/ \
I
|
\

KR % SR




RIFRIAM
7("‘i'|'"§"iliﬂﬁﬁiﬂ
FKIEIES 5Kz

itk £ B E
SKARRE  fIotiE AR Bl

RIAFHMW#H



HNERE

AA S (AR AR ) (ER . LR, RSEHE N 2008 FHIR) BERLRE

FHE.

ABILRHET 19 LK, HNAAIE BRI Windows XP #ERS . Word 2003 SCFALIRER: |
Excel2003 HL F#E# i . PowerPoint 2003 R R . LA A . M4 Internet i . FrontPage2003

W T 7 B P AR 46

ARG . WEFE . T . TTERENSR, FRREE NS R.
AT R B SR AL BB L A T T AR AR A LA S 80b, domT B 2 3L

Bl R A&,

BHEMRSKE (CIP) HiE

KBRS SEHE / fTiRA, T8 E%R.
b ESEEFE H R, 2008.6
ISBN 978 - 7 — 04 = 024390 - 1

[. K- IO Q@FE- ILEBFHEN-F
AL BOREAL - BESFEYTR V. TP3

rh [ A 4 CIP BT (2008 ) 2 067340 5

WRIgE x ¥ H|ERE A A HE®T K & =RELRE FXF
Rigit 4 # RERX K&F  HENH KAE
HRRET HSFEE Rt WPAmLE 01058581118
# b JERTHPRX SR 4 5 ®FREl  800-810-0598
HRBI4RES 100120 p Ht  http: / www.hep.edu.cn
B #l 010-58581000 http: // www.hep.com.cn

P _EiTM  http: / www.landraco.com
% WM KEeuEEBRITARAF http: / www.landraco.com.cn
B Rl eSS HAEEE  http: / www.widedu.com
F & 787x1092 1/16 KR &R 200846 A% 1 R
BB 3k 1325 EP &R 2008 4F 6 A% 1 IKENRY
F ¥ 320000 £ 17.00T

ABIAGRT BT BTSRRI, ERIETE aERTTR AR .
e S|RbR
WS 24390-00



o IR ;

AR 1T R RARIR G FA, BRBERA T EINCERIRARERGH AL —.
HHEMEAGA R RFRZEEREN ENERR IR, HEed “KFHENLM" RAE2H
#3), MR EARHER, KRMNHE T IR (RFH AN R -FHA2),

APREMH. @ORA. ZABRERAIZFRAZESEA ., L7 G RAEH ik T8 H0
AR, SHARE AR, REIRFE T et EAE AR RS,

AHEFRAS (KFHENAE AR (EL. BRIHK, HFHT HKAE 2008 F 1
#.)—+, ¥A Windows XP. Microsoft Office 2003 #-F &, £& M 54 # AUk sl %R . Windows
XP 34k % %, Word 2003 X F 4 4 4. Excel 2003 & F &4&4k4#F. PowerPoint 2003 & 7 X4
Bk, SR K. W45 Internet & . FrontPage 2003 W T 4|48 BU# A T B34+ 5.

ABAEBBR HRKIETAY. £MEHE. AEFE. FEAW. BEHE. THRIEK
3%, RIEEEHAMAMER. 2B TN ERR S, & TFEERBVTRE ZROGHFHAR
ERHE, APEHT 9AER, AEAERFXHHERETEFAMNGEE, AET (KF
ARSI HAZY BAFFTHRAAL; EEANERELEZHTRENEE HEE%4T,
PAdeiRak b i F A S 2.

ABERTRINH 6 F.

$—. =% ZH—3| LB A, FEZHA X Windows XP 3 £ ey A AR LA .
/-4 Windows XP % #h 5484 % 5] . Windows XP ¢ A4k, X5 X k69t MAEETHE
5 AL A4/ . Windows XP 2 %X E 545,

F=%F. THAIEHBAN, THAXZ Word #9 A KE/E. Word 95 BEH . Word &9
HABEF. BT = AER, H KRR T MAEE Word 2003 T F AL A6 7 ik

FwE: FTRAIEE+—, T EANSH Excel H9ERPEME. Excel XA R AR A
Excel #9 - pbshtl, @idiX = A58, A aubkig T #HAF4E Excel 2003 & FRAEIKAF 0912

$E%E: FH+ % 5%+, B PowerPoint & A ¥ . £3kT K 691545 Fo b $A A
PowerPoint & A F. BidX = A8, 4 sbbkik T A ¥ & PowerPoint 2003 7% 7 LAHEK
P91 R 7 ik .

#-x%:. %+ A, BF Photoshop 5 Flash & A #¥. @iz £, Rikd EALEEH
HVESh @ e RE A

FLE: ZR+AAEER+L, TE2NER TCPIP 4R Ef X £ F. Internet A
R, BT AL, kA TR RERE, SATRERIF.

#FAE: B+, AEZ FrontPage 2003 W W HI4E#F. & ERAbiLikH F %A
FrontPage 2003 #4747 4 M R #]4E.

FhE: ZBAA, ABTEFATEKMNGERAFT R, ERAZETY, ZREMEGHK



. BEARIEHIRME . XM LA T 8. AR T4, SRS R F A T Lkst
AT R B BRAE.

ATRTFHE, ABFPHBEARZIBRHITRS, ARRERELRT.

ABTHAXT FRART R “KRFTHENEA” REGERETLRHM, LTHEF (KF
QR SV AR i

AP ETRHMBKR, 2. KRE. LK. AEELT. ERBABHILY, £F7T
XKEGHRTH, XA RTEM, RPYHRBLFIT HFRT BRARLLBRRG X
&, Eh—iRwRit.

WFREGKFAR, FPRLAELEFIR, BiF) RikEWIPHE. HE4) Email %
zyydxcd2003@163.com.

% #
2008 4¢3 A



S |5 1y £ 1112 KON 1
%% — Windows XP #fili 5
BRG] cvovveeeremsnsnensnsnssesnananens 1
®—%& Windows XP IRIERGEweeeeeeeee 12
LU —  Windows XP HIEEAIRAE - 12
LR S ORI e 15
LI REREE S JLANSERRER - 24
£ FH  Windows XP I RAWE
= o L 31
H=%F Word 2003 LFEERM - eeeeeee 40
SEISSN Word [RIZEAERAE oveveeeeeeeeeene 40
-t Word HIRIG S BTG -vveeeeeeees 49
SZB8 )\ Word (IR GRAE -veeeveeeeeeens 56
HME Excel 2003 B FRAERG oo 61
LG, Excel BIFEARAE - ooeeeeereenenene 61
LB+ Excel AXKREHIEH -~ 74

SEi+—  Excel B ARTHEE --eeeeeeeees 85

&

¥ HE PowerPoint 2003 ;&R

74 L7 : SITTR TN 100
LK+ PowerPoint {F FHHI oo 100
SR+= KIATH R GE  108
L4100  PowerPoint B ZHRAE - 118

WARE B e 131
£+ Photoshop &5 Flash
[EFRIEE eeeeeevsnssensnsnsnns 131
ELE MES Internet T wvoveeeeeens 149
LB+ TCP/IP MERCER
Bra =5 s - ST 149
%5&’*“'{3 Internet gj&ﬁﬁg .............. 156
%/\E TFrontPage 2003 R TTHI{E - 162
523+ )\ FrontPage 2003 M 7T
BAVERTIHE -woveeeevesenesnsnssesnenes 162
HHE BEITERIERGE e 176
T+ HHITRREKER - 176
§%Iﬁ ....................................................... 204



SBE— WindowsXP ERE5RE %]

ph LEE/

. R R SCIT A  RAGRIAER -

. THE “WREBEAR” M “BER” BB, SUHEREMEERTE.
. ERDFRANERER .

. H48 Windows XP FF )3 538 tH B IER 7 ¥

PPIUABSHRESR

B W N =

I Z:=Wl 1-1 Windows XP a9 B mETE A

BIEARWT:

(1) BEhFHEFRIHEL :

$— T EVLATE R LR BRIETF M, B33 8RN Windows XP, W% Windows XP
BT 4 R

(2) ¥ Windows XP 5[H (3% [F] Windows 9x £ #iL 52 H & 7~ 757 3

O ¥R ERESETRZOL, BhERAAE, EREORESRSS, ®F B
P s, THF “4ESEM [J1iE] KRR SHEHE.

@ ®F “[FFeR] 3”7 EOIR, & “Si [FFeh] KR Bk,

@ B “Hhe” BN .

(3) BARHIEEABRIESY

o JH BUAR A RARAEAE ST EABB) “ B EA

o FHRARXU T A AR AR 4T F “RRAVEBN” H .

o FRARRIIERBAESEE “ BB & O K/DM7ERE LR E.

o HIRARH AR “RI B BFrREmE—AE, MITRRE, EEE—BE.

o 4 BARTREF8 MRS A2 B L R G0l &0 X A 24 5 B 1R lel, XU 4T 1  H #A R0 A [ &
7 FEHE, P AT EEHERE R R RGN A 5 H .




2 £ HENEMIDR

I sl 12 1=A “Windows EES-2&3E 38", 5HHIRN,

(1) “Windows {E&EHER” HEAERE

B PRI

@ 7£ Windows XP 50 F, Xifi “Internet Explorer” FEARFTIFRIMARE O, $AT “FER”
— “BiETRF” — “HHE” i “THESE” M “BFELR” i

@ FBARAEESENE AL, EERREER R “ES5TRE” &4, T
“Windows {E& B HH, WHE 1-1 Fis.

® BEFEETFE, BEHXER.

o “NRERE” M. BT BRTEN LIEEBITHEFIRE. £ZEBRT, 8L
W, PR EshEF .

o “HEFE” ¥ E. BT ERUEN EIEEBTHRERENGER. UT “BF” — “EHH”
&4, B “EFH) SHEE, REEERNOEE, WEER “HR” EmEmE 1-2 Fia.

PO oW MO BB
(AR g8 e (A [(mP | b
1 HUNERET SSRGS 7 L (1)
e R R R e D | BMRER D
)R8 - Wicrosoft Internet Explorer  EGIEAT \"suss. ExE EHBEH ®
VSR EEET RVICES. {E4H zyydxed @)
| | B xwE - e EEE mviw s oyd pmge)
3 EXE El ]

sk sl %)
(mEe JEEsw ] |

e —

558000 . |
Zi

1-1 “Windows £ % &2 WO B1-2 “#iR” EmE
% THADER R AR, WTHAT “HBY R IS EEBEHY LM aLEH MY

o

Bo

(2) RKHATHEHL

ARG FsEEeE, A LUMEA FIEBER ISR AT E L.

o Mg “FFHR” HAFFHAT RMWEN @4, KATHEL.

o 7EME 1-1 PFiRH “Windows ESEHAS” FHH, HUT “KH” — “RE” @, o
KA HEHL.

sl 1-3 AT R AGITRR ( AAASBIT TR ) hREX SR
SHIRHEORA,

BAEPTWT

(1) B BhBRAT il

AT “FFR” — “FRF” — “BRITFER” @4, A3 “BEITTE” FIKMF. HIE,




STIe— Windows XP EfHSRE%S 3

ZAEFP I P B SRR RE L A 1-3 B

A mEHTE-ER
CRERAPS
| [cozyyox

1-3 “BRITFE-BR" WEE

SRR, B CBE” B, RN CBSITTE” RAEFE, ME 1-4
Fi7R.

ROEEHR

1-4 “BRITFE” WREERET

(2) BHBHITFE

GIGHE, AUEREHIZRET. BEEFNIEA:
o i b A sl D

o Mg T M, 7EMHNSERPHUT GBEH” L.



4 -5 HBENEHIR

o FH DI A A HH 4 A48 Alt+F4.

(3) ECREH

AH “BRITFE” ROATHITIESCRBIRZVISGMIGEES] . 78 “I_E%g” b, mo
NI R EAT e . BT, TR, FESRMIEESS S ML £ “HiE%Y”
B, APATHHMTARR. BHRIE. 35 900 AIMZ] . B “IREIIG” B “HiB%S]” ¥n
B, RIEELDTFRAPRGEAFRMETEE, AT3ATHMN Y% .

(4) FEHERMIMZ

HITERERG E M s “ ¥Rk SRS ], AR5 8ok i vh i “ v ” 44,
BRI 4T FF B AR Sk ] B i, Wl 1-5 Fiow.

1-5 BEERESINFAE

% Esc 7B M EAERER >, 1% F1 BT I R, # F5 BITITRLAE, % Fe @XM
AL B . SESCHI ARSI A LR S KRAE T AR . '

l U 1-4 %2 WIinRAR PRIReHF LA,

BERIF:

© MM_ETF#HIF%% WinRAR V3.71 BiEHIERMR, FEEKMERIFE Windows XP
Sk, MhkR http://www.skyen.com/soft/3475.html.

@ MM _ETHFLEWRMTE V68, THRMMMIRIE Windows XP HH L.

@ %% WinRAR R E4E3CHF, K MM _E S8R 72 V6.8 SUIFMRESE.

BAETT AP BRI T

© T# WinRAR V3.71 faj#e SCE A & 7% V6.8 fit.

o MM _EF# WinRAR V3.71 fifAFICIERMR, THAKARIFLE Windows XP Sl L,
M4k http://www.skycn.com/soft/3475 . html.

o NM ETF&HMMAE V6.8 IR, FTHMXHIRFLE Windows XP R E. Mk
http://www.skycn.com/soft/3066.html .

@ 7 Windows ST _#k % 2 T4 M WinRAR V3.71 3CfF, XXEE#?fPﬂ H I A 22 2 5 48
NP R ATERAE, B RDRABe B AL




¥ jpwb68.zip — WinRAR

3R —

Windows XP EfS®RE%4S) 5

wm WER

EFL

FXHE @0 TAQ WRXQ ERW Mo

Hﬁ’”ﬁ'@@!

M 4

e ER BWERS

— LA

—— R

(@ !_mbse zip - z1p EBI#  RERAN 2,25, 144 FB Uil R WL ~
5& 0 7('1\ EREAA M &)
: i
[ ipwbE8. exe 2,255,499 2,232,323 RN | * . C:
[#)i583_Readne. htal 2,645 1,092 MWL Docur 1 Ephibs P ﬁ!
* * http://www. skycn. com * * 4
* , *  x A
* *

FFIRE —f—
b QTR SHENRTIY S AR
T T "  Bit 2,25, 144 TR 1K)
B 1-6 WIinRAR H3ZhERIRIESEH

@ FEAEH RS, WA

SR S 48 S AT R . BT

“XAE = “ITITEESCH dn

&, WEREESESCH, WMAP ETFRFISE ERR R T2 V6.8 IR “jpwb68.rar”, H¥ T
AR “RRE)” #5418, WinRAR B ME 1-7 Fiai “MIERAMED” WHEHE.

& RERTHER

, EW&@*TEEHMR)@ 12, 3 i
cun ent S cA\SH\ bbb v |

| EBHAR . 2|

|| ORENEAYHA® f? iing ;

| OMEFBRHIH W = 9 B [}

| OUBHEEFENLH® i  YINKP (C:) Ik

| = % 4w BAKL (D) |

| EEAR i# G BAK2 (E:) ;

| @EmEmneE© e B (7 =

| OBERTEEES® ® b Dv/CI-RN BEES G |

| OBESFENTE© ) HELH i

| ® () zyydxed BOXHY |

| B [ =D ELYE ;

| RETHHFER L |

| CRESRFGTE @ ;

( CESBEEBPERILH © i

18 BFRE U |

SISk A L 2 Ml 0t G .

1-7 “RREREIED IEHE

© £ “MIEBRARNEI” MRS, SR FE R AR E 4R B B AR SO R R, BRIA
i PR AR E AT SO R R . By “HE” LS, SRR R GE B SCER



6 $—= UBENEWAR

l 2 1-5 REBSBEAE V6.8 AT,

BAELPBRIT:

@ 7E Windows XP 51 b, $HRPIMEEL G KISCHIE jpwb6e8, Ml FF xR, FEZL
A4 ep XU B FL2E V6.8 IR 23S0 jpwb68.exes

@ X BRI S T2 V6.8 iR A 1-8 Fin. RIBLEMMIARE, APRE
B “T—357 B, RARR2ERRTE Ve.s RN REEER, XMAEHIRE
Windows XP #iA\EH .

T S - 4R EWingx/ e/ 2000/ Xpih - X

HEEARSEERNEERAT
HEEEE BERE .0 BUEMMED.
BRI AN TR,

B “T—5” @4, BB RN BHITRET.

gt A B
S e S raﬁiaﬁna TR RS T 4

1-8 HMBRAEL V68 ERKEF

I el 1-6 BREFBUMNFTEHRI,

CRBITEE” KAERAT AEFRMALE (BIETE 86 M 98 I, FAITERGEIRE
FHMTRE) 4N, FERES CHEHYE” XRETHHS (u “HEHE”, HAHTHE
WERRSG SIS A, W 1-9 R, RIBREKIRR, ATBATHRKSE .

1-9 “HEHEP” - “HELHS” @



SK30— Windows XP EfS®RMBES 7

I;vu 1-7 “32®A" ( NotePad ) v,

“IWHA” £ Windows REF — M AKCAGES, SHEHTE. BIERY, £H2E
a9, UHERERBIE (1 ASP HEF) ARIBNAHMIEER. “SCHEA” T RGN
T .

@ Bl “FFIR” 4, £ “TFER” o RbnigstIsm “FiaRE — “HMiE” &5, &
RSB PRAT “BEL” &4, I “BFA” HO.

@ B THMESCEXEAT[CEAS, EXWTF.

Electronic Mail (E-mail)

During the past few years, scientists over the world have suddenly found themselves productively engaged task
they once spent their lives avoiding—writing, any kind of writing, but particularly letter writing. Encouraged by
electronic mail’s surprisingly high speed, convenience and economy, people who never before touched the stuff are
regularly, skillfully, even cheerfully tapping out a great deal of correspondence.

Electronic networks, woven into the fabric of scientific communication these days, are the route to colleagues in
distant countries, shared data, bulletin boards and electronic journals. Anyone with a personal computer, a modem and
the software to link computers over telephone lines can sign on. An estimated five million scientists have done so with
more joining every day, most of them communicating through a bundle of interconnected domestic and foreign routes
known collectively as the Internet, or net.

E-mail is starting to edge out the fax, the telephone, overnight mail, and of course, land mail. It shrinks time and
distance between scientific collaborators, in part because it is conveniently asynchronous (writers can type while their
colleagues across time zones sleep; their message will be waiting). If it is not yet speeding discoveries, it is certainly
accelerating communication.

Jeremy Bernstei, the physicist and science writer, once called E-mail the physicist’s umbilical cord. Lately other
people, too, have been discovering its connective virtues. Physicists are using it; college students are using it,
everybody is using it, and as a sign that it has come of age, the New Yorker has celebrated its liberating presence with a
cartoon—an appreciative dog seated at a keyboard, saying happily, “On the Internet, nobody knows you’re a dog.”
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