Office XP

Word 2002 ¢ x s
. TN



CIP
Word 2002 / —_—
Office XP

ISBN 7-115-09494-2/TP391. 12

Word 2002+ i A& Office XPHSCHRAER AR T EAM:, CHECF w5 gmHETF—5,
BA BRI ESCREE e, 22— MEFBIRSC T B HAE . AP MNIEARBEANT, 46 B EEsL
B, HERNIRS (87 ETE A ZHWord 2002+ SChRIEAE I FIE TG . A 15 4L9%, WA fUEE: WordEE Ak
BerE SCFEHION S ORISR ORI IR . SRR I B TR R ORI A SR, £EM
2% PARIE SR UL R R IR S . H R A B 2E 5 Pl PR Word 2002+ SCRRGIX — LA EE T

Ho, $m TR,

2001,7

ABER G AR EFIEM . TERETEE, E& T AWord 20027 SCRRH L A gk

AP AFETAEN R KT BRI LR 5:57%, n] DIAE b & R I HH .

Office XP
Word 2002

o FH L &

VTG XIE R

N BGHB AL ARORAT  Jestss X & e 14 5

4w 100061  HLFERf:  315@pptph.com.cn

4k http://iwww.pptph.com.cn

Jbt

BT S 36 R AT T A Y

JFAS: 7871092 1/16

Egk: 00.00

FH: 000 T 200147 A 1R

El%: 1—00 000 fit 2001 4 7 3 dbntE 1 KEDRI
ISBN 7-115-09494-2/TP391.12

SEf: 28.00 G



11

1.2
1.3
1.4
1.5
1.6
1.7
1.8
1.9

2.1
2.2

2.3

24
25

WOI et reare s 1
A R T ERUPR R ottt 2
0 SRR 2
1000 ST USROS 4
JABIWOTATT SEIR oottt 5
WOT T I AN oottt ettt en s 8
ST SR ottt 9
PRATIERY ettt ettt ettt ettt ettt ettt ettt aens 11
FTTFTHIERY ottt ettt ettt 14
BT R Y ettt 18
LRI BRI TET oottt 21
A FHOTFICERIBII T oo 24
19.1 OFfICE oottt 24
1.9.2 OFfICE oo 28
1.0, e —————————————— 30
194 INTEINEL e 32

................................................................................................................. 33
FE ARG HI N ST oottt 34
A A SCT TSR I N T T oottt 35
2.2. 1 e ——————————————————————— 36
2.2.2 ———————————— 38
BEPFHIATE: (oot 39
2.3, L et aes 39
2.3, e e ra e e 40
2.3.3 e —————————————————————————————— 41
FUPFHT NI et 42
TR E T AT <ot 44
2. . e 44




Word 2002

2.6

2.7

2.8

3.1
3.2
3.3
3.4
3.5
3.6

3.7

4.1

2.5, e 45
25,3 e 46
3. TN 49
2.5 5 e 52
FHEEABCHITIATE ¢ttt sttt ettt 54
2.6.1 ABC s 55
2.6.2 ABC s 56
2.6.3 ABC e 56
2.6.4 ABC e 57
2085 ettt 58
B L NG TR 58
2.7 L e 58
2.7 2 e 58
2.7, e 59
AN K1 = TR 59
2.8, s 59
2.8, e 61
..................................................................................................................... 65

e = L ok NGV TP 66
TR L7 ettt 68
S =15 OO 69
2] 15 OO 70
B3 OO 72
G 1= A OO 73
3025 TP 73
X3S 76
3035 OO 77
C 115 = TR 79
<3 2% OO 79
3.7 2 ———————————————— s 83
< T < TN 85
BT e 86
............................................................................................................. 89

T SCFHE I s 90



4.2

4.3
4.4

4.5
4.6

4.7
4.8
4.9

51

52

A L L s 90
412 s 93
.13 e 94
ALA4 e 95
LB BEVRE I I e 98
A.2.1 e 98
2.2 s 99
4 2 3 s 100
.24 s 102
BEVR T T T UL oo 104
THHERT TR oo 106
AAL s 106
442 e —————————————————————————————————— 107
A3 s 108
PTG oo 110
T AT GRS oo 111
A.6.1 s 111
A.6.2 s 113
T DUIZLEE oo 117
TESCRE A TIRG 1o 118
E AL IR e 121
491 s 121
40,2 s 123
4.0.3 s 126
494 127
495 s 128
4.9.6 e ———————————————— 130

................................................................................................... 133
FESCRE T AT e 134
5. Ll s 134
S.L2 136
S L s 138
A IR B AIH LA BT oo 139
S.2.1 s 139




Word 2002

53

54

55

5.6

5.7
5.8
59

6.1

6.2

5. 2.2 s 141
0.2 8 142
FEFZE B T HZEBIEITE oo 143
.31 143
5.3 2 s 147
5.3 8 s 150
0.3.4 153
BB YERIRL oo 155
DAL 155
DA 2 s 157
FRIRTEITE oo e 159
S.5.1 159
5. 2 s 160
5. . s 162
0 0 A 163
D D D s 165
5. D B s 165
R TEL T e 167
5 8.l s 167
58,2 s 169
SCFIRGEBE T e 169
T STASHE oo 172
DA BRI v 173
0.0 L s 174
5.0 2 s 175

................................................................................................................... 177
FEEVTZRAE oo 178
8.1 L s 178
B.1.2 180
0.0 8 s 183
B.1.4 184
TR oo 186
B.2.1 s 186

B.2.2 187



6.3

6.4
6.5

6.6
6.7
6.8

7.1
7.2

7.3

7.4

7.5

7.6

B.2.3 189
B.2.4 190
PRI G FFELTOME oo 190
B.3.1 191
8.3, s 191
B.3.3 s 193
FETZETUTRIE oo 194
T RHFEFE I e 195
B.5.1 s 195
B.5.2 197
6.5.3 199
B.5.4 s 200
8.5, s 201
TEEELI oo 201
T e 204
TG E STV oo 206
B.8.1 206
0.8, s 208

................................................................................................... 209
PRIEAE T TR oo e 210
A FARARE ¢ 213
T.2.1 213
T.2.2 s 215
T.2.3 s 216
AFFHTA] AR STRY oo 217
FFHIARID oo e 219
TAL s 219
TA2 s 222
GREEITARID oo 223
7.0 L s 223
7.0 2 s 225
T.5.3 226
10 A s 228
TEEIHITHE I e 228




Word 2002

78,1 s
T.0.2 s
78,3 s
7.7 AR S oo
T L s
T 2 s
T.7.3
7.8 FE R T I ST oo
TB.L
T.8.2 s
T.8.3 e ————————————————
7.9 F AT ot
70,0 s
7.0 2 s
700 fFEH EBIEISEE oo
TA0.L
T10.2
T.00.3 s
711 HBNGRGIIE oo
702 ZZE XTI oo
743 B G FEIIHE oo

T LA TR TE oo
T 1AL

8.1 FLIEERH E R oo
B.Ll
Bl 2 s
B L 3 s

8.2 AT HL FHBAFALIE TR oo
B2, L s
B.2.2
B2 8 s



o

BL2. 4 s 277
ZRTSURI B BRI DT oo 278
ABEAT SURY oo 280
BLAL 280
8L 2 s 282
BLA3 282
FRIE I DT e 283
8.0 L s 283
8.0 2 s 284
8.0 3 s 285
8.0 4 288
B0 D s 290

....................................................................................................... 291
TIE LI coveiveei s 292
0. 1.1 s 292
0.0 s 293
0. L 8 s 294
SR TS oo 296
0.2.] s 296
0.2, 297
SCREIRI A3 T AR BE oo e 298
FEALTTTHT 1o 300
941 300
Q.42 301
.43 e —————————————— 303
.44 304
.45 306
0.4.8 s 307
] R T e 308
0.5.1 308
0.0 2 s 310
0.0, 8 s 312
0.5, 312
BIEETIEEIZR oo 313




Word 2002

0.6.1 s 313
0.6.2 316
0.8.3 s 318
0.6.4 s 319
9.6.5 321
9.7 AR ZIAFZARBE (oo 322
0.7.1 322
0.7 2 s 325
0.7 3 s 328
9.8 FHBEHEARIK oo 329
9.9 FEISCRYH M FI BT cooovoivee e 331
9.9.1 331
0.0 2 s 333
0.0, s 333

9.10 A ST BRTE D T T oo 334



Word 2002




% Word 2002

PIOM

1.1
FEIE A Word 0 1 77 35 2 ATFRAT ek 1 i S 0 U 4 0 A P O 85

v XV SN A 32 22 T I S AT AT bR de R S I, A B REAE — kI ) R34

RIX PR B A AL
111
AL H AT ATHEN L & A B, BTN A A, T LG A

TNl L1l H i i i s . T LUE Y, — MR
IR FL ALK o

rIJJﬁ’éﬁi* N |—fF%r‘f/7T<IjJﬁé
0 ) T

. [
+

N

LR LT
o ol o L “

Windows & —  L— soqpm

I_ b
Windows % J]

K1-1 4

Ml AR SR NSO B T SEL N IR R o, b I BB A . AR B
B, S MR ERE R, X TS AR S TR SR A W & 1-2
Pos, R TIPSR Tkt AN, Bu TR E—
FItdh. PR, AR AERS I M L), (). (). A, AT
frig. e, L. MR M Ll 0. (O, GO, T
R R A o e R TR R, ARJRRIEIA . BRI O T
15, DA s 307 IR AN L



K12 digsRik

v i SR, A MR B RS AL BT, I, B E NS s
BT (EWindows K] “ B mIRR ” Hon] DLk B AR I [A) A A %)

FEREEL b, BRSO SBCHOR AR, Bl T REEAS NS L BT e
P R e Y TREL N K FRER LRSS, G e (SR B, AR S P R B
(st . R T EE L AN KRS T BE, W LU Capskodd R 8 5E K5 i AR A o T i
R, Cansloddigl LU T BB RS T REIRA, W A IUALFFF, 2 7 24 (Sh)
.

S AT T N P R AR AN B A A DR, AT AT S (umCock) g o 1) Vi A
Ko BN T E

FEWindowsH, AL AT L5 LA ERAE RGOFIE R KX A, FrAFKEZ 17—
FERE, AL PG T DU I8 S T R A iy o B R IX LR PE B AR 2%
BIALE, ATHBRAITEE <+ SRFr g mal s, mad+(a), FoRskiital
BEAH, Fidn FEAD B, SRJ5 ) I ROT XAV . e 5 2 s f A B, OT S e
B, O WRATAE S R0, fim. (A, B, Fordet FEAIRRB UG fx T~ H.

v WER, APRAMNKE TRERF s, mlA), MERIER B, FEA
TEAE Fiz CAY BRI 42 (Shit) 5

7EWindowsH, 1A% I Windows g 354 25 B 5 — 2%, ROV ‘e 2 T A HERET IF4 I
UR7 SRR S PR B, IR A BRSO AT I AN S LT, BB I A 44 B

PIOM




P10

ﬂ Word 2002

Bier, ALEEHIASHT o 56, ALeB il Lib Ay (Powed | (Sleen) I (Wake] e g, i JIX
Segdn] DUR 7 (3 58 P S URETHSEPLRE A “ IR IR

1.1.2

bRy (B 1-3Ff7) BLAE LT 22 SO THEHLIN A B T, #EWindowsH 2 2R %
A bR BB ERAR AR W R WV P Bl Bl bn s, TELEIT 37 1
P K, RIGRE 2R W brds L 1% 0 b (S S 1 E) . Windows 2 7E ) 5
I B BRI SRR ke AT B bR . IR ke T RUbRAY . Windows 2y A 2 in iR
KB R o

H WY T 13— R 3 e b 1) b
&, B IRIFE A ELAEWindows HPAE A,
SUR— I 30 R o) i g A
PR A% AR IR o, R Z)Frh )
B b o B AT 2 bR e L AR TR IR E B
a1, ¥ AR BT A E S, Bn]E
i 4% AR LR iRk Tk E A . 1E
Windows , AT LIS bR S 000 20 BRI A, 30 0 e BB A 100 2 SR A e 2 S5 I AN [R] 1)
A, i, A SRR IR e Bk B o — AN X B S i R B AT BOA B A,
A FH BRUBR # 1 A B SR B o — AN X Gl S T T o0 G IR DR S B (PR SR s L
B2 ST ERAE I A 2) o Dby G 5228 10 ) 100 1) () 13 sk A rp = 2R B e, 3K L] SRy
T AN T RAR s B AR
@© ki B PR ARE (BP RUARTR & 1 £
s B SR A, AR B L)
B2 g AL, ARG P B fR 4% T RlAx

v W 1-3 AT 7 B ok 2 F 1) B b 2 ™\ < "
"%

K1-3  Flbred

BIERIF L IHOT, WA 1-4FR . e
@ ArHbdi: A4 BB SR RS B 9 1 ‘

B, SRS P TG 4 S P 15 T BURR 14 ifilii{

RIS BUHOT

@ Xili: K WFRTRE R BT T AIALE, SRS PREELE P ICHZ T b & Ze B O F S R
It



1.2 Word 1

‘# DR SR RSB R LG i B 7 S P R R A I AN e T

@ HEzh: K EARIRH BRI g b, A AR AL, R 8 B brds,
RN RGBS, HBARIEENNE R, BOTBARE o, X5 glomee B 1AL
o

© Az K AR R W% L, AR ARSI AN, RS RS BUAR
%, RN RESIERS), SRR ENMLER, BOT ARG R, X5l H
HORLE LT IF—MREESC R, AEPRGESE R rp ) DUE 2T 384

1.2 Word

AR FT A o AL R R e 3 Windows H SC i & Office. XPri el i, vl A%
W2 B W] v 1) 2 B0 BRIEAT 20, B0 Tk N A B (kAT 28, R e i At T
Windows S i A1 R 4t ) Office. XPrp SRR, AEIFHLIE AIAE Fr ZI B2 H I Windows
HSCRR R A F T i), A 1-5 75 o ST (14 B e s i F) Pl B MR Wiindowss 14 ¢ 5
T DL E -

PIOM




ﬂ Word 2002

PIOM

Office i T HA

=

B i
[/ )
P g
7)) Word

-]
]
i
2
-

Tmmam.:-:manﬁfn . S ==
“ ARl 2 A
JHaT i WIS 1) Word (fbebE tEsH

TBCPE 52 1] AN BRI s 3 T R

K1-5 Windows/H " S (S00)

M-S T LU B, 725750 T AT — 4AE 458, FEAR SRS AT — A Rl 4 .
AR T RERE BT TR, S AEAT 25K h IR — A TR % N T RE R I T, By (Pt
I FRbR A 2 B T ST RO ) 12 4% B B ) R 4 B4 N R T

BTSSR R I TR, AR TR SRR R AT, 1T CREE
FH, FRERE “Microsoft Word” N HIFES?, WE1-6/7, Sz Rl 2 AWordr 3¢
FEE 1



1.2 Word 4—@

i remd
Micrerialt Office Teadi

F
F
L3
By CO Craster 5 F
L3
L3
L3

|
E
E
4
|

i

%I

=10 x|

e R =X

T el AN S St IAD ®Ee wop EBo
CFEeSYSSGaM-Piead| -~ QBEOR nun@mrm = [5.

A EX ] 54 < prp-AAX-MEIEEE-[SERE S-A-4HD,
] [ERELEE LR DR DL TR DR S DK TR TRl TR DLk TR mERS k] - %

(R @ D am @ xuxe

il SEdFa
Ll ]

) R
ERAER

] amaE

& W v WA

U: Biersasfe con RIGEE

el M -3

-:I £ Bl kg
N ’:‘ [F) icreastt Tord BB
i'-‘ll | ¥ w B ER
|- [ | e . S OCHEBADEDE M- Z2-A-ETE0 g 3.
1 W 1 14 =1 Sl L3 B i PN T FE SE el 4

Kl1-6 M “TT4R” =5 jH 3hWord

v st ] DUZE S i L VE — AN bR R S BWord . LA DB K bs,
PAECO) BB “TFIR” e “FLF7 T3 “Microsoft Word” &
B ERPET, B 1-TH R .

PIOM




