KIREHRIVE 2 —FEER BEIIN\R (2025FF)

EMLHFRS BRI T5— FlEA ECRRAT7IVr—a0 1 FBEI—F T0010C3

[ GIEE REXRRME BE B 1 Ef

EEE K A % BEITN—7 TAKS/KW/SI) BREXGE HE

EPE T O S E R DB RER L. F20EMBERVERBEDOEMELTE>TELIDEEFNMN T .EDRRL—UTE
AR FATEAPCRAFXIILALIZDENDERZLTLEET,

ESRRAS—U Tl BHREPMTIRALIL, (FEREEEDDRALIL, (FERERIETIRATILAKRDONET , FDVY—
JLELTMS-OfficelFEDR AR A TELEOLNTEY ., BHRIERRITEZSDEDRATUIZESTRHADY—ILERST
L\ij;:o ABETE, EEEZRDIIBEETUL, MS-Office DHEEEZFLCEMEL, LEERAFILOEREZEBTIOMNE

FE—MRERE

EE OV (TR E T ZHLAR— DR, RETE, TUEVEMENRMM OB RIS DI-ODRENEERTT S, Ff=. /Y
a*aJ:UEj"T"‘_EJ: AVERE -HROEELLTERISODOEBENEEETS H. CORKEHRITMOS EIRDHAERICHBREL TR
DEIE Ly,

*@%’? YRE ERUT S —TRETIR

IS BT
%ﬁiﬁ%ﬂ%ﬁ%b Windows® TS0 DEWNS, 10 8—R VD EBMBEERLTODIENEELL,
;2

LS P C

(=W S Word., Excel, PowerPoint

FEDP(HFE S KAL) FENRETANSTHER

1 MS-Office D EFEANHEIEBL . MS-Office D E AR AEEM> TV,

4 Word&Excel DIRIEH ZHIERL. BHBESRANEORIE. VS I7EERTES,
4 PowerPoint DI A ZEER/L . HRMWEEHEERLRERTESD,

5 RECEBHITSIL (HRE) . MS-Office R B [CBMEL>TMYML LA TED,

1

15034 - I2AZ

2. & - ¥l

HREFTmE S 100

FHEDER

AEDREHEETER



EREDRY

BRRR(AE-EH)

EREDRY

R—rTA0F

fEES

b L EE S
SN ADERA

HERE BEOER S A
TP 1A AEN

IHRTO—5, THILF ERK. k&
BREIHILVEOHRBA BEI7AIILEIL—IL
*MS-Office DR

*STEP1 WORDIZDU\T

BN

STEP2 EARMLXELZERLELS (HFE-W—5 FERHI7ZMIL
FRIER)

STEP3 BPOREBEALLS (BFEE . W—18 ERT7M1IL:BOE
D& A.docx)

STEP4 XEFHRAILELS (HFE:W-36 FRI7AIL:LKR—+D
ENRll.docx) X 77/ ILIRHAE

STEPS RIRNET7 VT I DR F>TH LS (HRE -W-37 FH
T74IL  RIBAH7 Y7 docx)

STEP6 RXDLR—FERELES (HFE - W-46 FERI7IL:
REXLR—D#RE docx)

STEP7 XEH#KEL &S (HRE -W-55 FRI7AIL:LER—FD
#%23.docx)

EHTAM B2 AELAR—FOER(EHE:Q—3 FAT7
AL FRER)

HTEeE (FE-HD)

BHEI7AIL
MIERLIE=T7MILERE
(XIT7AIGISREEL
BT(HEAER)+ RELE
+3,)

STEP2 774 L& HI:
1b00kotokawa_L R— kD 4E
FX.docx

STEP3 77 A L& 4I:
1b00kotokawa_B] > D1E
A.docx

RBEIT7FAIL
XIERLI=77MILEIRH
(XIT7MIVRISTRETE
AT(EAER)+ RELE
+5,)

STEP5 74L& HI:
1b00kotokawa_ FRIF 17

= .docx

STEP6 774 L& HI:
1b00kotokawa_ X L AR—k
DimE .docx

STEP7 74L& HI:
1b00kotokawa_L 7R— kDR
f8.docx

RET7AIL
MIERLI=D7M1ILERE
(XIT7AIVRISRETE
AT(CEAER)+ FELE
+%.)

EHTAM T7AILEH]:
1b00kotokawa_ BFZEL HR—k
DIERL



55

g6

7E

558

STEP2 T—H% AAL&S (HFE E-3 ERI7AIL FRIER)
STEP3 REEMLES (HFIE .E-9 FHI7AIL: RO VER xIsx)
STEP4 REHRELLS (HEE.E-17 FAHI7Z7MIL: RDOE

£ xlsx)

STEP5 REFHIRILKS (FFE . E-24 FERI7AIL:)XIT7AILIR
HARE

STEP6 JS57%ERLLS (BEE E-30 FRI7AIL:TFTDE
Al.xlsx)

STEP7 T—AR—RZEBELLS (HEE E-36 FHI7AIL:
FT—HAR—ZXDIR{E xIsx)

STEP8 BHD I —IEIRELELS (BFE E-51 ERHI7MIL:E
o —h D 1E xIsx)

BEMBI(EBEE-127 FRI7MIL BB HRE.xIsx)
BEMBE2(HEE E-129 FARI7MIL BB MRE2.xIsx)
BEMBEI(HABE E-132 FHI7AIL BB MRE3.xIsx)

STEP9 BAMZEMELIAZES (HEE E-55 FRT7M/L: BHEOD
F| FA xIsx)

STEP10 1 —HEZRDRTEAEHRELLS (EHE -1 FH
T74I): A—HF—FE DR TR xlsx)

STEP11 FHMAEFEHELLS (BHFE.E-76 FRI7MIL:-EH
FEERDEKRTE xlIsx)

BEMBIEBZEE-134 FEREI7AMIL BB RMRE4xIsx)

REI7AIL
MIERLE=T7MILERE
(XKITF7AMIVRISRESSH
BT(HEAER) + RELEM
+5,)

STEP2 J7A L4 1l:
1a00kotokawa_ T —42MD A A
e K. xlsx

STEP3 J74 L4 fl:
1a00kotokawa_Z= O 1 i xIsx
STEP4 J7A)L&%HI:
1a00kotokawa_Z= D #REE xIsx

REI7FAIL
MIERL=77/ LR H
(XRIT7AMIVRISTRETE
ATCEAEY)+ BELE
+5,)

STEP6 71L& %HI:
1a00kotokawa_ ' 57 D1
AR .xIsx

STEP7 J74)L4&%5!:
1a00kotokawa_ T —H~R—X
DIRAE xIsx

STEP8 7741 )L&%HI:
1a00kotokawa_ 82—, D
2 4E xlsx

EEMB 7ML H5):
1a00kotokawa_f& 2= fEIRE
1.xIsx

EEMB2 IJ7MILBH5:
1a00kotokawa_f& 2= fEIRE
2.xlsx

EEMBI IJ7AILAH5:
1a00kotokawa_f&3 f &8

3.xlsx

BHEI7AIL
XIERLE-TD7M4ILERE
(XT7AIWVRISRAEESR

BT (F AR+ RERENM
%)

STEP9 J7AJL4fH:
1a00kotokawa_RE 27D F|
FH.xIsx

RET7AIL
XIBRLIE7MLVERE
(KIT7AINRBISRETH
ATCEARY)+ FERET
+5,)

STEP10 741 IL%&fl:
1a00kotokawa_1—H —FEH
DRRFZH xlsx

STEP11 74 IL%&l:
1a00kotokawa S {TEE K
DELTE xlsx

HEMREs 7ML AH:
1a00kotokawa_f& &= fEIRE

4 xlsx



STEP12 EERYSIEERLES (HFHEE-80 FHI7Z7AIL: B
BT S57DVYER xIsx)

ELIEMN STEP13 EARYMT—TIILEERRL &S (BEE E-91 FRI74
L ERYSTF—T LD ERK xIsx)

BEMRES (HRE.E-135 FERAI7AIL  HE MBS xIsx)

STEP2 JFLEUT—LavEERLES (HHE P-4 FHI7A
U ETRERL) y
EADIEMN STEP3 ATV IMEBALELS (BHEE P-14 FRI7AIL AT
DI DE A pptx)

HEME (BEE P64 ERIFAILTRER)

STEP4 JLELT—LavDERELEELLS (HFEE:P-30 #H

T7AIL . TLET—ar DR pptx)

STEPS FLELT—avItEEERELLSI (HEE P-32
EARIEINN T 7 1 )L 5 R D ER 7E optx)

STEP6 FLELT—avICHRIER (B E . P-36 ERI7A

W TLET—2ar O HR pptx) X7 IREFE

BEME2 (BEE P67 EHAI7MIL  BEME2.0ptx)

STEP7 BIDT7TIDT—3ZFALELS (HFE P-39 FHI7A
W BIDOTTIDT—20F A . pptx)

STEP8 RSAFHBEDTHAUERELLS (HFE P-45 FH
T7AIL  HBETH A2 DERTE pptx)

STEP9 RSARICEZILD#REZXFIAL LS (HEE . P-51 FHT7
AL & 3L DHEEE pptx)

18k FLE TF—2av i (BFE P-59 FHI7ZMIL:) XEx
EN

£12[

CAKICIES B 3R

-

BHI7AIL
XIERLE-D7MILERE
(KIT7AMINLGISREEL
BT(FAER) + FELEM
+%,)

STEP12 J7A L% :
1a00kotokawa_ & E4 S5
D e xIsx

STEP13 J7A L% :
1a00kotokawa ERwkF—T
JLDAE K xIsx

HERES J71ILEH:
1a00kotokawa_f# 25 SR8
5.xlsx

REI7FAIL
MIERLI=77/ILERH
(RIT7AMIVRISTRBETE
AT(CEAEY)+ BELE
+5,)

STEP2 J7AJL4f:
1a00kotokawa_ JL > T—
a2 D ERLSE R .pptx
STEP3 J74A L4 f:
1a00kotokawa AT 7+ M
8 A .pptx

EEMB J7AIL%BH5:
1a00kotokawa_§ = SR8
1.pptx

RBEITFAIL
XIERL=77/ILEIRH
(XKITF7AIVRITRESLH
BT(HEAER) + RELE
+5,)

STEP4 J74 L4 4Hl:
1a00kotokawa FL ¥ > T—
23> D& RL.pptx

STEP5 J74 L4 fHl:
1a00kotokawa $55% 3N R D%
7E.pptx

FEERE2 J7AILEH:
1a00kotokawa_f& & 5178
2.pptx

RBRHEI7AIL
XIERUL=D7MILERY
(KITF7AINGISRAEEL
BI(FAEYR) + BELEM
(+3,)

STEP7 774 JLE&4I:
1a00kotokawa_BID 7 T D
T—ARDF| A .pptx

STEP8 J7AJLE45:
1a00kotokawa @ T A
D ERFE .pptx

STEP9 J7AJLE4I:
1a00kotokawa 1% 3T D
HE.pptx

RET7AIL
MIBRUL=77/ LR
(XIT7AMINBISRETH
ATCEAREY)+ FERE
+5,)

BHEE J7MILBH:
1a00kotokawa_B H1EE %8 .pptx



