Word/Excel/PPT
2010 PN 1::
SONBEL L]

tj - 4ATHEEIWord/Excel/PPTHA
== N P RU#Z 0 THEE !

I

| Al SEH{EBEER. W
x % BHHAETTAEES,
O o o RLBE S

B ETHES. 2HEIT.
W AL BT

\
2 R LB Z R A,

y A=t
O wmE

DVD-ROM

100wz mmsmsE

A SHSREABAIIRS, FRARRS L6 SRR
(eI S, TR SER B RENBRI AT A
15,

* B B BRI A S BRI S A

* Office+ASLaR M FHITS

* AR RIRES|

* 200/NOfficeEARITILE

* 10004 Office % ISR

* QQEERISHESE

* MESFRIBEEE

* EBMEE AT REILFA

E Z %18 0fficett KExcel Homeitic. €A Kevin

MEZREZREE 7
iR iR mIR PR

BERELARESETFARITREERESBA FR W
MEPPTER, #HtyH (TR —EFEPPT) {EE B0




RESEHHE
R

Word/Excel/PPT
) N T




NERER

PRI | SIEERA R T], RAHAN4E T A Word/Excel/PPT FMARIFESSHIRFAIN AT i

SHANAE, H£178, H18 “Word HARFR" FENMA Office 2010 LK EIRE ., Word
BIELAHRYE. (HFEEMRBENL Word SRR K XRYIHEIRSE; 82/ “Excel DMANHR" EENA
Excel [WEAMRIE, Excel RBHZE., VIRKIELAE ST, BR. BUEEWRMEE R AR
RIS, 8358 “PPT HhANAE" TENE PPT WEARE. EEAERNNA. shEMZEER
R RSTS84 5 “HARER" FENMEHAPRAERTRIERE. Office HFFRIFITMER
Office W& N H—BshHh A E.

TEARBHIE DVD SRS, B8 7T 10 /0N SEPANBFENBZEFE NATA ZFIHIE
EEMHIGSEE, AN, BEX T KEBHEESINENEERBRT BESIETFHE. ATHEIRETE
FEHRITAR R ¥ SIEE, HEhABEEDEHHEFIL APP R, RERRKEEMEFIURY
P I,

ARBAGE S IR, FRAPES], WalLIfEA& RS G A R AR [ R RIS
S

EBERKE (C | P ) Bl

Word/Excel/PPT 2010 IVARIFMAIJENEIE / BEEBFHEmRE . — b Lk
HRRtE |, 20171
ISBN 978-7-301-278562-9

[.Ow- 0.0k . ODhABsit—RARE V. ©OTP317.1

FRERRAE F51E CIP BT (2016) 58 296829 =

B £  Word/Excel/PPT 2010 HARFEMAIZIREE
Word/Excel/PPT 2010 BANGONG YINGYONG CONG RUMEN DAO JINGTONG
EEREFE SAUEFHE wE
RERE FB
IREBES  ISBN 978-7-301-27852-9
HER&E 1T  dbRF#HHRR

ith Wt dbETEREX AR 205 5 100871

P fit  http://www.pup.cn  FHEHE . @ LEAFHRE
BFEH pup’7@ pup. cn

B B HOEES 62752016 &1TER 62750672 4REEHD 626806563
BN Rl & AEEARFEIR

g W E DS

787 Bk x 1092 2K 16 FFA FfE1 24 HIkK 568 FF
2017 F£ 1 B 15k 2017 £ 1 HEE 1 REIRI

Ep #  1-3000 it

E ft  59.00 7T

SRZFE], RELUETITRE SN EAR ZHSALEENE.
WEASER, A5

244REEIE: 010-62752024 HETF(E#: fd@pup.pkueducn
ERuA R ERA, ESHREECR. BiE: 010-62756370



Word/Excel/PPT 2010 f&ApFLed?

AL
% 3] Word/Excel/PPT 2010 %ok ?
AAE!
ik AR $ Ak F 18 Word/Excel/PPT 2010 #51& A 7 %57
G
R ABRERH

Office AR AR HE D AP AT HGAI TR, FEEH Word, Excel,
PowerPoint 4 F, ) IZHMATME. T8, AFE. KitfLmER L Tk,
EBNEHAMAELRR, S6KRAES, BEESHBANEE, /148 Word/
Excel/PPT 2010 B 5 i fnde 5, BEWMBIZRELE. RFEHEE Word/
Excel/PPT fEdp 2 IR

il =PRESE

AfEHoh 45, KT 17E, AEWT.

90 BAk S BB R, FEMNLE T Word, Excel., PPT WIBESIH i,
{Ei%& 7E @A 2 aixt Office HUH T #.

F1E (B ~45) AWord hARRRK, 34 BRE¥EFR. TENE
Word & Fh@fE, B ARRS>], k& TLIERE Office WRELIRE.
(i FH EIFNR A5 3 1L Word 3OS, 78 Word st fTHERR 421k

F2w (5~ 10%) hExcel hARMAE, 351 B¥¥EFGR., TENE
Excel )& FplE, @A RIE], & LA anfafE Excel Hrff A Fn
iR TIER, BIETIER, EER, BB ERFLENLE B 220k B P FHR1E,

P35 (11~ 145) APPT HhAMAE, 37 BREEFRR. FENE
PPT i & FpifE, @XM ABAE>], L% PPT fEARIE, BR
FERMIA. shEfnL Eany i A RO 24T FE81E.

FAmE (FI5~175E) ADAWERE, 16 BREFEFR. TENEBEMN
o R, adTENYL, EENHLAYEER, K Office 4 {HFRIMIHMMES.



Word/Excel/PPT 2010 132K

MAT 18145 il

@ EEAB N M2

O MsE, KEAE

LAEGIAEL, Rmilh, SR, 5idHERESwa, BB TIES
WBE, HBhEE MRLTE T OB RS,

@ T, R

BERGRMEA —E KRBT, WERENEETR, hERRE TIESH
— e L ] R,

© 5 =, JlEHE

BERHIERER, 12— 5AEMINE RS S K6, HEiEEILER
REFENE.

O i, CHE L

Yeirh, BEEKRESCRMEIR, SRR IR S, ETikE% 4 atet
#3, BN, AU (CEOLAAA 10 8BakaE) FHE, 7ERRILIEE 210 I AT LA ki
FE TR IR EEER,

O iBlEN &

© 10 N2 IEHATE S

FEFGQMBATIA IR, VR SO R SR F IR (T B,
P AN R Office 2010 #R /U 5 iy, i By et ik Mt o vl (i 15k
wiEE 2R,

®) HE. BEUIRASEX

B 45 28 5 i ok LIk R SR B 2] BRI AR s . A TFHL APP F51, DA KL
THRF S|, Office +RSEM M HETS. 200 4> Office # FHF5ILE, 1000 4~ Office # A4
#. Excel BREAEMTFH. Office 2010 kL8 FRIR. Windows 10 I T,
Windows 10 #25xM% . (hfamFEM S A FH. (QQEFHMSEY FM K (&
BREAN LR TFMY SRERE, UHEREY RE>.

© FHLAPP, ib#Jufi

JEALE I T D E T EE FHL APP, H P Al LA BERESITFILE, BB R R
FER, REBERE, R, RATOSRERERTFIL bR b s,
5, A HEREENE, LLRZEIEME AR, T 468, fTLEE THET
L APP,



2z 2
Al

— - . PREFACE

& HEHETHE

L. BB ENA X FR—m# LIRA IR, JURBhEE S B shisfT,
2. FHARBA Bahiafr, "E DR & 0 R &5, 808 Wi “MyBook.
exe” YAt AR, KB EIETT. B kB EATEACENERE, TEFR,

Word/Excel/PPT 2010

3. Bl (WUBIRIZE) 128, PTEASEREERGF ., EAMMTE T L
i AR/ B, 7S PR SE B b A BRI/ N, B R TR AR B L N B e 1R




Word/Excel/PPT 2010 2 2L

MAT VRN i

4. Ao, EHRE LEEHE APP &k, MM, SR, BETRE,
FAUEBAFNSZHF M0 6 A ZHRESRHEL, By 4T PR BRI ST 3
5. #i LR 4, BIRLEHEH RS,

ol ABTEER

1. BAEMIA AR EE

2. A—EHAKRMPHZER, 8 Word/Excel/PPT 2010 A 1,
3. BF—EDARM AR, BELERLSBHIAR,

4. KERB R R ZMfnsAE,

§® SEES: QQ B (218192911) &4

ABATEFBRSEE, TIIRET QQ BAIREEREMR, EHRERIEMFEF
Bt A BB SR R BB R, £ “DAZEK” BEEE. B, B
S EH B —Lh 2/ NETS, FBREEHE, BB IED AN, “DAZKT
HURESAE 218192911, i Hur BRI T 05 R IMAARE, YalmA “Hhazx” |

N BRI

APHEDEFAFTRY, LREEE, B, BEEEIESR, AEFLEI,
migeABE, AREBRI “ROLE Office hAKAT” , XBEAILGHE BB
gR,

FHEELRP, RIVERATREHABENEL. KRSt HAThRE, B RFR
RFARZAE, B KEEAZRIE. EEEF B ELER, S EMEIL,
LLiEt E—mail 581 ZE.

WP . 2751801073@qq.com

Pefabb#E : pup7@pup.cn



H =

03X Word/Excel/PPT Itk ik

P °
B A5 BEeRg
0.4 W7miEE5EA9 Word/Excel/PPT 7%
01 Word/Excel/PPT AT AZEM ST R o § FERIRE .ot 6
02 FMITRN WorlEsiPPT RENER el o o SRR Wond ol PPT I e 9
0.3 AEAREHR: M Word/Excel/PPT
BAREZ oo 5
o kil
% 1 % Word JJ"L&'E‘Zfﬂﬁ 1.3.5 ZEHFRRIRINEE oo scssnnsians 26
1.3.6 ZERTREMEETTAEEH covoveeoeoeeeeeemse e 27
W18 Pk FF—Office 2010 [ IR 1 0] - S—— 27
B A4 EIERR O WELE B AL wovevererrneciinnes i 28
{i# F Office 2010 ¥ 2 7, & %E %4 Office 2010 £ O BB MR T AR P EARAL oo 28

LHREGHARE, FEEENA Office 2010 KHFHIRES
. BE5IRE . BE Microsoft ik . BERBIARES
Bl

1.1 Office 2010 MIRFESHE. ... 17
LID ZBBE oo cesesssmressasmssasmsssssassssssssansessasssasns 17
112 FIBR s snsssssasens 18
1.1.3 ZEFHLAHLEE Office I vecnrerereesinirannns 19

1.2 Office 2010 BIEBHSIRH......cco v 21
Kl = iR 7 ) ) P ———————— 21
1.2.2 iBH Word 2010...cuvererirereeneeseesieenecneeenes 21
1.2.3 HAREFRRB B AR i 22

1.3 BEHLOBE—BYRIARE ... 22
131 BRREERR .. oo s 22
BRI " -] - < 2 24
1.3.3 B BIHE T TERE e 25

134 HEXIHEEREERE .coooooeeeeeeeeienee 26

F2E Word WA AEE

B &= 2EHERR

TESCRE Il A SCAR FF ST R LA LR, 2 Word 2010
BHAARIE, A Word AT LI @R UANE, FHik
FEREREERX TR,

21 AAFLBERE oo 30
2,110 RBUBEIR .oooovr e sesssssnssesssssseencens 30
p RT3 o3 SN 30
2.1.3 BRETRI coovrerresrvimsiesnssnssssssssesssessmsenssssenes 30
22 BB AR FEEABERETHE 31
2.3 BIAZIZ oo ennae 32
PRI PN @ 1 7 32
2.3.2 BATESCIIFRET, cooroeeoeee e eneesessenne 33
2.3.3 SABEIFTE B oo 33



/@\ KX | Word/Excel/PPT 2010 B AR

CRREXK | AT RIS il

2.4 PREESIZ ..o, 34 500 BIHER «oommmmmusmssmsauson 52
R > < 34 3.1.2 BB e 52
242 SEHIABIYISA oo 35 303 WRHVUTL oo 53
243 MIBSCA e 36 0 32 BREAEERE ..o 53

2.5 PEIETN oo 36 320 BWE T o, 53
TR <115 37 322 BETERD i 54
252 FMEIHR oo % . 33 EAERFRUBMTURE oo 55

2.6 BEEMIN .o 38 34 BMEMEE oo 57
PANR &3, 5 - V. 38 B4 FBAH e 57
2,62 BEBEBEHE .o ses e 39 342 BHBPEF oot 59
R -l T T — 40 343 HEBEI s 61
2.64 BT ERBHEED oo 41 35 FRIMTEBNIM oo 62

2.7 FINTTEEE oo 25 38 B o 2
270 BEIRI oo B 352 B s 64
2.7.2 WEBIBR oo 43 0 3.6 EREMEER oo 68

2.8 B A BB coororrnrerernones B &R AR
2.8.1 FHIFHHBRALIE coccoovvcsvirscsssscsssssssisssssssssasssas “ .

PRI 3 15°C = S, 44 6 REXR

2.8.3 PERIORUIETT v 45 1 O Word PFEAHMEA oo 7
2.9 WPHIH ...vnmsomnwnosmsoissssssmasnmms 46 O BHETHEBREMAL oo 71
ERTOIREE e SO, L O, o

® o RN
B4 Word i G Fl—— K 0

. EFXR g HER

P

O BT AEFFE o 48
E AT 10 B ET R
& ;ﬂ)\gk#:/“\:& ....................................... 49
: i Word $EUEEORIRAERRER . 15 A TUR AT
O BN EARAT AR crererrrrrrnsrrnmrinian, 49 AT QU H 5 T L B SR HERR
44 2h3 T1E7:2 S S 74
$3 8 EAEfER XL Word ; (SF3nik) AR
: 4.1. L 74
Sy 5 1 F=HEk
; RO a0 Y 74
B %8Rsty A3 BRI e 75
16 Word FAILLEIIBAZART, A . BBEL. & | 4.2 THEEEITHEER oo snssens 75
AR 7 %, Al 5 :
BOREASRTRANEAL. TRRUNEERE A3 BB e s 76
FEFETIHRG], AL RIANS Ik Word SCRHHRTE,
431 HEXFER oo 76

O 255y R —— 52

(S



Hx

432 FEFHBER oo 78
433 B o sas 78
4.3.4 FEBRFET oo 79
4.4 THARETR.cooooneeieeee e 79
4.5 &8 (FahiE) BIFERST. .o 80
451 EFATIRF oo 80
4.5.2 THFHZNTURT cooveeenrssssnssssimssessssssssssssssssnsns 81
A6 AT ..nismmmnosiesnmimimsis s 82
460 TMII ivivmmmmormmsnmsmamssn 82
4.6.2 BB TIFHET oo eeeeenees 82
4.6.3 H IAEIR T coonerecericcirmseceesiessessesserinn 83
4.6.4 MFEE TUH AHEA TS .ooovocrevcinsinnninans 83
CIAE - DN = 1111 O 84
A4.7.1 BT RITUE c.oovvvvvveeeiessenesnieesens s 84
472 WA NZETIA] oo 86
4,73 TR T 100 covvvrrnreeressisisseerssssssssssresssssasssons 86
L334 = £ T 87
481 @i SAAER (F5shk) Hl
BRI oo 87
4.82 FEEUH T oo 88
4.83 B E HFEFEMEBIE .oooove e 89

O - ——HE R S

t BEum
O IS TB B RIRRE  ooreerreenrresimrienene s 90
%]*—f;‘iﬁi:}k%é& ................................. 91

O Mk Word B &P “4HiR! RELHBE" FHE 91

B28 Excel MM

57  Excel 3R

B =1 BEERs

Excel 2010 $241 7 @I T . THER, MARMGRBE
1, WATSH, BB, 70k S AR,
] AT b S AR A

CONTENTS
51 ARAIBRTEER oo, 95
S0 BBIHEIR oo 95
5.0.2 BEF B oo 95
513 PRI sismmvmmmsrasmsrmsis 96
5.2 BIEBTAER. ..o 96
LI 112 g = I O S 9
5.2.2 fEHIBRHUEARBIEZEIR ..o 97
58 TEBBIEEIMIE oo mnmiosmmsmmmsismssss 98
5.3.1 BAHHHIR TESR .cvovscvimmmssnsmmnnssiamosssssuses 98
5.3.2 FATH THERR oo cnsesecniensens 100
5.3.3 BEIHIEF TAER oo 100
534 BRIHBA TIER ccummummessnin 102
5.3.5 WE TAERREREE oo 103
5.4 BINBE ccoooveeceee e 103
5.4.1 FHATSCIR oo 103
54.2 BIALL “0" FFERBIRTHT o 104
5.4.3 BIABTE H B oo 104
5.4.4 HEFEBHE oo 106
5.5 1T FUFBEITREARIE ..o, 107
55.1 BITAREHEIRAIEAL oo 107
559 BB somenmmanemn 108
5.5.3 TEBRBITAE oo 110
554 THALTGI oo eeeseeemnsinnens 111
LB T s (P — 112
5.5.6 TABEITEGITE oo 113
5.6 IABEHBRA oo 114
5.6.1 BETIR oo 115
562 BRI isommmnanmmmmmasys, 116
5.6.3 WEBHEFTT R oo 117
5.7 WEHERBRER ..o 119
5.7.0 BB BITHEEE e 119
5.7.2 WBFMEER e 119
5.8 TUHIZE ..o oo 120
5.8.1 SBIETRI T coovvisisvmmmimrmmssssissssssinssonssessians 120
5.8.2 TRINTUBFITUE oo 121



MAT 131 45 i

Word/Excel/PPT 2010 B2

5.9 BEESEETIEE. .o 121
5.9.1 FRFEEHNIZE oo raenansn s 121
592 BIEANHMIFRERER o 122
5.9.3 EETHEF .o saesssensenns 123
o i - ——HIE BRI R

- BFEXR
O M REAR AL TAEFIRR oo 125
O BH SN TR THERE e 126

86 5 Excel £ 1ElL

B k&7 BTG

TAERMEHEFEARRBHEN —NEEAS. @
X FARME AR E, TLERSIELR ., RALIARFREY
A FI LR, FoET LI B RS R, B
i Febts o AR AR

6.1 DARPMBEEE .........ccccnvienmiscisssnsinss 128
6.1.1 BOEIR ...ooooererr e isressessessseseeninseons 128
(R RR 55| 128
6.1.3 B BHTRE covovreeeerrassessnemssseessosenscssaseseesinas 129
6.2 BIABREE ....oovovrierrirersessenssssssees s ssseees 129
6.2.1 {EANRECASE ....... SO, )
6.2.2 WA ERFHOR oovovvvvirsrsrernrinninns 130
6.3 BIRMABBESEFER . 131
63.1 BIEEK (o 131
6.32 BIEEEEHER s 132
633 HEBEEEIFE e 133
6.4 EMEERER ... 133
64.1 REBAREEEFER s 133
6.4.2 BEEIHE BBEBEII ..o 134
6.4.3 TEANBAESRBIR oooeeeeeeimesesseenieiines 135
6.5 RABERIER ... 135
6.5.1 BEFIBRTCEEEERR, omomsssmsisasimmmmsnsssions 135
6.52 ERFBHER e 136

6.5.3 TR R ...coommimsmssmsonmssssisssssssssnsesnsss 137
& iy S —HEASEER

- BFNRA
O [}24] BEGGAF ] ceeereereriiniinn 139
'3 Fj}ﬂijé.&*gﬂ‘g ................................. 139

H7 R PIREAREIR S b

B A8 R

TE TR, 20 T B X A Fh 2 B i BB S T A T A
G, AREERL LG THEM FEE MR A, SR i
Excel X $BEZEFTAb B A7

7.1 BFEETFRREERE ...cooonvenririarinnnsinsinsussssssnsnsss 142
T11 BHIER coovvmnnmsimsssussssssssasssrussssanssssassysssss 142
EATIRE 57 05 143
7.1.3 BB oo sssss s snssnsaes 143

7.2 BEBEBIBEAT ..o 143
721 WEIMARRBRERE e 143
7.2.2 WEBMAG BN oo 144
7.2.3 REHHEFTESER s 145
7.2.4 BB ATOAE N FHIZE ...oonvcrrvrecrninninen 145

7.3 HEFFBHR ..o oerreeeenrees e enmsessnsnians s ssrsnsines 147
R 2 2 3 147
7.32 ZHRMHEF oo 147
7.3.3 FATERIIHERT coovvvooeeeeeeeems s 148
734 BENHFE ..o imiisssssssissssmssssisssisssios 149

P 3% - ¢SO 150
U W= 150
T8.2 TERIEHE coooeoeeoeeemeesnnesieereessnseeeessmsessessmas 152
143 BRI s 153

7.5 BIBHISETE e 154
7.5.1 BIBZFEC B oo 154
752 TEBRIPIIC I oo 155

76 BHUE s 156



Hx®

® TSI R A R R

- BEEa

O Iﬁﬂﬁl&f”’j%ié'ﬁ' ........................... 158
O R EAEBEEFRME e 159
S ,fg*gﬁ];ﬁ/a\_ﬁ.ﬁ_qiﬂ:*& ........................ 160

# 8 WGBARALIE S by
— %

B 7 BREERR

FE Excel #{fi Fi B2 AL RE SRR 9 0T+ 8 B0
B, o HEAS T T S B B LR A R A
FERIERATLARIE = Mgt irR . MA &, TR
B ST RS,

8.1 MWMEGITIHBER ..o 164
R B L S, 164
LR WIR 4 ;N L 164
813 W R AEAT e 165
82 BIREBIRBUE ..o 165
8.2.1 WATHEREAEAIEIRR coooninicnrccirirccneinens 165
8.2.2 BIEEFIZR oo 167
8.3 ERMIEEMBEEE ..o 169
8.3.1 WREEIRMICLEFIRIN oo, 169
8.3.2 VABEEIRAIT ooeeereereersenescseennsiessssnnnenns 170
8.3.3 BREIRFER oo 170
834 BRI ..covoeeeeeeee e 171
8.3.5 BRIERIIFF TIER ...onvmisssmiasssasironsen 171
8.3.6 FRILERKMZEK ..o 172
8.4 HRIMERITE ..o v sssenneresenns 174
8.4.1 BEIRAVLIL -ovvvorev et senennen 174
8.4.2 FRIMEFARAL .oooeevoeee e 175
8.4.3 ININBUIEFREE oo emsessesessnes 176
844 THMBIEZE oo 177

CONTENTS
8.4.5 TEEPIFELE oo 177
8.4.6 WEEBIEARNIE oo 178
8.5 AMEMACIEIEMRE ..o 179

® iz - — I H WA E R

v sEEm

O HIVEAL YA ATAD B Fo ovvemrreniiiinn 183
& h\%@;f_mﬂﬁg&;{; .............................. 184
& &Qi*ﬁmﬁéﬁngﬁ ........................... 185

BT PREIRLE S T —
Btk B AR R S HE

B 5 BHyRs

BBV LUK RS . I A 28T R SRR
AR, FFARRIL BLRAE , SRR A e Ak B TR O 5 B
PG BB EWRAEWEEZH, "B E R
P EEAEPN (i 8

9.1 EFEEBRBEREBEWRE ..o, 188
9.1.1 FBUIMEIR oo 188
9.1.2 BB s 188
9.1.3 BRI 1o 188

9.2 BIFMHBTR ..o 189
9.2.1 FIBBARERT T oo 189
9.2.2 W _HERBIA—HER ..., 189
9.2.3 MERBARIR P EIZBATAIZEF .o 192

9.3 BIBIBIR ..o 193

9.4 GBI ..oovovrerrcireei et 194
9.4.1 BEEHEBEZR oo ererensermaee 194
9.4.2 BINELE BRI TE oo 196
943 W EBIEBMIEIET cooovoeoeoeseeeresress e 197
9.4.4 BUEBHR BRI ooooeoee e 198
9.4.5 BIHBAR B MBI TR o, 199
9.4.6 RIFTEIEBEINTE .ooovvoe e 200

n



MAT 1515 18

Word/Excel/PPT 2010 AR A

9.4.7 TEBMBERHEF oo, 201
9.5 HIEEMRIBERIEE ..o, 201
9.5.1 A EMPIEEM RN 201
9.5.2 AP EMRAE LB oo 202
9.53 BEIRIAEER oo 204
9.6 BIBAEFRERERENE ... 204
9.6.1 i o HcHE X I B BB AL 204
9.6.2 iEITHHEBEM R AL B RAE ... 206
9.6.3 FEAUBIEBEIE oo 206
9.7 ERVIFRBRELHESMBBERR ... 207

® i - —HER L SE R

—

¢ BFERR
O S HBEMRRGHIBIR oo 211
O BHBEMBEAEBE B e 212

103 RABARAEERS T —
2y AR B R

B A39BEERR

A HRBOR Excel BIEEH T, AERANR
FEAT, MH PP RALEE T MEER P a MUR R TR KT
i, (iR ST PR AT LAY 4 Ab BEBAR A9 i (], B AICAE AR

TR RO ) %

10.1 $HEMIMITITRABLR oo cereerrnrenns 214
10,11 BFHER «..ooooerreresssennsssesiesssssnssases 214
1012 B .osmammsmmmes: 214
TV B 2555 <1 1720 = SRR 214

10.2 MAFUHRBBAR oo 215
TR IR /A N 216
1020 FEEERD. o rmmmmimsnnmomesmssonny 217
10.2.3 BT oot 218
1024 BHIAT oo 219

10.3 BIERBEISI A oo 219
10.3.1 HXFFIHAMAERST I o 219

10.3.2 IBATIH oo 220
10.3.3 FEFHTI oo 220
10.4 BFREIEX SER oo 222
(U T - O 222
10.4.2 REFHZTR oo 224
10.5 EAEEITETIE ..o 225
10.5.1 fd F SCAS BRBCHREHDE TAB B o225
10.5.2 ffFF H I S50 R B0 T ... 226
10.5.3 2 EREGTRVSHE RS ..........228
10.5.4 FHGHREOT R B HER....oconnee 229
10.5.5 fFRIEEHR S5 FREGTR
(0, U5 -3 - S 229
10.5.6 TR ATLER TIT oereeeereeresisescrssisseninns 231
10.6 f#/ VLOOKUP, COLUMN & #i#t 8
BIUETHR oo esaessessessasnns 231
10.7 HEAEE oo 233

® ¢ - — RN A A AR

- EmFxi
@‘ﬁﬁlﬁi-f#’bi\ .............................. 236
O TR R A TR e 237
o ﬁk*gi&#ﬁxij\ﬁ ..................... 237

B38 PPT HANME

#1133 PPT MM AEME

B 1 BEEER

{1l PowerPoint 2010 H:{3t i1 2 o SCRR ] 3208, 1%
BRI, FESCRHE . ISR RN . BALATS
MRAE, T LA R e A A R SORRE AT
fE.

111 AAREIRE e 241
1111 BBREIR oot 241
1142 BEHBEE s 241



H3%

CONTENTS

U TR 71172 242 ® 57— AR EEI PPT
1.2 BERSCRREERIRIE oo 242

I AN G- cals T & (—— 242 £ ®FExE

1122 7 SR P S 3 O A ARAHRA ZHBAEIRK e 265

1123 BEVGR SRR BREB oo 23 0 O RERG AL ARKIIL oo 266
11.3 ST HBIBEEBIE oo 244 O BRLEEFE AR ceeereemerirnsiinssiins o

11.3.1 ARLIT R oo 244

11.3.2 BFELIITH oo us o A 125 EJERIPER GBI

URICIE 2 2P 1 4 1) SR 246 B AT REERR

11.3.4 BHBRETET ' oeereneinsscseesismimssssnssessssisssssenss 246

{ifi /il PowerPoint 2010 $2 L[ [ XE LATHT i 8RR ffiA
BT A Smanan Y. ARSI, ALY
11.4.1 FELIAT B TUBARTRE oo 247 RS S P . [ R EAAT A HEIAE
114.2 FECAREFE AP cooorrrererrenrnr 248

11.4 XABFANFERLIZE ..., 247

(143 ESIK s 121 FETHETRIBFELEE e, 270
4.5 ¢ e L S
LA BT IR oo 249 I O U< 270
145 UEE A MBI - 12.1.2 BEFFBE oo veree s emesesmesssssisssnsssessssnes 270
115 }ﬁﬂﬂrﬁﬁﬁ%ﬂlﬁ% ................................ 251 12.13 ‘{3}&%]1/[{}.5\ ................................................ 271
12,2 PPT BRRATIETT oo crremrens 271
11.5.1 RSORISIINE TS e 251
11.5.2 F SCATRINIRS oeoeeeeeeeereeeeereesieeieen 252 1221 IAPEEIREGEH oo 4l
11,6 LIATFBOBSORHE oo 254 1222 BRE SR ot 212
(161 EARS bs4 12.3 EHBEEBEREH T/ERBIDT ... 277
0. f ] FT cssasicsssssabeiiiesenyasnesisassosaosastsditeeatios:
11,62 B ACABEHI N K o ass o 2L ARBEID o 2
11,63 THBSEEFHAs oo e 12.3.2 FETEBILEL oo enennas 278
11,64 W EERER o a7 1233 FERB BRI 279
11.6.5 FE R B EARBCE: o 258 12.3.4 EUBRIEE TS oo 280
11,7 BRI B IR e 259 12.3.5 £z AR HPEITE G
L3151 281
RO B - NG i S 259
e G el 124 SMETIESERIERDT oo 283
o A 2 2 O e e PV P L e T PO T
118 BRAERBIEREHRT oo 261 1241 LEAGERE TARSEBIEL oo 283
181 BAZARS . 12.4.2 fHHSEES EEEVSIER oo 285
.0. .
Lo Eaﬁziﬂi”’#ﬁ o 12.4.3 ERDPRE R & SUoe oL ... 287
e ﬁrlﬁ+;m;_;ﬁ264 125 {Eﬁl SmartArt E%%IH‘E "H}lﬁ]ﬁlﬂ*ﬂﬁ&
) F15Z) IR ZINICAT oiovsesovosssvsanivsnivesssn s
B RO 289



VWNBE: | 3

Word/Excel/PPT 2010 732k BB

12.5.1 8 SmartArt EIEREL ... 289
12.5.2 4458 SmartArt BB msesssissssssssnassasscnaan 290
12.5.3 FMb SmartAet BIE - omemcmmmmmsommsionmsssanss 292
12.6 EXRH#E—FIESEIETRRT ............. 293
12.7 FEABERBEHESERDT ..o 295

® il KRR PPT

v BEE

O 358 [Cul) #= [ shift ] L4 EH oo 298

O HLIT R RIAAEIEAL  ererreeerinnennes 298

O J KM A SmartArt BTG ceeeeeeeeeeeeenns 298
13 7 Bk 2 HEA iR

B A 10 BHEFR

HEAE BB RN EE T, 7RISR
RO, 3 B A 3 R 2 A T L B SR R
BEE .

131 XX BIBAEE PPT .o 300
1301 FBOIER o 300
13.1.2 IS oo 300
1313 BRI oo ens e ensesessseas 300

13.2 B ABEE PPT HED ... 301

13.3 it ER PPT BRI oo 302

13.4 HABTEIURMBNE ..o 306
13.4.1 ASCFIINBIE ..coooneverceeeecercenersssinns 306
13.4.2 RE R BINBE ...coooirrreninsieneniensanens 307

18,5 ABBTUFEIMENE. ....oorirermrrrrrereersnneenns 307
VI Q53 o 1) [ R — 308
13.5.2 4 SmartArt FUEER MBI ...oooovevannens 309
13.5.3 TRIBIVERER oo 310

13.6 EERMBIFNE oo 311
13.6.1 SR B .o 311
1563 MIBEHE oo 312

iR 7 0] (R S—————— 312
18.7 FBABIEE oo 313
13.7.1 INA RN EERIN .ovnnee 313
RN IR 1= 5= = < OO 314
13.8 ALUTHFRIPHRER oo 314
13.8.1 FEHIHIHEEIR oot ctrasssisnansenens 314
13.82 BEBIRTR oo 315
13.8.3 BB T oo 315

® iy —— iR A E AR R PPT

- mEER

e R VAL S 5 R LT & SR 317
O MR BRI AVEFEH R PPT  wovveererenses 317

14 3 MRKIATH

B A% 7BEHERE

1 ] PowerPoint 2010 2RI HFZTES . B & LLIUT R
e . FORKIAT RS B I SRR L S R
AT AT (@ et ik Se K047 A AT A Bk

14.1 B3CEE PPT AIBRE. ..o 320
14.1.1 BBIEIR oo ereencssesssenens 320
(T DR 57 5 N SO 320
14.1.3 B RHATEIT oo 320
14.2 FRRETAIAER TAE .o 321
14.2.1 ¥ PPT SE3 R Al AR X oo 321
14.2.2 PPT AUFT AL oo 322
14.2.3 TEHAIRE SHER e, 323
14.3 8B PPT BIBR oooovvoveeeeeeeeee e 323
14.3.1 64 PPT BIBBE T e 323
14.3.2 &E PPT BIBEIET......ocooneeevrcenenriiecncnes 325
1433 HEHH oo 326
184 FBREIET B oo esines 326
14.4.1 PSLFFHATIBE .......ocooeoveecvemssammssnssnsssenmansens 326
14.4.2 NYRTLIXT R PRI <. 327



H®

14.4.3 BRHUBIE oo 327
14.4.4 HESLLTITHTBBE «.coonneressenmsnnasnssesnsns 329
14.5 KIKT 5 BETRREF B oo 329
TR N AL AN 0| ———— 329
14.5.2 fEFEIZERBIFIC oo 330
14.5.3 AT ERAEE A coecrveeerecerrnsrnsisinns 331
14.5.4 BERRAIAT b A—fTH
BUREFIBE ovvveevereeresenienssses e 332
14.5.5 GEREIIT B coovvcieenscniesicssnennennns 333
® L —— R S UL PPT Ak
C mEam
O il BATLIAT B sovvnvieneiiimmiionmsinnnansenens 334
O FBLIIT B BTG AT cooeerererennieenmiaenns 334
O & QQIBAZIRTLIATH  +ooeeeeerrsseeininnns 335

B4R DA

15 E SRPARA T R A

B %6 BHEERR

TENNLE B S b A P AT B M H AR5y, REE
B 2 —, BRERITENNL. EEHL. SRS
DR EBRAER B

LR I3 13 12 1 S 339
15.1.0 BRI RTATEIAL covoeve e 339
15.1.2 FTERHLEEREIR oo 340

15.2 FTEFWOrd 3Z8 oo eeeeeeeeeeeeeeeeeee e 341
15.2.1 FTEIFTIIA oo 341
152.2 FTEI BT STAY e 342
1523 AESATENHBEFNIE oo 343

15.3 FTEN EXCOl FRAB eeeevieeeeesceeeereeer e anesenanes 344

CONTENTS

15.3.1 FTEIATSFIBUER oo 344

1532 FTEIBIRELR oo 345

1533 FTENE—TEPE FE o 346
15.4 FTEN PPT 3R oot eesnena 347

15.4.1 FTEI PPT B9 BB EE oo 347

1542 —REFITEREIRLTET H oo 347
15.5 SEEIHEER oo 348
b EE=R

O i DAREM——REATEP LA oo 348

O EENETABAE TS TATER  voveernnninins 349

316 T Office A1 1E10] M E

B 4B

Office £ 48] AT LIAR T BEATAH I I A, $Rm TAER
H, EH Office HIFRBPMEBEITIN . £ KFE Office I
BRI E

16.1 Word 5 Excel Z BJBIHE........coocovrvcins 352
16.2 Word 5 PowerPoint Z B#IhHE ................ 352
16.2.1 7£ Word " ¥ T ZS STHT oo 353
16.2.2 ¥ PowerPoint ¥4 f Word SC#4.............. 353
16.3 Excel 5 PowerPoint Z BHIHE ................ 354
16.3.1 & PowerPoint F1H A Excel THEF ......... 354
16.3.2 7E Excel 2010 FY&H PowerPoint
T - SO 354
T mEm
O & Excel 2010 P FA Access $4F---weeeveveeees 355

O 3 Excel P # A Btk R R AR F A

51] Word :P .......................................... 355

- Q.



Word/Excel/PPT 2010 2K F

MAT 1214 i

Office ¥5F & FLH
— AR

P17

B A6 BEERe

BT RO TN LU B . 2D /A 11 B T 4 - R e 2
ECRMAARAHY T A%, M RF2A @) P FEHELFE H 51 07
AT FEAFAMTEMER TEE TR, HeR|ERNS
Bre = th (A B R e, 1B X Excel 7E S8 E Y
A B REA AN 2 RO R

17.1 TABFEENTRZ et sessiisesne e 358

- 10 -

17.2 EFHREFDEIR oo 358
17.2.1 EEEEIE M Office FAF oo 358
17.2.2 (FERKHEFR AT s 360

17.3 ZREE WOrd STRY ..veeeeeeeeeee e e 360

17.4 FREB EXCEl TAEF ..o ovveeeeee e eeeseaeas 362

17.5 S48 PPT iBR3IA oo 363

© mEuR
& }'ﬂ‘f-*j[, QQ ;}Tépjj,/‘.\i*g ..................... 365
AR REERARSATFHE s 367



