“’& SEHE “T—1" HRIEH

I
[1]]

f ‘ i E i E ‘m'

e T ) f{ E’ J»— w-d“ r ;
' * ] . W [ /Jlt ﬁ |
v’ N f'h, ARA A . |

. - “ ot o
r )|

EFS5 %

jmﬂ‘

@(}]

l

b
>

HEM ' OF LOEH

uup g ok B i

www sciencep.com



BEHE “+—E” AXEM

REAE BHEORER LK 185 5%k

WMEM 4k F & T

7

N

% M ak



moEE A

EHEME (KREERBEAEMY (5 4978-7-03-028489-1) —F
HEMLRESSVIGEM, 2PhLRE. NEE. UREHREREN
HAEAR. HPLRE RS WindowsEARIEMEFEE. Word CRIfE:
AR EMEREA AL 12, JGRRFE T HEVEA AR
B, RERMREEHEEREFIN KR 150091 48 TR RE
THEERRAE. —E2ERRTENSEEATLAFRX (—%) HEM
BELETEISREL AN, A TEANRFEEETENEALRRY
BEAH TRITENSEER—FHER; BEBHEET (RE2EEEARE
B PREEEMIE.

ABHREE, LHRHER, JEEX, BEH, BREBBESFEE
EE, FHRMEVIGZEREEETRMRA, BHFEEFIFERE X
M2,

ERBEAERALEER, BR—FRFHEESEH.

BHEMME (CIP) B

RGBT AEMERIES SIG / AEW, o5, FEEH —Joxl. B
HRA:, 2010
(E%HE “+—R1" |

ISBN 978-7-03-028494-5

1Ok [.OWH.. @.. @F.. MLOUTFHEN- LR HELSERE
V.OTP3

o E AR A B BIECIPEEZ T (2010) 31498415

FiEkiE: EE / FiERA BiE
FAEEP & BAR / #H@\ikit: HERTI%E
44 2 8 K B

JERREMMILE 165
HEB: R 100717

http //www.sciencepcom
#5084 0% EIR
PHEHARERIT SEieEas
*

201048 HE — W FF4: 787X1092 1/16
2010 £ 8 HE—KERl  BEIF: 16
EN¥: 1—5 000 =¥ 371000

Effr: 29.00 T
(AN FRE RS, RAATRLE FKD
BEEIRABIE 010-62134988 4 ITHEIE 010-62138978-8208
ARG, BROLR
ZE 5. 010-64030229; 010-64034315; 13501151303



it

Al

97, SETENEMBECLATEMRSY. ENE®E. BEnfFa21HL AL
BREFHEENER. AMEEEN RS T (REERBAREMY —H, —HHES
YET R EAERBE NEFEREN, SHHERE, |/E “R%¥” 88, BEEA
HRABRKFER, H—AHKETENNAAAZX —#3F B, RETREREW
FRASHEEENFRINA, UHET . PAMBRRLATE. R, 4 T7TEFH#
& (RFREERARERY MBE, BIPEELR, RIS¥FEHTR, REINZ.
BREM PRI, EENRE T EZEMEEMEA.

EBHALERE. VLS. WRENRERNTES. HhERRAEE Windowsi A
BAERBEFEE. Word UM ERBENERFEAMLLRALR, SRITFH (X
205 BBRER) MEWHF—, BIFMES T ZBMOEETRAE, GRME
IETHERBSTRMNEGE. HERHE T HHEVEMMIRIGE . RERMG KELEH
ERGEB RIS E . Word L F A B Y| 25 B . Excel B F R 8% 5K 4 VI 45 85 .
Powerpointi# 78 LR KA I R 7ML M 4% Ml Internet VI 2578 . AccessH4E FE Al I 25
BREHREARERMINGEEELS00), EEKX, BRI, RBIGEEIEEE
ZHEM PSR E, BHREEFHERAXAE. WRERKETHERRR
B. —E2ERRITENEEERLALEX (—F) HENRELETESHER
BB, REAIREEEBITEVERTRWREIFMEEETRITEN—&ER. #
BERBE (R%ERBARER) EMPRESEMNIE.

EPHRGEREE, AREH, FENMH, BFLER, BETEENIERMEE
MARE, AEARBERKZRE BBAREMAEREN, BAI#S &K TEN%ER
Mt &iRE B,

EEHHAFM. S|, FEEER, XNER. XNRH. TEXEEIER. Sk
BREWAGREE: wFiE. RIL. BKE. 5. AFX. .

FBRTEEMFZRNAKE, mERBENESR, HRAEFER, BIF REEGH
RIE. .



g;gﬁ»% ....................................................................................................................................... 1
"93 ®&— Windows %Zﬁﬁ%ﬂzfﬂﬁ}?%ﬁ ....................................................................... 1
ST . ST BB BB e 4
LI Word SCRYHGIEAIRAEFIHERR +-reeeerereerersmsesssessssnss s ssssssssnsssnsessassssnnss 7
a1 T TR 13
S H BSCTRHE e 18
;%/‘—\ Word %%@}Eﬁ ..................................................................................... tesananies 20
STt THEBRIEERBREMERIRE T e 21
I\ BB E R FBIR L oo e 24
o T -0 g =1 3 - TR 29
¥+ Windows M4 T RER Internet Bﬁ% ........................................................... 34
SEI+—  Access BUIBEBEA R L RNGEPT -ovoreerrrremsmesimn e 41
SR+ Access BUBFED M. BHAEAIHRBHGYE 44

87 === R T T T T R O P R RS SOOI 47
LR FE TR I TRYNZE B - evevrrerersreneemsessemisrisessime sttt sttt st 47
TR LB AN IR ZEERELZE wovevrerererersersserssiseesserse ettt sessses e et 62
BGIRAE L FR M B G REAT AR Y EAEL -oevemeemeemseessenemsseiss et st 63
BRI R R RS R AIR IR EIL R erereereresenisemsenisess e 83
Word SCFAE B YNGR eoveeveereeresretenee e 84
Word I?ﬁﬁﬂ”%ﬂ%% .......................................................................................... 103
Excel B FFRG ERAE VLRI --vooveerevmrrmernmnrssten e 104
Excel %%i%%ﬁ;u"g&ﬁg% ................................................................................. 124
Powerpoint VTR ERAE VN LRI - oreeeveeemieem s s 125
Powerpoint VETRERAE Y R GE v vevreree et 145
THEHLPIZRF Internet Yl ZRm - eeereieeirisimmmmimiii 146
-‘#ﬁmm%ﬁ] Internet 1;'”%@%% ............................................................................. 162
Access BEFEFLRE Y ZRFEL «+orvvereerrrererarmmrionnnnninett s s e 163
Access IR FE LAY ZRIHI BT ZR rveeerrerrmmreniensnententinit et 172
THENL ARG L L EHSTAT YNGR oo, 173
HEHRGE RS ST T INGRTBEZE et 187
LB YA AR IR ZR T -eveeeeserrmsenssessssssssssssssssssesssansanes SO 188

zﬁﬁ;ﬁﬁgmv”gg@%% ....................................................................................... 193



KEFBEAREMEREST SIS

TR wormererereren e e e s s reas 194
BBREEL (=) e e 194
BRI (=) B ot 203
BUHREIR (T0)  cvervetimmmi e et e s s ses 204
TR (T0) ZBEIR reeveveeeremrermrermestssst sttt st sttt sttt tasanssansbacas s asas s nsseans 213
BRI EYER LR RERIES (ILTGHEX)  crrreerrcrerosssiessessesecssesnsens 214
BRI ENEEER—REREE (IHHER) B 223
BRI EH SRR R EHFET (JTTHEK) e 224
2R ENSEHEIR (—% MS-Office) FEHL v 226
é@ﬁﬁﬁl’%—%&%ﬁ (R B) FEfI oottt 230

B—= HENS5E R TIBBGR vveeererniiiti e 234

TEF O EHEBEIR B st 235
%Eﬁ Windows XP ﬁg'ﬂ?;ﬁ% SRR TR ottt 237
% =y i?ﬁ@ﬁ’ﬁ: Word 2003 RHBE TR e ooeerimrnrerniinineinnstssnnnnte s 239
BHE HF 2R 44 Excel 2003 YRR oot s 240
BANE R PowerPoint 2003 SRR B G vttt 242
BLE RN SIRHBZR et 243
BNE BEETHAL SJEHESER st 246
BhE HEY L SPRHBLZR covorrremssrsnscisiitiine e sttt 247

%—[—ﬁ ZiAR AR 5]@%‘:% ............................................................................... 250



SN

LI — Windows ZABRIENEFFEE

— KEAK

1. %42 Windows FZE: A AN iR A1k,
2. %32 Windows MR FEH .

. TRANEFE5ER

1. SH OHERE, RN BARRERE.

(1) ¥EEREE AR LK “REOBB” B, X, TALED; 8
“BARAL” fRH, MBEOXDMIZL, BREG GRR” %4.

EE: XM, N, REYRENGEHRAGRENELER; TERELARY, &
AR,

(2) BRFREHTEMEO L (7)) U, JRARREENEE N REL N A LER
B, ELHESREF, BEFORARD: BRRRHEREOL (B UE, HERES
ZRAKFR R Fi Lk TERE, & LESRAR, SFFO KD, BRFREERED
FHE—F, SRR EF L, s Bbs, & 4R E e AR,

(3) BRIFEHERETORREERN, B3 “HEL”, BHBANTONMNE, #
EE AT RN L,

(4) B “RMA” %M, RAFED.

(5) K Brfgttfam R Em “BEo” Bis, EEUE (1) ~ (4) K.

2. %3] “RiEsSeR” KRR, RS REERBEES].

(D ARGAREGEEZAL, BEHREREFNMER, B RRETER
REXEPH “HFER” ®4, NETEXRRPIUE “AzH»” REEEER
(IR ZGLRER “ V" FEHFIL): HRE, WAGHFEZEER.

() BRE MR —ERESB S —AMEE, BDIFRREE, WE “azsiEs”
TR e .

3) ARBAGEE, BRBHEmMRERR, %8 “HIIBE” TH “HaK”
w4, WEAE LERHEFIEROEN; BaEE “HBE" T “dRKH7,
“HRAT. BT @4, REZEEREFINER.

(4) BUHHER “Bash#Es]” .

RIUERT: ARBRLTAANTAL, AHEERERR, %E “H5EE” TH



©2- KEERBBARERMELEIER 515

“BzhHEEs” 4d, FZeAEm ‘v HXK.

(5) BE&Ers, HFECHERRERD, Fladl “Ees” BiRRELma TA.

3. fTHF “HREEHES” @0, EHPEITHER, FHMERPIEFRGSI .

(1) ARMRARERS “REEHR” BFR, ABbEamiRiErAhEsE “BEE
HE”, 7THHEO,

(2) ARMmAERS “BF (VD7 X8, BEARTBIRR TRERKN “ XER
(G)” 4, Bk, MEBELAEFOPHNEERTAREN.

(3) BREY 2), %R “BE|/NEHF". “BEFIR” M “BEF AT
w4, WEEBLHEOAPTHEHARERTR.

4. Z5>]F Windows “#g” FiEBRERRMG4.

(1) 7F “BEEHE” Fhd % “Alt + V7 @, fTH “BF (V)” X%, B
“G” B (HNE# “KERF” @4), UEMITER.

(2) % “Alt+F”, T “3CfF (F)” X8, Bk “C” 8 (& “RH” &4,
KW “BRERE” F.

5. SRJERME “EBISRER” IRHAER “EHiZRR.

(1) Mk “BRpyEm” Bir, FTHAEECD.

(2) B “BHER” 4 (FOLLANBRRKE), ABEHBHIREDTE
“Bah” @4, BERAAFAR, BHEFOINEENE, REAEERRHECHFOFIVLE.

(3) By “HHISER” &M, WBHISREPE “XM” @4, XAFED,

(4) FRWg “RAVBER" Bbr, TGN, s RS %4, MNHrEE
SRR RN M, ERAAR, ELEREOAD, EEERRFEEDKAD.

(5) X7 “=Hike” &4, XHAHEO.

6. FRESEMRELS.

(D R “REIBERE” Ff “BEWEE” Bis, STHARANED.

() BHIEBEZERERLPH BB, “BrRTE”. “YnTe” od, W
KO HHBEANE OMAFEES K.

BRIERTR: ABBRGESENTOL, TRBISHERRESRSR,

(3) MEFRFEXRTIERE “BHE” 4, HI “EHEBHE” SHEE, W “/EHit
B RPRE B3R S0 “B3RR7, MEESEFAENFREEELL.

7. SIANRGEPREEER.

(1) B “Fras” &8, MK FHRRPERE “HEY” .

(2) MM “H8” g0, Bi “BR7, £ “GAEERNAIE” &4, @A
TERZRUHBFEERNAR, W “fIBREFRX”; R8RS ‘B #4, T83#
BifE R, HREMTE, BRXT “BIMESHL”. “TEISRY” SHMSKMEBER.

8. BFMEsh 51T,

(1) R “FFes” kA3 “iIdHAE”,

HRAER. B “FFER &M, fRm R, FRE BT, BigR A,
B AR.



LB R *3-

(2) FIA “B17” XHEHE, Bz “EE”.

(3) BtERR: B “THR” 4L, I8 “IBIT7, ibcs: 7 BT MHEER) 9T
FF” #2h N “CAWINDOWS\Pbrush.exe”, BEFIFH “IE4T” *HEHERR) “Wi%” #4, 7£ C
#1 WINDOWS HF Pk Porush.exe 3CHF, i “FTHF” &4, 8t “Hie” &4

9. FFFMYI#.

(1) FHAESHEENESX MR NEM, EHEBEaI0 “dHEFE” M “EE” B
MEFZEY#.

(2) FIF Alt+ Tab tREEFE, 7€ “iCHL” 1 “EHE” WAMEFZRTI#HR.

10. FEFFHKH.

SRFH “RERR” PAREIMGE, SRR “DFEEA” M “EE” BF.

BRAERR: RHAREP A U AR —Fh o5 .

1) By “dBIZRmn” i, MWEFISRPERE “m” md.

2) Wiy “HHIER” HHl.

3) REHERFEON “XH” &4

4) EFE BT .

5) ¥ Alt+F4 HRiEg.

11. QIBRERFMRET

(1) 7FRE BT “CA\WINDOWS\Calc.exe” FIBAEN X, H@ih “iHEse”,

BRIERR:

D ZERANZ AL, Biae, WRERRPERE “FaRER".

2) 7 “AlgdsEr N7 SHEEN G SITPEA “CA\WINDOWS\Calc.exe” (3K H# i
ZAIERESR R WY #4Hl, 7E C £ WINDOWS H & F# 3| Calc.exe F2FF, EEH
fTHF2Z), Bifi “T—5" #&4.

3) 7F “HEBEBRFWRE” MEER “EBEREFRNEAHR” EP@aA ‘48
87, B SER R

(2) £ “FFER” M “FF” A, BIBEF “C \WINDOWS\Notepad.exe”
MREER R, ek “CEXHHRBE.

RIERR:

D FEELFENZAL, BhhE, AWRERRPERE B,

2) EEE “FIRRER” EIME.

3) B U B, E CAEBRETR” NEERNGTSITHEN “C:
WINDOWS\Notepad.exe” (EXEEHZAEHESE) “R%” 4, 7E C & WINDOWS HRF
$k %] Notepad.exe F2/7, EEFIHATIFZ), Hir “F—35” #4l.

(3) EE NI, BIFRF “CA\WINDOWS\Pbrush.exe” HfRiEF R, I
w&K “EE”.

RIERT:

D) TR R, EEaLaGas, MMRERREDIER “FHaRiErR.

2) FESRYS T OB FIRE T W EA R



“4- KEFAE BEARERIK R 153 5%

SER T SO SOH I R B R AR Y 8 R

—. KRR

. BRI T,

. B3R “Windows BIREHEE” M “RIBEM” KHH;
. BRESCHRISOE SR AR,

. BEEEHIER A

. BRBAR R BEREFELHARFNER.

. IRAFTEEKR

1. FEXHK, BT BXMHX.

(1) Fraefrse. FIRER b, flEsdeaR (—RARVLE RS U BT
RIS R E R R 4, FEIFREEIMFEIAER, M4AH studentl).

BERT:. THRETHES, ARETESNAEEOPRS E HERSIRIRE;
FEAFORZALRHAE, NRERESERE “FREISCHR” % “Fgxsr” &
£ % “Studentl”.

(2) FHEIUMIE: EEEHFRTRALHEN T3 WIT M EX, FF7E EX 0%
THET AR AMD.

BIERT: AEREEERNATLP, BE E HLEDH 7 HE, BARLT—
B3, BdiEE E #TH Studentl EIRENNRS: EARONTALREGLE,
MARFESR R IR “HBESCHR”; % “FRIXMHR” BELH “WII”. FRE, BXHF
3% EX 1 AMD,

2. RAIFIEL U5,

(1) BHIcHde: K AMD UK HIE] WIT SCHRF.

RERT: EREETERNEFEOS, F student] F EX XHRBBEHAH T —EX
e, HiikE EX XK, AEPEBEIXHR AMD B75; #3130k AMD B,
WEBIZE LR WI SCHER b, 4 cul 8, MIFRmE (FAREMRN#EE+HEH
X, FBAREBHESNE RS WI i, AZRER) Cul $8). TR, BEF EX X
MR T REVIHR AMD, UHIAE “8H” AR “B3)” xfk.

(2) BAICMIE: B WIT X730k AMD 4730k SWIT.

BERT: ERFEETEBNATEOHR, Bl WII SOk, EAFOFARAET
3% AMD, MPEERHEDIERE “EML” 4, MAFLFE SWII EREAIESR.

O (3) B WII SCHEREEAN “+7 HE, BRET—BEIE,

3. BHIFEL M.

(1) EXREXHIPEH: ¥ “C\WINDOWSWMEDIA 7 3L 4 3 b ) 3¢ 4
Logoff.wav FI Passport.mid ZHIZHra 4k WiI #; HH# C R BRFTHBA S

wi W N =



L R B *5-

Autoexec.bat F1 Config.sys th & H|Z| WIJ b,

BRI ERBETERMAT OPIEE “C\WINDOWSWMEDIA” (4%, #4
& %2 3 Logoff.wav F1 Passport.mid, #4T “HHl” #réd; ERFEEHEB/NAET
O9iEE “EASTUDENTI\WII”, $U4T “Hillh” <. FR, BESISHPHEAXHE.

(2) FER—ANICHHEHICHRES A4 # WIT SCHFHCH Logoff.wav
R AP EH—4, HFEE KR RenLogoff.wav,

BRERT: EARFEFERNEE P EREEE “C:\WINDOWS\WIJ”, FEAEOF
HE XM Logoffwav; $AT “Hil” 4, EBIT “HE” @4 HEBEEHIEE
B, MIRERRAGIERE “EGE” B4, MAFLFZEREE.

RIERT: ERETHEBNATOPEEEE “C\WINDOWS\WII”, ZEAHED
o, R Cul B (HERREARTF) #E3IUF Logoffwav BB 5 — N EA. AT
DA B HI3CH.

(3) ARRESERESNEE S ¥ WIT U432+ [ Passport.mid & %1% EX 304
Jeri,
BERR: EATOPEREXHRE WII, FA%E KA Passport.mid U RBoR. #ig)
Passport.mid JHEIZH LK) EX U F, #&4E Cul @, BRFRRE (BANREHR
IR R RIS, FHRARE SIS EE BISCHER, DER Cul 8). 3T
W, BE WII STERPEA “wav” XHEREBOES, SH3) EX CEkH,

BAERR: RNEEETACHRTAEE Cul 8 CRELASCH) 3 Shift & GF
SRS,

4. MBS, B3h3fF.

(1) MHERSCH:: MIBR WIT 3029 () RenLogoff.wav X4, 7E ik & %304 .

BRAERT: WERRWLEARBEEERBTEAK ‘MR~ %4, WETLUFEATA
FEI N 4.

(2) Bt ¥ WII SCHEJe ) CONFIGSYS X850 3] EX SCifded,

RIERR: SR WIT SRR HANF 043 SWIT A 4 N30k, EX TR TFEA
FICMFFe AMD F 4 AN, BEREEH.

5. HAhERE.

(1) MiBRsCHde: kR WIT 3O3R 873038 SWIT,

(2) WEXHECHENBYE: ®E EX X#*k+H LOGOFF.WAV [HEHHh R
8, WEHLFIMH¥ SE KEMENERE.

BRERTR: ERFEETERMNAFOIPRE EX X4k, BEAFORALRYES
BT, NIRRT ER “BiE” @4, TRERERBBESEME.

(3) BRsRERCHY R4 B8 “BE SUHRER” &d, Bk “BF” %N
R, EF BREMBSCERBMY A7 RN, WRBRESHERE PR T4L N
BT FRE, BB “RECONCHRBENYT BL” I, WERETHER )
X R BRI R

4) Bru@@EfRmBEASCR: % “BEF &R 44, Bk



“6 REFRBAREMIRIEF SIS

“B/E” B, ®BFE CTNERBECUE” I, W EX XX TFFIXHFE AMD #
BREN; FfE, HiEE “B/naprdCm” £, WE EX U T F304% AMD [
BREG.

(5) TEFgRE LS EX 1, B “CAWINDOWS\PRUSH.EXE” HItREEH =,
Wi “EE”,

(6) BREMESMHR: 7E “BAHER" PR TT.BAT M43 CLIPART K47
B, HETIHHBHITHE.

D FIRAFHITRN “BER” W B “FFHR”, Fem “BE”, Bign 43
327, £ “BERNOCHFRCHRE AN XFREFMAERONR, £ “HEREE"
EFERFHRE, B SLRIER” #4.

) ERFEEERPHERUMARCMR: ARFESHESE S, BHT AP 8
R” M, £ “BEERFVSCHRIMHRELRN” XFEFHANERONR, £ “BEE
B> EFERFRRERAE, Bd STEEER” #4.

6. ¥EHIERMEM.

(1) FTFEHIER

BRAESRIR: WA R AR —Foh i

D) EF “FHERE ISR .

2) T “BBUER” F0, XEHEPH “EHmK” %R

3) ITH “RIFEES” @0, EAEFOFEE “BHER” B

(2) THREEAIERPR—2EHIE .

D {TIF “HEMETRE” %I, %458 HHME,

2) T “BEfR” EM, THREZETFPEREITNE L.

3) HTHF “BAR” B, THRESERRPERERNS L.

4) ITFF “ITENPL” I, THTENHUBMIIEE.

7. BREY THRAEH.

(D) BEHEEFRADHEEFN C TR, RUETHEENYEBIZEE
R

BERT: &8 “FHER MHARZETRBER#ER", £ “HERHRFR”
BWOFESE “FRdE” PR, Xt C&RTHEH, sREXEFD.

(2) ZEHBREE O, FHERSTTHE, X D&HTHM.

BRERS: T “BEBHE” 5 “RETESR” &0, A\ D SMERRSh%RE
“BYET, EBRMED CTR” EWMER BT R, BE “FHERE” #4, X D
#/EH, EREXRAED.



X B R

LW = Word SCRIEAFRAEAHER

—. LRE/

#IR Word SIRHIFIE. RIEFSITH:

HERIMEWEARE, SFERA. S BANER. EHNBIIFRE;
RO BB AR EFHRERE. CTEKBE RS
HEHRIHIARERT R

HRLR. BEIEAL, BB EEEERNER;

EEMEHMA SRS . TEFHERE,

IR T HMHR .

=, XBHAE

1. /331 Word.

BT WTHTRLM TR B Word:

1) J33) Windows J5, B “FF 4 #EFFMicrosoft Word” #r4-.

2) B “FRER” L, A “E17.7 IEHIHEES R Winword f&[HIZE.

NN L R W N -

3) Wil ErReE S, FR$E X E3) Word.

4) QdAE—A Word 3X#. WEARNAT/EZ) Word, HFIRFFTIF %3S,
A3 Word &, BRE LR HELINE 3-1 BRI L.

W Wicrosoft Yor i3 G i

v_j:zmz) &S Wpe Ma) BL0 TR WHO BOW mw

NeRapy  a8d . & @GEH’MA@#’ toox . @)
e ; vx:uEIQA s:alii i

mﬂ@ h sssm« \\momﬁldazgszzeuu
Sl wee i o .
ﬂﬁﬁi ﬁd.ﬁﬂ% V‘é‘é‘ ; e

B 3-1 Word &I

J{f’esf P o

2. REMKRE.
(1) MEETEERRE.



+8- KRE#E REARERMELRIERE VIS

Word Rt TR EHEN T A ER I, SN TREREMYE, S 1MYTR
& BRRBE, R T TARGTRET, B LUEE A TRMZE A RN,

S T AR AR E, F TARIES). S T AR P Sl T SR T2

A PR 5K B Bon 4L

(2) ABR “gE” TR,

BIEIRR: WA CPET R, EE CTAR”, TANBERRICEER, A
FIRE 7 HEd, M Word REFTER B MK “LE” THEE.

(3) GIABR “ERF” TRKE.

BERTR: TETAENERGRIAAR, EIREKRTE “ZRE”, ATEIE
N “ERE” TREE.

(4) TEREHMRMSME.

X ERHAT B R R, AT, £ “EX” TRERETHFELR
T, &% “ b7 THEEH.

(5) CRSMIEFRLE.,

£ Word HEFCHEEZMFA: “WEUE". “HEUE”. “XKHAUE" X
“Web fRMAE”, Heh “TWEHME” MAEBRSITEONBETLME. oTelEg
“UE” FHMATRSE, ST Word ®OE T A KMIMAT Y ¥

3. Word A gEHEK .

£l Word XRYFE PR 7id: AT CR AR AR ) REARR . 81—M 53 —K
FEHTHE. FPHERZENRE;: /5 —F7ERESF IR H TR HiE
T, —BAFTERTUE. FHRIANEFHNRE, WRERBEIHNIHMAFTEESR, &
At — PR

(1) BSFH IR, :

BRIERT: HHTAR LRBg s e TR, oS TR
Bk

MATHAR, FEEBRERGHEAER.

BEITTEERBEARSLT 1958 fF 6 H. ¥RATILAEREMN. RAKLKHEXEE. 2EX
B DASHT— MNTTN. 2RAHIE 2000 5, SEE—ME “AX. B &5 T46KE
FRAIB RS, B&BREBUE 70 RTEHK.

ZRENSTE, Bk, @Y. HLE 0%, BE 1%, HF¥. THEE 8 M
12, AT ULUTEE. XEERANE, XEELHRRBNRR. $RREES5HEEE
#B. BUASEMRER. HEXLEREER. SMEEER. TFRER. ER¥ER. HEHTEN
g, YESETERFEER. LWEEEMRIEE5R. K%K, W%k, HFHEENR. 7%
BB A ER . BEHFFBRF 14 MEEER, SAMEREER 1.6 ARA, B#HE 6 TRA.
QA T I BE—B M RR R, RAEREE 3 TEA. ¥REnLRRALE, H¥iE
50 R, AEFHEFRTEREMAL 5 TEAN, —KUKRKBABEFNEEFRENRBET. RF




X B B *9-

FETH RFSFR, FREHLER “BFRREBRPEN. “BREEITHEHN K.

FREVITANERE, WEARER. REERT 1200 K2, HPHRRLLERAG
320 &N HEL, BLRANBUT 310 KA H - KMEUTHR TERBELIT. BRFERHL
AT HFEETHRERERS: F MR EZEFHRBUTREREMN. L BT EREL:
BT EMRMRE L. BRYRLS - HEAMLEE AL EERNRPES, FEBETRER
H., ®E. @5 mEX. HEEENIMESTZ A,

(2) #AHRRHIZE -

D R BRZAEA TS “BEIiaE Ao, R E A RAE.
U5, A, TRigk (HEE. W&, EXB_BRREARE.

BRAERT: BEEXANRAHEANRE, RERRE 2R ATE, 1% Enter S5l
WA ZAT, REHEAFTRE. LR, Bd “HB7 KEH “F47 T8
I I “AR” SHERE, REBERBME. IS, . TR (HA. L.

2) ERGEHH.

“ER” 5 BB REREL W “ER” R BB fReTalE P ILE KRR,
REEE T LU SO, Ml ARSI, i —BEJLE.

BHESCHPILEK 7R/ : BRnEsh, #XHPHRKIH “ER7, S8R
. . mEESK “RE”

BRAERT:

B, ENBRRESANTEXT, Bi “RE” RKETH B &, FRL
SN 3-2 fron “EERAER” HEHE.

Hk, FEXEER “ERAR” PR R :

BJ5, EXNEER “BHRA7 RPN X% BT “RE” B4, BEARE
frfe “B#on” SOARME, Bl ‘B BERERE ‘T8 @, ERNEERBT
HAKE, WA 3-3 fin, Bl “2HBHR7, ERHRERONIEEDESR, HFRH “&
WA XTHHE.

s ¥R | Ewo |

EXRB®: PR
EM: ETER Eos/¥R
B3

gon©: KF
#: F4: 0HE, FHAS: B FES ()

o | waw | ssese |[EETRO]  wM

FERIET

BFEE, AT i
EHKANE oD v ES2/¥R®)
SRIBRF O

i AF®

T B eERETHEK W

R

BRQ - | BETHE-| TRERAO

Bl 3-2 “EHRMZER” WHEE



<10 - R¥EEBBEAREMIEIER S5VI%

(3) BELE—BRATMBRRIORN 1.5 BRARLIE, HERL.

BIERT. BEH B, Sd B RN LENRL” R, HR Y
FERIREL” RRAE, OSBRI

(4) HHH ESCETAE 0.75 BXK. MUEF. ik,

RIERT: MUCTHRME B, K. “F7 %, Tl “TA” | “&
T AT AR AAHRE, W 33 BT

LT RPER FEt PR {7k =4
@ EH §RiE FTED R B

FHIER
X Word 6.0/95 X QD

BEREFQO EEE i ees v
RUEFRE G

v RISARR W
FFEBARR ©

v IR EH B AR L

v VAP REIEER O

v AHEARAXH ®: |4 H1T®

v PEXFHOERATEX ®

EESUW: [BEX -

kS
2%
+

% 8% ()
HFAREET ()

i

—

W K

B33 #TERRMREN R MIFEPR CFR” BIF

EEFEFEEXHRE, HBd “BR7 EHHM “BIE” LRI, WU “BE” %t
ERE, T BB FTRRAFIRE, Bd “STEE”, “FEME” ERRA
“0.75 EX”, Bk “HiE” &4,

(5) BEXE=ZBHFARMEREN HF. 26, BEZRE—TRAIFEX.
E£EES,

BIEIRT: MEEAHME, Bk R Fadi 7, B CFH 3HE
M. fE MB” RHATEE LR BEIE, ITH “HiE” TRRAFIRE, Bt
g7, B CHE” M. ARARERARESREN LF. $6. EEBE=R
A7, B A7 FERPH CFE”, T RR” RTAS T B TR,
I “HES” FTHRRF%, fd <7, Ak “HE” %4,

(6) MEXBE—BREF T AT: BBROFL, ML,

RIERT: WREMEREBISROBE, HHASRRER “WERE”, N
B3 “THWME” B T, SRBSRXHORE—B, T mRamss
%. :

(7) BEXBE=BMARKFRNHRERS.

(8) FATUH, WANE DL HE.



4. XHMREEITI.

— S, MERFE XM, BAKRGEAD, WEXAZCRSTOR E Word Bf &
HENH R EERAR, wmad “2&”, WHR “HEN” XEE, EXAPREX
¥, Wi 3-4 Fios.

BEEEO: [ & - Q CiE- IAL-
L. e T |rowERPOINTGRSS
‘ | e B #oRDSEHA TR B 75
| T KRR B wor 5 SR

ORI ENEREFHERBIEMR W) wor RS ERY
HERER ) wor ddx SRS
RE-L @j?ﬁ%ﬂfﬁ doc

i adsl ] 3eifRE. doc
1 W)05C125038 53 4HE 8 doc )R
mﬁ | [Ejostias. RBAEES doc B ks
i - [®e00e R SRR doc ) S A
; ¥ | ACCESSEREE. doc W)EAE ERRH
chl doc %A_E BT
@) EXCELEF & SRR P IRFR-05ILC12. doc B B EE A
@Micx'osoff. Internet Explorer PRIV doc ﬁﬁj“fﬁ;ﬁiﬁgf
< >
AW [HhEe Ei BN v |
TR O I‘Hord A Ok doc) vi y HiH 2. [54

B 3-4 “HIFR” XEHE

2R 0 T UTE T SORY A AR o BRAE X — A EARAF K SO B U 2 B R R
“3CHFT SRR AT XERE, TR RO SO RdEE SRR

TRAFAL B R R BT SCRS .
Word XIFZMRRIMICH, BRINKE DOC #&X. RENTTETRERET
T B RAE G FR P T ORAF I SO 2R R

R EXBADOC AXHLZRGEELGIKREBENRVRERT, BEE—OH
EX3B.DOC.

SrAZ PITERERT 1958 4 6 H. RFMFILAAHN. FNLL
7 oo sescteish, £ E3CH TART——BM TP . K2 bt

2000 B, ELEEAMEE A BHE EET TRREHIAUL
BB, KR BIRLL 70 7P I K.




