ ʩʪʠʣʴʦʚʝ ʦʬʦʨʤʣʝʥʥʷ. 
4. ʋ ʥʠʞʥʽʡ ʯʘʩʪʠʥʽ ʩʧʠʩʢʫ, ʱʦ ʨʦʟʢʨʠʚʘʻʪʴʩʷ ʨʦʟʪʘʰʦʚʘʥʦ ʧʫʥʢʪ 
ʆʯʠʩʪʠʪʠ ʬʦʨʤʘʪ (Clear formatting). ɺʠʙʝʨʽʪʴ ʮʝʡ ʧʫʥʢʪ ʜʣʷ 
ʦʯʠʱʝʥʥʷ ʩʪʠʣʴʦʚʦʛʦ ʬʦʨʤʘʪʫʚʘʥʥʷ ʚʠʜʽʣʝʥʦʛʦ ʪʝʢʩʪʦʚʦʛʦ ʙʣʦʢʫ 
ʘʙʦ ʚʩʴʦʛʦ ʚʽʜʢʨʠʪʦʛʦ ʜʦʢʫʤʝʥʪʘ. 
 



 

 

122 

 

 
ʈʠʩ. 3.43. ʄʝʥʶ ʚʠʙʦʨʫ ʩʪʠʣʽʚ 

 
ʇɽʈɽɺɯʈʂɸ ʆʈʌʆɻʈɸʌɯɰ 

 
ʍʤʘʨʥʠʡ ʜʦʜʘʪʦʢ Word Online ʤʘʻ ʚʙʫʜʦʚʘʥʠʡ ʤʦʜʫʣʴ ʧʝʨʝʚʽʨʢʠ 

ʦʨʬʦʛʨʘʬʽʾ. ʎʝʡ ʤʦʜʫʣʴ ʥʝ ʟʜʘʪʥʠʡ ʟʥʘʭʦʜʠʪʠ ʧʫʥʢʪʫʘʮʽʡʥʽ ʧʦʤʠʣʢʠ, 
ʘʣʝ ʧʝʨʝʚʽʨʢʘ ʦʨʬʦʛʨʘʬʽʾ ʟʘʣʠʰʘʻʪʴʩʷ ʚʘʞʣʠʚʠʤ ʢʦʤʧʦʥʝʥʪʦʤ ʫ 
ʩʪʚʦʨʝʥʥʽ ʜʦʢʫʤʝʥʪʘ. 

1. ʋʩʽ çʥʝʟʥʘʡʦʤʽè ʩʣʦʚʘ ʚ ʪʝʢʩʪʽ, ʷʢ ʽ ʚʩʽ ʥʝʧʨʘʚʠʣʴʥʽ ʩʣʦʚʘ, ʙʫʜʝ 
ʧʽʜʢʨʝʩʣʝʥʦ ʯʝʨʚʦʥʦʶ ʭʚʠʣʷʩʪʦʶ ʣʽʥʽʻʶ (ʨʠʩ. 3.44). 
 

 
ʈʠʩ. 3.44. ʇʝʨʝʚʽʨʢʘ ʧʨʘʚʦʧʠʩʫ 

2. ɿʘ ʜʦʧʦʤʦʛʠ ʢʦʥʪʝʢʩʪʥʦʛʦ ʤʝʥʶ ʚʩʽ ʥʝʧʨʘʚʠʣʴʥʽ ʩʣʦʚʘ ʤʦʞʥʘ 
ʟʘʤʽʥʠʪʠ ʥʘ ʧʨʘʚʠʣʴʥʽ. ʂʣʽʢʘʥʥʷ ʧʨʘʚʦʶ ʢʥʦʧʢʦʶ ʤʠʰʽ ʧʦ ʚʠʜʽʣʝʥʦʤʫ 
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ʩʣʦʚʫ ʧʨʠʚʝʜʝ ʜʦ ʧʦʷʚʠ ʢʦʥʪʝʢʩʪʥʦʛʦ ʤʝʥʶ, ʱʦ ʤʽʩʪʠʪʴ ʚʘʨʽʘʥʪʠ 

ʟʘʤʽʥʠ ½ ʧʨʦʛʨʘʤʘ ʥʘʜʘʩʪʴ ʧʽʜʢʘʟʢʠ. 

3. ɯʥʢʦʣʠ ʧʽʜʢʨʝʩʣʝʥʥʷ ʯʝʨʚʦʥʦʶ ʭʚʠʣʷʩʪʦʶ ʣʽʥʽʻʶ ʚʠʥʠʢʘʻ ʯʝʨʝʟ 
ʫʩʪʘʥʦʚʣʝʥʫ ʥʝʧʨʘʚʠʣʴʥʫ ʤʦʚʠ ʧʝʨʝʚʽʨʢʠ ʧʨʘʚʦʧʠʩʫ, ʱʦ ʤʦʞʥʘ 
ʚʠʧʨʘʚʠʪʠ ʯʝʨʝʟ ʢʦʥʪʝʢʩʪʥʝ ʤʝʥʶ.  ʋ ʻʜʠʥʦʤʫ ʧʦʣʽ ʟʽ ʩʧʠʩʢʦʤ, 
ʨʦʟʪʘʰʦʚʘʥʦʤʫ ʚ ʜʽʘʣʦʛʦʚʦʤʫ ʚʽʢʥʽ ʄʦʚʘ (Language), ʚʠʙʝʨʽʪʴ 
ʧʦʪʨʽʙʥʫ ʤʦʚʫ ʧʝʨʝʚʽʨʢʠ ʦʨʬʦʛʨʘʬʽʾ. 

4. ɺʩʪʘʥʦʚʣʝʥʥʷ ʧʨʘʧʦʨʮʷ ʚ ʧʦʣʽ çʥʝ ʧʝʨʝʚʽʨʷʪʠ ʦʨʬʦʛʨʘʬʽʶè 
(Do not check spelling) ʧʨʠʚʝʜʝ ʜʦ ʙʣʦʢʫʚʘʥʥʷ ʤʦʜʫʣʷ ʧʝʨʝʚʽʨʢʠ 
ʦʨʬʦʛʨʘʬʽʾ. ɿʥʷʪʪʷ ʟʛʘʜʘʥʦʛʦ ʚʠʱʝ ʧʨʘʧʦʨʮʷ ʧʨʠʚʝʜʝ ʜʦ ʟʘʧʫʩʢʫ 
ʤʦʜʫʣʷ ʧʝʨʝʚʽʨʢʠ ʦʨʬʦʛʨʘʬʽʾ. ɼʣʷ ʟʙʝʨʝʞʝʥʥʷ ʟʤʽʥ ʥʘʪʠʩʥʽʪʴ ʢʥʦʧʢʫ 
çɿʙʝʨʝʛʪʠè. 

5. ʗʢʱʦ ʞ ʩʣʦʚʦ ʥʦʚʝ ʽ ʥʝ ʤʘʻ ʘʥʘʣʦʛʽʚ ʧʨʘʚʦʧʠʩʫ (ʟ ʨʦʟʚʠʪʢʦʤ 
ʽʥʬʦʨʤʘʮʽʡʥʠʭ ʪʝʭʥʦʣʦʛʽʡ ʮʝ ʚʽʜʙʫʚʘʻʪʴʩʷ ʩʠʩʪʝʤʘʪʠʯʥʦ), ʤʦʞʥʘ 
ʜʦʜʘʪʠ ʧʨʠʤʽʪʢʫ. 
 

ɺʉʊɸɺʃɽʅʅʗ ʇʆʉʀʃɸʅʅʗ ɺ ɼʆʂʋʄɽʅʊ WORD ONLINE 
 

ʅʘ ʚʣʘʩʥʠʡ ʨʦʟʩʫʜ ʢʦʨʠʩʪʫʚʘʯ ʤʦʞʝ ʚʩʪʘʚʠʪʠ ʚ ʜʦʢʫʤʝʥʪ Word 
Online ʪʘʢʽ ʦʙôʻʢʪʠ: ʤʘʣʶʥʢʠ, ʢʘʨʪʠʥʢʠ, ʪʘʙʣʠʮʽ, ʧʦʩʠʣʘʥʥʷ. 

ʑʦʙ ʚʩʪʘʚʠʪʠ ʚ ʪʝʢʩʪʦʚʠʡ ʜʦʢʫʤʝʥʪ ʧʦʩʠʣʘʥʥʷ, ʚʠʢʦʥʘʡʪʝ ʪʘʢʽ 
ʜʽʾ. 

1. ɺʩʪʘʥʦʚʽʪʴ ʪʝʢʩʪʦʚʠʡ ʢʫʨʩʦʨ ʫ ʧʝʚʥʝ ʤʽʩʮʝ ʚ ʜʦʢʫʤʝʥʪʽ, ʢʫʜʠ ʚʠ 
ʧʣʘʥʫʻʪʝ ʧʦʤʽʩʪʠʪʠ ʧʦʩʠʣʘʥʥʷ. 

2. ɺʽʜʢʨʠʡʪʝ ʚʢʣʘʜʢʫ ɺʩʪʘʚʢʘ (Insert) ʇʘʥʝʣʽ ʫʧʨʘʚʣʽʥʥʷ. 

3. ɼʣʷ ʚʩʪʘʚʢʠ ʧʦʩʠʣʘʥʥʷ ʥʘʪʠʩʥʽʪʴ ʢʥʦʧʢʫ ʇʦʩʠʣʘʥʥʷ (Link), 
ʨʦʟʪʘʰʦʚʘʥʫ ʥʘ ʚʢʣʘʜʮʽ ɺʩʪʘʚʢʘ (Insert). ɺʽʜʢʨʠʻʪʴʩʷ ʜʽʘʣʦʛʦʚʝ ʚʽʢʥʦ 
ʇʦʩʠʣʘʥʥʷ (Link) (ʨʠʩ. 3.45). 

 
ʈʠʩ. 3.45. ɼʽʘʣʦʛʦʚʝ ʚʽʢʥʦ ʚʩʪʘʚʣʝʥʥʷ ʧʦʩʠʣʘʥʥʷ 

 

4. ʋ ʪʝʢʩʪʦʚʝ ʧʦʣʝ ɸʜʨʝʩa ʚʚʝʜʽʪʴ URL-ʘʜʨʝʩʫ ʟʦʚʥʽʰʥʴʦʛʦ 
ʨʝʩʫʨʩʫ.  



 

 

124 

 

5. ʋ ʧʦʣʽ ʊʝʢʩʪ, ʱʦ ʚʽʜʦʙʨʘʞʘʻʪʴʩʷ, ʚʚʝʜʽʪʴ ʩʣʦʚʦʩʧʦʣʫʯʝʥʥʷ, ʷʢʝ 
ʙʫʜʝ ʨʦʟʤʽʱʝʥʝ ʚ ʪʝʢʩʪʽ. 

6. ʇʩ̔ʣʷ ʟʘʢʽʥʯʝʥʥʷ ʟʘʧʦʚʥʝʥʥʷ ʜʽʘʣʦʛʦʚʦʛʦ ʚʽʢʥʘ ʇʦʩʠʣʘʥʥʷ 
(Link) ʥʘʪʠʩʥʽʪʴ ʢʥʦʧʢʫ ɺʩʪʘʚʣʝʥʥʷ (Insert). ʇʦʩʠʣʘʥʥʷ ʙʫʜʝ 
ʩʪʚʦʨʝʥʦ. ʉʣʦʚʦ ʘʙʦ ʬʨʘʟʘ, ʱʦ ʤʽʩʪʠʪʴ ʛʽʧʝʨʧʦʩʠʣʘʥʥʷ, ʪʨʘʜʠʮʽʡʥʦ 
ʚʠʜʽʣʷʻʪʴʩʷ ʩʠʥʽʤ ʢʦʣʴʦʨʦʤ. ɼʣʷ ʧʝʨʝʭʦʜʫ ʟʘ ʧʦʩʠʣʘʥʥʷʤ ʥʝʦʙʭʽʜʥʦ 
ʢʣʽʢʥʫʪʠ ʤʠʰʝʶ ʧʦ ʩʪʚʦʨʝʥʦʤʫ ʧʦʩʠʣʘʥʥʶ. 

7. ʑʦʙ ʟʤʽʥʠʪʠ ʪʝʢʩʪ ʧʦʩʠʣʘʥʥʷ, ʚʠʢʣʠʯʪʝ ʢʦʥʪʝʢʩʪʥʝ ʤʝʥʶ  ʜʣʷ 
ʨʝʜʘʛʦʚʘʥʦʛʦ ʦʙ'ʻʢʪʘ. 

8. ʋ ʢʦʥʪʝʢʩʪʥʦʤʫ ʤʝʥʶ ʚʠʙʝʨʽʪʴ ʧʫʥʢʪ ɿʤʽʥʠʪʠ ʧʦʩʠʣʘʥʥʷ (Edit 
link). ɺʽʜʢʨʠʻʪʴʩʷ ʚʞʝ ʟʥʘʡʦʤʝ ʚʘʤ ʜʽʘʣʦʛʦʚʝ ʚʽʢʥʦ ʇʦʩʠʣʘʥʥʷ 
(Link). ɿʤʽʥʽʪʴ ʧʦʩʠʣʘʥʥʷ ʽ ʟʙʝʨʝʞʽʪʴ ʟʤʽʥʠ ʥʘʪʠʩʥʝʥʥʷʤ ʢʥʦʧʢʠ 
çɿʙʝʨʝʞʝʥʥʷè. 

9. ɼʣʷ ʢʦʧʽʶʚʘʥʥʷ URL-ʘʜʨʝʩʠ, ʚʢʘʟʘʥʦʾ ʚ ʧʦʩʠʣʘʥʥʽ, ʚʠʙʝʨʽʪʴ 
ʧʫʥʢʪ ʢʦʥʪʝʢʩʪʥʦʛʦ ʤʝʥʶ ʂʦʧʽʶʚʘʪʠ ʧʦʩʠʣʘʥʥʷ. 

10. ɺʠʙʠʨʘʶʯʠ ʧʫʥʢʪ ʢʦʥʪʝʢʩʪʥʦʛʦ ʤʝʥʶ ɺʠʜʘʣʠʪʠ ʧʦʩʠʣʘʥʥʷ 
(Remove Link), ʚʠ ʚʠʜʘʣʠʪʝ ʪʽʣʴʢʠ ʘʜʨʝʩʫ, ʥʘ ʷʢʫ ʚʝʜʝ ʨʝʜʘʛʦʚʘʥʝ 
ʧʦʩʠʣʘʥʥʷ. 

11. ʑʦʙ ʚʠʜʘʣʠʪʠ ʪʝʢʩʪ ʧʦʩʠʣʘʥʥʷ, ʚʠʜʽʣʽʪʴ ʪʝʢʩʪ, ʱʦ  
ʚʽʜʦʙʨʘʞʘʻʪʴʩʷ, ʽ ʥʘʪʠʩʥʽʪʴ ʢʣʘʚʽʰʫ Delete ʥʘ ʢʣʘʚʽʘʪʫʨʽ. 
 

ɺʉʊɸɺʃɽʅʅʗ ʄɸʃʖʅʂɸ ɺ ɼʆʂʋʄɽʅʊ WORD ONLINE 
 

ʑʦʙ ʚʩʪʘʚʠʪʠ ʚ ʪʝʢʩʪʦʚʠʡ ʜʦʢʫʤʝʥʪ Word Online ʤʘʣʶʥʦʢ, 
ʨʦʟʪʘʰʦʚʘʥʠʡ ʥʘ ʣʦʢʘʣʴʥʦʤʫ ʢʦʤʧ'ʶʪʝʨʽ, ʩʢʦʨʠʩʪʘʡʪʝʩʷ ʥʘʩʪʫʧʥʠʤ 
ʘʣʛʦʨʠʪʤʦʤ: 

1. ɺʩʪʘʥʦʚʽʪʴ ʪʝʢʩʪʦʚʠʡ ʢʫʨʩʦʨ ʫ ʤʽʩʮʝ ʚ ʜʦʢʫʤʝʥʪʽ, ʢʫʜʠ ʚʠ 
ʧʣʘʥʫʻʪʝ ʧʦʤʽʩʪʠʪʠ ʤʘʣʶʥʦʢ. 

2. ɺʽʜʢʨʠʡʪʝ ʚʢʣʘʜʢʫ ɺʩʪʘʚʢʘ (Insert) ʇʘʥʝʣʽ ʫʧʨʘʚʣʽʥʥʷ. 

3. ɼʣʷ ʚʩʪʘʚʢʠ ʧʦʩʠʣʘʥʥʷ ʥʘʪʠʩʥʽʪʴ ʢʥʦʧʢʫ ʄʘʣʶʥʦʢ (Picture), 
ʨʦʟʪʘʰʦʚʘʥʫ ʥʘ ʚʢʣʘʜʮʽ ɺʩʪʘʚʢʘ (Insert). ɺʽʜʢʨʠʻʪʴʩʷ ʜʽʘʣʦʛʦʚʝ 
ʚʽʢʥʦ ɺʠʙʽʨ ʬʘʡʣʫ ʜʣʷ ʟʘʚʘʥʪʘʞʝʥʥʷ ʟʦʙʨʘʞʝʥʥʷ (Choose File to 
Upload) (ʨʠʩ. 3.46). 

 
ʈʠʩ. 3.46. ɺʠʙʽʨ ʤʘʣʶʥʢʫ ʥʘ ʢʦʤʧôʶʪʝʨʽ 

4. ɿʘ ʜʦʧʦʤʦʛʠ ʝʣʝʤʝʥʪʽʚ ʫʧʨʘʚʣʽʥʥʷ ʜʽʘʣʦʛʦʚʠʤ ʚʽʢʥʦʤ ʚʠʙʝʨʽʪʴ 
ʬʘʡʣ ʤʘʣʶʥʢʘ ʽ ʥʘʪʠʩʥʽʪʴ ʢʥʦʧʢʫ ɺʽʜʢʨʠʪʠ (Open). ʏʝʨʝʟ ʜʝʢʽʣʴʢʘ 
ʩʝʢʫʥʜ, ʟʘʣʝʞʥʦ ʚʽʜ ʨʦʟʤʽʨʫ ʬʘʡʣʫ ʽ ʰʚʠʜʢʦʩʪʽ ʚʘʰʦʛʦ ɯʥʪʝʨʥʝʪ-
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ʟ'ʻʜʥʘʥʥʷ, ʤʘʣʶʥʦʢ ʙʫʜʝ ʟʘʚʘʥʪʘʞʝʥʦ ʥʘ ʩʝʨʚʝʨ ʧʨʦʚʘʡʜʝʨʘ ʽ 
ʨʦʟʤʽʱʝʥʦ ʚ ʪʝʢʩʪʦʚʦʤʫ ʜʦʢʫʤʝʥʪʽ (ʨʠʩ. 3.47). 

5. ɿʤʽʥʘ ʨʦʟʤʽʨʽʚ ʤʘʣʶʥʢʘ ʩʪʘʻ ʤʦʞʣʠʚʦʶ ʧʽʜ ʯʘʩ ʡʦʛʦ ʚʠʜʽʣʝʥʥʷ. 
ʂʣʽʢʥʽʪʴ ʤʠʰʝʶ ʧʦ ʤʘʣʶʥʢʫ, ʟ'ʷʚʠʪʴʩʷ ʚʢʣʘʜʢʘ ʈʦʙʦʪʘ ʟ 
ʤʘʣʶʥʢʘʤʠ (Picture tools) ʥʘ ʇʘʥʝʣʽ ʫʧʨʘʚʣʽʥʥʷ ʧʨʦʛʨʘʤʦʶ. 

6. ʑʦʙ ʟʤʝʥʰʠʪʠ ʨʦʟʤʽʨ ʤʘʣʶʥʢʘ, ʥʘʪʠʩʥʽʪʴ ʢʥʦʧʢʫ ɿʤʝʥʰʠʪʠ 
(Shrink). ɼʣʷ ʟʙʽʣʴʰʝʥʥʷ ʚʠʜʽʣʝʥʦʛʦ ʦʙ'ʻʢʪʘ ʥʘʪʠʩʥʽʪʴ ʢʥʦʧʢʫ 
ɿʙʽʣʴʰʠʪʠ (Grow). 
 

 
ʈʠʩ. 3.47. ɺʩʪʘʚʣʝʥʠʡ ʫ ʪʝʢʩʪ ʤʘʣʶʥʦʢ 

 

7. ʑʦʙ ʚʨʫʯʥʫ ʟʘʜʘʪʠ ʨʦʟʤʽʨ ʨʝʜʘʛʦʚʘʥʦʛʦ ʟʦʙʨʘʞʝʥʥʷ, ʚ ʧʦʣʽ 
ʄʘʩʰʪʘʙ (Scale), ʨʦʟʪʘʰʦʚʘʥʦʤʫ ʥʘ ʚʢʣʘʜʮʽ ʈʦʙʦʪʘ ʟ ʤʘʣʶʥʢʘʤʠ 
(Picture tools), ʚʚʝʜʽʪʴ ʙʘʞʘʥʝ ʟʥʘʯʝʥʥʷ ʘʙʦ ʩʢʦʨʠʩʪʘʡʪʝʩʷ 
ʝʣʝʤʝʥʪʘʤʠ ʫʧʨʘʚʣʽʥʥʷ ʤʘʩʰʪʘʙʦʤ ʟʦʙʨʘʞʝʥʥʷ, ʨʦʟʪʘʰʦʚʘʥʠʤʠ ʫ 
ʧʨʘʚʽʡ ʯʘʩʪʠʥʽ ʧʦʣʷ. 

8. ʅʘʪʠʩʥʽʪʴ ʢʥʦʧʢʫ ʊʝʢʩʪ ʟʘʤʽʱʝʥʥʷ (Alt-text), ʨʦʟʪʘʰʦʚʘʥʫ ʥʘ 
ʚʢʣʘʜʮʽ ʈʦʙʦʪʘ ʟ ʤʘʣʶʥʢʘʤʠ (Picture tools) (ʨʠʩ. 3.48). ɺʽʜʢʨʠʻʪʴʩʷ 
ʦʜʥʦʡʤʝʥʥʝ ʜʽʘʣʦʛʦʚʝ ʚʽʢʥʦ. ʋ ʻʜʠʥʦʤʫ ʪʝʢʩʪʦʚʦʤʫ ʧʦʣʽ ʚ ʮʴʦʤʫ 
ʜʽʘʣʦʛʦʚʦʤʫ ʚʽʢʥʽ ʩʣʽʜ ʚʚʝʩʪʠ ʪʝʢʩʪ, ʷʢʠʡ ʟʘʤʽʱʘʪʠʤʝ ʚʩʪʘʚʣʝʥʝ 
ʟʦʙʨʘʞʝʥʥʷ ʚ ʪʦʤʫ ʚʠʧʘʜʢʫ, ʷʢʱʦ ʚ ʥʘʣʘʰʪʫʚʘʥʥʷʭ ʙʨʘʫʟʝʨʫ 
ʟʘʙʣʦʢʦʚʘʥʦ ʛʨʘʬʽʢ. ʅʘʪʠʩʥʽʪʴ ʢʥʦʧʢʫ ɿʙʝʨʝʞʝʥʥʷ.  

ʇʽʜ ʯʘʩ ʧʝʨʝʛʣʷʜʫ ʦʥ-ʣʘʡʥʦʚʦʛʦ ʜʦʢʫʤʝʥʪʘ ʟʘʤʽʩʪʴ ʤʘʣʶʥʢʘ 
ʙʫʜʝ ʚʽʜʪʚʦʨʶʚʘʪʠʩʷ ʚʚʝʜʝʥʠʡ ʚʘʤʠ ʪʝʢʩʪ. ʅʘʧʨʠʢʣʘʜ, ʤʘʣʶʥʦʢ 
ʭʤʘʨʠ. 
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ʈʠʩ. 3.48.  ɿʘʤʽʱʝʥʥʷ ʤʘʣʶʥʢʘ ʪʝʢʩʪʦʤ 

 

9. ʑʦʙ ʚʠʜʘʣʠʪʠ ʤʘʣʶʥʦʢ, ʢʣʽʢʥʽʪʴ ʧʨʘʚʦʶ ʢʥʦʧʢʦʶ ʤʠʰʽ ʧʦ 
ʦʙ'ʻʢʪʫ, ʱʦ ʚʠʜʘʣʷʻʪʴʩʷ. ɺʽʜʢʨʠʻʪʴʩʷ ʢʦʥʪʝʢʩʪʥʝ ʤʝʥʶ ʤʘʣʶʥʢʘ. ɿʘ 
ʜʦʧʦʤʦʛʠ ʤʠʰʽ ʚʠʙʝʨʽʪʴ ʧʫʥʢʪ ɺʠʨʽʟʘʪʠ (Cut). ɿʦʙʨʘʞʝʥʥʷ ʙʫʜʝ 
ʚʠʜʘʣʝʥʦ.  
 

ɺʉʊɸɺʃɽʅʅʗ ɻʈɸʌɯʏʅʀʍ ʆɹôɭʂʊɯɺ ʋ ɼʆʂʋʄɽʅʊ WORD 
ONLINE 

 
ʂʘʨʪʠʥʢʦʶ ʚ ʧʨʦʛʨʘʤʽ Microsoft Word ʧʨʠʡʥʷʪʦ ʥʘʟʠʚʘʪʠ 

ʛʨʘʬʽʯʥʠʡ ʦʙ'ʻʢʪ Microsoft Clip Art. Microsoft Clip Art ½ ʮʝ ʨʽʟʥʽ ʛʦʪʦʚʽ 
ʟʦʙʨʘʞʝʥʥʷ ʚʽʜ ʩʭʝʤʘʪʠʯʥʠʭ ʽ ʜʫʞʝ ʧʨʦʩʪʠʭ ʜʦ ʮʽʣʢʦʤ 
ʚʠʩʦʢʦʭʫʜʦʞʥʽʭ ʛʨʘʬʽʯʥʠʭ ʦʙôʻʢʪʽʚ. ɹʝʟʫʤʦʚʥʦ, ʚʩʪʘʚʣʝʥʥʷ ʦʙ'ʻʢʪʽʚ 
Microsoft Clip Art ʜʦʟʚʦʣʠʪʴ ʟʥʘʯʥʦ ʧʨʠʢʨʘʩʠʪʠ ʩʪʚʦʨʝʥʠʡ ʚʘʤʠ 
ʪʝʢʩʪʦʚʠʡ ʬʘʡʣ. ʑʦʙ ʚʩʪʘʚʠʪʠ ʚ ʪʝʢʩʪʦʚʠʡ ʜʦʢʫʤʝʥʪ Word 
ʛʨʘʬʽʯʥʠʡ ʦʙ'ʻʢʪ Microsoft Clip Art, ʩʢʦʨʠʩʪʘʡʪʝʩʷ ʪʘʢʠʤ ʘʣʛʦʨʠʪʤʦʤ: 

1. ʋʩʪʘʥʦʚʽʪʴ ʪʝʢʩʪʦʚʠʡ ʢʫʨʩʦʨ ʫ ʧʝʚʥʝ ʤʽʩʮʝ ʚ ʜʦʢʫʤʝʥʪʽ, ʢʫʜʠ ʚʠ 
ʧʣʘʥʫʻʪʝ ʧʦʤʽʩʪʠʪʠ ʛʨʘʬʽʯʥʠʡ ʦʙôʻʢʪ. 

2. ɺʽʜʢʨʠʡʪʝ ʚʢʣʘʜʢʫ ɺʩʪʘʚʢʘ (Insert) ʇʘʥʝʣʽ ʫʧʨʘʚʣʽʥʥʷ. 

3. ɼʣʷ ʚʩʪʘʚʢʠ ʛʨʘʬʽʯʥʦʛʦ ʦʙôʻʢʪʘ ʥʘʪʠʩʥʽʪʴ ʢʥʦʧʢʫ ɻʨʘʬʽʢʘ 
(Picture), ʨʦʟʪʘʰʦʚʘʥʫ ʥʘ ʚʢʣʘʜʮʽ ɺʩʪʘʚʢʘ (Insert). ɺʽʜʢʨʠʻʪʴʩʷ 
ʜʽʘʣʦʛʦʚʝ ʚʽʢʥʦ.  

4. ʋ ʪʝʢʩʪʦʚʝ ʧʦʣʝ, ʨʦʟʪʘʰʦʚʘʥʝ ʫ ʚʝʨʭʥʽʡ ʯʘʩʪʠʥʽ ʜʽʘʣʦʛʦʚʦʛʦ 
ʚʽʢʥʘ, ʚʚʝʜʽʪʴ ʧʦʰʫʢʦʚʠʡ ʟʘʧʠʪ. ʋ ʷʢʦʩʪʽ ʟʘʧʠʪʫ ʤʦʞʝ ʬʽʛʫʨʫʚʘʪʠ 
ʙʫʜʴ-ʷʢʝ ʩʣʦʚʦ, ʱʦ ʪʘʢ ʯʠ ʽʥʘʢʰʝ ʦʧʠʩʫʻ ʦʙôʻʢʪ. ʅʘʧʨʠʢʣʘʜ, ʭʤʘʨʘ. 

5. ʅʘʪʠʩʥʽʪʴ ʢʥʦʧʢʫ ʧʦʰʫʢʫ, ʨʦʟʪʘʰʦʚʘʥʫ ʚ ʧʨʘʚʽʡ ʯʘʩʪʠʥʽ ʧʦʣʷ, 
ʜʣʷ ʚʚʝʜʝʥʥʷ ʧʦʰʫʢʦʚʦʛʦ ʟʘʧʠʪʫ. ʗʢʱʦ ʚʚʝʜʝʥʘ ʚʘʤʠ ʥʘʟʚʘ 
ʩʧʽʚʧʘʜʘʪʠʤʝ ʟ ʙʫʜʴï̫ ʢʠʤ ʦʙ'ʻʢʪʦʤ Microsoft Clip Art, ʝʩʢʽʟʠ ʮʠʭ 
ʦʙ'ʻʢʪʽʚ ʙʫʜʫʪʴ ʚʠʚʝʜʝʥʽ ʚ ʧʦʣʝ, ʨʦʟʪʘʰʦʚʘʥʝ ʧʽʜ ʨʷʜʢʦʤ ʚʚʝʜʝʥʥʷ 
ʧʦʰʫʢʦʚʦʛʦ ʟʘʧʠʪʫ. 

6. ɿʘ ʜʦʧʦʤʦʛʠ ʤʠʰʽ ʚʠʙʝʨʽʪʴ ʧʦʪʨʽʙʥʠʡ ʦʙ'ʻʢʪ Microsoft Clip Art 
ʜʣʷ ʚʩʪʘʚʣʝʥʥʷ (ʨʠʩ. 3.49). 
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ʈʠʩ. 3.49. ʄʝʥʶ ʛʨʘʬʽʯʥʠʭ ʟʦʙʨʘʞʝʥʴ 

 
ʏʝʨʝʟ ʜʝʢʽʣʴʢʘ ʩʝʢʫʥʜ, ʟʘʣʝʞʥʦ ʚʽʜ ʨʦʟʤʽʨʫ ʬʘʡʣʫ ʽ ʰʚʠʜʢʦʩʪʽ 

ʚʘʰʦʛʦ ɯʥʪʝʨʥʝʪ-ʟ'ʻʜʥʘʥʥʷ, ʛʨʘʬʽʯʥʠʡ ʦʙôʻʢʪ ʙʫʜʝ ʟʘʚʘʥʪʘʞʝʥʦ ʥʘ 
ʩʝʨʚʝʨ ʧʨʦʚʘʡʜʝʨʘ ʽ ʨʦʟʤʽʱʝʥʦ ʚ ʪʝʢʩʪʦʚʦʤʫ ʜʦʢʫʤʝʥʪʽ.  

ʈʦʙʦʪʘ ʟ ʛʨʘʬʽʯʥʠʤ ʦʙôʻʢʪʦʤ (ʟʤʝʥʰʝʥʥʷ, ʟʙʽʣʴʰʝʥʥʷ ʨʦʟʤʽʨʽʚ, 
ʜʦʜʘʚʘʥʥʷ ʝʬʝʢʪʽʚ ʪʦʱʦ) ʥʝ ʚʽʜʨʽʟʥʷʻʪʴʩʷ ʚʽʜ ʨʦʙʦʪʠ ʟʽ ʟʚʠʯʘʡʥʠʤ 
ʤʘʣʶʥʢʦʤ. 
 

ɺʉʊɸɺʃɽʅʅʗ ʊɸɹʃʀʎɯ ɺ ɼʆʂʋʄɽʅʊ WORD ONLINE 
 

ʑʦʙʠ ʚʩʪʘʚʠʪʠ ʚ ʨʝʜʘʛʦʚʘʥʠʡ ʜʦʢʫʤʝʥʪ Word Online ʧʨʦʩʪʫ 
ʪʘʙʣʠʮʶ, ʥʝ ʧʨʠʟʥʘʯʝʥʫ ʜʣʷ ʦʙʯʠʩʣʝʥʴ, ʩʢʦʨʠʩʪʘʡʪʝʩʷ ʪʘʢʠʤ 
ʘʣʛʦʨʠʪʤʦʤ: 
1. ʋʩʪʘʥʦʚʽʪʴ ʪʝʢʩʪʦʚʠʡ ʢʫʨʩʦʨ ʫ ʧʝʚʥʝ ʤʽʩʮʝ ʚ ʜʦʢʫʤʝʥʪʽ, ʢʫʜʠ ʚʠ 

ʧʣʘʥʫʻʪʝ ʧʦʤʽʩʪʠʪʠ ʪʘʙʣʠʮʶ. 

2. ɺʽʜʢʨʠʡʪʝ ʚʢʣʘʜʢʫ ɺʩʪʘʚʢʘ (Insert) ʇʘʥʝʣʽ ʫʧʨʘʚʣʽʥʥʷ. 

ʅʘʪʠʩʥʽʪʴ ʢʥʦʧʢʫ ʊʘʙʣʠʮʷ (Table). ɺʽʜʢʨʠʻʪʴʩʷ ʤʝʥʶ ɺʩʪʘʚʠʪʠ 

ʪʘʙʣʠʮʶ (Insert table) (ʤʘʣ. 3.50). 

3. ɿʘ ʜʦʧʦʤʦʛʠ ʤʠʰʽ ʚʠʙʝʨʽʪʴ ʢʽʣʴʢʽʩʪʴ ʩʪʦʚʧʮʽʚ ʽ ʨʷʜʢʽʚ ʫ ʪʘʙʣʠʮʽ, 

ʱʦ ʚʩʪʘʚʣʷʻʪʴʩʷ. 

4. ʋ ʨʝʜʘʛʦʚʘʥʠʡ ʜʦʢʫʤʝʥʪ ʙʫʜʝ ʚʩʪʘʚʣʝʥʦ ʪʘʙʣʠʮʶ, ʱʦ 

ʩʢʣʘʜʘʻʪʴʩʷ, ʥʘʧʨʠʢʣʘʜ, ʟ ʧôʷʪʠ ʨʷʜʢʽʚ ʽ ʩʝʤʠ ʩʪʦʚʧʯʠʢʽʚ (ʨʠʩ. 3.50). 

ɺʩʪʘʚʣʝʥʥ̫ ʪʘʙʣʠʮʽ ʚʽʜʙʫʚʘʻʪʴʩʷ ʘʚʪʦʤʘʪʠʯʥʦ. 
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ʈʠʩ. 3.50. ɺʩʪʘʚʣʝʥʥʷ ʪʘʙʣʠʮʽ 

 
5. ɺʚʝʜʽʪʴ ʜʘʥʽ ʚ ʪʘʙʣʠʮʶ.  

6. ɼʣʷ ʨʝʜʘʛʫʚʘʥʥʷ ʚʣʘʩʪʠʚʦʩʪʝʡ ʪʘʙʣʠʮʽ ʩʣʽʜ ʚʠʜʽʣʠʪʠ ʪʘʙʣʠʮʶ 

ʤʠʰʝʶ (ʧʽʜʩʚʽʪʠʪʠ) ʘʙʦ ʢʣʽʢʥʫʪʠ ʤʠʰʝʶ ʚ ʤʝʞʘʭ ʪʘʙʣʠʮʽ. 

ɺʽʜʢʨʠʻʪʴʩʷ ʥʦʚʘ ʚʢʣʘʜʢʘ ʈʦʙʦʪʘ ʟ ʪʘʙʣʠʮʷʤʠ (Table tools), 

ʨʦʟʪʘʰʦʚʘʥʘ ʥʘ ʇʘʥʝʣʽ ʫʧʨʘʚʣʽʥʥʷ. 

7. ʑʦʙ ʚʠʜʽʣʠʪʠ ʫʚʝʩʴ ʚʤʽʩʪ ʪʘʙʣʠʮʽ, ʢʣʽʢʥʽʪʴ ʤʠʰʝʶ ʧʦ ʪʘʙʣʠʮʽ ʽ 

ʥʘʪʠʩʥʽʪʴ ʢʥʦʧʢʫ ɺʠʜʽʣʠʪʠ ʪʘʙʣʠʮʶ (Select table) . 
8. ʑʦʙ ʚʠʜʽʣʠʪʠ ʩʪʦʚʧʝʮʴ, ʢʣʽʢʥʽʪʴ ʤʠʰʝʶ ʧʦ ʙʫʜʴ-ʷʢʽʡ ʢʦʤʽʨʮʽ 
ʩʪʦʚʧʮʷ ʽ ʥʘʪʠʩʥʽʪʴ ʢʥʦʧʢʫ ɺʠʜʽʣʠʪʠ ʩʪʦʚʧʝʮʴ (Select column) 

 . 
9. ɼʣʷ ʚʠʜʽʣʝʥʥʷ ʮʽʣʦʛʦ ʨʷʜʢʘ ʪʘʙʣʠʮʽ ʢʣʽʢʥʽʪʴ ʤʠʰʝʶ ʧʦ ʙʫʜʴ-ʷʢʽʡ 

ʢʦʤʽʨʮʽ ʨʷʜʢʘ ʽ ʥʘʪʠʩʥʽʪʴ ʢʥʦʧʢʫ ɺʠʜʽʣʠʪʠ ʨʷʜʦʢ (Select row)  
(ʨʠʩ. 3.51). 
 

 
ʈʠʩ. 3.51. ʈʦʙʦʪʘ ʟ ʪʘʙʣʠʮʝʶ 
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10. ʑʦʙʠ ʚʠʜʘʣʠʪʠ ʚʠʜʽʣʝʥʫ ʪʘʙʣʠʮʶ, ʥʘʪʠʩʥʽʪʴ ʢʥʦʧʢʫ ɺʠʜʘʣʠʪʠ 
ʪʘʙʣʠʮʶ (Delete table), ʨʦʟʪʘʰʦʚʘʥʫ ʥʘ ʇʘʥʝʣʽ ʫʧʨʘʚʣʽʥʥʷ/ ʈʦʙʦʪʘ ʟ 

ʪʘʙʣʠʮʷʤʠ (Table tools) . 
11. ʑʦʙʠ ʚʠʜʘʣʠʪʠ ʫʚʝʩʴ ʩʪʦʚʧʝʮʴ, ʢʣʽʢʥʽʪʴ ʤʠʰʝʶ ʧʦ ʙʫʜʴ-ʷʢʽʡ ʟ 
ʡʦʛʦ ʢʦʤʽʨʦʢ ʽ ʥʘʪʠʩʥʽʪʴ ʢʥʦʧʢʫ ɺʠʜʘʣʠʪʠ ʩʪʦʚʧʝʮʴ (Delete column) 

 . 
12. ʑʦʙʠ ʚʠʜʘʣʠʪʠ ʨʷʜʦʢ ʪʘʙʣʠʮʽ, ʢʣʽʢʥʽʪʴ ʤʠʰʝʶ ʧʦ ʦʜʥʽʡ ʟ ʢʦʤʽʨʦʢ 

ʨʷʜʢʘ ʽ ʥʘʪʠʩʥʽʪʴ ʢʥʦʧʢʫ ɺʠʜʘʣʠʪʠ ʨʷʜʦʢ (Delete row) . 
13. ʑʦʙʠ ʚʩʪʘʚʠʪʠ ʨʷʜʦʢ ʚʛʦʨʽ ʪʘʙʣʠʮʽ, ʢʣʽʢʥʽʪʴ ʤʠʰʝʶ ʧʦ ʚʝʨʭʥʴʦʤʫ 
ʨʷʜʢʫ ʽ ʥʘʪʠʩʥʽʪʴ ʢʥʦʧʢʫ ɺʩʪʘʚʠʪʠ ʚʛʦʨʽ (Insert above), ʨʦʟʪʘʰʦʚʘʥʫ 

ʥʘ ʇʘʥʝʣʽ ʫʧʨʘʚʣʽʥʥʷ/ ʈʦʙʦʪʘ ʟ ʪʘʙʣʠʮʷʤʠ (Table tools) . 
14. ʑʦʙʠ ʚʩʪʘʚʠʪʠ ʜʦʜʘʪʢʦʚʠʡ ʨʷʜʦʢ ʟʥʠʟʫ ʪʘʙʣʠʮʽ, ʢʣʽʢʥʽʪʴ ʤʠʰʝʶ 
ʧʦ ʥʠʞʥʴʦʤʫ ʨʷʜʢʫ ʪʘʙʣʠʮʽ ʡ ʥʘʪʠʩʥʽʪʴ ʢʥʦʧʢʫ ɺʩʪʘʚʠʪʠ ʟʥʠʟʫ 

(Insert below) .  
15. ʑʦʙʠ ʜʦʜʘʪʠ ʥʦʚʠʡ ʩʪʦʚʧʝʮʴ ʧʨʘʚʦʨʫʯ ʚʽʜ ʚʠʜʽʣʝʥʦʛʦ ʝʣʝʤʝʥʪʘ, 
ʢʣʽʢʥʽʪʴ ʤʠʰʝʶ ʧʦ ʧʦʪʨʽʙʥʦʤʫ ʩʪʦʚʧʯʠʢʫ ʽ ʥʘʪʠʩʥʽʪʴ ʢʥʦʧʢʫ ɺʩʪʘʚʠʪʠ 

ʩʧʨʘʚʘ (Insert right) . 
16. ɼʣʷ ʜʦʜʘʚʘʥʥʷ ʥʦʚʦʛʦ ʩʪʦʚʧʮʷ ʟʣʽʚʘ ʚʽʜ ʚʠʜʽʣʝʥʦʛʦ ʝʣʝʤʝʥʪʘ 

ʥʘʪʠʩʥʽʪʴ ʢʥʦʧʢʫ ɺʩʪʘʚʠʪʠ ʣʽʚʦʨʫʯ (Insert left) . 
17. ʑʦʙʠ ʚʠʨʽʚʥʷʪʠ ʚʤʽʩʪ ʚʠʜʽʣʝʥʠʭ ʝʣʝʤʝʥʪʽʚ ʪʘʙʣʠʮʽ ʧʦ ʣʽʚʦʤʫ 
ʢʨʘʶ ʥʘʪʠʩʥʽʪʴ ʢʥʦʧʢʫ ɺʠʨʽʚʥʷʪʠ ʧʦ ʣʽʚʦʤʫ ʢʨʘʶ (Align left), 
ʨʦʟʪʘʰʦʚʘʥʫ ʥʘ ʇʘʥʝʣʽ ʫʧʨʘʚʣʽʥʥʷ/ʈʦʙʦʪʘ ʟ ʪʘʙʣʠʮʷʤʠ (Table tools) 

. 
18. ɼʣʷ ʚʠʨʽʚʥʶʚʘʥʥʷ ʚʤʽʩʪʫ ʚʠʜʽʣʝʥʠʭ ʝʣʝʤʝʥʪʽʚ ʪʘʙʣʠʮʽ ʧʦ ʮʝʥʪʨʫ 

ʥʘʪʠʩʥʽʪʴ ʢʥʦʧʢʫ ɺʠʨʽʚʥʷʪʠ ʧʦ ʮʝʥʪʨʫ (Center) . 

19. ʑʦʙʠ ʚʠʨʽʚʥʷʪʠ ʚʤʽʩʪ ʚʠʜʽʣʝʥʠʭ ʝʣʝʤʝʥʪʽʚ ʧʦ ʧʨʘʚʦʤʫ ʢʨʘʶ, 

ʥʘʪʠʩʥʽʪʴ ʢʥʦʧʢʫ ɺʠʨʽʚʥʷʪʠ ʧʦ ʧʨʘʚʦʤʫ ʢʨʘʶ (Align right) . 

20. ɼʣʷ ʬʦʨʤʫʚʘʥʥʷ ʩʪʠʣʶ ʪʘʙʣʠʮʽ ʤʦʞʥʘ ʚʠʙʨʘʪʠ ʽʟ 
ʟʘʧʨʦʧʦʥʦʚʘʥʠʭ ʥʘ ʧʘʥʝʣʽ ʫʧʨʘʚʣʽʥʥʷ (ʨʠʩ. 3.52). ɼʣʷ ʮʴʦʛʦ ʚʠʜʽʣʽʪʴ 
ʪʘʙʣʠʮʶ. ɿôʷʚʠʪʴʩʷ ʜʦʜʘʪʢʦʚʘ ʚʢʣʘʜʢʘ ʈʦʙʦʪʘ ʟ ʪʘʙʣʠʮʷʤʠ. 
ʆʙʝʨʽʪʴ ʨʝʞʠʤ ʄʘʢʝʪ, ʚʠʙʝʨʽʪʴ ʩʪʠʣʴ ʪʘʙʣʠʮʽ. ʌʦʨʤʘʪʫʚʘʥʥʷ 
ʚʽʜʙʫʜʝʪʴʩʷ ʘʚʪʦʤʘʪʠʯʥʦ. 
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ʈʠʩ. 3.52. ʌʦʨʤʘʪʫʚʘʥʥʷ ʪʘʙʣʠʮʽ 

 
ɿʘʫʚʘʞʝʥʥʷ! ɼʣʷ ʨʦʙʦʪʠ ʟ ʪʘʙʣʠʮʷʤʠ ʚʠ ʤʦʞʝʪʝ ʚʠʢʦʨʠʩʪʘʪʠ 
ʢʦʤʘʥʜʠ ʢʦʥʪʝʢʩʪʥʦʛʦ ʤʝʥʶ. ɼʣʷ ʮʴʦʛʦ ʢʣʽʢʥʽʪʴ ʧʨʘʚʦʶ ʢʥʦʧʢʦʶ ʤʠʰʽ 
ʧʦ ʙʫʜʴ-ʷʢʦʤʫ ʝʣʝʤʝʥʪʫ ʪʘʙʣʠʮʽ ʪʘ ʚʠʙʝʨʽʪʴ ʧʦʪʨʽʙʥʠʡ ʧʫʥʢʪ 
ʢʦʥʪʝʢʩʪʥʦʛʦ ʤʝʥʶ. 
 

ɾʋʈʅɸʃ ɺɽʈʉɯʁ 
 

ʉʝʨʚʽʩ Office 365 ʤʘʻ ʢʦʨʠʩʥʫ ʬʫʥʢʮʽʶ ½ ʧʝʨʽʦʜʠʯʥʝ ʩʪʚʦʨʝʥʥʷ 
ʪʠʤʯʘʩʦʚʠʭ ʢʦʧʽʡ ʨʝʜʘʛʦʚʘʥʠʭ ʜʦʢʫʤʝʥʪʽʚ, ʱʦ ʬʦʨʤʫʶʪʴ ʞʫʨʥʘʣ 
ʚʝʨʩʽʡ. ʆʪʞʝ, ʥʽʷʢʽ ʥʝʚʜʘʣʽ ʟʤʽʥʠ ʥʝ ʧʨʠʟʚʝʜʫʪʴ ʜʦ ʚʪʨʘʪʠ ʜʘʥʠʭ.  

1. ʑʦʙ ʚʽʜʢʨʠʪʠ ʞʫʨʥʘʣ ʚʝʨʩʽʡ, ʢʣʽʢʥʽʪʴ ʤʠʰʝʶ ʧʦ ʦʜʥʦʡʤʝʥʥʦʤʫ 

ʧʦʩʠʣʘʥʥʶ ½ ʞʫʨʥʘʣ ʚʝʨʩʽʡ (ʨʠʩ. 3.53). ɺʽʜʢʨʠʻʪʴʩʷ ʥʦʚʘ ʩʪʦʨʽʥʢʘ, 
ʱʦ ʫʪʨʠʤʫʻ ʧʦʩʠʣʘʥʥʷ ʥʘ ʟʙʝʨʝʞʝʥʽ ʢʦʧʽʾ ʜʦʢʫʤʝʥʪʘ. 

 
ʈʠʩ. 3.53. ʇʝʨʝʛʣʷʜ ʚʝʨʩʽʡ ʜʦʢʫʤʝʥʪʘ 

 

2. ʂʦʞʥʝ ʧʦʩʠʣʘʥʥʷ ʧʦʟʥʘʯʝʥʦ ʜʘʪʦʶ ʽ ʯʘʩʦʤ ʩʪʚʦʨʝʥʥʷ. ʑʦʙ 
ʚʽʜʢʨʠʪʠ ʚʤʽʩʪ ʙʫʜʴ-ʷʢʦʾ ʩʪʚʦʨʝʥʦʾ ʨʘʥʽʰʝ ʢʦʧʽʾ, ʩʣʽʜ ʢʣʽʢʥʫʪʠ ʧʦ 
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ʙʫʜʴ-ʷʢʦʤʫ ʧʨʝʜʩʪʘʚʣʝʥʦʤʫ ʧʦʩʠʣʘʥʥʶ. ɺʠʙʨʘʥʘ ʚʘʤʠ ʚʝʨʩʽʷ ʬʘʡʣʫ 
ʙʫʜʝ ʚʽʜʢʨʠʪʘ ʜʣʷ ʧʝʨʝʛʣʷʜʫ. 

3. ʑʦʙ ʟʘʤʽʥʠʪʠ ʽʩʥʫʶʯʠʡ ʬʘʡʣ ʩʪʚʦʨʝʥʦʶ ʨʘʥʽʰʝ ʚʝʨʩʽʻʶ, 
ʢʣʽʢʥʽʪʴ ʤʠʰʝʶ ʧʦ ʧʦʩʠʣʘʥʥʶ ʽ ʚʠʙʝʨʽʪʴ ʨʝʞʠʤ ɺʽʜʥʦʚʠʪʠ (Restore) ʽ 
ʥʘ ʧʽʜʪʚʝʨʜʞʝʥʥʷ ʩʚʦʾʭ ʜʽʡ ʥʘʪʠʩʥʽʪʴ  ʆʂ (ʨʠʩ. 3.54). 
 

 
ʈʠʩ. 3.54. ɿʘʤʽʥʘ ʚʝʨʩʽʾ ʜʦʢʫʤʝʥʪʘ ʥʘ ʧʦʧʝʨʝʜʥʶ 

 
ɿɸɺɸʅʊɸɾɽʅʅʗ ɼʆʂʋʄɽʅʊɸ ʅɸ ʃʆʂɸʃʔʅʀʁ ʂʆʄʇ'ʖʊɽʈ 

 
ʉʪʚʦʨʝʥʽ ʟʘ ʜʦʧʦʤʦʛʠ ʭʤʘʨʦ ʦʨʽʻʥʪʦʚʘʥʦʛʦ ʟʘʩʪʦʩʫʥʢʫ 

ʜʦʢʫʤʝʥʪʠ ʚʠ ʤʦʞʝʪʝ ʟʘʚʘʥʪʘʞʠʪʠ ʥʘ ʩʚʽʡ ʣʦʢʘʣʴʥʠʡ ʢʦʤʧ'ʶʪʝʨ, ʱʦʙ 
ʧʨʦʜʦʚʞʠʪʠ ʨʦʙʦʪʫ ʟʘ ʚʽʜʩʫʪʥʦʩʪʽ ɯʥʪʝʨʥʝʪ-ʧʽʜʢʣʶʯʝʥʥʷ. ɼʣʷ 
ʨʝʜʘʛʫʚʘʥʥʷ ʜʦʢʫʤʝʥʪʽʚ ʚʘʤ ʟʥʘʜʦʙʠʪʴʩʷ ʧʨʦʛʨʘʤʘ Microsoft Word, 
ʫʩʪʘʥʦʚʣʝʥʘ ʥʘ ʢʦʤʧ'ʶʪʝʨʽ. ɼʣʷ ʟʘʚʘʥʪʘʞʝʥʥʷ ʬʘʡʣʫ ʥʘ ʚʘʰ 
ʢʦʤʧ'ʶʪʝʨ ʚʠʢʦʥʘʡʪʝ ʪʘʢʽ ʜʽʾ. 

1. ɺʠʙʝʨʽʪʴ ʧʦʪʨʽʙʥʠʡ ʜʦʢʫʤʝʥʪ ʽ ʚʽʜʢʨʠʡʪʝ ʡʦʛʦ. 

2. ɺ ʣʽʚʽʡ ʯʘʩʪʠʥʽ ʚʝʙ-ʩʪʦʨʽʥʢʠ ʥʘʪʠʩʥʽʪʴ ʤʠʰʝʶ ʚʢʣʘʜʢʫ ʌʘʡʣ. 
ɺʽʜʢʨʠʻʪʴʩʷ ʜʽʘʣʦʛʦʚʝ ʚʽʢʥʦ ʟʘʚʘʥʪʘʞʝʥʥʷ ʬʘʡʣʫ, ʚ ʷʢʦʤʫ ʚʘʤ ʩʣʽʜ 
ʥʘʪʠʩʥʫʪʠ ʢʥʦʧʢʫ ɿʙʝʨʝʛʪʠ ʷʢ (Save as) (ʨʠʩ. 3.55). 

3. ɺʠʙʝʨʽʪʴ ʪʝʢʫ ʥʘ ʢʦʤʧôʶʪʝʨʽ ʜʣʷ ʟʙʝʨʝʞʝʥʥʷ ʜʘʥʦʛʦ ʜʦʢʫʤʝʥʪʘ. 
ʅʦʚʦʶ ʬʫʥʢʮʽʻʶ ʻ ʟʙʝʨʝʞʝʥʥʷ ʜʦʢʫʤʝʥʪʘ ʫ ʬʦʨʤʘʪʽ Pdf. 

4. ʇʽʩʣʷ ʟʘʢʽʥʯʝʥʥʷ ʧʨʦʮʝʜʫʨʠ ʟʘʚʘʥʪʘʞʝʥʥʷ ʬʘʡʣʫ ʧʝʨʝʡʜʽʪʴ ʫ 
ʮʽʣʴʦʚʠʡ ʢʘʪʘʣʦʛ ʽ ʧʦʜʚʽʡʥʠʤ ʢʣʽʢʘʥʥʷʤ ʤʠʰʽ ʚʽʜʢʨʠʡʪʝ ʬʘʡʣ ʜʣʷ 
ʧʦʜʘʣʴʰʦʾ ʨʦʙʦʪʠ. 
 

 
ʈʠʩ. 3.55. ɿʙʝʨʝʞʝʥʥʷ ʜʦʢʫʤʝʥʪʘ ʥʘ ʢʦʤʧôʶʪʝʨʽ 
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ʇʆʇɽʈɽɼʅɯʁ ʇɽʈɽɻʃʗɼ ɯ ɼʈʋʂ ɼʆʂʋʄɽʅʊɸ WORD ONLINE 
 

ɼʝʷʢʽ ʜʦʜʘʪʢʠ ʭʤʘʨʦ ʦʨʽʻʥʪʦʚʘʥʦʛʦ ʩʝʨʚʽʩʫ ʚʽʜ ʢʦʨʧʦʨʘʮʽʾ 
Microsoft ʤʘʶʪʴ ʚʙʫʜʦʚʘʥʠʡ ʤʦʜʫʣʴ, ʱʦ ʜʦʟʚʦʣʷʻ ʟʜʽʡʩʥʶʚʘʪʠ 
ʧʦʧʝʨʝʜʥʽʡ ʧʝʨʝʛʣʷʜ ʽ ʜʨʫʢ ʩʪʚʦʨʝʥʦʛʦ ʘʙʦ ʟʘʚʘʥʪʘʞʝʥʦʛʦ 
ʜʦʢʫʤʝʥʪʘ. ʑʦʙ ʧʨʠʩʪʫʧʠʪʠ ʜʦ ʜʨʫʢʫ ʜʦʢʫʤʝʥʪʘ, ʚʠʢʦʥʘʡʪʝ ʪʘʢʽ ʜʽʾ. 

1. ɺʽʜʢʨʠʡʪʝ ʬʘʡʣ, ʱʦ ʡʦʛʦ ʚʠ ʧʣʘʥʫʻʪʝ ʨʦʟʜʨʫʢʫʚʘʪʠ. 

2. ʅʘʪʠʩʥʽʪʴ ʢʥʦʧʢʫ ʌʘʡʣ (File), ʨʦʟʪʘʰʦʚʘʥʫ ʫ ʚʝʨʭʥʽʡ ʯʘʩʪʠʥʽ 
ʚʝʙ-ʽʥʪʝʨʬʝʡʩʫ ʧʨʦʛʨʘʤʠ. ɺʽʜʢʨʠʻʪʴʩʷ ʜʦʜʘʪʢʦʚʝ ʤʝʥʶ (ʨʠʩ. 3.56). 

3. ɿʘ ʜʦʧʦʤʦʛʠ ʤʠʰʽ ʚʠʙʝʨʽʪʴ ʧʫʥʢʪ ɼʨʫʢ (Print). ɺʽʜʢʨʠʻʪʴʩʷ 
ʜʽʘʣʦʛʦʚʝ ʚʽʢʥʦ. 

4. ɿʘ ʟʘʤʦʚʯʫʚʘʥʥʷ ʜʦʢʫʤʝʥʪ ʙʫʜʝ ʨʦʟʜʨʫʢʦʚʘʥʦ ʥʘ ʧʨʠʥʪʝʨʽ, ʱʦ 
ʚʩʪʘʥʦʚʣʝʥʦ ʟʘ ʟʘʤʦʯʫʚʘʥʥʷʤ ʥʘ ʚʘʰʦʤʫ ʢʦʤʧôʶʪʝʨʽ. 
 

 
ʈʠʩ. 3.56. ɼʨʫʢ ʜʦʢʫʤʝʥʪʘ ʟʽ ʩʭʦʚʠʱʘ 

 

5. ɻʨʫʧʘ ʧʝʨʝʤʠʢʘʯʽʚ ɼʽʘʧʘʟʦʥ ʜʨʫʢʫ (Print range) ʜʦʟʚʦʣʷʻ 
ʟʘʜʘʪʠ ʜʽʘʧʘʟʦʥ ʩʪʦʨʽʥʦʢ, ʱʦ ʚʠʚʦʜʷʪʴʩʷ ʥʘ ʜʨʫʢ. ʎʝ ʩʪʦʩʫʻʪʴʩʷ 
ʪʽʣʴʢʠ ʙʘʛʘʪʦʩʪʦʨʽʥʢʦʚʠʭ ʜʦʢʫʤʝʥʪʽʚ. ʑʦʙ ʨʦʟʜʨʫʢʫʚʘʪʠ ʚʩʽ ʩʪʦʨʽʥʢʠ 
ʜʦʢʫʤʝʥʪʘ, ʚʩʪʘʥʦʚʽʪʴ ʧʝʨʝʤʠʢʘʯ ʫ ʧʦʣʦʞʝʥʥʷ ʋʩʽ (All). 

6. ʑʦʙ ʨʦʟʜʨʫʢʫʚʘʪʠ ʪʽʣʴʢʠ ʧʦʪʦʯʥʫ ʩʪʦʨʽʥʢʫ, ʚʽʜʦʙʨʘʞʝʥʫ ʥʘ 
ʧʘʥʝʣʽ ʧʦʧʝʨʝʜʥʴʦʛʦ ʧʝʨʝʛʣʷʜʫ, ʚʩʪʘʥʦʚʽʪʴ ʧʝʨʝʤʠʢʘʯ ʫ ʧʦʣʦʞʝʥʥʷ 
ʇʦʪʦʯʥʠʡ ʚʠʛʣʷʜ (Current view). 

7. ʑʦʙ ʚʚʝʩʪʠ ʟ ʢʣʘʚʽʘʪʫʨʠ ʜʽʘʧʘʟʦʥ ʩʪʦʨʽʥʦʢ, ʱʦ ʚʠʚʦʜʷʪʴʩʷ ʥʘ 
ʜʨʫʢ, ʫʩʪʘʥʦʚʽʪʴ ʧʝʨʝʤʠʢʘʯ ʫ ʧʦʣʦʞʝʥʥʷ ʉʪʦʨʽʥʢʠ (Pages). ʇʨʠ 
ʮʴʦʤʫ ʧʦʣʝ ʚʚʝʜʝʥʥʷ ʜʘʥʠʭ, ʨʦʟʪʘʰʦʚʘʥʝ ʧʨʘʚʦʨʫʯ ʚʽʜ ʮʴʦʛʦ 
ʧʝʨʝʤʠʢʘʯʘ, ʩʪʘʥʝ ʘʢʪʠʚʥʠʤ. 

8. ʑʦʙ ʚʚʝʩʪʠ ʜʽʘʧʘʟʦʥ ʩʪʦʨʽʥʦʢ, ʫʢʘʞʽʪʴ ʥʦʤʝʨ ʧʝʨʰʦʾ ʩʪʦʨʽʥʢʠ, ʘ 
ʧʦʪʽʤ ʯʝʨʝʟ ʟʥʘʢ ʪʠʨʝ ʚʢʘʞʽʪʴ ʥʦʤʝʨ ʦʩʪʘʥʥʴʦʾ ʩʪʦʨʽʥʢʠ ʜʽʘʧʘʟʦʥʫ. 
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ɺʠ ʪʘʢʦʞ ʤʦʞʝʪʝ ʚʢʘʟʘʪʠ ʥʦʤʝʨʠ ʦʢʨʝʤʠʭ ʩʪʦʨʽʥʦʢ, ʨʦʟʜʽʣʷʶʯʠ ʾʭ 
ʢʦʤʘʤʠ. 

9. ʉʧʠʩʦʢ, ʱʦ ʨʦʟʢʨʠʚʘʻʪʴʩʷ, ʇʽʜʤʥʦʞʠʥʘ (Subset) ʜʦʟʚʦʣʷʻ 
ʟʘʜʘʪʠ ʧʦʨʷʜʦʢ ʚʠʚʝʜʝʥʥʷ ʥʘ ʜʨʫʢ ʙʘʛʘʪʦʩʪʦʨʽʥʢʦʚʠʭ ʜʦʢʫʤʝʥʪʽʚ. ɺʠ 
ʤʦʞʝʪʝ ʨʦʟʜʨʫʢʫʚʘʪʠ ʪʽʣʴʢʠ ʧʘʨʥʽ ʘʙʦ ʥʝʧʘʨʥʽ ʩʪʦʨʽʥʢʠ ʜʦʢʫʤʝʥʪʘ.  

10. ɺʩʪʘʥʦʚʽʪʴ ʧʨʘʧʦʨʝʮʴ ʋ ʟʚʦʨʦʪʥʦʤʫ ʧʦʨʷʜʢʫ (Reverse pages), 
ʷʢʱʦ ʙʘʞʘʻʪʝ ʟʤʽʥʠʪʠ ʧʦʨʷʜʦʢ ʚʠʚʝʜʝʥʥʷ ʩʪʦʨʽʥʦʢ ʥʘ ʜʨʫʢ. 
ɿʘʫʚʘʞʝʥʥʷ! ɹʽʣʴʰʽʩʪʴ ʧʝʨʝʣʽʯʝʥʠʭ ʬʫʥʢʮʽʡ ʜʦʩʪʫʧʥʽ ʥʘ ʧʦʰʠʨʝʥʠʭ 
ʧʨʠʥʪʝʨʘʭ, ʱʦ ʚʩʪʘʥʦʚʣʝʥʽ ʚ ʥʘʚʯʘʣʴʥʠʭ ʟʘʢʣʘʜʘʭ, ʘʣʝ ʤʦʞʫʪʴ ʙʫʪʠ 
ʧʝʚʥʽ ʚʠʥʷʪʢʠ.  
 

ɼɯʃʀʄʆʉʗ ɼʆʉɺɯɼʆʄ 
 

ɼʣʷ ʦʨʛʘʥʽʟʘʮʽʾ ʥʘʚʯʘʣʴʥʦʾ ʜʽʷʣʴʥʦʩʪʽ ʫʯʥʽʚ ʨʦʟʨʦʙʽʪʴ  ʜʦʤʘʰʥʻ 
ʟʘʚʜʘʥʥʷ ʚ ʜʦʢʫʤʝʥʪʽ Word Online, ʷʢʝ ʫʯʥʽ ʤʘʶʪʴ ʚʠʢʦʥʘʪʠ ʚ ʦʥ-
ʣʘʡʥʦʚʦʤʫ ʨʝʞʠʤʽ. ʅʘʜʘʡʪʝ ʫ ʩʧʽʣʴʥʠʡ ʜʦʩʪʫʧ ʫʯʥʷʤ 

(ʨʠʩ. 3.57-3.58). 
ɿʘʟʥʘʯʠʤʦ, ʱʦ ʨʦʙʦʪʫ ʫʯʥʽ ʤʦʞʫʪʴ ʚʠʢʦʥʫʚʘʪʠ ʷʢ ʧʝʨʩʦʥʘʣʴʥʦ, 

ʪʘʢ ʽ ʥʝʚʝʣʠʯʢʠʤʠ ʛʨʫʧʘʤʠ. 

 
ʈʠʩ. 3.57. ɿʨʘʟʦʢ ʦʥ-ʣʘʡʥʦʚʦʾ ʜʦʤʘʰʥʴʦʾ ʨʦʙʦʪʠ 

 

 
ʈʠʩ. 3.58. ɿʨʘʟʦʢ ʛʨʫʧʦʚʦʾ ʨʦʙʦʪʠ ɻʨʫʰʢʦ ʉ.ʇ., ʚʯʠʪʝʣʷ ʫʢʨʘʾʥʩʴʢʦʾ 

ʤʦʚʠ ʽ ʣʽʪʝʨʘʪʫʨʠ ʛʽʤʥʘʟʽʾ çʆʙʦʣʦʥʴè ʤ.ʂʠʻʚʘ 
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 ʂʆʄɹɯʅɸʎɯɰ ʂʃɸɺɯʐ 
 
ɼʣʷ ʨʦʙʦʪʠ ʟ ʭʤʘʨʥʠʤ ʩʝʨʚʽʩʦʤ Word Online ʜʦʮʽʣʴʥʦ 

ʚʠʢʦʨʠʩʪʦʚʫʚʘʪʠ ʢʦʤʙʽʥʘʮʽʾ ʢʣʘʚʽʰ (ʪʘʙʣ. 3.1). 
ʊʘʙʣʠʮʷ 3.1. 

ʌʫʥʢʮʽʷ ʂʦʤʙʽʥʘʮʽʷ ʢʣʘʚʽʰ 

ʇʝʨʝʤʽʱʝʥʥʷ ʜʦ ʧʦʯʘʪʢʫ ʨʷʜʢʘ  Home 

ʇʝʨʝʤʽʱʝʥʥʷ ʜʦ ʢʽʥʮʷ ʨʷʜʢʘ  End 

ɺʠʜʽʣʝʥʥʷ ʚʩʴʦʛʦ ʜʦʢʫʤʝʥʪʘ  Ctrl +ɸ 

ɺʠʨʽʟʘʥʥʷ  Ctrl +ʍ 

ʂʦʧʽʶʚʘʥʥʷ  Ctrl +ʉ 

ɺʩʪʘʚʣʝʥʥʷ  Ctrl +V 

ɺʩʪʘʚʣʝʥʥʷ ʛʽʧʝʨʧʦʩʠʣʘʥʥʷ  Ctrl +ʂ 

ʉʢʘʩʫʚʘʥʥʷ ʦʧʝʨʘʮʽʾ Ctrl +Z 

ʇʝʨʝʤʽʱʝʥʥʷ ʢʫʨʩʦʨʫ ʥʘ ʦʜʠʥ ʩʠʤʚʦʣ ʚʧʨʘʚʦ  Ÿ 

ʇʝʨʝʤʽʱʝʥʥʷ ʢʫʨʩʦʨʫ ʥʘ ʦʜʠʥ ʩʠʤʚʦʣ ʚʣʽʚʦ  Ŷ 

ʇʝʨʝʭʽʜ ʜʦ ʧʦʧʝʨʝʜʥʴʦʛʦ ʨʷʜʢʘ  ŷ 

ʇʝʨʝʭʽʜ ʜʦ ʥʘʩʪʫʧʥʦʛʦ ʨʷʜʢʘ  4  Ź 

ʇʝʨʝʤʽʱʝʥʥʷ ʤʽʞ ʨʷʜʢʘʤʠ  Tab 

ʇʝʨʝʭʽʜ ʥʘ ʥʦʚʠʡ ʨʷʜʦʢ  Enter 

ʇʝʨʝʤʽʱʝʥʥʷ ʢʫʨʩʦʨʫ ʥʘ ʦʜʥʝ ʩʣʦʚʦ ʚʧʨʘʚʦ  Ctrl+Ÿ 

ʇʝʨʝʤʽʱʝʥʥʷ ʢʫʨʩʦʨʫ ʥʘ ʦʜʥʝ ʩʣʦʚʦ ʚʣʽʚʦ  Ctrl +Ŷ 

ʇʝʨʝʭʽʜ ʜʦ ʧʦʧʝʨʝʜʥʴʦʛʦ ʘʙʟʘʮʫ  Ctrl+ŷ 

ʇʝʨʝʭʽʜ ʜʦ ʥʘʩʪʫʧʥʦʛʦ ʘʙʟʘʮʫ  Ctrl+Ź 

ʈʦʟʰʠʨʝʥʥʷ ʚʠʜʽʣʝʥʥʷ ʚʧʨʘʚʦ ʥʘ ʦʜʠʥ ʩʠʤʚʦʣ  Shift+Ÿ 

ʈʦʟʰʠʨʝʥʥʷ ʚʠʜʽʣʝʥʥʷ ʚʣʽʚʦ ʥʘ ʦʜʠʥ ʩʠʤʚʦʣ  Shift+Ŷ 

ʈʦʟʰʠʨʝʥʥʷ ʚʠʜʽʣʝʥʥʷ ʚʛʦʨʫ ʥʘ ʦʜʠʥ ʨʷʜʦʢ  Shift+ŷ 

ʈʦʟʰʠʨʝʥʥʷ ʚʠʜʽʣʝʥʥʷ ʚʥʠʟ ʥʘ ʦʜʠʥ ʨʷʜʦʢ  Shift+Ź 

ʈʦʟʰʠʨʝʥʥʷ ʚʠʜʽʣʝʥʥʷ ʚʧʨʘʚʦ ʥʘ ʦʜʥʝ ʩʣʦʚʦ  Shift+Ctrl+Ÿ 

ʈʦʟʰʠʨʝʥʥʷ ʚʠʜʽʣʝʥʥʷ ʚʣʽʚʦ ʥʘ ʦʜʥʝ ʩʣʦʚʦ  Shift+Ctrl+Ŷ 

ʈʦʟʰʠʨʝʥʥʷ ʚʠʜʽʣʝʥʥʷ ʚʛʦʨʫ ʥʘ ʦʜʠʥ ʘʙʟʘʮ  Shift+Ctrl+ŷ 

ʈʦʟʰʠʨʝʥʥʷ ʚʠʜʽʣʝʥʥʷ ʚʥʠʟ ʥʘ ʦʜʠʥ ʘʙʟʘʮ  Shift+Ctrl+Ź 

ʈʦʟʰʠʨʝʥʥʷ ʚʠʜʽʣʝʥʥʷ ʜʦ ʧʦʯʘʪʢʫ ʘʙʟʘʮʫ  Shift+ʅʦmʝ 

ʈʦʟʰʠʨʝʥʥʷ ʚʠʜʽʣʝʥʥʷ ʜʦ ʢʽʥʮʷ ʘʙʟʘʮʫ  Shift+ End 

ʈʦʟʰʠʨʝʥʥʷ ʚʠʜʽʣʝʥʥʷ ʜʦ ʧʦʯʘʪʢʫ ʜʦʢʫʤʝʥʪʘ  Shift+Ctrl +ʅʦmʝ 

ʈʦʟʰʠʨʝʥʥʷ ʚʠʜʽʣʝʥʥʷ ʜʦ ʢʽʥʮʷ ʜʦʢʫʤʝʥʪʘ  Shift+Ctrl+End 

ɺʠʨʽʚʥʶʚʘʥʥʷ ʧʦ ʧʨʘʚʦʤʫ ʢʨʘʶ  Ctrl +R 

ɺʠʨʽʚʥʶʚʘʥʥʷ ʧʦ ʮʝʥʪʨʫ Ctrl +ɽ 

ʌʦʨʤʘʪʫʚʘʥʥʷ ʪʝʢʩʪʫ ʢʫʨʩʠʚʦʤ  Ctrl +I 

ʌʦʨʤʘʪʫʚʘʥʥʷ ʧʽʜʢʨʝʩʣʝʥʦʛʦ ʪʝʢʩʪʫ Ctrl +U 

ʌʦʨʤʘʪʫʚʘʥʥʷ ʪʝʢʩʪʫ ʞʠʨʥʠʤ ʰʨʠʬʪʦʤ Ctrl +ɺ 

ʌʦʨʤʘʪʫʚʘʥʥʷ ʥʫʤʝʨʦʚʘʥʦʛʦ ʩʧʠʩʢʫ  Ctrl +. 
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3.6. ʈʦʙʦʪʘ ʟ ʧʨʝʟʝʥʪʘʮʽʷʤʠ PowerPoint Online 
 

PowerPoint Online, ʱʦ ʚʭʦʜʠʪʴ ʜʦ ʧʘʢʝʪʫ ʧʨʦʛʨʘʤ Office 365, ʻ 
ʧʨʦʛʨʘʤʦʶ ʜʣʷ ʩʪʚʦʨʝʥʥʷ ʽ ʜʝʤʦʥʩʪʨʘʮʽʾ ʝʣʝʢʪʨʦʥʥʠʭ ʧʨʝʟʝʥʪʘʮʽʡ. 

ɽʣʝʢʪʨʦʥʥʘ ʧʨʝʟʝʥʪʘʮʽʷ ½ ʮʝ ʯʫʜʦʚʠʡ ʩʧʦʩʽʙ ʩʫʧʨʦʚʦʜʫ ʜʦʧʦʚʽʜʝʡ 
ʘʙʦ ʟʜʽʡʩʥʝʥʥʷ ʥʘʚʯʘʣʴʥʦʾ ʜʽʷʣʴʥʦʩʪʽ. ɿʘ ʜʦʧʦʤʦʛʠ ʪʘʢʠʭ 
ʧʨʝʟʝʥʪʘʮʽʡ ʧʨʦʚʦʜʷʪʴʩʷ ʨʽʟʥʽ ʪʨʝʥʽʥʛʠ, ʧʨʝʟʝʥʪʘʮʽʾ ʪʝʤ ʟʘʥʷʪʴ, 
ʧʝʜʘʛʦʛʽʯʥʦʛʦ ʜʦʩʚʽʜʫ, ʟʘʭʠʱʘʶʪʴʩʷ ʨʦʙʦʪʠ ʄɸʅ (ʄʘʣʦʾ ɸʢʘʜʝʤʽʾ 
ʅʘʫʢ), ʛʦʪʫʶʪʴʩʷ ʽ ʟʜʽʡʩʥʶʶʪʴʩʷ ʜʦʧʦʚʽʜʽ ʪʘ ʽʥ. ʆʧʪʠʤʘʣʴʥʠʤ ʜʣʷ 
ʧʨʦʚʝʜʝʥʥʷ ʘʙʦ ʧʝʨʝʛʣʷʜʫ ʧʨʝʟʝʥʪʘʮʽʾ ʻ ʟʘʙʝʟʧʝʯʝʥʥʷ ʥʘʚʯʘʣʴʥʦʛʦ 
ʩʝʨʝʜʦʚʠʱʘ ʤʫʣʴʪʠʤʝʜʽʡʥʠʤ ʢʦʤʧʣʝʢʩʦʤ, ʜʦ ʷʢʦʛʦ ʚʭʦʜʷʪʴ 
ʢʦʤʧôʶʪʝʨ, ʧʨʦʝʢʪʦʨ, ʝʢʨʘʥ ʘʙʦ ʤʫʣʴʪʠʤʝʜʽʡʥʘ ʜʦʰʢʘ, ʯʠ ʪʦ 
ʤʫʣʴʪʠʤʝʜʽʡʥʠʡ ʜʠʩʧʣʝʡ. 

ʅʘʛʘʜʫʻʤʦ, ʱʦ ʝʣʝʢʪʨʦʥʥʘ ʧʨʝʟʝʥʪʘʮʽʷ ½ ʮʝ ʧʦʩʣʽʜʦʚʥʽʩʪʴ 
ʦʢʨʝʤʠʭ ʩʣʘʡʜʽʚ, ʱʦ ʤʽʩʪʷʪʴ ʪʝʢʩʪʦʚʫ, ʛʨʘʬʽʯʥʫ ʘʙʦ 
ʚʽʜʝʦʽʥʬʦʨʤʘʮʽʶ. 
 

ɿɸɺɸʅʊɸɾɽʅʅʗ ʅɸʗɺʅʆɰ ʇʈɽɿɽʅʊɸʎɯɰ 

 
ɺʠ ʤʦʞʝʪʝ ʟʘʚʘʥʪʘʞʠʪʠ ʥʘ ʩʝʨʚʝʨ ʧʨʦʚʘʡʜʝʨʘ ʭʤʘʨʥʠʭ ʧʦʩʣʫʛ 

ʬʘʡʣ ʧʨʝʟʝʥʪʘʮʽʾ, ʩʪʚʦʨʝʥʠʡ ʥʘ ʣʦʢʘʣʴʥʦʤʫ ʢʦʤʧ'ʶʪʝʨʽ. ɼʣʷ ʮʴʦʛʦ 
ʟʥʘʜʦʙʠʪʴʩʷ ʣʦʢʘʣʴʥʘ ʚʝʨʩʽʷ ʧʨʦʛʨʘʤʠ Microsoft PowerPoint.  

ɼʣʷ ʟʘʚʘʥʪʘʞʝʥʥʷ ʥʘ ʩʝʨʚʝʨ ʧʦʩʪʘʯʘʣʴʥʠʢʘ ʭʤʘʨʥʠʭ ʩʝʨʚʽʩʽʚ 
ʩʪʚʦʨʝʥʦʾ ʚʘʤʠ ʣʦʢʘʣʴʥʦʾ ʧʨʝʟʝʥʪʘʮʽʾ ʚʠʢʦʥʘʡʪʝ ʪʘʢʽ ʜʽʾ. 
1. ɺʠʙʝʨʽʪʴ ʤʽʩʮʝ ʟʘʚʘʥʪʘʞʝʥʥʷ ʧʨʝʟʝʥʪʘʮʽʾ. ʅʘʧʨʠʢʣʘʜ, ʫ 
ʩʭʦʚʠʱʝ OneDrive ʚ ʧʘʧʢʫ ɼʣʷ ʫʯʥʽʚ/ɼʦʤʘʰʥʽ ʟʘʚʜʘʥʥʷ. 

2. ʅʘʪʠʩʥʽʪʴ ʢʥʦʧʢʫ ʇʝʨʝʜʘʪʠ ( ). ɺʽʜʢʨʠʻʪʴʩʷ ʤʝʥʶ, ʚ ʷʢʦʤʫ 
ʧʦʪʨʽʙʥʦ ʚʠʙʨʘʪʠ ʰʣʷʭ ʥʘ ʢʦʤʧôʶʪʝʨʽ ʜʦ ʜʦʢʫʤʝʥʪʘ ʪʠʧʫ .pptx  ʘʙʦ 
.ppt (ʨʠʩ. 3.59). ɺʠʙʠʨʘʻʤʦ ʧʨʝʟʝʥʪʘʮʽʶ, ʥʘʧʨʠʢʣʘʜ, çɼʽʾ ʟ ʜʨʦʙʘʤʠè 
ʽ ʥʘʪʠʩʢʘʻʤʦ ɺʽʜʢʨʠʪʠ/ʆʂ  

 
ʈʠʩ. 3.59. ɿʘʚʘʥʪʘʞʝʥʥʷ ʧʨʝʟʝʥʪʘʮʽʾ ʟ ʢʦʤʧôʶʪʝʨʘ 
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3. ʇʨʝʟʝʥʪʘʮʽʷ çɼʽʾ ʟ ʜʨʦʙʘʤʠè ʧʦʪʨʘʧʣʷʻ ʜʦ ʍʆʅʉ.  
4. ʎʶ ʧʨʝʟʝʥʪʘʮʽʶ ʤʦʞʥʘ ʨʝʜʘʛʫʚʘʪʠ. ɼʣʷ ʮʴʦʛʦ ʜʦʩʪʘʪʥʴʦ 
ʨʦʟʢʨʠʪʠ ʤʝʥʶ ʟʘ ʜʦʧʦʤʦʛʠ ʢʥʦʧʢʠ  (é) ʽ ʚʠʙʨʘʪʠ ʧʦʪʨʽʙʥʫ ʬʫʥʢʮʽʶ 
(ʨʠʩ. 3.60). ɿʘ ʧʣʘʥʦʤ ɽ1 ʨʝʜʘʛʫʚʘʥʥʷ ʟʜʽʡʩʥʶʻʪʴʩʷ ʪʽʣʴʢʠ ʦʥ-ʣʘʡʥ. 
 

 
ʈʠʩ. 3.60. ʇʝʨʝʛʣʷʜ ʧʨʝʟʝʥʪʘʮʽʾ ʚ ʨʝʞʠʤʽ ʦʥ-ʣʘʡʥ 

 
4. ʗʢʱʦ ʚʟʷʪʠ ʧʨʝʟʝʥʪʘʮʽʶ çʅʘ ʨʝʜʘʛʫʚʘʥʥʷè, ʪʦ ʥʽʭʪʦ ʢʨʽʤ ʚʘʩ ʥʝ 
ʟʤʦʞʝ ʾʾ ʚʽʜʢʨʠʪʠ ʘʙʦ ʟʜʽʡʩʥʠʪʠ ʜʦʜʘʪʢʦʚʝ ʯʠ ʥʝʫʟʛʦʜʞʝʥʝ 
ʨʝʜʘʛʫʚʘʥʥʷ. 
5. ʆʜʥʠʤ ʽʟ ʦʩʥʦʚʥʠʭ ʚʠʜʽʚ ʜʽʷʣʴʥʦʩʪʽ ʫ ʍʆʅʉ ʻ ʨʦʙʦʪʘ ʟʽ ʩʧʽʣʴʥʠʤʠ 
ʧʨʝʟʝʥʪʘʮʽʷʤʠ, ʪʦʙʪʦ ʟ ʪʘʢʠʤʠ, ʷʢʽ ʥʘʜʘʥʦ ʫ çʉʧʽʣʴʥʠʡ ʜʦʩʪʫʧè. 
ɼʣʷ ʮʴʦʛʦ ʨʦʟʢʨʠʚʘʻʤʦ ʜʦʜʘʪʢʦʚʽ ʬʫʥʢʮʽʾ ʨʦʙʦʪʠ ʟ ʧʨʝʟʝʥʪʘʮʽʻʶ, 
ʥʘʪʠʩʢʘʻʤʦ ʥʘ (é) ʪʘ ʦʙʠʨʘʻʤʦ ʨʝʞʠʤ çʉʧʽʣʴʥʠʡ ʜʦʩʪʫʧè. ʇʽʜ ʯʘʩ 
ʥʘʜʘʥʥʷ ʩʧʽʣʴʥʦʛʦ ʜʦʩʪʫʧʫ ʪʨʝʙʘ ʚʨʘʭʦʚʫʚʘʪʠ, ʱʦ ʩʘʤʝ ʤʠ 
ʜʦʟʚʦʣʷʻʤʦ ʟʜʽʡʩʥʶʚʘʪʠ ʟ ʧʨʝʟʝʥʪʘʮʽʻʶ: ʨʝʜʘʛʫʚʘʪʠ ʯʠ ʪʽʣʴʢʠ 
ʧʝʨʝʛʣʷʜʘʪʠ ʜʦʢʫʤʝʥʪ. 

ʇʨʝʟʝʥʪʘʮʽʶ ʤʦʞʥʘ ʦʧʫʙʣʽʢʫʚʘʪʠ ʚ ʩʦʮʽʘʣʴʥʽʡ ʤʝʨʝʞʽ Yammer 
ʜʣʷ ʟʘʧʦʚʥʝʥʥʷ, ʦʙʛʦʚʦʨʝʥʥʷ ʟ ʫʯʥʷʤʠ ʪʘ ʚʯʠʪʝʣʷʤʠ. ɸʚʪʦʨ 
ʧʨʝʟʝʥʪʘʮʽʾ ʤʦʞʝ ʟʙʝʨʝʛʪʠ  ʧʦʩʠʣʘʥʥʷ ʥʘ ʜʦʢʫʤʝʥʪ ʜʣʷ ʰʚʠʜʢʦʾ 
ʧʝʨʝʚʽʨʢʠ ʩʪʘʥʫ ʡʦʛʦ ʟʤʽʥ. ɼʣʷ ʮʴʦʛʦ ʨʦʟʢʨʠʚʘʻʤʦ ʜʦʜʘʪʢʦʚʽ ʬʫʥʢʮʽʾ 
ʨʦʙʦʪʠ ʟ ʧʨʝʟʝʥʪʘʮʽʻʶ ʟʘ ʜʦʧʦʤʦʛʠ ʢʥʦʧʢʠ (é) ʽ ʚʠʙʠʨʘʻʤʦ ʨʝʞʠʤ 
çʆʧʫʙʣʽʢʫʚʘʪʠè (ʨʠʩ. 3.61). 
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ʈʠʩ. 3.61. ʆʧʫʙʣʽʢʫʚʘʥʥʷ ʧʨʝʟʝʥʪʘʮʽʾ ʚ ʩʦʮʽʘʣʴʥʽʡ ʤʝʨʝʞʽ 

 
ʉʊɺʆʈɽʅʅʗ ʅʆɺʆɰ ʇʈɽɿɽʅʊɸʎɯɰ 

 
ʇʨʝʟʝʥʪʘʮʽʶ ʤʦʞʥʘ ʩʪʚʦʨʠʪʠ, ʩʢʦʨʠʩʪʘʚʰʠʩʴ ʩʪʘʥʜʘʨʪʥʠʤ 

ʤʝʥʶ (ʨʠʩ. 3.62).  
 

 
ʈʠʩ. 3.62 ʐʚʠʜʢʠʡ ʜʦʩʪʫʧ ʜʦ ʧʨʦʛʨʘʤʠ PowerPoint Online 

 
ɿʘ ʽʥʰʠʤ ʚʘʨʽʘʥʪʦʤ ʤʦʞʥʘ ʚʽʜʢʨʠʪʠ ʭʤʘʨʥʝ ʩʭʦʚʠʱʝ OneDrive ʽ 

ʚʠʙʨʘʪʠ ʚʽʜʧʦʚʽʜʥʠʡ ʢʘʪʘʣʦʛ, ʚ ʷʢʦʤʫ ʙʫʜʝ ʨʦʟʤʽʱʝʥʦ ʧʨʝʟʝʥʪʘʮʽʶ, 
ʜʣʷ ʮʴʦʛʦ: 

1. ʅʘʪʠʩʥʽʪʴ ʢʥʦʧʢʫ ʉʪʚʦʨʠʪʠ ( ). ɺʽʜʢʨʠʻʪʴʩʷ ʤʝʥʶ, ʚ ʷʢʦʤʫ 
ʚʠʙʠʨʘʻʤʦ ʪʠʧ ʜʦʢʫʤʝʥʪʘ PowerPoint (ʨʠʩ. 3.63). 

 
ʈʠʩ. 3.63. ʉʪʚʦʨʝʥʥʷ ʥʦʚʦʾ ʧʨʝʟʝʥʪʘʮʽʾ 


