.a»&j}’ 3
MHRFEIET

BH: M I H = £

A BRDAELDE

W %

( #8

EfHRMEEZHF

K MEEREXH
FHRES RE

R

HAEIE 100 ROIMME
AR AR SER N
MFLTEHE RALE

CHINA RAILWAY PUBLISHING HOUSE



Word/Excels
=D
MIFEISF

(8 8 #® 3 #H F £ & kR )

-

s 5
L I Y
-

N e e

w - A
’7@., :{ g EHi

D E # 18 B kR 71

CHINA RAILWAY PUBLISHING HOUSE




I 1 ¥

A4, PEAHN4E T Word. Excel @8 /r A HIZERRAIR, N EEIEVIIR Word/Excel 2007,
Word 2007 JEASRME, FHAX . RIGHLEE N SCRIFFFRAR 551 H . ORISR . Word 3C
REI TR E SHTEN . TAERMEEALLHE ., KL TER. EHANRRE. Excel FIRNA. BdEE 2
52547, Excel 2007 EZ& N . Word F1MALRE S L Excel IMALEE LK.

APRGREN. ERSHE. WAERE. SCAMR, M Word. Excel ¥I¥EKIMBNK, TaFHTt
LHAF AR, AR T KERAREETT, 8 AE /e R () py R B AR, B Ah Word,
Excel p Ao

ABIEHT Word. Excel ¥I%#, [RIEHHATHEEAMCE N ERLIEE. DAETHEANRFNSH
fEH .

BB EMSE (CIP) i

Word/Excel 2007 Ek/r ANFFRIET - EB{EMN
LSk IR / (Word/Excel 2007 @37 a M F2&F)
mBELmwE. — bt o PERIE AR, 2012. 8

ISBN 978-7-113-14527-9

[. @W- 1. OW- L OXFLEERL,
Word®@# b &4k, Excel V. OTP391.1

op [ B A 54 CIP $diE A 7 (2012) 28 074428 5

H# 4% Word/Excel 2007 B¥MIAMNHIFIESF GBEMMBF &M
1E . APRES WH

EEHRE: B A iEEMEBIE: 010-63560056
YREEENIR: T (M
TIEEDH): BER

WEREIT: R R B RRR A 2 8 S BB LTS : 100054)
Ril: = dite el

. 20124F 8 A% 1R 2012 4 8 HE 1 IXERI

787mmX 1092mm  1/16  ED3k: 26 FH: 600 T

ISBN 978-7-113-14527-9

: 45.00 7. CHfimaresi)

fHEHSD
S do B3

RRALERE  RARLR
FURIC kB A PE 1S, B EDART R B, 5 A RAT HOBR T



A455145 Word, Excel #)%:# I Word, Excel k(1) 56 A RE S ARIEE T, Hihisk
LR Word AR, Fbk, SCRIPRORRIEN, TUERAIEALEE St%{t, Excel
s L A RFNER B, BORATTR 5o Br R (e ik, JRIRII 5423 SORYFN TR 2 A0 0T f i
SHTENZ SR, B4h, *FT Word, Excel (gl b HI AN ISUAE T LEAHRI DR, 5 frad i Wy 4>
F I S A A oh R AR N R TR . A, AT LE IS DL B il ik F AR
B R FhE R A I E, B Word, Excel 023 [ T

Chapter

BRLLLIER |
Word 2007 EAIE{E BERAR TR .

_ \ %
ceer & SIS BTN ® oo
oo @ - ECEITTCENN ETTYRCEE - B oo

e PTG woesceiz2007 A RMBE AT

27 WHRHLBH—IERN
i w0 Al




ABpMoABAE, AAERZ S —B(X—F%H),
BB A2 B PR, PR ES T 69X F
B, HULMIE, itk —B TR, ERE

oy B 1) B S 3B P A48 0 S iR B R BRAR

ABARF T vAE R SE AP
ey LF L, REA . Faked
AERA, Hroitd B A i, B S
iR S AR A T BEAT U, MRk A B e
EHRAE, BT EF B AT EE, 3] L
FLALGY A S

#37,

BPREFHT AL,
“eaiR BT FAEZB, REIHBXEKR.
A, AR R W F K&k A AT Fa it
&, EfgE PRI, R AL
AR CHFT R OCBLAT, AT IRy
RO, dL¥g3% T akAed £ AR A o

FR A e AL KRR, AR B L RE
F kAR Tk H AT AR S Ak, AT R
REHER P R TS A WAL iR S, Mk
e I Ay 2O AT 3] S 4RAE, AR FTA

$#m%iii\ﬂ&%ﬁ%§ﬁ%ﬂ%ﬁ#%ﬁ,%iﬁ@#%m%%%%%%ﬁ%ﬁ#
%ﬁ,1%*%%%%%&%%%%%%%&??%#,ﬁﬁ%%#?ﬁ%Tﬁ%ﬁ%\&ﬂ%
%%o%ﬁ?ﬁﬁﬁTﬁ?imﬁ&ﬂ%Wﬁﬁi#,ﬂf&ﬁ%iﬂ%?i%&ﬂ%&iﬁ%
AT, AVEREE L, BAHHEBIHR. e

@) mEmE
AANETR. L SR i3 A PR A 5 e B e
ZEhNBITIENTES
H T RAPATT %% AR i Ch A %
HAETAEMER i, ATLAE i Sk iR (E-mail ;
AR

jtbook@yahoo.cn) Ik ZHffi1, Tl 1Hf
Kbt FLARIE , R K% i
2] EidR S 5.

R AIEIIAG
% R

iR RENHE
Bk, RERAHEEEL
MFE

H At 3 A% 0 2 B
SLHBRYA R



1.2.1
1.2.2
123
1.24
1.2.5
-~ 1.2.6
s 1.2.7

1.1 2% Office 2007 -+ eevevervvsicninnennn 2
1.2 Word/Excel 2007 EARE -3

Ji 8 IRt Word/Excel 2007 veeseeesees 3
mmWWWmdmmLW%ﬁ --------- 4

A SRy -
” ﬂi;g)p!’, s s RO R .9
TRAT SR -
GIAF R A
{4 1] Office #i1) -

$$ﬂﬂ?%ﬁﬁWmﬂ%7?%A%%ﬁi$

&@%%%ﬂmiﬁqum7%£$%ﬁ

i ‘H‘U“““ J\‘u‘ ;‘H“

1.3:1

P SCPRIAE VT ) T L e 12
B 52 SLIRAR L convnsisesnsssmmansvsisins e 14
a3 [ o e O i
AT A | [ S—
ERTERVE S . TR i 16
E Excel BN THEREH v 17

G

SRS R T B RERRE,




o B

3.1 HAANXAKAE-
3.1 22 SCAHE
312 G SRR oo G
3.2.1 %ﬂ] | EAR S e 62

322 N N R 5
331 ZBHITBIAR oo 64
332 ikl Jmk - 66

3.4 W@AEFE

340 GBI oo

fliv
AR
IO

342 A OYIM
343 FEASE P st 1D
- 1 4| RN,
3.5 #HN SmartArt EFZ ---eeeinneenn 74
5.1 SmartArt FIEFIS i 74
3.5.2 NN SmartArt FJE- 75
3.5.3 il SmartArt PTG oo 76
3.6.1 BT .o 78
3.6.2 A JFGHEE 80
37 BERNARG—SHGIE - 82

(O8]

ﬁﬂ?%xiﬁrﬁﬁiﬁuﬁiwiﬁ%&ﬁﬁ% A8 T ofTisk A7 FAB A

11'.%{’- VAR A ’ﬁ FARAR E 4?#9&%9‘91,\ &

A O
i




5.1 fERARHERR
5.1.1 EBRHPEREL e 122
512 Bl
5.1.4 A SMBRFEA e 125

5.2 fERABEIRRERFAR- 128
521 B SCRGARAT FIARERR - veverveveenreneeneenes [ 28
5.2.2  AESCRGAV AR -oevveeeveenernienenns 129
5.3.1 A - seees 131
5732 (BRI weammnismspens 130

541 FEABEE ..ooruemsarsnsmr: 38
542 EMARE - -+ 133
5.5.1 Gl H - e 135
559 BIERZEE| woworaamasemsssorssssonesosmvesion 136
5.6 #RpEFREE---- ceeee138
56.0 R s 138
5.6.2  UshnEE- - 139
5.6.3  JAVERRIERAH AR oo 141
5.7 BRMLRH—IERE
NES%> - ..ee145

R T S BIAN, e A TR AR, EA A, A,

Bk Aot A, A5 RIS A F AR,




7.1.1
7.1.2
713
7.1.4
7.1.5
7.1.6
A B

7.2.1

7.1 TIMEZE --ooovveevrrreremmmmiennnnnn 182

15 B AR ceeeseensmmssmnsssuesinsssniesnasinanse | §2
iﬁ%f)‘(i‘?" jj'[é.] 184
BB AT NN ] oeeeeemeneeinnene 184
BB FOHRE rcemsnscivsmsssmmssssassssiossocons | 85
FEHASS BT < eeveevemereemsemsiiinnienes |87
188
189

= T

FAtWIVERIIIY RS

7.0 STRUTPEAYIEE cioeisrenerseensons 192

TN R TR [

722, FRHNIACEIES Bherrmmmisemmssessssssess: 193
723 B TIIHE - oeereemsssimssisnencann. 194
724 RAUERE -195
7.4 FTEPFRIED -ooooevvmmeneenremmmnnnniniinnn. 196
7.5 FTEZHS 197
76 BHHARH—RBIREH
TIENEEFIFTED o199
PLESZ>] - 203




9.1 BEBRMIER 236 9.2, TG G BT T e 244
9.1.1  BEE PN A - 236 9.2.2 AT IR JEIURHI oo 247
9.12 BWEIMNFFITI o < 927 9.2.3 Al H] B 4% 15 B A A
013 BEEIMELE ovevreevovmmsermersiereeiseneeesns 238 9.24 (ERIEI B E R e 250
0.1.4 VEBEHTCMHEIECLL cveveererreesersmseseensenenens 24() 9.2.5 {iJH EAREER B SR e 252
9.1.5 WH I/EERYEH | 92,6 5B S ICA U] <ooeeeeemeeeiiiiin 253

Ty 9.1.6 WL ICHERE R orre 241 9.3 BRHARGI—HIE
9.1.7 HFNEHRFERET oo 242 FTHEITER - sesessanesnnen 263

ﬂ%T%H%ai#&& 0462 K o 5 8 S A | o T R A K o O L K, F
%ﬁ# ARk A mamA&%m&kﬁﬁﬁﬁ%%ﬁﬁ%ﬂﬂ N

RS FE

il'\?-‘t#ﬁ?? Excel‘PEiéﬁﬂl%’*‘ E%J‘J Hido A R, ﬁdﬁi#%#@i%ﬁ%% &1&:




111 JAIBESR - ooeerereererereeneneenn. 288 11.3.5 HEBEFFE e 205
111 B Es - - 288 11.3.6  BHEERX ML X PFE A 297
11.1.2 B RERIER . 289 11.3.7 G AR bRl AR 250 e 208

11.2  QIEERE TR v eomevermmrmorasmanansoonsnes 291 11.3.8 Bkt memanmmmmmessmms30]

11.3 YREBEFR -voveereverenvnnessonsrisnsanansess 292 11.3.9  FRDIAAHEE FINE 228 oo 302
1130 IAEEBERALE ooveevnmeeemininnnnnnn 292 11.4 QIEBENZSETE o oooooeeeeeereieennns 304

L LB = N O RRRR, 1 & | 1.5 BRI RH—FE

T g Pl 294 WEER sevsssssiinsss 306

__
= =
L W
W

SR i . _
Wik, EENBTHEFEFHS, S £LE, AF

i
Aoy




13.1 &7 Excel SCAIMITT ooovevvvenenens 344

1811 BIEFPTR coovesvsnmsssmssnammossussuenss 344
13.1.2 SZFARATR, cvsmmmrmramopsmmansrsnnenisususnvsnies 345
1398 R e 345
13.2 RIPTERMITEH e 346
1320 (B LAEE wasmomvammmuseas 346
1322 RGP B ooeerermrninaiann. 347
IR - €2 O (- U ——— 349
13,24 (RAITLAET ~smvonvmmsinssssssssunssmnansin 349
1325 DB TTHENE - oosesrmesensnssssnasasnnensnns 350
g o s T - =g ] [ = — 351
133.1 GIERILEZE TEM oo 35]

1332 RGBT o 352
1333 e aldR B il i Bl 353
13.3.4 {43 TR 353
13.3.5 HU/H L TAES e 354
18.4 FENBE cconnsmsssonssussnasionssmaginss 355
13.5 FTEMEESHIH - coooeeeeveeeeenn 356
1351 T TR cossmmmnmmnirsrmmsmai 356
I R A [ 211 ] ————————— 359
R ACTCTIE 1[I 515 (U ——— 360
13.6 BHDRRG—RIPIFFTED
BRI s 360
] L = 364

A 3 3 ) M — A R ARAZ 04 LA 55 48] R A Bh ik B R B AT 0 AT 69 B e, L REER,

HF—Rg =, AEFHEF A Word 2007 & 2k 269348 .

16.1  SEBIZLER cvvvreressronsonsossnnnronnorsnses 384
15.2 SIS ET - orersererssearossnnsssonssisnases 384
A = e [EOR——————— 384
15.2.2 B B e 385
15.2.3 MR EE B v 385
15.3  SEBIRE . cererreereeremnernns sssvmees 385
15.3.1 BN coovermemerereminnnsinnens 385

15.3.2 BRI I e 387
15.3.3 {2 3CR R HOEA T VB ovvvvonne 388
15.3.4  ARHE L G IR s 391
15.3.5 SrHT A& P g - 393
153.6 (R4 R P IOBE - 396
15.3.7 DU MATE oo 397
LRI G ZES] - oovvveereereme e 399

B SIS .o ccovemsssusssssm o sssnsnssmessusses somsasmasansssssaryovssssusssonsesnsnse e isssss 401




ﬂ &= {MiQ Word/Excel 2007

JH

D F 3] % Office 2007
) AR Word/Excel 2007 T{/ER®E
) E418 Word/Excel 2007 AR E

Yoyo, Word #= Excel /& 7r2 z D BEMXIER®E
B2 R P R R RAR T B 7 ’

AW DL BERMZHHE SN, £
& 1 JF Word #= Excel iX #3448

&A%, 5% Word #= Excel %+ i 722 A 1 X %9 #5 85, Word 2007 #= Excel 2007
A& Office ¥ ZATMA, TRANHBARIR T F S4B, FaAMNKL
£ AR Word/Excel 2007 &) TAER &, KRG 5 T N RARBHEF L7,




T HEAE B ey 32 4T Office 2007, FH 7 FITA% HH ) v B3 A2 CPU E43I/E 500 MHz

LLE, WEAMET 256 MB, £ %S

)75 2 GB Ak AR A Fic B 225K

T EGH A 21 22355 Office 2007 ) ELARERAE J7 1%

éP X Office 2007 FIZ2E S0, 38 K 4N 1-1
ﬁﬁTB’J***K#/?E%S{Tﬁ’FE, HEEVENX
1#5 EFHF '?% EXH—ﬂET]o

ﬁ 2007 Microgsoft Office system

E«dun l

RERFEEESLEATT Y, FHE.

B -1 RRSFEEXENE

@ FAFRBPRARE, EIXHEEPH
xﬂﬁ[ﬂtﬂﬁﬁ/\;ﬁ LRER, WA 1-2 Fise

M1 Wicrosoft Office Professional Plus 2007

L saEmrsen

TEEA 25 T FRH REY.

RPETLUASNZO™ BT » EEBRWTMENA » LHEFRIEE Moot Office T
T AR SRR » 58S HERY T

— ey,

]

12 BPHARE
@) 2B "SR R, AR ENE

PN @, R RIS
SiEAE, WA 1-3 Fimro

Rk Microsoft P PF TRES K

ﬁ%& 2 IBARRRIHNA0R . WRTBRRE Moosoft RIFIFAIRZ, EXHANBOLR

IMICROSOFT SREFHFAIRE o - o
DD7 MIEROS\OFT OFFICE SYSTEM lﬁﬁmﬁﬂ!ﬂ* .
R . KA

- Ceaticate PR R o R
] A A, AT E FEM L SEaIGE. Rad
xﬁﬁasnm;:o 'lem;smm%'z RRGITE v WD

Fi. R ¥ B TEM &

ﬁﬂ*}!ﬂ!li PR ESE A TEORERy » vEDTiElLL T I
iheto: [fwww.microsoft.com/officefeula UQE}.‘M ROVFRTIEZERL

1. BEFAIFI
EEFALF N Microsoft Corporation ¢ mzﬁﬁmm Microsoft UJDDI&DDH XIEAE] ) 5
HEZ [BARAOPDI

n:aﬁmammm#mu C(0RF) . le’iﬂlﬁﬁ‘? Mt:msort hﬂ!ﬁ#ﬂf}‘m {

E?emst ROIR S

B 1-3 B RRVFAEMNY IR I

@ Bt GG BH, EARETXEER
H, $df CSEIRE S, W 14 FR

RN

B -4 ZRANEFERE

| %ﬁ%“éii"@@,ﬁﬁwag
§aaﬁﬁ%§§%ﬁﬁmﬁ,wwm¢é
% Excel ## PowerPoint 5 ., f

Word 2007 #1 Excel 2007 24 {7 Microsoft Office 2007 ik thiy .




% 1%FE #¥i2 Word/Excel 2007 :

JNEE ;‘ - — v‘.:;:,:m_ ‘
@ ULE, REFALELN, HETYEHN | @ EZEE, HABNE 1-6 Frhes
LW WE 1-5 i, | R\, By KA FREH, BHRRERF

o

Cla

EETHTH Moosoft Office Srofessonal Plus 2007,
U5(a] Mrosaft Office Qrine » B RRAN™ 2FH. WRYRIURS .

(WA RE AR | Y Otfce Dol

TEEF# Mirosoft Office Professional Plus 2007,

B -5 BrRREHE ; B 1-6 RELERFE

EZFERREBPEE XA 405, 2ABBERFTRELE, REAPFPEHBHE
CRE, LR TR E SR dedn, EHBIHWE, VLT AR ERAE

Word/Excel 2007 EA R 1E

Word 2007 A1 Excel 2007 [ Office 2007 [FJZH GBS, Fr LA E 1R R 0 e AR B 1
FERG. [N,  RIEEE — [ A 48 P9 8 (R S AR 4 i .

BE)5IRL Word/Excel 2007

Ji s 538 HY Word/Excel 2007 [ 7 iA0A], RIS T eI N4 .

1. 351 Word/Excel 2007

5 HAth Windows Z#40 0 HIFEFH R, 5 5 Word/Excel 2007 (7784 £ 80, L
P R

FE 1 EERES XEREED F% 2 BUCHEENXIEEBE
(5L F AL Word/Excel B 77 oG ki, LEFT T LV B2 1K) Word/Excel 2007 SCRS 1 []
B 1-7 Fiio. F, 3 Ry LAFT A (R o

B 1-7 sEdiRrER XEFRE

Word 2007 # Excel 2007 44 RES BIA doox Fxisx,  WEulim 3 |[FAEE




Word/Excel 2007 ¥ B 2AMHFEEF

FE 3 B IR KPR

ok “IFER L TR | Microsoft Office | FE PR el -
[ = b
Microsoft Office Word/Excel 2007 i %, Ji 5l | 8 ev= g;:f‘fma_mm — .
sice s | Fafguooos o) mERERE » rosoft Office Access 2007
Word/Excel 2007, 11& 1-8 Fix. | ﬁ o WA .
m ekl -1 e w ohat
@ & BREE - Wi ce Dutlook 2007
< ‘ # wrrEeRe I3 Microsoft Office PoverPoant 2007
Jﬂ P ‘k‘ * é’] Eficedl T Sneelt B » 8 1D Microsoft DEfice Publasher 2007
_;: \ #:1 ﬁ‘ ﬁh‘ T o) BE FlashGed) Pl lie. Mierosoft DEfice Word 2007

s LA SRRE] ) Adobe M1ush 53 »{§ N Microsoft Dffice Exce
|=a

u& TF4ET R E
-2

B1-8 “Fm” RP

2. JBH Word/Excel 2007

N6 A 4438 Y Word/Excel 2007 5 1 JULRP 71 .

7% 1: B3 Office ##5IBH F%k 2 BEUAFEEEERY
fidy Office 444, (EFLHM PR rp i+ il Word/Excel 2007 SCRYPREFE AT “O%
“KH” s 17 $iHl -
J5k 3: [ERRERBESL Tk 4 FRHRERRL
Aiili Word/Excel 2007 bR, 76550 H i pbE 7t Word/Excel 2007 LR, 4% [Alt+F4] 4
SRR R mA E8R.

G | nia—a | IR ——

; 3 Office 4540, fE 78 8 69 F 4235 5 o 35 B i Word/Excel 4548, 45T 1R i Word/Excel l
t

| 2007 & RS

iAIR Word/Excel 2007 T{EFR =

416 Office 2007 At AL 4% M /1 45 S 52 AR 55 R L SR e Th g, BNl v 2
BRI I o, JF FLAR DGR Bh e d 4l X o s AR i, pksb 7 H P Adk
A ], AR E AR R, PR

1. INiH Word TAESR |

=0 CERT
VART R A & &) X o
A, Bl K2R
F) A dka Tt X

Word 2007 &4
W o Fb VLT R A
&9 AT KR )

& 1-9 Fr~ B A Word 2007 11 T4 #t i .

PAGE |IPSN 7 15

7 [Ctrl+W ] A& %, thRTRLXHA Word B¢ Excel 2K, .




$1%F ¥i8 Word/Excel 2007

T - Microsoft Word

IOfﬁceé&&l % ﬁh_—l-)\] Rl S LR ﬂ o

|R¢ﬁﬁ1£ﬁ}ij

R FRE - 59 (!,4@, x: l: = iﬁ-

Aaabccoag 4aBbCeDA AaBI:
[ -E=x | -%em  wa

## R

-

- ;\mm.-

1-9 Word 2007 T1ER |

@ Office 3240 =
o CAER M 22 s, sodie st
Office 358, W& 1-10 P
@Hq-u ke TR - Micn
j —_— BEERXS
o 1 EERANELE =
ey Q) 2 EEAII#EEE -
3 BEAIEE (SRR a
o = 4 EEAIEE i
pr sme  » 1 Docl
- 8 mo= &
,:f smE > o EEAIEE
: ﬁ #ED)
L EEY
_j @O

(23 Word B0 | X s wordoo |

E 1-10 Office ¥

= RFHOTEE

BRI R, Dy TR T A
ST CLE 1-11), ] FHRE AT R
e e, BROE U7 ) AR b R AT
g P ATER N, Bk LA U AR, AR5
{1 o S oo B B 7 SRR vy DR BRI AT,
B 1-12 fis o

 EEESE T

| O
WV zm
[ m7ee
i TREFTED
« - = = | rTEERE
[ “a et | w5 8| L
A
"V ome
]
HESSM).
EHREETAERG
*ﬁEl'}mNu

I1 12 T?‘ﬁﬁ

B -1 REpeTAEE
= I

£ F-prod vy ) T AERSAM, T 83O
FIFLF 2 PR UL R s g 4L, e 1-13 B

Gwes| [assk] [wcsahss]
Lg'ﬂHMicmsohW:rdl I_ -l- x||
M 113 FREE
# IDDAEX

fr THr8AL R J7, JLFEE T Word 2007
it (i ohag, Wk 1-14 Frox. diThie
X EAEm R, T8RS Z 0N g
L =

f Bp I ] s Bookl - Microsoft Exce! R | .-:vj
‘ ﬁ i)\ 7 AR BE =R WE s “",1 x
"":13 & i -l T b A B B
{ &“; B I U - A‘»‘mmnm‘fﬂ :
l [gipOwe 'aig-a- 2 s
[ il L.
El 14 IJJ“EIZ

[ % [Cl+F1) Aag, ASMMUIIER.,

5 |EXE

| 32 15 | IE




