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ѿ  ╠ ‰ ᵬ 

 

ᶏ IE ̂7.0 ҉ץ Ȃ̃ ΐᵣᶏ ╠̆ ΐ ᴆ̔ 

1ȁ Office2003 ῃ ҉ץ̂ ̃ WPS̕ 

2ȁ OA Ⱶ ̔http://oa.znufe.edu.cn/ 

3ȁ ̂ ҹ ̆∆ ҹ ̃̕  

1.1 office ᴆ  

ᵬ ̔ 

1 ȁ IE ̆ Ҭ ῀ OA “http:// oa.znufe.edu.cn /Ŀ̕  

2 ȁ ₯ ᴆ̆ ₯ľOffice ᴆĿҊ ᴆ̆ Ҋ ̔ 
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3 ȁ ľNtkoOfficeControlSetup.msiĿ ᴆ ̆ Ҋ ̔ 

 
 

4 ȁ ₯ľҊѿ Ŀ̆ ᴆ ̆ ̆ Ҋ ̔ 

 
 

1.2 office  

̔ Office ҹ 2003̆↕ office2007Ὶ Ҁ̕ 

ᵬ ̔ 

1 ȁ OA ľhttp:// oa.znufe.edu.cn /Ŀ̕  

2 ȁ ₯ ᴆ̆ ₯ľOffice2007Ὶ ҀĿҊ ᴆ̕ 

3 ȁ ľFileFormatConverters.exeĿ̆ ̆ Ҋ ̔ 
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1.3 ᴆ 

̔ ᶏ IEӊ ̂360̆ ̆ ̃̆ Ҋ ᴆȂ 

ᵬ ̔ 

1 ȁ OA ľhttp:// oa.znufe.edu.cn /Ŀ̕  

2 ȁ ₯ ᴆ̆ ₯ľ ᴆĿҊ ᴆ̕ 

3 ȁ ľNtkoCrossBrowserSetupĿ̆ ̆ Ҋ ̔ 
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1.4 ⱴḤᴋ  

ᵬ ̔ 

1 ȁ IE ̕ 

2 ȁ ₯ľ ΐĿ-“Internet Ŀ̆ Ҋ ̔ 

 
3 ȁ ľ ῃĿ-ľ Ḥᴋ Ŀ  

 

4 ȁ ₯ľ Ŀ̆ ῀ľhttp:// oa.znufe.edu.cn /Ŀ ̆ ₯ľ ⱴĿ Ȃ 

̂ ľ̔ Ҭ Ⱶ ̂https Ŀ̃ Ȃ̃  

5 ȁ ₯῏ ̆ ⌠“Internet Ŀ ̆ ₯ľ Ŀ̆ Ȃ 
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ԋ  ᵬ 

2.1  

1 ȁ IE ̆ ῀ http:// oa.znufe.edu.cn / ̆ Ҋľ Ŀ ῀

⌠ ̕ 

 

2 ȁ ῀ ȁ ̂̕ ῀ҩֲ ̆∆ Ȃ̃̕ 
3 ȁ ῀ Ḥ ̆ ₯“ ” ⱳ ῀ ̕ 
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2.2 Һ ׃  

 

 

· ̔ Ҭ ḱ ̆ⱲῈ ᴆ ῀̆

ץ ᵬ̕ 

 ̔ ₯ ⌠ Һ ̕ 

 ⱲῈ ᴆ̔ ₯ ῀ ᴆ ̕ 

 ᶏ ꜛ ̔ ₯ ῀ ̆ ᶏ Ҭ ⌠ ̕ 

 

 
 ̔ ₯ḱ Ḥ  
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·Ҋ ̔ ץ ῀ ῀ ⱳ ̕ 

· ̔ ⱳ Ҭ ₯ ⱳ ̆ ₮ ⱳ Ḥ

̕ 

 ̔ Ҭ ѿ ̕ 

 − ̔ Ҭץ ֦ ѿ ̆ ₯ −ץ  ̕

 ḱ ̔ Ҭץ ֦ ѿ ̆ ₯ ḱץ  ̕

 ̔ ₯ ץ ᴆ ̕ 

 ꜛ̔ ꜛ ̕ 

 

׃ 2.3  

 
· ᴆ ̔ ⱲῈ ᴆ ̕ 

· ΐ ̔ ᴆ ⱲῈ ᴆ ᵬ̕ 

 ₮̔ҌḠ ₮ ⱲῈ ᴆ ̕ 

 Ḡ ₮̔Ḡ ₮ ⱲῈ ᴆ ̕ 

 ̔ ꜚ word ᴆ̆ ᴆῤ ̕ 

 ֜̔ ֜ ̕  

 ̔ ̕ 

 ḱ ̔ḱ ̕ 
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 Ⱳ ̔Ⱳ ᴆ̕ 

 ̔ ᴆ ̕ 

 ̔ ֜ ̕ 

 ̔ ╠ ̕ 

 ̔ ᴆ̕ 

 ꜛ̔ ᶏ Ҭ ᴋᵥ ̆ ₯ľ ꜛĿ ᵬ ̕ 

 ֜̔ ץ ֜ ̕ 

 

2.4 ⱳ №  

ҩֲⱲῈ̔ ҍҩֲ ᵬ ῏ ῤ ̆ ҩ ⌠ҍ ῏ Ⱳȁ Ⱳ

ᴆȁ ̆ΐᵣ ̔ ⱲԊ ȁ Ԋ ȁ ⱲԊ ȁ Ⱳ ȁҩ

ֲ ᴆȁⱲῈ ᴆȁ ȁҩֲ ȁ Ӝҩ Ȃ 

Ὲ ̔ ᵝȁ ᵝ ᴆ̆ ΐ̆ᵣ ̔ ȁ

ȁ ȁ ҩ Ȃ 

ᴪ ̔ ᴪ ↓ ᴆ̆ΐᵣ ̔ᴪ ȁ ᴪ ȁᴪ ȁ

ᾴ ᴪ ȁ Ⱶᴪ ȁῒזᴪ ȁ ‗ ҂ҩ Ȃ 

ⱲῈ̔ ⱲῈҙⱵ̆ΐᵣ ̔ Ḥ ȁӥ Ḥ ȁḤ ȁ

Ὲ ȁ ᵬ Ⱳȁ ȁ ȁḤ ȁ Ӝҩ Ȃ 

Ὲ῍ ̔ ⱲῈῈ῍ ѿ ҍ ̆ΐᵣ ̔ └ ȁ ᴆȁⱲῈ

ȁȁⱲԊ ҩ Ȃ 

 

2.5 Ḥ ḱ  

1 ȁ ⱳ ̆ ₯҉ ̆ḱ Ḥ ̆ ₯ḱ ̆ ῀

ḱ ̕ 
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҈  ᵬ ᶛ 

3.1  

ԍ ᾴ ȁ ᾴ ȁ Ȃΐᵣ

ᵬֲ ̆ ֲ ̆ ῏ ᴪ ̆ ⱲῈ ȁҺᴋ ̆Һ

̆ ⱲῈ ᴆ ̂ ӥ̃ ᴆ ̆ ⱲῈ ȁ

̆ ӥ Ҋ ⌠ ῏ ᵝ̂ ῤ ᵝ Ҋ ȁ ᵝ ᴆ Ȃ̃

ҩ Ҭ̆ ᴆ ֲ ᾴ ⱲῈ ӥ ӥ ᴆ ȁ

Ⱳȁ Ȃ 

ץ ᶏ Ҭԅ ΐᵣ ҙⱵ ץ̆ ҹᶛ̔ 

1 ȁ ΐ ₯ ̆ ̕ 

2 ȁ ₯ľ ᴆ ΐ Ŀ ľ ꜛĿ ̆ Ҋ̔ 

 

̔ 

1ȁľ Ŀҹ ľ̕ Ŀҹ ̕ 

2ȁľ Ŀҹ ᾢ ̕ 
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3ȁľ ĿҹҬ ̆ΐ └ ľ̕ Ŀҹ ̆ ᴆ̆

ꜚ Ҭ Ȃ 

 

3.2 ȁ ֜ 

1 ȁ ̆ ΐ ₯ ̆ ̕ 

 
 

2 ȁ. Ώ ̕ 
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3̆ Ώ Ҭ Ḥ ̆ ₯“ ” word ᴆ ᴆ ῤ ̕ 

 
 

4̆ ₯ľḠ ₮Ŀ ᴆ ̕ 

5̆ ⌠ ̆ ₯ ֜ ̆ ₮ ֜ ̕ 

 
6̆ ֲ ̆ ₯ ̆ ᴆ ֜̕ 

 ̔ ҙⱵ ᴆ ̕ 

 ̔ ҙⱵ ᴆ ľ̔ Ŀȁľᶭ ”̕ 

 Ḥ̔ ҙⱵ Ḥ ̕ 

 ֲ ̔ ҙⱵ ᴆ ῏ֲ ̕ 
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3.3 ᴆ  

ⱲԊ Ҭ Ⱳ ᴆ 

1̆ ₯ ᴆ̕ 

 
 

2̆ ₯ľ Ŀ̆ ḱ ῤ ̕ 

 
 

3̆ ₯ľḠ ₮Ŀ̆ Ḡ ῤ ̕ 

4̆ ₯ ̆ ₮ ̆ Ώ ̕ 
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5̆ ֲ Ώ ̆ ₯ ̆ ᴆ Ҭ ̕ 

6̆ᶭ “ ᴪ  ̆ⱲῈ Һᴋ  ̆ ̆ ̆ ̆

ᴆ ̆ ᴆҊ Ŀΐᵣ ҉̕ 

 

3.4 ᴆ  

1̆ ῤ ῀ ᴆ ̆ ̔ 

 
ᶏ ̆ ῏ ̆ ̔ 
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2ȁ ₮ ᴆ ̆ ₯ľ Ŀ̕  

 
 

3ȁ ̆ ₯ ̆ ⌠ľ ’̆ ̆ Ŀ̕ 
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3.5 ᴆ ῒז  

− ᴆ̔ 

1̆ Ҭ − ᴆ̆ ᴆ╠ ῤ ҉ľ Ŀ̕  

2̆ ₯ ΐ − ̆ ₮Ḥ ̆ ₯ ̕ 

 

ḱ ᴆ̔ 

1̆ Ҭ ḱ ᴆ̆ ᴆ╠ ῤ ҉ľ Ŀ̕  

2̆ ₯ ΐ ḱ ̆ ῀ ḱ  
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 ᵬ ᶛ 

4.1  

ΐᵣ Ⱳ ῀ ̕ ⱲῈ Ⱳ̆ ̆

ᴰ Ⱳ ̕ ҩ Ҭ̆ ᴆ ᴆ ̆ Ⱳ̆

̕ԅ ΐᵣ ҙⱵ Ҋ̔ 

1. ΐ ₯ ̆ Ὲ ̕ 

2. ₯ľ ᴆ ΐ Ŀ ľ ꜛĿ ̆ Ҋ̔ 

 

̔ 

1ȁľ Ŀҹ ľ̕ Ŀҹ ̕ 

2ȁľ Ŀҹ ᾢ ̕ 

3ȁľ ĿҹҬ ̆ΐ └ ľ̕ Ŀҹ ̆ ᴆ̆

ꜚ Ҭ Ȃ 
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4.2 ̆ ֜ 

1 ȁ ⌠ ̆ ΐ ₯ ̆ ̕ 

 
 

2 ȁ Ώ Ḥ ̆ Ҋ ̔ 

 
 

3̆ Ώ Ḥ ̆ ₯“ Ŀ̆ ⱴ ҹ ᴆ̆ ̔ 
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4̆ ⱴ ᴆ ₯ľ ₮Ŀ̆ ̕ 

5̆ ⌠ ̆ ₯“ ֜” ̆ ₮ ֜ ̆ ֲ

̕ 

 
 

6̆ ֲ ̆ ₯ ̆ ᴆ ֜̕ 

 ̔ ҙⱵ ᴆ ̕ 

 ̔ ҙⱵ ᴆ ľ̔ Ŀȁľᶭ ”̕ 

 Ḥ̔ ҙⱵ Ḥ ̕ 

 ֲ Ḥ
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4.3  

ⱲԊ Ҭ Ⱳ ᴆ 

1̆ ľ ⱲԊ ĿҬ ₯ ᴆ̆ ̔ 

 
2̆ ₯ľ Ŀ̆ľ Ḡ Ŀ ᴆ̆ ̔ 

 
3̆ ₯“ ₮Ŀ̆ ⌠ ̕  

4̆ ₯ ̆ ₮ ̆ Ώ ̆ ̔ 
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5̆ ֲ Ώ ̆ ₯ ̆ ᴆ Ҭ ̕ 

6̆ᶭ ľ ̆ Ⱳ̆ Ⱳ Ŀΐᵣ ҉̕ 

 

4.4  

1̆ ῤ ῀ ᴆ ̆ ̔ 

 
ᶏ ̆ ῏ ̆ ̔ 
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2ȁ ₮ ᴆ ̆ ₯ľ Ŀ̆ ̔ 

 

3ȁ ̆ ₯ ̆ ⌠ľ ’̆ ̆

Ŀ̕  

4.5 ῒז  

− ᴆ̔ 

1̆ Ҭ − ᴆ̆ ᴆ╠ ῤ ҉ľ Ŀ̕  

2̆ ₯ ΐ − ̆ ₮Ḥ ̆ ₯ ̕ 
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ḱ ᴆ̔ 

1̆ Ҭ ḱ ᴆ̆ ᴆ╠ ῤ ҉ľ Ŀ̕  

2̆ ₯ ΐ ḱ ̆ ῀ ḱ  
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ԓ  ᴪ ᵬ ᶛ 

5.1 ᴪ  

ᴪ Һ ᴪ Ҭ ȁᴪ ᴪ ᶏ ȁ

Ȃ ᴪ ᶫᴪ ̆ᴪ ȁ ᴪֲ ᴆ ̆

↓ Ȃԅ ΐᵣ ҙⱵ Ҋ̔ 

1. ΐ ₯ ̆ Ὲ ̕ 

2. ₯ľ ᴆ ΐ Ŀ ľ ꜛĿ ̆ Ҋ̔ 

 
 

̔ 

1ȁľ Ŀҹ ľ̕ Ŀҹ ̕ 

2ȁľ Ŀҹ ᾢ ̕ 

3ȁľ ĿҹҬ ̆ΐ └ ľ̕ Ŀҹ ̆ ᴆ̆

ꜚ Ҭ Ȃ 

 

5.2 ᴪ ̆ ֜ 

1 ȁ ᴪ ̆ ΐ ₯ ̆ ᴪ ̔ 
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3̆ Ώ Ḥ ̆ ₯“ Ŀ̆ Ώ ῤ ̆ ̔ 

 
4̆ ₯ľḠ ₮Ŀ̆ ⌠ ̕ ₯“ ֜” ̆ ₮ ֜

̆ ֲ ̔ 
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6̆ ֲ ̆ ₯ ̆ ᴆ ֜̕ 

 ̔ ҙⱵ ᴆ ̕ 

 ̔ ҙⱵ ᴆ ľ̔ Ŀȁľᶭ ”̕ 

 Ḥ̔ ҙⱵ Ḥ ̕ 

 ֲ ̔ ҙⱵ ᴆ ῏ֲ ̕ 

 

5.3 ᴪ  

ⱲԊ Ҭ Ⱳ ᴆ 

1̆ ľ ⱲԊ ĿҬ ₯ ᴆ̆ ̔ 
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2̆ ₯ľ Ŀ̆ ḱ ῤ ̕ 

3̆ ₯ľḠ ₮Ŀ̆ Ḡ ῤ ̕ 

4̆ ₯ ̆ ₮ ̆ Ώ ̆ ̔ 

 
5̆Ώ ̆ ₯ ̆ ᴆ Ҭ ̕ 

6̆ᶭ ľ ̆ᴪⱵ Ŀΐᵣ ҉̕ 
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5.4 ᴪ  

1̆ ₯ ҉ ľᴪ Ŀ̆ ῤᴪ ᶏ ’̆ ᴪ

ҹ ̆ ₯ľ Ŀ ᴪ ̆ ̔ 

 
 

2̆ ₯ ҉ ľᴪ ”, ҩᴪ ᶏ ’ ̆ ̔ 

 
 

5.5 ᴪ ῒז  

− ᴆ̔ 
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1̆ Ҭ − ᴆ̆ ᴆ╠ ῤ ҉ľ Ŀ̕  

2̆ ₯ ΐ − ̆ ₮Ḥ ̆ ₯ ̕ 

 

ḱ ᴆ̔ 

1̆ Ҭ ḱ ᴆ̆ ᴆ╠ ῤ ҉ľ Ŀ̕  

2̆ ₯ ΐ ḱ ̆ ῀ ḱ  
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Έ  ⱲῈ ᴆ ᵬ ᶛ   

6.1  Ώ ᴆ 

 ῀ľⱲῈ ᴆĿ̆ ₯ ľΏ ᴆĿ̆ Ώ Ḥ Ȃ 

 

 

 ₯ľᶏ Ŀ ⱴ ᴆֲ̆ ΏľҺ Ŀ ᴆ ̆ ᴆ Ҋ

ⱴ ᴆȂ ₯ľ …Ŀ ̆ ⱴ ᴆ̆ ₯ľ Ŀ ᴆ ⱴ⌠

ᴆ ҬȂ 

 ₯ ľ Ŀ ̆ ᴆ ᴪ ₮ľ ᴆ ⱳ Ŀ˻Ḥ ̕ ₯ ľḠ

Ŀ ̆ ᴆ ₮ľ ⱳĿḤ ̆ ᴆḠ ᴆ Ҭ̕

₯ľ Ŀ ̆Ḡ ᴪ ₮ľḠ ⱳĿḤ ̆ ᴆ Ḡ Ȃ 

 

6.2  ᴆ  

1) ᴆ  

 “ ᴆ ”̆ ᴆ ҬḠ ⌠ ᴆȂ 

 − ᴆ̆ ₯ľ− Ŀ ̆ − ᴆ Ḡ Ҭ  ̕
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 ῀ľ Ŀ Ҭ̆ ᴆ̆ ₯ľ Ŀ ̆↕

ᴆ − ̆Ҍ Ῥ Ȃ 

 

2) ᴆ  

  ľ ᴆ Ŀ̆ ᴆ ҬḠ Ḡ Ȃ 

 ᴆ Ҭ ᴆӞ ץ  ľ− Ŀ ᵬȂ 

3)  

 ľ Ŀ̆ ҬḠ ҹ ᴆ̆ѿ ᴆ

₮ ԅ̆ ҌῬḠ ҬȂ 

 Ҭ ᴆӞ ץ  ľ− Ŀ ᵬȂ 

 

6.3   

1) ⱴ  
₯ľ+Ŀ ⱴ ̆ Ḥ ⱴ ֲ Ȃ ̔ 
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2) −  
̆ ₯− ̆ ̔ 
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