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4.1 Excel [fJ3EAEAE
N EE,‘]

1. 218 Excel TfEE, TER. 17. 7. BuElIRESNERRSRER

21,

2. K Excel XAR, HFHMBIEE 3 METREXRENS NHNBA. RiE

%13,
3. ERIERW. BERKBEENFIREBALIENTZE.
4. RBERMBIN. HEERMEFEE.

—. "=

1. ¥R Excel STFFSEI S AERH) 25002250 xisx TEBM, FHHEIRRE
ERSE R,

A TET{E% "Sheetl” REA—KTIER, FRZHBEANTFRES
N BRGY (F: WETANSIS), TIERFSMeHRELE;

B. IAER "Sheet2” H) A1 BTTRMMA "ELARUEL", T
B 125, MR, AR RTHREAFERS (X REFAWEIS);

C. MFRTIEER TR, EIER "Sheet2’ M AZA12 RTHERY,
NwE 201 £ Z10;

D. R,

2. 15 Excel $TFFSLIG S4EHY 25002263 .xIsx TIEEN M, FHikisE
B3RS B XHIRIE.

A. BIER "SIl SEHEITIER "Sheet2” 25, HEILIERED
A "WazE" (F: ABFEXNEIS);

B. EI{E% "Sheet2” (955 2 {77058 3 {TZEBA—1T;

C. MFRTERTE, IR "HASE" 1 A2:A8 BTiEXE,, EA
Ef—Z2HH,;

D. REXMH.

3. i5fEF Excel FTALI 43R 25002021 xIsx TYEEN 4, HiRIEEE
BRTTHAKRERE.

A. ATIEER "Sheetl” {9 C3: F12 BTEXIFIZRERMHIEN: RITIEE
RFEFT 90 [REFRINA, BITiRENT 60 HREFHRABNTEREE,;

B. AI{E%k "Sheet2” B9 G3: G12 REXHRELHIEWIE: AFPNT
RFIRIRE  "RIBT. AR mNERZ— (0 FIRESIERREATLUE
BITESIA, HENINFEEBEAY, ABAERENES);

C. EIfEE "Sheet3”, & A2:F12 BTHRKIFIREET BMIFE, Hik
HMRRIT S A TET 75 NAEFE,
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D. REFEXI.

4. iEfFH Excelﬂﬁiﬂﬁmﬂt%aﬁ 25000064 .xIsx TYEEX 4, HIRIEE
BRFTHERNERE. (X REEXKBRENREBEREEN)

A. 8 SheetT I4’Ei€E’JFE1ﬁ§73J:‘FEEﬁLEEb 2.5, KKARAE
|, 4k A/NA BS (JIS), 4858 125, REEERES, REUNEFBIRAR,
BROAR, BRARELLIREAR IR . FERNSA "SHER", THRAB
FEIREA "BE", BHRRBAREIREA "1IAE" ERAMESEARB.
NSO T $

B. (REX{H.

4.2 TAERMH AL
—. A

1. RBBTHEEBN (BF. WF. FK. DENEZRFEN) NREMR
BRI,

2. ERTBNIRIIRETIE.

3. ABFURANENERBINLA.

4. ABEHMBRAINATITE.

5. ZERTREENEA. MR, 57, S8, B, BR. BANES
B{E.

i T N

. 51 Excel $TFFSLI6 X 4SEAY 25000870.xIsx TYEEN M, HiRiEE

Ei}zmﬁkﬁ%lﬁﬁf*{’h

A. BRERTXIEE A3: A7 NBETIEAHFRBEANE;

B. RERTTXIH D3: D7 WHFHBAABEEN, BRA "d-mmm-yy” i
- JitN

C. Ig—18h "RE" NRETEHER, EHEFRANEDH, NRE
790, FNFEE F3: F7 BTRKIE;

D. REXMH.

2. 5 Excel $FTFLIII AT 25000868 xIsx TIEHEIM 4, FHRIEE
BRTTHAKRERE.

A. AR F3: F15 REZFMEN, B "Bin&-SE-3 =8, &
BN, KB "HF', HFEST 200 ARB=/HF, HFENT 100-200
ZAAESE, BFERT 100 HIB=FF,

B. AKX H3: H15 REFMEIN, BITHREENT 500 2 1000 Z[EHY

REFHIE, WTE, REBRBNE, EBLXERER, REJARUT
Siigy
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A B C

W A A6 A M Gt

4|1

CIE I EEIKIKEIE]

1
1
1
1:
14

1100000654

15

C. REX M4,

3. 15 Excel FTFFSLR 43R 25000851 .xlsx 34, FHIRIEEEKRT
PRLAT 8 4E -

A MFR TYEEFRITIEZ Sheet2 0 Sheet3;

B.1§ Sheet1 T{FRAY D3:D8 B EHFRINRENBIE, KEH
"2012F 3R 48", BEDIIEHENFEIIE,

CHTER A2: F8 BTIERBERREHN "LB-Ee RELE 9",

BEERIRE;
D.RTF 4.

4. T Excel TIPS AESEAY 25000061 Xlsx S, FHEISEERS
R XMBIE. B Sheet! MTIEEMHFRE:

A, ERETTHE AT RIS B AT SN

B. WEMTKE A2: C11EEMEBEIKR, SHARHILE 20 =,
EAAHRE;

C. FE—AEIHSETARTENATRER, SEDES IS LS, &
ML, M%) D2: D11;

D. REXH.

4.3 MR H R
T EE,‘]

1. ERBTREX B, BIUFR S U S RN BT,
2. ERAIANBAN. RiE. SRNBNFEE TRAXNPSNEFSNE

XRXBIRIFE.

3. BRERHFNENTRENERIH.

4. 7% Excel REHIET, REEEFE AR Excel RE.

. AE

1. BEA Excel 3L AEH 25002007 xIsx TIEEE, FHRigE
KSR B RAVIRE.

A. EI{EZE "Sheetl” fh, £ G2 BTREAN "Fi99", ERITHRXE
G3: G12, A AVERAGE R EBNFENTFIID. (R FRARBAE
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2, RBAREBENSIE);

B. EL{E% "Sheetl” &, £ H2 BN "&IED", ERTKXE
H3: H12 4, A MIN BT EBURFRERSNRES. (Bx: TRHERH
REH, AEAEENSIS);

C. EIfEE "Sheetl” &, £ 12 BTRBAN "MEHATER", TR
BXi 13: 127, B if REUTESMNRZNER, ERUOMN: WSS
GRTFETF 85 8 "AE"; dUA "—K". (B THERHEFAES, AL
BIEWE18);

D. REXH.

2. BE(#EF Excel $JFF LI AT 25002038 xIsx TIEEN 14, HiRigE
BT B XHIRE,

A. TET{ER "Sheetl” &, £ F2 BRI "SRIR", ERTEXE
F3: F12 Xiff, HEBMRINLATIER, HEAXALETE =KWK +3F
RN -NINER. (FRARAED);

B. ET{E% "Sheet1” &, £ A13 BTIEMAN "&it", EHEITIE C13,
F SUM R EFRrBRARAZ . (FEREAED);

C. EIER "Sheetl” &, £ A14 BTN "RAE", EHEITE D14,
A MAX REUTER THRIKANEKXE. (FRREAED);

D. REXH.

3. i5fHE Excel $TFFLIO 4R 25000855 xIsx 34, FRISEEKT
B LATRAE:

AFIFEKRE VLOOKUP, ETIER "RUAGBRER" REKRRGAILEY
555, HESHE "MEMRHEEER" TR E3:319 BTRKE, HREE
I ABhAREIE,

BAIMEBERE IF KIERVESHAMHEEER, WRRVEFKTFET
8000, $HERBR "&iF", INF 4000 NEEBR "KRE", BN "—]K_";

CE K3 HBRNRTEMNE, AAE "RUWART" B "RUHE" 1 "X
WL K0,

DREENOS 1-2 17701 A-B3I;

EARFEXRY

4. E(EF Excel FTFF LI 4HY 25000657 xIsx TIEEX M, FHiRiEE
BRTTHAKRERE.

A. 1RfE sheetl  "FiE" FIRVEIEKRHBRHERST C5l, BEXFIERS
FHR%E—, £ C2 PRIBRIKREHS, AEHZ C3:09 X (B A8
RANK R#EH4EXI51H, BURED);

B. 7 C11 i ERENE (FRARHAED),
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C. £ C12 it EFAXT 4000 RUEETH ML (1R~ A COUNTIF B4,
BURED);
D. REFEXI.

4.4 HIREEH
RN EE,‘]

1. Ef# Excel FEBFRNERRIMEREN, THE Excel NEIEFERE
Thee.

2. EREIEAHIFTTIA.

3. ERHIESRCENTGE, BAEBEDKCLONABRIS.

4. ZERHIERENRNINEREIETTIE.

5. ZEENMEMSRFIEOINEERBIETIE.

—. A=

1. B{FEH Excel $TFLIEHFAY 25000856.xIsx X4, HIRIBEEKT
B LA T R1E:

A% "£4" T/ERM D3:D11 BigRKEEHFRARENB D, (REB—
LN

B "£4&" IfF%k Al:D11 B KiE E FAGHRINES;

CH "tbrh" TIEFRR A1:G1 KIFRNAFRRATIRHEL "B 56 2";

D "ihi" TR, RBXHTEFHRF, HLUMKADEFERIT 56
BR#TRICRTE, SRNERE 2K,

ERFNH.

2. i5{FH Excel2016 FTFF c:\winks\25000259.xIsx T{E&Ez {4, FHigig
EERTTHE RHRIE.

A. T A18 BTN B A "$IRENER" Mt (RARIEH R
TEANRS);

B. KL A18 E LA IFFEIFHIEENR: RABMNERS. HIRITA L
MIZNER, HRRSJIEATIRE, HIANRE, RiTIMARMMAETER
M, REBUREMARITIRZENE,;

C. REXH.

3. i5fFH Excel FTFFSLIO 4RI 25000883 .xIsx TIEEX 4, FiRIEE
BRTTHAKRIERE.

A. XEBmENTIE, M Sheet! TERFPFIEHEENST 25000 B
BR#HDT 800 FAMIEHINB RN "LEHE". "TENF". "DTR". "B
mRE" M IERE" KSR,

B. RASHKIHEINGE, & Sheet2 TIERFPIBEMST 25000 HEFHD
T 800 RUICRIFIEE A24 FFnrIXE, SEXEM 12 HE EBRXETFS,
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C. RENH.

4. i5{FEF Excel $TFFLIG S04SR 25000885.xIsx TYEE 4, HiRIEE

B TTRB RRVIRE.
A. 1 Sheetl TEXR, KIBHEXR/N\X A2:H11 Boi8 XN EIRHTZ
FHER ;

B. 7£ Sheet2 T{F%, i A2H11 B KIHFTEENHRF, & "5
11" #ATF R, SEIIERN, & "HEFR" NENETEFRF

C. 7£ Sheet3 TfF%k, KERTHRAE, X AZH11 BRITHRXIEAILIEH
THEF, EXRBTREACHNEIETERR;

D. REFEXI.

4.5 KEERIIMNH
—. B

1. E1Z Excel #F|HEXRASIZEERNGE.
2. E1Z Excel BERIEF. #Bah. MR, TR E.
3. B Excel BRBRERZ.

S A N
1. i5{HEF Excel FTFFLIR {432 25000878 xIsx TYEE {4, FHiRIERE
B TTRB RRVIRE.

A. LABTTIRXE B2: C12 A%ER, el "EREFLE", BEXRFNRE
A ER 2", BERBREA BB 1", ENERABATERER 3, BERK
£ E2:K17 BATTHS X B ;

B. RABFFE "RITEXR" (i: EHRAEWNEIS), REEFIKERN

EREANERER "R 5%, AiIRnERRe, 58 "H8, 881"
C. EERXNERAVRRENSIEER "EEEME", WRTEMT.
D. REXH.

E F G H | J K

RTIHER

GCC("" }“

';1.‘(:0__»' IEeS

iC'C.O

._"Lm .

IR 000082000 b EBRE

1000 :

0
) b goie |

2. BEHA Excel $TF LAY 25000877 xIsx TIEEX M4, FHRIEE
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BT B XHIRIE,
A. &8 A1:B1 BTIREHES;
B. LA A2:B9 BTEXIFHAKIERAIEER, BREEHA=HHERERE,
BRIFEA "2021 EHREEWVEAFIE" (REARA5I8);

C. REEFRMREAN "MBE 5", EFTHEEKFMEENEL, BXRXE
ZEHE 0 RGB (B9 249, 242, 228;

D. REXH.
2021 4R FR [ EE b A= N\ HOR
18,000,000
16,000,000
14,000,000
12,000,000
10,000,000
8,000,000
6,000,000
4,000,000
2,000,000 =
'T;’*@ “:‘7’:@. 435? ®a HH% 2§
AL EHdg Bk g HE B
# HE
mEL\VAESN(A) 8,2650 7,8022 3,7537 15,871, 17,180, 145,899 17,147,

3. 5 Excel sSTFLRMHEA 25000876.xIsx TIEEX 4, FHig
IBEE KT E XHIRIE,

A. 7£ Sheet! T{E%, X BAIKIBHITHEHR

B. L A2:B11 BT RIGAKIBRCIER R, BREBEIBRER
BERREA "BEBEHEENBVIME (REFE58);

C. RELXFENFERERNTERRS, BLIRHNRAXERERD
3000, BRRERHEHN "E6ENES 6,i%E 80%";

D. REXH.

o T MY 9 O W S At )

>

s

fiE N & B Ok

|1

(v
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St |
i g

p
fi
=]

0 500 1000 1500 2000 2500 3000

4. 5 Excel $TFFLI I 4AY 25002258 .xIsx TIEEX 4, FHRIEE
BRTHAEKRIERE.

A. TETEER "Sheetl” fh, LIBSTi8XIE A2:B10 NEURIR, BIE=4E0
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B, BFRREZEAN "BNHSXKER" (F: ABFENEI18), BfluEES;

B. EIfE%k "Sheet2” th, FERTIEH, BWA "HHOHEX" (F:
BHRAENWE|E), BAIREN: XFKEBHFXF. EEBHFXITT. R, M
., REFRHEAIEENH RGB # (51, 51, 51), 125, GkE5HRT,
RIERLFAEI R THE X 15 E3:E10;

C. EI{Ex "Sheet3” f1, BEITEAXE A11:D11 BF, LMERNAR
S5 A13:D13 XiF;

D. REXH.

4.6 HHu ot
—. B

1. ZiZ Excel BEIFIERIRIEIT AN BRI,

2. B Excel SRMIBMRIEIRE, ERSRBERGKENS .

3. EREABES T TEMEE FREQUENCY HTRES IS X,

4. ATBHEESRITRBOERLEN, ZEFEBOSIEESIT REAINES
i%o

—. A%

1. iB(EF Excel $TFFRIRSIHSRAY 25000834 XIsx X4, FHEIEEERSS
DESESNEES R

A, 7E "2021 FEINEBINEEHTHE" Fh D3:D7 % B3:B7 NHERTFIA
rank REIHEHE, BFHES;

B. 7o D3Nt "HESE—" (RBEFEE ).

C. RIFMMH,

2. ¥51#F Excel sTFFSEIO S #43EA0 25000893 .xlsx TEEX M, FigIgE
BRTTAAEKRIERE.

A TE "NARE TERT, AGIRI 4 (EFAFER, BFE LEFT B
BREFMEFREFE C5), FA LEN REFE D SIRTHREFH; (FERR
HAE7)

B. 7 "XARH" IFRp, AFINFERS, BRI MID REREFS
701, FRTE EFIRNEBETIETR (43R5 4 FHAR, 3573 FHER);
(NMERRBARED)

C. RENH.

3. (A Excel FTFFSCIR X MA3EAY 25002010 .xIsx TIEEX M, FHIRIEE
ERTTRA XAVRIE.

A. FEI{E "Sheetl” &, XIPITREIE A2: E12 ¥R, & "BEAT
B REHS; (G 8MAEWEIE);

B. #EL{E%X "Sheet2” th, JEITIE D2 FIHIE, SclibRitiERAIAA
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7, BRAfIEAT "ERUMBHMEZI. (F: ABAENEIS);

C. ETFER "Sheet3” 1, LIBTRXIE A2: E12 PEIEAEER, &
ERFE, FEHEATIHRKT 5000 BRAMAHMEAT 4000 WRT, £KM4E
MAELL G2 MERHIKER, HIEEREFREL G5 MERRIXEA.

D. REFEXI.

4. A Excel2016 $TFF c:\winks\25000865.xIsx TEE 4, Fikig
EERTTHE RHRIE.

A BBTER "SWULE" 1Y B4:E5 BITRKIEHERRI AEOLL, REB
—RI/NEY;

B. EIFR "EUUIEIE" B F4, F5 BTIROBIBAIFTELXRIRE, EW Z
NN EEERUIERENENESR, Breafine, RERGERBAIRER
BE, REETERABARERS,

C. EI/ER "SIIBN" B9 G4:G6 XIFENEFXRRE, B Z AT 1-5
BHEEIINBAZL, XFEREAINERRE, REBETERABATES
%4,

D. (REXIH.
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HFYNE SEYIMRERF X PowerPoint

1. ffi22A4: 542 PowerPoint [ A4 1E
2. Y& PowerPoint [Pl /EF AR FIH I
3. BERLT hEAHTT;

4. BAMEALIT Frahm, PR,

H2F A Z10T K134k . PowerPoint 3118 W .

HUFHME R PowerPoint ) H 5 A »

HUER |6 HUEHHA — ALY

AUk | BUTMERTEORUHR CPPT)  METE 3 B

| WERFERBRE: B CRFTEI TRM. WA, EARH”
MgE—, BREFEUREE L, NELBEZOEE. HIERFUES, 51F2AEAE
WA SRR BECERME, AL AR, WAL ERBRATRITER
JEBLAURAE M, B2 A0 1 v S he A AR SR Ik g

2. BIBNMMES SRS T B /NHAAEERAESS, AN 7> T A7 57 8
WAEBRE . a8t shmdlfE, SRR EIEES . BEEEF .
JEREVE, BiFREAENTUERGR PMERSI ARSI, R IS 1EX 58
JRE ST M HEHE

BRI

VEGH N 2 S ER
6. 1 PowerPoint HEiA

—. PowerPoint #FARIE

1. R CHA

i PowerPoint QI (1) SCRYFR TS SCHE,  BHZIAT s ST A v A i S5 N 5 Rl

2. 2T R

TR SRR R — 5K B DU AT R o A — N7 SRR R R Al A IR A — Sk sk 24T A i
.

3. THPE R

B R IERIBEHURI, BURE TR ZI S CENE . FORTERME G 8% 5 —KLT
HREAE — AN X, P AR X 3 R N A N AR R S

4. P

PESCRZIT A AT eI R, AT DA — 9K B2 5K 4IXT 4T ERFE — 5k 4t b, 24T ok#el 1. 2, 3. 4.
6. 9 FHikFE.

5. BEhi

BERRR 8 SR SCRa R B IR R — TR 20T i BRI R G, WSO HALRF . 2. 5. brid
58 LUK R BERR I GOk R IRE RS Z 00T A AR A AL B b, oo BRRR B IRE BT G — AR
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ARSI . BT L, 8 AR R BERROR 7 s B LIAT 4t — R R
6. HHAR
B 48 T2 s SCIF A 2 R URIC €5 MR SCRR o BRAR AT DLEL SRR (e,
R, EERMYE SR, BERTLIE S NESE. PowerPoint 2t T 2R, HAHAILLE
CLONEE. E SUBRR, 38T DI I R 3t S B b 25 1) S B AR
7. hat
21T R 48 20T v EFRR . SUAR . WRESFETCR NG RIE . Fr@4iar F iy, aTELA
PowerPoint FEALIIAR A IERE—Fh, BRI E ST B LT B S8 5 AR 1A SR
8. HAIFF
AT TR AV 2T i IR R 2R T HE . B iR “AERT , ATERGIUER (BFE R
BIARAE. IESCOCAR. TWHMASHIRSE) « RKig. EEK. SmartArt BB, BIA . 505 A5 AR BT
o (BT EE FENE.
. PowerPoint M

| oo || e |

R ]I PN ‘

e Pl LT F
oL ‘ UL

BHMANRIARRE — |
[ET2 > 30 0

DA

MBS

=. PowerPoint 1 &R
PowerPoint #i2fit | 6 Ml 45 .
o HEAE

28T B A
el 1SR ]
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