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ǲȈǿƘƬǳىśǸǴǠŭơىƣȐǘǳơȁىȄǴǟىǵơƾƼƬǇơىǦȈǛȂƫȁىǪȈƦǘƫىǄǸȈƫىƩƢǬȈƦǘƬǳơȁىƧƾǻƢǈŭơىĿىى
ىǶȈǴǠƬǳơىǺǟىƾǠƥىى

ى
ى

ƪǬǴǘǻơىƧǁƽƢƦŭơىǺǷىǾȈƳȂƬǳơىřǨǳơىǵƢǠǳơىƣȂǇƢƸǴǳىǱȐƻىǵƢǠǳơىȆǇơǁƾǳơىىى
ϮϬϭϴ/ϮϬϭϵىىǾȈƳơȂƬǳơىǞǷىǹȁƢǠƬǳƢƥȁىىىى،ƨȈǇơǁƾǳơىƩȏƢƴǸǴǳىىƨǷƢǠǳơىىƢȈǠǇ

ǺǷىǞȈǸŪơىǂȇȂǘƬǳىơƽƗئىśǸǴǠŭơىƣȐǘǳơȁىĿىىǅǁơƾǷىƧǁơǃȁىƨȈƥǂƬǳơىƨǳȁƾƥىى
ƪȇȂǰǳơىƨƦǯơȂǷȁىƩơƾƴƬǈŭơىĿىǱƢůىƢȈƳȂǳȂǼǰƫىǶȈǴǠƬǳơىňȁǂƬǰǳȏơىى

ĿىŖǬǘǼǷىȅƾŧȋơىǭǁƢƦǷȁىىىى ȏƢǸǰƬǇơTechno TabىǝȁǂǌǸǴǳىǪƥƢǈǳơىǽǀȈǨǼƫىƨǴƷǂŭƢƥىƨȇȂǻƢưǳơىى
ىƨƷƢƬŭơىǅǁơƾŭƢƥىśǸǴǠǸǴǳىƣȐǘǳơȁ.ىىŚƦǰǳơىǦȈǛȂƬǳىƽǁơȂŭơىƨȈƳȂǳȂǼǰƬǳơى

ŚƦŬơى ǝƾƦŭơى ƪǧȂǇȁǂǰȇƢǷى )ǶǴǠǷى ȆǸȈǴǠƬǳơى ƪǧȂǇȁǂǰȇƢǷى ǞǸƬůى Ŀى ƨǯǁƢǌǸǴǳى śǸǴǠŭơى ǲȈǿƘƫى
MIEE- ىىMicrosoft Innovative Educator expert   -ىىى.ŃƢǠǳơىǱȂƷىƨȈǸȈǴǠƬǳơىƩƢǠǸƬĐơىǞǷىǲǏơȂƬǳơȁى

ى
ǝȁǂǌŭơىȄǴǟىǵƢǠǳơىǥơǂǋȍơى

ىǾƳȂىǵƢǠǳơىƣȂǇƢƸǴǳىƨƥƢǻȍƢƥىŭơىىƗ.ىƨƦȈųىŖǋƽى
ى

ى

ىǖȈǘƼƬǳơىǪȈǈǼƬǳơȁىƨǠƥƢƬŭơȁىƨȈǼǨǳơى

Ɨ.ىȅǃƢŪơىœȈƬǠǳơىǾƳȂǷىřǧىƣȂǇƢƷىىىىىىىىىىىىƗ.ىƾǸŰىȆƴȈǴŬơىǾƳȂǷىřǧىƣȂǇƢƷى

 ƪǧȂǇȂǼǰƫ 



 

 

  

 

 

 ǝȂǓȂŭơ ǵى ƨƸǨǐǳơى

2 ĿىƤƳơȁئىƢǌǻƛ Microsoft Teams ヱ 

 ńƛ ヲىƤƳơȁىىƽǁȂǷىǾǧƢǓƗى 4

 ǲȈǳƽ ンىǶȈȈǬƫىƨǧƢǓơى 5

 ƾȇƾŢ ヴىƺȇǁƢƫىȁىƪǫȁىǩƢǬƸƬǇȏơى 8

ىśȈǠƫىƤƳơȁىƩƢƠǨǳىƧƽƾǠƬǷىǽǂǷىƧƾƷơȁى 9 ヵ 

01 ىMicrosoft Teams ىǂȇǂŢىƤƳơȁىĿى  ヶ 

01 ىMicrosoft Teams ىǥǀƷىƤƳơȁىĿى  Α 

ىƧƽƢǟơىǱƢǇǁơىƤƳơȂǳơى 11 Β 

21 ىƱơǁƽƛFormsىƩƢƦƳơȁىǺǷىƱƿƢǸǼǳơى  Γ 

41 ى)ǅǁƾŭơ(ىǑǂǟىƩƢƦƳơȂǳơىǲǬǼƬǳơȁىƢȀȈǧى  ヱヰ 

41 ىǑǂǟىƩƢƦƳơȂǳơىŖǳơىĻىƢȀǼȈȈǠƫىȁىƩơƽȂǈŭơىى  ヱヱ 

16 ƩƢƦƳơȂǳơىƶȈƸǐƫى ヱヲ 

17 ƣȐǘǳơىƩƢƳǁƽى ヱン 

18 ĿىƤƳơȁىǱƢǇǁƛى Microsoft Teamsى ヱヴ 

ىǦƫƢŮơىǱƢǬǼǳơىƧǁơƽƛىƩƢƦƳơȂǳơىȄǴǟى 19 ヵヱ  

20 ǄǸȈƫىĿىىƣȐǘǴǳىƩƢƦƳơȂǳơىǲƷىىǱƢǬǼǳơىǦƫƢŮơىǵơƾƼƬǇƢƥى 16 
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         Ŀ ƤƳơȁ ءƢǌǻƛ   Microsoft Teams  

 

،ىƮȈƷىǮǼǰŻىǽǁơƽƗىƩƢǘǘƼŭơىƨȈǼǷǄǳơىƩƢǼȈȈǠƬǴǳىىىǶǫMicrosoft TeamsىƢǌǻƜƥئىƩƢƦƳơȁىƣȐǘǴǳىĿى  - 
ى.ƩƢƬȈǫȂƫȁىƢȀƬƷƢƫơىƣȐǘǴǳىƩơƽƢǋǁȍơȁىǾǧƢǓƗȁىƽǁơȂŭơىƢȀǴȈǤǌƬǳى

 

 :      Microsoft TeamsىىىƩơȂǘƻĿىىƢǌǻƛئىƤƳơȁىى ▪
 

  ىىىى.،ىĽىƽƾƷىƩƢƦƳơȂǳơىǮǨǏىǪȇǂǧىىǲǬƬǻơىńƛىƧƢǼǬǳơىƨǷƢǠǳơىĿىى .1

ى
 

2. ƽƾƷىƤƳơȁئىƢǌǻƛ. 

 

ىىىىىىىىىىىىىىىىىىىىىى–ىśȈǠƫىńơىى–ǕƢǬǼǳơىىى–ƨǧƢǓƛىƽǁơȂŭơىى–ƩơƽƢǋǁơى-ƨƠǨǳơىى–)ىǹơȂǼǟىƤƳơȂǳơىىىƤƬǰǻىƩƢǻƢȈƥىƤƳơȂǳơى .3
 ƺȇǁƢƫىǩƢǬƸƬǇȏơى(.ى

ى
ى
ى
 

 

 

ى
ى
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ىǶƬȇىǱƢǸǰƬǇơىƩƢǻƢȈƥىƤƳơȂǳơى.ىى-5

ىǱƢǇǁىƩƢƦƳơȂǳơىǦǐǴǳى.ىȍىśȈǠƫىǖǠǓơىى-6
ى

ى
ى
ى
ى

ى

 ȄǸǈŭơى ƨǨȈǛȂǳơى

 ƨƥƢƬǯ ǹơȂǼǠǳơىǹơȂǼǟىƤƳơȂǴǳى

ǦȈǼǐǳ(ىƤƳơȂǳơىŅơىƨƠǧىƨǧƢǓȋىى)ǲǸǟىƨǫǁȁى/ىƨǠƳơǂǷى/ىǱŗǷىƤƳơȁىǲưǷىƩƢƦƳơȂǳơ  ƨƠǨǳơىƨǧƢǓƛ 

)ƤƳơȂǳơىǀȈǨǼƬǳىƩƢǸȈǴǠƫى/ىƤƳơȂǳơىǱȂƷىƩƢǷȂǴǠǷ(ىƤƳơȂǴǳىƩơƽƢǋǁơ ىƩơƽƢǋǁơ 
ƤƳơȂǳƢƥىƽǁơȂŭơىǩƢǧǁƛى)ىǺǷىǦǴǷىىƨǧƢǓơىǱȐƻىǺǷOnedriveىىىǃƢȀŪơىǺǷىى//ىǖƥơǁىىƨǧƢǓơȁ

 (ىƢǌǻơPower point- word- excelئىǦǴǷىƾȇƾƳى)ى/ǦǴǷى/ىǂƬǧƽىƩƢǜƷȐǷىǥȂǨǐǳơىى
 ƨǧƢǓơىƽǁơȂǷى

 ǕƢǬǼǳơى ƾȇƾŢىƩƢƳǁƽىƤƳơȂǴǳى

ƾȇƾƳىǶȈȈǬƫىǲȈǳƽى/ىǶȈȈǬƫىǲȈǳƽىǲȈǸŢى/ىǶȈȈǬƬǳơىǲȈǳƽىǁƢȈƬƻơى ǶȈȈǬƫىǲȈǳƽىƨǧƢǓƛ 
ȁơىƽƾǟىىىǲǰǳىƣȐǗىƾȇƾŢ(ǦǐǳơىǲǿىǶƬȇىǱƢǇǁơىƤƳơȂǳơىىśȈǠƫىƤƳơȂǳơىىǦǐǳىƾƷơȁى

)ƣȐǘǳơىǺǷىśǠǷ ىńơىśȈǠƫ 
(ǶƬȇىǱƢǇǁơىƤƳơȂǳơىǲǰǳىƣȐǗىǦǐǳơى ǂưǯȋىǺǷىǦǏى)ىśȈǠƫىƤƳơȂǳơى ) 

ǲƦǬƬǈŭơىĿىǲǐǨǴǳىśǧƢǔŭơىƣȐǘǴǳىśȈǠƬǳơىǵƾǟ 
 ǂȇǂŢى

ǲƦǬƬǈŭơىĿىǲǐǨǴǳىśǧƢǔŭơىƣȐǘǴǳىśȈǠƬǳơ 
ƪǫȁىǩƢǬƸƬǇơىƤƳơȂǳơىىǩƢǬƸƬǇơىƤƳơȂǳơى/ƾȇƾƸƬǳىƺȇǁƢƫى ƪǫȁǩƢǬƸƬǇȏơىى/ƺȇǁƢƫى   

ƨǳȁƾŪىƤƳơȂǳơىĿىǲƦǬƬǈŭơى/ىىƺȇǁƢƫىƢȀƬǻȏơئى)ƾȇƾƸƬǳىƵƢǸǈǳơىŚƻƘƬƥىƤƳơȂǳơىȁƗىǶȈǴǈƬǳơى
ىĿىƪǫȂǳơىƽƾƄơ(ى  ǂȇǂŢى

ىŖǳơىƾȇǂƫىǂǌǻىǵȐǟƛىƤƳơȂǳơىǁƢȈƬƻȍ .ƢȀȈǧىǽƢǼǬǳơى
ى

ƩƢǷȐǟƛىǂǌǻىىىƩƢƦƳơȂǳơ
ƧƢǼǬǳơىǽǀǿىĿ: 

ǇǁȍىǱƢىƣȐǘǴǳىƩƢƦƳơȂǳơ  

(ǾƫƾƷىȅǀǳơىǵȂȈǳơىĿىƾȇƾŪơىƤƳơȂǳƢƥىƣȐǘǳơىǵȐǟơىǶƬȈǇ)  

ƧƽȂǈǸǯىƤƳơȂǳơىǚǨū 

ǵƾǟىى)ىƣȐǘǴǳىƨǳƢǇǁơȁƗ ǚǨūơ ىńƛىƧƽȂǠǴǳ
 (ىȁƗىǾǼȈȈǠƫىȁƗىǾǧǀƷىƤƳơȂǳơǬƷȏƖىǽǂȇǂŢȁى

ǵƾǟىǚǨƷىƤƳơȂǳơ  
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ى
ى

ى
 :ƤƳơȂǴǳ ƽǁơȂǷ ƨǧƢǓƛ 

ىǺǷىƢǌǻơئىƤƳơȁىƾȇƾƳىǖǤǔǻىƨǧƢǓơىƽǁơȂǷى.ى -1
ى
ى
ى
ى
 

 PowerPointىىȁƗ ExcelȁƗىى ȁƗWordىǂƫȂȈƦǸǰǳơىȆǐƼǌǳơىȁƗىǶǫىƢǌǻƜƥئىǦǓƗ OneDrive ƾǼƬǈǷىƾǼƬǈǷىǺǷىƽƾŴى -2

ƣȐǘǳơىńƛىǾǸȈǴǈƬǳى،ىىىƨǧƢǓƛىƢǼǰŻ5ىƽǁơȂǸǴǳىȄǐǫƗىƾƸǯىǖǬǧىƽǁơȂǷى.ىىى
 

ى
ى
ى
ى
ى
ى
ى
ى

 ƽǁơȂŭơىƾǠƥىǾƬǧƢǓơىǖǤǔǻىىىىىىىىىىىىىǵƢǷơىǶǇơىǖƦǔǳƽǁȂŭơىƩơǁƢȈƻى -3

ǱƾǟىىىىȆǓơǂƬǧȏơىǁƢȈŬơىǹȂǰȈǳƣȐǘǳơىىǂȇǂŢىǺǟىǹȂǳȁƚǈǷى
ىǞȇǃȂƬǳىƾǼƬǈǷىǲƯƢŲىǲǰǳىƤǳƢǗىǽǂȇǂƸƬǳىǾǴȈǤǌƫȁىىƺǈǼǳơىƨǏƢŬơىǶđى

ƗȁىǁƢȈƬƻơىىǂȇǂƸƬǳơىƣȐǘǴǳىǺǰŻىȏىىƾǼƬǈǷىǩƢǧǁƛىĿىƤǣǂƫىƪǼǯىơƿƛى
ىȁىȏىǺǰŻىǲȇƾǠƬǳơىǾȈǴǟى.ى ǖǬǧ PDFىǲưǷىǝȂƳǂǴǳى
ى

ǺǷىǦǴǷىƨǧƢǓȍ OneDrive 

ƨǧƢǓȍىǂƬǧƽىƩƢǜƷȐǷى
ǥȂǨǐǳơǦǴǷىǖƥơǁىǪǐǴǳ 

ƾȇƾƳىǦǴǷئىƢǌǻȍ 

PowerPoint/ Word / Excel 

ǃƢȀىǲȈǸƸƬǳŪơىǦǴǷىǺǷى
ǂƫȂȈƦǸǰǳơ
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 ƨǧƢǓƛىǲȈǳƽىǶȈȈǬƫىƩƢƦƳơȂǴǳى:ى

ى

ى.ǲƥƢǫىǽƽƢǟȋىǵơƾƼƬǇȏơىƣȐǘǴǳىǶȈȈǬƬǳȁىǶȀǴǸǟىǲȈǳƽىǶȈȈǬƫىĿىƩƢƦƳơȂǳơىƢǌǻȍئىىىىǲȈǳƽىǶȈȈǬƬǳơىىىǵƾƼƬǇơىى
 

ىƾȇƾƳىىƩơȂǘƻىƨǧƢǓƛىǲȈǳƽىǶȈȈǬƫى
 

 ǲǬƬǻơىńƛىƧƢǼǬǳơىƨǷƢǠǳơىĿىȅƾƷƗىƩƢƠǨǳơىƽƾƷȁىƨǷȐǟىƤȇȂƦƬǳơىƩƢƦƳơȂǳơى .1

 

2. ƽƾƷىىƤƳơȁئىƢǌǻƛ 

 

3. ƽƾƷىىǾǧƢǓƗىىǶȈȈǬƫىǲȈǳƽ 

  .ƾȇƾƳىǲȈǳƽىǖǤǓơ + ǶȈȈǬƫى .4

ى
ى
ى

ى
ى

ى
ى
ى

ى
ى
ى
ى

ƾȇƾƳىǶȈȈǬƫىǲȈǳƽىƨǧƢǓȍ csvǦǴǷىǲȈǸŢ ƽȂƳȂǷىǶȈȈǬƫىǲȈǳƽىǁƢȈƬƻȍ 

 )ǪƦǇىƨƟƢǌǻƛى(

ƨƟƢǌǻƛىǪƦǇىǶȈȈǬƫىǲȈǳƽ 
ǥǀƷىىǲȈǳƽǳơىǶȈȈǬƬ  
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 .ƢǨǏȁȁىƢȇǁƢȈƬƻơى،ىǶǫȁىǲȈǤǌƬƥىǕƢǬǼǳơىơƿƛىƩƽǁƗىśȈǠƫىǶȈǫىǕƢǬǼǳơىńƛىŚȇƢǠǷىƶȈƸǐƬǳơىى)ƢƥȂǴǘǷ(ى،ىƢǻơȂǼǟىىǦǓƗى.5
ى

 

 

ى
ى
ى
ى
ى
ى
ى
ى
ى
 

ơƿƛىƪǼǯىƾȇǂƫىǹơىǹȂǰƫىǭƢǼǿىŚȇƢǠǷىǂưǯƗىŚưǰƥىǺǷىǍƢƼǋȋơىǺȇǂƻȉơ.ىƾǯƘƫىǺǷىىىǲƻƽơ100ىǾƦǈǻىƨȇȂƠǷىǺǷى .5
ǽƽƢǟȋىśȈǠƫىǲǯىƤǈǼǳơىىȅȁƢǈƬǳƢƥىىىǞȇǃȂƫىǹơǃȁȋơىơƿƛىƪǼǯىǾƳƢŞىńƛىǮǳƿى،ىƽƾƷىǹơ100ىǲǯىƩƢȈǳƢŦȍơىǲǐƬǇىńƛى

ƨȇȂƠŭơ. 

6. ƶȈƸǐƬǳơىŚȇƢǠǷىǎȈǐţىىىǖǤǓơىĽǩƢǧǁơ. 

ى.ىǾǳƢǇǁȍىńƛىƣȐǘǳơىśȈǠƫىىƨƠƦǠƫىǲȈǏƢǨƬǳơىƨǏƢŬơىƤƳơȂǳƢƥى،ىĽىƽƾƷىǲǸǰƬǇơى.7
ى

 ƨǜƷȐǷى:ىىىىىىىى

- .ǮƥىƨǏƢŬơىƶȈƸǐƬǳơىƨȈƴȈƫơǂƬǇơىǾǬƥƢǘŭى)ǦȈǠǓȁىǱȂƦǬǷȁىƾȈƳȁىǃƢƬŲ(ىƨȈǓơǂƬǧȏơىƩơƽơƾǟȍơىǂȇǂŢىǺǰŻ 

ƽƾƷى - Ľى ǾƸƬǧى ǪȇǂǗى Ǻǟى śȈǠƬǴǳى ƤƳơȂǳơى Ǒǂǟى ǾǬȇǂǗى ǾǼȇƢǠŠى  .ƣȐǘǳơىىǾǬȇǂǗǑǂǟىىىǶǫى

ى

ǶȈȈǬƬǳơىǲȈǳƽىǹơȂǼǟىƨƥƢƬǯ 

ǲȈǳƾىǳǶȈȈǬƬǳơىƨƥƢƬǯǦǏȁى  

 ǶǫȁىǲȈǤǌƬƥىǕƢǬǼǳơىơƿƛىƩƽǁƗى

ǕƢǬǼǳơىǶȈǫىśȈǠƫ 

ǶȈȈǬƬǳơىǲȈǳƽǁƢȈǠǷىƨƥƢƬǯ ƧƾȇƾƳىƧƾǸǟƗىƨǧƢǓƛ 

ƽȂǸǠǳơىƺǈǼǳ 

ƽȂǸǠǳơىƺǈǼǳ 

ƾȇƾƳىǦǏىƨǧƢǓƛ 
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 ƪǸǫىǾƟƢǌǻƜƥىىǲȈǳƽىǶȈȈǬƫىǵơƾƼƬǇơىى

 .ىىىǽƽƢǟȋƨىǷơƾƼƬǇơىىǲȈǳƽىǾǫƢǧǁƛȁǶȈȈǬƬǳơىƤƳơȂƥى،ىǶƬȈǇىǾǜǨƷىĿىǾǸƟƢǫىىǲȈǳƽىǶȈȈǬƫىىĿىǲǯىǽǂǷىǵȂǬƫىƢȀȈǧىƢǌǻƜƥئى

 .ƩƢƠǨǳơىƽƾƷȁىƨǷȐǟىƤȇȂƦƬǳơىǲǬƬǻơƩƢƦƳơȂǳơىńƛىƧƢǼǬǳơىƨǷƢǠǳơىĿىȅƾƷƗى .1

2. ƽƾƷىىƤƳơȁئىƢǌǻƛى. 
3. ƽƾƷىىǾǧƢǓƗǶȈȈǬƫىǲȈǳƽىىىǂƬƻơȁىǶȈȈǬƫىǲȈǳƽىىƽƾƷىĽى،ىƨǸƟƢǬǳơىǺǷىŅƢƬǳơ. 

 

 

 .ǲȈǳƽىǶǫǶȈȈǬƬǳơىơǂƳƘƥئىȅơىƩƢȈǴǸǟىǂȇǂŢىƢȀƳƢƬŢىńƛىى .4

5. ƽƾƷىǩƢǧǁƛ. 

 

 ǥǀƷىǲȈǳƽىǶȈȈǬƬǳơى

ȏىǂȀǜȇىĿىǾǸƟƢǫىŚȇƢǠŭơىƨȈǇƢȈǬǳơ.ىǺǳىȅƽƚȇىǮǳƿىńƛىǾǳơǃƗىǁƢȈǠŭơىŚǣىȆǇƢȈǬǳơىىىƮȈŞىǲȈǳƽىǶȈȈǬƬǳơىىǥǀƷى
ǲǠǨǳƢƥىƢȀǫƢǧǁƛىĻىŖǳơىƩƢƦƳơȂǳơىǺǷ.ى

ى

1. ƽƾƷىىǾǧƢǓƗىǶȈȈǬƬǳơىǲȈǳƽىىĿƤƳơȂǳơ. 
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2. ƨǷȐǠǳơىƽƾƷىx ىƤǻƢŝىƧƽȂƳȂŭơىىǶȈȈǬƬǳơىǲȈǳƽىƾȇǂƫىȅǀǳơىƨǧǀƷ. 

 

 

ى
ى

ى
ى
ى

ى
 

 

ƾىȁىƺȇǁƢƫىƾىىƪǫȁىǩƢǬƸƬǇȏơى
ىǲǨǇơىƧǀǧƢǻىىƩƢƦƳơȂǳơىىىىǂȇǂŢىƾȇǄŭىǺǷىƩơǁƢȈƻىǖǘƼŭơىřǷǄǳơىśȈǠƬǳىƤƳơȂǳơى،ىƽƾƷى-1

ǁىƺȇǁƢƫىĿىǲƦǬƬǈŭơىƢǷƾǼǟىƤǣǂƫىىƬƻơƢȈىȁىǮǼǰŻǺǰŻىǎȈǐţىƪǫȂǳơىȅǀǳơىǶƬȈǇىǾȈǧىǂǌǻىǮƦƳơȁىńƛىƣȐǘǳơى
ȁىƾȇƾŢىƵƢǸǈǳơىǱƢǇǁƜƥىƤƳơȂǳơىǂƻƘƬǷىى،ىىȁىƾȇƾŢىƺȇǁƢƫىǩƢǬƸƬǇȏơىńƛىƣȐǘǳơ.ىىĿىƪǫȁىǪƷȏىĿىǂǌǻىơǀǿىƤƳơȂǳơى

 .ĽĻىǖǤǔǻىƾǠƥىƺȇǁƢƫىǩƢǬƸƬǇȏơىƤƳơȂǴǳى
ى
ى
ى
ى
 

ى
ى
 

ى

ƾȇƾƸƬǳىƪǫȁىǱƢǇǁơىƩƢƦƳơȂǳơى
)ǪƷȏىƪǫȁىĿ(ىǲƦǬƬǈŭơىĿ ىƺȇǁƢƫىǁƢȈƬƻȍىىǩƢǬƸƬǇơ

ƩƢƦƳơȂǳơ 

ƵƢǸǈǳơىƵƢǸǈǳơىǵƾǟىى/ىƣȐǘǴǳ
ǱƢǇǁƜƥىƩƢƦƳơȂǳơىƾǠƥىƺȇǁƢƫى

ǩƢǬƸƬǇȏơ 
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 śȈǠƫىƤƳơȂǳơىńƛىƩƢƠǧىƧƽƾǠƬǷىǽǂǷىǽƾƷơȁى

ǩǂǧىĿىƤƳơȁئىƢǌǻƛىǮǼǰŻ Microsoft ىىǺǷىƽƾǠǳىǥȂǨǐǳơىىىǲǰǌƥىǾǧǀƷىȁƗىǽǂȇǂŢىǺǰŻى،ىƤƳơȁىǞȇǃȂƫىƽǂƴŠ
ǦǏىǲƻơƽىǺǷىǲǐǨǼǷ. 

 : ƨǜƷȐǷى

- ǩǂǧىĿىƩƢƦƳơȂǳơىƢǔȇƗىǂǧȂƬƫ Microsoft ىǩǂǨǳىƨǳȂǸƄơىƧǄȀƳȋơىǪȈƦǘƫىȆǴǟMicrosoft  

 ǂưǯȋىǺǷىǦǏىىƢǌǻƛئىƤƳơȁىƾȇƾƳى

 .ىىǖǤǔǻىƨǷȐǟىƤȇȂƦƫىƩƢƦƳơȂǳơىىىىىىىىىȂǥىǨǐǳơىǲǬƬǻơىńƛىƧƢǼǬǳơىƨǷƢǠǳơىĿىىǪȇǂǧى .1
 

 .ىىىىى.ىىƽƾىƢǌǻƛئىƤƳơȁىىىىىىىĽىƩƢƦƳơȂǳơŴىىǖǤǔǻى .2
 .ىىƤƬǰǻىƩƢǻƢȈƥىƤƳơȂǳơى .3
ƽƾىǥȂǨǐǳơىىĽىǲǰǌƥ،ŴىȆǓơǂƬǧơى،ىǶƬȈǇىƾȇƾŢىǦǐǳơىȅǀǳơىǾǷƾƼƬǈƫىǹȉơىȉȁƗ،ىśȈǠƫىĿńơىƨǬǘǼǷى .4

 .ǾȈǧƢǓơىƾȇǂƫىǞȇǃȂƫىơǀǿىƤƳơȂǳơىǾȈǴǟىǥȂǨǏىǁƢȈƬƻȏىȁىǮǳƿىىىƢǿǁƢȈƬƻȏىȁƗىƤƬǯơىƢũơىƮƸƦǴǳىƢȀǼǟى

 

 

 

 

ى
ى
ى
ى
ى
ى

 

śȈǠƫىŅơىȁىƽƾƷى)ىśȈǠƫىƤƳơȂǳơىǲǰǳىƣȐǘǳơىśǧƢǔŭơىơǀŮىى،ىƽƾƷىǂȇǂŢىىǲǨǇơىىƾȇǄŭŅơىǺǷىƩơǁƢȈƻىśȈǠƫىى .5
 .ىىǲǐǨǳơىĿىǲƦǬƬǈŭơى/ىǵƾǟىśȈǠƬǳơىǲǰǳىƣȐǘǳơىśǧƢǔŭơىơǀŮىǲǐǨǳơىĿىǲƦǬƬǈŭơى(

6. ƤƳơȂǳơىǲȈǏƢǨƫىǲǸǯƗى،ىǥȂǨǐǳơىǁƢȈƬƻơىƽǂƴŠى/ىىƩơƽƢǋǁơى/ىƤƳơȂǳơىǹơȂǼǟى(ǕƢǬǼǳơى/ىǩƢǬƸƬǇȏơىƺȇǁƢƫىىىى/
Ʃơƽơƾǟȏơ)ىى. 

7. ǁǃىǖǤǓơىىىǷȐǟơىƢēƽƾƷىŖǳơىǱȂǐǨǳơىĿىƣȐǘǳơىȄǬǴƬȈǇƖىىىƩƢƦƳơȂǳơىǩǂǤƬǈƫىƾǫىƾȇƾŪơىƤƳơȂǳƢƥ
ǥȂǨǐǳơىǲǯىĿىǞȇǃȂƬǳơئىƢĔȍىƢƬǫȁ. 
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8. .ƨǷƽƢǬǳơىƩƢƦƳơȂǳơىǾǸƟƢǫىȆǴǟىǱȁƾĐơىƤƳơȂǳơىǂȀǜȈǇ  
ى

 ǶƬȇȁىǵȐǟơىƣȐǘǳơىىŖǳơىĻىƢǿƾȇƾŢىىǂȀǜȇىǁȂǌǼǷىĿىƧƢǼǬǳơىƨǷƢǠǳơىىىƾǼǟىƢǌǻƛئىƤƳơȁىƾȇƾƳى، -

ǶǈǫىĿىǕƢǌǼǳơىƤƳơȂǳơىǲȈǏƢǨƫىńƛىǱƢǬƬǻȐǳىƩƢǷȐǟȏơىǽǀǿىǝƢƦƫơىǶȀǼǰŻى.ǾƥىǍƢŬơ. 

ىى

ŢىĿىƤƳơȁىǂȇǂىMicrosoft Teams  

ƮȇƾŢىǖǘƼŭơىřǷǄǳơىƩƢǼȈȈǠƬǴǳىى/ǾǧƢǓƗىƽǁơȂǷىǾȈǧƢǓơىىى)ƤƳơȂىŕƷىƾǠƥىǾǼȈȈǠƫىńƛىǳơǮƥȐǗىǂȇǂŢىǮǼǰŻى -
ى(ى.ŚǣȁىǮǳƿ/ىŚȈǤƫىǕƢǬǼǳơىƧǂǧȂƬŭơىى/

ǲǬƬǻơىńƛىƧƢǼǬǳơىƨǷƢǠǳơىĿىǲǐǨǳơىȆǇơǁƾǳơىƣȂǴǘŭơى،ىĽىƽƾƷىƩƢƦƳơȂǳơ.ىǮǼǰŻىƢǔȇƗىǵơƾƼƬǇơىǖȇǂǋىƮƸƦǳơىى .1
ƨȈǇƢǇȋơىƨǸǴǰǳơىƤǈƷىƤƳơȁىǺǟىƮƸƦǴǳ. 

 ȄǴǟơىƧǀǧƢǼǳơى.ىǂȇǂŢىƳơȂǳơىىىƽƾƷǖǤǓơىƤƳơȂǳơىȅǀǳơىƾȇǂƫىǽǂȇǂŢى،ىĽى .2

 .ǚǨūىƩơŚȈǤƬǳơىƮȇƾŢىىƢىĽىǖǤǓơىǶǫىơǂƳƘƥئىƩơŚȈǤƬǳơىŖǳơىȀƳƢƬŢى .3

ى
ى
ى
ى
ى
ى

ى

ى

   TeamsMicrosoftىǥǀƷىƤƳơȁىĿى

ńƛىƨǳơǃƛىǲǯىƩƢǻƢȈƦǳơىƨǘƦƫǂŭơىƢŠىĿىǮǳƿىȅƗىƩƢǜƷȐǷىى ƤƳơȁ Microsoft TeamsىƪǸǫىǾƟƢǌǻƜƥىȅƽƚȇĿىǥǀƷىى -
ƢȀƬǴƴǇىƩƢƳǁƽىȁƗ. 

1. ƩƢƦƳơȂǳơىƽƾƷȁىƣȂǴǘŭơىȆǇơǁƾǳơىǲǐǨǳơىĿىƨǷƢǠǳơىƧƢǼǬǳơىńƛىǲǬƬǻơ. 

2. ƶƬǧơىƣȂǴǘŭơىƤƳơȂǳơىىǾǧǀƷ.ىىƤǈƷىƤƳơȁىǺǟىƮƸƦǴǳىƮƸƦǳơىǖȇǂǋىǵơƾƼƬǇơىƢǔȇƗىǮǼǰŻƨȈǇƢǇȋơىƨǸǴǰǳơ. 

ńơىǝȂƳǂǴǳىى)ƩƢǼȈȈǠƬǳơى/ىƩơƽȂǈŭơ(ىƩƢƦƳơȂǳơىǲǯ  

ƤǳƢǘǴǳىǂȀǜȇىƢǸǯىƤƳơȂǳơىǑǂǠǳ )ƤƳơȂǳơىȄǴǟىƩȐȇƾǠƫئىơǂƳơ(ىƤƳơȂǳơىǂȇǂƸƬǳ 
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 .ǂȇǂŢىƤƳơȂǳơىǖǤǓơى .3

4.ƽƾƷىƽƾƷىĽى،ǥǀƷىǶǠǻىǥǀūơىƾȈǯƘƬƥىǮƬƦǳƢǘǷىǶƬƫىƢǷƾǼǟ. 

ى

ى

ى

ى

ى

ى MicrosoftىƧƽƢǟƛىǱƢǇǁơىƩƢƦƳơȂǳơىĿىǩǂǧى

ǩǂǧىǮǳىƶǸǈƫ Microsoft ،ىǪȇǂǧىȅơىĿىƢēƢǌǻơىŖǳơىƩƢƦƳơȂǳơىǵơƾƼƬǇơىǽƽƢǟƘƥىىىىǂƻƕىǦǏىǺǷىƪǻƢǯئىơȂǇ
ƤƳơȁىǵơƾƼƬǇơىǽƽƢǟȋى،ƢȀƬǨǋǁƗىŖǳơىƨǬƥƢǈǳơىƨƠǨǳơىȁƗىǶȈǴǠƬǳƢƥىƢȈǳƢƷىǵȂǬƫ: 

 ǖǤىƨǷȐǟىƤȇȂƦƫىƩƢƦƳơȂǳơىىىىىىىȁơǓىىىǦǐǳơىǲǬƬǻơىńƛىƧƢǼǬǳơىƨǷƢǠǳơىĿىىǪȇǂǧى -1

 

 .ىىىىǺǷىƽȂƳȂŭơىĽƽƾىƩƢƦƳơȂǳơŴىىǖǤǔǻى-2

 

 .ƤƳơȂǳơىǾȈǧىĿىǲǏȋơىƽƾƷȁىŅƢƬǳơىƘƩىǂƬƻơىǦǐǳơىȅǀǳơىǌǻƛى-ى3

ى
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5- ȁىǾǷơƾƼƬǇơىǽƽƢǟƗىƾȇǂƫىȅǀǳơىƤƳơȂǳơىǂƬƻơى،ىǮǳƿىƾǠƥىǖǤǓơىŅƢƬǳơىȃǂƻƗىǽǂǷ. 

 ǵȂǬȈǇىƤƳơȂǳơىǽƽƢǟƘƥىƢǌǻƛئىǲǯىƩƢǷȂǴǠŭơىŖǳơىƪǸǫىƢȀƳơǁƽƘƥىǺǷىǲƦǫ،ى -6

ىǶǫىǂȇǂƸƬƥىǲȈǏƢǨƫىƩƢƦƳơȂǳơىŖǳơىƱƢƬŢىńƛىƢǿŚȈǤƫى،ىĽىǂƬƻơىǥȂǨǐǳơىىى

ƢȀȈǳơىǲǸǠǳơىśȈǠƬǳىśȇƽǂǨǳơىƣȐǘǳơىȁƗ. 

7- ƽƾƷىśȈǠƫ. ǾƥىǍƢŬơىƾȇƾŪơىƤƳơȂǳƢƥىƤǳƢǘǳơىǵȐǟơىńƛىǮǳƿىȅƽƚȈǇ. 

 

ى

 ƱƿƢǸǼǳơ ǺǷ ƩƢƦƳơȁ Ʊơǁƽƛ    Forms   : 
 
يىńƛىƣȐǘǳơىǵơƾƼƬǇƢƥىى ƢȀǸȈǸǐƫFormsىƢǬƦǈǷىǵơƾƼƬǇƢƥىǪȈƦǘƫىيǮǼǰŻƱƿƢǸǼǳơىǱƢǇǁƛىƾƷƗىƩơǁƢƦƬƻȏơىŖǳơىĻىى -

ĿيىƩƢƦƳơȂǳơىيƧǄȈǷ Microsoft Teams. ƩơǁƢƦƬƻȏơىǲƷىƣȐǘǴǳىǺǰŻىىلƩƢƳǁƽىǞǓȁىǮǼǰŻȁلƧǁƽƢǤǷىǹȁƽ 

Teams.ى:ىŅƢƬǳƢǯ 

 ƩƢƦƳơȂǳơىǲǐǨǳơىȆǇơǁƾǳơىƣȂǴǘŭơى،ىĽىƽƾƷىىىƨǷƢǠǳơǪȇǂǧىĿىىǲǬƬǻơىńƛىƧƢǼǬǳơى .1

 

 .ȁىǁƢƬƻơىǁƢƦƬƻȏơىىىƢǌǻƛئىىǖǤǓơىǁǃى .2

ى
ى
ى
 

 

3. ƁƾȇƾƳىƁƾƷơȁىƞǌǻƗىȁƗىƁƽȂƳȂǷىƁǁƢƦƬƻơىƽĈƾƷى،ىǵƾƼƬǇơىىىǖȇǂǋ 

ơىƆƧǂǋƢƦǷىǾǼǟىƮƸƦƫىȅǀǳơىǁƢƦƬƻȏơىȃǂƫىȏىƪǼǯىơƿƛىƮƸƦǳىىى
 ىىĽىǖǤǓơىŅƢƬǳơى.

ى
ى

ى

ƾȇƾƳىǁƢƦƬƻơئىƢǌǻȍ 

ȍ)ىƖǬƦǈǷىƾǠǷى)ىƽȂƳȂǷىǁƢƦƬƻơىǁƢȈƬƻ  
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 ƨǜƷȐǷى

- ƛƾȇƾƸƬƥ ăƪǸǫى ƾȇƾƳىى+ىىىơƿى ƱƿȂŶȄǴǟى ǭǃƢȀƳى ȄǴǟى ƤȇȂǳơى ǑǂǠƬǈǷى ȄǴǟى ƧƾȇƾƳى ƧǀǧƢǻى ƶƬǧى ǶƬȈǈǧى  ،ى

http://forms.microsoft.com. ىىńƛ ǞƳǁơى يƱƿƢǸǼǳơي،ىĽى ǭǁƢƦƬƻơىĿى ƞǌǻƗ Teams ǭǁƢƦƬƻơى ƾȇƾŪơىىىىǹȂǰȈǇى
ى ƕǂǧȂƬǷىƾȇƾƸƬǴǳىȁىǞȇǃȂƬǳơى.

 

ƤƳơȂǳơىǺǸǓىى-5 ،ىǂȀǜȈǇىĿى ǽƾȇǂƫى ȅǀǳơى ǁƢƦƬƻȏơى ƤƳơȂǳơىى،ىىƽǁơȂŭơىƽǂƴŠىƾȇƾŢى Ʃơƽơƾǟƛى ƨȈǬƥى ǲƻƽƗى
ى .śȈǠƫىƨƥȂǴǘŭơىǮȇƾǳ،ىĽىƽĈƾƷى

ى
ى
ى
ى
ى
ى
ى
ى
ى

 

ى.ǍƢŬơىǾƥىǕƢǌǼǳơىǵىƣȐǘǳơىĿىǶƬȇȁǶǈǫىŖǳơȐǟơىĻىƢǿƾȇƾŢىǂȀǜȇىǁȂǌǼǷىĿىƧƢǼǬǳơىىى-6
 

( ƢȀȈǧ ǲǬǼƬǳơȁ ƩƢƦƳơȂǳơ Ǒǂǟ ǶǴǠŭơ ) 
ǺǷىǱȐƻىىىىƤǈƷىǦǐǳơى،ىȁƗىƢȀǓǂǟىŐǟىǲǯىƩƢƦƳơȂǳơǥȂǨǐǳơىƨǷƽƢǬǳơىŖǳơȁىƪŤىىىىǶǴǠǸǴǳىǺǰŻǑǂǟىى -

ƩƢȈǴǸǟىǂȇǂŢى،ىȁƗىǑǂǟىƤƳơȂǳơىǺǷىىىىȁىơǂƳơئىƤƳơȂى،ىىǳơىƶǸǈȈǇىǮǳىƾȇƾŢىىىىƨǷȐǟىƤȇȂƦƫىƩƢƦƳơȂǳơى،ى
ƤǳƢǘǳơىǁȂǜǼǷ.  

 

 

ى
ى

ى
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  ƩơƽȂǈŭơȁ ƢȀǼȈȈǠƫ Ļ Ŗǳơ ƩƢƦƳơȂǳơ Ǒǂǟ 
 .ƨǷȐǟƩƢƦƳơȂǳơىƤȇȂƦƫىǖǤǔǻى -1

 

2- ǮƥىƨǏƢŬơىƩƢǼȈȈǠƬǳơȁىƧƽȂǈŭơىƩƢƦƳơȂǳơىǑǂǠǳىƨǳƾǈǼŭơىǶȀǇȋơىƽƾƷ. 

   

ى
ى
ى
ى
ى
ى
ى
ى
ى
ى

 

- ƩƢƦƳơȂǳơىńƛىƩƢƠǧىǾǧƢǓƢƥىƪǸǫىơƿƛȂǳơىيǲưǷيى،،ىǾǠƳơǂǷىيȁƗيىƨȈǳŗŭơىƩƢƦƳơىىƩƢƦƳơȂǳơىǾǸƟƢǫىĿىƢȀƬȈǨǐƫىǮǼǰŻ
ǮƥىƨǏƢŬơ.  

- ƽƾƷى،ىǽƾƷơȁىƨƠǧىƤǈƷىƩƢƦƳơȂǳơىǲǯىǑǂǠǳىǾȈǨǐƫى  
ƢȀǓǂǟىƾȇǂƫىŖǳơىƨƠǨǳơىǂƬƻơȁ. 

ى
ى

 : Ǧǐǳơ ƱǁƢƻ ǺǷ ƤƳơȁ ءƢǌǻơ 
ى
ى

1-ơىǖǤǓىƩƢƦƳơȂǳơىىىىىىىىىىى. 
 

ىǁƢƬƻơىǦǐǳơىƣȂǴǘŭơىƢǌǻƛئىƤƳơȂǳơىǾǳىȁىǖǤǔǻىŅƢƬǳơى.ىى-2
ى
ى

1ϱ 

https://support.office.com/ar-sa/f1/topic/%D8%A3%D8%B6%D8%A7%D9%81%D9%87-%D9%81%D8%A6%D8%A9-%D8%A5%D9%84%D9%89-%D9%88%D8%A7%D8%AC%D8%A8-0badfcfb-51f8-4dec-b278-358dfaea2983?NS=msteamsedutr&Version=16


Ϋ 

 

ىƤƳơȂىىىȁىǳơǁƢƬŵىىƢǌǻƛئىىǹىǖǤǔǻى-3
ى

ى

ى.ىƤƬǰǻىƩƢǻƢȈƥىƤƳơȂǳơى-4
ى

ƽƾىǥȂǨǐǳơىƢǿǁƢȈƬƻȏىىĽىǲǰǌƥ،ŴىȆǓơǂƬǧơى،ىǶƬȈǇىƾȇƾŢىǦǐǳơىȅǀǳơىǾǷƾƼƬǈƫىǹȉơىȉȁƗ،ىىśȈǠƫىĿńơىƨǬǘǼǷى-5
ى.ǾȈǧƢǓơىƾȇǂƫىǞȇǃȂƫىơǀǿىƤƳơȂǳơىǾȈǴǟىǥȂǨǏىǁƢȈƬƻȏىىȁىǮǳƿىىȁƗىƤƬǯơىƢũơىƮƸƦǴǳىƢȀǼǟى

 

 

 

 

 

ى
ى
ى
ى
ى
ى

 

6-ƤƳơȂǳơىǲȈǏƢǨƫىǲǸǯƗى،ىǥȂǨǐǳơىǁƢȈƬƻơىƽǂƴŠ)ǕƢǬǼǳơى/ىǩƢǬƸƬǇȏơىƺȇǁƢƫى/ىƩơƽƢǋǁơى/ىƤƳơȂǳơىǹơȂǼǟى( 

7-ǁǃىǖǤǓơىىىىǷȐǟơىƢēƽƾƷىŖǳơىǱȂǐǨǳơىĿىƣȐǘǳơىȄǬǴƬȈǇƖىىىƢƬǫȁىƩƢƦƳơȂǳơىǩǂǤƬǈƫىƾǫىƾȇƾŪơىƤƳơȂǳƢƥ
ǥȂǨǐǳơىǲǯىĿىǞȇǃȂƬǳơئىƢĔȍ. 

8-.ƨǷƽƢǬǳơىƩƢƦƳơȂǳơىǾǸƟƢǫىȆǴǟىǱȁƾĐơىƤƳơȂǳơىǂȀǜȈǇ 
ى

 ى
 : ƩƢƦƳơȂǳơ ƶȈƸǐƬǳ 

 .ƣȂǴǘŭơƩƢƦƳơȂǳơى،ىĽىƽƾƷىىǦǐǳơىǪȇǂǧىƨǷƢǠǳơىĿىǲǬƬǻơىńƛىƧƢǼǬǳơىى -1
ى

 ƧǀǧƢǻىىǑǂǠƫىǎƼǴǷىىىǂȀǜƫ،ىƤƳơȂǳơىǖǤǓơƣȂǴǘŭơىȄǴǟىىى -2

ىƢŭىĻىƧǃƢųơىىĿىƤƳơȂǳơى
 

ى
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ى
ى

 
ى
ى
ى
ى
ى
ى
ى
ى
ى
ى

ى

ى

ǖǤǔǻىǶǇơىƤǳƢǘǳơىƣȂǴǘŭơىƶȈƸǐƫىƤƳơȂǳơىǾǳىǂȀǜƫىƧǀǧƢǻىǶƬȇىƶȈƸǐƬǳơىȁىǲȈƴǈƫىƨƳǁƾǳơىȁىƨƥƢƬǯىىى -3
 ƩƢǜƷȐǷىǾǳىĽىǖǤǔǳơىǁǃىǝƢƳǁơى.

 

ى
ى
ى
ى
ى
ى
ى
ى
ى
ى

 .ىىىىىىىىىى.ىىǩȐǣơىǖǤǔǻىƾǠƥىƢȀƬǻȏơئى -4
 

 

ƤƳơȂǳơىƨƥƢƳƛىȄǴǟىƩƢǜƷȐǷىƨƥƢƬǯ 

 ǲȈƴǈƫىƨƳǁƽىƤǳƢǘǴǳى

ǮȇǂŢىǶȀǇȋơى)śŻى/ىǁƢǈȇى(ى
ƤƳơȂǳơىƨǠƳơǂŭىǪƥƢǈǳơىى/ىŅƢƬǳơ  

ƤǳƢǘǴǳىƤƳơȂǳơىǝƢƳǁȍ 

)ƾǠƥىƶȈƸǐƫىƤƳơȂǳơىȁىƢǘǟƛئى
ƩƢǜƷȐŭơىƨƥƢƬǯىȁىƨƳǁƾǳơ)  

ƤƳơȂǴǳىǎƼǴǷىىǑǂǠǳ 

)ƣȐǘǳơىǺȇǀǳơىơȂǷƢǫىǑǂǠƥىƤƳơȂǳơى/ىƣȐǘǳơىǺȇǀǳơىơȂǷƢǫى
ƤƳơȂǳơىǱƢǇǁƜƥىىǶǴǠǸǴǳىى/ى)ƢȀƬǠƳơǂǷىƣȂǴǘŭơىƩƢƦƳơȂǳơ  

17 

ǳơىƨƥƢƳƛىȄǴǟىƩƢǜƷȐǷىƨƥƢƬǯىƦǳƢǘƤ  



Ϋ 

 ƩƢƳǁƾǳơ" ƤȇȂƦƬǳơ ƨǷȐǟ Ŀ ƣȐǘǳơ ǵƾǬƫ ƤǬǠƫ" 
 

ى.ىǲǬƬǻơƩƢƳǁƾǳơىńƛىƧƢǼǬǳơىƨǷƢǠǳơىĿىǪȇǂǧىǦǐǳơىƣȂǴǘŭơى،ىĽىƽƾƷى -1
ىȁىƢǼǰŻىǲȇƾǠƫىƩƢƳǁƾǳơى.ىىىىǶƬȇىǝȐǗȏơىȄǴǟىƩƢƳǁƽىƣȐǘǳơى -2

  ǖǤǔǳơىȄǴǟىǁǃىƾȇǄŭơىǺǷىƩơǁƢȈŬơىىىىىىىىىىىىǁơȂŝىƩƢƳǁƽىƣȐǘǳơى)ىƶƬǨǳىƤƳơȁىƤǳƢǘǳơى/ىǝƢƳǁơىƤǳƢǘǴǳى(-3

 

 

 

ى
ى
 

 

 

 
 

 )ƤǳƢǘǳơ( ƢȀȈǧ ǲǬǼƬǳơȁ ƩƢƦƳơȂǳơ Ǒǂǟ 

ǭƢǼǿىǹƢǻƢǰǷىǑǂǠǳىƩƢƦƳơȂǳơىƨǷƽƢǬǳơىƨǴǤǌŭơȁ.ىǮǼǰŻىƢȀǓǂǟىƤǈƷىǦǐǳơى،ىȁƗىƢȀǓǂǟىŐǟىǲǯىǥȂǨǐǳơ.ىى
ƲƟƢƬǼǳơȁىƩƢǜƷȐŭơىǑǂǟىȁƗىǾǴȈǤǌƬƥىƤƳơȁىƾȇƾŢىǮǳىƶǸǈȈǇ. 

ƩƢƦƳơȂǳơىىǮǼǰŻىǑơǂǠƬǇơىǲǰǌƥىȆǓơǂƬǧơى،ىǶƬȈǇىǑǂǟىǮƫƢƦƳơȁىƨǷƽƢǬǳơىƤǈƷىƤȈƫǂƫىƺȇǁƢƫىǩƢǬƸƬǇȏơىى
ǺǸǔƬƬǇىƩƢƦƳơȂǳơىىى،ǹȂǰȈǇىƩƢǼȈȈǠƬǴǳىŖǳơىƪǸǫىƢȀƸƬǨƥىƾǠƥىƢǻơȂǼǟىƢǬǷƢǣ،ىǶǬƫىƢȀǴȈǤǌƬƥىƨǷƽƢǬǳơƾǠƥىȅơىƢȀǼǷىŃى

ى.ىǩƢǬƸƬǇơىǃȁƢƴƬǷىƧǂƻƘƬŭơىǂȇǀŢى
 

 :ƶƬǧơىƢƦƳơȁىƢǷƽƢǫىǪǬƸƬǴǳىǺǷىǾƬǳƢƷى

• ƾǠƥىǲǸǠǳơىǱƢǇǁƜƥىǶǬƫىŃى.ǩƢǬƸƬǇȏơىƺȇǁƢƫىǲƦǫى،ǩƢǬƸƬǇȏơىƺȇǁƢƫ. 

• ǩƢǬƸƬǇȏơىƺȇǁƢƫىǺǟىǂƻƘƬǷىىىǱƢǇǁƛىǶƬȇىŃىىǂǷȋơىơǀǿىǂȀǜȈǇى،ǩƢǬƸƬǇȏơىƺȇǁƢƫىǃȁƢšىĻȁىƾǠƥىƤƳơȂǳơ
ƧǂƻƘƬŭơىǦƟƢǛȂǳơىǲƦǬȇىǮƥىǍƢŬơىǶǴǠŭơىǹƢǯىơƿƛىǖǬǧ. 

ƾǬǳىƩƾǬǧىƺȇǁƢƫىǩƢǬƸƬǇȏơىىىىǹȂǰȈǇىƩƢǼȈȈǠƬǴǳىŖǳơىƪǸǫىƢȀǴȈǤǌƬƥىƨǷȐǟىǁƢȈƬƻơ.ىƶƬǧىƾƷơȁىŃىǶƬȇىǱƢǇǁȍơى،
)ƨǴǸƬǰŭơىƩƢƦƳơȂǳơىǲǨǇƗىĿىǂȀǜȈǇىǾǻơىǚƷȏ(ى.ǾǴȈǤǌƫىǮǻƢǰǷƜƥىƾǠȇىŃȁىƤƳơȂǳơىơǀŮى. 

18 

https://support.office.com/ar-sa/f1/topic/bc76ffde-bbf7-4db6-b443-735a07e32de0?showContactUsNav=False&ns=MSTEAMSEDUTR&version=16
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 Ŀ ƤƳơȁ ǱƢǇǁƛ Microsoft Teams  

ǱƢǇǁƜƥىǮǴǸǟىĿىى - ǵȂǬƫى ƤƳơȂǳơ،ىƾǫى ńƛىƨǳƢƷى ƁƽƢǼƬǇơى Ǿƥ.ى ƨǏƢŬơى ƤƳơȂǳơى ƨǫƢǘƥى ǱƢǇǁȍىƤƳơȁ،ىƽƾƷى
 .ǂƻƘƬǷىȁƗىǵȂǬƫىǱƢǇǁƜƥىǲǸǠǳơىȅǀǳơىƪŤىƪǫȂǳơǾƬǠƳơǂǷىƽƾƄơىȁƗىĿىƪǫȁىى

1. ƧƢǼǬǳơىńƛىǲǬƬǻơىىƨǷƢǠǳơىىƽƾƷىĽى،ىƣȂǴǘŭơىȆǇơǁƾǳơىǲǐǨǳơىĿىƩƢƦƳơȂǳơ. ىىǖȇǂǋىǵơƾƼƬǇơىƢǔȇƗىǮǼǰŻ
ƨȈǇƢǇȋơىƨǸǴǰǳơىƤǈƷىƤƳơȁىǺǟىƮƸƦǴǳىƮƸƦǳơ. 

2. ǏƢǨƫىǑǂǟơȁىƢȀƸƬǨǳىƤƳơȁىƨǫƢǘƥىȅƗىƽƾƷى.ƢȀǫƢǬƸƬǇơىƪǫȂǳىƢǬǧȁىƨǷƽƢǬǳơىǮƫƢƦƳơȁىǂȀǜƬǇƤƳơȂǳơىǲȈ.  

 

ى
ى
 

 

 

ى
ى
 

 

  ȄǴǟ ƩƢƦƳơȂǳơ Ƨǁơƽƛ : ǱƢǬǼǳơ ǦƫƢŮơ 
ǪǬƸƬǳơȁىǺǷىىىىǺǷىǱȐƻىǪȈƦǘƬǳơىƵƢƬŭơىȆǴǟىƧǄȀƳƗىǹȂǨȈǴƬǳơىǱȂǸƄơىśǷƾƼƬǈǸǴǳىǂǌǼƥىǲƟƢǇǂǳơى، ƶǸǈƫ Microsoftىǩǂǧى

،ىƮȈƷىǺǰŻىśǇǁƾǸǴǳىƢǌǻƛئىى .ƩƢǷȐǟȏơ iOS ȁƗ Androidى،ىƶƬǧȁىƩƢǨǴŭơى،ىǽǁơƽƗȁىƩƢƦƳơȂǳơى،ىơȂǇئىƪǻƢǯىǲǸǠƫىǵƢǜǼƥى
ƢȀǴȈǤǌƫȁىƣȐǘǴǳىƢȀǼȈȈǠƫىǾȈǻƢǰǷơىǞǷى،ىƢȀƬǠƳơǂǷȁىƩƢƦƳơȂǳơ.ى

ى

 ƩƢƦƳơȂǳơ ǲƷ    ƣȐǘǴǳ    ǄǸȈƫ Ŀ ƥ ǱƢǬǼǳơ ǦƫƢŮơ ǵơƾƼƬǇƢ: 
 ȄǴǟىǦƫƢŮơى.ى ǲƦǫWordىƾƦǳơئىǲŞىƤƳơȂǳơىƾǯƘƫىǺǷىǲȈǸŢىƲǷƢǻǂƥىى -1

  

2- ơىǺǷىĽىƤƳơȂǳơƽƾƷơىǕƢǌǼǳى.ىىƤƳơȂǳơىǑǂǟىȄǴǟىǖǤǓơ 
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 ĿىƩƢƦƳơȂǳơىǂȀǜȈǇىǹơȂǼǟىƤƳơȂǳơىȁىǲǯىƩƢǻƢȈƥىƤƳơȂǳơى)ىƺȇǁƢƫىǩƢǬƸƬǇȏơى/ىǕƢǬǼǳơى/ىƨƠǨǳơى/ىƽǁơȂŭơى( -3
 

 

  .ىىىىىىىىىىىىىƧơƽƗǂȇǂŢىىǖǤǓơǖǤǓơىȄǴǟىǦǴǷىƤƳơȂǳơىǑǂǠǳىǽơȂƬŰىĽى -4
 

 

 ǚǨūơىىȁىǖǤǔǻىȄǴǟىىىǁƢƬŵȁىǚǨƷىƨƼǈǼǳơىىىىىىىىƩơǁƢȈƻىǖǤǔǻƧơƽƗىىىىىىƶƬǨȇWordىƤƳơȂǳơىĿىƲǷƢǻǂƥىىىى -5
 

 

ǮƥىǍƢŬơىǦƫƢŮơىȄǴǟى .ىىىىىىىىىىىىىىىىىىىىىى
 

6- ƨǴƠǇȋơىȄǴǟىƨƥƢƳȍơىǶƬȇىىȁىىǖǤǔǻىىȄǴǟىȄǴǟىىƨƼǈǼǳơىǚǨƷOneDrive ى.ىىǮƥƢǈƷىȄǴǟىƤƳơȂǳơىǚǨƷىǶƬȈǳ 

 

 ȁىǖǤǔǻىǩȐǣơى.ىى ǶƬȇTeamsىǝȂƳǂǳơىńơىǪȈƦǘƫىى -7

 
 

ى ƽƾŴىƤƳơȂǳơىىĽىǖǤǔǻىǱƢǇǁơىǶƬȈǳىǶȈǴǈƫىƤƳơȂǳơىǶǴǠǸǴǳى.ىىǺǷOneDriveىىǱȐƻىىƨǧƢǓƛىǲǸǟىǶƬȇىƾȇƾŢى -8
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ǄǸȈƫ ǪȈƦǘƫ ǦȈǛȂƫ ȁ ǵơƾƼƬǇơ ȄǴǟ śǸǴǠŭơ ȁ śȀƳȂŭơ ǲȈǿƘƬǳ ƪǧȂǇȂǼǰƫ ǝȁǂǌǷ ƾǠƥ Ǻǟ ǶȈǴǠƬǳơ Ŀ ƧƾǻƢǈŭơ ƩƢǬȈƦǘƬǳơ ȁ 
 

 
 ƪȇȂǯ-  ƪǧȂǇȂǼǰƫ Kuwait TechnoSoft  śǸǴǠŭơ ȁ śȀƳȂŭơ ǲȈǿƘƬǳ ƪǧȂǇȂǼǰƫ ǝȁǂǌǷ 

 

 ƾǠƥ Ǻǟ ǶȈǴǠƬǳơ Ŀ ƧƾǻƢǈŭơ ƩƢǬȈƦǘƬǳơ ȁ ǄǸȈƫ  ǪȈƦǘƫ ǦȈǛȂƫ ȁ ǵơƾƼƬǇơ ȄǴǟ 

 ǲǸǟ ƨǫǁȁϱ : ƩƢƦƳơȂǳơ ĿTeams 
،ƤǳƢǘǴǳ ƨǸȀŭơى Ʃơȁƽȋơى ƩƢƦƳơȂǳơ،ىǺǷىǂưǯƗى ƧơƽƗى ǝȐǗơȁىىىŐƬǠƫى ǾƫƢƦƳơȁى ǾǳىƨǏǂǧىƨƦǇƢǼǷىǲūى ǂǧȂƫى ƮȈƷى

ىǽǀǿىƧǄȈŭơىǂưǯƘƥىǺǷىƨǬȇǂǗ.ى ơƽǁTeamsىƢǸȈȈǬƫȁىơǂǋƢƦǷىƢŮ،ىƶȈƬȇȁىǪȈƦǘƫى،ىǾȈǸǴǠǷىƢȀȈǴǟىƢǘǟơȁئǽى
  

 ǾǸȈȈǬƫȁ ǾǷȐƬǇơȁ ƣȐǘǴǳ ŅƢǬǷ ƤƳơȁ ǱƢǇǁƛ 
 

 ƩƢǜƷȐǷ 

ىǱȂƻƾǳơىȄǴǟىǄǸȈƬǳơىǍƢŬơىǮƥى •
ى

ىǦǐǳơ1ىȃǀǳơىƨƫƘǌǻơىĿىƨǫǁȁىǲǸǟى
 

• ƩƢƦƳơȂǳơىƤȇȂƦƫىǺǷىǮǨǏىĿىىƣȐǗىǞȈǸŪىƾȇƾƳىƤƳơȁىƞǌǻƗىǮǨǏ 

 ǞǓىƢǻơȂǼǟىƢƦǇƢǼǷىƤƳơȂǴǳىى •

• ȆǴȇىƢǷىƤƬǯơىƩơƽƢǋǁȍơئىǄƳىĿىǮƥȐǘǳى: 

- ƩơƽƢǋǁȍơىǲǨǇƗىƨǬǧǂŭơىىƽǁơȂŭơىǺǷىƤƳơȂǳơىǦǴǷىƶƬǧơىىىىǺǟىƤƳƗىĽ
ىƣȂǴǘŭơى

ىǺǰŻىǦȈǛȂƫىǄƳئىƩơƽƢǋǁȍơى
ىىىǹȁƽىƨƳƢūơىƨƥƢƬǰǳƢȀǠǧǂǳىƨǴƠǇƗىǲǰǌƥىǂǋƢƦǷى

ىĿىǦǴǷىى

ىǮƥȐǘǳىƽǁơȂŭơىƨȈǳƢƬǳơىىǪǧǁƗىى •
ىƣȂǴǘŭơى.ىىȅȂƬŹىȄǴǟىƨǴƠǇƗىƤƳơȂǳơىىىǦǴǷWordى -

ىƽǁơȂǷ(ىى5)ƾŞىȄǐǫƗىىƩƢǬǧǂŭơىǺǰŻىǩƢǧǁƛىƾȇƾǠǳơىǺǷى
ǁƢƦƬƻơىƱƿƢŶơىƩ–ىىƩƢƦƳơȁ–ىىłơ......ىƩơƽƢǋǁƛى

 ƩơƽơƾǟƛىƤƳơȂǳơى •

 ƢǈǷئƕىىىƨǟƢǈǳơϴىىىǺǷىśȈǠƫىƤƳơȂǳơىǵƢȇƗىىǱȐƻϯىƽƾŹىƺȇǁƢƫىǩƢǬƸƬǇȏơى -

 ȏىƶǸǈȇىǱƢǇǁƜƥىƩƢƦƳơȁىƧǂƻƘƬǷى -

- ǕƢǬǻىىى(ىƤƳơȂǳơϭϬىى)ىǕƢǬǻى

،ىىǚƷȏǦǏىǾǻƗىǺǰŻىǎȈǐţىƤƳơȂǳơىǂưǯȋىǺǷى
ǖǬǧىƣȐǘǳơىǒǠƦǳىƤƳơȂǳơىśȈǠƫىǺǰŻى.ىى

ى
ىƾǠƥىǚǨƷىƤƳơȂǳơىƾǯƘƫىǺǷىǁƢȈƬƻơى

ى)ىśȈǠƫى(ىǲǐȈǳىńƛىǮƥȐǗى

• ȄǴǟىǽǂǌǻơȁىƩƢƦƳơȂǳơىǖƥơǁىƺǈǻơى(ىǲǸǟىƨǫǁȁىǪȈƦǘƫىƨǠƥƢƬǷىƧƢǼǫϱىى) 

ى.ǪȇǂǧىǮǳƢůىĿȆǇơǁƾǳơى
ى(ىىȂƥǁƾǷƩƢȈǓƢȇǂǳơى-ƪǧȂǇȂǼǰƫىىى)ىǱƢưǷى:

 )ىǖǤǓơىȄǴǟىƨǠƳơǂǷى(ƨǠƥƢƬǷىƨǠƳơǂǷȁىƩƢƦƳơȂǳơىƢȀǸȈȈǬƫȁىىى •

- ȄǴǟىǥǂǠƫى(ƤƳơȂǳơىȄǴǟىơȂǠǴǗơىǺȇǀǳơىƽƾǟ–ىى)ƤƳơȂǳơىǶǴǇىǺǷىƽƾǟ 

ىǶǴǇىƤƳơȂǳơىǲǇǁơȁىǾǳىơǂǰǋىƨƳǁƽȁىǾǸȈȈǬƫىǞƳơǁىƤƳơȁىƤǳƢǗىى -

 

 

 ǺǷىƨǷȐǟىƤȇȂƦƫىƩƢƳǁƾǳơى •

 ǑǂǠƬǇơىƩƢƳǁƽىƣȐǘǳơىĿىƩƢƦƳơȂǳơى.ى -

ىǍƢŬơىƩƢƳǁƾƥىƣȐǘǳơى.ىىى ǁƾǏExcelىǦǴǷى -

 

    ǲƻơƽىǮǬȇǂǧىĿىǄǸȈƬǳơى ىىىǦǓƗInsightsىǪȈƦǘƫىى •

- ƩƢƳǁƾǳơىǖǇȂƬǷىȁىƩƢƦƳơȂǳơىȁىȆǸǫǂǳơىǕƢǌǼǳơىǑǂǠƬǇơىىƣȐǘǴǳى.ى
 

 

  
- ǲǸǠǳơىƨǫǁىȁىǀȈǨǼƫىȂȇƾȈǧىƧƾǿƢǌŭىǖƥơǂǳơىȄǴǟىǖǤǓơىىىىىhttps://youtu.be/pbLycASHzqA 

https://instagram.com/kuwait_technosoft?igshid=5p27k1laseke https://www.youtube.com/channel/UCMFd34ltecRmxF_oXgnvKCQ https://t.me/TechnoSoftkw 

 .  ǭơǂƬǋȏơىĿىƩơȂǼǫىǲǏơȂƬǳơىȆǟƢǸƬƳȏơىȄǬƦƬǳىǞǴǘǷىȄǴǟىƭƾƷơىƩơƾƴƬǈŭơىĿىƪǧȂǇȂǼǰƫىىى-ى 

https://www.youtube.com/channel/UCMFd34ltecRmxF_oXgnvKCQ

