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内 容 简 介

本书按照国家技能鉴定中心开展的“全国计算机信息高新技术”考试中计算机办公软件应用考试大纲与

办公软件应用考核内容的要求编写。书中介绍了目前使用广泛的 宰燥则凿圆园园园的基本功能和使用方法。主要
内容有文档制作的基本过程、文档编辑的基本方法、文档版面格式设计、图形图像的处理以及表格的处理等。

为了加深对教学内容的理解，巩固学习内容，提高实际应用操作能力，在所有章节中，按大纲要求配有典型的

操作示例和例题，在每章内容后面均附有思考题。本书针对性强，注重实际操作能力的培养，采用图文实例与

操作说明相结合的方法，深入浅出地讲解了宰燥则凿圆园园园的各项功能。
本书既可作为中专、中职学校计算机技术及应用专业的教学用书，也可作为有关人员的自学参考书。

未经许可，不得以任何方式复制或抄袭本书之部分或全部内容。

版权所有，侵权必究。
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前摇摇言

为适应社会发展和科技进步的需要，加强我国计算机及信息高新技术领域新职业的人才

培训、鉴定工作，提高劳动者素质和促进就业，国家职业技能鉴定中心面向社会开展了全国计

算机信息高新技术考试。参加培训并考试合格者将由国家职业技能鉴定中心统一核发“全国

计算机信息高新技术合格证书”，作为具备从事相应工作能力的凭证。

本书编写的目的是为了使更多的人能够尽快掌握宰燥则凿圆园园园的文字处理软件。我们将多
年来从事宰燥则凿教学的经验汇集整理，并且根据国家职业技能鉴定专家委员会和计算机专业
委员会制定的《办公软件应用》考核大纲的要求编写了本教材。本书既可作为中专、中职学校

教材，也可作为参加全国计算机信息高新技术考试的培训教材，还可作为办公人员学习中文

宰燥则凿圆园园园的参考书。
本书图文并茂、注重实用性和可操作性。本书中所介绍的操作步骤和操作过程都是作者

亲自实践过的，因此都是可以重复的。建议读者在阅读本书时，跟随本书内容的介绍进行具体

的操作实践，会收到事半功倍的效果。

本课程教学总时数为缘源学时，具体课时分配请参考下表。

教学时数分配表

章序号 课程内容 讲授 上机 合计

第员章 宰燥则凿圆园园园概述 圆 圆 源

第圆章 文本的输入与编辑 圆 远 愿

第猿章 版面格式设计 圆 远 愿

第源章 图文混排 圆 愿 员园

第缘章 表格操作 圆 愿 员园

第远章 宰燥则凿圆园园园的打印 员 员 圆

第苑章 宰燥则凿圆园园园宏的使用 员 圆 猿

第愿章 邮件合并 圆 源 远

第怨章 共享数据 员 圆 猿

合摇摇计 员缘 猿怨 缘源

本书由山东省青岛商业学校于鹏老师主编，安述照、孙丕波、邱海燕、刘荣同志参加了本书

的编写工作。在编写过程中得到了各级领导的大力支持，值此致以衷心的感谢。

编者意在奉献给读者一本实用并且具有特色的教材，但由于水平有限，难免有错误和不妥

之处，殷切希望广大读者批评指正。

编摇摇者
圆园园员年员园月



出 版 说 明

随着中等专业学校电子类专业教学改革的不断深入，尽快组织出版一批适应中专学校教

学实际、体现职业技术教育特点的教材，已成为各中专校的迫切要求。有鉴于此，中国电子教

育学会中专教育专业委员会、全国中专电子类教材协会决定联合成立全国中专电子类教材工

作领导小组，组织出版一套中专电子类教材，以满足中专学校的教学需要。经过一段时间的准

备，领导小组会同全国二十余所电子类中等专业学校，成立了“计算机及应用”、“电子技术应

用”、“机电技术应用”猿个专业教材编委会，共同组织协调这套教材的编审出版工作。
领导小组和各编委会确立了“根据中专生的培养目标，贯彻中专教育适应社会经济发展

的需要，强化应用为教学重点的思想，反映现代职业教育思想、教育方法和教学手段以及综合

化、直接化、形象化等特点，突出工程实践能力培养”的编写原则，以“新、简、实”作为这套教材

的编写特色。所谓“新”，是根据电子技术日新月异、发展迅速的特点，在教材中尽可能反映当

前电子信息产业的新技术、新知识、新工艺，缩短教材编审出版周期；所谓“简”，是针对现行教

学内容与中专学生的文化基础不相适应，以及中专毕业生越来越直接面向生产第一线这一现

实，适当降低教学内容的深度和难度，简化理论知识的讲授；所谓“实”，就是突出教学内容的

实用性，强调对学生实践能力和技术应用能力的培养。

各编委会的编审程序大致是，针对中专计算机及其应用、电子技术应用、机电技术应用

（机电一体化）的教学现状和现行教材存在的问题，尤其是针对目前中专教学改革的新情况，

拟定各专业方向的课程设置计划和教材选题计划。在充分酝酿、广泛征集的基础上，由编委会

确定每个选题的编写大纲和编审人员。编委会通过责任编委联系制度对编写实行质量控制。

这套教材的编者，都是来自各中专学校教学第一线的经验丰富的教师，由于他们辛勤的工

作，编写的教材基本反映了近年来各中专学校教学与教材改革的成果。相信这套教材会受到

中等专业学校和其他中等职业学校电子类专业广大师生的欢迎。

特别应该感谢电子工业出版社高质量、高效率的工作，为这套教材的出版提供了极大的便

利，使之能及早与读者见面。

电子技术发展迅速，中专学校的教学内容也日新月异。我们衷心地希望广大师生对本套

教材提出意见和要求，以便再版时予以修正。

全国中专电子类教材工作领导小组摇摇
电子工业出版社



全国中专电子信息技术类教材工作领导小组成员名单

摇摇摇摇摇摇顾问摇摇摇摇赵家鹏摇摇电子工业出版社
摇摇摇摇摇摇组长摇摇摇摇李绍庭摇摇山东省电子工业学校

副组长 陈炳声 南京无线电工业学校
孟宪洲 山东省信息工程学校
穆天保 辽宁电子工业学校
卢小平 北京无线电工业学校
安志鹏 武汉无线电工业学校

成员 文宏武 电子工业出版社
吴家礼 天津无线电机械学校
曹建林 无锡无线电工业学校
陈建忠 福建省电子工业学校
周智文 上海电子技术学校
王献中 淮阴电子工业学校
武马群 北京市计算机工业学校
张福强 天津市仪表无线电工业学校
王祥生 珠海市工业学校
王焕顺 辽宁省本溪电子工业学校

秘书长 王协瑞 山东省电子工业学校
副秘书长 刘文杰 电子工业出版社

计算机及应用编委会成员名单
摇摇摇摇摇摇主任委员摇摇摇郑摇三摇摇山东省电子工业学校

副主任委员 武马群 北京市计算机工业学校
吴顺发 辽宁省电子计算机学校
肖鹏旭 山东省信息工程学校
周智文 上海电子技术学校

委员 张黎明 河南省电子工业学校
王书增 天津无线电机械学校
王德年 辽宁电子工业学校
孔旭影 北京市计算机工业学校
李摇玲 南京无线电工业学校
裴有柱 天津市仪表无线电工业学校
王摇敏 广州轻工业学校
陶摇洪 常州无线电工业学校
刘瑞新 河南开封黄河水利学校
李丛江 无锡无线电工业学校
丁摇勤 淮阴电子工业学校
黄甘洲 福建省电子工业学校
王摇泰 珠海市工业学校
孙心义 辽宁省电子计算机学校
陈丽敏 上海电子技术学校
梁摇军 山东省电子工业学校
朱连庆 山东省信息工程学校

秘书 王新新 山东省电子工业学校
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电子技术应用编委会成员名单

主任委员 王钧铭 南京无线电工业学校

副主任委员 张福强 天津市仪表无线电工业学校

李民生 淮阴电子工业学校

马摇彪 辽宁电子工业学校

梁德厚 北京无线电工业学校

委员 邓摇红 无锡无线电工业学校

崔金辉 辽宁省本溪电子工业学校

孙亚维 内蒙古电子学校

任德齐 重庆市电子工业学校

彭利标 天津无线电机械学校

杨元挺 福建省电子工业学校

李晓荃 河南省电子工业学校

魏立东 河北省电子工业学校

刘摇勇 山东省电子工业学校

吴立新 常州无线电工业学校

高摇健 珠海市工业学校

蔡继勇 北京市电子工业学校

章大钧 佛山市机电学校

秘书 陈摇松 南京无线电工业学校

机电技术应用编委会成员名单
主任委员 吴家礼 天津无线电机械学校

副主任委员 毛海兴 无锡无线电工业学校

黄诚驹 武汉无线电工业学校

张摇华 福建省电子工业学校

委员 梁摇栋 辽宁省本溪电子工业学校

王摇丽 黑龙江省电子工业学校

张摇铮 无锡无线电工业学校

董摇智 南昌无线电工业学校

甄占双 河北省电子工业学校

高摇燕 天津无线电机械学校

徐耀生 淮阴电子工业学校

韩满林 南京无线电工业学校

刘靖岩 辽宁电子工业学校

张呈祥 北京无线电工业学校

何彦廷 贵州无线电工业学校

李新平 山东省电子工业学校

黄礼东 贵州省电子工业学校

秘书 郝秀凯 天津无线电机械学校



参加全国中专电子类教材编审工作的学校

摇摇山东省电子工业学校摇摇摇摇摇摇摇山东省信息工程学校
摇摇山东省机械工业学校 山东省邮电学校

摇摇山东省广播电视学校 济南信息学校

摇摇辽宁电子工业学校 辽宁省电子计算机学校

摇摇辽宁省本溪电子工业学校 武汉无线电工业学校

摇摇武汉市电子工业学校 天津无线电机械学校

摇摇天津市仪表无线电工业学校 上海电子技术学校

摇摇上海化学工业学校 江苏省淮阴电子工业学校

摇摇无锡无线电工业学校 常州无线电工业学校

摇摇山西省电子工业学校 南京无线电工业学校

摇摇大连电子学校 河北省电子工业学校

摇摇福建省电子工业学校 北京无线电工业学校

摇摇北京市计算机工业学校 北京市电子工业学校

摇摇河南开封黄河水利学校 河南省电子工业学校

摇摇贵州省电子工业学校 珠海市工业学校

摇摇内蒙古电子学校 南昌无线电工业学校

摇摇安徽省电子工业学校 黑龙江省电子工业学校

摇摇重庆市电子工业学校 佛山市机电学校
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1.6  退出Word 2000 ······························································································································（10） 

习题一······················································································································································（12） 
第 2章  文本的输入与编辑 ····················································································································（13） 

2.1  文本的输入 ·····································································································································（13） 

2.1.1  汉字、字母及标点符号的输入 ·························································································（13） 

2.1.2  插入符号 ····························································································································（14） 

2.1.3  显示/隐藏编辑标记 ···········································································································（16） 

2.2  文件操作·········································································································································（17） 

2.2.1  保存文档 ····························································································································（17） 

2.2.2  关闭文档 ····························································································································（18） 

2.2.3  新建文档 ····························································································································（18） 

2.2.4  打开文档 ····························································································································（18） 

2.3  文档的编辑 ·····································································································································（20） 

2.3.1  选定操作 ····························································································································（20） 

2.3.2  文本的删除 ························································································································（22） 

2.3.3  文本的插入 ························································································································（22） 

2.3.4  复制和移动文本·················································································································（23） 

2.3.5  查找与替换 ························································································································（25） 

2.3.6  撤消和重复操作·················································································································（29） 

2.4  项目符号与编号 ·····························································································································（31） 
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2.4.1  自动创建项目符号与编号列表 ·························································································（31） 

2.4.2  添加项目符号 ····················································································································（32） 

2.4.3  添加编号 ····························································································································（33） 

2.5  拼写和语法检查 ·····························································································································（36） 

2.6  字数统计·········································································································································（38） 

2.6.1  利用【字数统计】命令·····································································································（38） 

2.6.2  利用域功能 ························································································································（39） 

习题二······················································································································································（39） 
第 3章  版面格式设计 ·····························································································································（41） 

3.1  字符格式设置 ·································································································································（41） 

3.1.1  字体 ····································································································································（41） 

3.1.2  字号 ····································································································································（42） 

3.1.3  字形的修饰 ························································································································（43） 

3.1.4  使用【字体】对话框修饰字符 ·························································································（44） 

3.2  段落格式设置 ·································································································································（47） 

3.2.1  段落对齐方式 ····················································································································（47） 

3.2.2  段落缩进 ····························································································································（48） 

3.2.3  行间距与段落间距·············································································································（50） 

3.3  设置分栏格式 ·································································································································（51） 

3.3.1  使用【分栏】命令设置分栏·····························································································（51） 

3.3.2  插入分栏符 ························································································································（52） 

3.4  设置边框和底纹 ·····························································································································（53） 

3.4.1  为段落添加边框·················································································································（53） 

3.4.2  为段落添加底纹·················································································································（54） 

3.5  批注、脚注和尾注 ·························································································································（55） 

3.5.1  给文档添加批注·················································································································（55） 

3.5.2  脚注和尾注 ························································································································（57） 

3.6  页眉和页脚 ·····································································································································（58） 

3.6.1  创建页眉和页脚·················································································································（59） 

3.6.2  修饰页眉和页脚·················································································································（60） 

3.6.3  设置首页和奇偶页不同的页眉和页脚 ·············································································（61） 

3.7  页码设置·········································································································································（61） 

3.8  首字下沉·········································································································································（63） 

3.8.1  设置首字下沉 ····················································································································（63） 

3.8.2  取消首字下沉 ····················································································································（63） 

习题三······················································································································································（63） 
第 4章  图文混排 ······································································································································（65） 

4.1  绘制图形·········································································································································（65） 

4.1.1  打开【绘图】工具栏·········································································································（65） 

4.1.2  绘制基本图形 ····················································································································（66） 

4.1.3  绘制自选图形 ····················································································································（67） 
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4.1.4  编辑图形 ····························································································································（67） 

4.2  插入艺术字 ·····································································································································（71） 

4.2.1  创建艺术字 ························································································································（71） 

4.2.2  编辑艺术字 ························································································································（73） 

4.3  插入图片·········································································································································（76） 

4.3.1  插入剪贴画 ························································································································（76） 

4.3.2  插入图片文件 ····················································································································（76） 

4.3.3  编辑图片 ····························································································································（78） 

4.4  图形对象的层叠与组合 ·················································································································（82） 

4.4.1  层叠图形对象 ····················································································································（82） 

4.4.2  组合图形对象 ····················································································································（83） 

4.5  文本框·············································································································································（84） 

4.5.1  插入文本框 ························································································································（84） 

4.5.2  文本框的基本操作·············································································································（85） 

4.5.3  文本框和图文框的区别·····································································································（87） 

习题四······················································································································································（88） 
第 5章  表格操作 ······································································································································（89） 

5.1  表格的创建 ·····································································································································（89） 

5.1.1  创建简单表格 ····················································································································（89） 

5.1.2  绘制表格 ····························································································································（91） 

5.1.3  表格文本的输入与编辑·····································································································（93） 

5.2  表格的修改 ·····································································································································（96） 

5.2.1  插入行或列 ························································································································（96） 

5.2.2  删除行或列 ························································································································（98） 

5.2.3  移动行或列 ························································································································（99） 

5.2.4  合并与拆分单元格···········································································································（100） 

5.2.5  拆分表格 ··························································································································（101） 

5.3  表格的设置 ···································································································································（101） 

5.3.1  表格行高的设置···············································································································（102） 

5.3.2  表格列宽的设置···············································································································（103） 

5.3.3  表格位置的设置···············································································································（104） 

5.4  表格自动套用格式 ·······················································································································（106） 

5.4.1  已创建表格的自动套用格式···························································································（106） 

5.4.2  新建表格时自动套用格式·······························································································（107） 

5.5  边框和底纹 ···································································································································（108） 

5.5.1  边框处理 ··························································································································（108） 

5.5.2  底纹的设置 ······················································································································（109） 

5.6  计算与排序 ···································································································································（110） 

5.6.1  表格的计算 ······················································································································（110） 
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第 1章  Word 2000概述 

本章是学习Word 2000中文版的基础。通过本章的学习，将学会： 

� 进入Word 2000； 

�  Word 2000屏幕的组成； 

�  Word 2000中的快捷菜单； 

� 显示/隐藏工具栏； 

�  Word 2000的视图方式； 

� 退出Word 2000。 

文字处理软件是办公自动化必不可少的组成部分，它能够让用户建立、处理并打印以文

字信息为主，并兼容图形与表格的各种文档。 

Microsoft Word是办公自动化套装应用软件Microsoft Office中使用最多的组件，也是目

前市场上最为流行的文字处理和文档编排软件系统。它充分利用了Windows环境的优点以及

全新的自动排版概念，并采用“所见即所得”（What You See is What You Get）的设计方式，

不仅能够处理文字信息，而且能够方便地处理图形与表格，满足各种文档编排打印的需要，

使文字处理系统的功能达到了一个新的境界。 

1.1  进入Word 2000 

要想使用Word 2000制作文档，首先要安装 Office 2000，然后还得进入Word 2000才能

开始文档的编辑制作工作。要进入Word 2000，其操作步骤如下： 

（1）在Windows环境下，用鼠标单击屏幕左下角的【开始】按钮，此时弹出【开始】菜

单。 

（2）在【开始】菜单中选择【程序】命令，此时在【程序】命令右侧将出现另一个菜单，

我们称这种形式出现的菜单叫子菜单。 

（3）单击【程序】子菜单中的【Microsoft Word】命令，如图 1-1所示。 

执行上述操作后，首先会显示Word 2000中文版的版权信息，然后就进入了Word 2000

中文版，如图 1-2所示。 

另外，为了简便用户的操作，也可以在Windows的桌面上创建Word 2000的快捷方式。

其操作步骤如下： 

（1）按照前面所讲述的方法将鼠标指针指向【开始】菜单中的【Microsoft Word】命令。 

（2）用鼠标右键单击【Microsoft Word】，弹出一个快捷菜单。 

（3）在快捷菜单中选择【发送到】，此时会弹出一个子菜单。 

（4）在弹出的子菜单中单击【桌面快捷方式】命令，如图 1-3所示。 
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图 1-1  进入Word 2000 

 

图 1-2  进入Word 2000后的屏幕 

 

图 1-3  创建桌面快捷方式 
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这样，就创建了Word 2000的桌面快捷方式，今后要进入Word 2000只需用鼠标左键双

击桌面上的快捷方式图标��即可。 

1.2  Word 2000的屏幕组成 

我们先来简单熟悉一下Word 2000的屏幕环境，如图 1-4所示。 

 

图 1-4  Word 2000的屏幕组成 

Word 2000的窗口可以分为：标题栏、菜单栏、工具栏、文档窗口、状态栏五个部分。

下面分别来认识它们。 

1.2.1  标题栏 

Word 2000窗口的组成和其他Windows应用程序基本相同，窗口最上方是Word 2000 窗

口的【标题栏】。如图 1-5所示，【标题栏】由以下部分组成： 

 

图 1-5  Word 2000【标题栏】及其组成 

（1）【控制菜单】�按钮。位于【标题栏】的最左边，
单击这个按钮，就会打开如图 1-6所示的Word 2000窗口控

制菜单。 

窗口控制菜单中的命令都是用来对窗口进行操作的，

如：移动窗口、改变窗口大小、使窗口最大化、最小化等，

每个Windows应用程序窗口都有这样一个菜单。 

（2）Word 2000文件名。此处的名称总是当前正在使用

的文档的名称，打开另一个文档时，名称就会改变。 

 

图 1-6  Word 2000窗口控制菜单 
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（3）窗口名称“Microsoft Word”。每一个Windows窗口都有一个名字，不同的窗口，名

字也不相同。Word 2000窗口的名称紧跟在文件名后面。 

（4）最小化、还原、关闭按钮。这三个按钮位于【标题栏】的右边。 

单击【最小化】�按钮，会使窗口缩小成为Windows【任务栏】上的一个按钮。 

单击【还原】�按钮，会使窗口还原为初始大小。此时，【还原】�按钮会变成【最大
化】�按钮，单击这个按钮会使窗口放大到整个屏幕。 

单击【关闭】�按钮，会关闭窗口。 

大部分Windows窗口都有这三个按钮，作用也完全相同。 

1.2.2  菜单栏 

【标题栏】下面的一栏是【菜单栏】，如图 1-7所示。 

 

图 1-7  Word 2000【菜单栏】及其组成 

【菜单栏】上有 9个菜单项按钮：【文件】、【编辑】、【视图】、【插入】、【格式】、【工具】、

【表格】、【窗口】和【帮助】。每个菜单项都包含一个下拉式菜单，单击某个菜单项按钮，它

的下拉式菜单就会打开，菜单中是一条条的命令，使用不同的命令可以完成不同的任务。Word 

2000就是通过使用这些菜单中的命令进行工作的。 

注意：如果误选了一个下拉菜单，可以用鼠标单击菜单之外的任意位置或直接按【Esc】

键即可取消对菜单的选择。 

1.2.3  工具栏 

【菜单栏】的下面是Word 2000窗口的工具栏。Word 2000将一些常用的菜单命令和功能

用图标代替，并且将功能相近的图标集中到一起，形成工具栏。这些图标就成为执行相应命

令的快捷方式，叫做“工具按钮”。Word 2000采用“浮动式”按钮，当鼠标指针指向工具栏

中的按钮时，该按钮就会自动“浮起”，并且在鼠标指针下方出现一个小方框，显示出该按钮

的名称。所有工具栏内的按钮功能都可以通过菜单栏中的相应命令实现。 

通常情况下，在屏幕上只显示【常用】工具栏和【格式】工具栏，它们是使用Word 2000

处理文档时使用得最多的工具栏。下面，介绍这两个工具栏。 

1．【常用】工具栏 

【常用】工具栏包含了一些常用的Word 2000命令按钮，如图 1-8所示。只要单击工具栏

上的按钮，就可以立即执行相应的命令功能。共有 23个按钮，其含义分别列于表 1-1中。 

 

图 1-8  【常用】工具栏 

2．【格式】工具栏 

【格式】工具栏包含有用来快速调整文本外观格式（排版）的一些命令按钮，如图 1-9

所示。只要单击按钮即可快速对选定的字符或段落进行格式编排（诸如改变字体、字号、对

齐方式等）。工具栏共有 18个按钮，其含义分别列于表 1-2中。 
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表 1-1  【常用】工具栏中各按钮的名称及功能 

按 钮 名 称 功  能  含  义 

新建空白文档� 根据默认设置创建新文档 

打开  打开或查找已存在的文档 

保存  以当前的文件名、文件位置保存活动文档 

电子邮件  可将文档内容作为电子邮件的正文发送 

打印  用当前打印设置打印活动文档 

打印预览  进入打印预览模式显示打印的效果 

中文简繁转换  将简体中文转换为繁体中文，或进行相反的转换。单击按钮旁的箭头，可选

择所需的转换方向 

拼写和语法  检查活动文档中的英文拼写 

剪切  将选定的内容剪切下来并存放到剪贴板中 

复制  将选定的内容复制到剪贴板中 

粘贴  在插入点位置插入剪贴板中的内容 

格式刷  将选定格式复制至指定的区域 

撤消  取消上一次操作 

恢复  恢复已用撤消命令撤消的操作 

插入超级链接  插入或编辑指定的超级链接 

表格和边框  显示或隐藏表格和边框工具栏 

插入表格  在插入点位置插入表格 

插入 Microsoft Excel 工作表 

 在插入点位置插入 Excel工作表 

更改文字方向  改变文本、文本框、单元格、图文框中文字排列方向 

绘图  显示或隐藏绘图工具栏 

显示/隐藏编辑标记  显示或隐藏所有的非打印字符 

显示比例  改变文档视图的显示比例 

Microsoft Word帮助  提供帮助主题和提示，以便协助用户完成任务 

 

图 1-9  【格式】工具栏 

表 1-2  【格式】工具栏中各按钮的名称及功能 

按 钮 名 称 功  能  含  义 

样式� 用样式钮快速为选定文本设置格式 

字体� 改变选定文字的字体 

字号� 改变选定文字的字号 

加粗� 把选定文字加粗 
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续表 

按 钮 名 称 功  能  含  义 

倾斜� 把选定文字倾斜 

下划线� 给选定文字添加下划线 

字符边框� 给选定文字添加边框 

字符底纹� 给选定文字添加底纹 

字符缩放� 设置扁字体或长字体 

两端对齐� 使选定的文字按照左右缩排对齐 

居中� 使选定的内容居于文档中间 

右对齐� 使选定的内容按右缩排对齐 

分散对齐� 使选定的内容均匀分布对齐 

编号� 创建编号列表 

项目符号� 创建项目符号列表 

减少缩进量� 使选定的段落缩进到前一个制表位 

增加缩进量� 使选定的段落缩进到下一个制表位 

字体颜色� 给选定的文字设置不同的颜色 

 

1.2.4  文档窗口 

Word 2000 窗口中最大的一块空白区域是“文档窗口”，如图 1-10 所示。文档窗口由以

下几个部分组成： 

 

图 1-10  Word 2000文档窗口的组成 

（1）标尺。标尺位于文档窗口的上边和左边部分，上边的叫做“水平标尺”，左边的叫

做“垂直标尺”。利用水平标尺可以进行段落缩进和页面左右边距调整、改变表格的宽度；利

用垂直标尺可调整页面的上下边距和表格的高度。 

（2）滚动条。滚动条位于文档窗口的右边和下边部分，右边的叫做“垂直滚动条”，下

边的叫做“水平滚动条”。单击它可以使文档窗口产生滚动，以显示窗口外被挡住的文档内容。

水平标尺 

插入光标 

垂直标尺 

视图方式切换按钮 

垂直滚动块 

文本编辑区 垂直滚动条 

滚动按钮 

浏览按钮

选择浏览对象按钮 水平滚动块 水平滚动条 
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