wunenuagramsidiunsirnadieiuystansammsufiRnuvasthaems
UEIARSS Yunas dndvinisinensdiungms aandwanniiaugiuns

drtinuiauniituen o nswauafiay

wangas “anudilauaznisldmalulagfiiviasgrefivssansam”
(Understanding and Using Digital Technology)

Fuil oo 1RBUAUBIY bebe 1TUIA1 o Tu
ruszuunsisuaulay Tagsaduimuiyaansnasyinunia
Thailand Digital Government Academy (TDGA)

.....................................................................................................................................................................

AyuuniSey

o. inwznsldengunsaiuaslusunsu@dsia (Digital Hardware & Software)
whunsWainesAugulunsufoRmuiugunsaimeluled ielianunsavamildasneninduayd
Ussindnw

o msinnssruulfianisuazlndanu (OS & File Management): msdnlassainalnlaines ans
d1sesdioya (Backup) uaznsliAdan (Keyboard Shortcuts) wiituesigalunsyine
o mMaUszananas (Word Processing): mMsad1atenanssums/wnansinnms nmsdnguuuudugs
MsasansUydnlud® mslafeidunsiadin nagnisaavianeiieu (Mail Merge)
o MFIANIIAITNATUINU (Spreadsheets):
- m‘s'i%’qmﬁmmﬁugmﬁaixﬁ’unmq 191 SUM, AVERAGE, IF, VLOOKUP / XLOOKUP
- mydandudayauarn1saineseeiuadiie Pivot Table
- msulasdeyaliunsmuazununil (Data Visualization) Witensiiiaue
o MsATINIUUIEUD (Digital Presentation): inallanisesnuuvalamivinsydu nsidenldd/Mous
figrudw mslddedaiilife (Guam, 3e) uasmadianmandes (Storytelling) Thseviulagits

o, MIFUAN MIATIE wazn153an5daya (Information & Data Literacy)
wiunsfumdeyaegedifienis nsusediummnindeiie uasmatanisdeyalugaiifasaumadunzdn
(Information Overload)

o wiliansAufutiugs (Advanced Search): nsldFium (Keywords) uasdasifiunmsdum
(Search Operators) 1y msldinsamuesyUsznie .., mMsszyUssanlug filetype:pdf, w3an1sssy
Auled site:go.th Lﬁ:aﬁmﬂiaaﬁagalﬁmaLi]'mma

. msUszdiummnindetiovesdioya (Data Verification)

- MSATINEBUMENTIN R TunT o aeAnSHNELNS
- madinfunaniidinn uazn1sasrvaputuvdideds (Cross-checking)
- msiuilowazfnnsas Y1ivasy (Fake News) vadoyaladou

«  MsuImsiamsdeya (Knowledge Management): n1stiuin Yanunamy wasdaiudoyaddny

Tugduuuddvia wleliianansothandudunasldeus ldedsavan



. MIdemuazmMaiusmAunuueeylay (Digital Communication & Collaboration)
whumsususdhgmsviaugelyal (Hybrid Work) inutedesiliodemsuasszuuaand
o msfemsmeiiviasgnaileatin (Professional Communication):
- wssrmnsdsuBiuanenns (msmdeides, MIIYUETY, N1389Y18)
- mavdenldveimedeaslivue fusedumwdfyrasamusstiurasey
o iedesilevhausmiuuusuueas (Cloud-based Collaboration):
- n13l4 Google Workspace (Docs, Sheets, Drive) %38 Microsoft mo¢ (Teams,
OneDrive, SharePoint)
- nMsfmusavslumsidniiaenans (Viewer, Commenter, Editor)
- maAluenansnianiuwuy Real-time wazmMsanmuuseIRnisudla (Version
History)
«  msuImsmsUszyueaulat (Virtual Meetings): nsldsussuudssyueaulay (Zoom, Teams,
Meet) MSIASENI1SE MIUTIIINTE uazmIsnwansemluieslssyuaiiouss

& Anuiuasasademeisanazaadudiuda (Digital Security & Privacy)
wumsaeanumsziingiitedestusueaarasdnsandennauuilansoulad
o« msfuileseanenuleiues (Cyber Threats):
- msfunmuazdosiu Phishing (Buia/Aemumasnaaietlusdoys)
- MsfAndanas (Malware) 1a%a uasusuwauwas (Ransomware)
- Fomssridlumsld Wi-Fi ansisuzuaznsamaivanlndnunasdilisin
. MsUIMsIAMITERIULaLAYS [
- wallansdeseehuiidune (Strong Password)
- msldnumstududiinuuuuasstiade (Two-Factor Authentication / oFA)
. msfuasesenudiudiu (Privacy Protection): msssrarniuduiluladeaiii ns
puauavisnsiindstoyavesusundiady uasmstioatudoyaiilva

. 9385350 nanefdvia uasmaluwailiosddvia (Digital Ethics & Law)
wunsUfuRsumussvingudsausasngunglunisldaumelulad
o NMUNERIVIAENATY:
- w.5.u. MhemsnszvheRafenfuessfiuses: miuRadstunisdifiszudlae
fivou mswdhdeyauia viensinsenmilvhligBudemns
- W.5.U. AuATBtayaduyARa (PDPA): Mmaasewindsdviveadwesdeyadiuyana
nsver mBugen wazdesy Slumaiiuviomsuwstoyaddy
- nvangAvAYS (Copyright) uay Fair Use: m‘ié’qeﬁaLmeiaﬁmaamgnﬁm nslgnm/
dovmitliiazfiadedvs waznsidenlddeuuu Creative Commons
. RUWNINSAIA (Digital Footprint): Msnszutinimnnisuszvuilanseulaasiissossesld
laue kaznsasnwdnwalaviaideuan (Positive Digital Identity)
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