CrtEHLR A & i)

RN 36
SEFEL TS RE R A E B R/ A L
242 EHIR: ER

BN Wk

in FH
(=) HEFEBPMEX

CFELHLN B R = SE LR % L A SR PR . i REE [ 2 A AR5
THENUERE RN IR LS B8 ) B ARREER 5 >, AR R T 5L
FEAFRANE BRI IR B, FIS A PP A AT SO LS. P U AT T AR, 5%
RN EN LB PR REA B GE T, B N T AL AL B 2 e 7T, A
B IRFE A IR R TR, R th oy Ja st — 0 22 S T LRI RS T 4 S i o

AURFEE B R A PR TN RE T, AN E LTk B
7SR AT RE b AL 5 BB B BER, AR AR N T SO S AR R JRE AR B 7K T
e /A N BT

() REAZNFERSE

WIEBFETRIE, SRR 36, BRI L, 5%,
x1 REABTMENFER

B N & TREF

THHEHLR R R AR

tHC Windows #1E R4t

oA R A Word

L1 R A& AT Excel

24T A PowerPoint

A 265 I FH A

HH T HEREA

it 36

N[O | O[] WD |~
D[ [0 |00 [ | DN

o




(Z) #HEBRW
DU b 0TS N7 127 TR S KM R, DA OK A BT B 7 ) i A A 2 58 AU A
55, (EXBEEN BRI 2 HE, HEE B BCSE 5T, AR PR Al MR SE R it
XS TP R URAN_EAL S I6 2 VAR SR R . UL PRI S BB IR A 2R 1 H 52 RE T
HIeHSRBEOFE, UGN RIS BT B K .

HEAZR

-8 HHENIRZER

[HFERFEK]

WA T 1) A AR R LA S, BT R EE A A A
JEEL, AR CR A B A . NG B ROILAOAE AR AR ) AT REANSEA A
WRE, WORTHENURTERETR R SRR E . RN ARR R BRI,
BERACHS . Bk S G A I, DA SN R e R A . AR R R AR VR N
Hle
[FIER]

VRN A KRS M

- HENLPE BRI TTE

~ PSR L R ALk

- BEATSRAIRE.

[F3R]

THENLPE BRI WA ENUA R B SR AIRIE
[HFEARZE]

L1 iFENR

L2 EHLE 3 EERR TR
SRA S AR AT
THENL RS A K

R G

1.6 SN LB

=~ W NN

—_ =
o1 s W



B—E Windows BERS

[HFEBHFEKX]

T I AR B A S AR R U B RGN A AL, BRI A
RN BB DRE, FAR S RGBT B AR R AE, F2% Windows FFE AN
5, BRI IR H G~ BIC0E R BE 2% BRSSO A SR e . RS
PEMITHARCEEAT B LZEM B Windows /7%,

[EER]

1. 13 Windows H f)IEA AR

2. XMRGE RIEE AR R AR

[E3%L]
Windows R HE . KHHEAE
(€= dnbSy

2.1 #HAERGMIE

2.2 Windows HJBEAHIARI#RAE
2.3 Windows [ TR 4%
2.4 Windows FI A INRE
2.5 FEHITHHR

F=F FAIERH Word

[HFERFEK]

WA ATR ], TRAS P TR RGN, DRSS
SN ATIF ORAF S MHBREFEHRAE. PAERER Word SRR I A4 DI e, B# Word
PR B WS B4R Word eI . B WEREKIEART L, BERIER
1 BEARALE Word sPam A il KR T3k, sSeBLEISCIRHE: 248 word BRAF&IF.
RO S N s RGBSR AT BN HY 55

[#3EA]
L. SCRGREERIS SRAL B
2 W
3. AN



I

4. BISCEF
[E3I8R]
FAGHIE ESORHE Z2a R
[(HFAE]

3.1 Word HyEEAl AR
3.2 SRS HEASRAE
3.3 Word HERRFIA
3.4 KHARNE

3.5 KN
3.6 JMKE

3.7 mRMH]

PBUE B FREIKHE Excel

[HFEHFEKX]

W AT ], R Excel filfETIER, #UELTIER, HEAXMME
« RBUNTEE S 2R, IFRRE A A S MBC HEE T E A T, e B
- HEHEE . BRI AL IR R .

[ZIER]

1. TAERMGIE. Uk TIER

2+ A URTER 1 £

3. HuEE

4, EIFAH
[F3m]
DA B . S B
[BFEARAR]

4.1 Excel FIBEAEE(E
4.2 ¥ TAER

4. 3 2 2RI R H 1 £
4. 4 BRE S S b
4.5 B4



BRE LITREH PowerPoint

[HFEBHFEKX]

I AT 2% 3] T f# PowerPoint MIDRE. FFR, H4E PowerPoint 7R SCHR )
H1E. %4& PowerPoint 5 H & of fice HAFMIPIA TAERE ], PowerPoint £ERM %% H
IR s PowerPoint HIEBNARH; FIRBUR IR AIGIE . iR, Fo LT B,
ot )7 AR EAE - B4R LT B TS/ TU . B3R, 28X 4 SmartArt )%
B AGERLNT R U Z S s AR LT R FE e .

[ZIER]

1. BRSCR VRS Yt

2+ R R LA N SRR 1 e

3y KIAT A (A N AN B

4 ZPT g CE, ZIHT R RO RCR 1 ¥ B AN 22 A0 R

B KIAT ) H K 2 S

[E3I8R]

BERRSwHE . Z0AT B 78C. 2000 1 ol J 22 B4 IR N

[(HFAE]

5.1 PowerPoint ik

5.2 PowerPoint (LA

5.3 ZJKT F i) G

5.4 ZJXT U5 AN 5y )32 H

5.5 LT v Tk

BRE MENREM

[HFEHFEKX]

WA ()5 2] TR RENLN S IS 08 KRB ROt EALM 2% I AR
Tf# Internet WHEANTTVE, FofUK E-mail, FIHIERGIEM R OHFETTE.

[EER]

1. Internet JEARER : 44 . WW. FTP. Telnet. TCP/IP %

2. Internet NH

%5 0 39

)



3. PGS A

4. BB

[FE3MR]

EFEMFR Internet. FJH Outlook Express W& MR
[(#HFEAZE]

6.1 THEHLINES LA H1H

6.2 Internet FERHKIIN

6.3 Internet M4 N A

6.4 JIHER WWW

EtE ERIANER

[HFEBHFEKX]
AT 2], AR T AN AR T LA R B TR, S 3 Haeg 5l
EHER, DL BE S A4 A A ) R
[EER]
L. R4 r A
2+ QQ. 1SS SE I vE LA H
- RGIEEREH
4. FECLHMEEA R H
5+ B MR A T H 1) I
[FE3MR]
A AT EARE . MAER. FPRLHERZEARMH.
[(#HFEAZE]
7.1 IE4REAF
7.2 B QQ. THUESE TH MM
7.3 WRG|IE
7.4 FECTHA
7.5 B ngmiE TR

w



XHAR

SC—  FRESCHRA (2 $E)

[XEARA]

1.1 %48 Windows BahJ5i%, 1 M Windows HYJE szl 2 F X )

1.2 42 Windows <M1k

1.3 T f s R PR AT SRR AR AR B S

1.4 Pl FIEBRI BT HRVE SR S b 38304 T

[E5X¥R]

1. Windows JH 7 & LA A

2. PHSCIT AR, XA AR ST 5 PR ENE T E Lz

LIS~ Windows RIEAIRIE (6 FAT)

[XEARA]

2.1 3% Windows HIFEAIRIE

2.2 ¥ Windows BLUEE FRARIRAE, 2o BRI BLEREAT SO1F ) I #RAE
2.3 E R AR RO RGBT 1 B A R

2.4 F¥ Windows NHEFHIZATITE: REHEHPRHREFEH .
[ES5X¥R]

1. SRS G B AR IR AR

2. Windows M RAKE

LIS = Word FALIBIRH (8 Z2RY)

[ZLEARA]

3.1 Word CEAHUETEE . ZmANIRAF

3.2 UK. Bk =1k

3.3 FEARME SRS, B4R A RS AR

3.4 FAHIE Word ZRF . HENEIR /B0 i SO0k Hoks A Ab 3, B4R EO0R
fFHiRe

3.5 EEFEXGERIME AR, B LR RS SO R Y

BTt 9

)



3.6 UL 3 TAE IS o

[(ExER]
Ly SOG4 AN HRRR 5 A
2 RAFHIAE

3. ECiRHE
SCIRPY Excel HEFHRIGHH (8 ZFAT)

[XBARE]

4.1 ZRTAFR. TAFEMEE, TR IT/ER. TS Ik ZHRBK AR,
4.2 F4R TR R L

4.3 FIR 0 AR HUE

4.4 FAREH SN (BT, ik, 2RICEE)
4.5 FIRH HIRAEER KHE M B % i
[(ERS#R]

1. TAEER ML

2+ R H A A

3. HEEH L

4. EIxALE

LR ZIKTH ¥4 PowerPoint (6 ZHT)

[SEHRAR]

5. 1 FEAR QR STRG I 5 A AT v B & b AR 44

5.2 FAREAFAE XL B #EAT AN AR

5.3 RERMEREEATZIIT IR B S B IRAE, AhlfE 2 BARLIAT A

5.4 FAREXNRMBIME . FEMCREE, PRI A Y5 s 2
[(ERS#R]

Lo PP R Rl N R R ) 38 P

2+ AJNT By AE A R

3y AT R E, LA RO ECR (50 BN 22 B RN

/84t

)



KN MERA (4 FFD)

[ZLEARA]

6.1 SRR TE 055 W DU(E B A0S TE i Ya 2% FH Ik i 1% &
6.2 oM IR 51 R PR E I E R

6.3 HAEFIM OF w5 MieE. AHBA: Belisk iy

6.4 T f# Internet HYHAbH W ARSS 40 WWW. FTP 45
[E5X¥R]

1. IE Y% a5 i &

2+ WEMRAE. RO B HE

¥+t ERIARMER (2 FE)

[XEARA]

7.1 R4 AF WinRar {4
7.2 TRABEIH QQ. HE AL
7.3 FEEREMR G
7.4 HEE R T HMEH T
[(Ex5#R]

1. FR4R3 IR

2. PP R

3. NECLHMEEA R H

FESEYH
L RS EE S GESALN H 2R (Windows 7+0ffice 2010) (35 —h))
(ZSCI T

2. MRS g GHHEHLN I 3ERE (Windows 7+0ffice 2010))  HF [E4kiE 4k
Zan



	《计算机应用基础》
	说  明
	教 学 内 容
	第一章   计算机系统的组成
	第二章  Windows操作系统
	第三章   文字处理软件Word
	第四章   电子表格软件Excel
	 第五章   幻灯片软件PowerPoint
	第六章   网络应用基础
	第七章   常用工具的使用

	实 验 内 容
	实验一  中英文输入（2学时）
	实验二  Windows的基本操作（6学时）
	实验三 Word字处理软件（8学时）
	实验四 Excel电子表格软件（8学时）
	实验五  幻灯片软件PowerPoint（6学时）
	实验六   网络应用（4学时）
	实验七  常用工具的使用（2学时）



