Uwutwghwnnipjutu ufupwghpp

Muwwnnuh /qpundniuph/
wuyjwunwdp

1012.01.04 «dwpuwdhpwlywu wpybun b qupnwhu
nhdwhwpnwpnw» dwutwghwnyejwu
1012.01.01.04 «Uwunuwhwpnwp» npwlwynpnud

I. Hepp

Uwwnuwhwpnwpp  hpwlywuwgunwd £ gbintgyniejwu
upwhubpnud, Ynudbunninghwlwu nt Eupbnhlwywu
ytuwnpnuubpnuw,  Jwpqwupwhubpnw,  hjnpwungwhu
hwdwihputipnd b w)] Yuwgdwybpwnipiniuutbipnid, npuntin
wwhwugynd £, dwintwhwpnwpdwt Swnwjnientuubiph
dwwinignud” wnwudht wudwug hwdwp, wywhwwubing
wqquplwysnipjwu wwppbp ubnwwnwphpwihu  fudptiph
Gnniuquph L Jwoyh  wwwawd  glinughwnwlywu
wnuwphu wnbupp U wnnngniejniun:

Il. vunhpubpp puwquywnubpp

hvunhpubiph putwquywn 1. bLwliwywnpwunwywt wluwnwupubph uwnwpnid,
hwnnpnwlgnipiniu hwéwpunpnh hbwn b uywuwpynid

U2luwwnwupwyht
qnpdpupwgp

1) Upfuwwnwupw)pu gnpdhpubiph, uwppwynnpnidubiph,
hwpdwpwupubiph, Unyetinh 6hown punpnieiniu,

2) uwuhnwpwhwdwwpwywiht unpdbph wwhwwuntd,

3) woluwwmwuph wuywnwugniejwu Ywunuubph ywhwwuntd,

4) hwbwfunpnh punnnw b uywuwpynid,

5) dwuwnnigynn dwnw)ntejntutiiph onng
wuwjdwuwynpywodnyejwu dtinp pbipnid:

Uwwwpdwt swhwuhubp

—_

wuhpwdtionn w2fuwtnwupwihu gnpdhputipp,
uwppwynpnidubipp hwpdwpwupubpt ne Ynyebipt punpywd
tnwppbpwlyywsd Gu,

2. wpfuwwnwuph wuywnwugniejwl Ywunuubipp L
uwuwnwpwhhghtuhy unpdbpp juunnpbt Ywhwwudwsd Gu:

huunhputiph puwquywn 2. Swéwlunpnh dtnptiph b nnpbph Gnniuqutiph, dwayh




wpwnwpht quunid b yhdwyh quuhwwmnnid

Upfuwinwitpwjht 1) Qwbwpunpnh abnpbph Gnnwqubph L dwoyh wpuwphu
qnpdpupwgp quunud,
2) hwbéwflunpnh nwpbph Gnniugubph L dwoyh wpuwphu
quund,
3) hwbwfunpnh tnniuqubph W dwoyh punhwunip hbwyp
guwhwuwnnud:
Uwwnwpdwl swihwihoubp 1. wwppbpwyjwd Gu (wpwwpht quunpjwu  dwdwlwy)

hwéwflunpnh  &tnpbiph L nwpbph Gnniuqutpph L dwoyh
hhwunnyeniuubipp, dwdwuwlwynn wnbnwjhu
fuwuqwpnidutiphg U yuwuywéputiphg,

2. quunipjwu  wpryniupnd quwhwwndws  Gu dwoyph L

tnniugubph ppwywu  Yyhbwyp L Yuywgwd
hwdwwwwwuluwt npnand hGinnwaqw gnpdnnnieiniuutiph
hwdwp:

hvunhpubiph puwgquywn 3. Uwwnigynn dwnwjnipjniuutiph hunwybtgnid u
hwdwdwjutignid hwéwlunpnh hwn

Upluwinwitpwht 1) Upwwphtu  quunieyniuhg  hGinn hwéwfunpnh  hbun
qnpépupwgp pwuwygnipinuubph Jwpnud,
2) dwuwnigynn dwnwinieiniubbph pupwgpnd ogunwgnpdynn
Wnuetiph, gnpdhputinh W wy| dhgngubiph 2nipg hwéwtunpnh
htin thnfuhwdwdwjubtignid:
Uwwnwpdwl swihwihoubp 1. hwéwlunpnh htwn hunwlybgywsd Gu hbinwagqw

dwnw)niejntuubph dwwnnignudp,

2. hwéwfunpnh htitn wpryniwwybivn thnfuhwdwdwjujws k

dwuwnnigynn dwnwjnyeintuubiph pupwgpntd ogunwagnpdynn
unuyetinp, gnpdhputinp U wy) dhongubinp:

hvunhputiph puwquywn 4. Atnpkiph dJwntwhwpnuwpiwt wluwwnwupubiph

hpwywuwgnid
UWfuwwnwiupuihi 1) Qtinpbiph Gnniuqubiph hhghtuhy Jwppnuw b dowynud,
qnpépupwgp 2) abinpliph dwaolh dowynd,




3) &binptiph dbpunud,
4) adbnptiph Gnnwuqubiph dGfuwuhywlwu dowyned,

)

)
5) Gnnwugqubiph (wpwwwwnnd,
6) tinniugubiph wphGunwywu Gplwpwgntd,
)

7) tnniuqubph qbnwpybunwlwu duwynpnid:

Uwunwpdwt swthwuhyubp

1. Gnnwugqutiph hhghtupy dwppdwu U dowlydwu hwdwp
wuhpwdbown ynetipp Yppwnywsd Gu,

2. &bnph dwoyph dowldwu wwppbp bBnwuwyubpp W
dhgngutinp Yhpwnyws tu,

3. atinppph dGpudwu Gnwuwyubpu nu dhongubpp Yhpwnywsd
Gu,

4. bnniugubph  JdGuwupyulywu  dowlydwu  Jdhongubipp
Uphwnyws G,

5. Yppwnwd L Gnniugubph  wpndbupnuw| Jdhongubipny
[wpwwwwndwl nbfuuhywu

6. Yhpwnwsd Gu bnniuqubiph wphbunwywu Gplwpwgdwu
L gbnupyburnwlwu  sbwynpdwt  dwdwuwlwyhg
Gnwuwlutpp:

hvunhputiph puwquwywn 5. Nnpbph dwntwhwpnupdwt wluwwnwuputiph

hpwlwuwgnid
UWyluwinwitpwjht 1) Nuptiph tinntuqubiph hhghbuhy dwppnuw W dpwyned,
qnpdpupwgp 2) nunpbiph dwoyh dowynud,
3) nuinptiph dbpunud,
4) nnptiph tinntuqutiph dGfuwuhluywu dowyned,
5) tinniuqubph jwpwwwuwnnid,
6) Gnniuqubiph wphGunmwywu GpYywpwgned,
7) Gnniuqubipph ginwpybunwywu duwynpnid:
Uwwnwpdwl swihwihyubp 1. Gnniugubph hphghtuphy dwppdwu U dowydwu hwdwp

wuhpwdbown Unetipp Yhpwnjwsd Gu,
2. ninptiph dwpyp  dowlydwtu wwppbp Gnwuwyubpu o
dhongubipp Yhpwnyws bu,




3. nunpbiph dbpudwu Gnwuwlyubpu nu dhongubipp Yhpwngwsd
Gu,

4. Gnniugubph  JGluwupluywu  Jdowlydwu Jdhongubipu  ni
uwppwynpnidubipp Yhpwnywsd Gu,,

5. Gnnuwugubiph wpndbuhnuw| dhongubipny Jwpwwwwndwu
wnbluuhywu Yhpwnws £,

6. Gnniugubiph wnphGunwywu Gpywpwgdwu L
glinwpyGunwywu duwynpdwu dwdwuwlwyhg
Gnwuwyutipp Yhpwndwsd bu,

hvunhpubtiph puwquywn 6. lunphpnwwynipjwu mpwdwnpnid

Upfuwwinwpwyht 1. Qwbwfunpnht  dwutwghnwywu  funphpnuwunyniejwu
qnnépupewgp npwdwnpnd' Bnniuqubph b dwolyh hbwnwqw futwdph
htin Yuwyws,

2. pwgwhwjunwd wluwnne hhduunnigniuubph nbypnd’
hwéwfunpnht  hwdwwwunwufuwtu  Jwutwgbnh  dnwn
ninnnpnntd:

Uwwnwpdw swihwhoubp 1. tywunwlwht dwutwghwnwlwt funphpnwwnynieiniup
wnpwdwnpywsd b

. Nwwnwuluwtwwnynipyniup Uwwntwhwpnwpp  ywunwufuwtwwne - | hp  Unndhg

/witihgwlwt Juwuwpyws  dhowdwnigyniuubph  npwlh,  ogunwgnpdynn

Unetiph W uwppwynpnwiuph  puwnpnyeywu hwpgntd,

wwwnwufuwtwwnynipjw

hwéwfunpnhu funphpnwwynipntt tnpwdwnpbint, unpwlywi

2powiiwly/

dhongubip  wpryntuwybin  ogunwgnpdbint,  woluwwnwupp
hwéwlunpnh  wwhwusubppt b wyulwiynn  wpryntupht

hwdwwwwnwuluwt Yuwwnwnpbint hwdwn:

Uwuntuwhwpnwnpp hp w2fuwwnwupwihu
wwpunwywunipjnitutbph opowuwlubipnid ufuw
gnpénnnigjwu  hGwnbwupny  hwbwlunpnh  wnnnonijwu
fuwpwnpdwt  nbwpnW  wWwwwuppwlwwynigntu £ Ypnud
optupny uwhdwuywsd Yupgny:

IV. LEqniubipp

Uwjpbuh |tquh wqwuwn hdwgnieniu,




ownwn tqyp pwywpwn hdwgniuenit’  othybnt
dwulwghwnwywu gpwlwunteiniuhg ogunytijnt hwdwnp

V. Qwdwlwpghsp

e MS Word
e MS Excel

e Internet Explorer

VI. Ghwinbhpubpp

1) Uwutwghwnwwu gnpdniutinigjwu dby Yhpwnynn
banpnyputipp (nbipdhuninghw),

2) hwbwfunpnh htwn 2thybint hngbpwuniejwu b bphlwh
hhdniupubipp,

3) dwolwjhu L tnnwugubph hhjwunnyeniuutipp b npwug
Ywufuwpgbnudp,

4) &Gnph W ninph dwyyh, Gnniuqubiph futwdph pninp
dhgngutinp U aubipp,

5) atinptiphh W nuinptiph dGpudwu dutpp W dhongubipp,

6) tinnwugubiph wphGunwlwu Gpywpwgdwu wGuwyubpp b
albinp,

7) dwutwghnwlwu hwdwwwwnwufuwu gnpdhpubnp,
uwppwynpnidubiph - wpryniuwybin ogunwgnpddwu
aubipp U dhongutinp,

8) woluwuwnwuph vwuhnwpwhwdwbwpwYwihu unpdbnp,

9) woluwwnwuph wuynwugnyjwu Ywunuubpp,

10) wnwohu pdojwyw oqunipjwl Ywunuubpp:

VII. Ywpnnnipyniuubpp L
hdwnipniuutpp

1) Chybl b pwuwygh| hwbwfunpnh htw,

2) twhuwwwwnpwuwnb] woluwwnwnbnp' ywhwwubing
uwuhnwpwhwdwbwpwywihu unpdbpp b woluwwnwuph
wuywnwugniejwu Ywunuubpp,

3) Uwwuwwlwihu ogwnwgnpdti; Yhpwnynn
dwulwghwnwlwu gnpdhpubipp, uwppwynpndubpp b
dhongubipp, wnunwhwudwu gnpdpupwgubpp,

4) quwhwwnb| wpnwphtu quuniRjwu dwdwuwly &dtnph L
nunpbiph dwaolyh b nniugubph punhwungp ypéwlyp' punpbing
U yppwnbiny fuuwdph hwdwwywwnwufuwt ujnyebpp W




dhgngubinp,

5) Yphpwnb| dwntwhwpnuwpdwu deuwuhlyuwlwu dawydwu
dwdwuwlwyhg nbuuninghwubpp,

6) Yhpwnt| Gnniuqubiph jJwpwwwwndwu dwdwuwywyhg
inbfuuninghwubinp,

7) Yhpwnb| Gnnwgubiph wphGuunwlwu Gplwpwgdwu
dwdwuwlwyhg nbuuninghwubpp,

8) Snigwptipt| wnweohu pd2lwlwl oquniejniu,

9) Spwdwnpb| dwutwghwnwlwl funphpnwwnynipniu:

VIII. UWuéah npwwulw
hwwlwuhyubp

Mwpunwbwuwy,  wquhy,  woluwwnwubp,  Yupguwwh,
hwnnpnwlgynn, fubwinn, Gounwwwh, dwppwubp, unpp
puluinn




