BRUHEEAERE “+2H” AMHM

it A B35
(SH)

JISUANJI YINGYONG JICHU SHIXUN ZHIDAO (DENGJI KAOSHIBAN)

EEN EH




R HEALRE “+25H27 AHEM

it B LR A B A scil 45
ETETVD

R2ER I H
REF xNER KEHE R T RILE A%

MEfXIBHEERTT

HHHHHHHHHHHHHHHHHHHHHHHHHHH

s

lI

)



N A& N

KPS A EHEHIEHZE K MS Office —HHHUAYY (2013 R HESK, 425G LFE2E
NS R BT T B, A9, ISR GHEPUN AR GE9C5 RO
BRI U0 5 1T o

At e &, ARMHS: HEHUIAMSI. Windows #/ERZVIL Word 2010 S5/l Excel
2010 SZIl. PowerPoint 2010 SEill. LRSI, S A AR T — S8t E it AL — 4%
AR ) — LR R E A LS

A AE AR B ERGER AEHFALE A SRR SN b, el /R &N 0 A 2 ALY
JARREI ST, R &% RSS2 MS Office A 5%

EHERBE (CIP) E3E

VHEEHLI AR SE IR & 5508 ARR/ 28R 3
i, —Ibnt: HEBGEH AL, 2015.8

WO HE A SRR “ =0 RIEM

ISBN 978-7-113-20716-8

. @it 1. O%- [ OHTHIEHL— 5B
BH—#ES% Y V. O3

rh [ i A B 54 CIP i #% 7 (2015) 28 181361 =

& HEHEARMETINES (FLH5 B0
£ F: LEWI 1%

X8 = % fh imE M. 400-668-0820
HEmEE: f = R
Hmigit: A 5

HERXS: AU

HEREAT: DIEZE H AR (100054, JE5ETH IR A 2200 8 5)
fit: http://www. 5leds. com

Rl R M i P BRI 3T

e 2015 4E 8 HE 1 IR 2015 4 8 H % 1 IKEN
A: 787 mnmX 1092 mm  1/16  EP3k: 8.75 F#. 210 T
#: 1~2 000 fit

2. ISBN 978-7-113-20716-8

#r: 22.00 JC

il FSHFISEF

WiARERE R R
UGS R P S, A BT ), i S A O B P R IR R . A (010) 63550836
I AR LG (010 51873659



]I

FOIREWORD

AHRE (HENEAEM (SRXFRAK)) (FPEKEERE LR, 20 E%H)
—PREFEANZINEM. BEHFAR, REHXFXLRAPOHEZH (L EHFENF%
RERAHKY Fxd MS Office HER, NEFEH FAFOZHT 25 ML,

AEHEINABECE T ENMN AL, BERSL, Word 2010, Excel 2010, PowerPoint
2010, MAREHEA, ENAZERTAFLERNEN—KFRAPH —BEREA A
A%,

ERARWES, TEEEAHEN AR, RENER. AERRYREALAE
EHOAR, HEBREAEERZRMFTMS Office A A RBHRIEMN A,

ABHEZNESR, X2 B #TERARELEOE, SWREHNEARIF (F 1
E).ANeR (F2F), k2B (F3F), RT (F4F), AR (F5%), 2%
HKEHRR.

HTHEAFAR, MZHERR, $YRAFERRMARZIL, KU AEH
#AFHEE.

Y% A
2015 % 6 A



B X

CONTEMTS

A = o 1R <1 k| SO ORI PPPTORRN 1
SEAN T BRAEEE R oo simsosmnseemebhstomsi sosssseses sSasionsnnsasssnissa s neilsnmssias samnmss Somsebsssasseatsvss 1
U0 SRAIREIEEENL i e R e e Vet SRR 3

D B BBAE R T e oo ettt 8
SEI 3 Windows 7 FE AN B AE I P T B e e e e e e 8
T 4 Windows 7 S R B oo e e e e e e eaeasea s eaeeaennenseannseanene 11

B3I WOI 2010 TEU oo 17
SEA S Word 2010 FEARIEAE < oo et nen 17
TN 6 Word 2010 SR T A oottt ee s 20
SEAN T Word 2010 B R ST HE oo e 27
SEUL 8 Word 2010 oA A oo 35
SEUN 9 Word 2010 FUIT T ST e et ettt e e e eeeeeeee e eeeeeeeeeneenn 44

F AT EXCEl 2010 S oo e 51
Y 10 TR T E TR B AR I E oot e e e e e e s eeaeeeeeeemeeseees e eenaeaens 51
S LT T E R IR B e 59
I 12 B B T BB BN P oo 68
SN 13 EXCOl 2010 Bl ZE I oo 74
SEAI 1A HE T T oo e ee e e e e e e e e s e en e ee e e s een 80
U 15 AT B T BB B 2B e en 84
U 16 TAEZE AT BB EETE oo e 88

FEB5E PowerPoint 2010 Sl oooeeo e 95
521 17 PowerPoint 2010 B R B e 95
SEU 18 KT i B B R et e e e e e e e e es e s e e s em e e nsenan 102
SN 19 B 7R S T e e 106
SEUN 20 T8 78 SR BB <o e 114
SEUN 21 B 7R S B T B e 117

BB E  EBIRIE T I oo 121
SEYIN 22 TE BB B BT T oo 121
LU 23 G A BRI T 2R oo e e e et 125
SN 24 HEFBEAE AT IR oo 129

23l 25

FEL 1 A4 9 TB1 B TUBE 2R e e 132



T 1 AR A
CEHENH

(1) AR RHLE SR ZE 4
(2) NPT RHLE AR S5

WANEFET —H AR, MEXHEILASN RN MG ET TR, TREHRERTHAH
B AP 0 A HEAT VAR

U5 o

MEMEI IR & LT 2
(1) THELE LR

(2) EHAEAYIER .

(3) NI .

(4) EVLAHBINIEH .

1. IR BN RSN

FOR: MAMILEORE, INRE VU 3 E A A A BB, P48 49 1F 1 A 75 i b A4
H A

RELR:

(1) MM EFIHEINARTE A Bads. B8, BisMmEYAR, mE 1-1 Fix.



(2) HHREAERENES 555
FHLE

fil b

Ko1-1 /5P 4R
(2) MR ENAERIET . 76 VLA A0 A9 AR b 2A B IEIT CHe sl . & A — i 4%
MfEH, M USBHD . HM#ED . BIKE, WK 1-2 Bk,

e RN USB #0
K
mE R ED o 3K 4
HL I T 56 5 £
i 7 %
FeR AT

B 1-2  FHLHE 9 IF m
(3) WIHENMM G . £ VA T AR E A BT . $TEINLE D . USB O,
TEED . SR, MDD, SRR, mE 1-3 i,

L2 0
RAn., #&EEn
TENHLEE DO
USB # [1
CE: 28]
FHEO
R #F % 0

B1-3 WM EE



(%lﬁ:ifﬁmaﬁ%wl<€>

2. INRIHENRIAEREW

FOR: FTIFENLAR R, AU B T 32 A A 7 A

BESE.

(1) TH EVLAH =

(2) RERFIMIE . CPU MM . A&, ML, 0K, B RS, WE 1-4 iR,

CiR 5K
CPU J A5
WA %
TR

A 4%

B 1-4  EHLRR A E

Kill2 ZFREMITEMN

CENE

(1) R IFHRCHLERAE
(2) ZAZ5 A0 B A A AR

& FOE
%$ﬁ¥%ﬁ%ﬂﬁ,&ﬁﬁﬁﬂ%%%ﬂﬂ%%%ﬁ7~%%7%,ﬁﬁﬁ#ﬂwﬁﬁ
TR 2200 SO A7 O A 5

EHICTC

Fo RN R U A
(1) IR KL,
(2) AN ER.

(3) INIREER

(4) Z¥E:,




@ HFHAR RTINS (ERERR)

1. FLFHIKH
TR anfel IE B ITHLA G AL o

BRESE.

(1) IEMIFHL. Bt BN F &k T Baas L %, iR RrEs
FIHERE, RGHFEVNIS EAREIT LKA, FTHEN, SZIELRERLT, BEE
Al ABRIERGE R H .

(2) IEWRHL., TEXAITTEIE, TR TAKN TR &8, &5 “XH” me,
FIFEHLE SO VRIS, FECH B 2% B A] IE K.

WEEENE, WRATTEINHEIRE, WATEIL. Tma%, B3 E LR Es Y 2
T EEN A INE RS, BRI, AFZ ARt EIHEE ST ARIE, Ri5H
FTHHAMSNE R A, X FIFRAX 8, BoA SRR S 307 A B Rk 2 T3 2L IE %
Jagh, i H Al RES AR EALE

2. INIRERAR

ZoK: WA EINR BUAR B JLAS R E

BRESR:

T RAR RS, Wl 1-5 R, TEAEBILOAE, md, W, A BRI,
IWRZ G4 H

A

i e

B 1-5 Rir

(1) B 44 BURIREHE XS, $5F BUBR 2 8 — KF BT
(2) Bikr: ¥ RUARIEEHE 1 S L3 — B AR S, ST T BUR 2 BT,
(3) fide: HEIRSEMAERFN S b, 5 F A S — K HTT .
(4) 410 FEAUH EAS B RUR, BURHSEIBEZ B3, 45 BURISH B BB 5 — % I,
(5) Hish: HEIREEHISME L, BERGERBHEDI— I REE, BRI,
BUBRIRAE BB 1« 7ok T LA M 3 U B Y0 K AT R R IO B . DI ZE 5 100 Woord SCHY
F, ATRME A ERR R R R,
3. NREA
Zok . AP LIAIRER R



BRELSE.
(1) ANRBES R IIRE X o ARVERE ST R B 1-6 Fiias, - MINREREX . gmiiEdiX . %
I B 5 RN R X DU Ay

i fig i X éﬁﬁﬁ%‘ﬁ#ﬁﬂﬁl Mg
]-%I Egﬁ" |Pause]
N tnsert | Home | e (| g1 L=
I?I DeIEndP&l;“e"799'
&ﬁjmklﬂ ls ID |F |G |H IJ |x |L |§ [7 [Enter 4|5 |6
shirt [Z [% [c [v [B [w [0 [s [ [7 [snieef ]2 e
Cirl I lnu ] |mt [Ch-l I._ 1] @ D
|
FHRIX
K 1-6  #A R

(2) 4R GIBH, HITHRBHRIER, FEFEROITFES

TEG A, BRI RS, BRI T ILE .

O B ERELRRFmIE, P T SRR B DOW T ol o oy e, s FRS 22 )
B DL T4 il RO S A7 A v

@ MEZEAATE, WHWTRL, BEXTEEESH, FHRYE, SEMNETHER
A 20 em~30 cm. HHEHEE FERATFH, FTUFHRETFTERTSE,

@ FIFXRRERAN AN, KHTHARRERRIEFD . ITERRWCH, FERE
B WA, JFIRI RNEFERE R AN, LR LT T CRAR%,

(3) FTFMEARIEE. GITF, MUEBEHAEROER, CEFERNIEE. EfMEE
TR AT e

ANANEEARERE [AT[SIIDIIFIIIIIKIIL]IL;]), FTEEREANFHATHE.

O BBAFHAREFRT, HEBPHAFRT.

@ 1g— N T a0 H LA e i

o Zi/ME: [C1M1]1QI[ANIZ],

o EkZHE: [2][W]IS]IX]

e Zdtg: [3][E][D][C]

o if#E: [4][SHRIITI[FI[GIIVI[B]

o It Hiflts: mHE,

e A [6][7][YI[UI[HI[JIIN][M]

o fithd: [B][TIIK]L,])

o i [9)[O]IL][. ]

o fi/pE: (o) [-1[=1IP)LIILI) Y0 IL/)0N )

@ [Enter ] #7EME M AN, HAF/ DGR,

@ FUBARERANFHESS, WHTFEEAEEARTERMERG S, HETiE
PRSI, 22 F/MEIAE [ Shift ] 8, DA FATHRERA S, WHA T/ME#H0 [ Shift ] 4.

G N EEEARE [4]1[5]16], 2BMATHEE. PHMELZIEMRE. L



(o) itSpmmeEmsnss (S85RI)

WEHE AL LR L, N A B R [7104101) 3 fs; MMt (8]

[5102); E&#Emw(9lle)3) M. ) A (-1 [+) [~ d/higfass; K

fHmsE (0] B
HhRREAE G ROME., BT HROS T AERME 1-7 Fx.

N/
ExE E k& A A& A A
7 7%
O ® ad moE
6 #F B #E ¥ ¥ f8 fE

HIERIEL RN

O ¥FHEBERE L, FHRESMEARLD, MR BRBESHE L,

@ g (BT [F] 8, ik EATABER 2 om; [ Fdiet i F
sidy (F] 8, HATHEERRE EHF, SRsaenr Wms . &IHmmELTE, HE2ha.
HE RCIE B B > HRAR B, T R 4 > 5 U AR A ).

@ AT (HIMEST [R]#, Hike: REATFAREE 2em; BIMET
Fora i F , [ m g R [ R) B, Wi [ AL TR 1 BT, oS pu A T
HEN, EFEAFAZRS, HMEEMETE, FEES),

@ AL, KB EAT B9 KF (RSB B I ).

4. fE5EH)

HRA LT PRI R 4 .

My Father

My father was a self-taught mandolin player. He was one of the best string instrument players in
our town. He could not read music, but if he heard a tune a few times, he could play it. When he was
younger, he was a member of a small country music band. They would play at local dances and on a few
occasions would play for the local radio station. He often told us how he had auditioned and earned a
position in a band that featured Patsy Cline as their lead singer. He told the family that after he was
hired he never went back. Dad was a very religious man. He stated that there was a lot of drinking and
cursing the day of his audition and he did not want to be around that type of environment..

Occasionally, Dad would get out his mandolin and play for the family. We three children: Trisha,
Monte and I, George Jr., would often sing along. Songs such as the Tennessee Waltz, Harbor Lights and
around Christmas time, the well-known rendition of Silver Bells. "Silver Bells, Silver Bells, its

Christmas time in the city" would ring throughout the house. One of Dad's favorite hymns was "The Old
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Rugged Cross". We learned the words to the hymn when we were very young, and would sing it with Dad
when he would play and sing. Another song that was often shared in our house was a song that
accompanied the Walt Disney series: Davey Crockett. Dad only had to hear the song twice before he
learned it well enough to play it. "Davey, Davey Crockett, King of the Wild Frontier" was a favorite
song for the family. He knew we enjoyed the song and the program and would often get out the mandolin
after the program was over. I could never get over how he could play the songs so well after only hearing
them a few times. I loved to sing, but I never learned how to play the mandolin. This is something I

regret to this day.
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