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ɸʅʅʆʊɸʎʀʗ 
 

 

ʅʘʩʪʦʷʱʠʡ ʜʦʢʫʤʝʥʪ ʦʧʠʩʳʚʘʝʪ ʧʨʦʮʝʩʩ ʫʩʪʘʥʦʚʢʠ ʠ ʠʥʩʪʨʫʢʮʠʠ ʧʦ 

ʠʩʧʦʣʴʟʦʚʘʥʠʶ ʤʦʜʫʣʷ Tumar OCSP (ʜʘʣʝʝ ʧʦ ʪʝʢʩʪʫ ʄʦʜʫʣʴ) ʜʣʷ ʧʨʦʚʝʨʢʠ ʵʣʝʢʪʨʦʥʥʦʡ 

ʮʠʬʨʦʚʦʡ ʧʦʜʧʠʩʠ (ʕʎʇ) ʚ ʦʬʠʩʥʳʭ ʧʘʢʝʪʘʭ MS Office, ʩ ʠʩʧʦʣʴʟʦʚʘʥʠʝʤ ʦʧʝʨʘʪʠʚʥʦʡ 

ʧʨʦʚʝʨʢʠ ʩʪʘʪʫʩʘ ʨʝʛʠʩʪʨʘʮʠʦʥʥʦʛʦ ʩʚʠʜʝʪʝʣʴʩʪʚʘ ʥʘ ʩʝʨʚʝʨʝ OCSP (Online Certificate 

Status Protocol). 

ʇʆ çTumar OCSPè ʧʨʝʜʥʘʟʥʘʯʝʥʦ ʜʣʷ ʠʩʧʦʣʴʟʦʚʘʥʠʷ ʩʦʚʤʝʩʪʥʦ ʩʦ ʩʨʝʜʩʪʚʦʤ 

ʢʨʠʧʪʦʛʨʘʬʠʯʝʩʢʦʡ ʟʘʱʠʪʳ ʠʥʬʦʨʤʘʮʠʠ çʊʫʤʘʨCSPè.  

ɼʦʢʫʤʝʥʪ ʧʨʝʜʥʘʟʥʘʯʝʥ ʜʣʷ ʧʦʣʴʟʦʚʘʪʝʣʝʡ ʧʨʦʛʨʘʤʤʳ. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

ɺʩʝ ʧʨʘʚʘ ʥʘ ʧʨʦʛʨʘʤʤʥʦʝ ʦʙʝʩʧʝʯʝʥʠʝ ʧʨʠʥʘʜʣʝʞʘʪ ʊʆʆ ʅʀʃ çɻʘʤʤʘ ʊʝʭʥʦʣʦʛʠʠè ʠ 

ʥʝ ʤʦʛʫʪ ʙʳʪʴ ʧʦʣʥʦʩʪʴʶ ʠʣʠ ʯʘʩʪʠʯʥʦ ʚʦʩʧʨʦʠʟʚʝʜʝʥʳ, ʪʠʨʘʞʠʨʦʚʘʥʳ ʠ ʨʘʩʧʨʦʩʪʨʘʥʝʥʳ ʙʝʟ 

ʨʘʟʨʝʰʝʥʠʷ ʂʦʤʧʘʥʠʠ.  



TumarOCSP ï ʀʩʧʦʣʴʟʦʚʘʥʠʝ ʮʠʬʨʦʚʦʡ ʧʦʜʧʠʩʠ ʚ ʜʦʢʫʤʝʥʪʘʭ MS Office                                              3 

 

ʆɻʃɸɺʃɽʅʀɽ 

 

1 ʊʨʝʙʦʚʘʥʠʷ ʢ ʧʨʦʛʨʘʤʤʥʦʤʫ ʦʙʝʩʧʝʯʝʥʠʶ ......................................................................... 4 

1.1 ..... ʇʦʜʜʝʨʞʠʚʘʝʤʳʝ ʆʉ .................................................................................................... 4 

1.2 ʇʦʜʜʝʨʞʠʚʘʝʤʳʝ ʚʝʨʩʠʠ MS Office ........................................................................... 4 

1.3 ʇʦʜʜʝʨʞʠʚʘʝʤʳʝ ʚʝʨʩʠʠ Tumar CSP ....................................................................... 4 

1.4 ʇʦʜʜʝʨʞʠʚʘʝʤʳʝ ʧʨʦʪʦʢʦʣʳ ʨʘʙʦʪʳ ʩʦ ʩʣʫʞʙʦʡ OCSP ...................................... 4 

1.5 ʆʛʨʘʥʠʯʝʥʠʷ ʨʘʙʦʪʳ ʧʨʦʛʨʘʤʤʳ ʧʨʠ ʨʘʙʦʪʝ ʩ ʕʎʇ ............................................ 6 

2 ʋʩʪʘʥʦʚʢʘ ʠ ʥʘʩʪʨʦʡʢʘ ʧʨʦʛʨʘʤʤʳ ................................................................................. 7 

2.1 ʋʩʪʘʥʦʚʢʘ ʧʨʦʛʨʘʤʤʳ ................................................................................................. 7 

2.2 ʅʘʩʪʨʦʡʢʘ ʢʣʶʯʝʚʦʛʦ ʢʦʥʪʝʡʥʝʨʘ ʚ ʢʦʥʬʠʛʫʨʘʪʦʨʝ  TumarCSP ....................... 7 

2.3 ʇʨʦʚʝʨʢʘ ʥʘʣʠʯʠʷ ʩʝʨʪʠʬʠʢʘʪʘ ʚ ʭʨʘʥʠʣʠʱʝ ..................................................... 10 

3 ʈʘʙʦʪʘ ʧʨʦʛʨʘʤʤʳ ʚ Microsoft  Office Word  2003 ........................................................ 14 

3.1 ʅʘʩʪʨʦʡʢʘ Microsoft  Office Word  2003 ʠ ʜʦʙʘʚʣʝʥʠʝ ʕʎʇ ................................ 14 

3.2 ʇʨʦʚʝʨʢʘ ʕʎʇ ʧʨʠ ʧʦʣʫʯʝʥʠʠ ʜʦʢʫʤʝʥʪʘ ............................................................ 16 

3.3 ʀʟʤʝʥʝʥʠʝ ʜʦʢʫʤʝʥʪʘ, ʩʦʜʝʨʞʘʱʝʛʦ ʕʎʇ ............................................................. 17 

3.4 ʋʜʘʣʝʥʠʝ ʕʎʇ ʠʟ ʜʦʢʫʤʝʥʪʘ .................................................................................... 17 

4 ʈʘʙʦʪʘ ʧʨʦʛʨʘʤʤʳ ʚ  Microsoft  Office Word  2007 ....................................................... 18 

4.1 ʅʘʩʪʨʦʡʢʘ Microsoft  Office Word  2007 ʠ ʜʦʙʘʚʣʝʥʠʝ ʕʎʇ ................................ 18 

4.2 ʇʨʦʚʝʨʢʘ ʕʎʇ ʧʨʠ ʧʦʣʫʯʝʥʠʠ ʜʦʢʫʤʝʥʪʘ ............................................................ 20 

4.3 ʋʜʘʣʝʥʠʝ ʕʎʇ ............................................................................................................. 23 

4.4 ʀʟʤʝʥʝʥʠʝ ʜʦʢʫʤʝʥʪʘ, ʩʦʜʝʨʞʘʱʝʛʦ ʕʎʇ ............................................................. 23 

5 ʈʘʙʦʪʘ ʧʨʦʛʨʘʤʤʳ ʚ Microsoft Office Excel  2003 ......................................................... 24 

5.1 ʅʘʩʪʨʦʡʢʘ Microsoft  Office Excel  2003 ʠ ʜʦʙʘʚʣʝʥʠʝ ʕʎʇ................................. 24 

5.2 ʇʨʦʚʝʨʢʘ ʕʎʇ ʧʨʠ ʧʦʣʫʯʝʥʠʠ ʜʦʢʫʤʝʥʪʘ ............................................................ 26 

5.3 ʀʟʤʝʥʝʥʠʝ ʜʦʢʫʤʝʥʪʘ, ʩʦʜʝʨʞʘʱʝʛʦ ʕʎʇ ............................................................. 27 

5.4 ʋʜʘʣʝʥʠʝ ʕʎʇ ʠʟ ʜʦʢʫʤʝʥʪʘ .................................................................................... 27 

6 ʈʘʙʦʪʘ ʧʨʦʛʨʘʤʤʳ ʚ Microsoft Office Excel  2007 ......................................................... 28 

6.1 ʅʘʩʪʨʦʡʢʘ Microsoft  Office Excel 2007 ʠ ʜʦʙʘʚʣʝʥʠʝ ʕʎʇ.................................. 28 

6.2 ʇʨʦʚʝʨʢʘ ʕʎʇ ʧʨʠ ʧʦʣʫʯʝʥʠʠ ʜʦʢʫʤʝʥʪʘ ............................................................ 30 

6.3 ʋʜʘʣʝʥʠʝ ʕʎʇ ............................................................................................................. 33 

6.4 ʀʟʤʝʥʝʥʠʝ ʜʦʢʫʤʝʥʪʘ, ʩʦʜʝʨʞʘʱʝʛʦ ʕʎʇ ............................................................. 33 

ʇʨʠʣʦʞʝʥʠʝ A ............................................................................................................................ 34 

ʇʨʠʣʦʞʝʥʠʝ ɹ ............................................................................................................................. 35 

 

 

 

 



TumarOCSP ï ʀʩʧʦʣʴʟʦʚʘʥʠʝ ʮʠʬʨʦʚʦʡ ʧʦʜʧʠʩʠ ʚ ʜʦʢʫʤʝʥʪʘʭ MS Office                                              4 

 

1 ʊʨʝʙʦʚʘʥʠʷ ʢ ʧʨʦʛʨʘʤʤʥʦʤʫ ʦʙʝʩʧʝʯʝʥʠʶ 

 

1.1 ʇʦʜʜʝʨʞʠʚʘʝʤʳʝ ʆʉ 

 

çTumar OCSPè ʧʨʝʜʥʘʟʥʘʯʝʥ ʜʣʷ ʬʫʥʢʮʠʦʥʠʨʦʚʘʥʠʷ ʚ ʩʣʝʜʫʶʱʠʭ ʆʉ:  

 Microsoft Windows XP ʚʩʝʭ ʚʘʨʠʘʥʪʦʚ ʠʩʧʦʣʥʝʥʠʷ (ʚ ʪʦʤ ʯʠʩʣʝ ʜʣʷ 

ʘʨʭʠʪʝʢʪʫʨ x64), ʢʘʢ ʘʥʛʣʦʷʟʳʯʥʳʭ, ʪʘʢ ʠ ʣʦʢʘʣʠʟʦʚʘʥʥʳʭ, ʩ ʫʩʪʘʥʦʚʣʝʥʥʳʤ 

ʧʘʢʝʪʦʤ ʦʙʥʦʚʣʝʥʠʷ Service Pack 2 ʠ ʚʳʰʝ;  

 Microsoft Windows 2003 ʚʩʝʭ ʚʘʨʠʘʥʪʦʚ ʠʩʧʦʣʥʝʥʠʷ (ʚ ʪʦʤ ʯʠʩʣʝ ʜʣʷ 

ʘʨʭʠʪʝʢʪʫʨ x64), ʢʘʢ ʘʥʛʣʦʷʟʳʯʥʳʭ, ʪʘʢ ʠ ʣʦʢʘʣʠʟʦʚʘʥʥʳʭ, ʩ ʫʩʪʘʥʦʚʣʝʥʥʳʤ 

ʧʘʢʝʪʦʤ ʦʙʥʦʚʣʝʥʠʷ Service Pack 2 ʠ ʚʳʰʝ;  

 Microsoft Windows Server 2008 ʚʩʝʭ ʚʘʨʠʘʥʪʦʚ ʠʩʧʦʣʥʝʥʠʷ (ʚ ʪʦʤ ʯʠʩʣʝ ʜʣʷ 

ʘʨʭʠʪʝʢʪʫʨ x64), ʢʘʢ ʘʥʛʣʦʷʟʳʯʥʳʭ, ʪʘʢ ʠ ʣʦʢʘʣʠʟʦʚʘʥʥʳʭ;  

 Microsoft Windows Vista (ʚ ʪʦʤ ʯʠʩʣʝ ʜʣʷ ʘʨʭʠʪʝʢʪʫʨʳ x64), ʢʘʢ 

ʘʥʛʣʦʷʟʳʯʥʳʭ, ʪʘʢ ʠ ʣʦʢʘʣʠʟʦʚʘʥʥʳʭ.  

 Microsoft Windows Seven (ʚ ʪʦʤ ʯʠʩʣʝ ʜʣʷ ʘʨʭʠʪʝʢʪʫʨʳ x64), ʢʘʢ 

ʘʥʛʣʦʷʟʳʯʥʳʭ, ʪʘʢ ʠ ʣʦʢʘʣʠʟʦʚʘʥʥʳʭ.  

 

1.2 ʇʦʜʜʝʨʞʠʚʘʝʤʳʝ ʚʝʨʩʠʠ MS Office 

 

 Microsoft Office 2003 (Word, Excel) 

 Microsoft Office 2007 (Word, Excel) 

 

1.3 ʇʦʜʜʝʨʞʠʚʘʝʤʳʝ ʚʝʨʩʠʠ Tumar CSP 

 

 TumarCSP 4.x 

 TumarCSP 5.x 

 

1.4 ʇʦʜʜʝʨʞʠʚʘʝʤʳʝ ʧʨʦʪʦʢʦʣʳ ʨʘʙʦʪʳ ʩʦ ʩʣʫʞʙʦʡ OCSP 

 

ɺʳʟʦʚ ʦʢʥʘ ʜʣʷ ʧʨʦʩʤʦʪʨʘ ʧʦʣʝʡ ʩʝʨʪʠʬʠʢʘʪʘ ʦʩʫʱʝʩʪʚʣʷʝʪʩʷ ʧʨʠ ʜʚʦʡʥʦʤ ʥʘʞʘʪʠʠ 

ʥʘ ʟʥʘʯʦʢ ʩʝʨʪʠʬʠʢʘʪʘ ï ʚ ʦʪʢʨʳʚʰʝʤʩʷ ʦʢʥʝ ʉʝʨʪʠʬʠʢʘʪ ʧʝʨʝʡʪʠ ʥʘ  ʚʢʣʘʜʢʫ  ʉʦʩʪʘʚ. 

 

ʆʙʷʟʘʪʝʣʴʥʳʤ ʢʨʠʪʝʨʠʝʤ ʜʣʷ ʨʘʙʦʪʳ ʩ ʩʝʨʚʝʨʦʤ OCSP ʷʚʣʷʝʪʩʷ ʥʘʣʠʯʠʝ ʭʦʪʷ ʙʳ 

ʦʜʥʦʛʦ ʠʟ ʩʣʝʜʫʶʱʠʭ ʧʦʣʝʡ ʚ ʩʦʩʪʘʚʝ ʩʝʨʪʠʬʠʢʘʪʘ: 

1. ʊʦʯʢʘ ʨʘʩʧʨʦʩʪʨʘʥʝʥʠʷ ʩʧʠʩʢʘ ʦʪʟʳʚʘ (CRL) ï ʩʤ. ʨʠʩ. 1.4.1. 

 ɿʥʘʯʝʥʠʝʤ ʧʦʣʷ ʜʦʣʞʝʥ ʙʳʪʴ URL ʢ ʩʣʫʞʙʝ OCSP ʧʦ ʧʨʦʪʦʢʦʣʫ HTTP. 

(ɼʣʷ ʘʥʛʣʦʷʟʳʯʥʦʡ ʚʝʨʩʠʠ WINDOWS ʧʦʣʝ ʥʘʟʳʚʘʝʪʩʷ CRL Distribution 

Point). 
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ʈʠʩʫʥʦʢ 1.4.1 ï ɿʥʘʯʝʥʠʝ ʧʦʣʷ URL ʢ ʩʣʫʞʙʝ OCSP ʧʦ ʧʨʦʪʦʢʦʣʫ HTTP 

 

2.  ɼʦʩʪʫʧ ʢ ʠʥʬʦʨʤʘʮʠʠ ʦ ʮʝʥʪʨʘʭ ʩʝʨʪʠʬʠʢʘʮʠʠ ï ʩʤ. ʨʠʩ. 1.4.2-1.4.4: 

 ɿʥʘʯʝʥʠʝʤ ʧʦʣʷ ʜʦʣʞʝʥ ʙʳʪʴ URL ʢ ʩʣʫʞʙʝ OCSP ʧʦ ʧʨʦʪʦʢʦʣʘʤ LDAP, 

TCP ʣʠʙʦ HTTP: 

    (ɼʣʷ ʘʥʛʣʦʷʟʳʯʥʦʡ ʚʝʨʩʠʠ WINDOWS ʧʦʣʝ ʥʘʟʳʚʘʝʪʩʷ Authority 

Information Access). 

 

 
ʈʠʩʫʥʦʢ 1.4.2 ï ɿʥʘʯʝʥʠʝ ʧʦʣʷ URL ʢ ʩʣʫʞʙʝ OCSP ʧʦ ʧʨʦʪʦʢʦʣʫ TCP 

 

 
ʈʠʩʫʥʦʢ 1.4.3 ï ɿʥʘʯʝʥʠʝ ʧʦʣʷ URL ʢ ʩʣʫʞʙʝ OCSP ʧʦ ʧʨʦʪʦʢʦʣʫ HTTP 

 

 
ʈʠʩʫʥʦʢ 1.4.4 ï ɿʥʘʯʝʥʠʝ ʧʦʣʷ URL ʢ ʩʣʫʞʙʝ OCSP ʧʦ ʧʨʦʪʦʢʦʣʫ LDAP 

 

ʇʨʠ ʧʨʦʚʝʨʢʝ ʧʦʜʧʠʩʠ ʧʦʜ ʜʦʢʫʤʝʥʪʦʤ ʚʦʟʤʦʞʥʳ ʩʣʫʯʘʠ, ʢʦʛʜʘ: 

 ʩʝʨʪʠʬʠʢʘʪ ʧʦʣʴʟʦʚʘʪʝʣʷ,  ʧʦʜʧʠʩʘʚʰʠʡ ʜʦʢʫʤʝʥʪ, ʜʝʡʩʪʚʠʪʝʣʝʥ ï ʩʤ. 

ʨʠʩ. 1.4.5  

 ʩʝʨʪʠʬʠʢʘʪ ʧʦʣʴʟʦʚʘʪʝʣʷ,  ʧʦʜʧʠʩʘʚʰʠʡ ʜʦʢʫʤʝʥʪ, ʦʪʦʟʚʘʥ ï ʚ ʵʪʦʤ 

ʩʣʫʯʘʝ ʩʝʨʪʠʬʠʢʘʪ ʧʦʣʴʟʦʚʘʪʝʣʷ ʙʫʜʝʪ ʦʪʦʙʨʘʞʘʪʴʩʷ ʩʦ  ʟʥʘʯʢʦʤ  
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ʈʠʩʫʥʦʢ 1.4.5 ï ʆʢʥʦ ʩʚʦʡʩʪʚ ʩʝʨʪʠʬʠʢʘʪʘ 

 

1.5 ʆʛʨʘʥʠʯʝʥʠʷ ʨʘʙʦʪʳ ʧʨʦʛʨʘʤʤʳ ʧʨʠ ʨʘʙʦʪʝ ʩ ʕʎʇ 

 

MS Word : 

ɺ ʩʚʷʟʠ ʩ ʠʟʤʝʥʝʥʠʝʤ ʬʦʨʤʘʪʘ ʚ MS Word 2007 ʧʦ ʩʨʘʚʥʝʥʠʶ ʩ MS Word 2003 ʠ 

ʜʣʷ ʠʩʢʣʶʯʝʥʠʷ ʚʦʟʤʦʞʥʳʭ ʧʨʦʙʣʝʤ ʧʨʦʚʝʨʢʠ ʕʎʇ ʜʦʢʫʤʝʥʪʘ, ʥʝʦʙʭʦʜʠʤʦ 

ʦʩʫʱʝʩʪʚʣʷʪʴ ʧʨʦʚʝʨʢʫ ʕʎʇ ʚ ʪʦʤ ʞʝ ʬʦʨʤʘʪʝ, ʚ ʢʘʢʦʤ  ʙʳʣ ʩʦʟʜʘʥ ʜʦʢʫʤʝʥʪ.  

ɺ ʩʣʫʯʘʝ ʧʨʦʚʝʨʢʠ ʕʎʇ  ʜʦʢʫʤʝʥʪʘ, ʧʦʜʧʠʩʘʥʥʦʛʦ MS Word 2007, ʘ ʧʨʦʚʝʨʷʝʤʦʛʦ  

ʚ MS Word 2003 ï ʙʫʜʝʪ ʚʳʚʝʜʝʥʘ ʦʰʠʙʢʘ. 

ɺ ʩʣʫʯʘʝ ʧʨʦʚʝʨʢʠ ʕʎʇ  ʜʦʢʫʤʝʥʪʘ, ʧʦʜʧʠʩʘʥʥʦʛʦ MS Word 2003, ʘ ʧʨʦʚʝʨʷʝʤʦʛʦ  

ʚ MS Word 2007 ï ʧʦʜʧʠʩʴ ʜʦʢʫʤʝʥʪʘ ʨʘʩʧʦʟʥʘʚʘʪʴʩʷ ʥʝ ʙʫʜʝʪ. 

 

MS Excel: 

ɺ ʩʚʷʟʠ ʩ ʠʟʤʝʥʝʥʠʝʤ ʬʦʨʤʘʪʘ ʚ MS Excel 2007 ʧʦ ʩʨʘʚʥʝʥʠʶ ʩ MS Excel 2003 ʠ 

ʜʣʷ ʠʩʢʣʶʯʝʥʠʷ ʚʦʟʤʦʞʥʳʭ ʧʨʦʙʣʝʤ ʧʨʦʚʝʨʢʠ ʕʎʇ ʜʦʢʫʤʝʥʪʘ, ʥʝʦʙʭʦʜʠʤʦ 

ʦʩʫʱʝʩʪʚʣʷʪʴ ʧʨʦʚʝʨʢʫ ʕʎʇ ʚ ʪʦʤ ʞʝ ʬʦʨʤʘʪʝ, ʚ ʢʘʢʦʤ  ʙʳʣ ʩʦʟʜʘʥ ʜʦʢʫʤʝʥʪ.  

ɺ ʩʣʫʯʘʝ ʧʨʦʚʝʨʢʠ ʕʎʇ  ʜʦʢʫʤʝʥʪʘ, ʧʦʜʧʠʩʘʥʥʦʛʦ MS Excel 2007, ʘ ʧʨʦʚʝʨʷʝʤʦʛʦ  

ʚ MS Excel 2003 ï ʙʫʜʝʪ ʚʳʚʝʜʝʥʘ ʦʰʠʙʢʘ. 

ɺ ʩʣʫʯʘʝ ʧʨʦʚʝʨʢʠ ʕʎʇ  ʜʦʢʫʤʝʥʪʘ, ʧʦʜʧʠʩʘʥʥʦʛʦ MS Excel 2003, ʘ ʧʨʦʚʝʨʷʝʤʦʛʦ  

ʚ MS Excel 2007 ï ʧʦʜʧʠʩʴ ʜʦʢʫʤʝʥʪʘ ʨʘʩʧʦʟʥʘʚʘʪʴʩʷ ʥʝ ʙʫʜʝʪ. 
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2 ʋʩʪʘʥʦʚʢʘ ʠ ʥʘʩʪʨʦʡʢʘ ʧʨʦʛʨʘʤʤʳ 

 

2.1 ʋʩʪʘʥʦʚʢʘ ʧʨʦʛʨʘʤʤʳ  

 

ʋʩʪʘʥʦʚʠʪʴ ʇʆ çʊumar OCSPè, ʟʘʧʫʩʪʠʚ ʠʩʧʦʣʥʠʤʳʡ ʬʘʡʣ SetupTumarOcsp.exe, 

ʨʘʩʧʦʣʦʞʝʥʥʳʡ ʥʘ ʜʠʩʪʨʠʙʫʪʠʚʥʦʤ ʢʦʤʧʘʢʪ-ʜʠʩʢʝ. ʋʩʪʘʥʦʚʢʘ ʩʦʧʨʦʚʦʞʜʘʝʪʩʷ ʤʘʩʪʝʨʦʤ 

ï ʩʣʝʜʫʡʪʝ ʝʛʦ ʫʢʘʟʘʥʠʷʤ ï ʩʤ. ʨʠʩ. 2.1.2. 

 

 
ʈʠʩʫʥʦʢ 2.1.2 ï ʄʘʩʪʝʨ ʫʩʪʘʥʦʚʢʠ çʊumar OCSPè 

 

2.2  ʅʘʩʪʨʦʡʢʘ ʢʣʶʯʝʚʦʛʦ ʢʦʥʪʝʡʥʝʨʘ ʚ ʢʦʥʬʠʛʫʨʘʪʦʨʝ  TumarCSP 

 

 ʇʨʝʜʚʘʨʠʪʝʣʴʥʦ ʧʦʣʫʯʠʪʴ ʚ ʋʜʦʩʪʦʚʝʨʷʶʱʝʤ ʎʝʥʪʨʝ ʥʘʙʦʨ ʢʣʶʯʝʚʦʡ ʠʥʬʦʨʤʘʮʠʠ 

ʠ ʥʝʦʙʭʦʜʠʤʦ ʚʳʧʦʣʥʠʪʴ ʥʘʩʪʨʦʡʢʫ ʢʣʶʯʝʚʦʛʦ ʢʦʥʪʝʡʥʝʨʘ ʚ ʢʦʥʬʠʛʫʨʘʪʦʨʝ TumarCSP. 

 

ɼʣʷ ʥʘʩʪʨʦʡʢʠ  ʢʣʶʯʝʚʦʛʦ ʢʦʥʪʝʡʥʝʨʘ ʚ ʢʦʥʬʠʛʫʨʘʪʦʨʝ TumarCSP ʚʳʧʦʣʥʠʪʝ 

ʩʣʝʜʫʶʱʠʝ ʜʝʡʩʪʚʠʷ:  

1. ɿʘʧʫʩʪʠʪʝ ʧʨʠʣʦʞʝʥʠʝ TumarCSP ʂʦʥʬʠʛʫʨʘʪʦʨ ʯʝʨʝʟ ʦʩʥʦʚʥʦʝ ʤʝʥʶ ʆʉ 

Windows: ʇʫʩʢ Ą ɺʩʝ ʧʨʦʛʨʘʤʤʳ Ą GammaTech Ą TumarCSP v.ʭ Ą TumarCSP 

ʂʦʥʬʠʛʫʨʘʪʦʨ. 

2.  ʋʙʝʜʠʪʝʩʴ, ʯʪʦ ʦʪʢʨʳʣʦʩʴ ʛʣʘʚʥʦʝ ʦʢʥʦ TumarCSP ʂʦʥʬʠʛʫʨʘʪʦʨ ï ʩʤ. 

ʨʠʩ.2.2.1. 
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ʈʠʩʫʥʦʢ 2.2.1ï ɻʣʘʚʥʦʝ ʦʢʥʦ ʢʦʥʬʠʛʫʨʘʪʦʨʘ  

3. ɺ ʛʣʘʚʥʦʤ ʦʢʥʝ ʚ ʩʧʠʩʢʝ ʢʣʶʯʝʚʳʭ ʧʨʦʬʘʡʣʦʚ ʥʘʞʤʠʪʝ ʧʨʘʚʦʡ ʢʥʦʧʢʦʡ 

ʤʳʰʠ ʠ ʚʳʙʝʨʠʪʝ ʚ ʢʦʥʪʝʢʩʪʥʦʤ ʤʝʥʶ ʧʫʥʢʪ ʉʦʟʜʘʪʴ ʧʨʦʬʘʡʣ (Ins) ï ʩʤ. ʨʠʩ.2.2.2. 

 

 
ʈʠʩʫʥʦʢ 2.2.2 ï ʄʝʥʶ ʩʦʟʜʘʥʠʷ ʧʨʦʬʘʡʣʘ ʚ ʛʣʘʚʥʦʤ ʦʢʥʝ ʢʦʥʬʠʛʫʨʘʪʦʨʘ  

4. ʋʙʝʜʠʪʝʩʴ, ʯʪʦ ʦʪʢʨʦʝʪʩʷ ʦʢʥʦ ʉʦʟʜʘʥʠʝ ʧʨʦʬʘʡʣʘ, ʚ ʢʦʪʦʨʦʤ ʫʢʘʞʠʪʝ. 

   

 ɼʣʷ ʬʘʡʣʦʚʦʡ ʩʠʩʪʝʤ  rï ʩʤ. ʨʠʩ. 2.2.3: 

    ʚ ʧʦʣʝ ʀʤʷ ʧʨʦʬʘʡʣʘ ʫʢʘʞʠʪʝ ʧʨʦʠʟʚʦʣʴʥʦʝ ʠʤʷ ʧʨʦʬʘʡʣʘ (ʫʜʦʙʥʦʝ ʠ 
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ʧʦʥʷʪʥʦʝ ʜʣʷ ʜʘʣʴʥʝʡʰʝʛʦ ʠʩʧʦʣʴʟʦʚʘʥʠʷ). 

    ʚ ʧʦʣʝ ʋʩʪʨʦʡʩʪʚʦ ʭʨʘʥʝʥʠʷ ʚʳʙʝʨʠʪʝ ʌʘʡʣʦʚʘʷ ʩʠʩʪʝʤʘ. 

    ʚ ʧʦʣʝ ʇʘʨʘʤʝʪʨ ʫʩʪʨʦʡʩʪʚʘ ʭʨʘʥʝʥʠʷ ʫʢʘʞʠʪʝ ʧʫʪʴ ʢ ʬʘʡʣʫ-ʢʣʶʯʫ (ʩʤ. 

ʧ.1 ʜʘʥʥʦʛʦ ʨʘʟʜʝʣʘ). 

    ʚ ʧʦʣʝ ʀʤʷ ʢʦʥʪʝʡʥʝʨʘ ʫʢʘʞʠʪʝ ʠʤʷ ʬʘʡʣʘ-ʢʣʶʯʘ, ʧʦʣʫʯʝʥʥʦʛʦ ʠʟ ʎʈ 

(ʩʤ. ʧ.1 ʜʘʥʥʦʛʦ ʨʘʟʜʝʣʘ). 

   ʥʘʞʤʠʪʝ ʥʘ ʢʥʦʧʢʫ ʉʦʭʨʘʥʠʪʴ. 

   

  ɼʣʷ ʚʥʝʰʥʝʛʦ ʫʩʪʨʦʡʩʪʚʘ ʭʨʘʥʝʥʠʷ ʢʣʶʯʝʚʦʡ ʠʥʬʦʨʤʘʮʠʠ:  

    ʚ ʧʦʣʝ ʀʤʷ ʧʨʦʬʘʡʣʘ ʫʢʘʞʠʪʝ ʧʨʦʠʟʚʦʣʴʥʦʝ ʠʤʷ ʧʨʦʬʘʡʣʘ (ʠʣʠ 

ʠʩʧʦʣʴʟʫʡʪʝ ʧʨʝʜʫʩʪʘʥʦʚʣʝʥʥʳʝ ʠʤʝʥʘ ʧʨʦʬʘʡʣʦʚ: JavaToken, eToken, 

kazToken ʚ ʟʘʚʠʩʠʤʦʩʪʠ ʦʪ ʠʩʧʦʣʴʟʫʝʤʦʛʦ ʫʩʪʨʦʡʩʪʚʘ). 

    ʚ ʧʦʣʝ ʋʩʪʨʦʡʩʪʚʦ ʭʨʘʥʝʥʠʷ ʚʳʙʝʨʠʪʝ DigFlow,KAZTOKEN & Aladdin 

Token JC. 

    ʚ ʧʦʣʝ ʇʘʨʘʤʝʪʨ ʫʩʪʨʦʡʩʪʚʘ ʭʨʘʥʝʥʠʷ ʘʚʪʦʤʘʪʠʯʝʩʢʠ ʦʪʦʙʨʘʟʠʪʩʷ 

ʩʦʦʪʚʝʪʩʪʚʫʶʱʠʡ ʧʘʨʘʤʝʪʨ ʫʩʪʘʥʦʚʣʝʥʥʦʛʦ ʫʩʪʨʦʡʩʪʚʘ. 

    ʚ ʧʦʣʝ ʇʘʨʦʣʴ ʫʢʘʞʠʪʝ ʧʘʨʦʣʴ ʜʣʷ ʜʦʩʪʫʧʘ ʢ ʫʩʪʨʦʡʩʪʚʫ. 

    ʚ ʧʦʣʝ ʀʤʷ ʢʦʥʪʝʡʥʝʨʘ ʫʢʘʞʠʪʝ ʠʤʷ ʬʘʡʣʘ-ʢʣʶʯʘ, ʧʦʣʫʯʝʥʥʦʛʦ ʠʟ ʎʈ. 

    ʜʣʷ ʢʣʶʯʝʡ, ʠʩʧʦʣʴʟʫʶʱʠʭ ʘʣʛʦʨʠʪʤ RSA, ʚ ʧʦʣʷʭ ɸʣʛʦʨʠʪʤ ʥʦʚʳʭ 

ʢʣʶʯʝʡ ʜʣʷ ʢʣʶʯʝʚʦʛʦ ʦʙʤʝʥʘ/ʜʣʷ ʧʦʜʧʠʩʠ ʚʳʙʝʨʠʪʝ ʘʣʛʦʨʠʪʤ RSA 

ʭʭʭʭ, ʛʜʝ ʭʭʭʭ-ʜʣʠʥʘ ʢʣʶʯʘ. ɼʣʷ ʢʣʶʯʝʡ, ʠʩʧʦʣʴʟʫʶʱʠʭ ʘʣʛʦʨʠʪʤ ɻʆʉʊ ï 

ʦʩʪʘʚʴʪʝ ʟʥʘʯʝʥʠʷ ʧʦʣʝʡ ʙʝʟ ʠʟʤʝʥʝʥʠʷ. 

   ʥʘʞʤʠʪʝ ʥʘ ʢʥʦʧʢʫ ʉʦʭʨʘʥʠʪʴ. 

 

 
ʈʠʩʫʥʦʢ 2.2.3 ï ʌʦʨʤʘ ʜʣʷ ʩʦʟʜʘʥʠʷ ʧʨʦʬʘʡʣʘ 

 

5. ʋʙʝʜʠʪʝʩʴ, ʯʪʦ ʦʪʢʨʳʣʦʩʴ ʛʣʘʚʥʦʝ ʦʢʥʦ TumarCSP ʂʦʥʬʠʛʫʨʘʪʦʨ ï ʩʤ. 
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ʨʠʩ.2.2.1. 

6. ɺʳʙʝʨʠʪʝ ʚ ʩʧʠʩʢʝ ʢʣʶʯʝʚʳʭ ʧʨʦʬʘʡʣʦʚ ʠʤʷ ʩʦʟʜʘʥʥʦʛʦ ʧʨʦʬʘʡʣʘ ʠ 

ʫʙʝʜʠʪʝʩʴ, ʯʪʦ ʢʣʶʯʠ ʚʠʜʥʳ ʚ ʥʠʞʥʝʡ ʯʘʩʪʠ ʦʢʥʘ ʚ ʉʧʠʩʢʝ ʢʣʶʯʝʡ. 

 

  ʇʝʨʝʜ ʪʝʤ ʢʘʢ ʥʘʯʘʪʴ ʠʩʧʦʣʴʟʦʚʘʥʠʝ ʧʨʦʛʨʘʤʤʥʦʛʦ ʦʙʝʩʧʝʯʝʥʠʷ, ʥʝʦʙʭʦʜʠʤʦ 

ʫʙʝʜʠʪʴʩʷ ʚ ʪʦʤ, ʯʪʦ ʩʝʨʪʠʬʠʢʘʪ(- )r ʧʦʣʴʟʦʚʘʪʝʣʷ ʠ ʢʦʨʥʝʚʦʡ ʩʝʨʪʠʬʠʢʘʪ ʋʎ 

ʠʤʧʦʨʪʠʨʦʚʘʥʳ ʚ ʢʣʶʯʝʚʦʤ ʢʦʥʪʝʡʥʝʨʝ (ʚ ʩʧʠʩʢʝ ʢʣʶʯʝʡ ʪʠʧ ʜʘʥʥʳʭ çʂʣʶʯ ʠ ʮʝʧʦʯʢʘ 

ʩʝʨʪʠʬʠʢʘʪʦʚè) ʠ ʦʪʦʙʨʘʞʘʶʪʩʷ ʚ ʣʦʢʘʣʴʥʦʤ ʭʨʘʥʠʣʠʱʝ ʩʝʨʪʠʬʠʢʘʪʦʚ MS Windows ï ʩʤ.  

ʨʘʟʜʝʣ 2.3.  

 

2.3  ʇʨʦʚʝʨʢʘ ʥʘʣʠʯʠʷ ʩʝʨʪʠʬʠʢʘʪʘ ʚ ʭʨʘʥʠʣʠʱʝ 

 

ɼʣʷ ʧʨʦʚʝʨʢʠ ʥʘʣʠʯʠʷ ʩʝʨʪʠʬʠʢʘʪʦʚ ʚ ʩʠʩʪʝʤʝ ʚʳʧʦʣʥʠʪʝ ʩʣʝʜʫʶʱʠʝ ʦʧʝʨʘʮʠʠ:  

1. ɺ ʛʣʘʚʥʦʤ ʤʝʥʶ ʇʫʩʢ ʚʳʙʝʨʠʪʝ ʧʫʥʢʪ ɺʳʧʦʣʥʠʪʴ, ʚ ʧʦʣʝ ʆʪʢʨʳʪʴ 

ʥʘʙʝʨʠʪʝ ʢʦʤʘʥʜʫ certmgr.msc ʠ ʟʘʪʝʤ ʥʘʞʤʠʪʝ ʥʘ ʢʥʦʧʢʫ OK . ï ʩʤ. ʨʠʩ. 2.3.1.   

 

 
ʈʠʩʫʥʦʢ 2.3.1 ï ʆʢʥʦ ʟʘʧʫʩʢʘ ʢʦʥʩʦʣʠ 

 

2. ʇʦʩʣʝ ʵʪʦʛʦ ʥʘ ʵʢʨʘʥʝ ʦʪʦʙʨʘʟʠʪʩʷ ʦʢʥʦ ʤʫʣʴʪʠʤʝʜʠʘ ʢʦʥʩʦʣʠ OC Windows, 

ʩʦʜʝʨʞʘʱʝʝ ʩʧʠʩʦʢ ʩʝʨʪʠʬʠʢʘʪʦʚ ï ʩʤ. ʨʠʩ. 2.3.2.   

 

 
ʈʠʩʫʥʦʢ 2.3.2 ï ʆʪʦʙʨʘʞʝʥʠʝ ʩʧʠʩʢʘ ʩʝʨʪʠʬʠʢʘʪʦʚ, ʫʩʪʘʥʦʚʣʝʥʥʳʭ ʚ ʩʠʩʪʝʤʝ  

3. ɺ ʜʝʨʝʚʝ ʩʝʨʪʠʬʠʢʘʪʦʚ ʚʳʙʝʨʠʪʝ ʧʫʥʢʪ ɼʦʚʝʨʝʥʥʳʝ ʢʦʨʥʝʚʳʝ ʮʝʥʪʨʳ 

ʩʝʨʪʠʬʠʢʘʮʠʠ Ą ʉʝʨʪʠʬʠʢʘʪʳ ʠ ʫʙʝʜʠʪʝʩʴ, ʯʪʦ ʚ ʩʧʠʩʢʝ ʩʝʨʪʠʬʠʢʘʪʦʚ ʦʪʦʙʨʘʞʝʥ 
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ʩʝʨʪʠʬʠʢʘʪ ʢʦʨʥʝʚʦʛʦ ʋʎ ï ʩʤ. ʨʠʩ. 2.3.3.    

 

 
ʈʠʩʫʥʦʢ 2.3.3 ï ʆʪʦʙʨʘʞʝʥʠʝ ʩʧʠʩʢʘ ʩʝʨʪʠʬʠʢʘʪʦʚ ʜʦʚʝʨʝʥʥʳʭ ʋʎ 

4. ɺ ʜʝʨʝʚʝ ʩʝʨʪʠʬʠʢʘʪʦʚ ʚʳʙʝʨʠʪʝ ʧʫʥʢʪ ʃʠʯʥʳʝĄʉʝʨʪʠʬʠʢʘʪʳ ʠ 

ʫʙʝʜʠʪʝʩʴ, ʯʪʦ ʚ ʩʧʠʩʢʝ ʦʪʦʙʨʘʞʝʥʳ ʩʝʨʪʠʬʠʢʘʪʳ ʧʦʣʴʟʦʚʘʪʝʣʷ ï ʩʤ. ʨʠʩ. 2.3.4.     

 

 
ʈʠʩʫʥʦʢ 2.3.4 ï ʆʪʦʙʨʘʞʝʥʠʝ ʣʠʯʥʳʭ ʩʝʨʪʠʬʠʢʘʪʦʚ 

 

5. ɼʣʷ ʧʨʦʩʤʦʪʨʘ ʩʦʙʩʪʚʝʥʥʦʛʦ ʩʝʨʪʠʬʠʢʘʪʘ ʜʚʘʞʜʳ ʥʘʞʤʠʪʝ ʤʳʰʢʦʡ ʧʦ ʠʤʝʥʠ 

ʩʝʨʪʠʬʠʢʘʪʘ ʚ ʧʨʘʚʦʡ ʯʘʩʪʠ ʜʠʘʣʦʛʦʚʦʛʦ ʦʢʥʘ ʉʝʨʪʠʬʠʢʘʪʳ. ɺ ʨʝʟʫʣʴʪʘʪʝ ʦʪʢʨʦʝʪʩʷ 

ʦʢʥʦ ʩʚʦʡʩʪʚ ʩʝʨʪʠʬʠʢʘʪʘ ï ʩʤ. ʨʠʩ. 2.3.5.     

 

  ɺ ʦʢʥʝ ʩʚʦʡʩʪʚ ʩʝʨʪʠʬʠʢʘʪʘ ʥʘ ʟʘʢʣʘʜʢʝ ʆʙʱʠʝ ʦʙʷʟʘʪʝʣʴʥʦ ʜʦʣʞʥʦ ʙʳʪʴ 

ʩʦʦʙʱʝʥʠʝ ʦ ʪʦʤ, ʯʪʦ ʝʩʪʴ ʟʘʢʨʳʪʳʡ ʢʣʶʯ, ʩʦʦʪʚʝʪʩʪʚʫʶʱʠʡ ʜʘʥʥʦʤʫ ʩʝʨʪʠʬʠʢʘʪʫ: 
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ʈʠʩʫʥʦʢ 2.3.5 ï ʆʢʥʦ ʩʚʦʡʩʪʚ ʩʝʨʪʠʬʠʢʘʪʘ 

6. ʇʝʨʝʡʜʠʪʝ ʥʘ  ʟʘʢʣʘʜʢʫ ʇʫʪʴ ʩʝʨʪʠʬʠʢʘʮʠʠ ʠ ʫʙʝʜʠʪʝʩʴ ʚ ʪʦʤ, ʯʪʦ ʜʘʥʥʳʡ 

ʩʝʨʪʠʬʠʢʘʪ ʜʝʡʩʪʚʠʪʝʣʝʥ ʠ MS Windows ʜʦʚʝʨʷʝʪ ʜʘʥʥʦʤʫ ʩʝʨʪʠʬʠʢʘʪʫ ï ʩʤ. ʨʠʩ. 2.3.6.     

 

 
ʈʠʩʫʥʦʢ 2.3.6 ï ʆʪʦʙʨʘʞʝʥʠʝ ʮʝʧʦʯʢʠ ʩʝʨʪʠʬʠʢʘʪʦʚ 

  ɽʩʣʠ ʚ ʧʦʣʝ ʉʦʩʪʦʷʥʠʝ ʩʝʨʪʠʬʠʢʘʪʘ ʦʪʦʙʨʘʞʝʥʦ ï ʅʝʚʦʟʤʦʞʥʦ ʦʙʥʘʨʫʞʠʪʴ 



TumarOCSP ï ʀʩʧʦʣʴʟʦʚʘʥʠʝ ʮʠʬʨʦʚʦʡ ʧʦʜʧʠʩʠ ʚ ʜʦʢʫʤʝʥʪʘʭ MS Office                                              13 

 

ʧʦʩʪʘʚʱʠʢʘ ʵʪʦʛʦ ʩʝʨʪʠʬʠʢʘʪʘ ï ʚʝʨʦʷʪʥʦ ʩʝʨʪʠʬʠʢʘʪ ʋʎ ʥʝ ʫʩʪʘʥʦʚʣʝʥ ʥʘ ʨʘʙʦʯʝʡ 

ʩʪʘʥʮʠʠ. 

 
 

7. ɺ ʦʢʥʝ ʉʝʨʪʠʬʠʢʘʪ (ʨʠʩ. 2.3.6) ʚʳʙʝʨʠʪʝ ʟʘʢʣʘʜʢʫ ʉʦʩʪʘʚ ʠ ʫʙʝʜʠʪʝʩʴ ʚ ʪʦʤ, 

ʯʪʦ ʚ ʧʦʣʝ ʉʫʙʲʝʢʪ ʢʦʨʨʝʢʪʥʦ ʫʢʘʟʘʥʦ DN-ʠʤʷ ʧʦʣʴʟʦʚʘʪʝʣʷ. 

 

ɽʩʣʠ ʩʝʨʪʠʬʠʢʘʪ ʥʝ ʩʦʦʪʚʝʪʩʪʚʫʝʪ ʧʝʨʝʯʠʩʣʝʥʥʳʤ ʪʨʝʙʦʚʘʥʠʷʤ, ʦʙʨʘʱʘʡʪʝʩʴ ʢ 

ʦʧʝʨʘʪʦʨʫ/ʘʜʤʠʥʠʩʪʨʘʪʦʨʫ ʋʜʦʩʪʦʚʝʨʷʶʱʝʛʦ ʎʝʥʪʨʘ. 

 

 
ʈʠʩʫʥʦʢ 2.3.7 ï ʆʪʦʙʨʘʞʝʥʠʝ DN-ʠʤʝʥʠ ʧʦʣʴʟʦʚʘʪʝʣʷ 
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3 ʈʘʙʦʪʘ ʧʨʦʛʨʘʤʤʳ ʚ Microsoft  Office Word  2003  

 

  ɼʣʷ ʪʦʛʦ ʯʪʦʙʳ ʜʦʙʘʚʠʪʴ ʵʣʝʢʪʨʦʥʥʫʶ ʮʠʬʨʦʚʫʶ ʧʦʜʧʠʩʴ ʚ ʜʦʢʫʤʝʥʪ MS Word, 

ʦʙʷʟʘʪʝʣʴʥʳʤ ʫʩʣʦʚʠʝʤ ʷʚʣʷʝʪʩʷ ʩʦʭʨʘʥʝʥʠʝ ʜʦʢʫʤʝʥʪʘ ʥʘ ʢʘʢʦʤ-ʣʠʙʦ ʥʦʩʠʪʝʣʝ. 

ʅʘʧʨʠʤʝʨ, ʝʩʣʠ ʚʳ ʪʦʣʴʢʦ ʦʪʢʨʳʣʠ ʧʨʠʣʦʞʝʥʠʝ MS Word ʠ ʧʨʠʩʪʫʧʠʣʠ ʢ ʩʦʟʜʘʥʠʶ 

ʜʦʢʫʤʝʥʪʘ, ʥʝ ʩʦʭʨʘʥʠʚ ʧʨʝʜʚʘʨʠʪʝʣʴʥʦ ʜʘʥʥʳʡ ʜʦʢʫʤʝʥʪ ʥʘ ʢʦʤʧʴʶʪʝʨʝ, ʪʦ ʧʨʠ ʧʦʧʳʪʢʝ 

ʧʦʩʪʘʚʠʪʴ ʮʠʬʨʦʚʫʶ ʧʦʜʧʠʩʴ, ʧʨʦʛʨʘʤʤʘ ʧʨʝʜʣʦʞʠʪ ʩʥʘʯʘʣʘ ʩʦʭʨʘʥʠʪʴ ʜʦʢʫʤʝʥʪïʨʠʩ. 3.1 

 

 

ʈʠʩʫʥʦʢ 3.1 ï ʇʨʝʜʫʧʨʝʞʜʝʥʠʝ MS Word 

 

3.1 ʅʘʩʪʨʦʡʢʘ Microsoft  Office Word  2003 ʠ ʜʦʙʘʚʣʝʥʠʝ ʕʎʇ 

 

ʇʦʩʣʝ ʪʦʛʦ ʢʘʢ ʜʦʢʫʤʝʥʪ ʙʫʜʝʪ ʛʦʪʦʚ ʠ ʩʦʭʨʘʥʝʥ, ʚʳ ʤʦʞʝʪʝ ʧʦʩʪʘʚʠʪʴ ʕʎʇ, 

ʢʦʪʦʨʘʷ ʙʫʜʝʪ ʛʘʨʘʥʪʠʨʦʚʘʪʴ ʮʝʣʦʩʪʥʦʩʪʴ ʜʘʥʥʦʛʦ ʜʦʢʫʤʝʥʪʘ.  

ɼʣʷ ʵʪʦʛʦ ï ʩʤ. ʨʠʩ. 3.1.1: 

1. ɺʳʙʝʨʠʪʝ ʧʫʥʢʪ ʤʝʥʶ ʇʘʨʘʤʝʪʨʳ ʚ ʛʣʘʚʥʦʤ ʤʝʥʶ ʉʝʨʚʠʩ.  

2. ɺ ʜʠʘʣʦʛʦʚʦʤ ʦʢʥʝ ʇʘʨʘʤʝʪʨʳ ʧʝʨʝʡʜʠʪʝ ʥʘ ʚʢʣʘʜʢʫ ɹʝʟʦʧʘʩʥʦʩʪʴ. 

3. ɺ ʦʢʥʝ ʥʘʩʪʨʦʝʢ ʙʝʟʦʧʘʩʥʦʩʪʠ ʥʘʞʤʠʪʝ ʥʘ ʢʥʦʧʢʫ ʎʠʬʨʦʚʳʝ ʧʦʜʧʠʩʠé.  

 

 
ʈʠʩʫʥʦʢ 3.1.1 ï ʅʘʩʪʨʦʡʢʘ MS Word 
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4. ɺ ʨʝʟʫʣʴʪʘʪʝ ʦʪʦʙʨʘʟʠʪʩʷ ʦʢʥʦ ʎʠʬʨʦʚʘʷ ʧʦʜʧʠʩʴ ï ʩʤ. ʨʠʩ. 3.1.2, ʚ ʢʦʪʦʨʦʤ 

ʥʘʞʤʠʪʝ ʥʘ ʢʥʦʧʢʫ ɼʦʙʘʚʠʪʴé ʜʣʷ ʚʳʙʦʨʘ ʫʩʪʘʥʦʚʣʝʥʥʦʛʦ ʩʝʨʪʠʬʠʢʘʪʘ. 

 

 
ʈʠʩʫʥʦʢ 3.1.2 ï ʆʢʥʦ ʦʪʦʙʨʘʞʝʥʠʷ ʩʝʨʪʠʬʠʢʘʪʘ ʜʣʷ ʕʎʇ 

 

5. ɺ ʜʠʘʣʦʛʦʚʦʤ ʦʢʥʝ ɺʳʙʦʨ ʩʝʨʪʠʬʠʢʘʪʘ ï ʩʤ. ʨʠʩ. 3.1.3, ʦʪʦʙʨʘʟʠʪʩʷ ʩʧʠʩʦʢ 

ʩʝʨʪʠʬʠʢʘʪʦʚ, ʢʦʪʦʨʳʝ ʤʦʞʥʦ ʠʩʧʦʣʴʟʦʚʘʪʴ ʧʨʠ ʧʦʩʪʘʥʦʚʢʝ ʕʎʇ ʚ  ʜʦʢʫʤʝʥʪʝ:  

 ʚʳʙʝʨʠʪʝ ʪʨʝʙʫʝʤʳʡ ʩʝʨʪʠʬʠʢʘʪ ʠʟ ʩʧʠʩʢʘ; 

 ʜʣʷ ʧʦʩʪʘʥʦʚʢʠ ʕʎʇ ʥʘʞʤʠʪʝ ʥʘ ʢʥʦʧʢʫ ʆʂ.  

ɼʣʷ ʧʨʦʩʤʦʪʨʘ ʩʚʦʡʩʪʚ ʦʧʨʝʜʝʣʝʥʥʦʛʦ ʩʝʨʪʠʬʠʢʘʪʘ, ʚʳʜʝʣʠʪʝ ʪʨʝʙʫʝʤʳʡ 

ʩʝʨʪʠʬʠʢʘʪ ʠ ʥʘʞʤʠʪʝ ʥʘ ʢʥʦʧʢʫ ʇʨʦʩʤʦʪʨ ʩʝʨʪʠʬʠʢʘʪʘ.  

 

 
ʈʠʩʫʥʦʢ 3.1.3 ï ʆʢʥʦ ʚʳʙʦʨʘ ʩʝʨʪʠʬʠʢʘʪʘ 

 

6. ʇʦʩʣʝ ʪʦʛʦ ʢʘʢ ʕʎʇ ʙʫʜʝʪ ʫʩʪʘʥʦʚʣʝʥʘ, ʥʘ ʥʠʞʥʝʡ ʠʥʬʦʨʤʘʮʠʦʥʥʦʡ ʩʪʨʦʢʝ 

ʧʦʷʚʠʪʩʷ ʟʥʘʯʦʢ ï  , ʢʦʪʦʨʳʡ ʫʢʘʟʳʚʘʝʪ ʥʘ ʪʦ, ʯʪʦ ʜʦʢʫʤʝʥʪ ʠʤʝʝʪ ʕʎʇï ʩʤ. ʨʠʩ. 3.1.4.  

 

 
ʈʠʩʫʥʦʢ 3.1.4 ï ʀʥʬʦʨʤʘʮʠʦʥʥʘʷ ʩʪʨʦʢʘ ʜʦʢʫʤʝʥʪʘ Word 
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3.2 ʇʨʦʚʝʨʢʘ ʕʎʇ ʧʨʠ ʧʦʣʫʯʝʥʠʠ ʜʦʢʫʤʝʥʪʘ 

 

ɼʣʷ ʧʨʦʩʤʦʪʨʘ ʮʠʬʨʦʚʦʡ ʧʦʜʧʠʩʠ ʚ ʧʦʣʫʯʝʥʥʦʤ ʜʦʢʫʤʝʥʪʝ  ʚʳʧʦʣʥʠʪʝ ʜʝʡʩʪʚʠʷ: 

 ʩʨʝʜʩʪʚʘʤʠ MS Word 2003 ʦʪʢʨʦʡʪʝ ʧʦʣʫʯʝʥʥʳʡ ʜʦʢʫʤʝʥʪ; 

 ʜʚʘʞʜʳ ʥʘʞʤʠʪʝ ʥʘ ʟʥʘʯʦʢ , ʨʘʩʧʦʣʦʞʝʥʥʳʡ ʥʘ ʠʥʬʦʨʤʘʮʠʦʥʥʦʡ ʩʪʨʦʢʝ 

ʜʦʢʫʤʝʥʪʘ ï ʩʤ. ʨʠʩ. 3.1.4.; 

 ʚ ʦʪʢʨʳʚʰʝʤʩʷ ʦʢʥʝ ʎʠʬʨʦʚʘʷ ʧʦʜʧʠʩʴ ï ʩʤ. ʨʠʩ. 3.2.1, ʦʪʦʙʨʘʞʘʝʪʩʷ 

ʩʝʨʪʠʬʠʢʘʪ ʧʦʣʴʟʦʚʘʪʝʣʷ, ʢʦʪʦʨʳʡ ʧʦʜʧʠʩʘʣ ʜʘʥʥʦʝ ʩʦʦʙʱʝʥʠʝ, ʠ ʜʘʪʘ 

ʧʦʜʧʠʩʘʥʠʷ ʜʦʢʫʤʝʥʪʘ;  

 ʜʣʷ ʧʨʦʩʤʦʪʨʘ ʠʥʬʦʨʤʘʮʠʠ ʦ ʩʝʨʪʠʬʠʢʘʪʝ ʥʘʞʤʠʪʝ ʥʘ ʢʥʦʧʢʫ ʇʨʦʩʤʦʪʨ 

ʩʝʨʪʠʬʠʢʘʪʘ: 

 ʧʨʠ ʚʘʣʠʜʥʦʤ ʩʝʨʪʠʬʠʢʘʪʝ ï ʧʦʣʝ ʎʠʬʨʦʚʳʝ ʧʦʜʧʠʩʠ ʜʦʢʫʤʝʥʪʘ 

ʦʪʦʙʨʘʞʘʝʪ ʟʥʘʯʦʢ ʩʝʨʪʠʬʠʢʘʪʘ ï  ʠ ʜʘʥʥʳʝ ʦʙ ʘʚʪʦʨʝ ʧʠʩʴʤʘ; 

 ʧʨʠ ʦʪʦʟʚʘʥʥʦʤ ʩʝʨʪʠʬʠʢʘʪʝ, ʩʝʨʪʠʬʠʢʘʪ ʦʪʦʙʨʘʟʠʪʩʷ ʩ 

ʧʨʝʜʫʧʨʝʞʜʘʶʱʠʤ ʟʥʘʢʦʤ ï  .  

 

 ɼʣʷ ʧʨʦʩʤʦʪʨʘ ʩʝʨʪʠʬʠʢʘʪʘ ʜʚʘʞʜʳ ʥʘʞʤʠʪʝ ʥʘ ʟʥʘʯʦʢ ʩʝʨʪʠʬʠʢʘʪʘ. 

 ɺ ʩʣʫʯʘʝ ʦʪʦʟʚʘʥʥʦʛʦ ʩʝʨʪʠʬʠʢʘʪʘ ʜʦʧʦʣʥʠʪʝʣʴʥʦ ʧʝʨʝʡʜʠʪʝ ʥʘ ʚʢʣʘʜʢʫ ʇʫʪʴ 

ʩʝʨʪʠʬʠʢʘʮʠʠ, ʛʜʝ ʚ ʧʦʣʝ ʉʦʩʪʦʷʥʠʝ ʩʝʨʪʠʬʠʢʘʪʘ ʦʪʦʙʨʘʟʠʪʩʷ ʩʦʦʙʱʝʥʠʝ: 

çʕʪʦʪ ʩʝʨʪʠʬʠʢʘʪ ʙʳʣ ʦʪʦʟʚʘʥ ʚʳʜʘʚʰʠʤ ʝʛʦ ʮʝʥʪʨʦʤ ʩʝʨʪʠʬʠʢʘʮʠʠè. 

ʇʦʜʧʠʩʴ ʚ ʵʪʦʤ ʩʣʫʯʘʝ ʙʫʜʝʪ ʥʝʜʝʡʩʪʚʠʪʝʣʴʥʦʡ.  

 

 ʜʣʷ ʚʳʭʦʜʘ ï ʥʘʞʤʠʪʝ ʥʘ ʢʥʦʧʢʫ ʆʂ. 

 

 
ʈʠʩʫʥʦʢ 3.2.1 ï ʆʢʥʦ ʜʣʷ ʦʪʦʙʨʘʞʝʥʠʷ ʩʝʨʪʠʬʠʢʘʪʘ ʧʦʣʴʟʦʚʘʪʝʣʷ, ʧʦʜʧʠʩʘʚʰʝʛʦ ʜʦʢʫʤʝʥʪ 
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3.3 ʀʟʤʝʥʝʥʠʝ ʜʦʢʫʤʝʥʪʘ, ʩʦʜʝʨʞʘʱʝʛʦ ʕʎʇ 

 

   ʇʨʠ ʚʥʝʩʝʥʠʠ ʠʟʤʝʥʝʥʠʡ ʚ ʜʦʢʫʤʝʥʪ, ʩʦʜʝʨʞʘʱʠʡ ʕʎʇ, ʩ ʧʦʩʣʝʜʫʶʱʠʤ 

ʩʦʭʨʘʥʝʥʠʝʤ ʠʟʤʝʥʝʥʥʦʛʦ ʜʦʢʫʤʝʥʪʘ, ʚʳʚʦʜʠʪʩʷ  ʩʣʝʜʫʶʱʝʝ ʩʦʦʙʱʝʥʠʝ:  

 

 
ʈʠʩʫʥʦʢ 3.3.1 ï ʇʨʝʜʫʧʨʝʞʜʘʶʱʝʝ ʩʦʦʙʱʝʥʠʝ ʧʨʠ ʠʟʤʝʥʝʥʠʠ ʜʦʢʫʤʝʥʪʘ ʩ ʕʎʇ 

 

ʇʨʠ ʥʘʞʘʪʠʠ ʥʘ ʢʥʦʧʢʫ ɼ, ʕʎʇ ʙʫʜʝʪ ʘʚʪʦʤʘʪʠʯʝʩʢʠ ʫʜʘʣʝʥʘ ʠʟ ʜʦʢʫʤʝʥʪʘ, ʠ 

ʟʥʘʯʦʢ  ʥʘ ʠʥʬʦʨʤʘʮʠʦʥʥʦʡ ʧʘʥʝʣʠ ʦʪʦʙʨʘʞʘʪʩɹ ̫ʥʝ ʙʫʜʝʪ, ʯʪʦ ʫʢʘʟʳʚʘʝʪ ʥʘ ʠʟʤʝʥʝʥʠʝ 

ʪʝʢʩʪʘ ʜʦʢʫʤʝʥʪʘ.  

ʇʨʠ ʥʘʞʘʪʠʠ ʥʘ ʢʥʦʧʢʫ ʅʝʪ ʠʟʤʝʥʝʥʠʷ ʥʝ ʙʫʜʫʪ ʩʦʭʨʘʥʝʥʳ ʠ ʜʦʢʫʤʝʥʪ ʦʩʪʘʥʝʪʩʷ 

ʚ ʪʦʤ ʚʠʜʝ, ʚ ʢʦʪʦʨʦʤ ʦʥ ʙʳʣ ʧʨʠ ʫʩʪʘʥʦʚʢʝ ʕʎʇ.  

 

3.4 ʋʜʘʣʝʥʠʝ ʕʎʇ ʠʟ ʜʦʢʫʤʝʥʪʘ 

 

ɼʣʷ ʫʜʘʣʝʥʠʷ ʮʠʬʨʦʚʦʡ ʧʦʜʧʠʩʠ ʠʟ ʜʦʢʫʤʝʥʪʘ ʚʳʧʦʣʥʠʪʝ ʩʣʝʜʫʶʱʠʝ ʜʝʡʩʪʚʠʷ: 

 ʩʨʝʜʩʪʚʘʤʠ MS Word 2003 ʦʪʢʨʦʡʪʝ ʜʦʢʫʤʝʥʪ, ʩʦʜʝʨʞʘʱʠʡ ʕʎʇ;  

 ʥʘ ʣʶʙʦʡ ʠʟ ʩʪʨʘʥʠʮ ʜʦʢʫʤʝʥʪʘ ʧʝʨʝʡʜʠʪʝ ʥʘ  ʠʥʬʦʨʤʘʮʠʦʥʥʫʶ ʧʘʥʝʣʴ, 

ʜʚʘʞʜʳ ʥʘʞʤʠʪʝ ʥʘ ʟʥʘʯʦʢ ; 

 ʚ ʦʢʥʝ ʎʠʬʨʦʚʘʷ ʧʦʜʧʠʩʴ ï ʩʤ. ʨʠʩ. 3.2.1 ʦʪʦʙʨʘʞʘʝʪʩʷ ʩʝʨʪʠʬʠʢʘʪ 

ʧʦʣʴʟʦʚʘʪʝʣʷ, ʢʦʪʦʨʳʡ ʧʦʜʧʠʩʘʣ ʜʦʢʫʤʝʥʪ;  

 ʚr ʜʝʣʠʪʝ ʩʝʨʪʠʬʠʢʘʪ ʠ ʥʘʞʤʠʪʝ ʥʘ ʢʥʦʧʢʫ ʋʜʘʣʠʪʴ;  

 ʫʙʝʜʠʪʝʩʴ, ʯʪʦ ʧʦʣʝ ʎʠʬʨʦʚʳʝ ʧʦʜʧʠʩʠ ʜʦʢʫʤʝʥʪʘ ʦʯʠʩʪʠʣʦʩʴ; 

 ʥʘʞʤʠʪʝ ʥʘ ʢʥʦʧʢʫ ʆʂ ʠ ʫʙʝʜʠʪʝʩʴ, ʯʪʦ ʟʥʘʯʦʢ ʫʜʘʣʝʥ ʠʟ ʥʠʞʥʝʡ 

ʠʥʬʦʨʤʘʮʠʦʥʥʦʡ ʩʪʨʦʢʠ ʚ ʜʦʢʫʤʝʥʪʝ. 
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4 ʈʘʙʦʪʘ ʧʨʦʛʨʘʤʤʳ ʚ  Microsoft  Office Word  2007  

 

ʆʛʨʘʥʠʯʝʥʠʷ ʧʦ ʨʘʙʦʪʝ ʩ ʧʨʦʛʨʘʤʤʦʡ ʚ MS Office 2007 ʩʤ. ʚ ʨ. 1.5. 

  ɼʣʷ ʪʦʛʦ ʯʪʦʙʳ ʜʦʙʘʚʠʪʴ ʵʣʝʢʪʨʦʥʥʫʶ ʮʠʬʨʦʚʫʶ ʧʦʜʧʠʩʴ ʚ ʜʦʢʫʤʝʥʪ MS Word, 

ʦʙʷʟʘʪʝʣʴʥʳʤ ʫʩʣʦʚʠʝʤ ʷʚʣʷʝʪʩʷ ʩʦʭʨʘʥʝʥʠʝ ʜʦʢʫʤʝʥʪʘ ʥʘ ʢʘʢʦʤ-ʣʠʙʦ ʥʦʩʠʪʝʣʝ. 

ʅʘʧʨʠʤʝʨ, ʝʩʣʠ ʚʳ ʪʦʣʴʢʦ ʦʪʢʨʳʣʠ ʧʨʠʣʦʞʝʥʠʝ MS Word ʠ ʧʨʠʩʪʫʧʠʣʠ ʢ ʩʦʟʜʘʥʠʶ 

ʜʦʢʫʤʝʥʪʘ, ʥʝ ʩʦʭʨʘʥʠʚ ʧʨʝʜʚʘʨʠʪʝʣʴʥʦ ʜʘʥʥʳʡ ʜʦʢʫʤʝʥʪ ʥʘ ʢʦʤʧʴʶʪʝʨʝ, ʪʦ ʧʨʠ ʧʦʧʳʪʢʝ 

ʧʦʩʪʘʚʠʪʴ ʮʠʬʨʦʚʫʶ ʧʦʜʧʠʩʴ, ʧʨʦʛʨʘʤʤʘ ʧʨʝʜʣʦʞʠʪ ʩʥʘʯʘʣʘ ʩʦʭʨʘʥʠʪʴ ʜʦʢʫʤʝʥʪ.  

 

 
ʈʠʩʫʥʦʢ 4.1 ï ʇʨʝʜʫʧʨʝʞʜʘʶʱʝʝ ʩʦʦʙʱʝʥʠʝ ʧʝʨʝʜ ʥʘʯʘʣʦʤ ʨʘʙʦʪʳ ʚ MS Word 

 

4.1 ʅʘʩʪʨʦʡʢʘ Microsoft  Office Word  2007 ʠ ʜʦʙʘʚʣʝʥʠʝ ʕʎʇ 

 

ʇʦʩʣʝ ʪʦʛʦ ʢʘʢ ʜʦʢʫʤʝʥʪ ʙʫʜʝʪ ʛʦʪʦʚ ʠ ʩʦʭʨʘʥʝʥ, ɺʳ ʤʦʞʝʪʝ ʧʦʩʪʘʚʠʪʴ ʕʎʇ, 

ʢʦʪʦʨʘʷ ʙʫʜʝʪ ʛʘʨʘʥʪʠʨʦʚʘʪʴ ʮʝʣʦʩʪʥʦʩʪʴ ʜʘʥʥʦʛʦ ʜʦʢʫʤʝʥʪʘ.  

 

ɼʣʷ ʵʪʦʛʦ: 

1. ɺʳʙʝʨʠʪʝ ʧʫʥʢʪ ʇʦʜʛʦʪʦʚʠʪʴ ʚ ʛʣʘʚʥʦʤ ʤʝʥʶ ʂʥʦʧʢʠ Officʝ. 

2. ɺ ʜʠʘʣʦʛʦʚʦʤ ʦʢʥʝ ʇʦʜʛʦʪʦʚʠʪʴ ʧʝʨʝʡʜʠʪʝ ʥʘ ʚʢʣʘʜʢʫ ɼʦʙʘʚʠʪʴ ʮʠʬʨʦʚʫʶ 

ʧʦʜʧʠʩʴ ʠʣʠ ʚ ʧʘʥʝʣʠ ʙʳʩʪʨʦʛʦ ʜʦʩʪʫʧʘ ʥʘʞʤʠʪʝ ʥʘ ʟʥʘʯʦʢ ʎʠʬʨʦʚʦʡ ʧʦʜʧʠʩʠ  (ʜʣʷ 

ʦʪʦʙʨʘʞʝʥʠʷ ʟʥʘʯʢʘ ʚ ʧʘʥʝʣʠ ʙʳʩʪʨʦʛʦ ʜʦʩʪʫʧʘ ʪʨʝʙʫʝʪʩʷ ʦʩʫʱʝʩʪʚʠʪʴ ʥʘʩʪʨʦʡʢʠ ʚ 

ʩʦʦʪʚʝʪʩʪʚʠʠ ʩ ʇʨʠʣʦʞʝʥʠʝʤ ɹ). 

3. ɺ ʨʝʟʫʣʴʪʘʪʝ ʦʪʢʨʦʝʪʩʷ ʦʢʥʦ ʇʦʜʧʠʩʘʥʠʝ ï ʩʤ. ʨʠʩ. 4.1.1, ʚ ʢʦʪʦʨʦʤ, ʧʨʠ 

ʥʘʣʠʯʠʠ ʫʩʪʘʥʦʚʣʝʥʥʳʭ ʩʝʨʪʠʬʠʢʘʪʦʚ ʚ ʭʨʘʥʠʣʠʱʝ, ʦʪʦʙʨʘʞʘʝʪʩʷ ʠʥʬʦʨʤʘʮʠʷ ʦ ʧʝʨʚʦʤ 

ʩʝʨʪʠʬʠʢʘʪʝ ʠʟ ʩʧʠʩʢʘ ï ʚ ʧʦʣʝ  ʊʝʤʘ ʩʝʨʪʠʬʠʢʘʪʘ. 

 

 
ʈʠʩʫʥʦʢ 4.1.1 ï ʇʦʜʛʦʪʦʚʢʘ ʜʦʢʫʤʝʥʪʘ ʜʣʷ ʫʩʪʘʥʦʚʢʠ ʧʦʜʧʠʩʠ 
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4. ɺ ʦʢʥʝ ʇʦʜʧʠʩʘʥʠʝ ʚʳʧʦʣʥʠʪʝ ʩʣʝʜʫʶʱʠʝ ʜʝʡʩʪʚʠʷ: 

 ʚ ʧʦʣʝ ʎʝʣʴ ʫʢʘʞʠʪʝ ʮʝʣʴ ʧʦʩʪʘʥʦʚʢʠ ʕʎʇ; 

 ʚʳʙʝʨʠʪʝ ʪʨʝʙʫʝʤʳʡ ʩʝʨʪʠʬʠʢʘʪ ʜʣʷ ʧʦʜʧʠʩʠ, ʜʣʷ ʵʪʦʛʦ: 

 ʥʘʞʤʠʪʝ ʥʘ ʢʥʦʧʢʫ ʀʟʤʝʥʠʪʴé; 

 ʚ ʜʠʘʣʦʛʦʚʦʤ ʦʢʥʝ ɺʳʙʦʨ ʩʝʨʪʠʬʠʢʘʪʘ, ʩʦʜʝʨʞʘʱʝʤ ʩʧʠʩʦʢ  

ʫʩʪʘʥʦʚʣʝʥʥʳʭ ʚ ʭʨʘʥʠʣʠʱʝ ʩʝʨʪʠʬʠʢʘʪʦʚ, ʚr ʜʝʣʠʪʝ ʪʨʝʙʫʝʤʳʡ 

ʩʝʨʪʠʬʠʢʘʪ ʠ ʥʘʞʤʠʪʝ ʥʘ ʢʥʦʧʢʫ ʆʂ ï ʩʤ. ʨʠʩ. 4.1.2. 

 

 
ʈʠʩʫʥʦʢ 4.1.2 ï ɺʳʙʦʨ ʪʨʝʙʫʝʤʦʛʦ ʩʝʨʪʠʬʠʢʘʪʘ ʜʣʷ ʧʦʜʧʠʩʠ 

 

 ʫʙʝʜʠʪʝʩʴ, ʯʪʦ ʚ ʧʦʣʝ ʊʝʤʘ ʩʝʨʪʠʬʠʢʘʪʘ ʜʠʘʣʦʛʦʚʦʛʦ ʦʢʥʘ ʇʦʜʧʠʩʘʥʠʝ 

ʦʪʦʙʨʘʞʘʝʪʩʷ ʚʳʙʨʘʥʥʳʡ ʩʝʨʪʠʬʠʢʘʪ ï ʩʤ. ʨʠʩ. 4.1.3. 

 

 
ʈʠʩʫʥʦʢ 4.1.3 ï ʆʢʥʦ ʜʣʷ ʫʩʪʘʥʦʚʢʠ ʧʦʜʧʠʩʠ ʩ ʫʩʪʘʥʦʚʣʝʥʥʳʤʠ ʥʘʩʪʨʦʡʢʘʤʠ 

 

5. ɼʣʷ ʧʦʩʪʘʥʦʚʢʠ ʧʦʜʧʠʩʠ ʚ ʜʦʢʫʤʝʥʪʝ ʥʘʞʤʠʪʝ ʥʘ ʢʥʦʧʢʫ ʇʦʜʧʠʩʘʪʴ. 

6. ɺ ʩʣʫʯʘʝ ʫʩʧʝʰʥʦʡ ʧʦʩʪʘʥʦʚʢʠ ʧʦʜʧʠʩʠ ʚʳʚʦʜʠʪʩʷ ʩʣʝʜʫʶʱʝʝ ʩʦʦʙʱʝʥʠʝ ï 

ʩʤ. ʨʠʩ. 4.1.4.  
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ʈʠʩʫʥʦʢ 4.1.4 ï ʆʢʥʦ ʧʦʜʪʚʝʨʞʜʝʥʠʷ ʧʦʜʧʠʩʠ 

 

7. ʇʦʩʣʝ ʪʦʛʦ ʢʘʢ ʕʎʇ ʙʫʜʝʪ ʫʩʪʘʥʦʚʣʝʥʘ, ʥʘ ʥʠʞʥʝʡ ʠʥʬʦʨʤʘʮʠʦʥʥʦʡ ʩʪʨʦʢʝ ï 

ʩʤ. ʨʠʩ. 4.1.5, ʦʪʦʙʨʘʞʘʝʪʩʷ ʟʥʘʯʦʢ , ʢʦʪʦʨʳʡ ʫʢʘʟʳʚʘʝʪ ʥʘ ʪʦ, ʯʪʦ ʜʦʢʫʤʝʥʪ ʠʤʝʝʪ ʕʎʇ.  

 

 

ʈʠʩʫʥʦʢ 4.1.5 ï ʆʪʦʙʨʘʞʝʥʠʝ ʟʥʘʯʢʘ ʕʎʇ ʚ ʜʦʢʫʤʝʥʪʝ MS Word 2007 

 

4.2 ʇʨʦʚʝʨʢʘ ʕʎʇ ʧʨʠ ʧʦʣʫʯʝʥʠʠ ʜʦʢʫʤʝʥʪʘ 

 

ɼʣʷ ʧʨʦʩʤʦʪʨʘ ʮʠʬʨʦʚʦʡ ʧʦʜʧʠʩʠ ʚ ʧʦʣʫʯʝʥʥʦʤ ʜʦʢʫʤʝʥʪʝ  ʚʳʧʦʣʥʠʪʝ ʜʝʡʩʪʚʠʷ: 

 ʩʨʝʜʩʪʚʘʤʠ MS Word 2007 ʦʪʢʨʦʡʪʝ ʧʦʣʫʯʝʥʥʳʡ ʜʦʢʫʤʝʥʪ; 

 ʜʚʘʞʜʳ ʥʘʞʤʠʪʝ ʥʘ ʟʥʘʯʦʢ , ʨʘʩʧʦʣʦʞʝʥʥʳʡ ʥʘ ʠʥʬʦʨʤʘʮʠʦʥʥʦʡ ʩʪʨʦʢʝ 

ʚʥʠʟʫ ʜʦʢʫʤʝʥʪʘ; 

 ʚ ʦʪʢʨʳʚʰʝʡʩʷ ʧʘʥʝʣʠ ʇʦʜʧʠʩʠ ʚ ʧʨʘʚʦʡ ʯʘʩʪʠ ʨʘʙʦʯʝʛʦ ʦʢʥʘ ï ʚ ʧʦʣʝ  

ɼʝʡʩʪʚʠʪʝʣʴʥʳʝ ʧʦʜʧʠʩʠ ï ʦʪʦʙʨʘʞʘʝʪʩʷ ʩʝʨʪʠʬʠʢʘʪ ʧʦʣʴʟʦʚʘʪʝʣʷ, ʢʦʪʦʨʳʡ 

ʧʦʜʧʠʩʘʣ ʜʦʢʫʤʝʥʪ, ʠ ʜʘʪʘ ʧʦʜʧʠʩʘʥʠʷ ʜʦʢʫʤʝʥʪʘ ï ʩʤ. ʨʠʩ. 4.2.1.  

 

 
ʈʠʩʫʥʦʢ 4.2.1 ï ʇʨʦʩʤʦʪʨ ʕʎʇ ʚ ʜʦʢʫʤʝʥʪʝ 
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 ɼʣʷ ʧʨʦʩʤʦʪʨʘ ʩʝʨʪʠʬʠʢʘʪʘ: 

 ʥʘ ʧʘʥʝʣʠ ʇʦʜʧʠʩʠ  ʚ ʧʦʣʝ ɼʝʡʩʪʚʠʪʝʣʴʥʳʝ ʧʦʜʧʠʩʠ  ʥʘʞʤʠʪʝ ʣʝʚʦʡ 

ʢʣʘʚʠʰʝʡ ʤʳʰʠ  ʥʘ ʩʪʨʦʢʝ ʩ ʩʝʨʪʠʬʠʢʘʪʦʤ ʚ ʦʙʣʘʩʪʠ ʟʥʘʯʢʘ ï  ʠ ʚ 

ʚʳʧʘʜʘʶʱʝʤ ʤʝʥʶ  ʚʳʙʝʨʠʪʝ  ʧʫʥʢʪ ʉʦʩʪʘʚ ʧʦʜʧʠʩʠ ï ʩʤ. ʨʠʩ. 4.2.2. 

 

 

ʈʠʩʫʥʦʢ 4.2.2 ï ʄʝʥʶ ʚʳʙʦʨʘ ʧʘʨʘʤʝʪʨʘ ʕʎʇ 

 

ɽʩʣʠ ʩʝʨʪʠʬʠʢʘʪ ʧʦʣʴʟʦʚʘʪʝʣʷ, ʧʦʜʧʠʩʘʚʰʝʛʦ ʜʦʢʫʤʝʥʪ, ʦʪʦʟʚʘʥ, ʪʦ  ʚ ʧʘʥʝʣʠ 

ʇʦʜʧʠʩʠ ʦʪʦʙʨʘʞʘʝʪʩʷ ʧʨʝʜʫʧʨʝʞʜʝʥʠʝ: ʇʨʦʙʣʝʤʳ ʩ ʩʝʨʪʠʬʠʢʘʪʦʤ ï ʩʤ. ʨʠʩ. 4.2.3. 

 

 
ʈʠʩʫʥʦʢ 4.2.3 ï ʆʪʦʙʨʘʞʝʥʠʝ ʠʥʬʦʨʤʘʮʠʠ ʦ ʧʨʦʙʣʝʤʥʦʤ ʩʝʨʪʠʬʠʢʘʪʝ 

 

 ʚ ʦʢʥʝ ʉʦʩʪʘʚ ʧʦʜʧʠʩʠ ʦʪʦʙʨʘʞʘʝʪʩʷ ʠʥʬʦʨʤʘʮʠʷ ʦʙ ʕʎʇ ï ʩʤ. ʨʠʩ. 

4.2.4/4.2.5. 
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ʈʠʩʫʥʦʢ 4.2.4 ï ʀʥʬʦʨʤʘʮʠʷ ʦ ʩʦʩʪʘʚʝ ʧʦʜʧʠʩʠ ʩ ʜʝʡʩʪʚʫʶʱʠʤ ʩʝʨʪʠʬʠʢʘʪʦʤ 

 

 
ʈʠʩʫʥʦʢ 4.2.5 ï ʀʥʬʦʨʤʘʮʠʷ ʦ ʩʦʩʪʘʚʝ ʧʦʜʧʠʩʠ ʩ ʦʪʦʟʚʘʥʥʳʤ ʩʝʨʪʠʬʠʢʘʪʦʤ 

 

 ʜʣʷ ʧʦʣʫʯʝʥʠʷ ʧʦʣʥʦʡ ʠʥʬʦʨʤʘʮʠʠ ʦ ʩʝʨʪʠʬʠʢʘʪʝ ʚ ʦʢʥʝ ʉʦʩʪʘʚ ʧʦʜʧʠʩʠ 

ʥʘʞʤʠʪʝ ʥʘ ʢʥʦʧʢʫ ʇʨʦʩʤʦʪʨ ï ʩʤ. ʨʠʩ. 4.2.4. 

 ɺ ʨʝʟʫʣʴʪʘʪʝ ʦʪʢʨʦʝʪʩʷ ʦʢʥʦ ʧʨʦʩʤʦʪʨʘ ʩʝʨʪʠʬʠʢʘʪʘ ï ʩʤ. ʨʠʩ. 4.2.6. 

 

 
ʈʠʩʫʥʦʢ 4.2.6 ï ʆʢʥʦ ʩʚʦʡʩʪʚ ʩʝʨʪʠʬʠʢʘʪʘ 
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4.3 ʋʜʘʣʝʥʠʝ ʕʎʇ 

 

ɼʣʷ ʫʜʘʣʝʥʠʷ ʮʠʬʨʦʚʦʡ ʧʦʜʧʠʩʠ ʠʟ ʜʦʢʫʤʝʥʪʘ ʚʳʧʦʣʥʠʪʝ ʩʣʝʜʫʶʱʠʝ ʜʝʡʩʪʚʠʷ: 

 ʩʨʝʜʩʪʚʘʤʠ MS Word 2007 ʦʪʢʨʦʡʪʝ ʜʦʢʫʤʝʥʪ, ʩʦʜʝʨʞʘʱʠʡ ʕʎʇ;  

 ʥʘ ʧʘʥʝʣʠ ʇʦʜʧʠʩʠ  ʥʘʞʤʠʪʝ ʣʝʚʦʡ ʢʣʘʚʠʰʝʡ ʤʳʰʠ  ʥʘ ʩʪʨʦʢʝ ʩ ʩʝʨʪʠʬʠʢʘʪʦʤ 

ʚ ʦʙʣʘʩʪʠ ʟʥʘʯʢʘ ï  ʠ ʚ ʚʳʧʘʜʘʶʱʝʤ ʤʝʥʶ  ʚʳʙʝʨʠʪʝ  ʧʫʥʢʪ ʋʜʘʣʠʪʴ 

ʧʦʜʧʠʩʴ ï ʩʤ. ʨʠʩ. 4.3.1. 

 

  
ʈʠʩʫʥʦʢ 4.3.1 ï ʄʝʥʶ ʫʜʘʣʝʥʠʷ ʧʦʜʧʠʩʠ 

 

 ʚ ʩʦʦʙʱʝʥʠʠ ʩʠʩʪʝʤʳ ʧʦʜʪʚʝʨʜʠʪʝ ʥʝʦʙʭʦʜʠʤʦʩʪʴ ʫʜʘʣʝʥʠʷ ʧʦʜʧʠʩʠ ï 

ʥʘʞʤʠʪʝ ʥʘ ʢʥʦʧʢʫ ɼʘ ï ʩʤ. ʨʠʩ.4.3.2. 

 

 
ʈʠʩʫʥʦʢ 4.3.2 ï ʇʦʜʪʚʝʨʞʜʝʥʠʝ ʫʜʘʣʝʥʠʷ 

 

 ʚ  ʩʦʦʙʱʝʥʠʠ ʩʠʩʪʝʤʳ ʦʙ ʫʜʘʣʝʥʠʠ ʧʦʜʧʠʩʠ  ʥʘʞʤʠʪʝ ʥʘ ʢʥʦʧʢʫ ʆʂ ï ʩʤ. 

ʨʠʩ.4.3.3.  

 

 
ʈʠʩʫʥʦʢ 4.3.3 ï ʉʦʦʙʱʝʥʠʝ ʦʙ ʫʜʘʣʝʥʠʠ ʕʎʇ 

 

4.4 ʀʟʤʝʥʝʥʠʝ ʜʦʢʫʤʝʥʪʘ, ʩʦʜʝʨʞʘʱʝʛʦ ʕʎʇ 

 

ɺʥʝʩʝʥʠʝ ʠʟʤʝʥʝʥʠʡ ʚ ʜʦʢʫʤʝʥʪ ʩ ʧʦʩʪʘʚʣʝʥʥʦʡ ʧʦʜʧʠʩʴʶ ʥʝʚʦʟʤʦʞʥʦ, ʪ.ʢ. 

ʩʦʜʝʨʞʘʱʠʡʩʷ ʚ ʜʦʢʫʤʝʥʪʝ ʬʨʘʛʤʝʥʪ ʟʘʙʣʦʢʠʨʦʚʘʥ. ʏʪʦʙʳ ʚʥʝʩʪʠ ʠʟʤʝʥʝʥʠʷ ʥʝʦʙʭʦʜʠʤʦ 

ʫʜʘʣʠʪʴ ʧʦʜʧʠʩʴ ï ʩʤ. ʨʘʟʜʝʣ 4.3. 
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5 ʈʘʙʦʪʘ ʧʨʦʛʨʘʤʤʳ ʚ Microsoft Office Excel  2003  

 

  ɼʣʷ ʪʦʛʦ ʯʪʦʙʳ ʜʦʙʘʚʠʪʴ ʵʣʝʢʪʨʦʥʥʫʶ ʮʠʬʨʦʚʫʶ ʧʦʜʧʠʩʴ ʚ ʜʦʢʫʤʝʥʪ MS Excel, 

ʦʙʷʟʘʪʝʣʴʥʳʤ ʫʩʣʦʚʠʝʤ ʷʚʣʷʝʪʩʷ ʩʦʭʨʘʥʝʥʠʝ ʜʦʢʫʤʝʥʪʘ ʥʘ ʢʘʢʦʤ-ʣʠʙʦ ʥʦʩʠʪʝʣʝ. 

ʅʘʧʨʠʤʝʨ, ʝʩʣʠ ʚʳ ʪʦʣʴʢʦ ʦʪʢʨʳʣʠ ʧʨʠʣʦʞʝʥʠʝ MS Excel ʠ ʧʨʠʩʪʫʧʠʣʠ ʢ ʩʦʟʜʘʥʠʶ 

ʜʦʢʫʤʝʥʪʘ, ʥʝ ʩʦʭʨʘʥʠʚ ʧʨʝʜʚʘʨʠʪʝʣʴʥʦ ʜʘʥʥʳʡ ʜʦʢʫʤʝʥʪ ʥʘ ʢʦʤʧʴʶʪʝʨʝ, ʪʦ ʧʨʠ ʧʦʧʳʪʢʝ 

ʧʦʩʪʘʚʠʪʴ ʮʠʬʨʦʚʫʶ ʧʦʜʧʠʩʴ, ʧʨʦʛʨʘʤʤʘ ʧʨʝʜʣʦʞʠʪ ʩʥʘʯʘʣʘ ʩʦʭʨʘʥʠʪʴ ʜʦʢʫʤʝʥʪ:  

 

 
ʈʠʩʫʥʦʢ 4.3.3 ï ʇʨʝʜʫʧʨʝʞʜʘʶʱʝʝ ʩʦʦʙʱʝʥʠʝ ʧʝʨʝʜ ʥʘʯʘʣʦʤ ʨʘʙʦʪʳ ʚ MS Excel 

 

5.1 ʅʘʩʪʨʦʡʢʘ Micro soft Office Excel  2003 ʠ ʜʦʙʘʚʣʝʥʠʝ ʕʎʇ 

 

ʇʦʩʣʝ ʪʦʛʦ ʢʘʢ ʜʦʢʫʤʝʥʪ ʙʫʜʝʪ ʛʦʪʦʚ ʠ ʩʦʭʨʘʥʝʥ, ɺʳ ʤʦʞʝʪʝ ʧʦʩʪʘʚʠʪʴ ʕʎʇ, 

ʢʦʪʦʨʘʷ ʙʫʜʝʪ ʛʘʨʘʥʪʠʨʦʚʘʪʴ ʮʝʣʦʩʪʥʦʩʪʴ ʜʘʥʥʦʛʦ ʜʦʢʫʤʝʥʪʘ.  

 

ɼʣʷ ʵʪʦʛʦ ï ʩʤ. ʨʠʩ. 5.1.1: 

1. ɺʳʙʝʨʠʪʝ ʧʫʥʢʪ ʤʝʥʶ ʇʘʨʘʤʝʪʨʳ ʚ ʛʣʘʚʥʦʤ ʤʝʥʶ ʉʝʨʚʠʩ.  

2. ɺ ʜʠʘʣʦʛʦʚʦʤ ʦʢʥʝ ʇʘʨʘʤʝʪʨʳ ʧʝʨʝʡʜʠʪʝ ʥʘ ʚʢʣʘʜʢʫ ɹʝʟʦʧʘʩʥʦʩʪʴ. 

3. ɺ ʦʢʥʝ ʥʘʩʪʨʦʝʢ ʙʝʟʦʧʘʩʥʦʩʪʠ ʥʘʞʤʠʪʝ ʥʘ ʢʥʦʧʢʫ ʎʠʬʨʦʚʳʝ ʧʦʜʧʠʩʠé.  

4. ɺ ʨʝʟʫʣʴʪʘʪʝ ʦʪʦʙʨʘʟʠʪʩʷ ʦʢʥʦ ʎʠʬʨʦʚʘʷ ʧʦʜʧʠʩʴ ï ʩʤ. ʨʠʩ. 5.1.2, ʚ ʢʦʪʦʨʦʤ 

ʥʘʞʤʠʪʝ ʥʘ ʢʥʦʧʢʫ ɼʦʙʘʚʠʪʴé ʜʣʷ ʚʳʙʦʨʘ ʩʝʨʪʠʬʠʢʘʪʘ: 

 

 
ʈʠʩʫʥʦʢ 5.1.1 ï ʅʘʩʪʨʦʡʢʘ MS Excel 


