S BEKE “toH MR

»
4
y

X ELifES

\

C
-
=
=
o
=
.
T

HEE ONT W

WP A B % KB



SEHET “+—8” WX

BRI E S

¥HhE BRF X G
Amdk IR BOR A4
$km ¥ W
4 & & K &

K



"mE & T

ABRE HHEN SO ERER” MRELIESEM, £BkeE, K
AAFEHEYIEEMAIR. Windows XP #1ER%. Word 2007 3L FALF .
Excel 2007 B FE &AL IR . PowerPoint 2007 18 7 SRl 4 4K A B it 5L
4 £ FERth () LSS 30 ANAH N 2550 8.

AP AVE R R S BB E AU RE TR I SR M, R mT N &bt S LB
BRI SER R F A .

EH R4 B (CIP) 17

VNSRS VIE /8 B0, 1SIET . —Ibat: BREHRAL,
2011

(FEHE 07 SRIERD

ISBN 978-7-03-031802-2

[. ©if 1. ©Ofg---@ih--- [ OH-FiH-EHL-mERNLEE B0
IV. @TP3

b [H A A50E CIP Bl (2011) 5 131859 5

ROkl ERM IH
TiEsiE: £ m RRAE ) TR Zh4a
TR A BAR / H@ikit: AT
kR
AE AR DI ST 16 75
B ES: 100717

http://www.sciencep.com

It A A R WA T (NI
FUEIGERAT  BIBHE DAL R

*

201148 A — M JFA: 787x%1092 1/16
20124 2 ASZRERI Ep3k: 8
<. 178 000

EMr: 14.00 T
CONAT BN o (el s, oAt 1 TR 4 it ol S 4>
AL i 010-62140850 AL 010-62132460

REELFERA, RERDLR
ZRHLIE: 010-64030229; 010-64034315; 13501151303



][l

Al

BEE T EANBRB R RE, Rl ZEF kit HHLMND A Internet RS K, HEHL
IS FH KSR I A i B A K22 A MR B TR R AR BE M — N AAE . Bl
AEGETFENLENR, SRR EEGRE, R RSN AT ST AL
HE LIEENEETE.

AT EHRZREEEBFLEM BN, ERITHENBIR. MHMEN
T, RNREEM AT REAGERALHZA, SEARRRRE. BREMT 2T
W, WE TABKNAGM, TR T B0 N AR IER RIS .

4Pt 6 3, WAMEHEHIEREN. Windows XP #:4E &%, Word 2007 74k
FE#RM4E. Excel 2007 L T2k AP E. PowerPoint 2007 8 7~ SCHE B IR Atk B it S
P2 LR ENLSEIO RN 2R 3] . A TIRVEN BRI 06, SCHIM, alfEd
AL EERT R I SER TR T B0M, e i BN 8 A H .

AP HEAERNDIE TS, BB, T2, BRI 5, e
AR,

T a SR MmE KRR, e ez, BiF KiEFMFERIE.



BT TFEHERREDIR oo essessseses s sssssesssseesssess e ssesssssssae s sees e sesseseess 1
ST 7 = 0| N A ) s < 1
R 1= s LSO 1
STRE oo e 3

F2F WINAOWS XP FBIEZRDE ..o eeveeeeeecee e sessse s sens s eesnann 10
SEIG— WINAOWS XP HIZEZSIRAE oo ssssssssssisessssssssssssssses s ssesssssssssssssssees 10
SEIG T WANAOWS XP B ZR T T oo eeeeeeeseeeeeeeesseeseessenssesesss et s e ess s esssnen 13
SIS = GRTRTETIEZR oo eeeeeesse st sssses s sssss s ssma s 14
SEIG U WINAOWS R ST T T oo s s s sssean 15
SEE F TR I oo sess s ees e 16
LIS I Windows XP BT LRI .o ssssssss s sssssssssssssssssseses 17
SR e s e e s et e 18

HI3E Word 2007 SEFRALERBEREE ..o eseesesssseesss s s sssssseees o seeeeesees 35
R 12 I - Ao 35
S 1< 3 o = OSSOSO 38
S0 - S W v 12 2 OO 43
LIS PTG ITE DRI oo s ssseess s sssesssssesssssssesesees s eessssees 48
SIBBL oo eeeees e eesessesssesees s e st s e e e 52

HA4T Excel 2007 BBFFTAGIEBERIE ...oooooooeeeeeeoeeeeeeeeeeereossessseeeeeeeeeesessesmsssesssss e ssesesssnnens 63
T — A FPZEILIEIIE ... 63
0 S WL (=231 K=& L S 68
T o, N/ W L0 ) LA 2 OO 76
SV e oS 79
0 TR VL= 0 0 OO OO 83
STBBL oottt e SeseeAeRAeEA AeneeeReEAeeeseeAesaeta heebnstnsaesbens st 86

Z5&F PowerPoint 2007 FRARICEHIIEEN ...t sssssesisines 98
a1 Gy g =1 i OO 98
0 S/ D G I 3 374 1) L OO 102
(L5 = T . oo 105
SR oot e A R AR AR st A e b et 107

HBE T BRI oot 109

BB B NI oottt et 114



N

FHiA

F1E HEHNEMAIR

EE— TRIFENEERREE

XEER

& W& EHAEIRAE BRI
& YIP Tl ENLRIE R
& WE EHUH A RIERAF R iR

» KWEAY

AR, BRYS T EHLRISNR SR, BBR P A & R i,
WEHUAE A K25 R .

 RERE

1. MLE FALE A,
M PR BRASHISMI, 3 EHL EA Power £l Reset #2541 . 563K FF K (1) 4%

v DR BRI, HdEENE .

2. TR A5
INEWME ENUE MmO &EL, HBIRR. 8. Br5s. BIREEKEND

(A

3. TAIMAFYEE
FIIFENFE, FAMEENAT SNy, P BEE. B, M. 2F. A

v PR AR A B AR A A

ZB= % 4%

> §%§n£u

* EEXNETFEIEA
& FH/MRERART
& BURMARE



—N

2 @
: R ERTINES
K EHR/
LAY, FORAEWRIE. HEFE A TR/ NS AT, IF BRI

WA AT

1. AN BFE

A1 AT “THR” — “BEIF” — “MHE” — “BF” @2, BREiEFRET.
SUR2: HINWF AR BEATHRESR ]
eimixcmkdieok, 655ijek@sina.com

2. MIAKEFH
ek b — P RIINIG, ¥ Enter 8, #RJ54% CapsLock 8, X CapsLock #57~4] 2%

o WINULT KE T8,

DMVITPEVMVRTODKS;DEICLX, HEOZMN
3. RKINBFHREHAN

BIALLF M AF BOOE AR . ZER, fEH5 T Shift 821 RN K78 KE 76 .
M: Kate, look! The passengers are coming from the plane, and there’s Susan.

F: Which one ?

M: The tall one next to the window.

F: The one with the suitcase?

4. W AFF

% T84 1# NumLock 8, {13 NumLock f87~41 858, REMALULTAZR.
15687+24555%584236/9625—4562

5. MSEAmA A
IR 1 BINIE light, R EARBZIE|I TR ORI, MATEf, X0 R

Al light BB T flight.

IR 2: 1% Insert 8, R/GFIEARBINE TR | RIATTE, WA T h, XA HEIEZRNK

T fhight.

AR 3: WOthrE AL AEF B h RV, $R/54% Backspace 8, K57 BF fMIBR, X
FE AR T highte

6. LBtk

S FARBGCHARA DL T C0E, TR ERIFAS .



mMgmzAMzmzgd2 N2 AL AL A NEIRALIRLRER

Do reporters act fast when something happens?
Yes, they act fast when something happens.

: Are they active in gathering news?

Yes, they are active in gathering news.

: Is their job to inform people?

Yes, their job is to inform people.

: Are their reports generally informative?

Yes, their reports are generally informative.

: Are viewers free to select good programs?

Yes, they are free to select good programs.

: Are viewers selective?

Yes, they are selective.

: Do reporters sense what viewers like to watch?

Yes, they sense what viewers like to watch.

: Are they sensitive to viewers’ tastes?

Yes, they are sensitive to viewers’ tastes.

: Do they try to create a good image?

Yes, they try to create a good image.

: Do they do creative writing on news items?

Yes, they do creative writing on news items.

: Do they compete with other reporters?

Yes, they compete with other reporters.

: Are the news media competitive?

Yes, the news media are competitive.

: Do reporters sometimes repeat what was reported?

Yes, they sometimes repeat what was reported.

: Do they try not to be repetitive?

Yes, they try not to be repetitive.
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