(OF- % N | 1
HMBA

FonNyoHa—k

Bhi¥

M- BIRR 5

BFEI1—F
HLUHKE 4

BELDEE.
BiE &M

BHE

SEXBRVEERE
BER B

(OF- ¥ N | 1

REOBH

REDHE

REOEEARE

izl s %l B

EHRBROHIBAIC
FAREHE

20234 1RED

&) 75> —1 (Information Literacy 1)

RKAE/HEE TN 5N
A10301 B10701 HENE HEEREHB RE / LA
2 BN E / BEH 1 4 / AiIEA

g

XARPEERVUFEREHOI—RATELLZGENHYETOT. PAFE TR I HERL TESLY,
A014341 DSR4 REERFE

BHA #5h

(B=LEITTE]
FAERADOBRRERERADERFHENEGYETOTIEEL TS,

RIEBZILGEWNESITDENFELLD,

[30BfE T R4 — Office2019 (Windows 105 ix)J] (£ H hR)

AEERLES

B/ TI—2

A=Y OTILTFATATHERL. TEDHALLT . XD BEEFDTHTHETIHE
HMIEDFEHAMLFETCOET, COLIGHEEMRITH-21EHRILIZ. ABHARETHLOTEE
FEOAVEL—RICEEFMZ DT T ABBRZFOEDELYI O—/\LE, BFILT B4
E. ABHHEEREERIETOET, COLIHEKRIZENTY, [FHREINE - N2 - RIET S8
FAONMERZDED 1ZEZILICAILTHEREMON DEARMIERTDEEHIT. MR RICESETST
RTDOARIZEBIZTKROONDBEBELNAET , REEX. TOISLEER)TSV—REHDE
REELENELET,

AR BT, BEREZASEZRRAEEZTRAICDITTITNET, BERADIBETIE.
HERAVNT—OHEEEEZTEL L TRELSNDERMBOERGE, tXa)Ta— AT47Y)
To5U—, BRELGEIZDOVTEUET, SHOIZEERRADBETIE. 232 =4 —2a > FEREL
THOI—FOVYINIELDXEER. KRBV INIZTDERELEIZOVTREUVET,, £ B
HEHOBHROEREMBELEFELT. BENBOEED I —LN\YINTESLLSIZLET,

(MIEFEOKRK NEERR]

() EHIBEDIZEDAK MEHIIXAR]
@VFIT4T53—=2Y 8. 74—ILKkT—7]
ZHLan

ZELEn

NADEMARE
OFEEmOEE O TR (& FH1005)
FZR | E | BORE
HEEEOBS )EEE (R | (LAmh | (%2
B-cmEE | R | i)
(o-EamE | JIEITISRAOLELEBRL, EOBERIONT e | 1om
L ONEHR YT — IR DR EEEELCRBLITHT 5.
(k- 3242 ONERBIES 2T L LR H A E TS 5, 3053
@T=TEYTF Word AT ERRACES E5I=F
{Eﬁg'iﬁ' 60 50)J_.-‘ 5)1_.-‘
asa=45—33v]) BORETEYV I (Exce) ZFAWTESNMIEBEMNTESLSICT " "

2

(B% - k5 - BliE]

O RiREHI D% & (RAFHGFH I T AL SV ARBR - LIR—FEDFERR -ZRED 71—\ I 7Tik)
[SLANL]EIEBFEZEmZL TS,

[ALANL]ERZE B RZ [ IFREL TS,

[BLALIEEBFENIYiEZL TS,

[CLAJLIEZERZEE— &L TS,

iil%/_'l'f—H& BRERICHETINDIEFRICH >THYIBETREL TSN, IRTRELESE(E, FHlDXREL
RERICRFEVLEZ-RRETIC, EMMICRYBALESS, SHREOHRELET,
EAEHNOBMRCEERETLEZBL T BREABRPRED I —F N\ INTESLIIZLFET,

Otk
AERXEI,FBERAOBRREEFEVADRELICDTTHITOEY  BTFFFEHRAVNT—IHRELESH L TREESH
HERMBZEADIC, BEBEADOREZTVET, BF [EWord&ExcelZHID I, BB X DIZRELITLEVET,

AERXF.BEOHREFHEHBL. FEISHT H2EHMATIEEEZITIOIZISAIDEEZFELTVET,

‘REBAELEVEIICDBITELLS, LU EFTRE-BLUET H5HE(E. FAITHEAKEIIA—LAEELBL TER
LTSN, T BEHEOHMEZEICHFYRELIZADEHERITE- TS,



20235 1IZEIVINADFEHAR

5 #1 B4 [1B®JT5—1 (Information Literacy 1) |EO—F | A014341
ORAHE HLUBE Eh A
ZEANE

1. [RA— 7y TREF— () TT—3Y)
KEOQORYNI—IIRE, PCIRE. FIRAZICEATA2AU I T—avE T0WET PCORYNTI = —EROOT 1Y
LA ER/NRT—FREE, SHICHEIEOBRELRED) T —IZDNWTEUET,

FE
=E
2. VSAZTDI=ODT 27— RE
(EEpRX: #HE)
AVEL— 2D AKRITIBEBEICESTELLID T, VAR ITRELITVET, BAETIE, BRETITERLI-EREA
ERMBZEKXIC, FEATOTILL, BREFIITAITOVTRAEBELET . REDEDH A LFHEAE. 6RIEILDITE
DIZRAFFDI=OIZT U r— REZEITVET .

B BRI TV —HBIZDODVTIARNS,
#E BEDOEHH LIS ELEEITDONTERET D,
3. (BRI —I1 S EITFA
[EERABE: H£F)
CITIH BRI IO EEEEL L TRELESNSERBEO LX) TA—  ATAT T3 —, ERERLEIC
DNWTEUVET,

9205
$920%

$920%
$920%

FE  EEAYNIT—IHRITOVTHERNS, #9285 A8
BHE BRI —OHSEEMET D, #9285

4 HENDLENEHLLA

(EERARE: HE)

PN EEREO TSI A—RIEAED ISR LA THEBEPCYRMYLTWONERHRLET . T, 18— ubE
FALEHFLOERMINHRICEZSFEICODVTEERATHET,

B A=Y DEF A DNTIARS,

#E A B—FY R DIEREHZDNTIEET D,
5. AVEA—32D LA LEHRDHLHLA
[BEERRAiRE: HE)
FF-BDEFDENMIILZLDIERERIHYET . CORERILIFREEIORERELGDABCEAICOVNVTHERLET,
NP0 ERTEREFLRRTELLSICHAEEBEICLTVET,

$920%
9205

B AVE1—SDEHAEFRDHOHLAIZDONTHNS,
== :I‘z_t":—@@&ﬁ‘-ﬂﬁt’%i&d)%%b LAIZDOWTHEEET S,
6. B PR EFHRER
[EERKiZZE 6E~15H]]

$920%
$920%

FERADERXETEALARERDIC, XBDREHBREETDBRRETVET . LIS, KEZORYM—T—ILVATLLE

FAIWYIEDRFELFENAERALET . REEDBEERR PWebRRREEHRL THELELD,

B HETAMIEA S,
#E KEDRIN—T—IV R T LEBFA—ILYIEDHRTEOFENAIZDONTHEHET B,
7. XEYVIFDOMELA (WordlZk S X EERK)
FEROT IR TR (LIR—FBXDEEH. TLEVT—2aVE)DE=HIZIE. XEVINDFERANRAIZRYEST , 22
TlE. 7—70VIrEFE - XERRREEZEZ. EEMBEEERLEASER/LET,
“Word D BRI IRME(BEER. EXRELLE)
NFEXEDAD
WERNIZRAIERTA(ROHRE. PILOFEELE)

9205
$920%

FE  WordDEARMLEEISOVTHRNS, #9285
HE ROERPCEDRIAXEDERATES, #9285

8. XEYVIMDELVE WordDIiHH ~ESaF7ILEXEDER)
FHROT IR TR (LIR—rBXDEZH . TLEUT—2a0F)DESHIZIE. XEVINDFERANBAEIZEYET,
Word [ Z[F S FE I ELHHEENHYET , CCTIREFBBERDICEZ THEEMLHEEEELET,

“WordD#REMEE (BFR ., ILERE)
B ROy T X oy T - R—ORR
WECHRERREEAFZNZ A

E EDa7IGEXEERIZDOWVWTIRANS,

== EDa7IGENXEFERNTED,

$920%
$920%

B 4
HUHE

15#R') T3> —1 (Information Literacy 1) BEO—F | A014341

ORXFE BE &k

FEAE

9. RETHEVIFDEELVS (ExcelDERBITIRE)

BHRE AL RIS 5 (FHRILE, EREIEES) oI, R YT OEAABAICRYET, CCTEET.
Excel D¥IMBEIE B L E ARG IR H EE 2 ELET,

HEEOHRBLT—ED AN F— I LR L)

D= — b DEREE

FHEOAE
FE  Excel DEXRHRIEIZDOVNTIHND, #2085 FH
HE  ExcelDEXRMLIRELHAENTES, #9285

10. RETEVIFDFEWNE (TS0 ERK)

FHRESTTMURIEST S (FHRANE, FHREIBEH) -OICF. RABEVILNDFERNBAIZLZYZFET , Excel TIXLSLY

AT SOEBEICERIENTEETN., EORBED T STEFEINIARICE O TEVNET, BUYITHMNYDOT VTS
EEBESITIDAITELED,

JSODFEEERAR

FSODIRE
FE TS5TDERBIZDODNTIARS, 920518
== JSIODERMNTES, #9285

M. RFEBEVIrOEWNAS (BABOER ~FD1)

EHE O ML ZIET S ((FHRNIE ., FHRBIBEE) D2 RAEYILDEANBAIZLEYET , Excel %%
FIATACECE o TCEESELRMBEITHSIELLTEET , COTIRERELDEAF VB EDLHIZEABOFEIVAIZDINT
1EELEY,

-SUM, AVERAGER %

-MAX-MINES2 (B X -8/

FE  Excel DEARBEHICDOLTIHEND, #92m%
#E  EAEHHNEZS. #9205 R
12. RABEVIFOEWNE (BABDER ~ZD2)

BREDHTEMLEET 5 (IFHRLIE., FHREBEEESE) -OICIE. RFEVILNOFANDLABIZHEYET

‘ROUNDEE# (T—2DmIER ALY LI -HIYET)

-RANKREA# (IERZD 1)

7y ROUNDA>RANKEE# =D \THR B, ESPE
=3 ROUND*>RANKEH# AV ;ERATE S, 920518

13. Rt EVIDFENE (BIRDFER ~ED3)

FHREN ML BIE S 5 (FMNE, FHRBEEERF) OICE, REEVILNDFRANDAIZLZYET . CCTIE, Excel
TRIZEZELGEBO—DOTHAFEBER DIFENVAEZZELET.

-IFEE % (S D #I%E)

FE IFB#ICDWNTEAR S,

=y IFR#Z ML . FRATES,

14. RAFVILDOENE (BIBDER ~7ND4)

BREDWEEMLEET 5 (FHRLIE., FREEEZSF) -OICIE. RAEVILOFRANDLAIZEYET,
-VLOOKUP - HLOOKUPES % (12 = E8%)

*COUNTIF - SUMIF (I —H 3 5 ILDETE)

92858
92858

FE  BRREHAOCOUNTIF-SUMIFR A EIZ DL THIANS,

#HE  BEREAOCOUNTIF-SUMIFEE AN ER TZ 5,

15. RETBEVIFDELVA (Excel DEED)

BIRESHTEEMLBE S S ((FHRAE, BREEZEF) -OICE. RABVILNOFERLBAIZRYET,

*Excel D& EE,

92858
92858

FE  SECEELAENCONC. EEMEEELTTE T,

#E  SFTHELAERICONT, REMUEOHSLESEL CTHET 5.
16. HARAER

50 5 S D L BEHKRABEITVET,

92858
92858

FE
#E

HRARICHEZ B,



