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1.   

Ҍҡῤ ȁҌ ȁ ᵞ Ὶ ҈ ↕̆  Office

ⱲῈ ᴆ ԅ ᴆ ȁ ᵬӟ ȁ Ὶ Ȃ 

2.  Ὶ  

 Office ⱲῈ ᴆ ȁ ȁ ꜚ ҈ ҉Ạ⌠ Ὶ ̆

ץ ⇔ ȁ ȁ ȁḠ  ‰ OOXML ̂  docxȁxlsxȁpptx 

̃̆ ȁ Microsoft Office 97 - 2003 ̂  docȁxlsȁppt 

̃Ȃ 

3.  ᵬӟ Ὶ  

ᶏ ӟ ̆Ὶ  Microsoft Office ҍ WPS Office ᵬ ̆ ׆

ᴆ ᵝ ȁ ῤ ̆ ӈ̆ ҍ Microsoft Office  WPS 

Offic e Ḡ ѿ ̆ Microsoft Office  WPS Office 

≠ ᵬ̆ ᵞԅ ᴆ Ȃ 

4.  ң Ὶ  

 Windowŝ 7+̃   Maĉ 10.11+̃ң ᵬ ҉ ᵬȂңҩ ̆ᵣ ̆

ғ ⱴ ᵬӟ ̆ Ὶ Ȃ 

 

ԋȁⱳ  

1.   



 

1.1  ᵬ  

1.1.1  tab  

Ἕ ѿ ̆ tab ҩⱲῈ ̆ ꜛ ῏

ⱲῈ ᴆҍ Ȃ 

 

1.1.2  tab ҍ № 

tab №ҹ ̆Ӟ tab ҹ ѿ Ȃ 

 

1.1.3  tab ҍ῏  

₯ ᶷȉ+Ȋ ̆ tab ῏ Ȃ 



 

 

 

1.1.4  tab ᵬ 

ԍԐ ̆ ȉ ѿ Ȋȁȉ╠ ѿ Ȋȁȉ ⱴ Ȋȁȉ └Ȋȁȉ῏

Ȋȁȉ῏ ῒז Ȋȁȉ῏ ᶷ ȊȂ 



 

 

 

ԍ ̆ ԅ ȉ῏ Ȋ ῏ ̆ ѿ ↓ ȉḠ Ȋȁ

ȉ ҹȊȁȉ ₮ҹȊȁȉ Ȋȁȉ ᵝ Ȋ ᴆ ᵬ ̆ ╠Ҍ

ᵬ ᴪ Ҍ Ȃ 

 

 

1.2 ׆   

1.2.1 ׆  ᴰ  

ꜚ ̆ᴪ ȉ׆ Ȋ ̆ ₯ ҉ ȉ / Ȋ

ῤ Ȃ 



 

 

1.2.2 ׆   

 

1.2.3 ׆   



 

 

1.3  ᴆ 

1.3.1   .doc / .docx / .wps / .csv / .xls / .xlsx / .ppt 

/ .pptx ᴆ ѿ ↓ ҍḠ ᵬȂ 

 

1.4  ᶏ  

1.4.1  ᶏ ᴆ̆ ᶏ ↓ ⌠Ȃ 



 

 

1.5  Ḡ  

1.5.1  Ḡ Ҭ ̆ ῏ ᴋⱵ ⌠

̆  -  Ḡ  Ḡ Ȃ 

 

1.6  ᴆ  

1.6.1  ⌠ ȁ Ḡ ᴆῤ ’̆Ῥ ᴆ

̆ ᴪ ᶫῒ ῤ ᶫ ῤ Ȃ 



 

 

1.7  ᴆ ᴍ 

1.7.1  ᶏ Ḡ ῒז ᵬ ᴆ

̆ ᴪ ꜚҹ ᴍ ҩ ᴆ ῤ ̆ ץ  

-  ᴆ ᴍ ֓ ᴍ ᴆȂ 

 



 

2.  Ԑ  

2.1  Ԑ  

ꜚ ̆ᴪҹ ᶫȉ Ԑ Ȋ Ȃ ҉ ᴪ ᶫȉԐ

Ȋ ῀ ̆ ₯῀ ̆ ῀ȉ Ԑ ȊȂ 

 Office ⱲῈ ̆ Ԑ ȉῃ ѿףԐ  Office ̆ ⱲῈ

ᴆȊ̆҈ҩ №≢ҹ̔ ȁ ȁ ῃ ̆Ҋ ᴪҹ ѿ

ѿ׃ Ȃ 

 

2.2  ֲ  

ҩ ȁ ҩ ᵬ ̆ῤ ̆ ⌠ ῤ ῍⇔ Ȃ

ꜚḠ ̆ ῤ ̆ Ḃ ῤ Ȃ 



 

 

 



 

 

2.3  ῃ Ԑ Office ⱲῈ ᴆ 

 

 

 

 



 

 

 

 

 

 


