’(7 R B E AR SRR

VS LN FH A

F g b W B x| P
glERm ALHE BRET

AL EEEL R Y




nERE

RYMBE—ALE. KRG, LHMTEI AT
B, REMILH 6 MUH, EENAEEIETHEPLIERM
P Windows R48. il Word 2016 il /£ 3CAY . f#i
Excel 2016 HilfFHLF24% . {#H PowerPoint 2016 il /1875 3C
T JRIER A Internet B ol 027 S X BB PN 25, 224 0] DL
TR AN S AEHE, 2248 Windows #1E R G2
Office IPANTRAF I IEAARAE LT P 45 SRl AR 9 4 22 42

s
RPN

EHER%E ( CIP ) 4B
LN FHEERL 7 Pk, EWHh, XIHEF4.
deat. hEZTLH A BRA R, 2025, 1. ——( “+
UL W30 o AR T AR O 2k ) . — ISBN
078-7-5229-2328-4( 2025.2 FE[ )
I .TP3
Hp ] [ AR AN CIP AR 25 2024XTF6411 5

TULSH: WUCH PSS SRR & R STERENHD: kA

P E AT kLA PR S R R AT

Mk JEETHIBH X A IS4 A407 S4E IBBZRGS . 100124
BIEHE  010—67004422  f£E. 010—87155801
http://www.c—textilep.com

v FE 27 2O R KA AN

‘BT i http://weibo.com/2119887771

SN S AT RRA FIEIR 25 Mo B e 13 % 24

2025 4F 2 HES 1 RS 2 WEPR

JFAS: 787 x 1092 1/16  Ejigk. 24.5

FHL 485 TF & 85.00 7T (&Willt)

JUAAS, o, B0, JBBC, AR E A PO PR




Bl |
PREFACE ==

SER) A RIREWIER L, B REZ R 2RI HiFRtE AN EBRETRAL
NHEFSR LT R, 7§ AMRAET 8 X—E2e N ERAHE THH
K SERITT IR

REMR—A2m . REE . SHBTENN A TTEM o @l I AR H M, ]
PAT f i ML SEAME SRR, 248 Windows #1E R M Office IMA SR I FEAIRAE
DA P 268 FERE R R 28 22 2R TR, ASEobt il T B 3R AR B TR LS B BE T
Qe AR GRS ERAE, 51 o2 AR e MRS TS P A 3 A T AR
e, I S AL L IR A D TR a5 WURS L, ABbER I SORSRT,
JEREEWT | o, FNREREES 5SS &, W B SIS A
FRE, B AR RS LEERE AR, B e iR S PRIl Y e

AREANEFEFR RGN . HERTERSCME, BAA VR REAA

(1) WBUES B ek A . ARERRT 55 1R — R — 55 52t /Y
SRS IT NS, EE LA T By 350 5 gh A

(2 )55 BB U2 A B A i o i, B T IFETR . fag b, HEalig 3, ik
GRS Office TRAFRI

(3) AEBEE 8% SR T it — BT ARG NHRE ST, AEM A
T HAER BT T3 H SR H 5%

AR B R . B XIeE, AR RS A ML R R
Forb, dpuli, ESES . XFEEAL B4, ATTARS TAERERA LS ASE,
SAHARR B4, ST . B PR 45 N S BAT Z AR LN AR AR AR
—&HE R, HrERER.

ARHA TG L RSB T B BN KT 3, fEl—IF R @l T
G AR, AN RZAAEITHES, AT RINAE 23R E 5L

G5
2024 4 10 H

(BN REM ) BEeERM







\/ SRR /1

FESS 1.1 WL R R LTI «-vvoeevvvereenseemeeseeeeeeceseeeceseesesie s 2
FES5 1.2 UFEIHUTIZRBELLK - vvvvovveeeereemesremesememseeeies e 11
IT%5 1.3 VN BB G SRR o orvvvveoeeeerensenmeeseeeeseseeeseesseseesesee e 19
KBS 14 BRPEITEFTEIAL oot 23
155 1.5 VBRI BE R LI e 25

InB 2

{£F Windows &% /31
155 2.1 Windows 10 [ I FER - oeereee 32
155 2.2 Windows 10 BYFEANERE oo 39
FES5 23 GG PISLARISCAIIE coovvvvoeeeeeeeeieecee s 46
155 2.4 RGBSR oo 55
1155 2.5 Windows 10 [EABINRE oo 69
1155 2.6 Windows 11 IEREZREGE - vveeerererseeese 77

I8 3

— {&F Word 2016 $I{F3Z1s /83

155 3.0 BIHEE Word SERG oo 84
155 3.2 B Word STRGPZE v oeererereeeeen s 89
FES5 33 ZHE WO STRY: - evvveeemeeseeeeiseceiieseieceii e 9%
155 3.4 AL Word SERY v 100
TT55 3.5 FTEI Word SERY - ooerereeeeresmeenese i 104
155 3.6 HITEAN NTGITIFE - oeeeereee e 105
1155 3.7 Word HIIIFEASIE ] - oveeeeees 111
1155 3.8 Gt —— BRI TY oo 116
1155 3.9 IS A — B A T FINEE oo 124




|

AR 54 5 A A /. ;

0“‘ InB 4

{3 Excel 2016 HI{EBFFEFE /135

5% 4.1
5% 4.2
1155 4.3
155 4.4
1555 4.5
1£5%% 4.6
1155 4.7

Excel 2016 IR oo 136
TR RS oo 141
T GIFE oo 149
T B BB e 154
P BB e 161
A B FERHUBB RIS v evvveeeeeeeeremeeeeee e 169
B 7 LRSS B [t (AR 174

<= (& PowerPoint 2016 HIEERXIS /189

1155 5.1
1155 5.2
1155 5.3
1155 5.4
1% 5.5

§“ InB 6

PowerPoint 2016 {5 LR oo 190
BRI TAE SIS L SRZIKT oo 194
HERA TR S AR LT Jr e, 198
S A e AR BT 212
T TR THRE S - vevereeeeeseeeee e 216

[B1kMI%D Internet A /227

1155 6.1
155 6.2
155 6.3
155 6.4
1755 6.5

= BE R /266

B S HATER 1 JCERJIRIA e 228
PFUFTFHLAZA INEEITIEL -+ evereervereenmeiininiei i 244
PHL Internet I E IR oooeermeeee 247
WBCIRHLTAAE - evveveevereeeeeeeme e 253
PR B A v eveeee et 258




£ word 2016 HHEXIS




| I

AR 54 5 A A /.

o= ESE)

Office 2016 SZ {4k 28] e th 89 — K~ 2R 093+ FAMANEEEMH, EE
6,45 LF AR Word 2016, & F R A& HAE A Excel 2016 VAR IE = XA
HVE 2 M PowerPoint 2016 %, £ AR B ¥, &A1 3 Word 2016 #9148 7 %,
AR E T AR B EEF T X LAY, o g HAZ. L. WA, ERMF
HANBZEHRXNBFALE, HEABFHIIGEE,

Er%m o =
? &= F3J 51:75

L 2

F I Word 2016 A% 89 K A IRAE

O ERBEEIMFHABX . BBEEX, AREEDIEFRSE RN,

& FIRE AT @ AT 6P AL G 3R AE

O E IR AL TAS A 2 Ao G B R ARG HRAE

& FRESCRMEGERE, WEIETHEAFSERY. B, XAEFER

FFo
O 48 Word 2016 B MRS, Wk BB A M, (AR, 242, i
L X

1% 31 @18 Word by /

E ==y 4

3.1.1 HEXZMR /

3.1.1.1 BB word 2016

(1)3aWord 2016,
Ja 3l Word 2016 AR Z, N/ AL LR s 7k
gy CHFIR” PR, PR “FEA R — “Microsoft Office Word 20167 .
WA EL A A Word 2016 (HREE E froll 7] Xt B a8 sh T o
FEGERAE R TS HEA Word SCRY, 7T 3l Word 2016 27 4T H 2308
(2 );BHE Word 2016,
iR Word 2016 [# H AT .
B RV LA SO SRR, fERIT R A B A N O (G

— \%4

| |




I

.\ 5iE 3 A Word 2016 #ifecr

R T 240 30k, @SS 1 R EGE H Word 2016 B, K55G BIr A 11 # 3C
F4IFE H Word 20165 IS 2 Ao i A, R FOCHT S/ SR s 1, Hoft SR 4K
IRAE T IEH TARIRES

3.1.1.2 & Word 2016 T {50

Ja 8 Word 2016 J5, B/REIRMTEATAZ TR TAER T, WK 3-1 P, Hpads
PO T EAS | bRRARs | IHREX . S X IR SRS o C R .

HesE v T AR ARFHRR e

iz i R L ——
S e E el
ek — RN
: 5K I
B R—
SRR I G , FIEE
KPS
3-1 Word 2016 B IT{EFRmE
s RIRGE TR T HCE AR E i TR BOMERT, i THAE

TR B RS SRR CER @S

W REL, APLTAA T ikipE T A2, okt kit B2ameg
“Hr ik T A" = Adeall, BRI ARG P RS M
rd (ZMiR SRty ard, REELAEBFTFS) .

sl AREAS . AREUR T i By, Hh ORI g AR 0 SR 44 . FRIT A R —
ST Pl . P B AR RS A Y 3 ST B A e, R R T 1
M B FEEER R . G .

o)

AEDK AP A RE I -RARAE DI BN R BT, TR /R AR B TR fE g — kiR,

85—

|



|

AR 54 5 A A /.

THNBOP R EAAF R T, s 3-2 froR . FLel it M AA—A “XHGHERS shes”
A=, A ATITIP ARG . in, el R AR AR CRHERERS iR
G, ATHTIT TR RRAE

I A%
AE FM M mE WE  ah () Sereees
e (PRED <59 | A A (Aa- A b E | S-S . EEE - s . omm -~ |
E: e |
1 I Y. A-WMO|===[EE- | S = = hﬂﬂl ;”g_
(e £ % [ a5 ]
IheeA

3-2 IHAEKX

Yo R AR AT R 1B, TH RARIR AN 2k LIS R R 2], TR
FRAL LA

B L @B R FI, AR RAFLAESTHATHRIL, deikdFmA N oo B
EA TR AT 2HEB LA AT #AF

PRI 23 KRR RO BAR IR, 22T SCR N A e 4Rk b A7 B RTseE
Beikdnntae . g XA B AR SRR, R BT

IR KRR TR S A X, 2 IXCBOE P BT SOR R . S R HERAY
Do FEG AR IXZE LA — D AMENIREOEIR, BT E O AT i L8 7E 2 X
FREA DT, e A AR sh— M E .

RePS: NI RS RUK RSN & . OB A BESE 2 /R 7% H P,
A A SOR AR X T 7 KR B A% sl N e EVR Sh AR AL R N A

IRSA=: 2T Word SCHI BT HURRHR, HAEMN R T 2437 SO AARS ARG LE &,
A 7R R B DI e L AL P s L B B TR

3.1.2 {E555EhE /

3.1.2.1 B sey

FUUE 3 Word 2016 I, EHDZs [ ShAIEE— 28 (S0, FRLL SR 17 g, et
B AT LE 2SR R A SCAS . IR T BB LA SRS, AT ERT LA 4 B

CEP b or RIRARS, FEFTITRYBEIR s e B RS B T

TEA T B PR SRR A SCRZE, 0 AR ISRy, Mk 2 PIseRy”,
&l 3-3 Fis, AT AR —as 30k




I

.\ HiE 3 4 Word 2016 ey (I

ERETEE 2|

—R %
S
S - IBARRIE D
B
BETE (ZA) =xenh HEEHR WAETERIE

B 3-3 FrEy

$z [ CorleN VA ARE, o PR d— 28 11 S30RY

BEAh, Word 2016 HHE T 4 RSB SCRIREAT , T A TR LA G A5 A AR A% =X
FPERIG SORY . B0 AR AR SCRY, AT 7E R 3-3 I/ O J ] rh e i — PR 0, 4K
JETEFTIT BOBER 311 v B PRAR BE G PR I BSEAR , e ity B 241

3.1.2.2 PR1ESCHY

TEF A SCRY sl A8 e SCRY T, BT B SRS HEAT AP, 75 00 SRS FUR AR 7E T3
BLNAEHR, — BB, ORI BB IS B T o (RA7 SCRY R HRAE 4 B
.

PRI T AL A S, SR AN AHEAE

X HE 22 ) BT S FH A A7 SORY ) R A SR Sl R SC e, 5 2
B — SO AT SRS, TR SO R, DAL, SRJF B TS e
Hebll, BB ARSI 4 BRI A LA TIT

CEP 1 i GBHE PR A SO 4

S D) il A L WUATTE SO BEIR R A BRI, B [ CulsS ]
HAHEGATSCRY . RSB SCRYT , SRR (A7 SCRY A ST B, 58 AT SO, R
SYPEI “TAEN XHFHE.

MFTFHA SR BEFFIS TN, 7 SR SOy, ATt SO — < AR 3,
FITE A7 07 XIEHE, A5 SCRY AR R 0 44 BRE AT B AR AT, BORE B et ks R ATE 53 77
JEHSCRY R, JESCREA (EAT

3.1.2.3 ey
Word 2016 ] LLRIHT FF A SRS HEAT 5 75 Bk, SR P B AN SORY I, AT
WA . MU, TTHE “SCPET MR o b BRI, sk H SRR R G O AT A

87 )———

|




|

AR 54 5 A A /.

“KH” HAHE.

SR SO EGR ) Word B PPN, 7 SO B MU MR TRAT, R GUR LT SR XA AE,
PR P ORATSCHS, ANTET 34 R Hly “ORAF” FRHL, R BRATSCRY; Bl “ARATT
FRH, FRARAE IR s By “HOHT 4R, s BUH M SR RO ERAE IR 0] A SORY
TR

[ Microsoft Word >
1 SEEHEENEFS "mE= #AWord
H 201 6(20240729)" A7
MEEETFET, SRl S,
[ EREREE

[ wmo JECui

3-4 XA

3.1.2.4 130K

QUSRS TIF A SCRHET A A ot T HAT LA PR TR

My SCPET BRI AR, FEFTIRIY CSCHET IR R CFTOE AT,
HY “HTTF XHEHE, Wl 3-5 FR

TEXT A 2 DM PR T v R LA SRS F) R R B e Sk e

TEXHEAE A ] A 31 Fe SR ST TP SO, SRS iy “$TT77 e

@ 7 x
« > v 4 > BEEEE > U () > HENER1100 > ~ C EENES®00 s 0
|nv  EEHEE =- o0 e

s =t - tEEE = F
1 2023/11/9 19:58 S }
> @ WPSER @) pptEi R ER 2015/3/24 8:43 Microsoft Word

v e ) ek 2023/11/9 19:49 Microsoft Word

5 05 (C) ) mRm 2016/7/8 17:25 Microsoft Word 781 kB

5 = FCE (D)

- )

> = FIEE (F)

> - AEER @)

> e REER (H)

RN | A Word 3o -
IEn ~ #1700 |v] B

L]
22-23(2)FRIEFHEB 2023/5/16 1%:18
W e 202477729 1056

& 3-5 FIFRY
WA [ Crl+O VA AHEFTIF “FTHF7 XPUEHE . AR ZFT I faln F T IR ad i SCRy, ml7e
CSCMET BRI R R G T SO I, AEFT I A S i R R B SCRS 44 FR, A
&l 3-6 7

—————\88

|




I

.\ 5iE 3 A Word 2016 #ifecry -

@ =R R STk
0 =% BexEs
@ OneDrive —
e v EEfEwy, AELEER. RREFEEIE LA, BhErEIER.
[ =emm Sx
b B F#EFHlInternet iR
!jg{j EIE F: - bR - Hoit 2024/8/28 16:21
s TREM {EAExce|201 65 EER FHAE .
Els @ Fo» PRI » $0 SIADES
@ TE= {#AWord 2016HIfESHS D
F: = SHEYIERIE » 861
HHEYULRERY (S8) 45 Excel ]
@ F: - SHERHLERISEH ~ SRR 2024/8/28 15:41
IREH {ZFAPowerPoint 20168 IHEETSGE 248128
F: = (MR » #id
E— WindowsiEEESH
@ F - HELERIH » #0H 2024/8/28 15:21

3-6 FIASRIEFTFIRISES

\IE% 3.2 $i\ Word SCRi % /
S —

3.2.1 #XHR /

BINSCA : e —Fi A5, AT LITE Word SCRY P ASCAS 5 o T iscfy
) —LEREIRTT S, A AR Word 2016 FHRAST S INRESATHIA o TEHIASCASS 2 Hh el
BASEER)R, BT DB, SEER M BRSOAR o

PRASSIAN : i SORROBRVE LR ERE . S0 . B8, MBR . ARAEROOR S

MERRTC: Word 2016 $24E T LA IR MR, J7 6] iR AR SO

3.2.2 {E555LiE /

3.2.2.1 HASOURRWFHATS '_)_'
LAA B L T b SO B LT S WREA, s o@\'@
HIASCRE BLRSRAESBRATE T
) R SCR AL | wmes |
R ASCAS %S0 30t BRI e
ARAE 55 i A SCRBR NP 3-7 B




|

YA it s 4R A, / 3
EEEEHRF
HFEA +

F—%F HIOAEE. BREHEETEEMELR 30 S 4 Bt 601 55, HRAEFTR
BOMETRS AR BRE. &£ H HEE & H  Hik, fAFER
THe «

E_F -fzEH T, ZhsE—it_ HAfs pI- B E - VREE = TR
AEHEEER— ApEEft. «

E=F- AR ETI A EERISSEE, FRSHESIIP BT . EFR8
A B, THE. SeRERR AT . ¢

FEIEE- - FFAERFAFEEAERE, ZATEEE. B, iiEETEN, MEREETHMNE
IELEENOEONEE, SNRAFNLEFFHE. «

FRE- -BAPERIFSEENERE IS TS, ZhPEERE, BATERIAES.
BH (EFaEE): Himif=5 B}

al

3-7 AR

< B g °

NI  — e AT T

(1) 4 RAF A —AH0 %, & %4 Enter |42, B ERERE =LA
BEARIT Y, e R AR R AL B AR B AT RIS, TAEZEE &K
K47 B Fig 45t [ Shift +Enter )42 (1648 “5m £ ),

(2)mRBMNEA, Tl

(3) W RABMATRIL, TEEMANRSEST, JAE[ Shift 429 R ad e[ - ] 4
A Cul+U 44 T4 ARFm T RILGRE + SALERP T,

QISR A SO i A —SE R A RORRIRAT S, T Bk BRI hR E T
FHRASF S I E, W0 TR 807 T .

EIIRER A BEIRERA, VIHRENZEIR, U5 4 S 4l
() 557 HH, TERIFIIIZR T B B AT s SR A T A S, WA I
A5 BETH

B CFEE WHERE, 7E TR FRIPIFEHE DT, T T
R SR, ARG LR ERAR S, il A 4.

Bk BN L, CHIRHEHE.

@ B °
80m” WAL T VAN 80m2, HikF 2 5 Bl Btd T [ Cul +Shift+ “+7 1424
132 T A EARKCE, B3 T [ Col +Shift+ “+7 JBH EARZR .

3.2.2.2 Bgpths

i A2 ORI, R SOR S 8 DXIR A — 2R INRI 82k, FRORDEhR. Dlehs R E
PSR R A SR A RIS AT FIERSF N AR E . I, eSO i A ulidd

————\90

|




I

.\ HiE 3 4 Word 2016 ey (T

ASFNERT, R s 2T A

LR, AW EshEAR 17 AR RIS P AT AL, SRR A RIAT. dnl
WNARIK, Rl HishaE R Ac, sURshRARRTE, K 240 N A TR 1E SO
Hrr, SRR AL s i Bbs, Bt 2= ittat .

PR DRI 31,
&3-1 REBEERINEE
P73 1 &8 tREEGE 1 88

— FER— A FAF L T Ctrl+—> Ai#— i

— HF— A FAF BT Ctrl+— ZERe—AiA

1 b7 Cirl+ 1 B2 M BOE

! TE—17 Cirl+ | BETBRBE
Home B A0 A SR A T Ctrl+Home CESCET
End B 24 A ST T TR Cirl+End CEves):
PgUp E b5t Cirl+PgUp B2 11— BT
PgDn FE| T —Bt Ctrl+PgDn B AR O F—TT I

3.2.2.3 g, MBR S2C5 SOR

SERCSCR N S AT 0 T AR 0 SORY N A A . IR s . R ik
2i1E (R AT N ) SO P A A

FAESCR PR, TTROEARE BT RN AL, RIS AN AT,

EEMMBR SR TR AR TR B N, T SRR B, ARG
[ Delete VMG ERRAT M0 745 (52 [ BackSpace VT IMGOERRZEMIF45 ) o 10 S
BREGAZRER L, ATAELERE BRI IS5, PR TR A

TG OR, APROhRE B S B, ARG AR AR A
A4 [ Insert JHE, IURHZHHE N M5, FRIEA WG B, WK 3-8 Fis.
TECRMSOLT , BHEA B AR B B 1 745

BUR RB6R 3844 3 EEEE) |AE] THIE B -+ 100% |
E 3-8 EEL
FFCREEUE AR, AR AR P S ek U [ Insert ] .

3.2.2.4 EEUCCAS

XICABATE ] B sl M RN, — R 2 ik
BHRARISCA . T ISR LR T ik

.77,
o, %

e |
9N ———
]

:




|

A 547 5 A A /.

G 7 AL RSO . R P RSO B — Rl 7. Bobhr s T
B SORIFIRAL, F2E RS ZE AN, 30 bR 25 2808 RE SCAN I A S, BRI R,
PEPER SR (RSO R o BB, Al il SO AL R B

P DI REBR B SCAS o 2 R PR A SOAR DX IS LRI, et Pt 1 i 4%
SCAREA I3 AT, I AT LA B P ) SOAR X T S o Bl PR Zc B, AR5 e
[ Shift ] 5 A ) IF AR SCARZETRAL il BRbR 70

Rl PRSI AL SCAS . BEI—AE SO, 245 [ Corl JHEZEHCT —AESOA

P — 7 $AE [ Col 18, RO 4] AL U7 B Rl Bl

AL EA BEROCCAS o B RE RS IRA DU1 Z 31 5 3 SO B 23 5 2 ) A 25 X
0, F BT CE SR, BRARFR ERIAE N gl AR, U St B A B T 1 U
AT, Qs 3-9 FroR s TR AR IS, Al FELim 247 ; 00 ks
Ze, ATERE RS A I — Bk

ORISR . 17 [ Corle A VLG8, BdRAE [ Cul JBEAEREE R B0t RUbs

FEEEMI T
HHA (AT EFRERT ) ¢

F—F BZUAEE, BAGEEMEEMLER 39 S1% 4 B 601 58], EMAETRE
8o WRISFIRIE AR, BRE___ & A HEE & H_ Hit, #AH

3-9 FBIEEIEEIA

@ BR 7 °
(1)‘BFHHIA, £k PHE-AIRRK, RE#HE[Cul |42, RFI LK
Bié'(‘o

(2)ik ¥ —47, ¥RAFHAE@LTE, LERAFLME,

(3) i #E AR, #E[Al ]8R, REHRAERATEMIED,

(4)gB—AEE, RERTETARTEZEE ., LTAEREN =& RAFLM,

(5) B LA, FRAAHEARERTLE, =FR A4, R [CultA]a
SHE R Cul |42 A2 EF HAR

(6)ig#F—a3k, #( Cul |47, AR FAFENTRLG X 8 HEFL L,

(7) @B, P Eg 0997 W RAF.

3.2.2.5 #ah GO

B8 5 SR B I . o, xtm ey 35 (QE
SR, R WU A AR ARG A, TG o
SO . B SR SCAR B A Wi . — P BT BRI 3)
53— 0B ) R A

T B SRS s . BRI R RSB, MO R B — e, %

BalSEHxXAR
=

— \%¢

|




I

.\ HiE 3 4 Word 2016 ey (I

PP BB BIR SR, K BARTEEH RS L SOR 107, BEi SR RET 0 < 7 IR = AE
B2 SR, eR BUbRR A B BRI, HAEHMHE I — ALk, BRIIT X
AIPH AL ; AREERAE AR 2 S, RSB B R E, IRIRAIT AR, A
P SR BiZAL

o SRt sl S ) SO . A A S R AR [ Curl [, BUPRAR ST &7 JEOIR,
B al s BT e SO S R BGR AL S . Bin, FOehade 2= A CRUR AR 7 ): "’
A0, %[ Enter JHEHBA— D23 BE , SRIGHEHIZICR, #2245 [ Col JHERY [R) P A 1) 2
Bk, e ORI ARZE AN [ Curl ] 62

ol i 2 S SCAS o 12501 P K AR A2 1 300 2 s S 18 HAt i s 3 — o
ORISR E AR R SOAS, SR DRED CTRAR T BEIR b SR 4 A
B Ga, BEL[ Col+C J4Ia 5. ROUARBRI AR AiE, Sl “SyIEiR” 41y R
A, BFEE( ColeV J41a5E, BIaPRRESORE MBI E . ol il 2 i >R 95T
A BRI E IR, T RAF SR

B 2R s SOk, Rl “BTa” 40h Ry 57007 fefle (B [ Cul+X 14

B, KRR

© B 7 °
BARIRIAE, £AARTALE B AEWARCE, $EZ400, Aikh
89 9) R ¥ TR B RIA LR SAAR G REX, RN AAE B ALK,

3.2.2.6 UMY 5P

FIF Word 2016 4243t i 25 $¢ 5B DIl , AT LA SCRY o TR o 2 4 3 AR G Y 25,
ST LA A R A P A R P 2, TS SR s e T3 TR T

(1)EHAK,

AR SR I AR E R T

€GP OChRCEIEE TR, IS E SCRY R TT R

€GP i TR IR E g R AR A, FTIT S AR AR,
TEGIHS 17 TSR Ty A B SR P 2, 0 “FHA”, W0l 3-10 .

€ ot R LB (RS R A R E AN A, AL AR5 B AR R U
TR B H R SCAS BT (BRI

€D 7 NS ERHEE CT MR M », AT R EF R
REER ey LA R e e, TR B L R




|

AR 54 5 A A /.

EEESHNS (BASE , F:48 ) doo BEFER] - Word m

Q Efenmes

o oy mE (A
Dgé 7; PR \; n hd asBbecnd | Aasbcend AaBk v £
T B T JEX | oEER ORE1 o | mE
EittE & =ik ] BE I = ] ~
= A x
=
as | | EEEStEe

iR e
E1ER K5G8 b F—F  BZARL, BAftsmEemfiim 3 S 4 277 601 [FiE, HRAESRS
E HE 8% 80 WRIETHE AEM, BB & A HEx & H_ Hib, #HAH

—_ _ A=

== 8a&58_ . ZAEA ETE fEEsA T, AT A% oL, EATHEREERLE
H__ AAEE . E R fAEEREE— Arsit. ©
iR E =R — T AR, FF  AFEERAAETI R EEE TS, HRanHEsIi BT . FEM

_ _ fFk, B, . EESERROAE . ¢
e I FOENIPEEEAES, ZATEEE. R, EETAN, MIEETANE
4 AFES . ETREEE il il NS
[ A s IHREBROIEE, BT HREST .

FHE - HAREPIFERENERE RS MRS, JRPEREEATREE. ¢
=== fesl T, LAE—0 R (EFahi@dmE): e SRS oo AfiEl
d___ABBR 7w, EoREZE @

TR AR — B R,
e e e
ZASTHES . ZATSEERAR
BiEs
E1E, /1R 230640 [F ooidE BA Ed B - 1 + 100%

B 3-10 &HEEXA

oy U RS AR B OGP HRER, G

(2 ) B,

TEGHR ORI, A7 5 2O SR P 3 — N R G — B SO A N 2, e ] DL
Word ) “Bi " THREHEATHAE, DIUMPMESCOREE . i P R TR iy
SR B Bl bR, HAKEMELIRITE

o WP Sl TR ETUR b CgeiRT Hrbpg R SR, FTOT AR R X
IEHERY B EIR, ANl 3-11 ik
BHAISS 7 X
BHD BEE) EG

EHAEN):

BEIR: [EESEIES =
— :
BEM) == EEER SHERW ER B EliE

E 3-11 BSCOK
10 PRI AT S A RN, BT A B R
SELAE TP A BRI, B

— \¥4




I

.\ HiE 3 4 Word 2016 ey (I

My R e, BRI R BN A

BRisete, TEmI IR S T AT B SRR, FEAE AR HRATER X)
TEHE T R B HHL, GHIXHEHE.

PR B A R BINSCA, T AT A Bk oA kA .
b, By AR Heb, UM OSORY R A A AR SRR 2R

B IEAT i SR AR A (AN s R SO I X A3 S RN, KA
RS, AT, LRl B sk s 4 ), WIE AR XA
sy LT L, RIS EAESE TR

3.2.2.7 HAERIRGAIRE

FEGEE ORI HE G 23 R B R 4R, A/ IO IR | B sRe 2l T 3B SR Y 28
FIFH Word 2016 $RAOEAY “fch” A1 “PRIZ” BRAEDIRE, nT LATE BT s 20 TE AR DR IR
(1) BEEERE,
SRR, IR LM 5k
[ Cul+z -G8, S PO Ui T AR i 89 5 ST %A
AN 2 R
B WS R AR AL, TR RS, R RO
P, MNZARAE L SR 1 BT AT ST B
(2 )RS,
UNSRAEAT THEERIORUE BRAE, T AR IR DI ReR JUR A, Jridan i .
[ Col+Y |G, SUAREYS ) T AL Ay I $iE e AT — Ik
TSR TR PITIZ AT PR 2220 Wi A
FEPRE 5 ) THAS Ay A7 Sl e A e =M, TSR, M
PR EARE R, 2R L RIS B P SRR B A2

PALEPITT A BAME WA R AL 2K, B, BAEWRITT HAEBAME LIAT
T H AR, N AR RAE B kR A

3.2.2.8 fE AR PSR SOk

Word 2016 #2415 R R, 5 vt . RS E . Web iU AT
KNSRI . FTIFH— ), UIes] “QE” i, 78 PR 4l spad
— AR B AT Yl B A AR, AR 3-12 B




|

AR 54 5 A A /.

EEASIHYT (@ASE | FEE ) doo FFEEIEET - Word

3R A 0] b Q SEfeRms

EEl E Er Ex| | ez | CY | 5 B =EsFmsn o OO | /| 5
== —— = - @ g ; ] =T S < )
s TIEIE Web HEHIE = x| @ 100% = meE0 | & ]
HiE B - " 0 | BFEm i - =
e TEES o &0 %= [SharePoint|
FEEEHFH
dAEA “

¥ BZRAEE, RITHEEMERNELRE 35 15 4 57 601 FiE, EAERS
80 Wgﬁﬁﬁ%ﬁlﬁ&% mWpRE__# A _BEE & F_Hi, BAH
_ﬁ\' o =

TR MmER_ T, ZREAN___OREE 5T, ETURMEEEERR
&R — APt «

B=F FBEREAABTIRINEREESEE, AAHEHIEENLELTET. FER
Bk, B D& EREABZATIT. ©

HI0F  FAREPERERARER, ZHTEEE. . AEFTEN, MIERTHRNE
IBEBNROEE, SNERERERET I,

FOF  BATETLSEEREREIARTIRER, JhPEERRATERE. ©
B (EaE S oo BRI oo g

E1M. #1206 (B oXhE)  #EA BB B - 1 + 100%

3-12  HRIERE
st TREIANE : Word 2016 FRINAIRLIEIREE, oo g R SCR I B A ALIE R, e
AT, ORI A R RCR STEIRCR L od 2 —FE.
s FIEARTCARE : 12 L AT K B Word B2 140 11 (4 T B X RIDIR 2542 5520 T
%, FUBRSCRIESCIX AP BT A (R R, NI TP B SO

MRS SRS Y St B, 75 FH P R £ 75 A S P R SO

1% 35 itk word by /

E ==y 4

3.3.1 #AXHHR /

s PR TR URIE ORI TR, 75 TR TRIRMTFHREIRSE. T
(S SCRARR AT WL, B INSCR B T Bt , S MR L AT A, 8 2 0 SORS A9 4 E SOAR

————\%6

|




I

.\ $E 3 A Word 2016 ifcry

BB TR A Word 2016 11, FTEHT TP S5 “F06” LIRS 75"
R AER AR

BBt B RLA G o WAARIZION . BRI R R R
VIS IS B BRRIBE A TIBES. { Word 2016 1 TGS TG 2
B SRR IR AL B RHEAEL BB

3.3.2 {E555LiE /

L G HE B AT S C AN PR AL ONLAR” SO, 2 BOE SR AR
s ik o ARG I SCRRICR N 3-13 Fs .

B ARG a5
BAA (AT EHTH): v
ARBA ATEHTH): .

F—& FLUFHZ, PHARRETEAOLER 30 54 4
BL601 BH, EREFRG 0OmE S BMELFER, kg
F_ A AxE  F A Ak, MAM AH. .

F-_& HeHFH A, LHFE—HAN_ AAAE
A, BFIARBEZANAAEAET-AAALM. -

E=Z & AMBATAMNK, ¥, ., ZEFAHTHT LA
PHRETACH EFEEREE, A FEE SRy T .

Fai ABAHNALTFAE, LHEHE, $E, 2L E
B, TRAEBANEIRLEESS, TUNTHAKEE B ..

ZAL FHFEFLSREZVNERELAATHMAL, THF
HRMTFRERE, o

PHE(EFEF): o FEFTA B

LF (B, EF): o FHEFL - HE

313 (ESS5Aae

3.3.2.1 BE RS A

BB R SR R WA B
PR TSI, B TS, T A oA
R IR, T AIRH ISR REEE X pmemses
B RRIERE SO . PSR, USSR T =

TN b G BRSNS

D R R R L R e i S—
T, RS f e TR RS R, W, il i 4
B T S AR

S

:




|

AR 54 5 A A /.

2 B EEATRIESCOUR, il TR TR R AT A RO 3
AR =

€D it R XEHE, FE hSUTIR” R R R A P
TR TR FEHEF R “Times New Roman”; 78 “757 3| FHe Ak vt “pu s

€ 7 HEHE T T HE PR EACR, SRE s R 1R

S ER 70

J P 5T VA 300 FARBUR T Windows P& .69 F 4k, Windows10 ¥ A& & B T
— IR, L PRFFRARMK, BAR, BIKREF, BLFIRA Times New Roman (
ATES), Aral (F 8 TAF48 ) F. AL TIR, FERLE, BEAKSY
RFFRERZ E, IFRE, AP Tidid Internet THRARRXEFIR, KB
Be M A4 3 240 “Windows\Fonts” A & +

B Word 55 80 Rm o kA B —FL R h A, ke % — % Z 5%,
BAEAKR, LFAA; F—FL B AR, 4065, 10, 105 F, HARK, LF
AR,

3T — 2 A B BAR A R S, T SRR A S AT

KEHBF ., ALEIAE A FFRHARMK, FFTHLT, PORWFEF,

Word 2016 “JFhR” BEIi “F0R” 4l rp HoAl R A . BCE Ry, — e
FREF B R AT 5 (E AT A9 350 8 T P A I A — e, AASRER Y R s e b ik
PR EREI BN, SR AREIE R, F B AN R A AN = AR
MBS B 37 e B PR EE B

A A" XEHE Py SC77 BeE XKW ] B8 TR . RIS S RCR,
AR T RSP BRI AT 5 A “ROR” BB XIS E T AT RIMBREE . AR
ERRAIARAERCR, A e rp AN A S EHE R AT

BEAR, s TR IHAHEDIHE] g R, WA Al B AT AR T 1) LAY
)3 QST o s A D W & i[5 9 S 7 < S A VA= e V€

3.3.2.2 EBERE A

BEE ORGSO T SR B R S 07t . BEE AR . BEEIMBE LI RATINIE S, %
TEEABERR R, TR E TIZEE T SRR E 2Bk, T
e XL B R . W B R AL SRS SOR B RS S S TR T

€ P i E THEESAE B R INBE T, WERESOAR B, B T
B IR b B A ST S, R B [EE = = LS
(AP DR BV DT AT JEb . Ze3 . WISRIAMEON 5%, BRI st 5% .

€T P Nk TERIRESMY ZABE, il TFIR” IR R AU T AR
TEHER B e tm, $TIF “Bg” AEHE,

€EP g WEXKEEAHIIR. BN, 75 R TR b e

———\98

|




4

7,

I

.\ HiE 3 4 Word 2016 ey (I

IRGTEA I AAGIEE “2 7457, BVE T4t 745 o

16 TR 5K B A T A I, X MUK BRI S 0 47, ATHEIR
o CEREATHET, CBCEET M 125, W 3-14 FR.

BT,

R

F “WE” R,

SERBICR AN 3-13 Fi7s .

x

FHEIEED BOASTE  FUETIH

£
HFARG): FEHF v
FARBUQ): 1R v
f=d

=B 0FHF 2
MR [E=s

O SofrEmEM)

WA R, ]

VL Bk AR, W
A B A R
FLHEAT IR

e

B EREW:
B MEEE

B BTN TS, NSIRESEEmED)

58
gEE:  0F

BEO: 156 =

BEER:

125 |2

ATER(N):
Ea= ] &

O FErERES R EEEEEC)
B BT TR E, NIRRT

fu

=D

E3-14 wE

EHEHAED)

SRR

B, “BrRALGEUME” SEHIVELE T, 45 [ CuleS 1AL A M7 SCHY

BEVE B4R BB WA TR . . AW RS, 5o E S,
— P B AR BE AT AT AR 2 AR 5 204 0 A 0 0 A R B A e I A
MRS HH— 2 B2 007 5 BebE A AR Bk PR AT A MO SLAAT o) P 4 it P ol 7 BEvg™
SHEHERY “HERRAE " T RIIRHEh B8t “Bebdnill” B30, AR5 B E R

B TR “BEE SHEHES BB A IEAL, B HE AR N b AR S M et T B
ik, NP 3-15 FR. ARSCRYET B BORARIL, FTAEDIREIX Y R REIR 1Y
LR PR PR EIEHE, RIATESCRYE O P BRARR

kg —

EERE b

8 & 4 2 |

Y

6 & W0 12 # 16

20 22 24 2 28 0 32 M W 3/ L 42 44 46 4§

[

Kt

I
fidilt

3-15 FBFERIEEREYEH

3.3.2.3 kg
7E Word 2016 1, F P ATA AR R 2 I By 57 a2, HARE AL TR T

99—

|




|

AR 54 5 A A /.

PE AT AR SR B SCA, Bty “TFUR” MBI By ALY R
il AL, BT BRI EEE S 8D IR

o8t FHHG 35 3 0 P 75 B PR R B v A SR EL BB v, BT S Fls 2 A

5 R R B R (TR B A0 ), RO CARE ATRBES SR ek
WU HE o, TE EUARBE R BT 5 R A R AR SR, TR SO
AR BRI

B TR SV T SCR I 2 b A, TG RSB R, SRR Rk
PRI TR I SCA B BES s PR R 2O H3 0 o T O e %

\\HE% 3.4\\ %W\Vordm

L=y 4

I SR, ST BCE I HAT S M, LLEGHAEFIREAY 77k o

3.4.1 XA /

MBMSHRS : SRR A AT A AT 5 25, AT LA 2k 445
SR Z I RIS ST DR, SO A 2681, 75 Word 2016 H, BE AT LAGE R GE 1
BRI H AR5 gD, W] [ E SO H A5 F 195

WAEFNJRSL: MHEMRSUE RS Z 702 —, 75 Word 2016 FRAMEAT L
PR SR G IAIHERIRSL, b n] LA B Aot IS I AE R SC

&'3‘-' Al
3.4.2 {E5=EE 0 F\oloﬁ
3421 BB RIE (S
FIND
(1 )IREMBFFS. REASHS
Sy SR ) BT BE T H AT 1 BAR R E AL BRANE - -

ST v ERING H S EE, W TTIT R B

Mty “TRUG” YEITR B 41 A ekl AN = S, 7ERRTT
(95 Fe bt — RO H AT S, BT s BS VR IMZIR HAG 5, 0 3-16 .

FIE S IR PR AT B S, ARSI R 5 SR
HATS” PEI, S 5 I H AT XHEHE, i 3-17 iR




I

.\ 5iE 3 A Word 2016 #ifecr

EMFTRERS 7 X

TEHSFH
BEE. | EEE. FHEE. |
TIFEAEM):

BT v

S |
EVFEEFSD) =
3-16 EEMBE/S 3-17 EMHMBERS

O W) ot REE H, AERL Y RS SHEHE R YRRV I B AR R A
Pl “HE” FH, E 3-18 i,
R ] 5 SO H A WHEHE, B R Hel

I*{x.— Wingdings -aI

la<ladad < 0] ¢ || o |==|=e|wfs |
m =N ECIEHBEE R EEECIERE
NEBBRBREENDE © BEREIE
RN IEIEEEILRERS
1T |3 & [ mp |2 [ [ 2| Vo[ 2] ¥ [er|&{ @ [O| m|O
gaof«|[e/ e/« =m=e/c|e«“”|0
HEIEEEEEEEE RN
IENEEFEITEERHR):
Ol <@ 4 1[<|=|—[>]< @], |- .
Unicode &%
Wingding= 74 LR T4 R FF=HEM)
[ w= | mos

3-18 &®ERS

B S SIS MEHE T B R, TR A I H A
il TR HH, AT IR RO HE PP A SRR . TR A,

(2 )i2ERERS.

Sy SCRS v BT A A 5 AR R R

S B oINS TS, I NS FRIBEE

CEP ibi T B CBHET A S HAIS AR S A, (ERITRSIR
PRI S RER, BT BT BB AN S, Wil 3-19 B

101 ;/——

(




|

AR 54 5 A A /.

& BuFmRRIg
EUSRS B
¥ omesE.

AT IR AT AT BT, Wl SO B, ESTIFAYRS

BEHR

s, BPULLFR, ERENHERFE. HLAR. ERAR.
HABPFHFE “TmIE".

tAhE. BE. BEFHTR SR,

HAXTFFHR “asg”. -
HAFRERFR “SEE@P

l

BEHR
Fim 18 Y, BOLLLER, EBRHENNERSEE. FEAR. ERAR.

HABmHFEHIFE TARAYE" .

. BE. BRFEHFR "Bl -
A AEEHAR QM. o
FAAFERIT R “BEEEPE. .

e n e >

3-19 NFBERERNNRS

WEHE R A S SR

AR N B T I A 455 s 1 Bk T In — S Bk, BT BOE RS A Shis it H A
Tl (FBUE Z MG HEATIE S 5 ) o A EHUHIUAAT 5 i 5, nl Hdy “I 3 A7

B ok R, B RS
3.4.2.2 VZEIBHERICEL
W AE SO BB B HE RS, T SCRY R SN SE 0, ELARERE A R T

B SCAS BB 1 (AT HE AR SRR, AT e v B X 4 B
7 BV LR CIHE” SR A O = R e, TR RIS R R T R ; o

i RS A MR = A e, TERIFRFIR PRSI, WA 3-20 FR.

1 e TIVK
= = = ERE- |
HoTERE ¥
. |
Ee )
OND  EEDEE
]
H mEEEe H EEEEEEBE
B senEss
AR I l o
HH AEEEEe e
1 ISR ENDOEDEE N
EWEN
e Hipsie
o 2usw0 EOREODDEED
E Rk OEEONEEED
| O e, & HEEEM)...

El3-20 {ERREDTVREIDEMIEKLX




I

.\ HiE 3 4 Word 2016 ey (I

& 2R Y/ /7 1

1 RIZH XX BAEN, ZFEPHLTFH(REPEEIFT), NEEHEFH
WA HEPARER (FEEREARC—REP ), NXEWTEEDIE, KB RN,
W i P8 F AR R K, X E T F AR

RSO B FORAS , AMSITE “SUHE” R IR TSR A et “ ToHE”
1 TEHE” PeI, B E A REEL

FEEIAE R GG T 2, AT HE RIS XHEHE R S
Blo ik, BSOS ARERURSN SCT, SRIG Al TFIR” IR b B AP
CTIHE” SEATINI = ek, 7RI IS et MRS T, FTHF “SRERUES”
XTIEHE

76 “UHERVRSC XHTHE “YHE” Bemi-e ) “BEs” XyePRnfERml, 75 “k:
KB M SRR X PIERARERE . SR, RS TE T B X
AR RIS b R 22 A0HE, 7E BT R RIS T e
FHTBEEESOAR, X MpePE “BEE”, By B 14t

FULE RIS, T HRERREC SHFEAE YIRS “IRLC” Hemi R, 7 “H
T TR SRR, A TE EIR FRSIE P PR B R R, 1E
) FRPIR PSRRI G, BETE BT TR kR s x4, x i
PERF VR, ATk BT HREL, 0P 3-21 FR.

SOAEHIER 7 X

DEE) REEPR) ERE)

[&E B hin
=] S TA BT
EN | RrRntE
i S5 T R4
= bR,
J s PSP
— l m@:] :
=#D) -
— BERUAZH BHERHHZ.
=28 0] 058 ~ RETL:
k=l - -
ER(Q)...

3-21 REEMDIE




7/ R EERSHE AN BERANLH

A RN N B LN

E & OLowi Ed X
BlEH A B

% ¥ @5 e ¥ AT




RIS
PREFACE

SER AR IR R R EZ ORI stz Bt AN EREEETRA
HHERE IR R A MRS, T ARARAAE Tl X — B 2O BA TG T HH
K SERITT IR

BEHE R B R RE, RN HIE &5 28 &2t 2 B aul. 4R
RPN R IERIARASRE, SOy A2 AA RS ZORZ — Tl Y
BICE EUABCE B, R m R LN SR R RO 5 28, o 1 A oy
AR SEIRA R AR AR S BN HIRE T, B S T GHHBHLN SR ) A
WA CHP R PRI R ) o

ARLERHR B TER B2 A R G2 D TR HLN N EERE AR, S SE Rk ERERE Sy, 1S
FABNIFRRSEPRIRRRE ST o fEg B e, FA 051 7oA AR s M SE PR oK
TEE SR S BAR AR RE A R, SR T KRR BRI S #m 07, JoREEFER N
HIEM . B, e ALERERRN DB E TR BIMERLS, S/ER
A AT AR AR T R, B A C AT T RE ST IR SR IR AT 55 6 S T
S ETHRHLE RG], A BT B oA A A BN S PR 25 55 R b s il [
PLAEZ I

AL HAE R BIOV R S B X AR s BRI )
iS5, Fopykul, TOEM XEAEAE g, TS TR BRAZL, HhE AR,
PSRRI B4, 0TGN . K. ARERRITA i 5 O\ S BAT ZAR TS LR e
W& e, #raR+E.

ARPERBORA 0 5 i R AR 2 1A SCHRMY A ST AU A R Sfs, 1E—If 3%
AN BT RECEARR, AR AT, BAETT ORI A AR T IR

I H
2024 4% 10 H




= (5 Windows Bk

1.1 Windows 10 {85 HIEER -+ vveeeemrmmeeemmmmrees it 2
1.2 Windows 10 [EJEEACHR -+ vvvreeeserommrrrree ettt 3
1.3 GEPISCHRISCREYE  coeeeermrrreeees et 8
1.4 SBEPIFINI  cveeeeeermrmneeees ettt 14
1.5 Windows 10 [GHABINHE --vvveeeerermrmrereemmmiiireeeniiiiiee e 25

E—
N\ {EF Word 2016 $IH4ESZAY

2.1 Word 2016 SCAHARE EGHERR -+ v veerrveeerrreemrsremnneenireeniiee st 30
2.2 WOrd 2016 FEREEIfzr -+ veeervreerrreemmnrremnneteniee e 40
2.3 PRISCIRHE  veooveerereemree e 51
DI R 119 2 1 | 56
2.5 Word 2016 K SCARGHERR ++--vvvreerrsrrreersrreemmsrreeniirrenniie e s 59

= [/ Excel 2016 HERTES

3.1 Excel 2016 E{J%ﬁ'ﬂh‘{iﬁq ............................................................... 71
3.2 Excel 2016 ﬂfﬁ?iﬁ%gﬁﬁ‘ﬂ]ﬁ'*ﬁ ................................................... 76
3.3 Ei’%ﬁ“ﬁ Lﬁéﬁé‘fﬁ ..................................................................... 84




|

VA s s /.

SEi% 4

{6 PowerPoint 2016 §HEBRIIS
4.1 PowerPoint 2016 E"J%Z,;ﬁ%ﬁf ...................................................... 90
42 BT R B PUBEGHEE  -vvvvverrmmmrrererreereeenn e 93
43 BRSCRSIIIEE L ceveererrrmmmmmmrmmmmeii 105

SER 5

— [B1MF0 Internet KifR

5.1 (EHEEDEGHIZSIRIZERE oo eererrrrrrrrrere e 111
5.2 Windows 10 Bﬁddf%ﬂ"]%fﬂ ......................................................... 112




SRR 4
{3 PowerPoint 2016
bR

R

O TBERNIBHERNTES, ERPowerPoint/ B RN BENRIEIINFRE, W
BMAIDREXAR, URBAFIREXAIE. BF. B, 2AFE. 5aflfiENR.
CERBELINT RFEMETRSXGRIRIE, WikiE, A, EFFBmAOTH, K
BRNRMAER, RESS, URERSRGE—RELINT HFNBTIIEAE.
OERINT F R LN F eIt SRig BEshBEFI R E R X FSHIRIE.




| N

VA s s /.

PowerPoint 2016 H‘Jgﬂ:ﬁw;

a0

4.1.1 EBRBI

KIEEY/ PowerPoint 2016 BiEzN5iBY . BahPowerPoint 2016 EEELIT
=MiEiE

(1) Hdds “JFR” #4, 4TIF “JFAE” 325, ZE+% “PowerPoint 20167 4>, NI&l 4-1
iR, WoRJE ShiEiE, JH 2 PowerPoint 2016, Ul 4-2 /R,

& B D ©
5
%

. Skype for Business 2016

O ID SSLVPNEZRE iR x

B 4-1 %R “PowerPoint 2016” %<

BE BEE

TEAERED...

4-2 BHRE
(2) B PowerPoint 2016 P EAR
(13) 3 2 SO/ 9% U5 A B AR BE E BEFT T 1Y PowerPoint SCHY, WUy SCRY 24 B ] Jig 3l
PowerPoint 2016 L T, [RIEFF TS0k
F: M PowerPoint 2016 v FHFEF I 7 4 -
(1) Bl A B0 Gk Hed o

——




N

g \KE 4 7 Powerpoint 2016 itk NN

(2) Peff S — K il

(3) [ Al+Fa AL G5 ARTEIR HERAEZ AT, S 8B AE 7R SO IE BA # i
7, IB2AER H PowerPoint B RE 23 B /R — B XS RE )R] FH P2 A PRAE XS T SCHe
1Ry ™ Al 4-3 fon, Bl “ORAET FRHL, DRAF IO IE G By AR F L
FEPTA B, EHOCH] Y1 BYTE 78 SCHTIR ) PowerPoint; B “IOH” 241, Wi [7] 25
IR

Microsoft PowerPoint X

I ETREA ErOOR1 N2

| mme | wmen || omm

4-3 RREE
LY/ ErRXENCE. REF. ERXERLITFIRE

(1) FE=[ERs . Bd “FHER” — “PowerPoint 2016”7 772, J& 35 PowerPoint
2016, HEAJRBAE, 75 PR FURIERE A EE s SO 2R, Bi0E R A ks
BNV, FERTEE—A SOy TR SCRR 1 pptx” BYTEZR SCRY o

(2 )L o FERWIEIMZE AT [ Enter 158, AR SCRR R ZE e b 23 th
WL B, R R BN EEE R EaRk& T R aghat, sl IR — “40AT
R = SHELVT R FHARHL, 1E “Office T8 R 1513 ik BT 2 A K

(3)ARALIET o FETE 7% SR 118 30 B 1R 1] i U T P R M A o h A R A
HFCUAT H, TR BRI [ Eter 1BV 5 30— NERAOIAT He, soficts “TFAA” 4]
KT H" > “BRRLCIAT H FREHL, 16 “Office £RI" T RIPIFIEH— AT IR, s

BRS¢ B A
(4) MIBRZIIT Ao SEREEMIBRIZIIT R, S “TFIR” — “SY0EMR” — “8¥ )" #3240,
i [ Delete 4.

(5)HBELT IO E . WP ERESIZIIT R, HAE An e i, K HAEsh 258 1y
PR T, TEHEshr SR, TER AR — SR AR R KT R B s A bR, 7
AR A — SRR /R R SCRR AL, B b B RS S LIAT R, Bl SOTIR T — 5y
Witk " — “BTU)” Fiefll, SRIRTE AARGLE B “THIR” — “ IR — RN $R

(6) BUZIAT o By “BLIED” — TR SCRRALIED” — “ZAT i ve ™ #24, Al 2R
FAILKIAT Fr, B BRI R fn s, AT A T ARG~ LR RHT, R
AT C B, A ARG, WAL IT R, H— Uy “RRURLIT R s

(7) NATKT R 4 A A GUE GO ey “Hi A" — “SOR” = “ZJ4T g 57 R4,
X2 B DXIEHE, a0 4-4 Fizn o FEXTIRHETN A TAIN RO . ARIETR2L, Bk 4
PR AR Bk R 4R




|

DAY . 5 47 57 PR A SRR R /.

BT

HFTH i

mTHasnRe s

[ BEFoFED) -
BRI
2024/8/23 ~]
EE ) L) El s C):
R LR | [2E ~|
M= (X)
2024/8/23 |

8 G AEEN)]

B 60T AR Em(s)

AR L
4-4 RELOITRRS RS
(8 ) PRAFMISCHIT /R ST o Bl “ SO — “TRAF™ %, USRI SO RS — IR IR AT,
WIRGE LT “ A0 XERE, i P R A S AL E A PR, BB PR 15 ) T
HAEP R “ORAF” $525.

JE—

s ————

PowerPoint 2016 4 st By A% CHBRAY B4 2 “.pptx”, XEZ - FHEN
SR A, R A R SUR R 0 B BBy PowerPoint JUA BT DLAT I B SO, U
T CREHNT EAES R KA THy % F##E “PowerPoint 97—2003 & & X H”
HIR,

4.1.2 CIG{ESS /

[ £5— 1a8h5iB H PowerPoint 2016

(1) a3 PowerPoint 2016, M “JFiR” S B ESE PowerPoint 2016, B Xt i
) PowerPoint 2016 &5, SFRERRT G shIf s 32 i

(2) iR PowerPoint 2016, i % A7 LAY “OCH” #81, B0 M S0 e
TERE “IR

[ & | EHAER

(1) W% PowerPoint 2016 FYHA/E A .

(2) TSRS A5y, EIEIREX . KT R FHUws . &% DL LTET A 4
BRI,

(3) ABIBEX AR, W “FFeR” “HmAT Bt U “shim” 4k
RO e R R AR

—@




N

g \KE 4 7 Powerpoint 2016 itk NN

[ &= JHUR SChamd . RAFFIEH

(1) B R SRS . f28) PowerPoint 2016 Ji7, e “Hr” weIi, SRJm A “25 A
IRXH”

(2) PRAFTR SCHi . AEDNREDX T8 “SOMF” SR8, ARG il “ORAE” 8“0 R .
R R SCRE B — MAEOLE, B A4, IR “IRAFZEAY” 2 PowerPoint V8 7R SCH
(kpptx ) o sy “ORAF” $541 78 BURAT

(3) G /R SCH o DA “SCHE” SEBRrh e R “OCH]” , sl sl o LA A0y “eH]”
FRER S AT 7R SO 7 1 o

[ E&M ) ZJ4T F i EA AR

(D IEALIIT o AEDIREX B TR i, S5 sy B g) T i e,
MR R SRR ZTT A iR

(2) BHIZIIT o LT B midasgh, AR e g mlmLI T v wet E il
BRI, SR IETE TS O B A7 S T R R .

(3)BBNLIAT i o TELJIT R it b, BRI sl 2R sh <000 B B AR .

() MBRZIKT o LT B s b, A R MR 20T R, E8E “MBRZ]
STH” o

4.2.1 sE5xBI

LY/ $VE—/ SRRt S RMEELRL PowerPoint ERXiE, BRIME 4-5
B

(1) Bk

DR — 28 FER SR, 48 LN AR ppix” Cpptx S S0
B4 ).

QRN B A I, R T LT H

@RI F RN “FE5t (16:9) 7,

@ IR 0T BRAE K TAT FRERR

a G LIIT o BE R R T AR . BERBR AT WA A R,
FH 45 HAE. B, FEE 4 WERTFRER, FUHON B, IR IR ;
BERAS G SCARRER B RIK”, SCFBialy B,

93, ———

|




|

VA s s /.

ZI¥TH1.PNG LT H3.PNG
2
=
£ TH4.PNG LT H5.PNG £ TH6.PNG
£ TR 7.PNG £IXTH8.PNG £ TH9.PNG

IR 10.PNG

B 4-5 SRR .pptx
b A 4-6 Foniy B 1 jpg” VENAREZ T B R 5 .
cOFTEEA N “THREALN AR 17 0 A 2 UK, fEzE il AR 4-7 s <
R 2pg” s JFRISFLIAT R e Mih s VEERRE S AT B FERE N 26 em, REHUE TR R A
TERME A T TR AN AT, TR 26 em, SR 12em, SR8 A AFAEXT 5T

B4-6 BER 1.jpg 4-7 BER 2.jpg

——




!

.\5;%5% 4 8 Powerpoint 2016 ST 37

dARYE TN ERHEIR 17 MBI R “THAALM A 27 B, 78 1A
B ZEAEAAR 27 R oK 928 5 A 1) S BE PR LR 14.5 em (PR45 S AR A7 RLAF 220 55 );
TENZS AT A AR ATERE R 11 em R 12 em BB R 04T, 528000 N2 i
FFTXT 55, 5 L7 bR 7 454 X 5%

R SCRRAALE 10 5KZJKT Fr, BT K SO NS IRAFAE LB AR DG S e 3
FEM doex” U, AN 4-8 i, BARBTXSRILIAT Rl Sl 4 -5 sy <58
BRI pptx” SCRY PR FEG] . s 1 sRLIAT 7 R “PRBZIAT R, 5520 3. 6. 9.
10 5RZIAT F RN “THEHLMZAER 17, 55 4. 5. 7. 8 5KZIKT A BURR “THEAILIN
AR 27

THEALN %R
—. WHENAREHRRRT
HHENNENLREZRT MANE: BRLGENITELNE. BrRBENITENLNE. &@ak
BEALET AR % . @ E Internet BT EALF 4,
(1) T o 43t B9 3 BEAL B 4 AL

20 #5250 £R, — BB LN ALEEABEEAFNNE LHRNLE, # /,Q
R R E AL, W -1 BT, LA O AL R, g
HALS AT S R E A,

@) WEERHT AR S a8

1969 4 f % [ [E [ 30 8% % 41 2 19 ARPAnet 2R EE — M EFE X LHit
AR, ARPAnet SE H#EHT 4 634l GEENHEAEEAE R
A, BHZEAFFEENRR, HELEZEE. ARPAnet ZH N F % HK
AKEREH—NERE, UXHTENRERIRKNLRBEHORETREESR
UTEZAFE,

O XEAFRBEFREGRE FHARKTERREEN, wH1-2 Fr. BT
W AR MERERE T, FETHEEEEN, L5, S, HEFSAR.
@ XEMXHE T K.

@ KA B R LML

(3) W MAREALI T EN %

20 HE2 70 FRFH, BAFNEFEETRELRE. £ E Xerox, DEC 7 Intel p— R —
Z AN EHE W T LA CSMA/CD AT 121 4 A H7 2 At # LA A ] (Ethernet) 7 & | P o s g—
HAAN T RAAHES BTN B, Jo IBM A 54 SNA. . o
BARA%FBERA, SHETAEEERALR, REL—WIFE, e oo
Bz TRER, ATERT TR RS2 66 A% R ES, SR e e i
BT ARk, 1980 Sl ERARARES S04 T —RE—MAEFE " g - -
B EMA E= ) RN

——0SI 2 EHEA (AR AGEESEHA), SWNERZEN S AL E.
(4) ® 1 Internet BT E AL %

OSL A A NI EMMERET Z—n ZHE, BEEZEURA LEAEA PR
REAEBOST MAHZY, KEKEOSTHANT Zo Bt TEALEX, FEF
BRI R OST AR e, B4R BER L BWEHEA TCP/IP o EERX mNET
ARPAnet, FHEBYHABETMT A, UBRLAH R T HAEEHGLHEN—
Internet,

FrUA, Internet %27 ARPAnet Wy¥ A b X EREM, FH—HEHAT TCP/IP M4 BEo EH#
Ho

=, HENR%E R

O HEHEE, JEAGEITENNE ZERGT .

@ REXAF, “FIR” RIGWE T A MRS, RERKELR.

@ BT E AR S Ao A AL

@ A ARAE, dFT-RABEE, TEELBERSNMIEES, BWE WS GIHENLTE
Itk pHAAE,

=, HENR %X

HENAERF AR EREFEEGHECE RN, BT M ENR A EAEER
kU ENFARE ATREREHIN. EREXBAANERERAS) LML FHE
BEAFHEREENR L,

4-8 “XZFRHM .docx” XiH

QE/F———————




|

VA s s /.

@56 2 TRLIKT R P SOG4l 2 47 2 B RS, 18 SRR RS AT . I BE,
WA R 2, BRI 17, O R, 50 28,
DAESE 3 5KLIAT R il A SmartArt EUE, WREACh “ AP0 FRERAR” .

4-9 3~El6

R SCRHBRALIT 4T, G5 I 1 ITR, SREEIET A B4 =

AOFESS 1 sRZTAT Pl A “TF 50 5 5K amda” SCIRVE SR 1 ~ 56 10 SKZJAT i se iy
IR (2B 10 SRATAT R BOMREE A5 9 55 SR A5 Ak ), e R & s

ADMIBR “FRAEZIXT R AN AR 17 F RN 27 Z A HALIAT
Fr it

(2) etk

OB S o By SO — Bl s, ERE S FEURSCRS” s, A& 4-10
JiRe By “SCHF” = “RAFT = “WIBE” i, ARSI B9 “ 537 N7 XS AHE R “SCE 44
(ND: 7 SCARKEP A N TR BEMEAR” , 18 “TRAFEEL(T): 7 ik “PowerPoint {78 3C
M Cpprx ) ™7, BEFE—NMRAFOLE, Fddy “ORA7” Ficftl, Wil 4-11 Poi.

ZEHEFE

RN EE ol
EUOEE: daE EE 88 EE U EeN

Il' Title Lorem
Ipsum

HEhee TEii s

B 4-10 #HEz=gEnxs

——




N

} .\%& 4 8 Powerpoint 2016 ST 37

D 55h X
T B > semsE > 0 > | 0 e
SR~ SR = @
e — A g ) ERE 2 o
s EBEor ] QQPCMgr 2021/1/24 20:26 =
B ws Tencent Files 2021/2/2 8:11 Sk
=Ee WeChat Files 2021/2/2 8:10 ik
ik WPS Cloud Files 2020/11/14 12:08 =23
& FE [ smaonuEiR 2021/2/1 18:14 T
5 EE Y Office #iE 2021/1/19 19:56 it
B S|
L. WINDOWS (C3)
= DATA (D)
= RECOVERY (E:)
w Elements SE (F:
v
(N | AT S v
{FE2ERT): PowerPoint BT v

e Lily thic: IRhREE R SRR

~ EEE mo - [ wem || ms
B4-11 “SEA" WHEE
Qi E FM, iy Bt — T A A, AR N R bR
F, E 4-12 Fos.
U ELIT R RN By Bt — A S A — LT R RN $ed, eI
g Fer ke “Seht (16:9)7, Kl 4-13 FiR.

H -0

TR Fa BN R e ahE KRR

| ERXE <]

| Office

O a

KT |1
Fh - | SFET
E TrEE(4:3)
=y k
fEFEsER Office.com HINEEH(O)... EN

B ustmw).. | =|R0e9)
ig ([FeaixsE(s)..
; S BEMIOTRFNC)...

4-12 i&E “OfE

=
H
[

4-13 RERRF




|

VA s s /.

@BHAIST R B
a. ily YLK — “BERALIE” — “ZIXT R #2481, AN 4-14 o, EAZLIAT Aotk
WA Bt Ft i, B “ZTKT A RERRT DREIK, AN 4-15 FiR .

i Fe BN Bt PR BE OkEee wEE sl e

2 5 1 Q srnm
B ELE lex | ohes ER=E-AET B M
EiE [HE OTANS ST HEREE e e &t llmﬁm s s ﬁ%‘«m = i = gﬂg\ﬁ Q%

BSTHRE BhRIE 85 | A BT WA AR e E
B 4-14 “LTHBIR” & B 4-15 “SXTREMR" e

b WEE KK R BRI, Haly “KIAT R R — AR AR — CEE a4 SR, S
CHAR ARG XEHE, RS BRI TN, Sl “EAr 4T R, W
Il 4-16 .

oGt ? X
KRR ERR(L):
RS |
EFER) A
B 4-16 “EHBIRIL” XNEE

c. e AT B I b B AR BSCARAE, Ll “ T BB A 7 - AR A
7= e 28], EEARTRET R RME P b W 0, T4
WHE: @, ERE 47, WK 4-17 Fon. 78 TR SR 3R Aol 5k BE
N CORERR” IR FITRLSCR o

b BEBREAFO

E4-17 SRSHRATRIIE

d. e RIS B RRSCAS, A A" AR R B CRIRT, SCE AR
By CRET

e JERFRAL I Rk “PRAZIAT R R, Aridy, 7RSI B PR b e DR T
ST S, W 418 R, A B “BCE T SAR T Bk, ANIA 4-19 FR, 7R U
FET ISR R BT, By AT HHL, B CHRAELRT XEAE, Gk
SO eI, WNIE 4-20 Fs, AEFTOTATRHE P ERE “E A Ljpg” 3CfF, i “fHA”
Pl By “OCH” FREH OGP “ B AT SRAR T GG R RILTIT R RRGRACR Al 4-21
Fi7R

——




N

.\iﬂ% 4 A Powerpoint 2016 HIEET X7

EEEs BEYERR v oox
X d
. - 15
E_:E e D ShERS)
o raNheEln: 0 wrstEG)
O BEHEIET(P)
“D “Q C EI=FE(A)
B RESSER )
15 BALTEEER) mw
B0 st ETH
’ L) 2R
= RN WEET - 0%
B SEHERD) & s Eys
ER X () 0#
@ {REE= Y(E) o
G ZESSERR) mEX0  100%
Bl YY) 100% =
&) BEEEERE).. R = Ea <
FEETM ® -]
FTSER | wmsesy || E=ws@ |
E4-18 RETSED E4-19 “RESSEX S8
®
PNy @ O
oz i +
b eumEms s
i Cnelrive - A e

B 4-20 “BABER" XHEE

B 4-21 “4REQOTR” REMER
L8 “KIIT R B — A RERR — Sl ARG 7L, e rhoRE AR RO
TEFUL B PREESE AR e “ B A AR R A, L “Ear AR R XHAHE, o “paaa R
B “THANLMZHEE 17, B “Ean s ” 175
g i WA - CERT - R HE, AE N RIS R R (I, A 4-22

¥,/ —




|

VA s s /.

Fzs, SR AR XEE, PR R 2pg”, Sl AT FRE . SRR AR
FcE, il B TR R — “HES — X557 %L, 78 N R kg < Aexd
7 IR RN E SRR, WA 4-23 FR,

ho EREARAE S OLAF, 7E BRI T HIRRART — “HON dirfeofg “sips” Ji8h “26 i
K HB B GENE, WE 4-24 iR,

Ertsst EOREETETT

o o
o S Ol .
= T2 puREE i | 0

HEA | B xdsr()

S

B\ = -

EAERER
L isE@)..

] e ERTTE)
]
- We HEHTEED

R JTE N iR 2 KEEF(Q)
N A )

o TR
o mEEHM)

S =EE: (403K
-3 |§| HESFRN) g ﬁE: 26 JE;‘FC :
~ RIFERTRA)

.D@ BHEA(O)... e - 5
B 4-22 “BR" THSIE B 4-23 “XI3F" THIx B4-24 “KN'4E

LB CLUAT R > CRERRRE” — A AT H L, R AR e
B, K 425 B, ARG SLAT R 7 il i — AR . ERRIZ A S AT R A,
TE L TR A% 07 — RN i rpols g BE” IR O “12 K™, “SERE” ARl “26
JEK” o

- IRV 326 vh b L b 52 A5 SCASHE RN N 28 o5 LA SCASHE, Bl 22 IR T H /60 — i
G — XEFE7 L, AE FRIER TR AT, NS ST SCARME 5 bR A
FESCARREZEXS S50 “THRHLIMZS A 17 RCR AR 4-26 Fis .

By e oL, Kyl ZeSn ey ey = o AR el
j | S22 TG LY ey X S TR A
% kLA G B A RE R
/]
£t ]

| [g|RNEERO
B 4-25 BASNFF

k. e rf TR A BEA 17 R, Ay, 7R B PREESE P e R LT
FE T I — A 1AL R 1R, A iz ima, 7 A REES i rp i
B CHmAT ARG, B CEA A R XEE, KRG ARIE SO AL 4R 27

B 4-26 “UHEHRSHEIAR 17 iRIUHR

—\100

|




N

g \KE 4 7 Powerpoint 2016 itk NN

iy “Har 4" i

Lok S A A SCARRE, 78 “ B TR/ — KN Aol “Sss” g
“14.5 HEK”

m. By LT R RERR — BERURER” — A AT R, 7R N s Rk <Kl
R, TENA SRR SORRE M2 i — TR . iz i G A SCARE, 7“2 1A
TH A& — KN A T JRECh 12 JEOKT, K CwEEET R (11 JEK

n. ]S A B PN 2 A SCASHE R B P81 7 o (4 SCASRE, Pl s TR/
R — “HEFN” — X7 FRE, AR MR R P IERE CTmRT ST, NS SR SCAKE S
ELR i S SCASHE TR R 55

o. [AIFE R b5 AR 5 (A SCASHE RN T 7 B9 I R i E AR SOAKE , Sy R T A/
R — “HEFN” — X557 $ZH, AR NP R EE RS, R SR SCARE S B
T3 WIFRAE 5 S FF SCAHEAT R 55 o “THEHL R AEA 27 MXACR A&l 4-27 .

p. Hdy TR/ — " — “SCHBERMULIE $i5H

4-27 “HENRSER 2 R
OWRILIIT H
a AE “SHEHLRIBEE ppic” TR SCRET, Bl “TFIR™ — LT K™ — “ B 4IAT A

A, A 4-28 s, BIEERAIAT R, AARSCRIEEE 10 5RATKT Ao

M g ERETANEEE =11 1t

= }{ Elﬁﬁf:'
Ne. | =g
B - L B8

5 TR
- ¥ | 9gK- BE-
B OITH

B 4-28 #ELOTH
b RS 1 SKEIIT i, Bl “KIAT R — R $eHL, FE N RIS P e PR AT T
A7 BRI, BEES 2, 3. 6. 9. 10 5RLIT AR “THEHLIMZEIA 17,

01—

:




|

VA s s /. }

H4.5. 7. 8REIT IR “THENLN A 27

c. 2% “SEMECR ppx” S, 4 SCFFREM doex” SCUEHIY SCAF 1852 R R 1Y
R SCRE

O AT, P 2 5RLIXT R NASCAKE, By i A7 — TR — AR HH,
e RIS 2 47 2 51, WA 4-29 7R, FESCRYIRARAS, A SCT, BEEE %
BT HIRBT — R oy R 2, I8 17 B, X ERREEATIR R, W
F 4-30 7N

Fres

=

BN

ar =

BY mERaE 6

| EAEEQ.
S ssEEED)
R Excel BFEEX)

4-29 FBENFIE B4-30 REXREHN
@i A SmartArt KJE . M 25 3 5k X1 KT A B9 N 8 SCARKE, i il A7 — 4
K" — “SmartArt” $#48H, FEHLH 1Y “TEPE SmartArt K" XHEHEHERE “WifR" — P8R -
Fouihe” , Sl “WhE” HRHL, BAMNSCTS, XA TR EE , A0l 4-31 Fin .

- TR HHE Hgs PODF I ™E T&h AlS{E PDF = EH
0 ExEm RKmE O 1T [ =
|gﬁ+§ L(&’Ell e ey Kl TJ _j
EH FREE En Ak Smartart Bl 5 HE H3E ICE T
Z = (BEe 23w = -
R Smartart B ? L
W 2R _
Py [
fewE -
i ETR
H ==
& iR
2w | EBE TR EED e =
=

OreGer v = s i
- T RTAR R E R,
AR T IS T s B,

L

B 4-31 &N SmartArt B

@A Fr o s 4 5REIAT R, FEZIKT R A1 b A SCARAE A, B R
R, L IR AR R RHEHE, R B R 3.gpe” SCMF, R AT HEL. SRS 7.8
SRLTFT R B DT o —FEY o RCRINE] 4-32 Fizs.

DAL | 9i's o e 15REIT i, Bl “IA7 — “SOR” = “KIT R 'S " $54,
WA 4-33 firzs, S CTUS A BUA” REHE, FEXTIRHETR A) ik “ZJAT R di's” A “BRiiL]
ST R AR PN EAE, B RN $efl, Al 4-34 s,

—\102

]




g \KE 4 7 Powerpoint 2016 itk NN

[l

A
A Internetf)
[EIEtn At i
e U AL
] IWW

el Hls Ll
LS

A,
f@.ﬁlﬁ?'
»‘if‘, ;

BT A, 19845 DRI
TR REE OuEd
TEETEL, BHEREE

TARBACet, KR Y RSB
BT ® 8N R P Intarmer,

%, incemetth & fEARPARerd: b b R R 0%,
R— 558 T TCPAPEA RS R,

4-32 BANBERGIER

AR ? X

TR SRS
IHAERE
O emmaED)
STEHU)

B (L) B ()
ety ) -] Bm -

0 4 B Glo)

MAE MENITER ZA= BHIfRE O XS B FEOT AT
- - e
pra W) | | SEEAE e
B 4-33 TR mS B 4-34 “TUBFOTIM” ShEHE

OFFAE R Ko

a WP 1 RAIIT R, Bl AT — "R — “F T L, AR TSR e P
AT G, nIA] 4-35 R, SR AE I RHERE, P TR mda” SC#F
B A L

1 [ ..

Wam FE
- - il
) PC _ERIEH(P)...
FHETHAR)...

B 4-35 BASIM




|

VA s s /.

b ET R — FREI AL, K TP B IR
CBSCIT AR “IREVREC, FIEIEIL" “HOMME SIS, WP 4-36 FF.

HS 0% -

S e BA |t Wi FE OAEee FR O RE #E PoFIEE EERE A Baall O SeRsEs

[o O P sseae [} Fee: [femeai [+], > -
b Cr x| @ Iy RENEEp—— ]
X AN Al ¥58: (0000 AN (] PEORT A
My | OENBS MEse | DEESE - | &2 [ EeteamFrL | B Eme
I %98: 0000 - [ W, EEEIE = P e
b 5 =R I T

B 4-36 “BMTE/ER" hEEX
c. By “Bh” — BT — “ShmEA% " R, A “Shimgiig” o, g
SEORT, AR, R PRSI AP ERE HOREI, S SRR XS
HE 5 7E U5 IERRHC b “FE (F): 7 A “107, Bty “0fE” 4241, A&l 4-37 s,
EHER 7 X
WEER

Fai=icond

@B
C M E D)

E1HER

O \EmK)
O HEEITHZAQ)

@ E(F): m KEWT RS

b

=) [e=m ~]

EEEAUS (A): ‘Xﬁﬂa ‘
~]

BB (G |

[ == || = |

B 4-37 “BHMER EE
DM B
a. By L — BRI — “ZIXT R BERR 425, #EAZIAT i BERALIE
b. e R “FRAELIAT R AL MEIR 17 A TR 45T 27 R AR BT
AT IR, A, PR CMIBRAGLT a4, SCHIRERILE .
@ PuE iR THAL ARG “ORAF” $28, M A SR

4.2.2 E8{ESS

(5 1 Bit—" 8 2022 4FAb T4 B2 AR ST, I 2 AT 25K

—\104

|




!

g \KE 4 7 Powerpoint 2016 itk NN

(1) /R SCHH BIZ AT R ANBEA T 60 K

(2) SF—R&IHT R B AR “PRZ AT R, b R AR 9 A e AU AR NI AR R,
IR T AN 7Ei T S AN S A

(3) HABAYZIET b 2405 5 2022 AR LU ARG SO IR B AR 745

(4)BR “PREELIT R Z 40, k&I i AR s i

(5) Ve 2=/ PRl “ RIS B 9557 X SRR T E

(6) ZIT BRI R A B . SEMRTT o

SR SRS i/

| SSST U

4.3.1 eSSl

LRy BFHERNETRXR “TTERERNR .pptx” , REERTRAIRR

(1) BETEER,

OMIZH RS SRS 1 IRZIKT B B sh R, Rk A ShEgeR R “IEA”, SeR
VIR “ LVE”, WEE L —shimZ 5 GshmE . R SRR 17 LT R R a bR
R B YA SR “BERILRAS” , RCRIETR “/KF", WA S B HEA S A “JERR
FORETCN “H I, W BRI G, TR ZAEA 27 ZJAT A hRaX i 2h i
WE SR B R SO P A S &R AT, SRR AT, % EAE
b —Bhim 2 J5 G shim

QFEH 2 KLIIT vl B A RS S A TR RS 3 KA i, PR AR
TTSCFABRERE RIS 9 TRZIIT Fr, PR FAK 50 — AT U BRI 10 TREIT Hro

@IZIR SCRAIEE 2 FRZIXT R BB VISR, Uy =0 “HRBR7 5 &Rk “ A
e 5wy BRI S SRR 4 BbS R o AL TAT B I VIR Bl TR

(@1 B 1R SCRR A AR F A5 00 58 HL F SR, TSR

(2) B ER

D& SRR

a AT IR SO “HHEHL R ZR A A ppix” , BESE SR 1 5KAJAT b bR, Bty )
7 — “Zfy i — S AE e L, FEFT R R R s e R A i TR, AN
P 4-38 fiTom; ik “shim” — “RORBEI” Fedl, 7RSI R R g R ks < LR,
Kl 4-39 iz, JF i E A A sl




|

VA s s /.

ANSPE  PDFTE  EHTR REdSEHE
*
x
j2N :
* R . .. - . G -
) ik A A L] -3 Ttk ®F RER  EEE. @8
* %
(5 %
K N %
Bid TR EEESI 72 R i gt = & TR L m ﬁtﬂ]ﬁ]@
:{ k A A u B 3 ar - v i
REAND,  MARD O EEED SHRD THE  OWEAE RS e
i Fim
SR O G G G U - G G S S -
e e Tk 0 = 0 Ak ®F RS kAR W ¢ =W
¥* %
| = E- 9
EFERE ¢ Ez@
! % - ) 00
B F s e #F mmuse =2l
* ESEAHED..
WEBERTM)... ¥ T ;
* ESEER0 Ly TEA—ANSR(N)
I A
s B 4-39 “XRIER”
B 4-38 “sh@E” Tk T

b. Huify “HIE” — BRI — “ZIXT R BERR 240, EAZIKT P BRI P& B i 584
P “THEMLM LR 17 R ROR R 2T, B “ghim” — “Slim” — “Shime " 1%
H, TEFIITRY MRS ERE “BEA” Thiy “REHLZAST, Sl Cshim” — “ROREET R
TESTIFE R RN PSR “IKF" — “THRE — “TFR” — “Hafi ™

o EFE “HHEHLMZEA 17 BEh A AT, Sl “ghim” — “ghim” — “ Sl mike
7R, AT RIS AT B R, Ml “ghim” — ORI
Hl, 7EFTIFRY PRI PSR A D" — T — R ” — “Hd

A PERE THAAL AR 27 R, IRAPRQOPR, BEARES AT N AL
£ B ST S

e RMIZTKT Fr Rt

QI B

a. i s 2 SKRZIAT A, TR RARER 11756 2 930 TN 4 B0k D s, A
iy, FRHPREESE, PERE REERT GETT, B R A o SRR o SRR 2B, N
K 4-40 Bz, il “HEAGBEEE XHAHE, PEREAO “ASCRP R EALE”, 1R TR
PP AALE” SRR 3TN R R DR, WK 4-41 s, Sl CHRE 1
HL, FTRUEBIZIET T 20 P SO “THRALI 2% 0 A SR Iy s AR J T AT IR B (TR,
WP 4-42 fios, BARE S B30 B, A a0 R . s, BB IoE SO L,
LA THIBAR, ST RV AT BEEE BIER 3 SRATAT Ao

b F IR LRIk, BCEARMGH 2 1740 2 JISCFBEIERIER 9 SRATAT A A B AR AR 3
17565 3 FISC T EHE R 10 5KLTAT Ao

—\106

]




N

g\ 4 Powerpoint 2016 BT A P —

T
|E"|3 F5(0) |
T RO |

L J

IBHTAIE(X) B = == B it B
A =K. | = (= S|
_ o | L] i q: il
5 BEE.. ‘2 A & _
= WEFHE®) 3 bt mgmpﬁ TR
e [ E—SRENTE
= mEN) ’ : = I“’?‘:ﬁ“ ?x{gr_';f_gmﬁ
B 42 SmartAri(M) o | e

== ] |4 Eee
B BEsE).. T r— FEQEN | s e W
& I!ai’-c'; a |6 A S

P mem) 16 — e i -:'gmemﬂmm

I y — [ E [ [ R
B mxe @ % | <= | ‘
Wbl In REREREI S T | —
by mERERO).. B ) : - —
. * B= [ sEmEE
D Fame Sl TR M2, 103 TF WORTRITOLARY  C MR M ctr Waz PJEN = W T -—§

B 4-40 BB 4-41 “IBNBHEHE" IHBE

4-42  ENEBHEEBIME

QEBELIL 7 UIHRECR

a. MEESS 2 5RZIIT Fr, By UM — UMk B JAT R — U ROR” $id, 7EAT
THR T REg) R PIESE AN R R B DI B ZI AT R — “ROR G 7L,
TEATIFR T higRrp s “ A2, il 4-43 R,

b. 73w ERE “THINE” — B BUAR I S EAE A “BE A s iR SEAE, R
BB N 4T, MK 4-44 IR

c. BB 15k 5 3~ 10 SR&JAT A, Hly U0 kIR b YR B LLIKT T A
() IR Fdll =0, ZEATIHFRY N RIo R rp £ “Shal N A" iy “Befe”; s P4
FNILLIAT B Al i “RORBET e, AEFTII N R R kR A TR .

107./7

F




| N

VA s s / -

A N8 OREE wE EE B PDFIRE EERE Q miens =5 |1
£ ' | (O BemE(
2 SN BA =5 A mEsE | S
e
iz s i o ETRER
i RERD
- = *x = Pr a0
B =323 = i 3323 =
" v > - sssa
palii =il LS i) BFE Bt g b3
E o 1 B2 C a | B A EER()
=5} AE A x5 EE TR
u D B METERG)
1 = Lz 1
HEWE E W HER(E)
T N - i v 3
S - b = ¥ B2 serse

B 4-43 &R

LEE A - | BmRAR
(O BEAED): 01.00 | [ i

2 Refasess BEOEREE:
i

B 4-44 BBEABHR
@Y BT, IR SO . BT “KTET RO — R — “BUE LT AR
R, FTOT “ PR T 20 RIREHE, A RS EL” BE WL FATINE T, R T
eI BBy PRI, i [ Ese JHEZAE", Fdr "B 1L
Gt TEAL R “TRAF” $24, SCH A SRy

4.3.2 EENN{ESS

(5 JHE—maa “ N TRRE™ /Y PPT 7R ST PR LR 25K
(L) ZJET 8k . =AM 5 SRZ0KT e

(2) B LT F:

OB bR “ N TEBERA

QBSIMAFRA: “ N TR AR SR .
AT AR B 5, IR R BBV R 50%.

(3)NELIIT k-
O 2 5KLIT R e ik “fH 22 N TRRE” (Quds e ORI MRE ), i H 7551
H2~3 JH,

Q% 3 5RAIIT Fr s SN T RE A9 220 FH 40T (28 5 A4S, IF A B T4

—\108

= F




N

g \KE 4 7 Powerpoint 2016 itk NN

SRV IAE DI A

O 4KLIT R A MRRE, JRARASR AR SER T RETT S K F 5 ( mT
I A ) .

@ 5 LT A - BES AN TR R AN SPEER, (A H 45550 H 2=/ 3 4L
5 3 Pk

(4) Zhim AR .

ORI LIET F R IR AR A s R

QW 3 TRLIT H B F i < A ShimgicR

(5) BiTHFIE

O S —) FEE S MBI %, OISR

bR S5 K 36, IFCHEEE N 24,

OB TILIIT R BN ZE RS . A 4B, SCF M R ARG T8

(6) P17 K304 R “ N TR RERI A ppix” IHARAT




