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̸Outlook  

 

1.gmail  

 

fi♩│⁸Google►◌▪ꜟ◓כ◓ ─ ╩☻ⱦכ◘ ∆╢≤⅝⌐ ⌂

─╟℮⌂ ≢∆⁹ 

⌐⁸gmail⁸Google♪ꜝ▬Ⱪ╩ ℮⌐│ ≢⁸YouTube≢│⁸▪◌►fi♩

⅜№╢≤ ⌐ ⅎ╕∆⁹ 

Google▪◌►fi♩│⁸▪♪꜠☻≤Ɽ☻꞉כ♪≢ ↕╣≡™╕∆⁹ 

↓↓≢ ∫√▪♪꜠☻│⁸gmail≤ ┌╣ⱷכꜟ≢╙ ╕∆⁹ 

 

Google▪◌►fi♩╩ ╢≤™℮ │⁸gmail ▪♪꜠☻╩ ╢ ≤

∂≢∆⁹ 

⌐ ⅎ┌⁸gmail ▪♪꜠☻⅜ ╢≤ ℮↓≤│⁸Google▪◌►fi

♩╩ ⌐ ∫≡™╢ ⌐⌂╡╕∆⁹ 

 

╩♩fi►◌▪ꜟ◓כ◓⁸│≢ ≢ ╢ ╩ ⇔╕∆⁹ 

 

1 ꜘⱨכ╩ ↄ ќ ⌐₈◓כ◓ꜟ ▪◌►fi♩ ₉≤  ќ 

  ќ  
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▬fi♃כⱠ♇♩─ │⁸ ₁ ╦╡╕∆⁸ ⇔≡ ⇔≡ↄ∞↕™⁹ 

2 ⇔ ─ ⌐ ╠╦⇔™≢∆⅜⁸ 2≈ ∂♃▬♩ꜟ⅜№╡╕∆⅜⁸ ─

Google▪◌►fi♩─ ─▪◌►fi♩ 1≈≢  ╩◒ꜞ♇◒ 

 

            ↓╣≢│⌂™ 

 
 

 

─ ⅛╠⁸ ─ ⅜ ╦∫≡™╢ ⅜№╡╕∆

⅜⁸╟ↄ ≡ ⇔≡ ↕™⁹ 

 
 

 

 

 

 

 

 

 

↓─ ⅜№╢  



 

Ɽ♁◖fi ה 2 1  2022.11.15  

 5 / 120 

 

4 ⁸ ≢ ⅎ√ꜚכ◙כ ⱷכꜟ▪♪꜠☻⌐⌂╡╕∆ ┘ 

Ɽ☻꞉כ♪ 8 ╩  ќ ќ ┼ 

כ◙כꜚ   │ ⱴכ◒─ ⌐ ↓╣⅜⁸gmail─▪♪꜠☻ 

≤⌂╢ 

 
5 ⁸ ⁸ ╩  ќ ┼ 
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6 ⅜♪כ◖⌐ ╠╣╕∆─≢⁸ ╩◒ꜞ♇◒ 

 
7 ╩ ≡⁸ ╠╣≡ ╩♪כ◖√  ќ  

 
8 ☻◐♇ⱪ 
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9 ─ ╩ ╕≢♪ꜝ♇◓ ќ ∆╢ 

 
10  ќ ╟℮↓∕─ ≢ ─ ⅜ ╣┌ ≢∆ ќ  

 
≢⁸Google▪◌►fi♩─ │ ≢∆⁹ 

 

Google─ ╩☻ⱦכ◘ ℮↓≤⅜ ╕∆⁹ 

Gmail⁸YouTube⁸Google♪ꜝ▬Ⱪ⌂≥≢ ⁹ 
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2.  

 

ꜘⱨכ─ⱷ⁸│☻꜠♪▪ꜟכ ≢ ⅎ╕∆⇔⁸ ╛▬fi♃כⱠ♇♩ⱪ

꜡Ᵽ▬♄כ⅜ ╦∫≡╙⁸∕─╕╕ ⅎ ≢∆⁹ 

ⱷ▬fi─▪♪꜠☻≤⇔≡╙ ⅎ╕∆⇔⁸◘Ⱪ ⌂ ™ ╩⇔≡™╢ ╙ 

™≢∆⁹ 

─ⱷꜞ♇♩│⁸▬fi♃כⱠ♇♩─ ⅜№╣┌⁸≥↓≢╙ⱷכꜟ⅜ ╢

≢⇔╞℮⁹ 

 

ꜘⱨכ▪♪꜠☻ ╖─ │⁸↓↓⌐ ⅜ ↕╣╢⁸ ─ ─ 

│№╡╕∑╪ ꜘⱨ⁸│☻꜠♪▪כ ⌐ ↕╣≡™╕∆⁹  

 
⌐ꜘⱨכ▪♪꜠☻╩ ∆╢  

1 ꜘⱨכ─ ╩ ∆ ќ  ╩◒ꜞ♇◒ 
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2 ╩  ќ ┼ 

3 ⌐ⱷכꜟ ╢≤™℮ ⅜ ╢ ќ ─ ≢⁸ ⌐ ╠╣≡   

√ ╩  ќ ∆╢ 
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4 ╩ ∆╢ ќ ∆╢ 

      ⱷ⁸│☻꜠♪▪ꜟכ ∫≡™╢ ─▪♪꜠☻╩  

 
5 ID  ќ PayPay≤ T ⱳ▬fi♩│ ⇔⌂™ ќ ┼ 
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6 ╩ ∏ⱷ⸗⁸ │ ∆╢ 

꜡◓▬fi ─  ќ ꜘⱨכ─ⱷכꜟ▪♪꜠☻ 

  ќ ┼ 

 
7 ↓↓⌐ ⅜ ╢ ꜡◓▬fi ≢∆  ќ ꜡◓▪►♩│₈ ₉ 

  ╩◒ꜞ♇◒⇔≡꜡◓▪►♩⇔╕∆⁹ ꜡◓▬fi∆╢ │⁸ ⌐ 

⅜ꜟכⱷ♩כꜛ◦ ╠╣≡ ╕∆─≢⁸ ╩ ∆╢≤꜡◓▬fi  

╕∆ 
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8 ⱷכꜟ ≢⁸IMAP,POP,SMTP ╩ ⌐∆╢ 

 
≢ ≢∆⁹ 

 

9 ꜘⱨכ╩ ∆╢ ꜘⱨכ─ⱷכ◘╛☻꜠♪▪ꜟכⱦ☻⅜ ⌂ↄ⌂

╡╕∆  

  ꜘⱨכ─ ⌐₈ꜘⱨכ ⅝₉≤  ќ  

 
10 ╩◒ꜞ♇◒ 
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11 Ɑכ☺┼ ◒ꜞ♇◒ 

 
 

12 ꜡◓▬fi ⁸ ─  ќ   

 
13 ∆╢ 
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14 הההה  ↕╣╕⇔√⁹ ╩ ∂╕∆⁹ 
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3.  

 

1 ⱷכꜟ ─ │⁸ ≢│₈ ₉ ≤₈ ₉ ⅜ ↕╣≡

™╕∆⁹ 

 
 

₈ ₉ ╩ ∆╢⌐│ 

2 ⱷכꜟ ⌐⇔≡⁸ ○ⱪ◦ꜛfi ќ  ╩◒ꜞ♇◒ ќ 

  ќ ⅜ ↕╣╢ 

 
 

 

 

 

3 ₈ ₉₈CC₉₈BCC₉─ ™ ↑ 
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₈ ₉≤│ 
₈ ₉⌐│⁸ⱷ ꜟ╩ ╢ ⌐₈№⌂√⌐ ∫≡™╕∆╟₉≤™℮

⌐⌂╡╕∆⁹ⱷכꜟ╩ ╢ │⁸ ∏⁸₈ ₉⅜ ≢∆⁹ 

╕√⁸ ╩ ∆╢↓≤⅜ ≢∆⁹ 

₈ ₉ ⌐ ↕╣╢ │ⱷכꜟ▪♪꜠☻ ╩ ≡⁸ ⅜ⱷכꜟ

╩ ↑ ∫≡™╢─⅛╩ ≢⅝╕∆⁹ 

 

₈CC₉≤│ 

₈CC₉≤│ ≤™℮ ≢∆⁹ 

₈ ₉⅜ⱷ▬fi─ ⁸₈CC₉⅜ ╩ ╡√™ ∞≤ ⅎ╢≤

⅛╡╛∆™⁹₈CC₉⌐ ⇔√ │ⱷכꜟ▪♪꜠☻ ⌐╙⁸₈ ₉

⌐ ∫√ⱷכꜟ≤ ∂ⱷכꜟ⅜ ↕╣╕∆⁹ 

∕─√╘⁸₈ ─√╘⌐ ≡ↄ∞↕™⌡₉₈ ─√╘⌐⅔ ╡⇔╕∆₉≤

™℮ ⌐⌂╡╕∆⁹ 

₈CC₉ ⌐│⁸ ╩ ∆╢↓≤⅜ ≢∆⁹ 

₈ ₉₈CC₉ ⌐ ↕╣╢ │ⱷכꜟ▪♪꜠☻ ╩ ≡⁸ ⅜

ⱷכꜟ╩ ↑ ∫≡™╢─⅛╩ ≢⅝╕∆⁹ 

 

─ ⌐╙ ╠∑√™ ⅎ┌⁸ ⌂≥  

⌐ ⇔√™  

CC≢ⱷכꜟ╩ ⇔√ ⌐ ─ │№╡╕∑╪⅜⁸ ─ │№

╢≤™ⅎ╕∆⁹ 

 

₈BCC₉≤│ 

₈BCC₉⌐ ↕╣√ │ⱷ ꜟ▪♪꜠☻ │⁸₈ ₉╛₈CC₉⁸

₈ ─ BCC₉≢─ ⌐│ ↕╣╕∑╪⁹ 

₈ ₉⁸₈CC₉⁸₈BCC₉─ ⌐⁸ ─ ⅜™╢↓≤╩ ⇔√™

╛⁸ ─ │ⱷ ꜟ▪♪꜠☻ ⅜ ⅛╠⌂™╟℮⌐⇔≡ ╡

√™ ⌐₈BCC₉ ╩ ⇔╕∆⁹ 

 

ⱷכꜟ ⅜⁸⅔ ™⌐ ⅜⌂™ ⌐ ╢  
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4 ₈ ₉≤₈ ₉─▬ⱷכ☺ 
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5 ─  

  ⁸CC⁸BCC─Ⱳ♃fi╩◒ꜞ♇◒∆╣┌⁸ ⅜ ⅝╕∆─≢ 

  ╩ ∆╢∞↑≢ ≢⅝╕∆⁹ 

   ќ ╡ ╩  ќ │⁸ ⁸ ╩◒ꜞ♇◒ 

                  ќ ⅜ ↕╣╢ ќ  

 

    
   ╩♄Ⱪꜟ◒ꜞ♇◒⇔≡⁸ ⇔≡╙ ™⁹ 

 

6 ⱷכꜟ ─ │ CC,BCC ⌐ ⅜ ↕╣╢ 

 
⁸ ╩ ⇔≡⁸ⱷכꜟ ∆╢⁹ 
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4.Outlook  

 

ⱷכꜟ ─ ⌐⁸ ≤ ╦╣╢₈ ╩≤⌂₉☻꜠♪▪ꜟכⱷה ≢

≢⅝╢≤⁸™∟™∟ ∆╢ ⅜ ↑╕∆⁹ 

│⁸ ─ ⌐ ≢ ↕╣╕∆⁹ 

─  

 
 

 

ⱨ□▬ꜟ 

 
 

 

○ⱪ◦ꜛfi 
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ⱷכꜟ ќ  

 
 

 

 
 

─  ќ OK 
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╩  

 
 

7 ⱷכꜟ▪♪꜠☻╩  ќ ₈ ⇔™ⱷ♇☿₈≥₉☺כ ₉  

╩◒ꜞ♇◒⇔≡⁸ 5 ≢ ↑√ ╩  ќ OK    
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8 OK  ќ ≢∆ 

 
 

─√╘⁸ ⱷכꜟ╩ ↕∑⁸ ⅜ ↕╣╣┌⁸OK ≢∆⁹ 
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5.  

 

ⱨ□▬ꜟ ќ ○ⱪ◦ꜛfi ќ ⱷכꜟ ќ └⌂ ⅔╟┘ⱨ◊fi♩ 

 
⇔™ⱷ♇☿כ☺─ ┘⁸ ⱷ♇☿כ☺─  
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─ ⁸ⱨ◊fi♩◘▬☼─   ќ  OK  ќ OK  ќ OK  

≢ ∂╢ 
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6. Outlook  

 

ⱷכꜟ▪♪꜠☻ ╩ ⇔≡⅔ↄ≤⁸ⱷכꜟ ⌐⁸™∟™∟ 

─ⱷכꜟ▪♪꜠☻╩ ∆╢ ⅜ ↑╕∆⁹ 

 

╩ ∆╢ │⁸ ╕⅛⌐ ─ ╡≢∆⁹ 

1 ⇔√ⱷכꜟ╩ ∫≡⁸ ─ ⱷכꜟ▪♪꜠☻ ╩ ∆╢ 

⅜╣↓ההה   ⌂ ≢∆⁹ 

2 ⅛╠ ≤⇔≡⁸ ─ ⱷכꜟ▪♪꜠☻ ╩ ∆╢ 

ההה   ─ ⅜⅛⅛╡╕∆⅜ ≢∆⁹ 

 

⇔√ⱷכꜟ╩ ∫≡⁸ ─ ⱷכꜟ▪♪꜠☻ ╩ ∆╢ 

1 ⇔√™ ⅜ ∫≡™╢ⱷכꜟ╩ ↄ ќ ─ ╩ ◒ꜞ♇◒ 
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2 ─ ≢⁸ Outlook ─ ⌐  ╩◒ꜞ♇◒ 

 
 

⌐⁸ ≤⇔≡ ↕╣≡™╢ │⁸ ─ ⌐₈ ─ ₉≤ 

↕╣╕∆⁹↓─ │⁸ ⌐ ≤⇔≡ ↕╣≡™╕∆⁹ 

      
3 ⅜ ↕╣√ ≢ ↕╣╢ ќ ⌐ ™⅜ ™⅛ ∆

╢  ќ ⌐ ╖╩ ╣╢≤ 50 ⌐ ┬( ─≤↓╤⌐ ╩ ⌐

╣╢≤⁸ ─ ⅜ →╢)  ќ ╩ ╣≡╙ ™ 

  ⱨꜞ●♫╩    ќ ⇔≡ ∂╢ 

 
≢⁸ ─ │ ≢∆⁹ 
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─  

⅛╠ ≤⇔≡⁸ ─ ⱷכꜟ▪♪꜠☻ ╩ ∆╢ 

 

Outlook ╩  ќ ─ ╩◒ꜞ♇◒ │ ◒ꜞ♇◒  

 │  

⇔™  

 
 

╩  

  ᵑ ⌐ ╖╩ ╣╢≤ ⌐ ┬ ⁸ │⁸ ─ ⌐ ╣    

   ╢ ќ ᵒ┤╡⅜⌂╩  ќ ᵓ │  

ᵔⱷכꜟ▪♪꜠☻  ќ ᵕ ─ ╩ ╣╢ ╩

↑≡╙ ™ ⁸↓↓⌐ ╣√ ╡⌐ ⌐ ↕╣╢ 

⇔≡ ∂╢ 

 
 

≢ ─ │ ≢∆⁹ 
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7.outlook  

 

∂ⱷכꜟ╩ ⌐ ╢ ⁸ ≥ⱪ⌐⇔≡⅔ↄכꜟ◓╩ ≢∆⁹ 

─ⱪכꜟ◓⌐ ╡ ╩ ⇔╕∆⁹ 

 

Outlook ╩  ќ ▪▬◖fi╩◒ꜞ♇◒ 

 
⅜ ↄ ќ ╩  ќ ⇔™  ⱪכꜟ◓
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─ⱪכꜟ◓ ╩  ќ ⱷfiⱣכ─  ќ outlook ─ ⅛╠ 

 
╢∆⌐ⱪכꜟ◓ ╩♄Ⱪꜟ◒ꜞ♇◒ ќ ─ⱷfiⱣכ ⌐ ↕╣╢   

  ќ↓╣╩ ╡ ⇔⁸ⱷfiⱣכ╩ ∆╢ ќ OK 

 
 

⇔√ ─ ⅜ ↕╣╢ ќ ⇔≡ ∂╢ 
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⌐ כⱪ─ⱷfiⱣכꜟ◓ ↕╣√ ќ  

 
 

ⱷכꜟ╩ ╢ │⁸ ⱪכꜟ◓⌐ ╩ ⌐ⱪכꜟ◓⁸≢↑∞╢∆  

↕╣≡™╢ ⁸ ⌐ ⌐ⱷכꜟ╩ ╢ ⅜ ╢⁹ 
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8.Outlook  

 

Outlook ⱷ⁸≢ꜟכ ▪♪꜠☻ ⅜♩ꜝⱩꜟ≢ ⅎ≡⇔╕∫√ ⌐

ⅎ≡⁸ ╩כ♃כ♦ ⌂ USBⱷ⸗ꜞ╛ ↑ HD ⌂≥ ⌐

⇔≡⅔⅝╕⇔╞℮⁹ 

 

Outlook ╩ ∆╢ ќ ⱨ□▬ꜟ 

 
ↄ ◄◒☻ⱳכ♩ ќ ▬fiⱳכ♩ ◄◒☻ⱳכ♩ 
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ⱨ□▬ꜟ⌐◄◒☻ⱳכ♩ ќ ┼ 

 
ⱨ□▬ꜟ─◄◒☻ⱳכ♩  ќ Outlook  ┼ ⱨ□▬ꜟ ќכ♃כ♦

 
╩◒ꜞ♇◒ ќ ┼ 
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╩ ╘╢ ≤⇔≡⁸USBⱷ⸗ꜞ⌐ ∆╢  

   

 
USBⱷ⸗ꜞ╩◒ꜞ♇◒ ќ ⱨ□▬ꜟ ╩ │ ⅎ⌂ↄ≡ ™  

ќ OK 

 
⇔√ ╩ ╖≢ ╩ ╪≢╙ ™  ќ  
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Ɽ☻꞉כ♪─ ⌐│ ╙ ⇔⌂™ ќ OK 

 
 

⅜ ⅎ≡  

 

Ᵽ♇◒▪♇ⱪⱨ□▬ꜟ⅜⅝∟╪≤ ≡™╢⅛⁸ ⇔╕∆⁹ 

 

◄◒☻ⱪ꜡כꜝכ╩ ↄ 

USBⱷ⸗ꜞ╩◒ꜞ♇◒ ќ Ᵽ♇◒▪♇ⱪⱨ□▬ꜟ⅜№╢ ╩  ќ 

╩ ∂≡  

 
 

 

  



 

Ɽ♁◖fi ה 2 1  2022.11.15  

 35 / 120 

 

9.Outlook  

 

Outlook ⱷ⁸≢ꜟכⱷכꜟ▪◌►fi♩ ▪♪꜠☻ ╩ ⇔√╡⁸ ╠⅛─♩

ꜝⱩꜟ⌐╟∫≡ ▪♪꜠☻ ⅜ ⅎ≡⇔╕℮ ⅜№╡╕∆⁹ 

↓─≤⅝⁸ ─Ᵽ♇◒▪♇ⱪ⅜≤∫≡№╣┌⁸ ≢⅝╕∆⁹ 

 

╕√⁸Ɽ♁◖fi╩ ™ ⅎ√≤⅝⁸ ⇔™Ɽ♁◖fi⌐ ⇔╕∆⁹ 

 

Ᵽ♇◒▪♇ⱪ─ │⁸ ╩↔ ↕™⁹ 

 

β≥↓⌐Ᵽ♇◒▪♇ⱪ♦כ♃כ⅜ ↕╣≡™╢⅛⁸№╠⅛∂╘ ⇔≡⅔⅝

Ɽ♁◖fi⌐≈⌂⅞╕∆ USBⱷ⸗ꜞ≤⅛⁸ ↑ HD ⌂≥  

 

│⁸ ≢∆⁹ 

Outlook ⱷכꜟ╩  ќ ⱨ□▬ꜟ 

 

 
ↄ ◄◒☻ⱳכ♩ ќ ▬fiⱳכ♩ ◄◒☻ⱳכ♩ 
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─ⱪ꜡◓ꜝⱶ╕√│ⱨ□▬ꜟ⅛╠─▬fiⱳכ♩ ќ ┼ 

 
outlook  ┼ ⱨ□▬ꜟ ќכ♃כ♦
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USBⱷ⸗ꜞ⌐Ᵽ♇◒▪♇ⱪⱨ□▬ꜟ⅜ ╢  

USBⱷ⸗ꜞ ќ Ᵽ♇◒▪♇ⱪⱨ□▬ꜟ╩◒ꜞ♇◒ ќ ↄ 

 
⇔√ ╩ ќ ┼ 

 
₈ ⇔≡╙▬fiⱳ₉╢∆♩כ╩ ┬≤⁸ ⌐№╢ ≤♄Ⱪ∫≡⇔╕

™╕∆─≢⁸ ┌⌂™⁹ 
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↓─╕╕⁸ ↓↓│⁸Ɽ♁◖fi⌐╟∫≡ ℮─≢⁸ ⌐™∂╠⌂™  

 
 

⅜ ⅎ≡ ≢∆⁹ 

 

▪♪꜠☻ ⅜⁸ ⌐ ↕╣≡™╢↓≤╩ ⇔╕∆⁹ 
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10.  
 

⌐⌂∫√ⱷ⁸│ꜟכ≥╪≥╪ ⇔╕⇔╞℮⁹ 

 

ⱷ⁸│ꜟכ Ⱳ♃fi╩ ⇔√╠⁸ⱷכꜟ⅜ ↕╣√≤ ℮─≢∆⅜⁸ │

ⱷ₈│ꜟכ ╖▪▬♥ⱶ₉⌐ ∆╢∞↑≢Ɽ♁◖fi⅛╠ ⌐ ↄ⌂╢

╦↑≢│ ╡╕∑╪⁹ 

 

₈ ╖▪▬♥ⱶ₉╙⇔ↄ│₈↔╖ ₉⌐ ⇔√ⱷכꜟ╩ ⁸

⇔╕∆≤Ɽ♁◖fi⅛╠ ⌐ ⅎ╕∆⁹ 

 

⇔√ⱷ⁸╩ꜟכ ⁸₈ ₉∆╢ ╩ ℮─│ ⌂─≢⁸ⱷכ

ꜟ♁ⱨ♩╩ ∂√╠⁸ ⌐ ≢⅝╢ ╩ ⌐ ⇔╕∆⁹ 

 

Outlook ⱷכꜟ─  

ⱷכꜟ╩  ќ ⱨ□▬ꜟ ќ ○ⱪ◦ꜛfi ќ  ќ 

₈Outlook ─ ⌐ ╖▪▬♥ⱶⱨ◊ꜟ♄כ╩ ⌐∆╢₉⌐♅▼♇

◒╩ ╣╢ ќ OK 
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⌐⁸Outlook ╩ ∂╢≤⁸ ─ ⱷ♇☿כ☺⅜ ╢─≢⁸™∟™∟ ⌂

™╟℮⌐⇔╕∆⁹ 

 ќ ⌐ ⱷ♇☿כ☺╩ ∆╢ ─♅▼♇◒╩ ∆ 

 
 

↓╣≢⁸ ⇔√ⱷ⁸│ꜟכⱷכꜟ♁ⱨ♩╩ ∂╢≤ ⌐⁸Ɽ♁◖fi⅛╠

⌐ ↕╣╕∆⁹ 
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11.Outlook W11  
◄◒☻ⱪ꜡כꜝכ ╩◒ꜞ♇◒ 

 
─ⱨ◊ꜟ♄כ╩◒ꜞ♇◒ ќ ╩ ┬ 

  
╪∞ ─ ≢ ◒ꜞ♇◒ ќ ∕─ ─○ⱪ◦ꜛfi╩  

 
3.5 ╢ ќ ⱷכꜟ  
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─◘▬☼╩ ┬ ќ ↓↓─ ⅜ 4,000KB ⌐⌂╢╟℮⌐⁸

─◘▬☼╩ ∆╢ ќ ќ ќ ќ  

  
─◘▬☼╩ ↕ↄ∆╢≤⁸ ◘▬☼│ ↕ↄ⌂╡╕∆⁹ 

◦♬▪Ⱡ♇♩─ⱷ⁸│ꜟכ ≢ 5000KB≤ ℮ ⅜№╡╕∆─≢ 

∞↑─◘▬☼│⁸4000KB ⌐ ⅎ╕⇔╞℮⁹ 

 

Outlook ⱷכꜟ⅜ ↄ─≢⁸ ⁸ ╩ ∆╢⁸ ─

╩ ⇔⁸ √⌐ ╩  

   ќ  

 
Outlook ╩ ⅝⁸ ↕╣√↓≤╩ ∆╢⁹╙⇔⁸ ♩꜠▬⌐ ∫≡

™╣┌⁸₈∆═≡─ⱨ◊ꜟ♄כ╩ ₉╩◒ꜞ♇◒⇔⁸ ∆╢⁹ 
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12.Outlook  

 

 ќ HTML  ќ ╩ ♁כ◌≡⇔◒♇ꜞ◒╩╤↓≥™√╣

ꜟ╩ ≡╢ 

 
 ќ  

 
╩ ◒ꜞ♇◒  ќ  
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⅝⌂ ⅜ ╢─≢⁸ⱴ►☻╩ ⌐כ♫כ◖─ ∫≡ ⅝⁸ ╘

⌐♪ꜝ♇◓⇔≡ ⌂◘▬☼⌐∆╢ 

 
⌂◘▬☼⌐⌂╡╕⇔√ 
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⌐ ─ ╩ ╣╢ ╩ꜟ♁כ◌⁸⌐ ≡╢ ќ ⅛╠

╩ ╡ ∆ 

 
 

↓╣≢⁸ ⅜ ⌐ ╡╕⇔√⁹ 
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13. pdf  

 

ⱷכꜟ⌐ ↕╣√ⱨ□▬ꜟ(pdf ╛ ⁸꞉כ♪ ⌂≥)╩ ⅝⁸ ⁸

⁸Ɽ♁◖fi⌐ ∆╢ ╩↔ ⇔╕∆⁹ 

 

ⱨ□▬ꜟ─ ⁹ 

 
 

ⱷכꜟ╩ ↄ ќ ⱨ□▬ꜟ─ ─Ộ╩◒ꜞ♇◒ ќ ↄ ╩◒

ꜞ♇◒ 
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2 ╢♁ⱨ♩─ ⅜ ↕╣╢ ќ │⁸Microsoft  Edge╩ 

◒ꜞ♇◒ ќ   OK 

 
3 ⅜ ↄ ќ  

  ∆╢  ќ    

╩ ↑≡ ∆╢  ќ ╩ ↑≡  

 
 

4 │⁸ ⁸Ɽ♁◖fi⌐ ∆╣┌ ™ 
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14.outlook  

 

⇔√ⱷכꜟ╩ ⇔≡⅔ↄⱨ◊ꜟ♄כ╩ ╡╕∆⁹ 

 

1 outlook ⱷכꜟ╩  ќ ▪♪꜠☻╩ ◒ꜞ♇◒ ќ ⱨ◊ꜟ♄כ─  

 
2 ⱨ◊ꜟ♄כ─ ⅜ ╢ 
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3 ⱨ□ꜟ♄כ─ ╩ ◦♬▪Ⱡ♇♩  ќ Enter 

 
4 ⱨ◊ꜟ♄כ⅜ ╕⇔√ ќ  

 
5 ⱨ◊ꜟ♄כ─ │⁸♪ꜝ♇◓≢ ⌐ ╕∆⁹ 

 
≢⁸ⱨ◊ꜟ♄כ─ │ ≢∆⁹ 

⇔√ⱨ◊ꜟ♄⁸⌐כⱷכꜟ╩♪ꜝ♇◓⇔≡ ⇔╕∆⁹ 
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6 ⱨ◊ꜟ♄כ─ │⁸ ⇔√™ⱨ◊ꜟ♄כ─ ≢ ◒ꜞ♇◒ ќ 

  ќ ⱨ◊ꜟ♄כ─ ╩  

 

 

 

  



 

Ɽ♁◖fi ה 2 1  2022.11.15  

 51 / 120 

 

15.  

 

⇔√ⱷכꜟ╩№╠⅛∂╘ ⇔√ⱨ◊ꜟ♄⁸⌐כ ≢ ╡ ↑∆╢

╖╩ ╡╕∆⁹ 

│ ≢∆⁹ 

ⱨ◊ꜟ♄כ╩ ∫≡⅔⅝╕∆⁹ 

 
Outlook ⱷכꜟ╩  ќ ⱨ□▬ꜟ ќ  ќ ≥ꜟכꜟ↑  

 
↓╣ │⁸ ≢∆⁹ ⌐│╟ↄ ⅎ≡ ⇔╕∆⁹ 

⇔™ ─ ќ ꜟכꜟ↑ ╩ההה╠⅛  ќ ┼ 
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ⱷ♇☿הההה☺כ╩  ќ ┼ 

 
⌐ ─ ╩◒♇▼♅ההה ╣╢ ќ ┼ 
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─ ╩◒ꜞ♇◒ќ ⌐ ∫√ⱨ◊ꜟ♄כ ╩ ќ   

 
↓─ ⌐⌂╢─≢ ┼ 
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ⱨ◊ꜟ♄כ┼ ∆╢ │⁸◖Ⱨכ╩  ќ ◒♇▼♅⌐ההה

ќ  ╩◒ꜞ♇◒ќ ◒♇▼♅⌐ההה≡⇔≥╖ ┼ 

 
 

◦♬▪Ⱡ♇♩ ╩◒ꜞ♇◒ ќ  
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↓─ ≢ ┼ 

 
─ ╩ ќ ┼ 
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─ꜟכꜟ↑ ╩ ⁸ ≢│⁸◦♬▪Ⱡ♇♩ ќ  

 
 

≢⁸ ⌐ ↕╣╢ⱷכꜟ⌐ ↑⅜ ↕╣╕∆⁹ 
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16.  

 

⁸ⱷכꜟ│ ─ ⅜ⱷ⁹∆╕™≡∫⌂⌐☻꜠♪▪ꜟכ↓╣≢∆≤ 

⅛╠ √─⅛⁸╟ↄ ⅛╡╕∑╪⁹ 

 

 
 

∕↓≢⁸ ─▪♪꜠☻ ╩ ⌐ ⇔╕∆⁹ 

∕─ ╩ ⌐ ⇔╕∆⁹ 

 

Outlook ⱷכꜟ╩ ќ ⱨ□▬ꜟќ ќ ⱷכꜟ▪♪꜠☻  

  ќ ▪◌►fi♩  ќ ▪◌►fi♩ ≤ ─  
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─  ⌐⁸ ╩  ќ ┼ 

 
 

▪◌►fi♩⅜ ⌐ ↕╣╕⇔√ ≤  ќ  

 
≢⁸ ⅜ ⌐⌂╡╕⇔√⁹ 

 

─√╘⁸ ⌐ⱷכꜟ╩ ∫≡ ⇔╕∆⁹ 

4 ⅛╠ √─⅛╟ↄ ⅛╡╕∆ 
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17.yahoo  
 

Ⱡ♇♩≢ ⅛ ∆╢≤⁸yahooⱷכꜟ⅜ ─╟℮⌐ 

∫≡⅝╕∆⁹↓╣╩ ╘╢─│⁸ⱷכꜟ╩└√∆╠  

⇔≡™╢∞↑≢│♄ⱷ≢∆⁹ 

ⱷכꜟ ─ ⌐№╢⌐№╢⁸ ⅛╠ 

╩⇔╕⇔╞℮⁹ 

∟⌂╖⌐ yahoo│ ─╟℮⌐ ⌂ⱷכꜟ╩ ⇔≡™╕∆⁹ 

ⅎ╢─╙ ⌂ ≢∆⁹↓╣≢│ ╢│∏≢∆⁹ 
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18.Gmail  
 

gmail ╩ ∫≡ ⅎ╢ ⁸ ≢∆⁹ 

gmail  

 

⌐│⁸ ─ ╩♃♇ⱪ⇔≡⁸ ╩ ↕∑⁸ ⱷכꜟ─ ⌐ 

⅜ ≡™⌂™⅛╩ ⇔╕⇔╞℮⁹ ⅜№╣┌⁸♃♇ⱪ⇔≡ 

ⱷכꜟ╩ ⇔╕⇔╞℮⁹ 

⌂ⱷ⁸┌╣№≢ꜟכⱷ▬fiⱨ◊ꜟ♄כ⌐ ⇔╕∆⁹ 

⇔ ╛⁸ ─ ⅜ ─ │⁸⇔⅛╢═⅝ ⌐⅔ ⌡ ↕™⁹ 

   
 

Ɽ♁◖fi≢ ╢≤⅝╙ ⱷכꜟ╩ ⇔╕⇔╞℮⁹ 
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19.  
 

ⱷכꜟ─ ≢₈☻꜠♇♪ ₉≤ ℮ ⅜№╡╕∆⁹ 

⌐ ℮≤⁸ ∂ ה ∂ ≤ⱷכꜟ╩╛╡≤╡⇔√ ⁸ 

ⱷכꜟ⅜ ≥╢╣╠╘≥╕⌐ⱪכꜟ◓─≈1 ℮ ≢∆⁹ 

gmail ─ ⁸ⱷכꜟ ─ ╤⌐ ⅜ ≡™╕∆⁹ 

2≤ 2הההה ─ⱷכꜟ⅜ ╣≡™╢⁸4≤ 4הההה ╣≡™╢ 

◒ꜞ♇◒ ♃♇♅ ∆╢≤ⱷכꜟ⅜ ╣╢ 

 

Ɽ♁◖fi─  

  
☻ⱴⱱ─          ☻꜠♇♪ ╩ ∆╢ ♅▼♇◒╩ ∆  
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☻꜠♇♪ ╩ ∆  

☻ⱴⱱ─  

gmail ─ 3 ќ ќ▪♪꜠☻♃♇ⱪќ ─♅▼♇◒╩ ∆ 

 

Ɽ♁◖fi─  

gmail ─ ќ ─ ─ ⌐ ╣≡™╢☻꜠♇♩ ─ 

♅▼♇◒╩ ∆ 
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20.Gmail  
 

Gmail │⁸ Ⱳ♃fi⅜▪▬◖fi⌐⌂∫≡™╕∆⅜⁸ ⅛╠ ⌐

╕∆⁹ ☻ⱴⱱ≢│⁸↓─ ⅜ ╢⅛│ ╡╕∑╪⅜  

 

⅜▪▬◖fi 

 
⅜ הההה ⅛╡╛∆™ 

 
⅜▪▬◖fi 

 
⅜ הההה ⅛╡╛∆™ 

 
 

ќ ≡─ ╩ ќ ќ∏∫≤ ─ ќⱳ♇♅╩♥◐☻♩⌐ ↑╢ќ

─ ◒ꜞ♇◒ 

 
↓╣≢ ⌐⌂╡╕∆⁹ 
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В ̸ 
 

1.  
 

─ ⅝↕│⁸ⱳ▬fi♩≢ ↕╣ ─ ≢ ─ ⅝↕⅜ ╕╡╕∆⁹ 

─ ⅝↕│⁸ ⌐ ╘╠╣╕∆⁹ 

 

↓↓─Ộⱴכ◒╩◒ꜞ♇◒⇔≡ ∆╢╦↑≢∆⅜⁸↓─ ⌐ ™ⱳ▬fi

♩╩ ∆╢⌐│⁸ ⁸ ╩ ⇔╕∆ ⱴ►☻≢ ╩⌂∙∫≡

ↄ⇔≡⅛╠  

  ─ ╙ ≢⅝╕∆⁹ ⌂≥⁸ ≢  

 
 

⌂ ≤⇔≡⁸ ⱴ⁸╙≡⇔◒♇ꜞ◒╩◒כ ⅎ╠╣╕∆⁹↓─ ⁸

ⱳ▬fi♩╩ ⅎ╢ ⅝⌂ ╙ ≢⅝╕∆⁹ ⌐ ™ ─ⱳ▬

fi♩│⁸ ─╟℮⌐⁸ⱴ►☻≢ ╩⌂∙∫≡⁸ ↄ⇔≡⅛╠

╩ ⇔╕∆⁹ 

 
 

ⱳ☻♃כ╛ ⌂≥─ ⌐⁸ ≈≤ ™╕∆─≢⅔ ⇔ↄ∞↕™⁹ 
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2.  
 

꞉⁸│≢♪כ ⌐ ∆╢≤ ◘▬☼│⁸10.5ⱳ▬fi♩≤⌂╡╕∆⁹ 

↓╣≢│⁸ ⇔ ↕™≤ ╦╣╢ │⁸ ≢ ╖─ ⅝↕⌐ ≢⅝╕∆⁹ 

⁸ ∆╣┌ ⅛╠⁸∕─ ⅝↕≢ ⇔╕∆⁹ 

ⱱכⱶ ќ ⱨ◊fi♩─ ─ⱴכ◒╩◒ꜞ♇◒ 

 
ⱨ◊fi♩ ќ ◘▬☼ ╩ ≤⇔≡⁸ ╩◒ꜞ♇◒ ќ ⌐   

 

↓∟╠⌐⁸ⱳ♇♅╩ ↑╢ ќ OK 

 
↓╣≢⁸ ⅛╠ ─ ⅝↕│⁸ ⱳ▬fi♩≢ ⇔╕∆⁹ 

↓─ ≢⁸ ⌂≥╙ ⅎ╠╣╕∆⁹ 
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3.  

 

꞉כ♪≢ ╩ ∆╢ ⁸ ₁™∂ↄ∫≡™╢≤⁸ↄ∟╚ↄ∟╚⌐⌂╡ 

ⅎ⅜ ↄ⌂∫√╡⁸ ╖⌐ↄ⅛∫√╡⇔╕∆⁹ 

╕√⁸ ─ ∫√ ╩ ⇔⇔≡ ℮ ⁸≥℮™℮ ⅜ ⇔≡№╢─

⅛ ⅛╡≠╠™ ⅜№╡╕∆⁹ 

⇔⅛⇔⁸∑∫⅛ↄ⁸ ⅛↑≡ ⇔√─╩ ⅛╠ ╡ ∆─╙≥℮

⅛≤ ™╕∆⁹ 

 

∕╪⌂ ⁸꞉₈─♪כ ≡─ ╩◒ꜞ▪₉≤ ℮ ╩ ℮─╙⁸1≈─ 

≢∆⁹ 

↓─ ╩↔ ⇔╕∆⁹ 

 

⌐│⁸ ≤ ⅜№╡╕∆⁹ 

≤│  

ⱨ◊fi♩⁸ⱨ◊fi♩◘▬☼⁸ ⁸ ⁸ ⌂≥⁸ 

─ √ ─ ─↓≤╩ ™╕∆⁹ 

≤│  

─  ( ⅎ⁸ ⅎ⁸ ⅎ)⁸ ⁸ ─  

▬fi♦fi♩─ ⌂≥⁸ ⌐ ∆╢ ─↓≤╩ ™╕∆⁹ 

 

⌐⅛↑╠╣≡™╢⁸↓╣╠─ ╩ ⌐◒ꜞ▪ ⇔≡⁸ 

∞↑╩ ⇔≡⁸꞉כ♪─ ─ ⌐ ╩ ⇔╕∆⁹ 

⇔√№≤⁸ ─ ℮≤⅔╡─ ╩ ∫≡⁸ ╩ ↕∑╕∆⁹ 

 

 

1 ↄ∟╚ↄ∟╚⌐⌂∫√ ⅎ─ ™ ╩ ↄ 
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2 ╩ ∆╢ ╙⇔ↄ│⁸ ╩◒ꜞ▪⇔√™ ╩  

   ─ │⁸♪ꜝ♇◓╕√│⁸Ctrl  ╩ ℮ 

  
 

3 ⱱכⱶ ќ  ╩◒ꜞ♇◒ 

 

 
 

4 ⌐⅛↑╠╣≡™√ ⅜⌂ↄ⌂╡⁸ ∞↑⌐⌂╡╕⇔√ 

  1 ─ ─ ≤ ═≡ ↕™⁹ 
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↓─ ⅛╠⁸ ─ ℮≤⅔╡─ ╩ ⇔≡⁸ ╩ ↕∑╢⁹ 

↓─ │⁸ ⅜ ≡◒ꜞ▪↕╣╢─≢⁸≥℮⇔≡╙ ℮╟℮⌐ 

⅛⌂™ ─ ─ ≤ ⅎ≡╙™™⅛≤ ™╕∆⁹ 

 

─◒ꜞ▪≢│⁸ ≤⅛ ⌂≥│◒ꜞ▪↕╣╕∑╪⁹ 

⌐│⁸ ⅜◒ꜞ▪ ≡⁸ ⅜ ╢⅛⁸♥☻♩╩ ╡ ⇔≡

∫≡ ↕™⁹ 
♥☻♩╩ ℮ │⁸ⱨ□▬ꜟ─ ╩ ⇔ ⅎ≡ ℮─⅜ ≢∆⁹ 
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4.  

 

꞉⁸₈≤╒ꜟ☿◒◄⁸│♪כ ╡ ↑₉─ │№╡╕∑╪⅜⁸ ™ ↑╢≤

≢∆⁹ 

⁸  ₈♥◐☻♩─╖ ₉│⁸ ⌐ ↕╣╕∑╪─≢ ─

⌐ ≢∆⁹ 

 

 

       

 
 

╩  

  ─ ─ ≤⁸ ⇔™ ─ ─ ─ ⅜ ⇔√ ≢

╡ ⅝╕∆⁹ 

 
 

  ─ ≢ ╡ ↑╕∆⁹ 
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♥◐☻♩─╖  

  ─╖ ╡ ⅝╕∆ │⌂⇔  

 
 

⌐╙⁸ ╩ ⇔≡ ╡ ↑╢ ╙№╡╕∆⁹ 
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5.  

 

1 ⌐∆╢ ╩ ↄ ќ ⱨ□▬ꜟ 

 
2 ◄◒☻ⱳכ♩ ќ ─ ꞉כ♪⌐╟∫≡♦◙▬fi⅜ ℮  

 
 

3 ╩ ⇔⁸ ќ  

 
 

 

 

 




































































































