
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

   

115 3-2 5 3  TEL 02-27893389 02-27892568 

V . 3 . 0 . 4

 
 
 
 
 

 

 

 

 



2006.04                                                     

 
..........................................................................................................2 

1-1 ...........................................................................................................................2 
1-2 ...........................................................................................................................3 

..................................................................................................................4 
2-1 ...........................................................................................................................4 
2-2 ...........................................................................................................................6 
2-3 ...................................................................................................................6 
2-4 ...........................................................................................8 

..................................................................................................................9 
3-1 .............................................................................9 
3-2 ................................................................................... 11 
3-3 ............................................................................... 11 
3-4 ...................................................................................12 
3-5 .........................................................................................................................13 
3-6 .........................................................................................................................14 
3-7 .........................................................................................................................15 
3-8 .....................................................................................................16 
3-9 .........................................................17 
3-10 ...........................................................................................................19 
3-11 .......................................................................................................................21 

................................................................................................................22 
4-1 .................................................................................................................22 
4-2 .....................................................................................................................22 
4-3 .................................................................................................................23 
4-4 .................................................................................................................24 

................................................................................................25 
5-1 ........................................................................................................26 
5-2 IE ...........................................................................................................................28 
5-3 Microsoft Word ................................................................................30 
5-4 ............................................................................30 
5-5 (Windows XP SP2) .................................................32 

......................................................................................................33 
6-1 ....................................................................................33 
6-2 ............................................................................................................34 
6-3 ............................................................................................................36 
6-4 ................................................................................................37 
6-5 ....................................................................................................38 

 

              TEL 02-27893389 1



2006.04                                                     

第一部份 公文來文簽收 
1-1  

1-1-1 

 
1-1-2  
 

 

1.

 
 

 

1-1-3  

 

 

 

 

  

 

              TEL 02-27893389 2



2006.04                                                     

              TEL 02-27893389 3

1-1-4  
 

 
 

+  
 

 
 

 

 

  
 

1-1-5 

  

    

 
1-2  

1-2-1 

 
 

 
 

 
 
 
 
 
  



2006.04                                                     

第二部分 公文製作 
2-1  

2-1-1 
 

 

2-1-2  
(1)  
(2)

 
(3)

 
(4)

 
 

 
  

 

 

 

(4) 

(3) 
(2) 

(1) 

              TEL 02-27893389 4



2006.04                                                     

              TEL 02-27893389 5

2-1-3  

 
 

 
 

 
 

 

2-1-4  

 

 

 
 

 
 

 
 
 



2006.04                                                     

2-2  
 

2-2-1 
 

 
 

(1)
 

(2)
 

(3)
 

 
  

 
2-3  
2-3-1 

 

 

 

(1)

 
(2)

… 
(3)  

 

 
 
1. 20 ( 10 ) 

2.   
20 ( 10 ) 

500K 10  
 

(3) (1) (2) 

              TEL 02-27893389 6



2006.04                                                     

              TEL 02-27893389 7

2-3-3 
 

 

 

 
2-3-4 

 
(1)  
(2)  
(3)

 
(4)

 
 
 

 

 

 

 



2006.04                                                     

2-4  
2-4-1 

 
 

1

 
2

 
 
 
 

 
 

2-4-3  

Word
 

Word
Word

 

 

 

              TEL 02-27893389 8



2006.04                                                     

2-4-4 

 

 

第三部分 公文流程 
3-1  

3-1-1 

( )

 

 

              TEL 02-27893389 9



2006.04                                                     

              TEL 02-27893389 10

3-1-2  

 

 
3-1-3 1

 
1.

 
2.  

 

 
 

 
3-1-3 2

 

 

 

 



2006.04                                                     

3-2  
3-2-1 

 
1.

 

 
3.  

…  
(

)  

 

 
 
 

3-3  
3-3-1 

 

 
1.

 
 

 

              TEL 02-27893389 11



2006.04                                                     

              TEL 02-27893389 12

3-3-2 
2.

 
3.

 
4.

 

 

 
 

 
 

3-4  
3-4-1 

 

 

 

 



2006.04                                                     

              TEL 02-27893389 13

3-4-2 
(1)

 
 

(3)  
…

 
 

( )  

 

 
 

3-5  
 

 

 
 

 
 
 



2006.04                                                     

3-6  

 

 

 

 

 

 

 

 
 
 
 
 
 
 

              TEL 02-27893389 14



2006.04                                                     

3-7  
3-7-2 
(1)

 
(2)  
(3)  
(4)

 
 

 
3-7-2 
 

(1)

( ) 
(2)  
(3) …

 
(4)

 

 

(2) (1) 

(4) 

(2) 

(3) 

(1) 

(3) 

              TEL 02-27893389 15



2006.04                                                     

              TEL 02-27893389 16

 

 
 

3-8  

 
 

 
 

( )  

 



2006.04                                                     

              TEL 02-27893389 17

 

 
 

 
(F)  (P) 

 
 

3-9  
3-9-1 
 

 
 

 



2006.04                                                     

              TEL 02-27893389 18

3-9-2 

 
 

 
 

( )  

 
3-9-3 
 

 

 

 
 
 



2006.04                                                     

3-10  
3-10-1 
 

 
 

 
3-10-2 
 

 
 

 
3-10-3 
 

 

… 
( )

 

              TEL 02-27893389 19



2006.04                                                     

 
3-10-4 
 

 

 
3-10-5 
 

 

 
3-10-6 
 

 

  

 

 

 
 

              TEL 02-27893389 20



2006.04                                                     

3-11  
3-11-1 
 

  
 

:  
1. ,  

 

 
3-11-2 
 

: 
,  

:  
, … 

 
 
 

              TEL 02-27893389 21



2006.04                                                     

 
4-1  

 
 

1.
 

2.

 
 

   

 

4-2  
 

 
 

1.
 

2.  

3.  
4.   

 
5.

 

 
 
 

              TEL 02-27893389 22



2006.04                                                     

4-3  
4-3-1 

 
 

(1)  

(2)
 

(3)

 

 
4-3-2 
  

 
(1)

”

”  
( 4-2-3) 

 

  ” ” 

 

 

  

4-3-3 
  

(2)  

(3)
 

 
  

 
 

 

 (3) 

(2) (1) 

 

              TEL 02-27893389 23



2006.04                                                     

              TEL 02-27893389 24

  (5)  
   1. ” ” 

   2.   
   3.  

 

 

 
4-4  

(4)  

 
1.

 
       2.  

 

  ” ” 
 

 

4-4-1 
 

 



2006.04                                                     

 

4-4-2 
 

(1)  
“ ”or“ ” 

(2)  
(4) ” ”

 
 

 
 
 

 

 

 

 

 

            
 
 

              TEL 02-27893389 25



2006.04                                                     

 
5-1  

5-1-1  
 

 

 

 

5-1-2  
 

 
 

 
  

NDSetup.exe 

 

 

              TEL 02-27893389 26



2006.04                                                     

5-1-3  

 
 

 

5-1-4  

 

 
 

 

5-1-5  
 

(1)  
 

(2) 
 

  

 
 

 

 
 
 
 

              TEL 02-27893389 27



2006.04                                                     

5-2 IE 
5-2-1  

IE ( ) 
 

Internet  
 

 

 

5-2-2  
 

 
 

 
5-2-3  

IE ( ) 
 

Internet  
 

 
 

 
 
 
 
 
 

 

              TEL 02-27893389 28



2006.04                                                     

              TEL 02-27893389 29

5-2-4  
 

http://edoc.tmuh.org.tw  
 

 

 
5-2-5  

 
 

 
 
 

 
5-2-6 

ActiveX
 

 

 
 

 

 



2006.04                                                     

 
5-3 Microsoft Word  

5-3-1  
Microsoft 

 Office Word   
 

 
 

  
5-3-2  

 

 

 
5-4  

5-4-1 

 
 

 

              TEL 02-27893389 30



2006.04                                                     

              TEL 02-27893389 31

5-4-2 

Google  
MSN Web 

Search
 

 

 

 
 

5-4-3 
 

Google MSN
Web Search

 
 



2006.04                                                     

              TEL 02-27893389 32

5-4-4 
Windows XP
SP2

 

 

5-5 (Windows XP SP2) 
 

Windows XP SP2 web
IE  

5-5-1 
IE

 
 

5-5-2 

 

  



2006.04                                                     

6-1  
6-1-1 

 

 

6-1-2 

 
 

 

              TEL 02-27893389 33



2006.04                                                     

6-2  
6-2-1 

 

 
 

 
6-2-2  

 
 

 
 

 

 

              TEL 02-27893389 34



2006.04                                                     

              TEL 02-27893389 35

6-2-3  
/

 

  

  

 

 



2006.04                                                     

6-3  
6-3-1  

 

 
 

 

 

 
6-3-2  

 
 

 
1.  
2.  
3.

 
  

4.  

5. 
 

 
  

              TEL 02-27893389 36



2006.04                                                     

6-4  
6-4-1  

 
 

 
 

  
6-4-2 

 
 

 
 
 

 
 

 

6-4-3  

 
 

 
 
 

 

 

              TEL 02-27893389 37



2006.04                                                     

              TEL 02-27893389 38

6-4-4  

 
 

 

 

 
 
6-5  

6-5-1 

 

 

  

 

 

 

 

 

 


