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˟ˣ˰ˡ,˫˧˶˵˧ ˫˧  

 

ˣˮ˞  ˶ˣˡˬ ˪˷ ˸˧˸ˮ˷ˢ ˢ˩˶ˡˢˢ ˸˧ˮ˩˸ ˸˞ ˫˩˧ˮ˲˟ ˠ˧˴ˢ˪ ˫˧˥ˬ˷ˢ˩˶ˡˢ ï .˷ˣˮ˞ ˧˟˞˷ˬ ˱ˠ˞ 

 

˸˧ˮ˩˸ ˢ˩˶ˡˢˢ ˫˩˧ˮ˲˪˷ ˢˮ˧ˢ ˶˴ˣ˸ ˪˷ ˸ˣ˷˵˟  ˸ˣ˟˶˸ˣ˥˪˷ˮˢ ˨˪ˢˬ˟ ˢˮ˷ˢ ˫˧˪ˢˮˬˬ ˫˧ˡ˟ˣ˰ˬˣ 

˫˧˶ˣ˦˵˯˟ ˫˧ˮˣ˷ˢ ,˫˧ˢˤˬˢ ˫˧˩˶˴ ˭ˣˠ˶˞˟ ˫˧˷˵˟ˬˣ ˸ˣˮˣ˶˸˲. 

 

˶ˣˡˬ ˢ˩˶ˡˢ ˪˟˵ˬ ˸˞ ˸ˣ˷˵˟ˢ ˣ˪˪ˢ ˨˧˪ˢ˸˟ˣ ˧˰ˣ˴˵ˬˣ ˵˧ˬ˰ˬ,  ˡ˧˵˲˸ ˧˪˰˟ˣ ˧ˣˠ˧ˢ ˧˸ˣˣ˴ ˫˰ ˸ˣ˴˰˧˧˸ˢ ˨ˣ˸

 ˷ˡ˥ ˧˰ˣ˴˵ˬ ˰ˡ˧˟ ˨˶ˣ˴ˢ ˸˞ ˣ˲˵˧˷˷˫˧ˡ˟ˣ˰ˢ˷ ˫˧˷˶ˡˮ ˣ˪ ,ˢˮˣ˟ ˸˧ˮ˩˸ ˸˩ˬˣ˸ˢ ˸˰˧˧˯ˬˣ ˸˶˟˰ˢ˟ ˰ˡ˧ 

˸ˣ˧ˣˮˬˣ˧ˬˣ ˸ˣ˷˶ˡˮ ˪˷ ˫˧ˡ˟ˣ˰ ˪ˣ˪˩ˬ˟ ˪˷ ˫˧ˬˣ˥˸ .˫˧˪˩ˢ ˣ˪˪ˢ ˫˧ˠ˶ˡ˷ˬ ˸˞ ˫˪ˣ˰ ˢˡˣ˟˰ˢ ˪˷ ˣˮ˪ˣ˩. 

 

˶˥˞˪ ˣ˷˟ˣˠ˷ ˫˧˩˶˴ˢ  ˨ˣ˸ˬ ˭˩ˣ˸ ˧˥ˬˣˬ ˸˶ˤ˰˟ ˵ˬˣ˰˪ ˫˧˷ˠˡˢˣ ˫˧ˡˣ˵˧ˬˢ ˸˞ ˣˮ˶˵˥ ,˫ˢ˪ ˷ˣ˶ˡˢ ˢˮ˰ˬˢˣ

ˣ˪ ˢ˴ˣ˥ˬˣ ˭ˣ˧ˮ˩˦ˢ ˨ˣ˸ˬ ˫˧˥ˮˬˢˣ ˫˧˴˶ˬˢ ˸˞ ˣˮˬ˞˸ˢˣ ˭ˣˠ˶˞ˢ.  ˨ˣ˸ˬ ˨˩ ,˸˰˴ˣˬˢ ˢ˩˶ˡˢˢ ˸˧ˮ˩˸ ˢ˶˴ˣˮ

 ˢ˟˧˟˯˟ ˸ˣ˟˷˥˸ˢ ˨ˣ˸ ,ˢˡ˧ˬ˪ˢˣ ˰ˡ˧ˢ ˧˩˶˴˪ ˢˮ˰ˬ ˢˣˣˢˬˢ˸˧ˮˣ˧ˮ˩˦ˢ  ˪˷ ˫˧˪˪ˣ˩ˢ ˫˧˩˶˴˟ ˨ˣˬ˸˪ ˧ˡ˩˟ˣ

.˫˧ˡ˟ˣ˰ˢ 

 

ˣ˞˧˪˧˪ˠ ˧˪˧˪ˠ ˟˸˩ ˪˰ ˶˸ˣˣˮ˷ ˭ˣˣ˩˸ˢ ˸ˣ˧˸˶˧˴˧ˣ ˸ˣˮ˶˵˯ ,ˢˮˣ˟˸˟ ˣˮ˸ˣ˞ ˭ˮ˥˷ ˫˧ˢˣ˪˞ ˣ˸ˣ˞˷ ˭˧ˬ˞ˬ ˧ˮ˧˞" :

"...˭ˢ˟ ˷ˣˬ˧˷ˢ . 

 

 ,˷ˣˬ˧˷ˢ ˸˞ ˵˧ˬ˰ˢ˪ ˧ˡ˩˟:˸˪˪ˣ˩ ˢˮ˷ˢ ˢ˩˶ˡˢˢ ˸˧ˮ˩ˣ˸ 

 

V .ˣ˷˵ˣ˟˷ ˫˧˞˷ˣˮ ˪˰ ˷ˠˡ ˫˰ ,˫˧˶ˣ˦˵˯ˢ ˸˧˟˶ˬ˪ ,˫˧˷ˡ˥ ˫˧˧˰ˣ˴˵ˬ ˫˧˯˶ˣ˵ 

V .˫˧˧˶ˣ˵ˬ ˫˧ˮ˩˸ ˫˰ ,˭ˣ˧ˮ˩˦˟ ˣ˞˶ˮ ˫˶˦˷ ˸ˣ˷ˡ˥ ˸ˣ˞ˮˡ˯ 

V .˸ˣ˧˸˶˧˴˧ ˸ˣˬ˧˷ˬ ˫˰ ˫˧˧ˮˣ˴˧˥ ˷ˣ˟˧ˠ ˧ˬ˧ 

V  ˷ˣ˟˧ˠ ˪˷ ˶˵ˣ˟ï ˶˷ˢ ˸˶˶ˣ˰ˬ ˸ˣ˪˧˰˲ ˣ˞ ˢ˞˴˶ˢ ˫˰ ˞˸˥ˮ˸˞.ˢ˞ 

V  .˸˷˟ˠˬ ˸ˣ˪˧˰˲ˣ ˸ˣ˷ˡ˥ ˪ˣˢ˧ˮ ˸ˣ˧ˣˮˬˣ˧ˬ ˸˪˪ˣ˩ˢ ˫˧˪ˢˮˬ˪ ˸˧ˮ˩ˣ˸ 

V  :˯ˣ˲ˬ˵ˢ ˪˪˩˪˧ˮ˩ˣ˸ˣ˸  .˫˧˷˶ˣ˲˪ ˸˧ˮ˩ˣ˸ˣ ˫˧˲˯˩ ,˸ˣ˞˧˶˟ ˧˞˷ˣˮ ,˫˧˷ˡ˥ˢ ˫˧ˡ˟ˣ˰˪ 

˧ˮ˞  ˸ˣˡˣˢ˪ ˸˷˵˟ˬ˫˧ˡ˟ˣ˰˪ ˣ˧ˢ˷ ˧˪ ˶ˤ˰˪ ˸˷ˣ˪˷˟ ˫˧˷ˡˣ˥ˢ ˫˧ˮˣ˶˥˞ˢ ˫˧ˮ˩˸ˢ ˱ˣ˯˧˞˟ ,˫˧˩˶˴ˢ ˱ˣ˵˧˷˟ :

 ,˫˧˥ˮˬˢˣ ˫˧˴˶ˬˢ ˶ˣ˸˧˞˟ˣ˩ ˶ˣ˟˰ ˷˶ˡˮˢ ˰ˡ˧ˢ ˸˞ ˣˮ˪ ˣˮ˵˧˷ ˪ˢ˦˪ˣ˵˲  /ˢˡ˧˥˧ ,˥˩ˣˮ ˢ˧˧˲˴ˢ  ˢˡ˧ˬ˰˪ ˢˮˬˬ

 ,˫˧ˡ˰˧˟ˡ˧˵˲˸ ˷ˡ˥˸ˢ˷ ˯ˣ˲ˬ˵˟ - ˥˩ˣˮ  ˣ˟ ˣ˪˥˷ ˫˧˧ˣˮ˧˷ˢˣ˪˩˪ ˫˧ˡ˟ˣ˰ˢ ˭ˣ˧ˮ˩˦ˢ˷ ˶ˣ˟˰ ˫ˢ˟˶ˢ ˶˟˰ˬ 

˫ˣ˵ˬ˪ ˢˡˣ˟˰. 

 

ÖÇÔ½½ ÀÃÈÒÀ ÁÌÈÁÇÈ Ö¼ÔÓÈ ÖÌÕ  ÀÇÔ¿ÀÖÇÔÁ½Ê ,À¼½À À½ÁÄÈ ÁÌÅÈÎ 

 

 ÀÇÔ¿À ÔÁ¿ÊW  Ï¾¼ÕÁÌ¼ Å½¼ÕÊ 
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˫˧˯˶ˣ˵˪ ˫ˣ˷˧˶ˢ ˭˲ˣ˞ ˪˰ ˟ˣ˷˥ ˰ˡ˧ˬ 

 

˩˪ ˢˮ˧ˬˤ ˢ˩˶ˡˢˢ ˸˧ˮ˩˸˪ ˭˸˧ˮˣ ˫˧ˡ˟ˣ˰ˢ ˪ˢ˟ ˸ˣ˲˴˪  ˶˸˞˟˷ˣˮ˞ ˧˟˞˷ˬ ˱ˠ˞ -  ˶ˣˡˬ .ˢ˩˶ˡˢ 

˶˸˞˟ ˞ˣ˴ˬ˪ ˢ˧ˢ˧ ˭˸˧ˮ ,˯˶ˣ˵ ˪˩ ˸˴˲ˢ ˶˥˞˪ ,˱˯ˣˮ˟,  ˡ˰ˣˬˣ ˫˧˵˧ˣˡˬ ˫˧ˡ˰ˣˬ ˪˪ˣ˩ˢ ˫ˣ˯˶˲ 

 .˫ˣ˷˧˶˪ ˭ˣ˶˥˞ 

 ˯˶ˣ˵˪ ˫˷˶˧ˢ˪ ˭˸˧ˮˣ˸˴˲ˢ ˶˥˞˪ ˵˶ˢ˥˧˸˲ˢ ˡ˰ˣˬ ˧ˮ˲˪ ˷ˡˣ˥˩ ,. 

 

˫˧˧˰ˣ˴˵ˬˢ ˫˧˯˶ˣ˵ˢ - ˢ ˪ˢ˵˪ ˫˵˪˥ˣ ˭ˣ˧ˮ˩˦ˢ ˸˧˟ ˪˩˪ ˣˬ˯˶ˣ˲˧ ˫˵˪˥˧˲˧˴˲˯  ˪˷ .˯˶ˣ˵ ˣ˸ˣ˞  

˸ˣˡ˧˥˧˪ˣ ˸ˣ˦˪ˣ˵˲˪ ˸ˣ˞ˮˡ˯ -  ˣˬ˧˧˵˸˧˸˷˵˟ ˧"˲˰ ˪ˢˮˬˢ ˧˷˞˶ /  ˧˷˞˶.˫ˢ˧ˡ˟ˣ˰ ˶ˣ˟˰ ,ˢˡ˧˥˧ˢ 

˷ˣ˟˧ˠ ˧ˬ˧ -  ˣˬ˧˧˵˸˧˸˷˵˟ ˧"˲˰ ˪ˢˮˬˢ ˧˷˞˶ / .˫ˢ˧ˡ˟ˣ˰ ˶ˣ˟˰ ,ˢˡ˧˥˧ˢ ˧˷˞˶ 

˯ˣ˲ˬ˵ˢ ˪˪˩˪ ˸ˣ˧ˮ˩˸ - ˪˞ ˸ˣ˧ˮ˩˸˪ x˪˰ ˣˮˬˤˣ˧ ˫˧ˡ˟ˣ˰ˢ-.˫ˣ˷˧˶˟ ˨˶ˣ˴ ˞˪˪ ,ˢ˩˶ˡˢ ˶ˣˡˬ ˧ˡ˧ 

˸ˣˡ˧˥˧ ˧˷˞˶ˣ ˪ˢˮˬ ˧˷˞˶˪ ˸ˣ˧ˮ˩˸ ï ˫˧ˬˣ˷˧˶ˢ / ˯˶ˣ˵˪ ˫˞˸ˢ˟ ˣ˰˴ˣ˟˧ ˫˧ˮˣˬ˧ˤˢ /  .˸ˣ˪˧˰˲˪ 

 

˸ˣ˰˴ˬ˞˟ ˸˰˴˟˸ˬˣ ,˪ˢˮˬˢ ˷˞˶ ˣ˞ ˢˡ˧˥˧ˢ ˷˞˶ ˸ˬ˧˸˥˟ˣ ˷˞˶ˬ ˶ˣ˷˧˞˟ ˸˧ˮ˸ˣˬ ˯˶ˣ˵˪ ˢˬ˷˶ˢˢ:  

 ˫ˣ˷˧˶ ˯˲ˣ˦- ˢ˩˶ˡˢ ˶ˣˡˬ   (˶˸˞˟ ˫ˠ ˞˴ˬˮ) 

 ˯˲ˣ˦ˢ ˧ˣ˪˧ˬ ˶˥˞˪ ,˟˷˥ˣˬˬˢ  ˷˧ˢˡ˧˥˧ˢ ˧˷˞˶˪ ˣ˶˧˟˰ˢ˪ / ˶ˣ˷˧˞˪ ˪ˢˮˬˢ ˧˷˞˶,  ˯˲ˣ˦ˢ ˥˪˷˧ ˫˩˶ˡˣ

˶˞ˣˡ˪ ˷ˣˮ˞ ˧˟˞˷ˬ ˱ˠ˞˪  :˧ˮˣ˶˦˵˪˞ˢ  hrhadraha@technion.ac.il 

 

˪˧˧ˬˢ ˨˶ˡ ˣ˥˪˷˧˷ ˸ˣ˷˵˟ ˵˶ ˣ˪˟˵˸˧ ˡ˟˪˟ ˨˶ˡ ˣ˞ ˶˞ˣˡ˟ ˣ˰˧ˠ˧˷ ˸ˣ˷˵˟˟ ˪˲˦˪ ˪˩ˣˮ ˞˪ ,

.˯˵˲ˢ 

 

ÀÈÁÎÐÀ ÏÁÖÅÕ ÈÎ À¿ÁÖÁ ÁÌÈÁÇÈ ÀÃÈÒÀ½  

ÖÅÌÁÔ ¿ÈÐÌÌÁÂ  

ÀÇÔ¿À ÔÁ¿Ê 

 ÐÈÄÁË: 3084  

ronitz@technion.ac.il 

https://hr.web.technion.ac.il/מדור-הדרכה/
http://hr.web.technion.ac.il/files/2013/02/טופס-רישום-מדור-הדרכה.pdf
mailto:hrhadraha@technion.ac.il
mailto:ronitz@technion.ac.il
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 ˰ˡ˧ˬ ˸˥˦˟˞ 
 

:ˡ˰˧ˢ ˪ˢ˵ 

˟ˣ˷˥ˬ ˧˯ˡˮˢˬˣ ˰ˡ˧ˬ ˸˥˦˟˞ ˧ˮˬ˞ˮ 

˸x:˫˧˷ˠ˲ˬˢ ˸˧ˮ˩ 

 
Module 1  - Introduction ï 1 hour  
 

1. General Introduction   
2. Basic Hacking Concepts 
3. Introduction to defense 

 
Module 2  - Scanning and Inventory  ï 1 Day  
Perform network, host, service and application scans, generate reports 

 
1. Using Nmap.  
2. Host scanning. 

3. Network scanning. 
4. Application scanning. 
5. Dns Reconnaissance. 

6. Scanning ï Lab  
 
Module 3 ï System attacks ï 2 Days 

Learning the top 10 attack for 2018  
  

1. Denial of service attack. 

2. SYN Attack. 
3. ARP poisoning. 
4. Man-in-the-middle (MitM) attack  

5. Phishing and spear phishing attacks 
6. Drive-By attack 
7. Password attack 
8. Sql injection attack 

9. Birthday attack 
10. Malware attacl 
11. Attack Lab 

 
Module 4 ï Network Penetration Pen-testing ï 1 Day  
 

1. Server Attacks with Metasploit and other tools  
2. Client attack with Metasploit and other to ols 
3.  Web Application Attack with netsparker and other tools  

4. Test Penetration Lab 
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Module 5 ï Active Directory Attacks and Mitigations ï 1 Day  
 

1. Legacy protocol 
2. Weak passwords 
3. Account with more privileges then you expect 

4. Credentials in Memory. 
5. Golden Ticket. 
6. DC Sync 

7. Using ATA  
8. Active Directory Lab Attack 

 

Module 6 ï Cloud analytics and application security ï 1 Day  
 

1. Office 365 ATP. 

2. Office 365 Attack Simulator. 
3. Defender ATP  
4. Cloud Monitor and Attack lab  

 
 
 

 ˭ˡ˧ˬ ˭ˣ˶ˣˡ :ˢ˴˶ˬï ˵˦˧˧ˢ ˵˦˞˧ˡˬ ˸˪˪˩ˬ  
 

ˣ˵ˢ ˨˷ˬ:˯˶  6   ,˫˧˷ˠ˲ˬ45 ˸ˣ˰˷ 

 
 :ˢ˥˧˸˲ ˡ˰ˣˬ   ˶˞ˣ˶˟˲2019 
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ˢ˞˶ˣˢ ˸ˣˤ˩˶ ˡ˧˵˲˸˟ ˸ˣˮ˷ˡ˥ 
 

ˡ˰˧ˢ ˪ˢ˵ : 
 

 ˸ˣ˦˪ˣ˵˲˟ˣ ˸ˣˡ˧˥˧˟ ˫˧ˬˡ˵˸ˬ ˫˧˶˞˸ˣ ˭ˣ˷˞˶ ˶˞ˣ˸˪ ˢ˞˶ˣˢ ˸ˣˤ˩˶ 

 
:˯˶ˣ˵ˢ ˸ˣ˶˦ˬ 

 

1. .˸ˣˬ˧˷ˬˢˣ ˡ˧˵˲˸ˢ ˫˰ ˸ˣˡˡˣˬ˸ˢ˪ ˢ˪˷ ˸ˣ˧˷˧˞ˢ ˸ˣ˪ˣ˩˧ˢ ˸˞ ˪˪˩˷˪ ˸˥˞ ˪˩˪ ˶˷˲˞˪ 

2.  ˸ˣ˵˧ˮ˩˦ ˶˧˩ˢ˪.˸ˣˮˣ˶˥˞ˢ ˫˧ˮ˷˟ ˣ˪˥˷ ˫˧˧ˣˮ˧˷ˢ ˥˩ˣˮ ,ˡ˧˵˲˸˟ ˸ˣ˪˧˰˧ 

3.  ˨ˣ˲ˢ˪ˣ ˨˶˰ ˟˶ ˢ˩˧ˬ˸ ˪ˠ˰ˬ ˧ˡ˩˪ ,ˣˤ ˫˰ ˣˤ ˶˷˵ˢ ˵ˣˤ˧˥˪ ˸ˣ˪ˣ˩˧ ˥˸˲˪ ˭˸˧ˮ ˣ˟ ˫˥˸ˬ ˶ˣ˴˧˪

.ˢ˪˧ˢ˵˪ 

:˯˶ˣ˵ˢ ˧ˮ˧˧˲˞ˬ 
 

¶ ˸˧˪˦ˮˣ˶˲ ˢˡ˧ˬ˪ ï  ˢ˶˧˵˯ ˸ˣˮ˸ˣˮ ˸ˣ˞˴˶ˢˢ .˸ˣ˧˷˧˞ ˢ˩˶ˡˢ ˸ˣ˶˟ˣ˥˟ ˸ˣˣ˪ˬ ˸ˣ˞˴˶ˢ ˫˧˶ˣ˰˧˷ˢ ˪˩˟

ˠ˧˴ˬˣ ˞˷ˣˮ ˪˷ ˸ˣ˞˴˶ˢˢ ˪˩ ˭˩˪ˣ ˫˧˧˷˰ˬ ˫˧˦˟˧ˢ˪ ˸ˣ˯˥˧˧˸ˬ ˸ˣ˞˴˶ˢˢ ˪˩ .˫˧˞˸ˢ˪ ˸ˣ˪ˣ˩˧˷ ˸ˣ˦˧˷ ˸ˣ

.˫˧˧˸˴ˣ˟˵ ˫˧ˮˣ˧ˡ ˸˪˪ˣ˩ 

¶ ˸˲˸˷ˬ ˢˡ˧ˬ˪ ï  ˪˴˞ ˫˧˧˵˷ ˰ˡ˧˟ ˱˸˷˪ ˧ˡ˩ ,˸ˣˮ˦˵ ˥˧˷ ˸ˣ˴ˣ˟˵ ˣˬ˧˧˵˸˧ ˫˧˶ˣ˰˧˷ˢˬ ˵˪˥˟

 .˭ˢ˧˪˰ ˸ˣ˲ˡ˰ˣˬˢ ˢ˪ˣ˰˲ˢ ˧˩˶ˡ˪ ˰ˠˣˮ˟ ˸ˣ˲˸˸˷ˬˢ 

¶ ˸˧˸˧˧ˣˣ˥ ˢˡ˧ˬ˪ ï  ˫˧˟˩˶ˣˬˢ ˫˧˞˷ˣˮˢ ˸˞ ˭ˣ˥˟˪ ˧ˡ˩˟ ,˸ˣˬ˧˷ˬˣ ˫˧˪˧ˠ˶˸ ˣ˰˴ˣ˟˧ ˫˧˶ˣ˰˧˷ˢˬ ˵˪˥˟

 .˸ˣ˶˥˞ ˸ˣ˧ˣˣˤˬ 

¶ ˫˧˥˶ˣ˞ˬ ˢˡ˧ˬ˪ ï  ˫ˢ˟ˣ ˫˧˥˶ˣ˞ ˣ˰˧ˠ˧ ˯˶ˣ˵ˢ ˨˪ˢˬ˟ï  ,˦ˮˡˣ˦˯ˢ ˫ˣˡ˧˵˪ ˢˡ˧˥˧ˢ ,˯ˣ˲ˬ˵ˢˬ ˫˧˦ˮˡˣ˦˯

˵ˣˣ˧˷ˢ ˱ˠ˞ .˱ˣ˵˧˷ˣ ˥˧˷ ˶ˣ˴˧˪ ˧ˡ˩˟ ,˫˧˲˯ˣˮ ˫˧˥˶ˣ˞ˣ 

 

:˯˶ˣ˵ˢ ˧ˮ˩˸ 

 
 ˭ˣ˷˞˶ ˪ˣ˩˷˞ï  ˨˶˰˩ ˦ˮˡˣ˦˯˟ ˪ˣ˲˧˦ˢ 

 ˷ˠ˲ˬ1 - ˡ˧˵˲˸ ˸˯˧˲˸ 

¶ .ˢˬ˧ˡ˵ ˫˧ˮ˷ ˷ˬ˥ ˪˷ ˦˟ˬ˟ ˡ˧˵˲˸˟ ˧ˣˮ˧˷ˢ ˥ˣˣ˦ ˪˷ ˢ˶˧˵˯ 

¶ .˰ˣ˴˧˟ˢ ˪˰ ˫˧˰˧˲˷ˬˢ ˸ˣ˪˟ˠˬˢˣ ˫˧˧˷˵˟ ˢ˵ˬ˰ˢ 

¶ .˭ˣˣ˩ˢ ˫ˣ˧˟ :˭ˣˠ˩ ,˫˧˷ˡ˥ ˫˧˦ˮˡˣ˦˯˪ ˡ˧˵˲˸ˢ ˸ˠ˴ˢˣ ˸˧ˬ˴˰ ˢˠ˴ˢ˟ ˫˧˷ˠˡ 

 ˷ˠ˲ˬ2 - ˫˧˦ˮˡˣ˦˯ ˫˰ ˢ˥˪˴ˢ 

¶  ˫˧˩˶ˡˣ ˫˧˦ˮˡˣ˦˯ ˧ˠˣ˯ ˧ˣ˲˧ˬ.˫˸˧˞ ˸˧˟˦˧ˬ ˸ˣ˪ˢˮ˸ˢ˪ 

¶ .˸ˡ˥ˣ˧ˬ ˟˪ ˸ˬˣ˷˸ ˫˧˷˶ˣˡ˷ ˧ˬ ˸˞ ˸ˣˢˤ˪ ˡ˴˧˩ 

×  .˦ˮˡˣ˦˯ˢ ˫ˣˡ˧˵˪ ˢˡ˧˥˧ˢ ˸˪ˢˮˬ ˡ˪˲ ˢ˧˪ˡ :˸˥˶ˣ˞ 

 ˷ˠ˲ˬ3 -  ˫˧˦ˮˡˣ˦˯˪ ˸ˣ˶˧˷ˢ ˸ˣ˟˩˶ˣˬ 

¶ .˫˧˩˶˰ ˪˷ ˢˬˤ˧˶˲ ˨˶ˡ ˫˧˦ˮˡˣ˦˯ˢ ˪˴˞ ˢ˷ˡ˥ˢ ˸ˣ˶˧˷ˢ ˸˯˧˲˸ ˧ˮ˧˧˲˞ˬ 

¶  :˭ˣˠ˩ ,˸ˣ˴ˣ˟˵ ˧˲ ˪˰ ˫˧˲˯ˣˮˢ ˫˧˧ˡˣ˥˧˧ˢ ˫˧ˮ˧˧˲˞ˬˢ.˫˧˶ˤ ˫˧˦ˮˡˣ˦˯ ˣ˞ ˫˧˞ˠ˪ˬ 

×  .˯ˣ˲ˬ˵ˢˬ ˫˧˦ˮˡˣ˦˯ :˫˧˥˶ˣ˞ 
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 ˧ˮ˷ ˪ˣ˩˷˞ï ˣ ˸˧˟˧˦˵˞ˣ˶˲ˢ ˢ˷˧ˠˢ ˵ˣˤ˧˥ˢ˸˧˟˧˦˶˯˞ 

 ˷ˠ˲ˬ4 - ˸˧˟˧˦˶˯˞ ˢ˷˧ˠˣ ˫˧˥˸ˬ ˫˰ ˸ˣˡˡˣˬ˸ˢ 

¶  .ˢˡˣ˟˰ˢ ˸ˣ˩˧˞ ˪˰ˣ ˢ˟ˣˠ˸ˢ ˨˶ˡ ˪˰ ˢ˰˲˷ˢ ˡ˥ˣ˧ˬ˟ˣ ˫˧˶˧˥ˬˢ ˧ˣˢ˧ˤ .˥˸ˬ ˧ˬ˶ˣˠ ˧ˣ˲˧ˬ 

¶ ˪˷ ˦˟˧ˢˬ ˢ˧ˢ˧ ˳˥˪ ˫˰ ˸ˣˡˡˣˬ˸ˢˢ ˞˷ˣˮ  ˡ˴˧˩ˣ ˸ˣ˧˟˧˦˶˯˞ ˞˧ˢ ˢˬ ˢˤ ˪˪˩˟ˣ ˸ˣ˧˟˧˦˶˯˞

.˸˥˞ ˪˩ ˪˴˞ ˸˞˦˟˸ˬ ˞˧ˢ 

¶ ˢˬˣ "˞˪" ˶ˬˣ˪ ˧˸ˬˣ ˨˧˞ ˫."˭˩"ˢ ˸ˣ˪ˣ˟ˠ 

 ˷ˠ˲ˬ5 -  (˸ˣˬ˧˷ˬˣ ˭ˬˤ ˪ˣˢ˧ˮ) ˢˡˣ˟˰ ˸ˣ˶ˠ˷ ˪ˣˢ˧ˮ 

¶ .˫˧˴˥˪ ˪ˣˢ˧ˮ˪ ˨˶ˡ˩ ˰ˣ˟˷ˢˣ ˫ˣ˧ˢ ˸˶ˠ˷ ˥ˣ˸˧ˮ 

¶ .˭˪ˣ˩˪ ˫˧˲˸ˣ˷ˬˢ ˢˡˣ˟˰ ˧˩˧˪ˢ˸˟ ˫˧ˮˬˤ ˶˴˵˪ ˫˧˩˶ˡ 

 ˷ˠ˲ˬ6 - ˦˵˞ˣ˶˲˟˸˩˟ ˫˧˶˥˞ ˪˧˰˲ˢ˪ ˸˪ˣ˩˧ˢˣ ˸ˣ˧˟˧ 

¶  ˫˧˦ˮˡˣ˦˯˪ ˱˯ˣˮ˟ ˫˧ˮˣ˷ ˫˧ˬ˶ˣˠ ˪ˣˬ ˱˦ˣ˷˟ ˸˧˸ˣ˶˧˷ˣ ˢˮˣ˩ˮ ˸ˣ˪ˢˮ˸ˢ-  ˫˧˴˶ˬˣ ˫˧˪ˠ˶˸ˬ

.˭ˣ˧ˮ˩˦˟ ˸ˣˮˣ˷ ˸ˣ˶ˠ˯ˬ˟ ˫˧ˡ˧˵˲˸ ˧˪˰˟ˣ ˢ˦˪ˣ˵˲˟ ˫˧˧˪ˢˮˬ ˫˧ˡ˟ˣ˰ ,˳ˣ˥ˢ ˭ˬ 

¶  ˟˸˩˟ ˸ˣ˪ˢˮ˸ˢ˪ ˫˧˷ˠˡ- .˫˧ˡ˧˧ˮˢ ˫˧˶˧˷˩ˬˢ ˨˶ˡˣ ˫˧˩ˬ˯ˬ ,˫˧˪˧˧ˬ 

¶  ˥ˣ˯˧ˮ˟ ,˸˧˟˧˦˶˯˞ˣ ˸˧˸ˣ˶˧˷ ˢ˷˧ˠ˟ ˫˧˶˥˞ ˫˧ˬ˶ˣˠˬ ˸ˣ˟ˣ˷˸ ˷˵˟˪ ˨˧˞ˣ ˢ˟ˣ˷˸ ˸˸˪ ˨˧˞

.˸ˣ˧˰ˣ˴˵ˬ ˟˴ˬˬ˷ 

×  ˸ˣ˶˧˷˧ ˫˧ˡ˟ˣ˰ˢ ˭ˣ˧ˮ˩˦ˢ ˸˧˟˟ ˫˧˧˪ˣˢ˧ˮ ˫˧ˡ˧˵˲˸ ˧˪˰˟ˣ ˸ˣ˪˰˟ ˫˰ ˥˧˷ ˟˶ˣ ˫˧˥˶ˣ˞ ˪ˮ˞˲

ˢ˞˶ˣˢˢ ˸ˣˤ˩˶ ˪ˣˬ 

 
 ˧˷˧˪˷ ˪ˣ˩˷˞ï ˸ˣ˷ˡ˥˸ˢˣ ˸˧˷˧˞ ˢ˥˧ˬ˴ 

 ˷ˠ˲ˬ7 -  ˧˷˧˞ ˭ˣˤ˥ 

¶  ˶˥˞ ˦˟ˬ˧˷˧˞ˢ ˫˧˩˶˰ˢ ˫˪ˣ˯ ˸ˮ˧˥˟ ˨˶ˡ ˡ˧˵˲˸ˢ ˸˯˧˲˸ ˷ˠ˲ˬ˪ 

¶ ˡ˧˵˲˸˟ ˸ˣ˥˸˲˸ˢˣ ˸˧˰ˣ˴˵ˬ ˢˬ˶˟ ˧˷˧˞ ˭ˣˤ˥ ˸˶˧˴˧ 

 ˷ˠ˲ˬ8 - ˞˷ˣˮ ˸ˠ˴ˢ 

¶ ˭˵˧ˡ / ˪ˢˮˬ ˷˞˶ ˫˰ ˵˷ˬˬ˟ ˥ˣ˯˧ˮ ˧˩˶ˡˣ ˢ˟˷˥ˬˢ ˭ˣˠ˶˞ 

¶  ˰ˡ˧ˬ ˸ˠ˴ˢ˟ ˫˧˷ˠˡï ˸ˣˮˣ˧˰˶ ˸˞˪˰ˢ ,˸ˣ˪˧˰˲ ˫ˣ˩˧˯ ,˸ˣˬ˧˷ˬ ˪˰ ˥ˣˣ˧ˡ 

 
 ˧˰˧˟˶ ˪ˣ˩˷˞ï ˵ˣˣ˧˷ ,˞˷ˣˮ ˸ˠ˴ˢ ˢ˶˧˩ˬˣ 

 ˷ˠ˲ˬ9 - story telling 

¶  ˸ˤ˩˶ ˪˷ ˢ˟˧˦˵˲˯˶˲ˢˬ ˫˧ˮˣ˷ˢ ˫˧˪ˣ˪˯ˬˢ ˸˞ ,ˢ˦˪ˣ˵˲˟ ˫˧ˡˣˬ˧˪ˢ ˸˞ ˠ˧˴ˢ˪ ˡ˴˧˩

.˫˧˦ˮˡˣ˦˯˪ ˢ˪˷ ˶˷˵ˢˣ ˢ˞˶ˣˢ 

¶  ˣˬ˩ "˸˧˟˧˯˞˲" ˢ˧˴˞ˣ˦˧˯ˣ ,˭ˣˣ˩ˢ ˫ˣ˧ ˣ˞ ˥ˣ˸˲ ˫ˣ˧ ˣˬ˩ ,ˢˬˣˤ˧ ˢ˧˴˞ˣ˦˧˯˟ ˢ˥˪˴ˢ˪ ˫˧˷ˠˡ

.˫˧ˮ˧˧ˮ˰˸ˬ ˫˧˦ˮˡˣ˦˯ˬ ˸˯ˮ˩ˮ ˭ˣ˲˪˦ ˸˥˧˷ 

  ˷ˠ˲ˬ10 -  ˢ˦˪ˣ˵˲ˢ ˵ˣˣ˧˷ 

¶ .˭˧˞ˡ˵ˮ˧˪ˢ ˡˣˬ˰ / ˵ˣ˟˯˧˧˲ˢ ˡˣˬ˰ / ˢ˦˪ˣ˵˲ˢ ˶˸˞˪ ˯˧ˮ˩ˢ˪ ˫˧˶ˬˣ˥ ˣ˪˧˞ 

¶ .˫˧˦˯ˣ˲ ˸˟˧˸˩˟ ˫˧˷ˠˡ 

¶ .˸ˣ˟ˣˠ˸ ˸˟˧˸˩˟ ˫˧˷ˠˡ 

×  ˫˧ˮ˲ ˫ˢ˷ ˢ˪˞˩ˣ ˫˧ˮˣ˧ˮ˩˦ ˪˪˩ ˸ˣ˶˟ˣˡˣ ˵ˣˣ˧˷˪ ˫˧˰ˠˣˮˢ ˫˧ˡ˧˵˲˸ ˧˪˰˟ˣ ˸ˣ˪˰˟ :˫˧˥˶ˣ˞

.˫˧˧˦˪ˣ˵˲  

 
˳˧˟ˣ˵˷ˣˬ ˯˧˶˧˞ :ˢ˴˶ˬ 

 

 ˨˷ˬ :˯˶ˣ˵ˢ10 ˫˧˷ˠ˲ˬ ,40 ˸ˣ˰˷    ˶˞ˣˮ˧ :ˢ˥˧˸˲ ˡ˰ˣˬ2019 
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Excel ˧˯˧˯˟ 

:ˡ˰˧ ˪ˢ˵ 

 ˸ˮ˩ˣ˸ ˸˞ ˶˧˩ˬ ˣˮ˧˞˷ ˟˷˥ˬ ˷ˬ˸˷ˬ ˪˩Excel .ˣ˸ˡˣ˟˰ˬ ˵˪˥˩ ˫˧ˮˣ˸ˮ ˪ˢˮ˪ ˨˧˶˴ˣ 

:˯˶ˣ˵˪ ˰˵˶ 

Excel  ˭ˣˠ˶˞˪ ˫˧˧˸ˣˡ˧ˡ˧ ˫˧˪˩ ˫˧˷ˬ˸˷ˬ˪ ˸˵˲˯ˬ ˢˮ˩ˣ˸ˢ .˫˪ˣ˰˟ ˸˧˶˞˪ˣ˲ˣ˲ˢ ˫˧ˮˣ˸ˮˢ ˭ˣ˧˪˧ˠ ˸ˮ˩ˣ˸ ˞˧ˢ

 ˭ˣ˧˯˧ˮˣ ˰ˡ˧ ˫˧˲˸˸˷ˬ˪ ˢˮ˵ˬ ˯˶ˣ˵ˢ .˷ˡ˥ ˰ˡ˧ˬ ˸˵˲ˢˣ ˥ˣ˸˧ˮ˪ˣ ,˫ˢ˪˷ ˢˠ˴ˢˢ ˶ˣ˲˧˷ˣ ˟ˣ˴˧˰˪ ,˫˧ˮˣ˸ˮ

.ˢˮ˩ˣ˸˟ ˢˡˣ˟˰ˢ ˪˷ ˸ˣ˟ˣ˷˥ˢ ˸ˣ˧ˣˮˬˣ˧ˬ˟ 

:˯˶ˣ˵ˢ ˸ˣ˶˦ˬ 

ˢ ˸˞ ˶˧˩˧ ˱˸˸˷ˬˢ ˯˶ˣ˵ˢ ˫ˣ˧˯˟ ,˧˦˦˯˞ ˢ˞˶ˬ˟ ˫ˠ˧˴ˢ˪ˣ ˧ˮˣ˶˦˵˪˞ ˭ˣ˧˪˧ˠ˟ ˫˧ˮˣ˸ˮ ˭ˣˠ˶˞˪ ˰ˡ˧ ,ˢˮ˩ˣ˸

.˫˧ˬ˧˷˶˸ˢ ˧˪˩ ˸˞ ˶˧˩˧ˣ ˫˧˦ˣ˷˲ ˫˧˟ˣ˷˧˥ ˰˴˟˪ ˰ˡ˧ ,˫˧ˮˣ˸ˮ ˶ˣ˸˧˞˪ˣ ˶ˣˡ˧˯˪ ˫˧˪˩˟ ˷ˬ˸˷ˢ˪ ˰ˡ˧ 

:˯˶ˣ˵ˢ ˧˞˷ˣˮ 

 ˫˰ ˸ˣ˶˩˧ˢExcel 

 ˸ˮ˩˸ ˫˰ ˸˧ˮˣ˷˞˶ ˸ˣ˶˩˧ˢExcel - .ˡˣ˯˧ ˧ˠ˷ˣˬˣ ˨˯ˬ ˢˮ˟ˬˣ ˢ˞˶ˬ ,˸ˣ˶˦ˬ 

¶  ˢˮ˩˸ˢ ˸˶˦ˬ˸˧˪˩˸ ˸ˠˣ˴˸ˣ 

¶ ˨˯ˬ ˢˮ˟ˬ 

¶ ˟ ˡˣ˯˧ ˧ˠ˷ˣˬ-Excel 

˧ˮˣ˶˦˵˪˞ ˭ˣ˧˪˧ˠ˟ ˸˧˯˧˯˟ ˢˡˣ˟˰ 

 ˭ˣ˧˪˧ˠ˟ ˸ˣ˧˯˧˯˟ ˸ˣ˪ˣ˰˲ ˰ˣ˴˧˟- .˸ˣˡˣˬ˰ˣ ˸ˣ˶ˣ˷ ˫˰ ˢˡˣ˟˰ˣ ˫˧ˮˣ˸ˮ ˸˩˧˶˰ 

¶  ˫˸˩˧˶˰ˣ ˫˧ˮˣ˸ˮ ˸ˮˤˢ- (ˢ˩˧˶˰ˣ ˢˮˤˢ ,˭˩ˣˬ) ˢˮ˩˸˟ ˢˡˣ˟˰ˢ ˧˟˴ˬ 

¶ ˭ˣ˧˪˧ˠ˟ ˢ˰ˣˮ˸ˣ ˫˧˞˸ ˭ˣˬ˧˯ 

¶ ˸ˣˡˣˬ˰˟ˣ ˸ˣ˶ˣ˷˟ ˸ˣ˪ˣ˰˲ 

¶  ˢ˶˟˰ˢ˸ˣˮˣ˧˪˧ˠ ˭˧˟ˣ ˭ˣ˧˪˧ˠˢ ˨ˣ˸˟ ˫˧ˮˣ˸ˮ ˪˷ ˢ˵˸˰ˢˣ 

¶ ˧ˣ˪˧ˬˢ ˸˧ˡ˧˟ ˷ˣˬ˧˷ 

˶˧ˢˬ ˟ˣ˴˧˰ ˧˪˩ 

˟ ˢ˷ˡ˥ˢ ˢ˷˧ˠˢ ˫˰ ˸ˣ˶˩˧ˢ-Excel  ˫˧ˮˣ˸ˮ ˪˷ ˢ˧˴ˤ˧˪˞ˣˤ˧ˣ˪-  ˭ˣˣˠˬ˪ ˢ˷˧ˠ ˶˷˲˞ˬˢ ,˶˧ˢˬˢ ˥ˣ˸˧ˮˢ ˧˪˩

.˭ˣ˧˪˧ˠˢ ˨ˣ˸˟ ˫˧˧˲˧˴˧˲˯ˢ ˫˧ˮˣ˸ˮˢ ˪˷ ˶˷˵ˢ˪ ˢˬ˞˸ˢ˟ ˢˮ˩ˣ˸ˢ ˪˷ ˫˧˶˩ˣˬ ˫˧˪˩ 

¶ ˷ ˢ˪ˣ˩˸ˢˣ ˢ˶˦ˬˢ˶˧ˢˬˢ ˥ˣ˸˧ˮˢ ˪ 

¶  ˶˧ˢˬˢ ˥ˣ˸˧ˮ˟ ˷ˣˬ˧˷ˣ ˢ˷˧ˠ- ˢˬˠˡˢ ˸˶˧˵˯ 
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˧ˮˣ˶˦˵˪˞ ˭ˣ˧˪˧ˠ ˟ˣ˴˧˰ 

.˭ˣ˧˪˧ˠˢ ˸ˣ˞˶ˮ ˸˞ ˶˲˷˪ ˧ˡ˩ ˢˮ˩˸˟ ˫˧ˮˣ˷ˢ ˟ˣ˴˧˰ˢ ˧˪˩˟ ˷ˣˬ˧˷ 

¶ ˞˸ ˰˵˶ˣ ˭˲ˣˠ ˟ˣ˴˧˰ 

¶ ˸ˣ˧˯˧˯˟ ˶ˣ˷˧˧ ˸ˣˡˣ˵˲ 

¶  ˫ˡ˵˸ˬ ˶ˣ˷˧˧- ˸˲˯ˣˮ ˶ˣ˷˧˧ ˸ˣ˧ˣ˶˷˲˞ˣ ˟ˣ˟˧˯ ,˫˧˞˸ ˠˣˤ˧ˬ ,˦˯˵˦ ˸˷˧˪ˠ 

¶  ˟ˣ˴˧˰˸ˣ˪ˣ˟ˠ 

¶  ˧˯˧˯˟ ˶˲˯ˬ ˟ˣ˴˧˰- ˫˧˪˩ˢ ˪ˠ˶˯ ˸ˣ˰˴ˬ˞˟ 

¶ "˫˧˞˸ ˟ˣ˴˧˰" ˭ˣ˪˥ ˸ˣ˰˴ˬ˞˟ ˶˲˯ˬ ˟ˣ˴˧˰ 

 

˧ˮˣ˶˦˵˪˞ˢ ˭ˣ˧˪˧ˠˢ ˭ˣˮ˧˯ˣ ˭ˣ˧ˬ 

.˫˧ˮˣ˸ˮ ˪˷ ˸ˣ˪ˣˡˠ ˸ˣ˧ˣˬ˩ ˨ˣ˸˟ ˸ˣ˞˴ˬ˸ˢ˪ˣ ˭ˣ˧˪˧ˠ˟ ˫˧ˮˣ˸ˮˢ ˭ˣˠ˶˞˪ ˫˧˪˩ 

¶ ˸˥˞ ˶ˣ˸˲˩ ˸˴˧˥˪˟ ˦ˣ˷˲ ˭ˣ˧ˬ 

¶ ˸ˣˡ˷ ˢˬ˩ ˲"˰ ˟˩˶ˣˬ ˭ˣ˧ˬ 

¶  ˫˧ˮ˧˧˲˞ˬ ˲"˰ ˭ˣ˧ˬ˫˧˧˲˞˶ˠ 

¶ ˧˯˧˯˟ ˧˦ˬˣ˦ˣ˞ ˭ˣˮ˧˯ 

¶   ˸˧˷˧˞ ˫˞˸ˣˬ ˭ˣˮ˧˯- ˫˧˧˲˧˴˲˯ ˫˧˩˶˰ ˸˶˧˥˟ ˞˪˪ ˭ˣˮ˧˯˪ ˫˧ˮˣ˧˶˦˧˶˵ ˸˶ˡˠˢ 

¶ ˭ˣˮ˧˯˪ ˨˶˰ ˷ˣ˲˧˥ 

¶ ˷ˡ˥ˬ ˢ˪˥ˢˣ ˭ˣˮ˧˯ ˪ˣ˦˧˟ 

¶ ˫˧ˮˣ˸˥˸ / ˫˧ˮˣ˧˪˰ ˸ˠ˴ˢ 

¶ ˢ˪˟˦ ˪˷ ˸˧˪˞ˣˤ˧ˣ ˢ˯˧˶˲ 

˟ ˸ˣ˞˥˯ˣˮˢ ˸ˣˡˣ˯˧-Excel 

 ˸˶˧˴˧ˣ ˸ˣ˞˥˯ˣˮˢ ˫˪ˣ˰ ˪˷ ˡˣ˯˧ˢ ˧ˠ˷ˣˬ ˫˰ ˸ˣ˶˩˧ˢ.˸ˣ˧ˮ˲ˢˢ ˧ˠˣ˯ ˫˰ ˸ˣ˶˩˧ˢ .˸ˣ˦ˣ˷˲ ˸ˣ˞˥˯ˣˮ 

¶ ˸ˣ˧ˮ˲ˢ ˞˪˪ ˸ˣ˦ˣ˷˲ ˸ˣ˞˥˯ˣˮ ˸˶˧˴˧ 

¶ ˸ˣ˧˯˥˧ ˸ˣ˧ˮ˲ˢ˟ ˷ˣˬ˧˷ 

¶ ˢ˴˥ˬ˪ ˸ˣ˦˪˥ˣˬˣ ˸ˣ˦˪˥ˣˬ ˸ˣ˧ˮ˲ˢ 

¶ ˫˧˶ˡˠˣˬ ˸ˣˬ˷ 

˸ˣ˧˯˧˯˟ ˸ˣ˧˴˵ˮˣ˲ 

˟ ˸ˣ˧˴˵ˮˣ˲ˢ ˸˶˧˴˧ ˭ˣˮˠˮˬ ˫˰ ˸ˣ˶˩˧ˢ-Excel .˸ˣ˧˯˧˯˟ˢ ˟ˣ˷˧˥ˢ ˸ˣ˧˴˵ˮˣ˲ ˫˰ˣ 

¶ ˸ˣ˧˴˵ˮˣ˲˟ ˡˣ˯˧ ˧ˠ˷ˣˬ 

¶ ˧˴˵ˮˣ˲ˢ ˱˷˞˸ˣ 

¶ ˸ˣ˧˯˧˯˟ ˢ˶˧˟˴ ˸ˣ˧˴˵ˮˣ˲ 

¶ ˢ˧˴˵ˮˣ˲ ˪˷ ˸˧ˮˡ˧ ˢˡ˪˵ˢ 

¶ ˧˦ˬˣ˦ˣ˞ ˫ˣ˩˯˟ ˷ˣˬ˧˷ 
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.˫ˢ˪˷ ˢˮ˟ˢˢˣ ˸ˣ˞˧˶˵ˢ ˶ˣ˲˧˷˪ ,˧ˮˣ˶˦˵˪˞ ˭ˣ˧˪˧ˠ˟ ˫˧˧˶˲˯ˬˢ ˫˧ˮˣ˸ˮˢ ˪˷ ˫˧ˮˣ˷ ˫˧ˠˣ˯ˬ ˸˧˲˞˶ˠ ˢˠ˴ˢ 

¶ ˫˧˷˶˸ ˸˶˧˴˧ 

¶  ˫˪˷ˢ ˫˧˷˶˸ˢ ˟ˣ˴˧˰- "˟ˣ˴˧˰" ˢ˧˯˧˦˶˩ˢ 

¶ ˫˧˷˶˸ˢ ˧˟˧˩˶ ˸˩˧˶˰ 

¶  ˧ˮˣ˸ˮ ˪˷ ˶˧ˢˬ ˭ˣˮ˧˯˫˧˷˶˸ 

¶ ˫˧˶˧˰ˤ ˫˧ˬ˧˷˶˸ 

ˢˡˣ˟˰ ˸˟˧˟˯ˣ ˢˠˣ˴˸ ˧˪˩ 

 ˸˧˷˧˞ ˸ˬ˞˸ˣˬ ˢˡˣ˟˰ ˸˟˧˟˯ ˸˶˧˴˧˪ˣ ˢˠˣ˴˸ˢ ˭ˣˮˣˣ˩˪ ˫˧˷ˬ˷ˬˢ ˢˮ˩˸ˢ ˧˪˩ ˫˰ ˸ˣ˶˩˧ˢ-  ˢ˥ˣˮ ˢˡˣ˟˰˪

.˫˧ˮˣ˷ ˸ˣˬˣ˵ˬ˟ ˫˧˶ˤˣ˲ˬˢ ˫˧˟ˣ˶ˬ ˫˧ˮˣ˸ˮ ˫˰ ˶˸ˣ˧ 

¶ ˢˠˣ˴˸ ˪ˡˣˠ ˧ˣˮ˧˷ 

¶ ˸˧ˮˣ˪˥ ˸˞˲˵ˢ 

¶ ˪˧˟˵ˬ˟ ˫˧˴˟˵ ˢˬ˩ ˫˰ ˢˡˣ˟˰ 

¶  ˢˡˣ˟˰ˢ ˸˟˧˟˯ ˪ˣ˴˧˲ˡˡˣ˟ ˳˟ˣ˵ ˪˷ 

˟ ˢ˯˲ˡˢˣ ˢ˯˲ˡˢ˪ ˢˮ˩ˢ-Excel 

 ˭ˣ˧˪˧ˠ ˭˧˩ˢ˪ ˫˧˰˧˧˯ˬˢ ˢˡˣ˟˰ˢ ˧˩˧˪ˢ˸ˣ ˫˧˪˩ˢ ˫˰ ˸ˣ˶˩˧ˢExcel .ˢ˯˲ˡˢ˪ 

¶ ˫˧ˡˣˬ˰˪ ˭ˣ˧˪˧ˠˢ ˸˵ˣ˪˥ 

¶ ˡˣˬ˰ ˸˶ˡˠˢ 

¶ ˸ˣˮˣ˸˥˸ˣ ˸ˣˮˣ˧˪˰ ˸ˣ˶˸ˣ˩ 

¶ ˢ˯˲ˡˢ ˧ˮ˲˪ ˸ˣ˲˯ˣˮ ˸ˣ˶ˡˠˢ 

¶ ˢ˯˲ˡˢ 

 ˧˪˩Excel ˫˧˲˯ˣˮ 

.ˢˮ˩˸˟ ˢˡˣ˟˰ˢ ˪ˣ˰˧˧˪ ˫˧˲˧˦ˣ ˫˧˪˩ 

¶ ˞˸ ˸ˣ˶˰ˢ 

¶ ˸ˣ˧ˣ˪˧˲˩ ˸˶˯ˢ 

ˢ˶ˤ˰ˢ ˭ˣˮˠˮˬ 

 ˸ˣˮ˩˸˟ ˫˧ˮ˟ˣˬˢ ˫˧ˮˣ˷ˢ ˢ˶ˤ˰ˢ ˧˪˩ ˫˰ ˸ˣ˶˩˧ˢOffice ˭ˣ˶˸˲ˣ ˰ˡ˧ˬ ˸˵˲ˢ ,ˡˣˬ˧˪˪ ˫ˢ˟ ˪˩˷ˣˬ ˷ˣˬ˧˷ˣ ,

.˸ˣ˧˰˟ 

¶ ˦ˮ˶˦ˮ˧˞˟ˣ ˟˷˥ˬ˟ ˢ˶ˤ˰˪ ˢ˷˧ˠ 

¶ ˫˧ˮ˧˧ˮ˰ˢ ˭˩ˣ˸ ˸ˣ˰˴ˬ˞˟ˣ ˷ˣ˲˧˥ ˸ˣ˰˴ˬ˞˟ ˰ˡ˧ˬ˪ ˢ˷˧ˠ 

 ˸ˬ˶˪ ˫˞˸ˢ˟ ˸ˣˮ˸˷ˢ˪ ˫˧˧ˣ˷˰ ˯ˣ˟˪˧˯˟ ˫˧ˠ˴ˣˬˢ ˫˧ˮ˩˸ˢ :ˢ˶˰ˢ˪˰ˣ˲˟ ˢ˸˧˩ˢ 

 ˷˦˧˧ˣˡ ˫ˣ˪˷ :ˢ˴˶ˬï ˵˦˧˧ˢ ˵˦˞˧ˡˬ ˸˪˪˩ˬ 

 :˯˶ˣ˵ˢ ˨˷ˬ6  ,˫˧˷ˠ˲ˬ24 ˸ˣ˰˷ 

˶ˬ :ˢ˥˧˸˲ ˡ˰ˣˬ ˳2019 



   
 

12 
 

 
 

˫˧˧˥ˢ ˧˰ˡˬ˟ ˢ˧˶˦ˬˣ˦˧˴ˣ ˢ˧˲ˣ˵˯ˣ˶˵˧ˬ 
 

:ˡ˰˧ ˪ˢ˵  
 

˫˧˧˥ˢ ˧˰ˡˬ ˧ˬˣ˥˸˟ ˸ˣˡ˟˰ˬ ˧˯ˡˮˢˬˣ ˸ˣˡ˟˰ˬ ˧˪ˢˮˬ 

 
:˸˧ˮ˩˸ˢ ˧˞˷ˣˮ 

 

 ˷ˠ˲ˬ ˞˷ˣˮ  

1 :˶ˣ˞ ˸˧˧˲ˣ˵˯ˣ˶˵˧ˬ 

 ˢˬˡ˵ˢ˫˧ˠ˷ˣˬˣ 

 ˢ˵˧˦˲ˣ˞ˢ ˸ˮ˟ˢ 

ˢ˧˴ˮ˯ˣ˶ˣ˪˲ 

  

 

2  ˶˵˥ˬ˟ ˸ˣ˧˴˵˧˪˲˞ˣ ˫˧ˬˣ˷˧˧ :˶ˣ˞ ˸˧˧˲ˣ˵˯ˣ˶˵˧ˬ- 

Live Imaging 

High Throughput Imaging 

Confocal microscope 

 

 

3  ˶˵˥ˬ˟ ˸ˣ˧˴˵˧˪˲˞ˣ ˫˧ˬˣ˷˧˧ :˶ˣ˞ ˸˧˧˲ˣ˵˯ˣ˶˵˧ˬ- 

Confocal microscope conôd 

 Light sheet  

Super Resolution 

 

 

4  ˢˮˣˬ˸ ˡˣ˟˧˰ˣ ˢˤ˧˪ˮ˞˟ ˧˦˶ˣ˞˧˸ ˰˵˶  

5 ˯˧˶ˬ˧˞ ˸ˮ˩ˣ˸ ˧"˰ ˢˮˣˬ˸ ˡˣ˟˧˰ hands on   

6 :ˢˬ˧˶ˤ˟ ˢ˧˶˦ˬˣ˦˧˴ 

ˢ˧˶˦ˬˣ˦˧˴˪ ˯˧˯˟ 

,ˢ˵˧ˮˣ˶˦˵˪˞ˣ ˢ˵˧˦˲ˣ˞ 

 ˪˷ ˫˧˶˦ˬ˶˲FACS 

˧˧ˣ˯˧ˮ ˭ˣˮ˩˸ˣ ˫˧ˮˡˠˣˮ 
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7 :ˢˬ˧˶ˤ˟ ˢ˧˶˦ˬˣ˦˧˴ 

 Image Stream 

Sorting 

 

8  ˸ˤ˧˪ˮ˞FACS ï FCS Express ,IDEA  

9 ˸ˣ˧˷˰ˬ ˸ˣˬˠˡˢˣ ˶ˣ˧˯ 

 

 

10 ˫˧˧˥ˢ ˧˰ˡˬ˟ ˢ˧˶˦ˬˣ˦˧˴˟ ˫˧˷ˣˬ˧˷ˣ ˸ˣ˧˴˵˧˪˲˞ 
˯˶ˣ˵ˢ ˫ˣ˩˧˯ 

 

 
 

˧ˮ˷˟ˣˡ ˭˧˰ˬ  :˫˧˴˶ˬ- ˣ˲ˣ˪ ˪˰˧ ,˭ˢˡ ˭˴˧ˮ ,˵˶˟ ˸˶˲˞ ,˸˷˰-  ˶˟ˢ 

 
 :˯˶ˣ˵ˢ ˨˷ˬ10  ,˫˧˷ˠ˲ˬ40 ˸ˣ˰˷ 

 

 ˧˞ˬ :ˢ˥˧˸˲ ˡ˰ˣˬ2019 
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˫˧ˮ˰ˡ˧ˬ˪ ˸ˣˬˡ˵˸ˬ ˸ˣ˧ˣˮˬˣ˧ˬ 

 

:ˡ˰˧ˢ ˪ˢ˵ 

 ˸ˣ˪ˢˮˬ˸˧ˤ˩˶ˬˢ ˢ˧˶˲˯˟ ˫˧ˡ˧˵˲˸ ˧˪˰˟ˣ ˫˧ˮ˰ˡ˧ˬ ,˸ˣ˦˪ˣ˵˲˟ ˸ˣ˧˶˲˯ 

:˯˶ˣ˵ˢ ˸ˣ˶˦ˬ 

¶ .˫˧ˬˡ˵˸ˬ ˫˧˪˩˟ ˫˧˷ˣˡ˧˥ˢ ˥˩ˣˮ ,˷˶ˡˮˢ ˰ˡ˧ˢ ˸ˬ˴˰ˢ 

¶ ˰ˡ˧ˢ ˸˷ˠˮˢ˪ˣ ˫˧˦ˮˡˣ˦˯˪ ˸ˣˠ˴ˬ ˸˶˟˰ˢ˪ ˸ˣ˷ˡ˥ ˫˧˩˶ˡ 

¶ ˰ˡ˧ˬˢ ˧˸ˣ˶˧˷ ˵ˣˣ˧˷ 

¶ ˧ˮˣˠ˶˞ ˰ˡ˧ˬ ˪ˣˢ˧ˮ 

 

:˯˶ˣ˵ˢ ˧˞˷ˣˮ 

PowerPoint  ˫˧ˬˡ˵˸ˬ˪ï ˷˦˧˧ˣˡ ˫ˣ˪˷ :ˢ˴˶ˬ 

 
 ˸ˣˠ˴ˬ ˸ˮ˩ˣ˸ï POWER POINT 

 
¶ .ˣ˸ˣ˰˴ˬ˞˟ ˸ˣ˧˯˧˯˟ ˸ˣ˪ˣ˰˲ ˰ˣ˴˧˟ ˭˲ˣ˞ˣ ˷ˡ˥ˢ ˵˷ˬˬˢ 

¶ ˟ ˷ˣˬ˧˷ˣ ˢˠ˴ˢ-MINI BAR 

¶  ˫˧˟ˣ˴˧˰ï ˸ˣ˧ˣ˶˷˲˞ ˪˷ ˸ˣ˧˶˪ˠ 

¶ ˦˯˵˦ ˧˟ˣ˴˧˰ ˸˧˧˶˪ˠ 

¶ ˟ ˷ˣˬ˧˷-  ˸˵˧˲˶ˠSMART ART 

¶ ˫˧˪˧˪˴ ˸˲˯ˣˢ 

¶ ˸ˣ˷˲ˮˢ 

¶ ˫˧˲˵˷ ˭˧˟ ˶˟˰ˬ 

¶  ˸ˣ˧˲ˣ˵˷˟ ˪ˣ˲˧˦ˣ ˢˡˣ˟˰MASTER 

¶ ˢ˪ˣ˰˲ ˧ˮ˴˥˪ 

¶  ˪˷ ˸ˬˡ˵˸ˬ ˢ˩˧˶˰WORDART        

¶  ˸ˣˮˣˬ˸ ˸˩˧˶˰CLIPART 

¶ ˢˮˣˬ˸˪ ˫˧˲˵˷ ˸˶ˬˢ 

¶ ˫˧ˮˣˬˤ˸ ˪ˣˠ˶˸ 

¶  ˸ˣˮ˩ˣ˸ ˭˧˟ ˶ˣ˷˧˵OFFICE 

¶ ˫˧˪˩ ˧˪ˠ˶˯˟ ˪ˣ˲˧˦ 

¶ ˸˧˷˧˞ ˸ˣˬ˞˸ˣˬ ˸ˣˠ˴ˢ 

¶ ˸ˣ˧˞ˬ˴˰ ˸ˣˠ˴ˬ 

¶ ˫˧˲˵˷ ˸ˣˮ˧˧˶˵ 

¶  ˸˶˧˴˧  HYPER LINK 
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 ˫˧˧˪˦˧ˠ˧ˡ ˫˧˪˩ ˸ˮˡ˯ï ˫˪˷ ˭˸ˮˣ˧ :ˢ˴˶ˬ 

 
˪˧˥˸ˮ ˢ˶˧˵˯˟ ˢ˶˴˵ ˪˷ ˫˧˪˩ ˫˧˧˪˦˧ˠ˧ˡ ,ˢˠ˴ˢ˪ ˪˷ ˸˧˟˧˦˵˞˶˦ˮ˧˞ ˸ˣˠ˴ˬ ˫˧˪˩ ,˫˧˶˵˯ˣ ˶˷˞ ˣ˶˷˲˞˧ 
ˣˮ˪ ˰ˣˬ˷˪ ˸˞ ˶ˣˬ˷˪ˣ ˫˧ˡˬˣ˪ˢ ˪˰ ˸ˬˣ˷˸ ˫˟˪, ˫ˠ ˨˪ˢˬ˟ ˢ˩˶ˡˢ ˸˧˪˦ˮˣ˶˲ ˢ˪ˣˡˠ ˢ˴ˣ˟˵˪ ˪˷ ˫˧ˡˬˣ˪. 

˶˥˞˪ ˭˩ˬ ˶˧˩ˮ ˣˮˬ˴˰˟ ˸˞ ˫˧˪˩ˢ ˫˸ˣ˞ ˪ˠ˶˸ˮˣ. 
˫˧˪˩ ˡˬ˪ˮ˷Prezi, Emaze, Ourboox    : 

 
 

:˫˧˲˯ˣˮ ˫˧ˮ˩˸ 
 

¶  ˸ˣˮˣˬ˸ ˷ˣ˲˧˥ 

¶  ˟ˣ˴˧˰ ˸ˣˮˣ˶˵˰P.P 

¶ ˸ˣ˧˴ˬ˧ˮ˞ ˸˶˧˴˧ 

¶ ˫˧˟ˣ˷ˬ ˸˶˧˴˧ 

¶ Caming 

¶ Screen Capture 

¶ ˫˧ˮˣ˦˶˯ ˸˩˧˶˰ 

¶ ˫˧'ˤ˞˪ˣ˵ 

¶ ?˧˪˩ ˪ˣ˩˟ ˫˧˷ˬ˸˷ˬ ˧˸ˬ 

 

 
 ˢ˧˴˦ˮˤ˶˲ï ˢ˷˰ˬ˪ ˢ˩˪ˢ ï ˳˧˟ˣ˵˷ˣˬ ˯˧˶˧˞ :ˢ˴˶ˬ 

 

 "ˢ˩˶ˡˢˢ ˸ˣˮˬ˞"- ˸˧ˬˡ˵˞ ˢ˩˶ˡˢ ˪˷ ˫˧˶ˠ˸˞ˢ ˥ˣ˴˧˲ 

¶ .˫˧˦ˮˡˣ˦˯ ˸˩˶ˡˢ ˸ˬˣ˰˪ ˪ˠ˯ ˧˶˟˥ ˸˩˶ˡˢ ˪˷ ˫˧ˮ˧˧˲˞ˬˢ ˪˰ 

¶  ˫˧˟˷˥ˬ ˞˪˪ ˸˧˷˰ˬ ˢ˩˶ˡˢ ˶˧˟˰ˢ˪ ˨˧˞.ˠ˴ˣˬˢ ˫˧˸ˣ˶˧˷ˢ ˪˯˪ ˫˧˩˶ˡˣˬˢ ˪˷ ˢ˶˧˷˧ ˢ˷˧ˠˣ 

¶ .˰ˡ˧ˬˢ ˪˷ ˭ˣ˩ˮ ˫ˣ˷˧˧ ˫˧˥˧˦˟ˬˢ ˫˧˩ˬ˯ˬ˟ ˫˧ˣˣ˪ˬ ˢ˩˶ˡˢ ˧˲˵˷ ˭ˮ˩˸˪ ˨˧˞ 

¶  ˫˧˩˶ˡˣˬˢ ˫˰ ˫˩˥ ˠˣ˪˞˧ˡ ˶ˣ˴˧˪ ˨˧˞- .˸ˣ˞ˬˠˣˡˢ ˸ˬ˴ˣ˰ ˪˰ˣ ˸ˣ˪˞˷ ˪˷ ˭˥ˣ˩ ˪˰ 

¶ ˣ ,ˢˮˣ˩ˮ ˢ˩˶ˡˢ ˭ˮ˩˸˪ ˨˧˞ ˪ˣ˪˩˪.ˢ˩˶ˡˢ ˨˶˰ˬ ˸˟˧˸˩ ˪˷ ˢˮ˟ˢ 

 

 "ˢ˞˴˶ˢˢ ˸ˣˮˬ˞"ï ˪ˢ˵ ˪ˣˬ ˢˡ˧ˬ˰˟ ˫ˣ˞ˮˣ ˢ˞˴˶ˢ˪ ˫˧˧˷˰ˬ ˫˧˪˩ 

¶  ˸˞ ˵ˤ˥˪ ˨˧˞˭ˣ˥˦˧˟ˢ  ˸˵ˤ˥ˢ ˫˰ ˡˡˣˬ˸ˢ˪ˣ ˪ˣˡˠ ˪ˢ˵ ˪ˣˬ ˧ˬ˴˰ˢ˭ˣ˲ˣ˶˵˧ˬ -  ˫˰ ˫˪ˣ˞˟ ˢ˩˶ˡˢ˟

150 .˳˶˞ˢ ˪˩ˬ ˸ˣˠ˪ˣ˵ ˪ˣˬ ˧˰ˣ˴˵ˬ ˯ˮ˩ ˸˶ˠ˯ˬ˟ ˣ˞ ,˫˧˦ˮˡˣ˦˯ 

¶  ˫˧ˡ˥ˣ˧ˬ ˡ˰˧ ˧˪ˢ˵˪ ˫˧ˮ˩˸ ˫˧˞˸ˢ˪ ˨˧˞ï ˯ˬ ˸ˣˠ˪ˣ˵ ,ˢ˦˪ˣ˵˲ˢ ˸˴˰ˣˬ˟ ˪ˠ˯ ˧˶˟˥˲˸ˣ˧˶ ˟ ˭ˣ˧ˮ˩˦

.˸ˣ˶˥˞ ˸ˣ˞˦˧˯˶˟˧ˮˣ˞ˣ 

¶ ˢ˞˴˶ˢˢ ˸˥˪˴ˢ˪ ˸˧˦˧˶˵ ˸ˣ˶˦ˬ ˸˶ˡˠˢ ˰ˣˡˬ -  ˰ˡ˧ˬˢ ˪˷ ˸˪˰ˣ˸˟ ˵˧˧ˡ˪ ˡ˴˧˩˪.˫˧˰ˬˣ˷ 

¶ ˸ˣ˩˶ˡˢˢˣ ˸ˣ˞˴˶ˢˢ ˸˞ ˵ˣˣ˷˪ ˨˧˞ .˷˵ˣ˟ˬˢ ˪ˢ˵˪  
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˪ ˞ˣ˟ˬ-SharePoint -  ˶ˠ˧ ˧˦ˣˬ :ˢ˴˶ˬ 

SharePoint Online  ˸˩˶˰ˬ ˞˧ˢCMS )Content Management System ˭ˮ˰ ˸ˣ˶˧˷ ˢ˧ˬˡ˵˞˪ ˢ˰˧˴ˬˢ (

:˸ˣ˪ˣ˩˧ ˪˷ ˟˥˶ ˭ˣˣˠˬ ˫˰ ˫ˡ˵˸ˬ 

 ˸ˡˣ˟˰˪ ˫˧˪˩ ,˫˧˩ˬ˯ˬ ˪ˣˢ˧ˮ ,˫˧ˮˣ˷ ˫˧˩˶˴˪ ˫˧˪˦˶ˣ˲ ˸ˬ˵ˢ ,ˣ˶ˣˬ˧˷ˣ ˰ˡ˧ ˪ˣˢ˧ˮ ˸ˣ˟˶˪ ˧ˮˣˠ˶˞ ˰ˡ˧ˬ ˪ˣˢ˧ˮ

.ˡˣ˰ˣ ˢ˪˧˰˧ ˸ˣˣ˴ 

 

 

˫˧˞˷ˣˮ 

¶ ˧ˮˣˠ˶˞ ˪˦˶ˣ˲ ˸ˣ˰˴ˬ˞˟ ˧ˮˣˠ˶˞ ˰ˡ˧ ˪ˣˢ˧ˮ 

¶ ˪ ˞ˣ˟ˬ-SharePoint 

¶ ˸ˣˬˣ˷˶ˣ ˫˧˩ˬ˯ˬ ˪ˣˢ˧ˮ 

¶  ˫˧˲ˡ ˸ˣ˰˴ˬ˞˟ ˭˩ˣ˸ ˪ˣˢ˧ˮ 

¶ ˷ˣˮ(˭ˬˤˢ ˶˧˸ˣ˧˷ ˪˩˩) ˫˧˲˯ˣˮ ˫˧˞ 

  

.˫˧ˬ˷˶ˮˢ ˸ˬ˶˪ ˫˧ˮ˩˸ˢ ˸ˬ˞˸ˢ˪ˣ ˢ˴˶ˬˢ ˧˪ˣ˵˧˷˪ ˫˞˸ˢ˟ ˫˧ˮ˩˸ ˸˶˯ˢ/ˢ˲˯ˣˢ˟ ˫˧˧ˣˮ˧˷ ˣˮ˩˸˧ (*) 

 

ˡˬ˪ˮˢ ˭˩ˣ˸˪ ˫˞˸ˢ˟ :˫˧˴˶ˬ 

 :˯˶ˣ˵ˢ ˨˷ˬ7  ,˫˧˷ˠ˲ˬ28 ˸ˣ˰˷  

 ˧˞ˬ :ˢ˥˧˸˲ ˡ˰ˣˬ2019  
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˯˶ˣ˵ Online SharePoint  
 

ˡ˰˧ ˪ˢ˵: 
 ˧˯ˡˮˢˬ ,˰ˡ˧ˬ ˸ˣ˩˶˰ˬ ˧˯ˡˮˢˬ˟ˣ˷˥ˬ 

˭˩ˣ˸ ˧˪ˢˮˬ ,˫˧ˮ˰ˡ˧ˬ 
˸ˣ˵˪˥ˬˣ ˫˧˶ˣˡˬ ˧˷˞˶ ,˸ˣˡ˟˰ˬ ˧˪ˢˮˬ 

˪ ˞ˣ˟ˬ ˯˶ˣ˵ ˧˶ˠˣ˟Office365  ˸ˬ˶ˣ˲˦˪˲˟ ˵˧ˬ˰ˢ˪ ˫˧˷˵˟ˬˢ ˭ˮˣ˰ˬˢ ˭ˡ˧˰˟SharePoint 

 
˰˵˶: 

SharePoint Online  ˸˩˶˰ˬ ˞˧ˢCMS )Content Management System ˸˪˧˟˥ˬ ˧˸ˣ˰ˬ˷ˬ ˵˪˥ ˢˣˣˢˬˢ (

 ˧˶˴ˣˬOffice365 ˬˡ˵˞˪ ˢ˰˧˴ˬˣ:˸ˣ˪ˣ˩˧ ˪˷ ˟˥˶ ˭ˣˣˠˬ ˫˰ ˫ˡ˵˸ˬ ˭ˮ˰ ˸ˣ˶˧˷ ˢ˧ 

¶ ˣ˶ˣˬ˧˷ˣ ˰ˡ˧ ˪ˣˢ˧ˮ ˸ˣ˟˶˪ ˧ˮˣˠ˶˞ ˰ˡ˧ˬ ˪ˣˢ˧ˮ 
¶  ˭˩ˣ˸ˣ ˸ˣˬˣ˷˶ ,˸ˣˬ˧˷ˬ ,˫˧˩ˬ˯ˬ ˪ˣˢ˧ˮ 

¶ ˫˧ˮˣ˷ ˫˧˩˶˴˪ ˫˧˧˸ˡ˧˥˧/˫˧˧ˮˣˠ˶˞ ˫˧˪˦˶ˣ˲ ˸ˬ˵ˢ 
¶ ˡˣ˰ˣ ˫˧˶˵˯ ,˸ˣˬ˧˷ˬ ˪ˣˢ˧ˮ ,˸ˣ˧˲ˣ˸˧˷ :ˢ˪˧˰˧ ˸ˣˣ˴ ˸ˡˣ˟˰˪ ˫˧˪˩ 

¶ ˫˧ˮ˲ ˫˧˩˧˪ˢ˸ ˪˷ ˢ˧˴ˬˣ˦ˣ˞-˧˧ˮˣˠ˶˞˰ˡ˧ˬˢ ˪ˣˢ˧ˮ ˫ˣ˥˸˟ ˫ 
¶  ˧˶˴ˣˬ ˶˞˷ ˫˰ ˢ˞˪ˬ ˢ˧˴˶ˠ˦ˮ˧˞Office ˫˧˧˶˪ˣ˲ˣ˲ˢ 

 

 :ˡˣˬ˧˪ˢ ˧˞˷ˣˮ 
 

:˞ˣ˟ˬ 

¶ ˪ ˞ˣ˟ˬOffice365ˢ˧ˬˡ˵˞˪ ˫˧˦ˮˣˣ˪˶ ˫˧˶˴ˣˬ ˸ˠ˴ˢˣ ˫˧ˮˣ˶˥˞ ˫˧˷ˣˡ˧˥ ˸˶˧˵˯ , 
¶  ˪˦˶ˣ˲Office365 

¶ ˢ ˸ˣ˞˯˶ˠ ˸ˣˡˣ˞-  Office Online 
¶  ˸˶˧˵˯ˣ ˡˣ˯˧ ˧ˠ˷ˣˬSharePoint˰ˡ˧ˬ ˸˶ˣ˦˵˦˧˩˶˞ ˪˪ˣ˩ , ˸˧˯˧˯˟ 

¶  ˷ˬ˸˷ˬˢ ˵˷ˬˬï ˧˯˞˪˵ˢ ˵˷ˬˬˢ ˸ˬˣ˰˪ ˧ˮ˶ˡˣˬˢ ˶˸˞ˢ ˢˮ˟ˬ 
 

 ˶˸˞ ˸ˬ˵ˢSharePoint: 

¶ ˶˸˞ ˸ˬ˵ˢ ˧˟˪˷ ˪˷ ˢˬˠˡˢˣ ˢ˶˧˵˯ 
¶ ˫˧˶˸˞ ˸ˣ˧ˮ˟˸ 

 

˫˧˩ˬ˯ˬ ˪ˣˢ˧ˮ:  

¶  ˭˧˟˷ ˫˧˪ˡ˟ˢˢ ˪˰OneDrive ˪-SharePoint ,Delve 
¶ ˫˧˩ˬ˯ˬ ˶ˣˤ˥˞ˣ ˭ˣ˶˩ˮ˧˯ ,˱ˣ˸˧˷ 

¶ ˭ˮ˰˟ ˫˧˩ˬ˯ˬ ˪˷ ˭ˣ˩ˮ ˪ˣˢ˧ˮ 

¶ Outlook ˰˟ ˫˧˩ˬ˯ˬˣ˭ˮ 

 
˭ˮ˰˟ ˸ˣˬˣ˷˶ ˪ˣˢ˧ˮ: 

¶  ˸ˣ˧˶˲˯ ,˸ˣˬ˧˷˶ï ˪ˣˢ˧ˮˣ ˢˬ˵ˢ 
¶ ˸ˣˡˣˬ˰ ˧ˠˣ˯ 

¶ ˸ˣˬˣ˷˶ ˸ˣˠˣ˴˸ 
¶  ˭˧˟˷ ˫˧˪ˡ˟ˢˢ ˪˰Forms Office ˟ ˫˧˯˲˦ ˸˶˧˴˧˪-SharePoint 
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˫˧˲ˡ ˸ˣ˰˴ˬ˞˟ ˭˩ˣ˸ ˪ˣˢ˧ˮ: 
¶ ˫˧˶˸˞ ˧˲ˡ 

¶ ˯ ˫˧˲ˡ ˧ˠˣ 

¶  ˸˧˧˶˲˯ ˧˲ˡWiKi 
 

˸ˣ˞˷˶ˢ ˪ˣˢ˧ˮ: 

¶ ˸ˣ˞˷˶ˢ ˧ˠˣ˯ 
¶ ˸ˣ˞˷˶ˢ ˪˷ ˭ˣ˩ˮ ˪ˣˢ˧ˮ 

¶ ˸˴ˣ˟˵ ˸˶˧˴˧ ˢ˞˷˶ˢ 
 

˫˧˲˯ˣˮ ˫˧˞˷ˣˮ: 

¶ ˭ˮ˰˟ ˰ˡ˧ˬ ˸˥˦˟˞ 

¶ ˷ˣ˲˧˥ 
¶ Sway 

¶ ˸ˣ˞˯˶ˠ ˸˧˧˶ˣ˦˯ˢˣ ˢ˶ˣ˴˸ ˪ˣˢ˧ˮ 
¶ ˸ˣ˞˶˸ˢ ˪ˣˢ˧ˮ 

¶  ,˫˧ˬˣ˷˧˧WebParts ,Power Apps 
 

˫˧ˬˡ˵˸ˬ ˫˧˞˷ˣˮ: 

¶ ˰ˡ˧ˬ ˸˴˲ˢ ,˫˧ˬˣ˶ˣ˲ ˸ˬ˵ˢ ,˸ˣ˧˸˶˟˥ ˸ˣ˪ˣ˩˧ 
¶  ˸˧˧˴˵˧˪˲˞SharePoint 

¶  ˭˧˟˷ ˫˧˪ˡ˟ˢˢ ˪˰Teams>-<Groups>-<SharePoint 

¶ Flow x-SharePoint 
 

).˫˧ˬ˷˶ˮˢ ˸ˬ˶˪ ˫˧ˮ˩˸ˢ ˸ˬ˞˸ˢ˪ˣ ˢ˴˶ˬˢ ˧˪ˣ˵˧˷˪ ˫˞˸ˢ˟ ˫˧ˮ˩˸ ˸˶˯ˢ/ˢ˲˯ˣˢ˟ ˫˧˧ˣˮ˧˷ ˣˮ˩˸˧ (* 
 

 
 

˶ˠ˧ ˧˦ˣˬ :ˢ˴˶ˬ 

 :˯˶ˣ˵ˢ ˨˷ˬ10  ,˫˧˷ˠ˲ˬ40 ˸ˣ˰˷ 

 ˧˞ˬ :ˢ˥˧˸˲ ˡ˰ˣˬ2019  
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Advanced EXCEL 2016  

:ˡ˰˧ ˪ˢ˵ 

ˢ ˸ˮ˩ˣ˸˪ ˫˸ˡˣ˟˰˟ ˫˧˷˶ˡˮ˷ ˫˧ˡ˟ˣ˰-EXCEL ˢˬ˶˟ ˢˢˣ˟ˠ ˸˧˰ˣ˴˵ˬ . 

.ˢ˶˵˟ˣ ˫˧˲˯˩ ,˷˩˶ ˧ˡ˟ˣ˰˪ ˭˸ˮ˧˸ ˸ˣ˲˧ˡ˰ 

:˯˶ˣ˵ˢ ˧ˮ˩˸ 

:˭ˣˮ˰˧˶ 

¶  ˸ˣ˞˪˟˦ ˸˶˧˴˧ï ˫˧˲˧˦ˣ ˫˧˪˪˩ 

¶ ˫˧˞˸ ˟ˣ˴˧˰ 

¶ ˱˷˞ˣ ˸ˣ˧˯˧˯˟ ˸ˣ˞˥˯ˣˮ 

¶ ˸ˣ˰ˣ˟˵ˣ ˸ˣ˧˯˥˧ ˸ˣ˞˥˯ˣˮ 

¶  ˫˧˲˶ˠï ˫˧˲˧˦ˣ ˸ˣ˶ˡˠˢ 

¶ ˢ˯˲ˡˢ ˸ˣ˶ˡˠˢ 

:˫˧ˮˣ˸ˮ˟ ˪ˣ˲˧˦ 

¶ ˸˧˷˧˞ ˫˞˸ˣˬ ˫˧˞˸ ˟ˣ˴˧˰ 

¶ ˢˮ˸ˣˬ ˟ˣ˴˧˰ 

¶ ˫˧ˮˣ˸ˮ ˭ˣ˧ˬ 

¶ ˯˫˧ˮˣ˸ˮ ˭ˣˮ˧ 

¶ ˸ˣ˶˰ˢ 

¶ ˫˧ˮˣ˸ˮ ˸ˣ˧ˣ˪˧˲˩ ˸˵˧˥ˬ 

¶ ˫˧ˮˣ˸ˮ ˸ˣˬ˧˞ 

¶ ˸ˣˮˣ˧˪˧ˠ ˶˲˯ˬ ˪˰ ˢˢˤ ˟ˣ˴˧˰ 

:˫˧˟ˣ˷˧˥ˣ ˸ˣ˞˥˯ˣˮ 

¶ ˫˧˞˸˪ ˸ˣˬ˷ 

¶ ) ˫˧ˮˣ˸ˮ ˧˯˧˯˟ ˪˰ ˸ˣ˧˴˵ˮˣ˲VLOOKUP, SUMIF, SUMIFS,( 

¶ ˫˧˧ˮ˧˟ ˧ˬˣ˩˧˯ 

¶ ˸ˣˮˣ˧˪˧ˠ ˭˧˟ ˶ˣ˷˧˵ 

¶ ˫˧˴˟˵ ˭˧˟ ˶ˣ˷˧˵ 

¶ ˸ˣ˲˯ˣˮ ˸ˣ˧˴˵ˮˣ˲ 

o ˦˯˵˦ ˸ˣ˧˴˵ˮˣ˲ 

o ˨˧˶˞˸ ˸ˣ˧˴˵ˮˣ˲ 

o ˸ˣ˧˪˪˩ ˸ˣ˧˴˵ˮˣ˲ 
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:˫˧ˮˣ˸ˮ ˧˯˧˯˟ ˫˰ ˢˡˣ˟˰ 

¶ ˢ˪˟˦˪ ˥ˣˣ˦ ˸˶ˬˢ 

¶ ) ˫˧˶˧˰ˤ ˫˧ˬ˧˷˶˸˟ ˷ˣˬ˧˷SPARKLINES( 

¶ ˶˧˴ ˸ˣ˞˪˟˦ 

¶ ˢ˯˧˶˲ ˧˪˩ 

¶ ˸ˣˮˠˢ 

¶ ˸˲˸ˣ˷ˬ ˢˡˣ˟˰ 

¶ ˢ˶˦ˬ˪ ˢ˶˧˸˥ 

¶ ˫˧ˮˣ˸ˮ ˸ˣ˴ˣ˟˵ ˫˰ ˢˡˣ˟˰ˣ ˳ˣ˟˧˵ 

:˧˪˪˩ 

¶ ˸ˣ˧ˮ˟˸ 

¶ ˢˡˣ˟˰ ˸˟˧˟˯ ˸˶˧ˬ˷ 

¶ ˸ˣ˧ˮˣ˪˥ ˸˞˲˵ˢ 

¶ ˭ˣ˧˪˧ˠ ˪ˣ˴˧˲ 

¶  ˸˶˧˴˧HYPER LINK 

¶ ˣ˶˵˞ˬ 

¶ ˣ˶˵˞ˬ ˧ˮ˴˥˪ ˸˶˧˴˧ 

¶ ˢ˶˧ˢˬˢ ˢ˷˧ˠˢ ˪ˠ˶˯ ˪˷ ˸˧˷˧˞ ˢˬ˞˸ˢ 

˸˧˷˧˞ ˸ˣˬ˞˸ˣˬ ˫˧˪˩ ˸ˣ˰ˣ˴˶ˣ 

 

 

  :ˢ˴˶ˬ ˷˦˧˧ˣˡ ˫ˣ˪˷ï ˵˦˧˧ˢ ˵˦˞˧ˡˬ ˸˪˪˩ˬ 

.˨˷ˬˢ˟ ˣ˰˟˵˧ ˫˧˷ˠ˲ˬˢ ˶˲˯ˬ :˯˶ˣ˵ˢ ˨˷ˬ 

 ˧ˮˣ˧ :ˢ˥˧˸˲ ˡ˰ˣˬ2019 

 
 
 
 
 
 
 
 
 
 
 
 
 



   
 

21 
 

 
 
 

˸˧˪ˠˮ˞˟ ˟˸˩˟ ˸˶ˣ˷˵˸ ˸ˮˡ˯ 
 

:ˡ˰˧ˢ ˪ˢ˵ 

 

 .˸˧˪ˠˮ˞˟ ˢ˟ˣ˶ˬ ˢ˟˧˸˩˪ˣ ˫˧˪˧˧ˬ˪ ˫˸ˡˣ˟˰˟ ˫˧˷˶ˡˮ˷ ˫˧ˡ˟ˣ˰ 

.˸ˣ˦˪ˣ˵˲˟ ˫˧˦ˮˡˣ˦˯ ˸ˣˤ˩˶ˬ˪ ˸ˣ˲˧ˡ˰ ˭˸ˮ˧˸ 

 

:˞ˮˡ˯˪ ˰˵˶ˢ 

 

 ˸ˣ˧ˣˮˬˣ˧ˬ ˶ˣ˲˧˷˟  ˰ˡ˧ˢ ˸˞ ˢˮ˵˧ ˢˤ ˯˶ˣ˵ .˪ˠ˯ ˧˶˟˥ˣ ˫˧˦ˮˡˣ˦˯ ˫˰ ˸˧˪ˠˮ˞˟ ˫˧˟˸˩˸ˬ ˭ˣ˧ˮ˩˦ˢ ˧ˡ˟ˣ˰

 ˸˧˰ˣ˴˵ˬ ˸˶ˣ˷˵˸˟ ˸ˣ˧˸ˣ˟˶˸ˢˣ ˸ˣ˧ˮˣ˷˪ˢ ˸ˣ˧˰˟˪ ˸ˣ˰ˡˣˬˣ ˸˶ˣ˷˵˸ˢ ˧˶ˣ˷˧˩ ˡˣˡ˧˥ ,ˣˤ ˢ˲˷˟ ˢ˟˧˸˩ˢ

 .˸˧ˬˣ˞˪ˮ˧˟ 

 

:˞ˮˡ˯ˢ ˧ˮ˩˸ 

 

 

COURSE BACKGROUND:  

Effective written communication in a second language is a skill that needs to be both acquired and 

practiced.  By providing a forum for the learning and practice of requisite communication skills, the  

Written Communication Workshop enables the high level communication skills that students possess in 

their native language to be applied to their work in English, creating an opportunity for enhanced 

communication and greater success in the international professional community. 

 
 

COURSE OBJECTIVES: 

ǒ To improve students' written communication proficiency in English 

ǒ To  hone skills in order to achieve greater impact through targeted content and accurate form   

(grammar and expression) 

ǒ To learn the written English language needed for a variety of situations including: 

requests, recommendations, thank-yous,  complaints, interviews, etc  

ǒ To become aware of pertinent linguistic and cultural issues in international professional 

communication 

ǒ Optional: CV preparation / Cover letters 

 

 

COURSE CONTENT AND SCOPE: 

Review of pertinent literature and practical application of techniques designed to enhance English written 

communication competency, including: correct language use, sharpening message, effective function - 

oriented vocabulary. 
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FOUR LESSONS OF 4 ACADEMIC HOURS EACH COVERING THE FOLLOWING:  

¶ Basic and advanced sentence and paragraph structure; E-mails 

¶ Connectors; Summarizing 

¶ Descriptions of experiences, places, people, objects; 

¶ Formal Letters  - format + requests for info, jobs, complaints, response / opinions 

¶ Vocabulary and Grammar to clarify meaning;  

¶ Cultural differences (Israeli vs American) and how they relate to writing 

¶ CV Preparation / Cover letters 

 

 

 

ˤ ˶- ˠˮ˪  ˢ˶ˡˮ˞ :ˢ˴˶ ˬ

 ˸ˣ˰˷ 16 ,˫˧˷ˠ˲ˬ 4 :˞ˮ ˡ˯ s˨˷ˬ 

2019 ˧ˮˣ˧ :ˢ˥˧˸˲ ˡ˰ˣˬ 
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 ˢˡˣ˟˰˟ ˸ˣ˵˧˦˵˶˲ï ˸ˣ˧˸˷˸ˣ ˢ˵ˤ˥˞ ˧˞˶˥˞˪, ˨˷ˬˢ ˸˧ˮ˩˸ 

 

:ˡ˰˧ ˪ˢ˵ 

.˫ˡ˧˵˲˸˟ ˧˷˰ˬˢ ˰ˡ˧ˢ ˸ˬ˪˷ˢˣ ˫˧˲˯ˣˮ ˫˧ˮ˩˸ ˣ˷˵˟ ˶˷˞ ,˥"˰˷˸ ˸ˮ˷ˬ ˢˤ ˯˶ˣ˵ ˧˲˸˸˷ˬ 

:˸˧ˮ˩˸ˢ ˧ˮ˩˸ 

 ˫ˣ˥˸˟ ˸ˣ˧ˣˮˬˣ˧ˬ :˭ˣ˷˞˶ ˷ˠ˲ˬ ˸ˣˮ˪ˣ˰ˮˬˢ 

¶  ˸ˣˮ˪ˣ˰ˮˬ ˸˩˶ˡˢï  ˧ˮˣ˴˧˥ ˨˧˶ˡˬ ˧"˰ 

                                                                                                                                                     
1. ˸ˣˮˣ˷ "˥˸˲ˬ ˟˶" ˶˦˯ˬ ˸ˣ˩˶˰ˬ ˸ˠ˴ˢ 

2. ˣ˧˵˪˥ , ˶ˡˮ˧˪˧˴ ˧˪ˣ˰ˮˬ ˵ˣ˶˧˲ .˫˧˰ˮ ˫˧˵˪˥ˣ ˫˧ˮ˧˲ ˧ˠˣ˯ , ˫˧ˮˣ˷ˢ 

3.  .˸ˣ˩˶˰ˬ ˶ˣˬ˧˷ˣ ˭ˣˬ˧˷ ˢ˵ˤ˥˞ 

4. .˵ˤˮ ˞˪˪ ˫˧˪ˣ˵˸ ˸ˣ˥˸˲ˬ ˳ˣ˪˧˥ 

5.  .˸ˣ˸˪ˡˣ ˫˧˶ˡˮ˧˪˧˴ ˪˷ ˢˬ˧˪˞ ˢ˴˧˶˲ 

6. .˸˧ˡˣ˰˧˧ ˢˮˣ˩ˬ˟ ˡˣ˵ ˧˲˪ ˶˦˯ˬ ˸ˣ˩˶˰ˬ˪ ˸ˣ˥˸˲ˬ ˪ˣ˲˩˷ 

7. .˥˸˲ˬ ˟˶ ˸ˣ˩˶˰ˬ˪ ˭ˮˣ˶˸˲ˣ ˸ˣˮˣ˷ ˸ˣ˪˵˸ 

 

 ˸ˣ˦˪ˣ˵˲ˢ ˨ˣ˸˟ ˸ˣ˶˧˷ˢ ˸ˣ˷˧ˠˮ :˧ˮ˷ ˷ˠ˲ˬ˯ˣ˲ˬ˵˟ ˭ˣ˥˦˧˟ˣ 

¶  ˢ˷˰ˬ˪ ˢ˩˪ˢ ˸ˣ˷˧ˠˮï ˡˣ˶˪˯˵˞ ˶ˬˣ˸ 

 

 ˥˦˷˟ˣ ˫˧ˮ˟ˬˢ ˨ˣ˸˟ ˸ˣ˷˧ˠˮˢ ˞˷ˣˮ ˸˞ ˢ˷˰ˬ˪ ˢ˩˪ˢ ˷˧˥ˬˢ˪ ˧ˡ˩˟ ,˸ˣ˦˪ˣ˵˲ˢ ˸˥˞˟ ˫˧˧˵˸˧ ˢˤ ˷ˠ˲ˬ

.ˢ˦˪ˣ˵˲˪ ˟˧˟˯ˬ˷ 

 ˭ˣˬ˧˯ ,ˢ˶ˢˤ˞ ˧ˮˬ˧˯ ,˦ˣ˪˧˷ ,˫˧˵˲˪ˡ ,˫˧˶˟˰ˬ ˟˥ˣ˶ ˭ˣˠ˩ ˫˧˧ˤ˧˲ ˫˧˶˟ˡ ˪˰ ˸ˣ˶˟ˡˬ ˸ˣ˶˧˷ˢ ˸ˣ˷˧ˠˮ ˸ˣˮ˵˸

 ,˸ˣ˧ˮ˥ ˫˧ˡ˶˷ˬˣ ,˸ˣ˧˪˰ˬï .˸ˣ˞˯˧˩ˣ ˸ˣˮ˥˪ˣ˷ 

 ˧˶ˤ˧˟˞ˣ ˢ˟˧˷˧ ˸ˣˬˣ˵ˬ ˸ˮ˧˥˟ˬ) ˸ˣˡ˟˰ˬˢˣ ˡˣˬ˧˪ˢ ˸ˣ˸˧˩ ˪˰ ˫ˠ ˸ˣ˶˟ˡˬ ˢˢˣ˟ˠ ˢ˪˩˷ˢ ˸ˣ˷˧ˠˮ ˸ˣˮ˵˸

.(˰ˬ˷ 

 ˣˮ˥ˮ˞ ˢˬ ˪˰ ˶˟˯ˢ ˭˸ˮ˧˧ˣ ˢ˦˪ˣ˵˲˪ ˳ˣ˥ˬˣ ˨ˣ˸˟ ˸˶˥˟ˮˢ ˢ˦˪ˣ˵˲˪ "˶˵˯" ˭˧˰ˬ ˶ˣ˧˯ˢ ˨˪ˢˬ˟ ˰˴ˣ˟˧

 .˸ˣ˷˧ˠˮ ˵ˣˡ˟˪ ˫˧˞˟ ˣˮ˞ ˶˷˞˩ ˫˧˪˩˸˯ˬ 

ˮˢ ˢˮˣˣ˩ˢ˪ ˠˣ˞ˡ˪ ˷˧ ˡ˴˧˩ ˶˟˯ˢ ˭˸ˮ˧ .ˢˮ˟ˬˢ ˨ˣ˸˪ ˢ˯˧ˮ˩˟ˣ ˸˧ˮˣ˴˧˥ˢ ˢ˟˧˟˯˟ ˱˵ˣ˸ ˢˮ˷ˬ ˪˟˵˸ ˸ˣ˷˧ˠ

 ˢˮˣˣ˩ˢ ˧˦˪˷ :˫˧˦˪˷ˣ ˫˧˷˶ˡˮ ˫˞ ˢ˶ˢˤ˞ ˧ˮˬ˧˯ ,˸ˣ˧˪˰ˬ˟ ˭˧˵˸ ˷ˣˬ˧˷ ,˭˧˧ˮ˟ˢ ˨ˣ˸˟ ˷˧ˠˮ ˭˲ˣ˞˟ ˸ˣ˞˴ˬ˸ˢˣ

.˧ˣˢ˧ˤ ˧˦˪˷ˣ 
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¶  ˫ˣ˶˥ˣ ˢ˶ˠ˷ :˯ˣ˲ˬ˵˟ ˭ˣ˥˦˧˟ï ˭ˣ˥˦˧˟ˢ ˸ˡ˧˥˧ ˪ˢˮˬ ,˰˟ˠ ˟˞ˣ˧ ˢ˶˧ˬ˷ˣ 

 

 '˞ ˵˪˥ï ˢ˶ˠ˷ 
 

1. .ˢ˶ˠ˷˟ ˭ˣ˥˦˧˟ˢ ˸ˡ˧˥˧ ˸ˣˬ˧˷ˬ ˪˷ ˸˧˪˪˩ ˢˠ˴ˢ 

2. .˭˧˧ˮ˟˪ ˧˞˶˥˞ ˫˰ ˵˷ˬˬˢˣ ˢ˪˧˪/˶˵ˣ˟ ˷˞ ˸ˣ˞˶˸˞ 

3. .ˤˠ ˸ˣ˲˧˪ˡ ,˪ˬ˷˥ ˸ˣ˪˵˸ ,˸ˣ˧ˬˣ˵ˬ ˸ˣ˲˧˶˷ ,˸ˣ˲˴ˢ :˫˧˧ˬˣ˵ˬ ˸ˬ˞ ˧˰ˣ˶˧˞˟ ˪ˣ˲˧˦ 

4. .˧ˬ˧˩ ˨˲˷ ,˳ˣ˴˧˲ :˸ˣˡ˟˰ˬ˟ ˫˧˰ˣ˶˧˞ 

5.  ˭˧˟ ˭ˣˤ˧˞ˢ :˯ˣ˲ˬ˵˟ ˢ˥˦˟˞ ˸ˣˬ˪˴ˬ ˪ˢˣˮ ˫ˤ˧˪ˡˮˣ ˸˰˧ˮˬ ˧˶ˣ˟˧˴ ˶ˡ˯ ,ˢ˥˦˟˞ ˸ˣ˷˧˶ˡ

.˪ˢˣˮˢ ˶˟˯ˢ .˸ˣ˧˦˶˲˪ ˸ˣ˩ˤ˪ 

6. .˧˦˪ˣ˵˲ˢ ˸ˣ˥˸˲ˬˢ ˭ˣ˶˞ 

7.  ˸˲˪˥ˢ :ˢ˵ˤ˥˞ ˧˰ˣ˶˧˞ ˪˷ ˫˧˲˦ˣ˷ ˫˧ˮˣ˩ˡ˰˧˶ˡˮ˧˪˧˴˫ ˸ˣ˪˧˰˲ˬˢ ˸ˣ˧ˮ˪˟˵ ˸ˣˡˣ˟˰ ,

˸ˣ˞˶˸˞ ...˷˞ 

 '˟ ˵˪˥- ˫ˣ˶˥ 

1.  ˨˧˞ ,˭ˣ˧ˮ˩˦˟ ˫ˣ˶˧˥ˢ ˸˯˧˲˸ ,˫ˣ˶˧˥ˢ ˸˶ˡˠˢ :˭ˣ˧ˮ˩˦˟ ˫ˣ˶˥ˢ ˞˷ˣˮ ˸ˠ˴ˢ ˭ˣ˧ˮ˩˦ˢ ˡ˟ˣ˰

.˫ˣ˶˥˟ 

2. .˫ˣ˶˧˥ˢ ˧˸ˣˣ˴ 

3. .˫˧ˮ˧˧ˮ˟˟ ˫ˣ˶˧˥ ˸˶ˣ˞˸ 

4. .˶˪ˣ˯ ˧˪˩ˬ ˸˵ˤ˥˞ 

5. .˫˧˶ˣ˦˶ˮˠ ˸˵ˤ˥˞ 

6. .˫˧˦˪˵ˬ˟ ˪ˣ˲˧˦ 

7. .˫˧˵"ˬˬ / ˫˧ˡ"ˬˬ˟ ˪ˣ˲˧˦ 

8. .˫ˣ˶˧˥ ˦ˣ˪˧˷ 

9. .˭˧˧ˮ˟ ˧ˣˮ˧˲ 

˷˞ ˧ˣ˪˧ˠˣ ˪ˬ˷˥˟ ˭ˣ˩˯˧˥˟ ˸ˣˬˠˬ :˧˷˧˪˷ ˷ˠ˲ˬ 

¶   ˭ˣ˧ˮ˩˦˟ ˢ˧ˠ˶ˮ˞ ˶ˣˬ˧˷ ˧˪ˢˮ ˭ˣˮ˰˧˶-  ˪ˬ˷˥ ˯ˡˮˢˬ ,ˣˮˬˣ˶ ˵˧˴˧˞ˢ˵ˣˤ˥˸ˣ ˧ˣˮ˧˟ ˱ˠ˞˟ ˧˷˞˶ 

 

 .˫˧ˮ˟ˬˢ ˧˪ˢˮˬ˪ ˧˰ˣ˴˵ˬ ˰ˡ˧ ˸˶˟˰ˢ ˧ˡ˧ ˪˰ ˭ˣ˧ˮ˩˦˟ ˫˧˞˲˶ˢ ˸˩˧˶˴ ˸˞ ˸˧˸ˣˢˬ ˫˴ˬ˴˪ ˭˸˧ˮ 

 ˶˸˞˪ ˭˸˧ˮ ˢˮ˟ˬ ˪˩˟ .˟˧˧˥ˬ ˧ˬˡ˵˞ˢ ˷˲ˣ˥ˢ˷ ˢˬˬ ˶˸ˣ˧ ˢ˟˶ˢ ˫˧˩˶ˣ˴ ˣˮ˥ˮ˞ ˭ˣ˧ˮ˩˦˟ ˫˧ˮ˟ˬˢˬ ˵˪˥˟

 ˫ˣ˧ˢ ˶˸˞˪ ˭˸˧ˮ ˫˧ˮ˟ˬˢˬ ˵˪˥˟ .˨˶ˣ˴ ˪˩ ˞˪˪ ˫˧ˡ˟ˣ˰˷ ˢ˶ˣ˞˸ ˧˪ˠ˰ˬ ˞˪ ˫˧˪˪˥˟ ˫˧ˡ˟ˣ˰˷ ˫˧ˮˠˤˬ

.˸ˣ˶˧˟˯ ˸ˣ˶ˣ˦˶˲ˬ˦˪ ˞ˣˢ ˫ˣ˪˵˞ˢ ˡ˧ˬ˸ ˞˪ ˷˧ˣ˞ˬ ˢˮ˟ˬˢ ˶˷˞˩ ˫ˠˣ ˫˧˷˧ˣ˞ˬ 

ˣˮ˸˦˧˷˪ -  ˧ˡ˧ ˪˰ ˣ˸ˣ˧˶˥˞˟˷ ˢˮ˟ˬ˟ ˪ˬ˷˥ˢ ˸ˣ˞˴ˣˢ˟ ˪˰˧˧˸ˢ˪ ˣˤ ˢ˶˷˩ˢ ˶˥˞˪ ˪˩ˣ˧ ˭ˣ˧ˮ˩˦˟ ˪ˢˮˬ ˪˩

.˫˧˧˸ˣˠˢˮ˸ˢ ˫˧˪˩ˣ ˰ˡ˧ ˸˲˯ˣˢ ,˨˶ˡ ˸˴˶ˣ˲ ˢ˟˧˷˥ 

˷ˠ˲ˬˢ ˫ˣ˸˟ ˧˥˸ˢ˪ ˪ˢˮˬ ˪˩ ˪˩ˣ˧ ˢ˩˧˶˴ˢ ˸ˣ˟˶˸ ˸˞ ˸ˣˮ˷˪ ˪-  ˷ˣˬ˧˷˟ ˶˸ˣ˧ˬ˪ ˶˸ˣˬ ˭˧˟ ˭˧˥˟ˢ˪

.ˣ˸ˣ˧˶˥˞˟˷ ˢˮ˟ˬ˟ ˢ˧ˠ˶ˮ˞˟ 
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 ˫˧˪˵˞ ˧˧ˣˮ˧˷-  ˱˶ˣ˥˪ ˫˧˟˶˵˸ˬ ˣˮ˥ˮ˞ï  ˶ˮ˧ˬ˯˟ ˱˸˸˷ˬ ˪˩ ˪˩ˣ˧ ˢ˶˷˩ˢ ˫˧˧˸˰˷ ˶˥˞˪ï  ˸ˣ˟˶ ˫ˣ˶˸˪

˰ˢ ˸˩˶ˡˢ ˧ˡ˧ ˪˰ ,ˣ˸ˣ˧˶˥˞˟˷ ˢˮ˟ˬˢ ˪ˣ˰˲˸˟ ˫˧˪˵ ˫˧˧ˣˮ˧˷ ˰ˣ˴˧˟ ˸ˣ˰˴ˬ˞˟ ˸˧˦ˠ˶ˮ˞ ˸ˣ˪˰˧˧˸ˢ˪ ˫˧ˡ˟ˣ

.˪ˬ˷˥ˢ ˸˩˧˶˴˟ ˧˸ˣˢˬ ˭ˣ˩˯˥ ˸˶˧˴˧ ,ˢ˰˵˷ˢ ˞˪˪ ˦˰ˬ˩ ˪˟˵˪ ˭˸˧ˮ ˨˩ˣ ˫˧˪ˢˮ ˡˣˡ˧˥ˣ 

ˮ:˫˧˧˶˵˧˰ ˫˧˞˷ˣ 

¶ ˢˮ˟ˬ˪ ˳ˣ˥ˬˣ ˨ˣ˸˟ ˢ˶ˣ˞˸ˢ ˸ˬ˶ ˸˶ˡˠˢ 

¶ ˢ˶ˣ˞˸ˢ ˸˵˯˲ˢ ˪˰ ˸ˣ˧˶˥˞ˣ ˢ˶ˣ˞˸ˢ ˸˪˰˲ˢ ˸ˣ˰˷ ˸˶ˡˠˢ 

¶ ˫ˣˬ˧˥ˢˣ ˶ˣ˶ˣˣ˞ˢ ˸ˣ˩˶˰ˬ ˸ˮ˧˥˟ ,ˢˮ˟ˬˢ ˠˣˤ˧ˬ˪ ˸ˣ˶ˣ˦˶˲ˬ˦ ˸˶ˡˠˢ 

¶  ˸˶˧ˠ˯ ˪ˢˣˮ˟ ˷ˣˬ˧˷˸ˣ˪˧˰˲ ˫ˣ˧ ˪˩ ˫ˣ˸˟ ˢˮ˟ˬ 

¶ ˪ˬ˷˥ˢ ˸ˣˮˣ˟˷˥ˬ ˟ˣ˷ˬ ˸˪˟˵ˣ ˢ˧ˠ˶ˮ˞ ˪ˣˢ˧ˮ 

¶ ˪ˬ˷˥ˢ ˸ˣ˧ˣ˪˰˪ ˣˮ˪˷ ˶˷˵ˢˣ ˤ"ˣ˰˸ˢ ˧˵ˣ˥ 

¶ ˢ˷˰ˬ˪ ˢ˩˪ˢ ˢˮ˟ˬ ˸˶˵˟ 

¶ ˸ˣ˪˰˧˧˸ˢ˟ ˢ˰˵˷ˢˢ ˶ˤ˥ˢ ˪ˡˣˬˣ ˸ˣ˰˵˷ˢ ˸˧ˮ˩˸ 

¶ ˢ˧ˠ˶ˮ˞ "˸ˣ˲˧˪ˡ" ˪˰ ˥ˣˣ˧ˡ˪ ˡ˵ˣˬ 

¶ ˭ˣ˧ˮ˩˦˟ ˧˦ˠ˶ˮ˞ ˭ˣ˩˯˥ ˪˰ ˠˣˢˮˢ ˪ˣˬˠ˸ˢ ˪ˡˣˬ 

¶ ˢ˸˪ ˫˧ˡ˟ˣ˰ˢ ˪ˠ˯ ˶ˣ˟˧˥ˡ˥ˣ˧ˬ˟ ˸ˣ˧˟˧˦˵˲˞ ˸ˣ˦˧˷˟ ˸ˣ˪˰˧˧˸ˢˢ ˨˧˪ 

¶ ˫˧˧˪˦˧ˠ˧ˡˢ ˫˧˵˥˷ˬˢ ˫˪ˣ˰˟ ˫˧˪˟ˣ˵ˬˢ ˫˧˪˩ ˸˶ˤ˰˟ ˸ˣ˪˰˧˧˸ˢˢ ˪ˡˣˬ ˸ˠ˴ˢ 

¶  ˫˧˲ˣ˪˞ˢ ˸˪˟˦ï leader bard  

 

¶  ˧ˣ˪˧ˠˢ ˸ˣ˩˶˰ˬˣ ˷˞ ˧ˣ˟˧˩ï ˸ˣ˥˧˦˟ˢ ˸ˡ˧˥˧ˬ ˨˧˶ˡˬ 

:ˢ˩˶ˡˢˢ ˭˩ˣ˸ 

¶ .˷˞ˢ ˧ˬ˶ˣˠ ,˷˞ˢ ˪˷ ˢ˧ˬ˧˩ˢ ,˷˞ˢ ˸ˣˡˣ˯˧ 

¶ .˧ˣ˟˧˩ ˧˰˴ˬ˞ˣ ˸ˣ˦˧˷ 

¶ ˸ˣ˲˧˶˷ .˸ˣˡ˟˰ˬ˟ ˫˧ˮˣ˩˧˯ ˪˪ˣ˩ ,˭ˢ˧ˠˣ˯˪ 

¶ .ˢ˸˰˧ˮˬˣ ˷˞ ˸ˣˮ˩˯ 

¶ .˸ˣ˲˧˶˷ ˸˰˟ ˦ˣ˪˧ˬˣ ˸ˣˠˢˮ˸ˢ 

*  .ˢ˩˶ˡˢˢ ˧˲˸˸˷ˬˬ ˡ˥˞ ˪˩ ˧"˰ ˢ˲˦ˬ ˸ˣ˰˴ˬ˞˟ ˷˞ ˧ˣ˟˧˩ ˪ˣˠ˶˸ ˰˴˟˸ˬ ˢ˩˶ˡˢˢ ˫ˣ˧˯˟ 

¶ .˧ˣ˪˧ˠˢ ˸ˣ˩˶˰ˬ 

¶ ˶˩ˢ˶ˢ ˸ ˸ˤ˩ï .˸ˤ˩˶ˢ ˪ˣ˰˲˸ , ˸ˣˤ˩˶ ˧ˠˣ˯ 

¶  ˪ˣ˶˦ˮ ˰ˣ˴˧˟ .˫˧˞˪ˠ 

 ˪ˣˠ˶˸ ˰˴˟˸ˬ ˢ˩˶ˡˢˢ ˫ˣ˧˯˟  *. ˥˦˷˟ ˧˷˰ˬ 

 ˡˬ˪ˮˢ ˭˩ˣ˸˪ ˫˞˸ˢ˟ :˫˧˴˶ˬ 

 ,˫˧˷ˠ˲ˬ ˢ˷ˣ˪˷ :˸˧ˮ˩ˣ˸ˢ ˨˷ˬ12 ˸ˣ˰˷ 

 ˳˶ˬ :ˢ˥˧˸˲ ˡ˰ˣˬ2019 
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˫˧˪˧˥˸ˬ˪ ˭˧˞ˡ˵ˮ˧˪ 

 :ˡ˰˧ ˪ˢ˵ 

.˫ˡ˧˵˲˸˟ ˢˤ ˰ˡ˧˪ ˫˧˷˶ˡˮˢˣ ˸ˣ˦˪ˣ˵˲˟ ˢ˞˶ˣˢ ˸ˣˤ˩˶ ,˯ˣ˧ˠ˟ ˫˧˵˯ˣ˰ˢ ˫˧ˡ˟ˣ˰˪ 

:˯˶ˣ˵ˢ ˸ˣ˶˦ˬ 

¶ ˣˤ ˸˧˸˶˟˥ ˸˷˶ ˪˷ ˸ˣ˧ˡˣ˥˧˧˪ ˢ˲˧˷˥ 

¶  ˪˧˲ˣ˶˲ ˸˧˧ˮ˟˧˰ˣ˴˵ˬˣ ˧˟˧˦˵˲˞ ˧˷˧˞ 

¶ ˢ˧ˬˡ˵˞˟ˣ ˢ˧˧˷˰˸˟ ˶˷˵ ˧˷ˮ˞˪ ˫˧˶ˣ˟˧˥ˣ ˸ˣ˴ˣ˲˸˪ ˢ˲˧˷˥ 

:˯˶ˣ˵ˢ ˧˞˷ˣˮ 

 ˷ˠ˲ˬI 

¶ ˭˧˞ˡ˵ˮ˧˪ˢ ˪˰ ˧˪˪˩ ˰˵˶ ï .˶˸˞ˢ ˪˰ ˶˟˯ˢˣ ˫˧˰˧˸˲ˬ ˫˧˶˲˯ˬ 

¶  ˸ˣ˧˦˶˲ˣ ˸ˣ˶ˡˠˢï .ˡ˧˵˲˸ˢ ˧˩˶˴˪ ˫˞˸ˢ˟ ˸ˣ˶ˡˠˢ˟ ˫˩˥ ˷ˣˬ˧˷ 

¶ ˧˷˧˞ ˪˧˲ˣ˶˲ ˸˧˧ˮ˟ -  ?˧˟˧˦˵˲˞˪ ˪˧˲ˣ˶˲ ˨ˣ˲ˢ˪ ˨˧˞ ,˸ˣˮˣ˷ˢ ˸ˣ˧˶ˣˠ˦˵ˢ ˸˶˩ˢ  ˪˧˲ˣ˶˲ ˸ˣˮ˟˪ ˨˧˞

.˫˧˪˧˟ˣˬ ˰ˣ˴˵ˬ ˧˷ˮ˞˩ ˫˩˸˞ ˟˴ˬ˧ˣ ˸ˣ˧ˮ˲ ˶˸ˣ˧ ˨ˣ˷ˬ˧˷ ˧˰ˣ˴˵ˬ ˭˧˞ˡ˵ˮ˧˪ 

 ˷ˠ˲ˬII 

¶ ˫˧˶˷˵ ˸˷˶ ˸˧˧ˮ˟ - .ˢ˴ˣ˲˸ ˸ˬ˧˷˶ ˸˞˪˰ˢ ?˸˧˟˧˦˵˲˞ˣ ˢ˟˥˶ ˫˧˶˷˵ ˸˷˶ ˸ˣˮ˟˪ ˨˧˞ 

¶ ˸ˣ˴ˣ˟˵ -  ˸ˣ˧˦ˮˣˣ˪˶ ˸ˣ˴ˣ˟˵ ˸˶˧˥˟.ˢ˴ˣ˟˵ˢ ˸ˣ˶ˡˠˢ ,ˢ˴ˣ˟˵ˢ ˧˲ˣ˞ ˸˶˩ˢ ,˭˩ˣ˸ˢ ˸ˣˬ˪ˣ˰˪ 

¶ ˫˧˷ˮ˞ ˪˷ ˡ˵ˣˬˬ ˶ˣ˸˧˞ - ˰ˣˮˬ ˸˶˩ˢ ˷ˣ˲˧˥ˢ  ˫˧˧ˮ˞˧˪ˣ˟ ˫˧˷ˣ˲˧˥ˣ ˫˧˟˩˶ˣˬ ˫˧˷ˣ˲˧˥ ,˭˧˞ˡ˵ˮ˧˪˟

.˫˧˪˧˟ˣˬˢ ˫˧ˡˬ˰ˣˬˢ ˸˞ ˶˸˞˪ ˧ˡ˩ 

¶ ˫˧˧˞ˬˡ˵˞ ˸ˣˡ˯ˣˬ ˧˶ˠˣ˟ ï .˫˧ˮˣ˷ ˸ˣˡ˯ˣˬ ˧˶ˠˣ˟ ˪˰ ˰ˡ˧ˬ ˸˪˟˵ˣ ˫˧˶ˠˣ˟ ˶ˣ˸˧˞ 

 ˷ˠ˲ˬIII 

¶ ˫˧˷ˮ˞˪ ˢ˧ˮ˲: ˧˪˷ ˫˧˶˷˵ˢ ˸˷˶˟ ˫ˮ˧˞˷ ˫˧˷ˮ˞˪ ˸ˣˮ˲˪ ˨˧˞. 

¶  ˩ ˢ˶˧ˬ˷ˣ ˫˧˪˧˲ˣ˶˲ ˱ˣ˸˧˷PDF. 

¶ ˭˧˞ˡ˵ˮ˧˪˟ ˭˩ˣ˸ˣ ˫˧ˬˣ˯˶˲ ï ?˫˧˦˯ˣ˲˪ ˢ˲˧˷˥ ˶˧˟ˠˢ˪ ˨˧˞ ?˭˧˞ˡ˵ˮ˧˪˟ ˭˩ˣ˸ ˫˯˶˲˪ ˨˧˞ 

¶  ?˧˟˧˦˵˲˞ ˭˲ˣ˞˟ ˶˥˞ ˶ˣ˵ˬˬ ˢ˟˸˩ ˳˧˲ˢ˪ ˨˧˞ 

¶  .˭˧˞ˡ˵ˮ˧˪˟ ˠˣ˪˟ ˸˟˧˸˩ 

¶ ˵ˮ˧˪˟ ˫˧˷ˮ˞˪ ˫˧ˮˣ˲˷˩ ˫˧˧˟˧˦˵˲˞ ˫˧˪˧˧ˬ ˸˟˧˸˩ .˭˧˞ˡ 

 

˧˞ˤ˥ ˧˪˦ˮ :ˢ˴˶ˬ 

 ,˯˶ˣ˵ˢ ˨˷ˬ3  ,˫˧˷ˠ˲ˬ12 ˸ˣ˰˷    

 ˧˪ˣ˧ :ˢ˥˧˸˲ ˡ˰ˣˬ2019 
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