=t SoaE o 2

BEEERAREM
BEAERITENEMBFESERS HEEM

REATHRBLSCAL AR

( Windows 2000 + Office 2000 filz )

BEEHEBET IR



| BERRH
AR LB RAEEA
L BRI BRI SERAS BEHH

KFIH BV SCILEAT

(Windows 2000+Office 2000 )

WHAHET 45

A BB AR AL



ARG E (CIP) ¥dig

KEZFVEH SO ERE: Windows 2000+Office 2000 MR/ A M B THE.
—JbE: ANRHSHEHARY, 2004.8

RS EREM

ISBN 7-115-12441-8

1. k... I.#. [NLEFHEN—ESER—8H V. TP31
o E AR A B 4518 CIP Bl 7 (2004) ZE 068065 5

RERE

A RIBH E S AT B W R 2 A T S HUAREBARHE K (2000 1D MISERTIG
5, HARENHEHRATEN < ETRA" BAERRREAS.

BN 68, BN ENKEEAER. TR, SN ARR. MG AR, R
P R PR RIFE P B . F BN AR IS EEMES. HENAGAR. FEREE5EREA.
¥ 1E A4 Windows 2000. LFALEE Word 2000, HLFRA% Excel 2000, ZHEAEAREMMIA, LHEAEMER
GTH. WEEREIR. Internet B B FEARlANURIAS FF 8 BERAATIR 12 355>

AP T HEERE WA SRR AR N, RSB S Tl EHLA F At
WM, EAEY T EN SRR AN, HTERRARERAEIA BN TESES. 8%,

B LR M
AP EH SRR (Windows 2000+Office 2000 )
o ¥ & BEEHET
FATGRAE A3
o ABRHBH AR HRURAT SRR LR A B HE 142

B4R 100061 BT E{E  315@ptpress.com.cn
Mak  htip://www.ptpress.com.cn
LR EEENRIH R A S ELRI
PR BB R AT
¢ FFak: 787x1092 1/16
Elgk: 22
FH: 526 TF 2004 £ 8 A% 1 R
ER¥i: 37 001 - 40 000 f#} 2006 5 6 BIbm 3 8 WENR)

. ISBN 7-115-12441-8/TP « 4084
T 29.60 TG
ImERE LG (010)67170985 EPEFREHL: (010)67129223




ST T AR G S AR AT
REF TSI R R
MBS

i = IR #5482 %X X
B RASL )

N
<}

o
2
&
Ny
ct
R

R FEM
% BR 4%,
BEE F—F B2

x
R
m4m
¥ 3
B R

T M AR TRER B8



Eﬁ,E*¢%¥Eﬁ&“ﬁﬁﬁﬁ”ﬁEMﬁ%%T,t;%ﬁﬁm%ﬂﬁﬁmﬁm
0 T e B AR 45 RN Pk AR k%MWﬁmﬁﬁﬁTﬁ%“iﬁﬁ”Ezﬂ%%T,ﬂt
A¥RRE— TSRS D aR.

HINBRIG T E BB, #— iﬁﬁﬁﬁMﬁ%m¥ﬂﬁ R, REHF
IR EAL IR ERBEE N E R, SRR E R AR St EVLEE BUE R SERR
&0, BETEMES R EYEMBFEERNRERN, 45M 3L T & v B
BMREZERS (UWTEHHRRES). RESHABHEAGRARERMEENG, EHRAH
. BEATEROER L, RS TAEHENEMEREEM . 2ES8MLRERHA: (K¥it
HHL AR (Windows 2000+Office 2000 ARDY 1 (KB CALERS EALSCH TR S 53
R, AT BIVENES R B RS EYIE S

EBSH6 R, K HENKEEARER . SCFERN AR, B RAN AR, M
45 157 FISE R . 00 P L LR RIAR R ¥ AL . 49510 Windows 2000 #ERZE AT R, &
BT BEAARAR . MR BB R AR S o A iR i, 77t SN A S,
FIRFEAREENAS B SHTR, EFRAFUFBEHNESREAL .

BRI FERERUT. , .

1. ABFEMREYS, LE/ET S Windows 2000+ Office 2000 fi A HERE, ME%E— 4
MR ER R, BEHENEEEA, T RATENNASE, BARRNEERES, N
km BRI AHE, RIEHHE. )

2. ARARRER, AEEE. ARFENTENEMIL ST REE, ELHMN
T BN R F R AR Y B TR

3. ARSH 6 5, RET LM AFENASIERER 6 MBS, A FERM
TARSABRKA S TR, TEHARBRE&E T RETE.

4. EREPRFET SMPAERY BIHTSEE, XHEHHES, BT DUERTTENL
B0 P & A IR e (A A B R

5. REMFNEZERITHENEMEBE 3 MNERZIANLE, $IE—RBEARD
WET HHEEEAR. MGEAR. FEERAMEF R EMEM PSSR, Sk ERRs
ST EYUERE TR E —E MR R, MR R

APHEFE. REFE, DBV, A ANEZNERTRE, F1. 2. 3. 4/ 12
HEWERE, £S5, 6 EHATNRES, £7. SEHERTRE, £9. 10 HHRFER
5, #11 Z2E—-ARE, 2PHRWELER, H30 LHHSE T ZHBRERNBIT TE.
FERERERES, B3 TRITEREENNRAER, ElEaIIRRE B!

HTFEEKEER, MZHENHARAHAR, BPRAFEHRRZL, BIFEERE.
AP gRE BT IRFaE: fjp888@163.net.

& &



B X

Bk VPRHLBRRE AR :

HF1E HHEHHLEERI D st 1
1.1 (S B E IR ettt s 1
111 A B B AR oot eeasssnsnseannressareststieiivenns 1
1.1.2 ﬁ‘:@;:}i* .............................................................................................. eeereerereenisteminsennans 2
113 AKE E8 5 R EI AT st 7
IR -5 3 K- ) R R R e R U 3
1.2 FFEHLF AR oottt eereseestiestesessesissetesstttstananatentine 3
1.2.1 11—_%’_;%@{;&& 000 0P P TR I T CTPP 4
1.2.2  FREAHUAIEE B oottt e 5
123 FHFEAMAGHFE oo s 5
1.2.4 HEmé 1—%/.\7.)‘?] retereriesienetreeiaeertiaitaetttatiaaaerartnnensssentraraetstettatiasisttetstaesestnanssettannriecaes 6
1.3 (EBRALAE D GUFEHLITAL crooreerermserresseen sttt e 7
1.3.1  AE A AE D o s e 7
132 B AUSTAL soreerrrrrere ettt e 3
1.3.3  AZ B Ao gk cooeerereeme [ NPPTOPR 9
LI T LR R R R S P PR R TR B R R RN R R R IR IR I N 9
BYEE  GHRMLIRYGELAE - orroeeroresseeessessseerss s 10
2.1 FHEHLERGEHEIR cvoeeeerreersmesssstiii it s s 10
2.1.1 1+—ﬁ;7,75§~%%#1 ........................................................................................................... 10
R I X 11
2.1.3  FRIEAHUARAE B L oo s s 13
22 Amﬁ.ﬁ ............................................................................................................................... 14
221 APUTEBGHE RS cooerrresrssssmeeneiin ittt sttt b eeranses 14
222 ABUTRAEIEG A coertrieiti s e 15
2.3 BRI ENLRGEREHGER, -orevverereessorsmsesssmssssmmssssmsssssssss st ssasssesassessssssinssssisssssvesss 17
D31 B T AR -reereereerrereereesines st s 18
VR WIIE 8 & R R R R R 19
2.3.3  PRERBAETE coreerrrrrrren et 19
234 VO Bth L5 F B A ooeoeemerrrensstsiniin s s s 21
K T T - 8 = J T A 22

D36 FPERFAEID croreeeerneemssreemiiss s R0 23



2 RESTENISUYERE (Windows 2000+Office 2000 ki)

237 ﬁf)\‘ifié- ....................................................................................................................... 27
238 ﬁf&i‘iy’té ....................................................................................................................... 28
;]gﬂ ..................................................................................................................... 31
WIE [EEMHEGREGRSD e ettt et ba e neebs 33
31 PFEHUES BARTH I veeeerressssssssesssssssssmssssssssssssssssssss st sssissssssssssissssessssssisssssssssssesess 33
311 HAPAT B ER T e e SRR 33
3.1.2 4—5,@%@] ....................................................................................................................... 35

" 313 3AFARS et evrrseserseseannennans eteeteieeteestesreeetebsatetereberae st eRtere e enaeseesentenetentseas 37
BI04 B oo e ereereneenees 38
32 AZBRGEIRMEIR oveeeerermsesresimssmi s 3G
321 4:;;'@: A R B2 S R e R R S B NI S SR R R 39
322 AT R GE A ettt e PRI 39
323 458 %%&Fﬁﬂ'ﬁﬁ ....................................................................................................... 39
33 HEHUREE GBI VA -oeeeereeresersersmrssmssssssssssssssssss s snsssnssscsnsase: et 41
3.3.1 ’ﬁé_}{, {%‘,Fi ........................................................................................................... 41
332 J%_g:_gﬁ & L 7 AT R R R TR AR R TR R R RIS IR IR 42
3373 ﬁ-ﬁ-fo\% ....................................................................................................................... 43
334 ﬁli‘h\*ﬁ' rettereseretesereserenstecitesatiethtrretretanaeeeterettunseseantitasstanisstsssttussssrrostranas peseesssnniesiannes 44
335 ﬁ_ﬁ_é{]ﬁé ................................................................................................................... 45
33.6 EREFEIA e reeeeteseeesesatieeetie et e e s oA e e R e n st et e e sne e r s s 46
3.4 ﬁ-gmgggﬁ-gmm% .................................................................................................. 49
34.1 i—‘-ﬁ_mlgg}gj I TR L LT T T S R R SRR AR B U I A I KR 49
3.4.2  FFILAUTLIE coereerrrrereeet sttt e s e 50
35 %,alﬁ%—%/fﬂ .................................................................................................................. 51
3.5.1 A4S BB AR BATEAE AR oot e 51
352 431@,%% .................................................................... sesensesensancee yeerenssnseraensetcersvscrsenrasans 51
3.6 iUi«RFEﬂﬁ#‘] ...................................................................................................................... 52
3.6.1 %n‘i}(f‘#ié‘]}dﬁ%ﬂi}’\ ................................................................................................... 52
3.6.2 4RI HEit ERN li.@%.]}i ............................ seerersaseriasesetaesanstaessesinsanestestasarettttrsananes 53
g@ ................................................................................................................................................ 54
’ AT JRVETRTE WINAOWS ZOO 1o rovseesserssseessenmsemsss sttt 56
4.1 %‘éfﬁ?‘é%ﬁﬁi ...................................................................................................................... 56
A.1.1  BRAE BRBRAY S S creereererrrr e 56
412 %,ﬁ; %%é@ h\% B LR e e R 56
B.13  ETREGERAE B G eoereereerer oot e 57
4.2 Windows 2000 R «-eeeeeeeees S TIATITT: 59
4.2.1 Windows 2000 Professional é’]ﬁ‘%'}i ......................................................................... 59
4.2.2 Windows 2000 BB ATIRIE Fo Be 3 e esesirenartereernaaaetenrisaettasieratatesstantesantaniianes 60

4.2.3 Windows 2000 é‘]}%?’j]-‘-ﬁl&ﬂi ...................................................................................... 61



424 B)EE R B e e et e 62
4.3 Windows 2000 E‘ngkfl]%&ﬁﬁﬂf ................................................................................. 62
431 BARIRAE e s 62
432 Windows 2000 #9 %@ .................................................................................................. 63
433 B OB I I A IRAE e e 65
434  FFFEREIE L IR A BRAE cooveerereerresm e s 67
435 FHB I ARIRAE oo e 68
43.6 BT REARAGAE J roeoeronremetrete st 69
4.4 Windows 2000 BIEEF TR coeeeerrrrrermerssstoe st s 70
441 TARFo AR R GGIEA oo beteareseeteeesesestesteseene e see st s e b s n R et s bR e b e R e b e b et 70
4.42 Windows 2000 F IR B, -eremeerrereseesseneninnnnn srasssasssessase s eess reereesaasesnnenersniisssiinesiens 71
443 TAEFoSAR R BREAE cooceeerrs 74
444 ;ﬁﬁ%,ﬁ; ........... ereeeereaenseeasnstateesertntenensotonatayttaseereateitestattttaitatstasterernens seesasseesecrenssnssnsses 78
4.5 ﬁg)’%ig@ ............................................................................................................................... 79
4.5.1 ,g:%%gggf.ﬁ,)’l\ ........................................................................................................... 79
452 B IAZFPUGA FIRAE oo 79
453 i{%}m/ﬂl’]l‘ﬁ:ﬁi}% ............................................................................ SRR 81
4.6 ?’E%‘Jﬁiﬁ‘%%iﬁﬁﬁ .......................................................................................................... 2
4.6.1 Windows 2000 Pt L7 7 IR R R SN R IR IR AR S eevesnserstssasrenane 82
[ 4.6.2 %@Eiﬁfﬁxé{ﬁ;‘i eteeeeetssreeesacesneseeessasesentaessatensaenyiensonrnsaretarasreaternessstsestirettsaetonans 83
463 }ﬁ«-i]tl'%ﬁ'ﬁﬁﬁ- ................................................................................................................... 4
464 g\ﬁ‘ﬁ‘]iﬁi ................................................................................................................... 85
4.7 %?ﬁéﬁ#‘fﬂﬁ'fﬂjl‘ﬁﬁ: .......................................................................................................... 85
471 BGEHEAP T L oot s e 85
472 ‘iﬁ.$2’.’\ [T SO PP PPSPPPPPPPT P PY PETIT T TR ERR UL EELLLE 87
473 -'5-’3‘:7& ................................................ g aaaa 87
474 FFE B e sesserenenesasissiannns 87
4.7.5 J@%ﬁi«‘f&zﬁgﬁ ................................................................................................................... 88
A.7.6  FLBHU covvrrreeerenmtie et ’8
477 B ereeeeeeeee e 89
3 et 89
- R 2L E SV S
S ST STFATBETAE WOR ZOOO---ovrceseeesseessssssssimmsisiisiss sttt ses st 91
5.1 OFfice 2000 fFAJ ff wrerereremrmrsersesemess s 91
5.1.1 - Office 2000 ZHAEAGE --voerereererrssssssoiiiiiiiiit it eass ittt e 91
5.1.2  Office T BTGB -wereevrrerrresesrsesssms i 91
5.2 Word 2000 IR orereresrsestsiii s eerenenenates 92

5.2.1 Word 2000 9 #7 I coreeersmrrscrmeminaisniinicniniieiisiniiei, B LA 92



4 RETENIUCER (Windows 2000+Office 2000 ki)
5.2.2 Word E@bﬁ"l&ﬂ:{ .......................................................................................................... 93
523 '{5,‘ 15 37 [ T I P T P T S TP OO PT POOT PP DTS ST ITISPPTITI PP PPIPPIIN 93
53 i%%%¢ﬁ¢ .................................................................................................................. 94
531 i;}gjé@_ﬁﬁ: ................................................................................................................... 94
532 LANGHAIEE | AR B K P e 96
54 SCRYBIGRBEIRARE cooorrerereeeeessssssssses s sssss s st st RRRS R 100
5401 R TR R B et e s 100
5.4.2  FEAFORIER TLA cooorreormreonnresattiiiit i e 101
5.43 ABFhFo H ) TR e 102
5.4.4 FH AR T BB - s 102
5.4.5 BARFERIE oo 103
5.5 SCRYBTHERRERAE -reorrrverrrrremeresreenssen s S S PN 103
5.5.1 :—;:,?;3‘.%;\‘4& ................................................................................................................. 104
§5.5.2  BEIEAE K AL oorrerrreret et 108
553 #;‘%4§)¢] ................................................................................................................. 111
5.5.4 AEAREGIE J oeerermermrnrnene e e s e 113
5.5.5 ﬁ@#lﬁ)ﬁ-‘—f‘lwﬂli ......................................................................................................... 114
5.6 Word 2000 @jcgﬁﬁg .......................................................................................................... 116
5.6.1 FEAB TG corvererermrveromrernnrn it s s s e 117
562 %ﬂ—'@?ﬁi@ﬁﬁi\ ................................................................................................. 119
5.6.3 ZABIEITHG cocorereerresenn e e 120
5.7 Word 2000 ﬁ*&ﬁﬁ; .......................................................................................................... 122
5.7.1  FABBGA]EE oo e 122
572 i%ﬂ%éﬁ@i ........................................ Nersrrsressesitssetstsasstsrssassrntssntesasanstosrarastnstesnns 124
573 %ﬁi*& ..................................................................................................................... 125
574 *&;{A{‘i% ................................................................................................................. 127
575 i*g_gt;g ..................................................................................................................... 128
‘58 E?&I}Jﬁ% ............................................................................................................................. 130
5.8.1 *Fﬁ"g"}f' D TRRRRICTERD 130
§.8.0 B eeeerreetiie LR e s s 134
ISP eeeeereesersnonerens e s 136
FeXE HBFFHE Excel 2000 - -ocooeeeesmmmmennene S I 138
6.1 Excel 2000 %Eﬂi%ﬂwﬂ%ﬂ%zkﬁefﬁ ..................................................................................... 138
6.1.1 Excel Eﬁ]ﬁ“lﬁfﬁ cesssiasenncasanisesiesneresnnatiasssnirasassnsanss bebeesnesesessnsertessstratsnsessoresesnsesassssare 138
LT B I~ = 2 - T 139
6.1.3 i’f‘*—ﬁ‘);}%)ﬁﬁﬁ reeaeaseseesecasrserenenetettnanstatteesassrerassetetrarestieaTitareseatensasaterarinstsensesositrenns 140
©6.1.4 IAEEBAME Tt 142
6.2 ﬁﬁ: Excel Iﬁ;i T ECTIRR R TP AR EE R R R I 142

6.'2'1 Excel &ﬁéﬁ 5‘7\% ....................................................................................................... 143



B x 5

6.2.2 SEFCAEE K IREG LI A FLTR coorereremeer e 143
6.2.3  BLABEGHI A -+eeerererrersrremstsiss ettt s 144
6.2.4 FLELIE -ooereeerrerrenemienn L O PP PP 145
6.2.5 &%g{”@kgﬁ ................................................................................................................. 147
6.2.6 HIEeHM yg»ﬁp,—g—yé.\ ..................................................................................................... 147
6.3 FEIRAL LAETR oevverroresrmsssrest sttt 148
6.3.1  FEFE B FUABAE K, rroeerrrrermerenes e 148
632 ATFoFYAE K BT E oereerrererossmsmmis it sas s s 150
633 TAERBGTEIE -ooeeeerrereere st 151
6.3.4 B TTIBAE oo 151
6.3.5 B FDHE K AL TAR FL -ooresevrssmresessmssssse st s 152
6.4 Excel A T0HIBEBLEIE FH eorersrrremsmmmssimi st 153
6.4.1 B FABRBE TR L] ceorerersrees s e 153
6.4.2  AB AN R cororerrreermremmnrtss e s 153
6.4.3  AF TR SR EL ceoeerererrerere e 154
64.4 B KA, FHEIPEL oo 155
6.5 Excel [T «eveeerrerersssssss sttt 157
6.5.1 B FBGATIE coovrrerers e e 158
6.5.2 T B BG LR -oveerereser e e 159
6.6 Execl BUR B INAE «rereveeeeereeserssssssserssns ittt it 161
6.6.1  FCHELF F vvvoeemersensmmsasssnnntiss st 161
6.6.2  ZLIBHE D ovoerereemsessssnessssn st 162
6.6.3 &;}%ﬁ@ ..................................................................................................................... 163
6.6.4 h\ﬁéiﬂl‘é‘ ..................................................................................................................... 164
6.6.5 FCIEFEAIE -ovoreerrerrersressssesssses st 165

53 iGN 167

B0 BRI

15 gﬁﬁkﬁ*gﬂﬂﬂhﬂ ..................................................................................................... 169
71 gﬁ%mﬁi ......................................................................................................................... 169
T BEEAR e e 169
T1.2 BEARZE TR et s 169
TA3  BHEAREY T B AR AE oot eeees 170
7.1.4 g&;‘.\,ﬁ;;}i;hé/}fti ..................................................................................................... 170
715 SHEARI ARG B v 170
7.2 URAKTCE FAEAE -oveeererveremrmermesemminsennenens PP RPUUR P PPPP P SO DU PEREL TR 172
B R D & 172
T2 BTG cereeeerreesseressises s 172

B B - - ST 172



6  REFUTENISUCE (Windows 2000+0ffice 2000 ki)
T4 APR cooeeeeerererr e e e 174
T2.5 B ceeeeerererreer ettt e s e 174
72.6 ﬁ]gy, ............................................................................................................................. 175
T3 BUHE TR eeeveveererserersnte e m e 175
73.1 ﬁ%&iﬁé’]/ﬁﬂ ......................................................................................................... 175
732 &ﬁ}i%éﬁﬁfk ......................................................................................................... 176
733 &;}g}}_gﬁ'gﬁﬁ;,ﬁ ......................................................................................................... 177
Tl BABAR ARG 3K, ervesmsorssssssssssssessssse s e e 178
7.4.1 @@;iﬁ. ..................................................................................................................... 178
T4 IR S eoevrreveerresnmere et e 179
B R E - o S R 180
7.5 BURARZERFHIFRER woovrvrrerrssreresseemmmer sttt 181
751 CRBIBAGIRIN ooeermmnmsinniininn S TR R IR IR S 181
752 A% B ALY B TR --eereresseressseeamssesenses s oam s 181
T53 B BB FE I coeeerereerrne e e 185
754 ARMFALY 1 G R B R L R L SR I erereensrertiseessaiinene 187
7.6 BHARZTERFBIABIR oot e 189
T6.1 S ARG AE TE oot e 189
762 BB BEL AL FE coverrreerererntse e s s 189
7.63 Windows & AT cererererersrrenssinniniiin U S PR S PR ) 190
R - . R 194
7.6.5 WINAOWS Fa-EHUEL . rerereersssesesssemssssmnins st s 195
TF6.6  AIITNAL T -oveereerremrertucmsmsenmetite bt e 199
53 R 200
BEE BIIREIETRGETIE oo 203
8.1 BUREBINERGEMIIR oveoverreemsressmsesstser s 203
8.1.1 ZHERGE R b dd B e hrnaee 203
8.1.2 B HARME S AL AL oeereemrmsess 204
8.2 BWHAKRBIMETH -oovveeeeees ereerenesteassetanrrrannroraresaanesariastastestiassnrasnraen eniaesseemsessereneesnnenossrsiane 204
82.1 B HLARAIME T ELAGHEE B oreererreessssssssss st SRV 204
822 B IARAIAE T FL 4 JE coreeeeeren e e 205
823 _ﬁ_ﬁ{{]@]/ﬁglﬂ_,ﬁ\% ............... aeetierteanestuestaseeatstiititaaretatttaaetrereseattabasnetaretastatttrasanas 206
8.3 PowerPoint 2000 ?ﬁﬁ'\'}i% ................................................................................................ 208
831 EBa&H5 '{!’5‘ Uﬁ@ ......................................................................................................... 208
8.3.2 }L/I\J_Eii*%fé} ............................................................................................................. 209
833 LIAT B GG 5 FRALI orevrersereesrmessssmss st 210
834 /ﬁ%iﬁ%éﬁ%$ﬁﬂf ................................................................................................. 212
8.3.5 ,ﬁﬁ—;x,ﬁg’%gg_ ............................................................................................................. 214

8.4 PowerPoint L)X Fr IRR I B b -eeoeeereersusnssermnsmmsmsisitisssssse st ettt 216



8.4.1 FHFEILE orrerrereerneennnnnndd rerertereruesenetiattasetetteiatarerreterereattaaranstnasrasetstenetnastananretanetnseuriee 216
8.4.2 ﬂm-;,";ﬂ—;}iﬁ ............................................................................................................. 216
843 ZIITB BLE, Fr 5 oorevmrrrieerertr et e e s 216
8.4.4 AEFAFERE orveerereererssenanines R U S PSRRI 217
845 FEETNBATHE., LT . TUAD oottt s 219
8.5 Zhf. PR RGBS «veeereer e e 220
B.5.1  FH AL E e et 220
8.5.2 ABLBARIE -oorererr e 222
853 WMFEIXRFHEZT. BRABA FO U RUUPPTEPUI PSRN RISRNRNOPI 223
8.6 VN STRE BB AN FT B coveeereeeemnee sttt 226
8.6.1 ﬁﬁ:;‘(,ﬁgﬁﬁy& ......................................................................................................... 226
8.6.2 TR LAGHGFTEP ooverermmreremrcsem ettt s 227
T e 228
SEDUR DO R HAERD

g9 = mg&gmm-“,ﬂ\ ................................................................................................................. 230
0.1  PHLBHEIR omeemmrrereensnns R s 230
9.1.1 m%é‘l*j)&;]ﬁ& ............................. e s 230
0.1.2  FHLBHGE S THER crerererrrererresscsmmasssin ittt s 232
9.13 #48& ?ﬁﬁjfi\ ......................................................................................................... 233
0.1.4  FHFLAUR 25 8 HI R, covverresesessesssrmsmmssssses st b 234
I T o 237
92 ﬂﬂ@%ﬁ@-&g ............................................................................................................ 237
0.3 [HLBAK TR LEHI S PGP --rvroerersrersemsersssssssssssssssissses it bbb 239
9.3.1 EJ&W%%’H‘%’W ........................... eeteeseeceaertesasstestesntasrasterarantasarsnrsaasssesstosorsnratanansns 239
932 m%ﬁ;g{%#] ............. evesasersatesstrenensasasastnnrnatesesaststien eeeerereeaeenrestaestaaneesaasesens st asats 241
‘9.4 M%E%ﬁﬁ .................................................................................................................... 246
94.1 ﬂ-%m ......................................................................................................................... 246
0.4.2 B P HURR ST B ceerovoreesrsrsntstiiis ittt 249
043 FBL TAEFE P oreerrrertseecsssseniisistini ettt eesssssessnneanaatiiens 251
9.5 ;{:gﬁﬁ ...................................................... Neesieeerseriassrssasebesssroeneretsnaiatastrsrtstastittttnsnerretas 252
95.1 1iii4‘f‘;§4}:$- ......................................................................................................... 252
952 1&.{'}]’;"%%; ........................................................................ peesrseesiotasiestitnsnistossuann 253
Hgij ............................................... 255
%‘ 10 ﬁ Internet a(]ﬁm ............................................................................................................ 256
10.1  Internet FBEIR «-ooeereeersmrrisssiimii st R S PP TSP PRI PTY 256
10.1.1 Internet é‘)ﬂﬁw‘%ﬁ& ........................................................... ieescuseerenienanantesrrasesieaaren 256
T L £ 1L e 257

10.1.3 Internet B9 F Bl -eoreeereerrsssmmnirsininiaiitiit sttt s e 258



8

KETENSULERS (Windows 2000+Office 2000 A )
10.1.4 2B IDEIDEt T 3K, reeereererresrroonnemsntettiitiiitii ittt st s 259
102 JGHER - eoreeereerereretime ettt s 260
10.2.1  Web B AABE AL ooeererrererentnmesees et sttt s 260
1022 Web A2 B0 Wi, 5 sh eoererenesersrssenssmsinscst sttt 261
10.2.3  Internet EXPIOTET 6.0 wss-ssseesssrarssessserssssusmssnssssssssussasesstsiss s tess st s 262
103 B TFRRR - reeeeeerereeresssssmnisesmn et pereessteresesssssatasienns 264
10.3.1  E-mail HulE coeeeemreeresrmees ettt 265
10.3.2  Microsoft OUtlook #4H J «eeereresesrscssscesstsmsmsiisiisisitins sttt 265
10.3.3 4% 5 Web d’[‘fﬁ ...................................................... peressesresesienanestretansteesarassnestserassranas 268
10.4  FTP &5 Telnetee-reeeeeeeresessscscsersuersmstsmminsnntttttti sttt sttt st st s 269
Y R I < - b | - b 270
10.4.2  GRFZIER Fe TEIDEL +++veverevererssssersrsasssssstssstststst ittt sttt st st 272
10.5  TFER T EIRAE ooreeeeeesmreseses sttt 273
1051 W F‘?‘Ht$——FlashG¢t ............................................................................................. 273
10.5.2 H-EA4EiE B —Net Transport - --ssseeeseseesesses et e sttt s an s s en 273
ST T - U o - T 274
10.6 T LR Fcereeseseersensrenemnnasnns st ettt s 275
T I B 0 0 275
10.6.2  HP A AE——MSN MESSENEET - weeeerserrsesssrsassssssssssssstsmusitsnmsseiacacasasessssisress 276
10,63 FREETF creereeeneeeene st 277
10.6.4 PR ZBMCE L weorerrensssrersiestitosttet et s 278
N A - R | S 279
10.7.1 1% A MediaRing D Al R TR R R R IR IR IR 280
10.7.2  NetMeeting &4 Ji) --weresesessssessssssmssssssssssussssissstmin et 280
10.8- &%glg ................. o eieeeensnssassesnesesessstrbsssastesnrsesstesssiassiotenisntsststntaeteterristiesiatittttetinetettante 281
10.8.1 3 EFIEAH LK e eesesesterrrieseseeiaasnsssssrsssettttstatasataaaatsieen 282
10.8.2  FH A FIIEJBID -ooovereresese st e 282
10.8.3 32 31 HEAE T ERAR] creveeeeresessmsmsssss s 283
10.8.4 *&%ﬁ]ﬁﬁ%l#ﬁ]ﬁ ........................................................................................... 284
O I DD L . 5 % 284
10.9.1 W TTEY — AR YLAT AL -oeeesesmsmmmmmemmmmmis st s 284
10.9.2  FFEAG LT corerrrerirer it 285
10.9.3 A FE B L FLAD coeeereeosseesssismsm ittt 286
1094 W ﬁ%‘]'ﬁ’-l—ﬂ-ﬁli ................................................................................................... 290
10.9.5 I T GG ZLAT weeveeeressnssersssasesmsssnttetstit sttt 292
T I 294
R IR e o I o s e 204
10.10.2  BF B S0 AAR ooverermsss e 294

10.10.3 @%ﬁ%é{]ﬁ‘g‘ eeeresesenesetontaussencetionsanatiarssnsssenaraetsoresatsonseserssasans tresssntansassssssenssnees 295



10.11 %%ﬂl% ......................................................................................................................... 206
10.11.1 B BB B 4L oottt e s 296
10.11.2 @%K%éﬁ'ﬂ?ﬁ] ..................................................................................................... 296
10.11.3 B F 5 RGO FL AL R oottt 296

B3 |- O eeeertessrteesatereseresa s s sea s e e e ag e s bes e s e s de s e a e s et s s e bR e s SRR e s s R e s e s e R s s s R nnere reeearians 297

Bhom  BoRE R AR
AL E  BUBEEBRFIEID oot s 299

11,1 BHBBIE ZRGE o eeoveeeessrenererms st 300
TRR IR € 1 f R R R R LR R R AU R R R 300
11.1.2 HBEAEARGARGHFE o eeeeteeemereceeesrrsiistesressssttnrbaestttrstesentrrassettrnnnrararteasnnn 301

11.2 ﬁﬁﬁﬂ ........................................................................................................................... 303
11.2.1 54K, &pl’iﬁp%% ................................................................................................... 303
11.2.2  ZeEAE T B KT oot 303
1123 B R A A ettt 304
11.2.4 B ARAE TR coreeememetemetrtn e e 304
1125 # é\ﬁﬁ .................................................................................................................... 305
11.2.6 BB AF FAET eereremmmreem s s 306

11.3 R IEIBE --vovereerrrerress sttt Cenmerressrreesas 306
11.3.1 R Z IR BB A ovvrreeererers sttt e 306
11.3.2 £ B AL ERGHLIEAL coveereeesrrensmntiescsttsn ittt s 307
11.3.3 £ B MIE G FF K -eeeeerermrrseseersssssttesi s 310

114 BrRIBIREE voreemrrernrtssse i Seesrrnsesesesiasuestsnisessasontrnees 312
I . & 312
1142 T GIRT R BB oorerererrnrersrncecrs s 312
11.4.3 &%,@ﬁ_ .................................................................................................................... 313
1144 SHEARMIEIE ooorrermerrerers s reressesesnsessnnssrrarasian 313
11.4.5 SFR—F BHEIEIE oot 314
11.4.6  FFATHIBIE -oveerrrrorsrssstessn et 314
I R A F - -3 - 2 i 314

SPF eeereeererereense s eeteeesesseesressaneesedseseseaaasaannrares 314

Sk BRI |
128 IRFFITERBEIIR oo 316

12,1 FEFEBETHEE T RIIR -vevereererosssesesemsenssnst sttt 1316
12.1.1 AR TFIE T RG AR oo s 316
12,12 AEATETFIE T RGLIIR, eeeererresmsss sttt s 318
12.1.3 B TR e e s 319

I ) 5 1 1= 2 R i 320



10 KETENSHEEDRE (Windows 2000+Office 2000 AR )

12.2.1 ig#424% }?“is"&‘i‘l’ ........................................................................................... cesseeensaisanes 320
12.2.2 ﬁikﬁiﬁ'ii‘i‘l' ........................................................................................................... 320
1223 @@ﬂgﬁi}?ﬂi‘l‘!’ ................................................................................................... 321
12.2.4  AZFP IR TG T coevrerrerernimeres s 321
12.2.5 A2 HGIRIR I IBAT wrovereorerssesmsrmssemir sttt e 322
12.3 ﬁ& ................................................................................................................................... 323
12.3.1 G HRABIE wreeorereremeeeenerens etereteueteseetersbes et a e ea et et R bbb 323
IR B & T 323
12.3.3  JEsE AR croveeeersrres sttt 324
1234 FHRY JUFR B g covevnonenrernsen sttt 325
I - =X -3 A s 326
12.4.1  HE BB A coveemreerrmmrm et 326
12.4.2  FRABEEH oo 327
12.4.3  AGEREE A coveereresmmmmmnnne ettt 327
12.4.4  FAZFp Ao B oeoereerertseesmnseii 328
D T R 328
12.5.1 A AZPEFE & oorvemmerrmennenes sttt S e 328
12.5.2 HHEAMIET et tsteeetebesesesesetese ettt ar etk st R SRk e RS s R se RGO b s s e SRS e st 328
12.5.3  JBPAGE T -eeverereereseen ettt 329
1254 J&BiES eeeeseeteeesensesteseeserraRteseteteee g e Lo ai L e L e RS E e b e b e s A e s e ER e et e ES bR SRt et 329
12.5.5 IR BB T oereerersemenees et S 329
12.5.6  TBARBRBYFE T coveceeeecsmsserssmmsmmmnssiisisss sttt pessernensesssesireeiresants 330
12.5.7  HJAE coreerrerermmresemesniiitnsn e reveeesereinreesiisiiees erreesenniiteriseusitsnsensratennnssaanas 331
12,6 FEFBRGRFRIE T oeoeevreerrsessseossm st 331
12.6.1 Basic 15 T F0 Visual Basic »---rs-eesseessessssrmnmsrasmamateresricstsistssnsssenianasasenassssansessiees 331
O I 0/0) 210 B e 332
I 3 2 i 210 24 I 7N 332
12.6.4 Pascal 5% # DI coveseeseessersesssrassassusnassassisen st 333
12.6.5 € 35 = Hr VISUAL Gt woesereereeserersessssnssismimeiniainitss sttt sttt sasansnssnaman s ssnsat e 334
12.6.6 I RIHIEE T Z F Lo Visual FOXPro weseesesesessessesesrsustsiesntsssinsmssssanssssssscnsesineee 334
1267 SQL {%"%" ................. s seasesessensssecnaasassssetteterssaTesrosenrtastentitaosesesenatttettartittbotissitessstttens 335
12.6.8 Java #o JavaScripts - sesessesrssuerasesenees S AL 335
53 - e 336



DS SIS D ST oS S D S S T S S I S S S S e S S - e S S e o o e S

E£—m ITEYIRERHE

S S T S S S S D P S D S DS O I S o D S B I S e S S I S o S ST o D o D S S S S S e I P
21+

V<8 /\

+ ﬁ‘*)b I:] 'fa A i P

[ A&t )

AFLENBREHARAT AR LR AREALERFHHER, FeLETL (R
) MER., BEFRER, FERATALELLAL XG0,

1.1 FESE£EHEK

MASHBERIR I —RE, FRMEBABELETME. FENRENEERA
KICHBEP . ESOER, CFREE, BRIRKESE, B, BIE . BRN
% RHNA, 7H#Esh T ARCHRBEE . AR 19 g, i, BiE,. SRR B
RETEER ARSI £ EARRKTR, EFFESRERREEmER. RIfEs).

20 42 60 AL, LIHHENERNA. IHENSHABERRNSE SN IRERE B
AERGEHFBERAWRT T ZAGRESHENE. CUHEV LR IAGE BRREESTT M
H ) ABAE LI ZAGURBE, BAEWE AIRBETR. 235K THEFAMERE
Ji

1.11 EE5#H %

f5 B (Information) B ARK—VIEFEHNN BRFAFTLZHRMFESHHE. €
B RBRAIFTRAOMER. IR, #E5. 58 (Datn) RESFABMERMA. AEEBLH
LB, ERERGEEEE M T LU, #&ﬁﬁmﬂﬂ?ii%m&ﬁyféﬂuﬁ
RHEXRIA XK.

TEAEM LD, FRANRRBRARESMEREN, RIEXERABRKRAY “Hix”
(Media). BAERMMERT BRAMALKEDFHEHEL, Fl, FMBFE. X7 B
HAERE, xHERBATEENGRS, iRk, B, At EERe 847

AT, FEREFEE, RAVE. SEFHREZEND—MHEE, BRI,
WE, BLBFFREEFEAMIFBRS. YRE—FRE, ETREZSMESFOM: &



2 REATENISUER (Windows 2000+0ffice 2000 ki)

B -FRE, CREEMNEANSN, FREE-MBIAMNEANEENEERE, BR
HMmRAEE. FRSWR. EERRERNZRER. ARARERREXKRE B RIR
) B 8 TR A A, AT SoE R sz . A3 E B RIEA AR,
BMEXT R FE BRI %, LEAERLE, BRAMNAERR S S8 MKP
PR

- 112 EEEAK

£ AHA (Information Technology, IT) RISHEY B AMIHIE BB EIIREMER. AR
HfE BERETATAY M 4 K, ERESRE . MARRTE. HEREMYNEE, S MKE
REBIEA . BEER, TENEARFEEH A AN BUBAR N RIS &
ERABEHREREE, BAWENEANE E#ITM T AR, FEHFNEE, HiEhE
EHARGE B E, BUBHEARNAGE BAFRBAFRIMR. AL, FEX
REIEE BRI, 5. T, HRANANEA, BRIEANNE BRIRE. BN
g

1. FEAMEAR ’

B RAEEREARARERAR. ALKAR, B, &, SUREKSREREMRE
B, BEELEHE AR THEARNER, WS, B, S, B, BN EnEL
BEEImBRAIEBEBM/AN., BrSEEEs g, Righl. BEEPL& CD BT L
EFR N DIRS G, B TF 8 LR AL B & Bk (3 B T LLE R AR B8 & DI RE
ki, EEE. BEREURSMUBIRS. FEARERTT AE R AR B R B A R
RS ThRE R AR

Hil, R2ROSEREENARARIEROEE, MMUEEERAKBESE#HIR
A=A, BT ANBMEE RERMOER. R, BBAARRBARMBIRIER
BRSNS, ETENGEE.

2. BEABEK

ERRERTRRAERENS, £RNTRERENE ARNEFENLSNER. A
AR, BiE. B BSRSTFERAERER. 20 Uk, k. . REUR
WSS B AR ARERRE R R, BB ERE EUSRAREEY R, “AEf AT LR
i B} 1) AR AAT M 77 MR NGBS IR R EEREINIAZE T .

3. HHAMBAREEHBER

HENEE BN, SRARDEENES, BEDANEFHEHER. RRER.
mTEBMBEERER, A, —&IAK, FRERGFEEHREAR, EHIE AR K T EE R R E TR
é?fs”ﬂxn‘%%ﬂ%%ﬂﬂ@ﬁm%%ﬂﬁitstmﬁ%u o

1.13 AP LS HERRAES

EARRBOF LKA, YSHTHKREREARER. XAREBEARER, HXH
3 T ARSI ST »

1. B—RIEEFGRETHIEA

TEAKMBLTR P EHRIE S . FFRALRTEY, BENBERNTR, &



