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ى
ǲȈǿƘƬǳىśǸǴǠŭơىƣȐǘǳơȁىȄǴǟىǵơƾƼƬǇơىǦȈǛȂƫȁىǪȈƦǘƫىǄǸȈƫىƩƢǬȈƦǘƬǳơȁىƧƾǻƢǈŭơىĿىى

ىǶȈǴǠƬǳơىǺǟىƾǠƥىى
ى

ى

ƪǬǴǘǻơىƧǁƽƢƦŭơىǺǷىǾȈƳȂƬǳơىřǨǳơىǵƢǠǳơىƣȂǇƢƸǴǳىǱȐƻىǵƢǠǳơىȆǇơǁƾǳơىىى
ϮϬϭϴ/ϮϬϭϵىىǾȈƳơȂƬǳơىǞǷىǹȁƢǠƬǳƢƥȁىىىى،ƨȈǇơǁƾǳơىƩȏƢƴǸǴǳىىƨǷƢǠǳơىىƢȈǠǇ

ǺǷىǞȈǸŪơىǂȇȂǘƬǳىơƽƗئىśǸǴǠŭơىƣȐǘǳơȁىĿىىǅǁơƾǷىƧǁơǃȁىƨȈƥǂƬǳơىƨǳȁƾƥىى
ƬǰǳȏơىǶȈǴǠƬǳơىƢȈƳȂǳȂǼǰƫىǱƢůىĿىƩơƾƴƬǈŭơىƨƦǯơȂǷȁىƪȇȂǰǳơىىňȁǂ

ĿىŖǬǘǼǷىȅƾŧȋơىǭǁƢƦǷȁىىىى ȏƢǸǰƬǇơTechno TabىǝȁǂǌǸǴǳىǪƥƢǈǳơىǽǀȈǨǼƫىƨǴƷǂŭƢƥىƨȇȂǻƢưǳơىى
ىŚƦǰǳơىǦȈǛȂƬǳىƽǁơȂŭơىƨȈƳȂǳȂǼǰƬǳơىىƨƷƢƬŭơىǅǁơƾŭƢƥىśǸǴǠǸǴǳىƣȐǘǳơȁ.ى

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

ى
ǝȁǂǌŭơىȄǴǟىǵƢǠǳơىǥơǂǋȍơى

ىǾƳȂŭơىǵƢǠǳơىƣȂǇƢƸǴǳىƨƥƢǻȍƢƥىىىƗ.ىƨƦȈųىŖǋƽى
ى

ى

ىǖȈǘƼƬǳơىǪȈǈǼƬǳơȁىƨǠƥƢƬŭơȁىƨȈǼǨǳơى

ƾǸŰىȆƴȈǴŬơىǾƳȂǷىřǧىƣȂǇƢƷىƗ.ىȅǃƢŪơىœȈƬǠǳơىǾƳȂǷىřǧىƣȂǇƢƷىىىىىىىىىىىىƗ.ى

 ƪǧȂǇȂǼǰƫ 



  

 

 

  

 ƨƸǨǐǳơ ǝȂǓȂŭơ ǵى

ϯ ىƲǷƢǻŐǳơىǺǟىƧǀƦǻ(ىىƨǷƾǬŭơ–ىى)ƲǷƢǻŐǳơىƩơǄȈŲ  ヱ 

ϰ ىƱƿȂŶئىƢǌǻƛ ヲ 

ϱ ىƱƿȂǸǼǴǳىىǱơƚǇىƨǧƢǓƛ ン 

ϵ ىƱƿȂǸǼǳơىƨǼȇƢǠǷ ヴ 

ϭϬ ƱƿȂǸǼǴǳىǁƢǠǋȁƗىǽǁȂǏىƨǧƢǓƛى ヵ 

ϭϬ ىƱƿȂǸǼǳơىǪȈǈǼƫى ヶ 

ϭϬ ىƱƿȂǸǼǳơىƨǯǁƢǌǷى Α 

ϭϭ ىƩơƽơƾǟơىǖƦǓىƱƿȂǸǼǳơى Β 

ϭϮ ىƽȁƽǂǳơىȁىƩƢƥƢƴƬǇȏơىƲƟƢƬǻىǑǂǟى Γ 

ϭϯ ىƩƢƥƢƴƬǇȏơىĿىǶǰƸƬǳơى ヱヰ 

ϭϰ ىƾȇƾƳىǁƢƦƬƻơئىƢǌǻơى ヱヱ 
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                      sForm 
ى

▪  ƨǷƾـǬŭơ 
ى

ى

Microsoft FormsىىىĿى.ƩơئƢǐǬƬǇȏơȁىƩơǁƢƦƬƻȏơȁىƩƢǟȐǘƬǇȏơئىƢǌǻƛىǾǳȂȀǈƥىǮǳىƶǸǈȇىǖȈǈƥىǪȈƦǘƫىȂǿ

ƩƢǈǇƚŭơىƨȈǸȈǴǠƬǳơى،ىǺǰŻىƢȀǷơƾƼƬǇơىƢǌǻȍئىƩơǁƢƦƬƻơى،ىǞŦȁىƩƢǜƷȐŭơىǺǷىśǇǁƾŭơىƢƥȏơȁئى،ىȁƗىǖȈǘţىى

ȐǸǠǳơىƩƢǜƷȐǷىǞǸŪىƢȀǷơƾƼƬǇơىǺǰŻى،ىƩƢǯǂǌǳơىƩƢǈǇƚǷىĿئ.ىƢǔǟȋơىśƥىǩǂǨǳơȁىƩƢƠǨǳơىƢǓǁىǅƢȈǫىȁƗئى

ƨǯǂǌǳơىƭơƾƷơىǶȈǜǼƫىȁƗىƨǯǂǌǳơىȁƗىƲƬǼŭơىśǈŢىȁƗىǦǛȂŭơ.ى

ى

▪  :ǪȈƦǘƬǳơ ƩơǄȈŲ 

ƢǌǻƛئىƩƢǟȐǘƬǇơىƩơǁƢƦƬƻơȁىƢǐǬƬǇơȁئƩơ،ىƆȐǔǧىǺǟىǝȐǗȏơىȄǴǟىƲƟƢƬǼǳơىƨǳȂȀǈƥىƾǼǟىى •
 .ƢǿǁȂȀǛى

 .ƧȂǟƽƨǳȂǸƄơىǺȇǂƻȉơىƽǂǴǳىȄǴǟىƱƿȂǸǼǳơىǵơƾƼƬǇƢƥىȅƗىǑǂǠƬǈǷىƤȇȁ،ىŕƷȁىȄǴǟىƧǄȀƳȋơى •

• ƢŮƢǇǁƛىƾǼǟىƽȁƽǂǳơىǶȈȈǬƬǳىƨǼǸǔǷىƩȐȈǴŢىǵơƾƼƬǇơ. 

• ńƛى،ǁƢƦƬƻȏơىƲƟƢƬǻىǲưǷى،ƱƿȂǸǼǳơىƩƢǻƢȈƥىǂȇƾǐƫ Excel ىىǲȈǴŢىȁƗىǦȈǼǐƫىȄǴǟىǱȂǐƸǴǳ
ĿƢǓƛ. 

ǶȈȈǬƬǳىƣȐǘǳơىǞŦȁىƩƢǜƷȐǷىǺǷىƢȈǳȁƗئىǁȂǷȋơىǹȁƢǠƬǳơȁىĿىǲǸǠǳơىى ǵơƾƼƬǇơ Microsoft FormsىǮǼǰǷى •
   .ǞǷǺȇǂƻȉơىśǸǴǠŭơى

• ƨǳȂǸƄơىƧǄȀƳȋơىȄǴǟىŕƷى،ƤȇȁىǑǂǠƬǈǷىȅƗىǵơƾƼƬǇƢƥىƣȐǘǳơىǞǷىƩơǁƢƦƬƻȏơىƨǯǁƢǌǷ. 

ى 

ϯ 



  

▪  ƩơȂǘƻ ءƢǌǻƛForms  : 

 .ىىǺǷhttps://office.comىǱȐƻىǖƥơǂǳơىىىǱȂƻƾǳơϯϲϱىىȄǴǟىǞǫȂǷىىǆȈǧȁƗى- 

ى.ىىǺǷىƨǸƟƢǫىƩƢǬȈƦǘƬǳơىىىىىىىىىىىىىىىىىى   ǶƬȇFormsىǲȈƴǈƫىǱȂƻƾǳơىǵơƾƼƬǇƢƥىƪǻȂǯơىƧǁơǃȂǳơىȁىǁƢȈƬƻƗى-

ىƱƿȂŶىƾȇƾƳىىǖǤǔǻى-
ى

ƨǜƷȐǷ :ىى(ىىǺȇǁƢȈƬƻơىƽȂƳȁىǚƷȐȇىƾȇƾƳىƱƿȂŶىىى–ىƾȇƾƳىǁƢƦƬƻơى) ى
 (ىىǲǸǠǳىƩƢǻƢƦƬǇơى،ىƩƢǟȐǘƬǇơىƱƿȂŶȅƗǁىǵƾƼƬǈȇƾȇƾƳى) •

 .ىىǞȈǸšȁىƩƢǻƢȈƥى....ىłơىى
ǱƢǸǟȋىǶȈȈǬƬǳơىƩơǁƢƦƬƻȏơȁىƢŭىǂǧȂƬȇىǾȈǧىǺǷىƩơȁƽƗىƪǐǐƻىىىǁƢƦƬƻơىƾȇƾƳ(ƢǸǼȈƥىĻىǎȈǐţى) •

.ƩơǁƢƦƬƻȏơىǱƢǸǟȋى
 

  :   Ƣǌǻƛ ƩơȂǘƻForms    ǪȇǂǨǴǳ   ǱȐƻ ǺǷTeamsء  ▪

   ǁƢƬƻơȁىىƨǷȐǟىƤȇȂƦƫىƤǿƿơFormsىǪȇǂǨǴǳىƣȂǴǘŭơىƢǌǻƛئىى -1

 
 
 

 

 ȁƗىƨƥƢƬǯىǾũơىĿىƨǻƢƻىƮƸƦǳơ.ىǁƢƬƻƗFormsىǪȈƦǘƫى -2

 

 

 

 

 

 

 

 

 

 
 

 

3- ƽƾŴى(ىىƱƿȂǸǼǳơىǶǇƗىƨƥƢƬǯىǶƬȇ(ىƾȇƾƳىƱƿȂŶئىƢǌǻƛىىƗىȁ.)ƖǬƦǈǷىƾǠǷ(ىƽȂƳȂǷىƱƿȂŶىǁƢȈƬƻƛ 

 ǖǤǔǻىǁǃىǚǨƷىƢǌǻȍئىƱƿȂǸǼǳơى.ى -4
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 ĻىƢǌǻƛئىƱƿȂǸǼǳơىƢǼǰŻىǹȏơىǾǧƢǓƛىǹơȂǼǟىƱƿȂǸǼǳơىȁىǦǏȂǳơىȁىƨǧƢǓƛىƨǴƠǇȏơى. -5

ى

ى

ى

ى

ى

ىƨǜƷȐǷ:ى

 .ǥǂƷىƀǧǂƷ1000ىƾŞىȄǐǫƗىǹơȂǼǠǳơȁىȆǟǂǨǳơىǺǰŻىǹƗىǲǐȇىńƛىىىǺǷ90ىىǺǰŻƱƿƢǸǼǳơىǹƗىǹȂǰƬƫىƢũƗئى -

  ǶƬȇىǚǨƷىƱƿȂǸǼǳơىƖȈƟƢǬǴƫىƢǼƯƗئىƨƟƢǌǻơى. -

 ƱƿȂǸǼǴǳ ǱơƚǇ ƨǧƢǓƛ ƩơȂǘƻ  :ىىى

1- ǻىǖǤǔىǁǃىىىىىىىىىىىىىىىىىىىىىىىىىىƬƻơƢىǁǱơƚǈǳơىǝȂǻىىى)ىىȅǁƢȈƬƻơىى-ىǎǼǳơ-ǶȈȈǬƬǳơ-ىىƺȇǁƢƬǳơ-ىىىƩơǁƢȈŬơىǺǷىƾȇǄŭơ 

 .ى(ىǞǘǬŭơى-ǲȈǸŢىǦǴǷىى-ƩǂǰȈǳىى–)ىǦȈǼǐƫى

 

ى
ى
 

ى
ى

ى

ى

- ǁƢȈƬƻȍơƚǈǳơىǝȂǻىǱȅǁƢȈƬƻơىىىǽơƽȏơىىǖǤǔǻى()ىىىىىىىىىىىىىىىƩơǁƢȈŬơىȁىǱơƚǈǳơىƤƬǰǻى. 

(ϰ )  

ƱƿȂǸǼǳơىǶǇƛىƨƥƢƬǯ 

ƖǬƦǈǷىƾǠǷىƱƿȂŶىǁƢȈƬƻȍ 

 ǂǌǼǳىƱƿȂǸǼǳơىǪȇǂǨǴǳى)ƩƢƯƽƢƄơ(ى

ƩơǁƢȈŬơىǺǷىƾȇǄŭơ 
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ى

ى

ى

ى

ى

ى

ى

ى

ى

 ǺǷىǱȐƻىǖǤǔǳơىȄǴǟىƾȇǄŭơىǺǷىƩǁƢȈŬơىىǲǨǇƗىǱơƚǈǳơى.ى -

ى

ى

ى

ى

ى

ى

ى

ى

ى

ى

ى

ىƨǨȈǛȂǳơىىǶǫǂǳơى

ىơǂƳȍئىǲȇƾƦƫىȆƟơȂǌǟىƩǁƢȈƼǴǳى1

ىǁƢȀǛȍىƩơǁƢȈŬơىƨǸƟƢǬǯىǾǳƾǈǼǷىى2

ىƨǧƢǓȍىǹơȂǼǟىȆǟǂǧىǱơƚǈǴǳىى3

ىƨǧƢǓȍىǞȇǂǨƫىǱơƚǈǴǳىى4

ΩϳΩΟ έΎϳΧ ΔϓΎοϹ 

ϙϟΫ έϳϏ έΎϳΧ ΔϓΎοϹ 

( έϳϏ ΔΑΎΟ· ΔϓΎοΈΑ ΡΎϣγϟ΍ Ε΍έΎϳΧϟ΍
ΔΣΎΗϣϟ΍)  

 ΏϭϠρϣ ϝ΍΅γϟ΍ 

  ) ϲϟΎΗϟ΍ ϝ΍΅γϟ΍ ϰϟ΍ ϝΎϘΗϧϻ΍ ϙϧϛϣϳ ϻ( 

 έΎϳΗΧ· ϥϣ έΛϛ΄Α ΡΎϣγϟ΍ 

ϝ΍΅γϟ΍ ϑΫΣ 

ϝ΍΅γϟ΍ Φγϧ 

Ε΍Ω΍Ωϋϻ΍ ϥϣ Ωϳίϣϟ΍ 

)ϭϳΩϳϓ / ϩέϭλ( ρ΋Ύγϭ Ν΍έΩϹ 

ヱ 

ヲ 

ン 

ヴ 
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- ȍىىىǱơƚǈǳơىǝȂǻىǁƢȈƬƻىǎǻىىىىىىىىىىىىىىىىىىǽơƽȏơىىǖǤǔǻ.  
ى

ى

ى

ى

ى

ى

ى

ى
ى

ىى–ŐǯƗىǺǷىى–)ǶǫǁىƢǼǰŻىǶǰƸƬǳơىĿىƩơƽơƾǟơىǱơƚǈǳơىƮȈƷىƢǼǰŻىǲǠƳىƨƥƢƳơىǱơƚǈǳơىƧƾȈǬǷىƨǸȈǬƥىƨȇƽƾǟى -
ىǺǷىƩƽơƾǟơىǱơƚǈǳơىȁىǁƢƬŵىƽȂȈǫىىىىǺǷىǱȐƻىǖǤǔǳơىǁǃىƾȇǄŭơىǲǫƗىǺǷىȁƗىȅȁƢǈƫ(ى–ىŐǯƗىǺǷىȁƗىȅȁƢǈƫىى–ǂǤǏơىǺǷى

ى.ىƽƾŴىƽȂȈǬǳơىȁىƤƬǰǻىǶǫǂǳơى

ى

ى

ى

ى

ى

ى

ى
ى

 

ϝ΍΅γϟ΍ ΏΗϛϧ 

 ΔΑΎΟ΍ ΔϟΎΣ ϲϓ έΎϳΧϟ΍ ΩϳΩΣΗ
ϪϠϳϭρ ϝ΍΅γϟ΍ 

 ϝ΍΅γϟ΍ ΏϳΗέΗ έϳϳϐΗϟ 

) ϝϔγϺϟ ϝ΍΅γϟ΍ ϙϳέΣΗ( 

 ϝ΍΅γϟ΍ ΏϳΗέΗ έϳϳϐΗϟ 

)ϰϠϋϸϟ ϝ΍΅γϟ΍ ϙϳέΣΗ( 
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- ǁƢȈƬƻȍىىǝȂǻىىىǱơƚǈǳơىǶȈȈǬƫىǽơƽȋơىǖǤǔǻىىىىىىىىى.  
ى
ى
ى
ى
ى
ى
ى
ى
ى
ى

ى

- ȍىىىǱơƚǈǳơىǝȂǻىǁƢȈƬƻىىىƺȇǁƢƫىىىىىىىىىǽơƽȋơىǖǤǔǻىىىىىىىىىǁƢȈƬƻƜƥىىƨƥƢƳȍơىǶƬȇى.ىىƨǷƢǻǃǂǳơىǺǷىƺȇǁƢƬǳơى

ى

ى

ى

ى

ى

ىى
ى

 ƨǜƷȐǷى:ى •

ǂȀǜƫىƨǷƢǻǃǂǳơىǂȀǋȋƢƥىƨȇǂƴŮơىơƿơىƪǻƢǯىƨǤǳىƶǨǐƬŭơىƨȈƥǂǠǳơىىȁىǂȀǋȋƢƥىƨȇƽȐȈŭơىơƿơىƪǻƢǯىƨǤǳىƶǨǐƬŭơىى -
.ƨȇǄȈǴųȍơ 

 ǶǴǠŭơىƨǸȈȈǬƫىƨǈǨǼƥىƾǠƥىǵȐƬǇơىƨƥƢƳȍơى.ǱơƚǈǳơىǺǷىǝȂǻىƺȇǁƢƫىƤƳȂƬǈȇىȆǴǟى -

ϝ΍΅γϟ΍ ΏΗϛϧ 

 ϡϳϳϘΗϟ΍ ωϭϧ έΎϳΗΧϹ 

) ΔϣΟϧ / ϡΎϗέ΃( 

 ϡϳϳϘΗϟ΍ ϯϭΗγϣ ΩϳΩΣΗϟ 

ΝΫϭϣϧϟ΍ ϲϓ ϡϭΟϧϟ΍ ΩΩϋ(  ΡΎΗϣ
 ΩΩϋヱヰ ϡϭΟϧ)  

ϝ΍΅γϟ΍ ΏΗϛϧ 

ƨƥƢƳƛىǶƬȇىىǱơƚǈǳơ 

ƨǷƢǻǃǂǳơىǺǷىƺȇǁƢƬǳơىǁƢȈƬƻƜƥ 
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- ǻىƨǴƠǇȋơىǺǷىȃǂƻơىǝơȂǻƗىǁƢȈƬƻȍىىǁǃىȄǴǟىǖǤǔىƨǴƠǇȋơىǺǷىƾȇǄŭơى.ىىىىىىىىىىىىى
ىى

ى 

ىȄǸǈŭơىىǶǫǂǳơى

ىǱơƚǇىǦȈǼǐƫى)ƤȈƫǂƫى/ىƤȈƫǂƬǳىƩƢƥƢƳȍơىǲǈǴǈƬǳƢƥىƶȈƸǐǳơى(ىى1

ىǱơƚǇىƩǂǰȈǳى)ىǺǷىƨǴƠǇƗىǶȈȈǬƬǳơى(ىى2

ى(ىىƩȂǏىىى-ȂȇƾȈǧى-ǁȂǏ-ىǲȈǸŢpdf-word-ppt-ExcelىǦǴǷى)ىىǱơƚǇƤىƤǴǘƬȇىǺǷىǳƢǘǳơىى3

ىǱơƚǇىǶȈȈǬƫىȁىǱƢǸƬƷơىى4

ىƨǧƢǓȍىǞǘǬǷىƾȇƾƳىƱƿȂǸǼǴǳى5
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 ȄǴǟơىƱƿȂǸǼǳơىىǝȐǗȎǳىȄǴǟىǂȀǜǷىىىىىىىىىىىىىىىىىىƢǼǰŻىƨǼȇƢǠǷىىƱƿȂǸǼǳơىǖǤǔǳƢƥىȄǴǟىƧơƽƗىƨǼȇƢǠǷى-

 

 ƱƿȂǸǼǳơىȁىơƿơىƪǼǯىƾȇǂƫىǁƢƦƬƻơىƱƿȂǸǼǳơىǲƻƽƘǧىƩƢƥƢƳƛىƨǴƠǇȋơىĽىǖǤǓƛىȄǴǟىǁǃىǱƢǇǁơى.

ƱƿȂǸǼǳơىƨǼȇƢǠǷ 



  

ى
ى
ى
ى
ى
ى
ى
ى
ى

 
 ȁƗ  ƧǁȂǏ ƨǧƢǓƛ   : ƱƿȂǸǼǳơ ǅƗǁ ńơ ǁƢǠǋ 

 ƽƾŴىǞǘǬǷىǅƗǁىƱƿȂǸǼǳơىĽىǖǤǔǻىȄǴǟىƧơƽƗىƱơǁƽƛىǖƟƢǇȁىىى -1

 ǖǤǔǻىȄǴǟىƧǁȂǏى. -2

ىȁƗىƢȀǴȈǸŢىǺǷىǂƫȂȈƦǸǰǳơى.ى ƢǼǰŻOneDriveىǹƗىǁƢƬŵىƮƸƦǳơىǺǟىǽǁȂǏىȁƗىǺǷى -3
ى
ى
ى
ى
ى
ى

 : ƱƿȂǸǼǳơ ǪȈǈǼƫ 
 .ىǪȈǈǼƬǳىƱƿȂǸǼǳơىȁىƨǧƢǓơىǂȀǜǷىŅƢŦى -

 ȄǴǟƗىƱƿȂǸǼǳơىى.ىىىىىىىىىىىىىىىǖǤǔǻىȄǴǟىƧơƽƗىǪȈǈǼƫىى -1

2- ƩƢǬȈǈǼƫىȄǴǟىȅȂƬŢىƨǸƟƢǫىǂȀǜƫ ىىƧǄǿƢƳىƽƾŴى.ىىƣȂǴǘŭơىǪȈǈǼƬǳơ 

 .ىىƨǧƢǓȍىƧǁȂǏىǪȈǈǼƬǳىƱƿȂǸǼǳơىǖǤǔǻىƧơƽƗىىىىىىىىىىىǲǨǇơىƧǀǧƢǻىǪȈǈǼƬǳơى -3
 ƢȀǴȈǸŢىǺǷىǂƫȂȈƦǸǰǳơى.ىȁƗى ƢǼǰŻOneDriveىǹƗىǁƢƬŵىƮƸƦǳơىǺǟىǽǁȂǏىȁƗىǺǷى -4

ى

ƱƿȂǸǼǳơىƨǼȇƢǠŭ 

ǱơȂŪơىȄǴǟ 

ƱƿȂǸǼǳơىƨǼȇƢǠŭ 

ȄǴǟǂƫȂȈƦǸǰǳơى  

ńơىǝȂƳǂǳơىȁىƨǼȇƢǠŭơىǺǷئىƢȀƬǻȏơ 

ƱƿȂǸǼǳơىǶȈǸǐƫ 

10 



  

 ƨـǯǁƢǌǷ   ǍƢƼǋȌǳ ƱƿȂǸǼǳơى .ى
 ǖǤǔǻىȄǴǟىƨǯǁƢǌǷىȄǴǟƗىƱƿȂǸǼǳơىى -1

  ƺǈǼǻىǖƥơǁىƱƿȂǸǼǳơىى. -2

  ǱƢǇǁơىǖƥơǂǳơىǍƢƼǋȌǳىȁىƢǔǟƗئىǪȇǂǨǳơى. -3

ى

ى

ى

ى

ى

ى

ى

ى

ى

ى

 Ƕǫǂǳơى ƨǨȈǛȂǳơى
 ƾȇƾŢ 1ىǍƢƼǋȋơىȅǀǳơىǶȀȇƾǳىǪƷىƽǂǳơىȄǴǟىƱƿȂǸǼǳơى)ȅƗىǎƼǋىƨȇƾǳىǕƢƦƫǁȏơى/ىǍƢƼǋȋơىĿىŖǈǇƚǷىǖǬǧى(ى

ǪȇǂǨǳơىȁىǍƢƼǋȌǳىƨǳƢǇǁơىȁىƱƿȂǸǼǳơىǖƥơǁىƺǈǻ 2 

) QR ىىىƱƿȂǸǼǴǳىƧǂǨǋىǱƢǇǁơىى(  3 

śǸǔƫىىƱƿȂǸǼǳơ  4 

ňȁǂƬǰǳȏơىƾȇŐǳơىŐǟىƧȂǟƽ 5 

ƱƿȂǸǼǳơىǁơǂǰƬƥىǍƢƼǋȐǳىƵƢǸǈǳơىǞǷىǖƥơǂǳơىƺǈǻ 6 

 ƺǈǻ 7ىǖƥơǂǳơىǞǷىƵƢǸǈǳơىśǷƾƼƬǈǸǴǳىƨǈǇƚŭƢƥىǖǬǧىǑǂǠǳƢƥىȁىǂȇǂƸƬǳơى

ƨǯǁƢǌŭơىǞǷىى–ǑǂǟىƩƢƥƢƴƬǇȏơىى–ƺǈǻىǖƥơǂǳơىƶǸǈȇىśǷƾƼƬǈǸǴǳىǑǂǠƥىȁىǂȇǂŢىƱƿȂǸǼǳơى)ىƨǧƢǓƛىƨǴƠǇȋơى
Ǻȇǂƻȏơ 8 
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ƱƿȂǸǼǳơ Ʃơƽơƾǟơ ǖƦǓ :  

ى.ىƱƿȂǸǼǳơىىȄǴǟƗىىƩơƽơƾǟơىىȄǴǟىǖǤǔǻى -1
 ƽƾŴىǺǷىƨȇƾǳىǪūơىĿىǲǷئىƱƿȂǸǼǳơى -2

ى)ȅƗىǎƼǋىƨȇƾǳىǕƢƦƫǁȏơى/ىǍƢƼǋȋơىĿىŖǈǇƚǷىǖǬǧى(ى
 ĿىƨǳƢƷىǁƢȈƬƻơىǍƢƼǋȋơىȆǫىŖǈǇƚǷىǖǬǧىǶȀȇƾǳىى -3

ƽǂǳơىǪƷىƾȇƾŢى/ىƤǳƢǘǳơىǶǇơىǲȈƴǈƫى)ىƾȇƾŢىƢǼǰŻى
 ơƿơىƵȂǸǈǷىƨƥƢƴƬǇƢƥىƧƾƷơȁىǲǰǳىƤǳƢǗىȁƗىǂưǯơى(ى.ى

 ǶƬȇىƾȇƾŢىǱȂƦǫىƨƥƢƴƬǇȏơىىǺǷىƩơǁƢȈƻىƨƥƢƴƬǇȏơى -4

 ƢȀƬǻơئىىǲǷئىƱƿȂǸǼǳơى.ىى/ىȁىƾȇƾŢىƺȇǁƢƫىƾƥئى

 ƽƾŴىǲǿىƾȇǂƫىǲȇƾƦƫىƨǴƠǇȋơىƖȈƟơȂǌǟىƣȐǘǴǳىى -5

ىȁىǎȈǐţىƨǳƢǇǁىǂǰǋىƾǼǟىǱƢǇǁơىƱƿȂǸǼǳơى
 .(ىƕى/ىǞǷىļƢȈǼŤىǮǳىǪȈǧȂƬǳƢƥى)ǂǰǋى
 ǄƳئىǵȐǟȏơىƽƾŴىǲǿىƾȇǂƫىǱƢǇǁơىǱƢǐȇƛىǺǷى -6

 ƾȇŐǳƢƥىśƦƴƬǈǸǴǳىȁىǮǴǐȇىǵȐǟơىƾȇŐǳƢƥىǲǰǳىƨƥƢƴƬǇơى.ىى

 

 ƲƟƢƬǼǳơ Ǒǂǟ    ĿForms :  

- ȁىىƱƿȂǸǼǳơئىƢǌǻƛىǺǷئىƢȀƬǻȏơىƾǠƥىىىƪǫȂǳơىǹƢƷى،ىǍƢƼǋȏơىǞǷىƱƿȂǸǼǳơىƨǯǁƢǌǷىȁىǾƥىƨǏƢŬơىƩơƽơƾǟȏơىǖƦǓ
ƽȁƽǂǳơىȁƗىىǑǂǠǳىƲƟƢƬǼǳơى،ىƶƬǨǻىƱƿȂǸǼǳơىƽơǂŭơىǑǂǟىƨƴƟƢƬǻى،ىĿىǄŪơئىȃȂǴǠǳơىƱƿȂǸǼǴǳىƽƾŴىƨǷȐǟىƤȇȂƦƫى

ƨƥƢƴƬǇȏơىىƽȁƽǂǳơىƽƾǟ(ىƱƿȂǸǼǳơىǱȂƷىƩƢǻƢȈƥىȁىƨȈǐȈƼǴƫىƩƢǷȂǴǠǷىƨȇƙǁىƢǼǰŻ،–ىىƨȈǳƢūơىƨǳƢūơىى-ىơ)ىƪǫȂǳىىى
ǦǴǷىĿىƽȁƽǂǳơىǦǴǷىƶƬǧىƢǼǰŻىȁExcel ى. 

ى
ى
ى
ى
ى
ى

12 



  

 

-  ǱơƚǇ ǲǰǳ ƩƢǻƢȈƦǳơ ƨƸǏ ǺǷ ǪǬƸƬǳơ   : 

ƪǫȂǳơىǩǂǤƬǈŭơىĿىىى-ȄǴǟىǲȈǏƢǨƫىƨȇƽǂǧىǲǰǳىƤȈƴƬǈǷى)ǶǇƗىƤȈƴƬǈŭơىىǝȐǗȌǳىىىǑǂǟƲƟƢƬǼǳơىǖǤǔǻىǁǃى
ى.ǶƬȇىǲǬǼƬǳơىśƥىƢũȏơئىǺǷىǱȐƻىǶȀǇȋơىǁơȂŝىǶǇƗىƤȈƴƬǈŭơىىǱƢǸǯơىƱƿȂǸǼǳơى(

ى

ى

ى

ى

ى

ى

ى

-  Ŀ ǶǰƸƬǳơ   : )ƽȁƽǂǳơ( ƩƢƥƢƴƬǇȋơ 

ى(ىىƨǼǷơǄǷىǲǯىƩƢƥƢƴƬǇȏơىǞǷىǦǼǐǷىƾȇƾƳى–ƢǌǻƛئىǕƢƦƫǁơى–ىƨǟƢƦǗىى–ىǥǀƷىƢǼǰŻىǶǰƸƬǳơىĿىىƩƢƥƢƴƬǇȏơىǺǷىƮȈƷى)ىى

 .ىىىىىىىىىىىىىىىىىىىىƾȇǄǷىǺǷىƩơǁƢȈŬơىىǖǤǔǻىƨǷȐǟىƤȇȂƦƫىƩƢƥƢƴƬǇȏơىĽىǖǤǔǻىى -

ى

ى

ى

ى

ى

ى

ى

ى
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ى

- ƸƬǳơىƢǼǰŻىƢǸǯىǰىǥǀƷ(ىƮȈƷىǺǷىȅƽǂǧىǲǰǌƥىƩƢƥƢƴƬǇȏơىĿىǶى–ىǖǤǔǳơىǱȐƻىǺǷىǮǳƿىȁى)ىƨǟƢƦǗىىىȄǴǟ
ىىىىىىىىىىىىىىىىىىىىƾȇǄǷىǺǷىƩơǁƢȈŬơىĽىǖǤǔǳơىȄǴǟىىǑǂǟىǁǃƲƟƢƬǼǳơىȁىǖǤǔǻىىىƨǷȐǟىƤȇȂƦƫىƩƢƥƢƴƬǇȏơى)ƽȁƽǂǳơى(

ى.

ى

ى

 

 

 

 

 

 

ǶƬȇىǲȈǸŢىǦǴǷىǲǈǯơىƩƢƥƢƴƬǇȌǳىىىىExcelىƶƬǧىĿىىƢǼǰŻىǙƢǨƬƷȏơىƨƼǈǼƥىǺǷىƲƟƢƬǼǳơىǖǤǔǳƢƥىȄǴǟى -
ىĿDowenloadsى

 

 

 

 

 

▪  ƩơȂǘƻ ءƢǌǻƛǁƢƦƬƻƗ  ƾȇƾƳ : 

 .ىىǺǷhttps://office.comىǱȐƻىǖƥơǂǳơىىىǱȂƻƾǳơϯϲϱىىȄǴǟىǞǫȂǷىىǆȈǧȁƗى .1

ىǺǷىƨǸƟƢǫىƩƢǬȈƦǘƬǳơى.ىىىىىىىىىىىىىىىىىىى   ǶƬȇFormsىǲȈƴǈƫىǱȂƻƾǳơىǵơƾƼƬǇƢƥىƪǻȂǯơىƧǁơǃȂǳơىȁىǁƢȈƬƻƗى- .2
ى ǖǤǔǻىǁƢƦƬƻƗىƾȇƾƳى. .3

  

 ƤƬǰǻىǹơȂǼǟىȁىǦǏȁىǁƢƦƬƻȏơىى.ى .4
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ى

 

ى

ى

ى

 ƨǜƷȐǷ:ى

 .ǥǂƷىƀǧǂƷ1000ىƾŞىȄǐǫƗىǹơȂǼǠǳơȁىȆǟǂǨǳơىǺǰŻىǹƗىǲǐȇىńƛىىىǺǷ90ىىǺǰŻǁƢƦƬƻȏơىǹƗىǹȂǰƬƫىƢũƗئى .5

 ǶƬȇىǚǨƷىǁƢƦƬƻȏơىƖȈƟƢǬǴƫىƢǼƯƗئىƨƟƢǌǻơى.ى .6

 

  ǱơƚǇ ƨǧƢǓƛ ƩơȂǘƻ : ǁƢƦƬƻȎǳى

   (.ىىƺȇǁƢƬǳơى-ǎǼǳơ-ǶȈȈǬƬǳơىىى-ȅǁƢȈƬƻơىىǝȂǻىǱơƚǈǳơى)ǁىƬƻơƢىىىىىىىىىىىىىىىىىىىىىىىǖǤǔǻى -1

 

 

 

ى
ى
 

ى
ى
ى
ى
ى

 

 .ى)ىƤƬǰǻىǱơƚǈǳơىȁىƩơǁƢȈŬơى(ىىىىىىىىىىىىǖǤǔǻىىǽơƽȏơىىǱȅǁƢȈƬƻơىىǝȂǻơƚǈǳơىىǁƢȈƬƻȍى .7
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1ϱ 



  

ى

o .ىىǁƢȈŬơىǁơȂŝىىىىىىىىىىىىىىىǖǤǔǻىǁƢȈƻىǥǀū 

ى
o ىىىƨǳƢǇǁىǁƢȀǛȍىىىىىىىىىىىǖǤǔǻىىƨƥƢƳȏơىƧǀǿىǹȁǁƢƬźىǺȇǀǴǳơىśƦƴƬǈǸǴǳى.ىىǁƢȈŬơىǵƢǷơ 

 

 

o ƾƸƬǳƾȇىىǖǤǔǻىƨƸȈƸǐǳơىƨƥƢƳȏơىȂǿىǁƢȈŬơى.ىىىىىىىىىىىىىىىىىىىىىىىىǁƢȈŬơىǵƢǷƗ 

 

o ى.ىǱơƚǈǳơىǲǨǇƗىىىىىىىىىىىىىىىىىىىىىىىىǖǤǔǻىƾȇƾƳىǁƢȈƻىƨǧƢǓȍ 

 

 

o ىǖǤǔǻىىƧƽƾǠƬǷىƩƢƥƢƳƜƥىƵƢǸǈǳơىىىىىىى .ىىىىىىىىىىىىىىىىىى. 

 

o ǖǤǔǻىŅƢƬǳơىǱơƚǈǴǳىǱƢǬƬǻȏơىǺǰŻȏىȁىƨƬƥƢƳơىƣȂǴǘǷىǱơƚǈǳơىƾȇƾƸƬǳىىىىىىىىىىىىىىىىىىىىىىىى. 

 
 

o .ىىىىىىىىىىىىىىƨƳǁƾǳơىƤƬǰǻىǱơƚǈǴǳىƨƳǁƽىƾȇƾƸƬǳ ىىىىىىى. 

 

o ىǖǤǔǻىƩơǁƢȈŬơىǺǷىƾȇǄǸǴǳىىىىىىىىىىىىىىƨǸƟƢǫىǂȀǜƫ. 
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ى

ى

ى

ى

ى

ى
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8. ǁƢȈƬƻƗىǶƬȇىىƩơƽơƾǟơىىǖƦǓىȁىƨǴƠǇȏơǁƢƦƬƻȏơىىƩơȂǘƻىĿىƨƷǂǋىǪƦǇىƢǸǯىƨƬǯǁƢǌǷىȁىىƨƬǼȇƢǠǷىȁىƨǬȈǈǼƫىȁ
ƱƿȂŶئىƢǌǻơىىƢȀƸƦƸǐƫȁىƢȀƬǠƳơǂǷىǶƬȇىƨȈǳƢǬŭơىƨǴƠǇȏơىǹơىƨǜƷȐǷىǞǷ(ىىىƢđىƨǏƢŬơىǕƢǬǼǳơىǞǓȁȁىǶǴǠŭơىǪȇǂǗىǺǟ

ƣȐǘǴǳىƩƢƳǁƾǳơىǝƢƳǁơȁىىىى. 

ى

ىƨǜƷȐǷى:ى
ǲȇȂƸƬǳىىAr )ىƤƬǰǻىىǵȂǬǻىŚȈǤƬƥىƨǤǳىƶǨǐƬŭơىȁơىǺǟىǪȇǂǗىǖƥơǂǳơىȆǴǟơىƧǀǧƢǼǳơىىǲȇȂƸƬǳFormsىƨǤǳىǪȈƦǘƫىى .9

 .ىىǲȇȂƸƬǳىǪȈƦǘƬǳơىƨǤǴǳىƨȇǄȈǴųȍơى(ى ǪȈƦǘƬǳơEnىƨǤǴǳىƨȈƥǂǠǳơى/ىƤƬǰǻى

ى

ى

ى

ى

ى

   
ى

ىƨǨȈǛȂǳơىىȄǸǈŭơى
ǲȇƾƦƫىƤȈƫǂƫىƩơǁƢȈŬơىى

ىơǂƳȍئىǲȇƾƦƫىȆƟơȂǌǟىƩǁƢȈƼǴǳىȆƟơȂǌǟى

ىǁƢȀǛȍىƩơǁƢȈŬơىƨǸƟƢǬǯىǾǳƾǈǼǷىƨǸƟƢǬǳơىƨǳƾǈǼŭơى

ƨƥƢƬǯىƩȏƽƢǠŭơىƨȈǓƢȇǂǳơىƨǳȂȀǈƥىىȁىǁƢȀǛơىƨǸƟƢǫىǃȂǷǂǳƢƥىىىƩƢȈǓƢȇǁى
ىƨȈǓƢȇǂǳơى

ىƨǧƢǓȍىǹơȂǼǟىȆǟǂǧىǱơƚǈǴǳىǹơȂǼǟىȆǟǂǧى

1ϳ 



 

 
 

 
 

ƾǠƥ Ǻǟ ǶȈǴǠƬǳơ Ŀ ƧƾǻƢǈŭơ ƩƢǬȈƦǘƬǳơ ȁ ǄǸȈƫ ǪȈƦǘƫ ǦȈǛȂƫ ȁ ǵơƾƼƬǇơ ȄǴǟ śǸǴǠŭơ ȁ śȀƳȂŭơ ǲȈǿƘƬǳ ƪǧȂǇȂǼǰƫ ǝȁǂǌǷ 
 

  ƪȇȂǯ-  ƪǧȂǇȂǼǰƫ Kuwait TechnoSoft 
 

 śǸǴǠŭơ ȁ śȀƳȂŭơ ǲȈǿƘƬǳ ƪǧȂǇȂǼǰƫ ǝȁǂǌǷ 

 

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

 ǲǸǟ ƨǫǁȁ  ϰ   :         ءƢǌǻƛ  ƱƿȂŶ  ǁƢƦƬƻơ  Ŀ        Forms 
 

-  ǵơƾƼƬǇƢƥƱƿƢǸǼǳơ  Forms  ǺǰŻ ئƢǌǻƛ ƩơȁƽƗ ǶȈȈǬƫ ƩơǁƢƦƬƻơȁ ǞǷ  ƣƢǈƬƷơȁ ȆƟƢǬǴƬǳơ ƶȈƸǐƬǳơ ǲȈǠǨƫ
ǲȈǴŢ ȄǴǟ ǝȐǗȏơȁ ،ƩƢƳǁƾǳơ .ƩƢƥƢƳȍơ ƨǟƢƦǗȁ ǂǌǻȁ ،ƩƢƥƢƳȎǳ ȆǷȂǇǁȁ ȆǸǫǁ ȆƟƢǐƷƛ 

 

 
 ƣȂǴǘŭơ(  ǹƢƬƳǁƽ ǱơƚǇ ǲǰǳ )  

ƩƢǜƷȐǷ   
▪ ƱƿƢǸǼǳơ ǵơƾƼƬǇƢƥ   Forms ƞǌǻƗ ǁƢƦƬƻơ ƾȇƾƳ   ǶǇƢƥ )ǁƢƦƬƻơ Śǐǫ  ( 

1.  ƨȈƸȈǓȂƫ ƧǁȂǏ Ǳơƚǈǳơ ǞǷ Ǫǧǂȇȁ ،ƽƾǠƬǷ ǺǷ ǁƢȈƬƻơ ǱơƚǇ 

ƾǼǟ ƣȐǘǴǳ ǂȀǜƫ ƨȈǐǻ ǲƟƢǇǁ ƨƠǗƢŬơ ƩƢƥƢƳȍơ ǲǨǇƗ ǦǓƗ   ƢǿǁƢȈƬƻơ
. 

 ǞǷ Ƶǂǋ ȂȇƾȈǧ ǞǓȁ ǺǰŻ : ǚƷȏǱơƚǈǳơ 
ƨƸȈƸǏ ƧƾƷơȁ ƨƥƢƳƛ ƽƾƷ 

 ƨȈǐǼǳơ ƨǳƢǇǂǳơ ǲǠƳơƠǗƢŬơ ƨƥƢƳȎǳ Ǿ ) ǮƬƥƢƳơ ǞƳơǁ ( 

2.  ǱơƚǇ  Ȇǐǻ ƤǴǘƬȇ  ƨȈǐǻ ƨƥƢƳƛ  ƧŚǐǫ  ǱƢưǷ(  ǲǸǯƗ–  ȆǸǴǟ ȄǸǈǷ -   łơ .... ƨǳƽƢǠǷ ƲƫƢǻ ) 

3. ƨȈǸǫǁ ƨƥƢƳƛ ƱƢƬŹ ǱơƚǇ ƨǷƾƼƬǈŭơ ǵƢǫǁȋơ ȄǴǟ ƽȂȈǫ ǞǓȁ ǞǷ 

 
  ƢǻƾȈǇ ȄǴǟ ȆƷȂǳơ ǱǄǻ :ǱƢưǷ ... ǂǸǟ Ŀ Ȃǿȁ ƾǸŰ 

 ƨƸȈƸǐǳơ ƨƥƢƳȋơϰϬ  śƥ (  ƽȂȈǬǳơ :ϭ  ńơϲϬ  ) 

4. ƨǴȇȂǗ ƨȈǐǻ ƨƥƢƳƛ ƱƢƬŹ ŅƢǬǷ ǱơƚǇ   ǵȐƬǇơ ƾǠƥ ǮǈǨǼƥ Ǳơƚǈǳơ ơǀǿ ǶȈȈǬƫ ǮȈǴǟ ƤƳȂƬȈǇ ǾǻƗ ǂǯǀƫ 
ƩƢƥƢƳȍơ 

5.   ƺȇǁƢƬǳơ ǱƢƻƽơ ƤǴǘƬȇ ǱơƚǇ 

( ƩƢƥƢƳȍơ ǵȐƬǇơ ƾǠƥ ǮǈǨǼƥ Ǳơƚǈǳơ ơǀǿ ǶȈȈǬƫ ǮȈǴǟ ƤƳȂƬȈǇ ǂǯǀƫ  ) 

 ƨȈƥǂǠǳơ Ǳȁƾǳơ ƨǠǷƢŪ ƪȇȂǰǳơ ǵƢǸǔǻơ ƺȇǁƢƫ:ǱƢưǷ 
-  ƨȇǂƴŮơ ǂȀǋȋƢƥ ƨǷƢǻǃǂǳơ ǂȀǜƫ ƨȈƥǂǠǳơ ƶǨǐƬŭơ ƨǤǳ ƪǻƢǯ ơƿơ 

-  ƶǨǐƬŭơ ƨǤǳ ƪǻƢǯ ơƿơ ƨȇƽȐȈŭơ ǂȀǋȋƢƥ ƨǷƢǻǃǂǳơ ǂȀǜƫ
  ƨȇǄȈǴųȍơ 

 

6.  ƱƿȂǸǼǳơ Ʃơƽơƾǟơ ǖƦǓơ– ŖǈǇƚǷ Ŀ ǖǬǧ ǍƢƼǋȐǳ ƵƢǸǈǳơ    ƨƥƢƳȋƢƥ
  ǁƢƦƬƻȏơ ȄǴǟ 

7.  ȄǴǟ ƱƿȂǸǼǳơ ǖƥơǁ ǭǁƢǋ( ǲǸǠǳơ ƨǫǁȁ ǪȈƦǘƫ ƨǠƥƢƬǷ ƧƢǼǫϰ ) 

 
 

 ( ǲǸǟ ƨǫǁȁ ƨǠƥƢƬǷ  ƧƢǼǫϰ ) 
: ǱƢưǷ ƪǧȂǇȂǼǰƫ (–  ȂƥǁƾǷƨȈƥǂǠǳơ ƨǤǴǳơ ) 

 
 

8. ǺȇƢǟ ƽȁƽǂǳơ ƩƢƥƢƴƬǇȏơȁ  Ŗǳơ ƪǴǏȁ ǺǷ ƣȐǘǳơ ƩơǁƢƦƬƻȏơ Ŀ 

9. ǥǂǠƫ ȄǴǟ ǖǇȂƬǷ ƩƢƳǁƽ  ƣȐǘǳơ 

10. ǞƳơǁ ƩƢƥƢƳƛ ǒǠƥ ،ƣȐǘǳơ ǂǯǀƫȁ ƶȈƸǐƫ  Ǳơƚǈǳơ ȆǐǼǳơ ƾǏǁȁ  ǾƬƳǁƽ 

 

 

 
 - ǲǸǠǳơ ƨǫǁ ȁ ǀȈǨǼƫ ȂȇƾȈǧ ƧƾǿƢǌŭ ǖƥơǂǳơ ȄǴǟ ǖǤǓơ https://www.youtube.com/watch?v=ev6M27IcS4U&feature=youtu.be 

 

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

  -   ƪǧȂǇȂǼǰƫ Ŀ ƩơƾƴƬǈŭơ ƭƾƷơ ȄǴǟ ǞǴǘǷ ȄǬƦƬǳ ȆǟƢǸƬƳȏơ ǲǏơȂƬǳơ ƩơȂǼǫ Ŀ ǭơǂƬǋȏơ  . 

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

