ER27EE BEVINADHMARNR

B4 @) 15#R') TS —1 (Information Literacy 1) PR A014313
HLKE R TS HRFYYZ 1 Atosod
[EES:S 1 FRzEMA HiTHA

- BIRR S WE BT 2

. [BEEEICIE]
E‘éégﬁﬁt EEMADBLLIEERADELIREARLSYETOTEELTHA,

RE-EZILEWOESIZDEITFELLD,

MO

BEE (3087 HhTIvY 1EHRITS— Office 2013 (EHEhR)
BETBRUEE AERIERLES,

£

BEERH BRI T5—2

AVB—RYNOTLTFATATHERL. EEDHELT . BERKDERELEEDT AT AETIE
HIEDEAHLFE TVET . COFIBHEEMITHI=DERILIT. ARARERITEOTE
FEEEIVEL—RITESMA ST TH ABBREOLDELY T O—/\)LE, EFEET

BEOEMN BIE . NEHEZREEBTIETVET . COLILERIZTENTY, IFHMEINE - E - F4F
THRNPCMEBREZDLDIZEIIVICAILTHRMMN DEAMIERT HRENE, MR
AZDITRTOANRICHBIZROONDBBELVZFET . KEBERIX. TORILERITS
V—RADEREELGBEMELETS,

AHETH. BEREEARS(EERRLETRRICHTTAVET . EERADRETIE.
AR T — I REEEE F TR BELINIEBAMBOERBE. tFX1)T(— ATAT

BRROME TS5 —, EEEREITONTRUET, SSICEEHRADZLTIE, 03225 — 3V
ELTDT—TAYIN kDX EER. RHEYINITTOERZLEITOVNTEUET,

OEHE
FERS FERE(FE-EE)
FT18: [R3—+T7yTH3F—]

F2RB : AVIT—aV,  ISRRFD-ODTr— AE

[BEBXIBE: HE] BB
#&ﬁgﬁ&)m’oéﬂ?mﬁ;‘i 6EENSDBEDISRH T DIHIZF U — B

TWET,

F 3 BHARYMT O EEIFA]
[BEEXEE: #iE] BB

SOTRLFHRAVNT— IR REEED L TRELSNHFERMEB LX) T4—, |EERE-BEH
ATAT )T —, BRELEIZOVTEUET,
F 458 RN DEMNBLLH
[EERXBE: #E) B+ & H
=N EERFOTONEAUE—RYINED LS LA TIHERZOYIRYLTLND D [EEEE-EEH
FRHELET, T 19—V ALEFLOLERFAHEIZEZ 52 E(ZDUVT
1LEZTHET,
F5:8 : aFa—2DLLALEROBOLHLA
[BERXFE: HiE) B+ & H
IE=EDEZFDENMIIZLDIEREBINDYET, COBRMISIFMBBOERELY [BEEE-REH
fméﬁbﬂﬂ:ourﬁﬁﬁbit HAOT R TR RELERTEDLIITLEDHILEH
Z[ZLTLy 0

F 68 HAPREHREFHIRE



[EERXBE 6@ ~15EH] —f895X

Word¥Excel D EARIITIZFIENTEDAEZHRICLIZISRATYT , BRETHEZ &,

PORERMECABTZEEBEZPLISTVEY,

ABERADBRRTREZALARTEROIC. £BPRHAREEDRHEETVET . S
2. REDRY—T—IL AT LEBFA—ILYTEDRELENAZHBALET .

EEORERRF OPWebBRERLGELHERL THELELD,

% 78 : WordlIZ&AXEER

CCTIR, 7—70VIr e XERBRZE. REMELZERLENOER/LE

3—0
XERIZREENT D (ROBE. LILOBERLLE)

LSS b = = I

B 8# : WordDIGA ~ESa7LEXEDER

Word XS FEEFLHHEELNHYE T CCTEEZBBEZPIDICEA THLEERGH

BEFELET,
“Word DR EMERE (HEE T, WERE)
ROy T X ey - R—O
XEICREMNLGEERZMAD
(DT TF7—k, T—F7—k. RHEELE)

% 958 : ExcelDEXRLTIRME

CCTIRFEY . Excel DY B E AL B RWTIRIE T EZEFELFT,

*T—RD AN (A—FT1)LHEE)
D=0 —tDEXHRE
L DEEFALEEGER

F10:8: 570K

Excel TIXWAWALY SOEBEIZIEDRIENTEET A, EFOEBED T S572F50
[FRRICEOTENET , BUITHMNYOT NI STEEDESITDAITELLD,

TSI DEEL AR
TSIORE ‘
(BT57 NGS5, AI57. EETFTIRE)

F118 - KEtunE

Bo i+ B 44
BERE R

EAAH
HERE B

EAEH
HERE

EAEH
HERE

BB
BE R R

Excel XM EFIRAT AL Lo TESEIEFLMBEITHSICENTEE T, CCTIEE B HEHR

ARELGBHEFNEEZFLIBEBOENAZEELET,
A —hFSUMBGE#DIEAZFAN-ETE
-COUNT-ROUND - RANKEE %

HExXtS B S R

F12:8: FHOHE

Excel CRVEZELGBAHD —DTHAFEAHZHDICFENAZZEELET,

-IF-AND-OREE%k. R R+
-COUNTIF - SUMIFB %k

F138 : mERNE

E<DF—SOBDSBELTF—SEHERYH T BHEFBLET.

*VLOOKUP-HLOOKUP - INDEX[ES %

%1458 : Excel DT—A~_R—XiHE (1) X+) EWordEExcel D iEH

T—AR—XI&,. BAETHEHREEEL. FLOITEREMI T HH8ETT ., 22T
. T—2DHREBEZ DOTAILIEREREIZDWNTEELET . £1=. Word&Excel D&

BIZoWWTEEELEY,
%158 : ExcelDEED

*Excel D&,

1638 : HIKRER
S0RERDILBHRARABKRETVES,

(MEXDOHH
REOEEHZ QEHEIDHENARK

HEEERR]
TEHIZAAR

HERE R

B
HERE - BED

B
HERE - BED

EAEH
B R R

B
HERE



(B)VT7HT4T5—=2%

g ERE ZaLian
AEREL. EZEERAOBELEZTERRADEBELIIHTTITVLET, BIEIXFRRVNT—04t
e SEEEL L TRBELINSZEBMBEZDOIZ. BEERKXDOBELZITUVET, BEIEWordd
ExcelZlMZ, EERRADBELFTHNET,

OENEBRT HHITERT REHERR

(B8 -E8K- 18
E]

. OFEBAVET—IHE DR EFEELLRBLITHT 5.
(%034 - 222 ) QOEMBIEL AT LOERMGEEAEERET S,

[Hige-%H-0321= @I —7OY Ik (Word) ZFFHWVT X EERMN TESKLSI1ZT 5,
S ST @FHEY T (Exce) RV TESREATES L5127 5,

r—3av]
[BE- k-8l
&)

O RAREL{E 24 (2 §H100/4) . A @M | 1008

NEEROSBALAET | HXRER- PHEERSE LiR—k-Em% RER-EDHh
A EDEFRESVE R (TAF) (=) (M ARR)

(B -ER-RBEE]
IR RO RS B 5K 105
=1

[5nss: - 47 )
XfﬁFﬁﬁEm;ﬂEﬁo)@%M%ﬁ 305

lﬁﬁ-iﬁ-zsaz#—vgyl

XTEMBEACAEBOER) ITF—

LTECHITRICBA BT HI1ZE 50}'% S}f_‘i
o

[BE-fdr-8l&])
XIEZRSHIEED,
(TARAIZDUT)
MLUEDBEIZ. TCCAD NI (BCDRENERKRRICKIBETHLLLIC. TEFBEITEITBARINUEIFEEDOLEFELLEIR

EEE.AROMLZBIETREN) STHERN I (BXRE. R0, RENERE. RERNGE EXRO—RLRYME-#HR
[CHERT =BT EZREN) EMATREANTAFAITT .

OFE R D AR TRV BAEEME 5 A IS B 1T BFMDEE S AL ERKENDER
RRARETHiT 75 3% FMOREH ZEEFKEDBER

L—p-fepa |LR—ME BERICIERSNS IR EE o THTBE CIRIEL TR, TRTRHL
Gi%llfl%) T:i%@(jk Eilzﬁﬁo)ﬂ%tbi—d—o

RE-BAELENESICDBTELES, LLEBTRE-BAET 558 L. BRICA—LE
RR-TOM | LxELTERLTGESN, 3. IESICHYRELEBOENEZFR- TS,
(EERR)  |jmgicrEoEz BRedIc. EMMICRYBATEES. EMORRELET.,



