= 5 ARRFHCEEALB AR 22 P KRN R

o JIREB B e 2
o BB TV ettt 2
To JRBTREETE Lot 2
20 ARFFVRTEIETE Lo 5
30 BEMPAE B EEIETE Lo, 5
LU - a1 = R = 511U 6
Fin BT oottt st 6
TN B R TR et 9

B —: AR} A RR P S B R 4 10 BH
B —: PDF ¥4t 4 A\ L AS i A



VA

ABHEA A RS R EviPN2 = 3

= JAEAE

1. AR A G
R FTENEMT. RS (BN FRATTN. Fhi. BESLRSE E
BHED . BERRSURR A E AR NI
e NAEARKIAF A48, B mah. RERSE R K S SRR B IR
MV )2 2R R AR A A
2. AR AT Bl e
TR BT TRIE T AFFA.
T AR AT ST BE AT e 7 VA
3. AFEENAESTE (BT 450
FOR: ABURE A2 5 AN b AL 2 8, i IO A B 2 5
FN#EA 4% 5. (word)

=, B3
1. PG

(D BTN L g =N NEGE T 200 A, MIFETR).
il
2013 FAE BB SR 73y 6 18, 23y R B EORFERE R 1S
P R RER THENURE S EORFEREEIS PE, (HENIRF A S HOR,
5 R4, WE TR,
2012 A BE MBA NEZI M 600 N, MIHRIY R 3 14, 435lh: &
HEERE MBAL, B LB MBA2, B HESE[E MBA3.
(2) B4t
ITENR G2 1, S (PDFRGTHAIE N TSR ) >3 A TS
(3) WG “IFNHFR”

Yk SRARFDBAILARE PRI, A AMMOII R, ERRE RS E RL—A% H 3R
? (PDF HUGURAHANTURSUNT) « AT RTAERS R0 T 0> P80 AT BB R

2



VA

ABHEA A RS R EviPN2 = 3

Wi MR AR Bl WA, BHMEPERSHE R E R P, B AR
BRI -

ZHASERIEEE
. SRS REHR | £ B | AKS | S
PRI g [ g Lo [
ZIFREEMEE TIZEHR 2013 EARE VA ME (Sl BT ESRESHEAZLMID
¥ & n s & n s % & mn s & n s

= 1 B 13

E 2 E: 10

E 3 E 20

E 4 S 21

E 5 2 2

E 6 = 3

A 7 i 24

E g E 2

E 3 T 2%

El 10 Es 27

E 1 = 2

E 12 = 20

E 13 = 30

| il 14 # 3

EF 15 T 32

B 16 .

E | 17

AT BHAET: £ 1 mg 1 @A
El1 fHHEZ

(4) B “PIEEILRL”, MANIR RS
BT 2% (AREUER BRI RS R AU ) .
(5) FTEIHR, #F
i AT BN H S A
AR HF (K2
BAFWHEZ (B 1)
Blan, {5 BB IR SR RS 8 H s an Kl

LI S, TR RE E TS TR O BT AR B
AR PR R TR GE W) ¢ AR RIS T ER O BT AR R

3


http://202.201.1.247:800/�

w2 anaves
=

ARHHCA A AR 5 EviPN2 = 3

=MREFE R H %

Tk T 2003-]X12. 14 258 4
ne| BE| xs HE W | S| Wi
2 EHFE AR S T R0
1 p ;#;%ﬁ.mms ARG | 20030709 | 32
= EHFEERRE S T2 R
2TE AT ERNSRAmRE | P10 T
S LS S T PSR
3| T SETFRAEESEA M MRS | 20030704 | 10
Bk A RS T
C1E sE RS [ 20150704 | 5T
ik Sk SE T SS TEE R0
ST il L e as0ioa 8
ik ks RS TIE RN
7% SEERTERA N wsivg | 26
I A o - S A 7 ]
E— ML,y A e —
¥ U6 I H-
K2 BEHZ
SRAGERLAEE BT
d HEEIENEDL L ERIEIEE]
MR A F st nmm ZMREEEIEF Lo oo o
[ SRR ELRATR 90 B AL AN (5. ST REHE S A | | TH¥R (%le: B |
+'l#ll{%|!‘i LR k& LR o & o5 ’!& 0 # # & 0o # & R L] [
e i l_& 1 =2 1 =5 1 BkE s = B
T T lze W ] [0 Wae [T i
RS HE g X LIS HER [ 4
Bex E] e [ I3 EE [ i}
] EaY a aEm [T} AR [ =17
| ] [3 | E] 2] L] = [1E] 4 #EQ
ERE 3 R n [T =3 4 ERA 41 sos
EE 1 ) » Box § HE s 4l B3
= 1 ] 4 L v = B o |Eva
[ [] ] d L I E# H 4 e i1
D [ ] (L] I CEL] T} i £l 2
PR n ] 1] 1 maa L] 4 ] )
L3 ! u nEE x i) 1 TR 295 4 bl 0
!! | T LI 1 8 L1 48 SET s
(7] | Hay R LEL L Lt LEL] ¥ [EE] it
i | ] k] ! Xt AbE E] L] T
[T | I | | [Rax v (1] o xs 1] 1 I it
AEAET [TaE=2 ® I EA TR T hElER WELEF. ¥ 1%z 17 ¥ o
! _ A FEEREEE
I 9'“’““ ““ o o LRI
sl —
KRS AF L [ o] | EMAFREIAER [ ax ] o]
| THT I e | i O T TR 2005 TR R R (F EREETEA
s | nE | & | e [ aw | && | A& L] Lo ] & & B & L] E 8 & & B 3
HEE i ELRY R R
(13 Hu¥ &% EL Y Ll
T =5 EE ] (311 ELF]
m L] ETE] WE B
ELE] EEE imE £ el
3 BER =4 [ & FHA
T EEE 1 [LL] [
B anE Eale LI 41
[IN3 2K 3 LE] M
rims 6 i 1] IR ne -
B 1 e nER a8
T 1. MU it &l
[ 12 1 nzs 31 o
2RE L [EE] EL Y [T
HEE 1 Ll ENE 4l
L] [T S L1 50
A LEE mxlEE. E 1 X 1 1_ za ﬂ‘u;, Iz .’;_\,‘_‘. Ze 4 = 1 X 1 k]




ARHHCA A AR 5 EviPN2 = 3

E AT EREE
(G S e u |awsT 5T AR AR o]
ZMARFEEIFEFRE e o [ma]| -

| EACRINRESS TP 2003 RS Rl MREs) |

b RBETS TIRFE 00 TR e R ATE

+
We | aw We [ae| ae | ae | He | BE |lanBE | M& [ BE L 4% | me Mk  mE

; wE = 0 =8 - -

- o - 0 =i

LEED L CEEY T wa T _;

[5 mon waz =rn s o

EaN L [ Tam

. RS AT - FET L1 i .

mes (L1 3 [T LI ] (2] 4

AR T =6 wES AN LT s

L) ) 3 R as [ [ S FhE a

FEn EEE == n e [Ty 10

sea EetRT AWE =8 . W= [Z] i

[0 (5] 3 £ aan ETTY 1

ass LT ) 5 ET) EEL3 0

L1 E3 LS FTY L] L] i

LT [ Taw Ll I3 I

Eax ] EWF ™ AR

53 [T == [T 7 =a i

S WEAEF FT R T X BIEF: FELEF: ¥ s 3%

2. MFWICBHE

(1) FAWRIH 1

(2) Hhf “RIEEHRG”, BNERMEHE S
BARINEESH (KRR PR RE RGN °.

(3) fTEIHR, %7

BN, 15 BB A PR RIBRIOLT 1830 H i K-
2 4K RSO H

TSR, 2003-T02. 1 £%R 4
#e "fl":" g aw | Es| m

BFEErR ENNEETRE
L e

20030529 | 26

ETEOEWRRTE | 200529 | &

m%x“mpmi s013062% | 46

SALEE A R AT 20130529 | 28

EFMREEUBNBN | yyers| 45

ENES N AT AR
EEREGEHRRGR || ®

AE (57 SREMEH
BEOER e |

BB R YT
i 7t B

ETERIRT A (HREY
FREE T s inmh | 20030829 | =
=R

[P NFF FEVRET

F I o B

3. BAaREE

(1) Bk 144
(2) eI A S5 A NER, T Em
i

S (AR MR R ARGUE D) TR R T E O AT AR BT


http://202.201.1.247:800/�

»s

- ABHEA A RS R

H—AF ChD:
%A CED:
(3) Bl “BIREHRG”, WA EMEE
BRI :E 5% (RRHECE PR RS R AL ) °

(4) FEIH T, &%
| EMKERRAER R

%8, .
o BE| oy e M| s | e

EftsE8, 203,

M. ERBIHEEER

1 MG R IR

2 RGN

3 GHE “PRER” BT RUE S B g

4 FRGRRERATED “BACHR” M “AFN HR”

5 LW CRGITEN “BacH 3"

6 Sl AE AT RS 2 TR ‘S5 A \ke”
A G BT & AR

8 HlEAHAELANREHE

9 MEUE, MBRL. GRMTREE “HZX” WF—

B, BRAEE

1. LIEER RS, A ERiEa RN

~N

O (ARHHCFR PR RE TR W) ¢ AR RIS T ER O BT AR R

6

PN REEAE SAH



ARHHCA A AR 5 EviPN2 = 3

B N http://archives.lzu.edu.cn:800/

L~ 2| @ =pisrsE

wiER EEE ==nT
x @ v REg
& B EuEE - 2 BRES 5

http://archives.lzu.edu.cn:800/

LU - ARCHIVES

Jot 5 £ 7M.

KEES MR MESE 2XAAM vl O

IESHE )

A ZEJE, AR SR M TR T T
T b e QEE
B.JHIZ )5, R “EIN K RSE ARG MR, 1 AN 4 A
Rl Wt w AR, IETIAR A TSR 5 2R 8910927 EELE
c. UK 360 W VLA, TEERINBCA Bk
2. RIS, il I B oM
2 et 0 A% B R (HERE AT 1B %A%
AR PTHEE &2 “IE107, T Rl LG R GBS s E AL 2 4D
IEER RN


http://archives.lzu.edu.cn:800/�

AR AS VAR B EviPN2 = 3

e RIS EE - Windows izt P I

@ http://202.201.1.247:800/file/edit_new.asp?ci=2013%5CIX119%2E169%5Caftype=18&op=new

SR FFURTEERS
==
=

A FERE-REE L R UM R AL VR TRED23

2013-JX11. 16

TRAESEA 20130620

107 30seskteiieioteofeiok

3. LVAATHD, sy “ITENHUR” JE—HExR “EEERHER
THEFITHSIEAE R “ B3 B IULE " 2], Wk E

@ http;//202.201.1.247:800/ way Buurl= - FTEIER - Windows Internet Exp..| L= [i= eS|
H = 4T B |
I
B XHTEHIRR - SATEIER
C EEBAAR (0 BE) C gaER
CRuiey C mEsEm 160
Cipsied C mEsEm T
O REER (M D [l t= 10
O EBEER (M BED O mawgeo BARELS BF - &x

CENBR (M ED
© ZHEFREHER O
 ERElR

© TERELR El

o AmaRgeE - ?_Ex%%%xﬁ%rﬁé FIRE:
e S ET ¥ DmiE

il ek e

HREEE: | eEERE

C i © i O BRSO © BiETERES
sz
CHTENfERS © (TENRTHSES

[ 2Tk BTl

adll| -

HEESL: O g 65
ERME T O SR O RE
¥ mmRS e

ETAE: FHDHES p




VA

- ABHEA A RS R EviPN2 = 3

7N BRARIAT

e BIRENSIRS=E
Hb: ZEINRZEI AR X AR X BHIERE 3 B8 (ZEN T AR PE S 199 5)
1f: 0931-8910927

E & & R

%6: lcy@lzu.edu.cn

M 4AET QQ HE: 236223270 CBRFAUARY)



mailto:lcy@lzu.edu.cn�

BEE—: ARIHEA RS R B AR G i MR AR

PifE—: ARBEFERPEREERGMER RS

BRERATTIN (FIE ) e
= BT RGIIIN oot
Lo BB TR R e

20 IRTIILAE oo

3. BAEHTHL “LEPIHTE e,

A, FTED “FEATHIE” oottt

T MRTFRTLRGEHIN e
1. WXERIN FE—F) o,
T2 BEEHI oot

T BN EXCEl B oo,

2 N A
T o =2 o TSR RTURRTOTRRRRTRS

A ATEIHE T oo



BEAE—: ARHHCAR PR R BB R G B EViPNES SE S

B RG TR (HEE—FD

1. fTIF4E48%: http://archives.lzu.edu.cn:800/
2. FHFRYRIEED, FTHREWFAE, SHERNEREHERS

@ F | I |

r REXF REEERERS IEREERSR
W i o
w | | | |
] | | I | Bl |
ki WG | | wwmiex LR M rmemss
vh R g |
I [ | \ S —— |

i T B s -

{' 4 RURS MEEN BAEG ME4H RARD AMEQ

§E04
LLLLLL
T

L ..

L ng) ;

{ Rk ” pom ;

FhatiEd

! Jl':i‘_|
k0



BEAE—: ARHHCAR PR R BB R G B MR AR

— BSERGMA

1. BIEFRE
Bt B CRIEETRIE” , N T B R AEAE

& http://202.201.1.247:800/ - FRANGFTEEES - Win.. @?;ﬁ] FRAR, KENTFET 10,

BESAFRESMIAE] T EERSR. 2013 £

g e G R ARG, TSR 2013xxbke ]
iz | BBEAR %SG, HS A cj
BT, BETTEaER, kEen)

#fHEE =R (e, EersR pl) /Tﬁf{?'f‘! MR AR 4

@R Ol CEX
MEEESnE,  REE = Fro 12013 {5 B R A

CETEIELE Blig, n[HHEEN.
e T - '

Sy TREESEN -

AR
mA — HEE AR R ETESESy, W 2013 15 B BEAR ST,

N BEANAE . 2013

vEE

gz || 5% |
HAih L F B
|
HE R



BEAE—: ARHHCAR PR R BB R G B MR AR

FIEEAFEELRHEEEFS

#UZEF R 2015uxble]
(AR —, R =B RE, FE=10)

iRk 20HEREIRERAE (B EmIER) |
* TR Ol CEX |
ROk E: SRIEHDR==
TEFERRE

ot Bk -
x5 Hil - Coam

HESRT TREESEE -

Hr S EERRE

o |
2 |21
HH

e AL
HE O

{ “ RAES MEGH giRh AAH ARUN RARR
It
BEERED

:
(agen T R

i . HfRAL
(wia s ne 3
panet _—" 7

il

8 KSR T

&) 6% B G iR | Ak

mﬁ\(\ iil



BEAE—: ARHHCAR PR R BB R G B EViPNES SE S

2. ENhnsCs
A EEAFR “20137  (HONEE 1 PRI, BT AE:

ERRA HERE SoHH O RGMR XAR4

)
)
b 7
) s 7 o RN BFORIRNE
' - om 1
([ 1 oo ! SoHEeTE e WHF e B B ]

sy EERRE “2013 [F R BEARRST” 8 “4TIF” , W s E PR

BRER HERE BAAY QNAE RRRR @Y

mé TLETEESS

=

¢ HERERANRERS  THORY BRGNS, ZNDFDRERMN, DOk
[RERERTESE  WHER.

o EAHER
BV SRENMEAEENERS. TRATH . SENERENRSA
AR ami R AR R A R2TEARR. BRd.
= BALFHEER o AR SR ey ], TREMO
L SR CHBHRAREANERAD  ENE
Bl £
* IE%E
o RAEHRR

BRI, EE CasinserE” B R EAE, HE IR R



BEAE—

AR R E BRG]

MR AR

HEHEg, Wik B

2013 FEEEMV A= A
i, HH.: 2013

Y

//iéiigz 2013- ‘\\\/_

JX12.14. fng
2014 s, N
5. 2014-

JX12. 14, KK

K

AT s B s

HENEERAL

& hitp://202.201.1.247:800/7ci =&type=181op=new - FEHITE - Windows Internet ..

N

T FEHEAE (HERER: 200EERANES )
ETTEETRD |

ke
03 CEERm2 M SRR
T ZERAR
Jeete s Igme |
o mrney [gEgs(l “IHe1  RER AR - Ep NS -

|“Mk%ﬁgﬂ%ﬁlh%hmBE%%Pgﬂ%ﬁﬁ$w

EEEN®
L

ENERSYIR

| |
B EE | T |
sz | RO —WR

T e p—TT
IEG |FERFSIRTR @b |

aEE | T ] %

¥5.Ee gk # v oup IF - AER
L HeSRmTEES | |
SYY £y |

CHD| i

0 (RERF IR FRET

v

= madr “Esin” Rp

DRV ElN
FH AT BRI
[]

e |
B

FINE

o FREHREER

Bovsmpansis
B oot

Flgf i

iR

FAXREHRR

Ja 8IS,

ARG HENE BST0 RNMT REER R

MEXHERER

SHAR: a2 1 PEERE: | /AR | RERE: 0 RIHLR:
BEH

Y | s |

D8-APE-R T-ROR AE [HEA: 1] BEER:! W

HEE3] |

i

I8-ARL-RT-R

DR AL L5 1] WEE: ! W

sy BB ISR, REMRER, iR,

P HE S R i I se il i~ B s



BEAE—: ARHHCAR PR R BB R G B MR AR

BEYf4EEEE

SHRE 0AK2 14 PERFH: 6 BN | EEORE: 0 SRR 6
® B4 4t

RS | R | bewe | aemm | s | RO | s

DE-TOL-7 T-FEOE TE [HFm: 1711 HMiEzE: 1 | @

=M

M2 i | Rt EER S 3 ®
1.0001 A 13E _}_ % g X
4|72 | gamte- AE = HAZEEERFES TRE| =Mk =
i TH? 14- reolsEFEERESE % A
¥ 1. 0002 ezl _}_ B e % dix|
4|7 |3 | gante- &k | =MAFEENFSTIRE| ZMK 2|t=
L THZ 14- [fReosEHENEESER| F A
Ad 1. 0003 13 : 2 ) E |l % d|x|
4|74 a0 | ME EMATEERTSIERT 2N 2|f=
i THZ 14 [ReosEHENEESER| F s
¥ 1. 0004 olif ' i ) i S % d\x|
4| |5 raoia | ME EMATEERTSIRT A 2|f=
£ THZ. 14- (2201 3fERIE T = %
Ad 1,0005 . B 21 % d|x|
6| 42003 |8 A RN TS LieT | =k
{ . Tz | fReotsfERE T 5 ?% FX|E
hd 1, 0008

3. RARHTFR “HFAHER”
pate LR GBIAR “REOIEL” L LI FA R



BEAE—: ARHHCAM PR B AR G B VPN S

=R BB RT = o |=Erh |

i B RN, R EAAHR (PR ES, BEFRAERLIITS) >R
o R B IR S > sy ¢ bR

BEZRACSRA BL A H s EAESE R N B R (a3 dyseth, HEUv R
0 :



BEAE—: ARHHCAR PR R BB R G B MR AR

LEHEE 20130THI2. 14 FPENDFESN: 6 2S5/E8: | S0 0 TER0ES: 6
B EEiF

Fhised | FhmTEE | g : HTENRRE | $TEMBASI | i
e )

—W [PL—®W T—HEOR WL [EHim: 1711 HEERE: L m

ol "2 [ TR iwae | LMo |x |-
= TH1Z. 14- =5013 = B =

hd 1. 0001 B M AR = = : S '
#| T2 tE0iE- AR SHAFEERTS IET| 2= Ell=

o TH1Z. 14- lizz013 == = a
4 iz 14 R T RN TSR 7 T8 | x|
| | 3| t20i3- |FAIER | SMAFEERFESIRT| ZME Elf=

o THiz. 14- [Eeoi st EME 2SR+ ¥ %
hd 1.0003 Eﬂ!ﬂfﬁﬁ.;ﬁﬁ * * L % x|
# T || %203 8B Eﬁﬂ:’i#fﬁhﬁﬂ%EIﬁ% Eﬂ:’i ElE=] i
i 14- = =

3] Bl o fﬂ; %;Eﬁﬁmﬂ%%ﬁm ¥ =55 % E:fll ol
ol |5 | 42013 [FAEP “)H:’-Z%f'h ﬂ%"ﬁl?i# =HF Elt=)

=& TH1Z 14- FE201355R@iE TigaE e -
hd 1. 0005 + 1] % Hl x|
#| T | 8| AE0is- AR SHEFEERTS TET| ZHx Ell=

= Rz, 14- |F%2013¢f§§§%ﬁ12% — B % X5

4. ITE0 “BRXBER”
gt B CHTENMRT IR XHEHE:

: ! http://202.201.1.247;

H 5 ¥ B

BEXITENAR L ETEAR
C EEBEEAR (M EED =] 23|8F
C RIS f“ SEESHIE I (M)
O sTERREE 7 SRESE Ik
T REEF (At @D TR )
i o S’E%Ei € At 1%[‘1} ©osmassas gy BHATEE:13E BF -
g “ﬂ1:’t%l13#é|32f¢5% 3
| r.
O EEREELE =
© FIRMREEE = HE- SE% . EEEE HTENES:
e = I~ GshitEmsn M SSSmiE
EI5E X TENET - S e e
IEFATHEGE - ~|  fTENEmmRE
| Ozl O osmes © aspasTiE © RRETIRSES B Y
EE&TFE: 4-20153-TH12. 14-1 k4 AT - B = 4gSEi= 50 =
;ﬂmﬁﬁﬁﬁﬁ%ﬁxf {R4TENRT %SRS FihEE -10 | =k HiAEE <10 | =
LRI AT _ FibgE 10 = TiHEE S =k
mEEEE CR FF diEsE bRy =~  ANfAREihgEes |
BE/ME: T oM O D@ O FE F;‘ﬁuﬁ | -
I €)= o e EIEhiEEihiE
oz, TeEAeE = TR ER  RATEIET > TR SE )

(‘ﬂﬁnm'ﬁﬁ )Excelﬂsn | ExcelS | B |




BEE—: ARIHEA RS R B AR G i MR AR

W “ZNRAIRSAF AR, HAEH BN, AddTEIE, maln i
T :

=IMRFHEFEH X

THDES, 2013-TK12. 14 4=8. 4

e BE | xs He HE || W
e 2HAFRE RS S TR0l

Lo T gfﬂ?fé‘,%ﬁr'ﬂ#’—ﬁﬁ?ﬁ%ﬂﬂﬂm 90130615 | 32
=1y =HAFEERSFS Ti2F 01

‘lE SERTEANEEAATSE |6 T
4y ZHAFERAFS TR

I gﬁiﬁ%ﬂﬂ#’—ﬁﬁﬂ%ﬂ:&ﬂfﬁﬁéﬁ 20130615 | 10
ZHIK EMFHFEERES TiEER0L

PE A S
ZHA ZHFFEERFS TiEFRl

5 2 SEﬁrlﬁﬁﬁmi TR 20130615 | 73

AP AR A IR <) “HTEN” (A RERFR) , FTENEI) !

-10 -



BEAE—: ARHHCAM PR B AR G B

MR AR

02.201.1.247:80(

I intall=0OFF&od= hg=0
FE(N) HmEs=a) TE(TM  EEIH)

Ctrl+T

Ctrl+K

Ctrl+N

Ctrl+0O

Cirl+5

Ctrl+W

Ctrl+P

l!.lﬁt.&l?;%fé—iﬁl‘ e Firsit HEEs e iiaEERy BER g FHICFAIHEE e aiERnTE L Cor

- (g - TEO) - @~

11 -

=0

IE42ES. 2013-TH12. 14

s BE x5
= =)
=

o |2k 2y
% SEH
w B
= |

3 = %)E":TI

EES e
e 3

5 | =X =
% 358

o |2k 4
i 3EEA;




BEE—: ARIHEA RS R B AR G i MR AR

—. MFRXARGHA

1. WXEBRA (HEE—FD

HR—: BFRA
(1) QIR

R Ry “ABEEEER” Bl

@ http;//202.201.1.247-800/ - ARSI - Win... il =i

HIEm AT HEENEAGR
sEEE R 20150y le
(kAEIE AT —, BSR4, R <=10)
MiEEely ERRRNECY (g SEHERD
» T Ol O Ry o — ,
dimEasin®E,  =SEEEDE= - 2003 R TRN=A, &#H
FE AR E N APHLTF 1RSRAR
XfE: VESCARRE A b
& A0 v [ e
HEERE TREHSE—E - |
HEATENRITE
HA = RGES EE_ i
E r |
e —
&
ECEIERE

s “ErE” Riml,
(2) WIS, AR

12 -



BEAE—: ARHHCAM PR B AR G B VPN S

B | 8| B ER

ERRI A SERUR IR A

-13-



BEAE—: ARHHCAR PR R BB R G B MR AR

BMEXHEREE B

LE2E: 2012 \TH12. 16 FEERFH: 51 &8 1| EE0FHE: 0 sriHiFe: 1l
H BEE

Ghisms | AODOE | bl | HENNET | $TE0RRE | HTEDRASD | feumm |

F—T T-FWE B WME [YHEm: 1/2]  BHEFE: 2 5]

 c

if 8 WS (2

ERERATT el o
T R leele|alx-
i W E %—.1230.11;22—_ BEL %#}Egﬁ% gi’éfﬁg?ﬁiﬁﬁhﬁl ¥ ? % g lx|®
TR N PRE
i r|s %—.1230.11%22—_ W%E.%igﬁ%ﬁeducemiﬁﬁﬁi = ? % gx|=
A e T P E
AT PR Tl a|x |
i NE %—%23011;2?—_ CEQIITRAEEES ' = =)= D% g x|=®
R i B 1= T P
i | %—.12301152—_ P8R g BT | = @ % dx|®
- [ %-%n:;zi—_ FIER e S e Aharan] | “laja B a|x|=
i [z %—.lzgn:ézg—_ mgﬁ.%gg%@ﬁmamsﬁﬁzz | E §% g |®
i [ %__1230-11;22_' M3 BT OrEAm R RE | L @ % g% =
i | Je%—.lzgn.:éz?-_ maa.%%ﬁmm@ﬁﬁmm: Il 2| @ % gx|=
A P ey, (el .

-14 -



BEAE—: ARHHCAR PR R BB R G B MR AR

HR: BANCH Excel £

INHLE I CAEDLF5 18 SCH) Excel it RS THREE, WTHEESA
GEIINZ AFER A FRNEGAN “Sheetl” , 711220

HAMREM ARG, Al “RHERE" .

{ *' BRAM HEWE SOEl ROSR RRLE JARG

A4REER

3 7&‘
L)/ @
Bawd -

BREE Sz

R O )

i BB SRR R, HBLLRXHEAE:

-15-



BEE—: ARIHEA RS R B AR G i MR AR

#ES A (BpriEE: EXCEL, DBF (V/IV/III)) (X

GO@E

SAMGER —RXE: V--THNE: V--REE: ¥

N e ol 3
e E¥RER %M KB B8 x

[

KE R

SAEHR

gy P IEFECF >l AR, WA

- 16 -



BEE—: ARIHEA RS R B AR G i MR AR

#FES A (BHaikiEE: EXCEL, DBF (¥/I¥/III)) [(Zi#]

C:\VsershAdministratoriDesktop\200080 s, .. =3

PEESE |

, W Rl
T FEAERR TR

g H13.15E1 1.ncu31:Iqa|3 T2 16, 5 \;
5 nn E

;E THz e B 1.0002@4 a0120704 2012 B ESD 20132&%5?%5@@1&%@]&3‘%%% i

HA i & Tz e A | -
m -+ ol

SAMEF R D

Fe  BFRA xa g iR -

FAIR

mir CRANBIEFBOSMRE” JFRN=A, e CARRMETE IR SO <) R
dr BRI AR T I, e

17 -



BEE—: ARIHEA RS R B AR G i

MR AR

#HES A (BniZziFEsE: EXCEL, DBF (¥/IV/III)) ]
C:\Users'hdmini stratoriDesltop '12009?,1_ ,ﬂ1]'__|l—|c . E}\ﬁ[ﬁ
SHINEHR[48] —RHR: ¥--TM¢E: ¥--—¥E: ¥
P T R C e T 8-
bR fur # ka L i
& ] " . . &
E r 13- EE BT TR R ESE
M J1{13_15i}§§1 10001 zp 4 20120704 1o IBEE 15 Zmagﬁﬁﬂﬁﬁﬂﬂiﬁﬁﬁﬂﬁﬁ H-ﬂé
5 Ell B
¥ M 2013- =
gy TEL IEE I 1.0002 o5 4 20120704 o IBE 3 302013 S 5 E T VM IcENE RS 2R E%% ;
S HESREEE AR z
5= el B BR=EA e
1 IEf.rﬂ-g nvar char 39 >(
SR

sy EEIEE A PEATH “ HTB Kt

27, [FIRER TR AR AL
s, AEERAEE QT

AL, MRS RE ¢k
RV =E7 ¢ G TN 57 ) N

18 -

»



BEE—: ARIHEA RS R B AR G i MR AR

HiIES A (Bai%iEE: EXCEL, DBF (¥/IV/III)) [Z=iF]

C:M\Usershbdmind strator\Desltoph20098) ST, . . L= p

EMJONHEI48] —REE: W "HXkE: ¥--—@HXE: ¥
2% BH . =2 g Wom _ g7 £
= =1 = 3 o 7o L=
mE 2 gy S pE WA Tx Az g sl BB i
] fir &t i lih
g =l & ; : [
= & 2013- E ETSEFiitreiAgEREES
gy TH3 15% 110001 534 20120704 15 IEE 152013 1 ﬁ R @é
= ] [
£ M 2013 ns e
#8 TH13. 15i 1 1.0002 & 4 20120704 Tz, IEE + a0 2015 £ff; e BT SVMEIGENE RS 25T % -
ShSHEFREEE FRHITEEEMR x
s Wiy 2 E Bh=E& E- ] EE i
1 E R mvar char 39 Eiaz =R A 1000 >
2 EitE nvar char 3 EitE AR 500 X
3 IEEEL i wvar char 3 I35 FHrEaE 500 x
1 T4 Floa 8 IET= jaEa #gE 8 X
5 2= float 8 g”—“” =rERE 100 b 4
B e e zovar char e cate il 100 > =

it B CRAEE” , WIDSIEEE, Sdr “OFImSAT . RARIH! R
¥

RRRE BERN G5EW RNt RERN XARK

Al ke '
HEERER
e wm o E |
g N ]
SAlE B
[ 1 iy 3 EREFSIESR i1t B s & e
I e & EENFEIES N ekl [T I

g A
N PRGN NN ESINAE T A0 N = E

2. FAEHETFRR
FTFES 135 “alg” Bk “BN” WRi%®R, AHELnsE “ex”, HE
W TR

-19 -



BEAE—: ARHHCAR PR R BB R G B MR AR

FSEE | SRR | RS | STEDNET | STEDRA | 4TEDML | faesme |

TE-—F [PE-® T-HAE B RE [EHEm: 1731 HEEE: 2 m

MEk ETEFRERREERS:

TH1Z. 16 EFE T HFiERR TR
1. 0001
#ll T 2| #2013~ P18 BETowWRIcERERSo2sf | £ (R .o |
||| F b Bl
[~ 3| 2m3- [ AE BTEBEAREEIRIE B L
% i1z 16 B RITTARS ?% H|X|E

i bR, RIS AR N

A : BEREME| . |

Fak & | X
B & %_?2§DD1;3§_' AR R AR 1 [ T 6|38 (x| o
i I [e3 %—.12300152—_ & QEE%EHZ'E'EJ%E?HH r.oE. ? % g x|=
s T | [eRe|x|e
TR e R A= P
i e ;f__lzﬁn-nlfg_' EEA BT et I ?% 4% |
i I~ |57 %—IIESDE?-_ EAEETE ST Er iR S A ?% gl x|®
i [ |es J%_.l%ﬂljlfg_- & %}Jggqﬁﬂum@mﬁ el — ?% dx|=
i - |ea J%__lzgnnlfg_‘ &R %Q?;{i%%flﬁéﬂéﬁiﬁ% W | ? % gx|®
i Bl B %—.lzgnnlfg—_ BES %%%ﬁ%jgﬁﬂlﬁﬂﬂ&ﬂﬂ R S ?% g |®
i ol %_1%21;?_— & Eiﬁigﬁj%%ﬁﬁﬂln T ?% glx|=

3. FTENH=®
A R CATERY R

-20 -



BEAE—: ARHHCAR PR R BB R G B MR AR

MRS | E | J:ﬁif#TEﬂﬁﬁﬁ | smemsi | paesme

T®-W PO TR B BE [Hmm: 12 B3 2 [l
ES=0E
TE

5

P38 [EIEE A A,

+ r

B R A ?% & X

g | WEEEERIEENEE R (2

B TR HEB (x| =
A F RlEEE el IE @l |-

B SRS SORRSE H R > TR

€ http://202.201.1.247:800;

H x T B

EE)‘{#TEDEE i ﬁﬁﬂﬂ]ﬁi
O g ETER - =k
& ﬁlﬂt—‘lf&ﬂi 7 SEdSdE Ik
22 7 s TT (M)
T EHEE G
C oEmmuE e OAREE 1 BF -« & x

C Bi PEEEERN E%
ORIk PaER (s D
O ARG FREERTEER

C BT IIAHTEMEN -
 HRERgLE = HiE FE5% . TEYY TEES:

— = ™ gehitgms ¥ 2TEmEhiE
EIEX:Hﬂ]ﬁ]ﬁ- %%ﬂﬁﬁﬁ EjH’ij\t#
BT < fEE@ERE
Otk O s O BRI © ETHES Bk, M YA -
TEIE: 4-2012-TH12. 16-1 ¥ ®RTS B8 | @ EES S0 | g
O FIENRRESRYE © {RFTENRTIRSER e 15 | =¥ HihgE 10 | =%
I mmsans | Lihgs 10 | =% Tihg 5 Tk
mameE OB 6m mssnmet: BE v iR EniEe e
BRME: i ¢ EE O XE L A b £
I el e s M Eiig®inge

E;r;ﬁ: S AhaE o GITRESL BTSSR, HOERLHED)

FIENFASS | ExcelfTEN | ExealSh | B |

il N e -) “ATER” RIET.

-21-



BEE—: ARIHEA RS R B AR G i MR AR

€ htin;/202.201.1.247:800/ pri = &prnchg=08syhch=0&uwurl=&ipt=j & hei 708 i - Wi Explorer &

G mmE =m0 swEse)  TRM REEH)
Cirl+T
{
i - ColE D bnememmia o) St bess £ AAEEES TER o SHEEECESER e MEmERmTE L Cor
FHEREON) Cerl+N . _
- 5] - O) ~ &
S == > IHO -~ @ =
FTFF(O)... Ctrl+0O — J‘H k
et SfFs s, 2013-TH1Z. 14
&S Cirl+s
=m0 e TE | x=
SEPETE(C) Cerl+ W
e U =
L | = e
Ctrl+P B =
- . | 2 e
= BFH
U =
s | 3]
s =3 E
o |2 241
ES S
= == =
== 3R
e | =K SR
= 3

OO
=, ARG

1. BIEFHR

& TEhIETEEEESS - Windows Internet Explo rer TN || = | S

& | http://202.201.1.247:200/file faddfile.asp | k= |

HIETm AT EEENEARES

*FYTEHAERY E013wevhy
(EE AR BTN —, SRS = E34A R, R =10)

sfiZEk ety 2013 ERRASE (R FR3Z, ZR3CERRR)
O NE Oy OB
dlige cokinem,  SRIBEISZE= - 2013 '

ERBEE
ser: Bk - [ ]
=& Fid i piikes

wS4egy SHEEIESHE—M -

M EETIRIRE

7 1] TR
A . -
RS B

 —

HEE

iz || =% |

-22 -



BEE—: ARIHEA RS R B AR G i MR AR

2. e

NI

& FEhnsTEE - Windows Internet Explorer S e
L

| @] http://202.201.1.247:800file fedit_new.asp?ci=2012%5CSX12%5Caftype=180p=new | =

i EEEXRE (EERERR: sz )
[LEHE: 2012\sx12% ]

HAFAE
—pEFE 0z [CmgFsnz EaEmE 00 |
i EEHAR

EEgkE | L eEeg ESTRNE =
SChske (2012SK12 | gEvme (1 |8 (1 leSmgR AR v omp M -
FSe | ST B EE TR A S

|
ElEE | |
Bif:E | |
B-=iiE | EMAEINEESEE |
EhE{fE | Gagy | 1 HiAE
IrikRdiE | 20120805 ==
I | SHEEERE 7eht | |
IS |E FE E5E 0 el AR | ]
PaEE | MembEkn | BRemep | wemtE |0 |
ra=aN= (EiE RS v 3k EE - g BR
g (1 SRR T RS |
WAR [ 2% | (B)EREE , RESIFIEN /BN TR

| RBlE | =B | =@ |

=5k |3 a Internet | fEfPEL: 2 ¥ v Hi100% -

A INSE R, N EPR:

=HAFIFRTRESHTE | ZHF

N L D
SR B
N = S ElEE
R o R ElLE
i I 41;%?0;55_ WE‘E %%E%%%i%%g%i ;gj’c ?% i s

-23-



BEAE—: ARHHCAR PR R BB R G B MR AR

3. BFEEFRR
BRI LT B R, EARRIIE ERR R IR A5l C e

SR GEER RS AR
4 SX12- PERISHERTRRER | E5E o
+ 1. 0043 L= v WEE ;
o Pz
Sx12- SHES : FiER
Y 1. 0044 LSEmng ; HE? ajo % Bl P
. [
|45 | ezt [AE [EhEFoEERREY | ZHE
+) SX12- [FEIE TSR | R @% x|
+ 1. 0045 SREE WEF o0 |ofo '
i B

mii B CAmBENT EbR, BRI 48R (word FOD

hd Looo2 | fﬂfﬁgigﬁé%’u S

i I 41;0?0%?3_ ﬁﬂlﬁgiiﬁgégigg% :Q:’E ?% I
i I 41;%?0;54_ ﬁﬁ%ﬁ%iﬁgézigi% ;Q:’E ?% i i
s JE R s

24 -



BEE—: ARIHEA RS R B AR G i

MR AR

="

1277

=5

RIER Bt

EE A=A ER - SR

[==%TFIE R e B R o == |~ | ma: 0 | =m: 0 | @@= |36~

EERLN

t = eorisizze 12 Ea%zftrtﬁmfﬂcaqﬁ%hﬁznl

e |

e
t+ 4

| e f%| |

B i 1%

58 |ﬁm|ﬁm

SRR - -i::wsersmammistrato{! B

SRR

=7
Eﬂliz :

q:FH B+ &&=

s EE BN SIBE MBI <) At BT, BRSNS N,
s B Er s

ol 0] 2| 2 (B EARELATRENES | 2H0k \ ,
s Sx12- LR TREL I | % - g
hd Lo | EREIPEATES : : '% 3| x
NG E R Eﬂ%‘wﬂkﬂ;ﬁ)‘] E T &

i SY12- AT g | 3 A/
¥ Lo | (FReEARES : : 1%@ 5

o O (A IR LA RS | ZA e

& s112- ENETEE g | s
¥ Lot | (FREpEARES ? : 1%@ :
4. FTHIHS

s “FTENHET”

-25 -




BEAE—: ARHHCAR PR R BB R G B MR AR

HEXHEER & ®E

LEi2E: 2012\sKiz [ENARE: 65 #H/ES: 1 EAERE: 0 IR esd
= E it

s | smozer | besreel sTensim | Y eTenmia | TemeAR | raeume |

TE—F [PE—F T—FE £ mE [Ham: 1741 HEEFEE: 2 [xal

%ﬂiﬁglzﬁiﬂﬁﬁiﬂ %

1. 0001 e s

2 | 4-zomiz- | AR [SHFEEznzEE RS | =M = e
sx1z- AT bARAERES | R = [E ,% HlxX|=
1. 0002 £

3| 4-z0iz- | FISE |ZHIAEFE0CEEFRFRES | =M = |
Sx1z- SFEMBEEFERE RS | R o |1 % H|X|=
1. 0003 £

4 | 4-zmiz- | ISR [EMAFEnzEE RS | 20k EltZ)
S¥1e— o I S FEF o |1 % x|
1. 0004 =

S| 4-zoiz- | AEE [SHRFEezEERERRE A | =Mk = e
St~ A SN D8 < |2
1. 0005 e =

R CEMRFIRSCE AT ) CHTENR T <) SR <) “4TEDY HET

H =< T =l

BEXTEnEx ELAFTENEF

 ZEREEEAF (A 8 | L EI=E

O e EinaE 7 ZEEESmE I

O i ag 7 SEtEiE IT (Ad)

O ZEERFE (A ED T gEEk 0

 ZEamAFE (At EED  EEamises ) BRATERE 138 83~ ok

~
:.:"" = HIAZFITHE B R IT>
Aa

 EiEHEs=TIn® =
o FESRZEE - HE\m- &5% - FEEE fIEM&R:
= e ™ gahitgmg |V sSrdmibiE
B 5 X ATEN IR - el
B FEATEN R - -~ iTENEERE
O O g O SPSIEE C RESIEEES iRiiEaR . At HE -
il x EIETE: 50 | @E S0 | B
= FTHIRTESRE = RFTENRAI%AZES #ihEE 10 =3 5ihTE (10 ==
I Rmcre | EiA3E 10 | =k TiAEE 5 =5k
mEEEE 2 F@ wlissSihgEsE: = - Qﬂfﬂ“&ﬁiﬂﬂﬁéfﬁ?l
EFESME: i O TE O XE RS ;| S=ESREERAEE= -
IV R ERSEE TS =y et
Sz, RS = GNTREE R RATENE R WM EEhia s
xcel#TEl:l | Excel =Y | B |
=gl g Internet | {3180 8 \;_—;i - F, 100% -

OO

- 26 -



BEAE = A N SRS 5 FH 5 EVib 2 kS
{1

ffF—: PDF RSt epdi N\ DDA A 6 BH

S = I 2
L BETE CERBEBUTHENMGFREPZ —, BEHEAD) sttt esseenns 2
1. 2235 ADOBE ACROBAT 7.0 PRO  CHIETE ) oottt ettt ettt ettt eeeae et et eaeeeeeeee e et eeeeeeeeeeeaeeaene 2
2+ 2235 ADOBE ACROBAT 9.0 PRO ..ottt et ee e et ee et e e e e et e e e ee et et eeeeseeseeae st eseaseneesenseneesenseneesenseneeneseeeeneeaeeene 2
1 F 12 -3 N 3
1. {5 ADOBE ACROBAT 7.0 PRO T TIHL (FEFF ) oot ee e ee e et tetses s eee e neteesteeeeeeeneneneneneeens 3
2+ {4 F ADOBE ACROBAT 9.0 PRO TN THAL ..ottt et et ettt et et seseeseeeaesene et eatseeeeeeeeeeneneneneaneens 5



B —
{1

FRET AN TS A5 A 5 B EVib 2 kS

—_—
>

H

Dl DREAE 2 A SRS (0 R 2 DA S b 25 2 i g U F) AR B, Rpdn S5 UL LR, g
JR RS AT EN S K, T I EYE S 0L

EEX PDF ST Al A\ TURS 755 FAN R IR T I AT 2128 AN B S, i SR HeAth 58 9 5
ERIRAE, HAAZ MR N b AR A

1.

2.

EN

4.

—
——

TR AL E : DUHE

JUHAEE: F 1.27cm, K 0.5em, 7 2.54cm, 45 2.54cm
T -1- (e P s AR AL )

TR 5 KA Rik, 8

W TAE CGom LA TSR E Y —, HEEAS)

1. %3 Adobe Acrobat 7.0 PRO GGEFF)
NEGAE: http://lib.lzu.edu.cn/Html/help-xuexi-soft/2008-12/24/20081224113737.html

ESE UIF

(1) #BEFH5iER: 1118-1029-7627-1331-7757-6801;
(2) HAGHBOAED, Tz,

2. ‘%3 Adobe Acrobat 9.0 PRO
NE

e SUIF

(1) fRIE)G Adi: “AutoPlay” HE 2238 AL

(2)  HAREHBNET, THFBEL:

(3)  ZASEJE, Bl “amtlib B CAEIR” 1 amtlib.dil SCH R 220 H R,
— %45 N c:/Program Files/adobe/Acrobat 9.0/Acrobat &Y, c:/Program Files (x86)

/adobe/Acrobat 9.0/Acrobat 5% d:/Program Files/adobe/Acrobat 9.0/Acrobat;

(4) FOTREESR)E, MBI s, sy “8527.


http://lib.lzu.edu.cn/Html/help-xuexi-soft/2008-12/24/20081224113737.html�

BEPE = B R A N D) 5 35 P
T

EVIPNS S E S

=. THMmA

1. {#F Adobe Acrobat 7.0 PRO 3@ A TS (3EFH)
1§ i} Adobe Acrobat 7.0 PRO {44 A SRR FT T 7 B4l A LS A pdf SRS .

(1) gidy “3CH7, HILWE 1 Prs i T e i

F(E Adobe Acrobat Profess'ﬂ| - [0B#ERA,

T ukn g50 W8V (TEO) B0 I5M =B &0w) #EHH)

& BITTEE..

28B8:6

o0+ e - o KRHEA Dre- e Sas-

| BESEE.. |
FIUAETERE..

O &

k3

- YW

‘Qun-

/ 5EEED)
B z2%0
5 OCR BEITAD

K1

(2) iy “ASIMUUEM T, BB 2 Pros 5 .

E T -

MR IR

K 2

(3) i 2 TR, LA 3 B S

DAL ¢ A pe. W _ ]
ETREC N
1B RIS
watish:  [mp = [mam | mauEn: | GREEHGE =]
] Mem: T mor EE
watm: 1 = [Lwa® | Ciesmdnem LT
[o7] 9 182 ST G - 7 R AOTETMAR(C)
i [ HTERERLL SR~ T B 00
FHMN I_;_;Ig. - . =
=z (8 =) b5
. o i
ESiIR(S): P
25
o0y
[ [ | [ wm | [ ma |

L | g
o)
1 ERR TIEmT
HR@: [ - CWaw | owwsme: [(pmwmsmm 0 -]
TS mee R s 2P
ko [ =i [ 7T =R IS T
(7] 94182 5770 | OFTHE NG
b ) [T RN $E2hi 00
Fw: (= - =l T T
FHixd@: s - Sha
T I O
S
Wil T
[ e Cwma ] (e ) o]




BEAE = A N SRS 5 FH 5 EVib 2 kS
T

(&) Hherdi® 3t qiEl, Ra adii e “HmA (B, BB’ 4 fros Fm:

RMTEHIRE (%, NI TN

B | o

)

jrN= FIEIAT

=08 TEEEE: | EREFAEE -
e Ao B mo: EE

o Er e

BRI AT ERIC)

e [CHTERHRIERE A~ BER B
FHOY: BE: [FEER =
b s
=1 =1
IR | B
s
st BT

B i) BA

Kl 4
(5) fEI 4 PRl “<<1>>” #ifasraln b “-7, Bk “ 7 WiliEAN 0.1, #IEFWE S

PR

AhNTEFTE

(7B |
Bt ’
PN faland
R HEEER: | GEESEEE &
. we: BT s EE
s ki || Db BT
= V] # T FRATTBAIEIO)
= [CI3TERIRALE B b B )
FE00:
FhAID:

(6) syl s “#hE”, I 6 Prosiitmm, s “WhE”.
Adobe Acrobat g

1 WEEERINTRT EMmENE?
bl 2N

[ wme || B |

K6
(7) SER b 6 MNP IE, A PDF SCRY TUIB4E AN 52, R WK 7 Fios:



BEAE = A N SRS 5 FH 5 EVIPNS S E S

ERE 5 184 [ A 255 154 YA S A 2.56
BRIt 144 ELARPRI R4 13 [RE7TE BvE 27
g 2R BT A 2012-06-21

=3

SR A R
& 7

(8) frRfF, B!

2. {#F Adobe Acrobat 9.0 PRO {H A\ T
{§ ] Adobe Acrobat 9.0 PRO {744 H SRR FT I 75 Eoddi N DU 1) pdf SOk .

(1) Ry “3CR(D)” > “TETUE (H)”, MBI 8 Fras i) h $iz 3 5.

e T (]

R WO W)

d 4 LA N
L i
LI s = b | e =
I s l x| 1 36 88 20078; || FUIEE S FERiE 0iE | 1 3 70
i g | 1| 3% 84 20078 || AsE49E (2i) | 4| 12 67
T e s igcr
A 3 3 I I g & 2 36 5
i e P |1 12 90 2008%F | | P I 4 e | 2 6 85
. SRR L kL W[ fTE | 4 | T2 85 2008%F || WEME (22) ol s | a0 85
3, Esy POF( »
D) Fik | 4 7 69 20084 | |4HbFiEE ik | 2 36 72304
OCR 580 ’
| MbwRh@ fFik | 3 54 70 20089F || AAMER {Hik | 3 54 6l
D
HEA- ik | 15 | S 85 2008% | |arbiiberand fEik | 1 36 77
E-La s T Carle B
| 4 Mz {Fifk | 05 18 72 20084 | [T (24) e 1 36 a0
KEENIR () 0| 4 72 65 20088k CEALE B A o | 3 54 76

K8
(2) Ay “wshn (A7, HIanPd o Fit:

Adobe Acrobat T .
dra FrbasTnEsRTE. SERFEEIn R ek s e SRR
pons?

IREFEEREINS— TSN E  ErfEeEslannEamiE.

| smmany

9
(3) g 9 Frosiy “Wsingniy”, Bl 10 F:



BEAE = A N SRS 5 FH 5 EVIPNS S E S
T

TR >y — e — - et
Gmens . [AEm) o] | e RTT T
Fx Tl (=)
sEan: s NEZ-E - Ul m m: @ B Fm: [T E

= [ TOER: S 5

TS
AHE |

| masmm | CERHEEL.
b
il A i
Pemn bk = 2, MR e
E ] n (% ] T
Agnm_ | [T} il 12F06HWE
| 7
e S i prrmanens )
|Eeaes: | 18 [awea | [ | 254 |
|Eoendys: | i [Romanes: | 1 | EB |
e FRAKA R mzea

| mmen | nEO) | [ slEscsmn | [ weo

K 10
(4) HhmdE 10 “HETTHSCAR” HE, 85 S “HmATE)”, HIWE 11 s

e

FEhiENRE T - i
— . T W
EEeES: [SEL-FEE <] | B0
=4 Al (E%)

)
il ]

TS -| xr@: 8 - [y] () m: 7z E Fm:

SO, 0: 2 awm: 2
ENCIEE HEEEE FMRENE
R A a1 e AT E

K11
(5) 7EHE 11 ZEBENTT “<<1>>” BiFEA AN “-7, BN “<<1>>-7, W 12 fix:



PR —: RRSTEA N DURGASE A 35 B EV DN EE S
TH
ISR — — | —— ]
EENEEG: ([EEL-FEE .| | @R FEFSEW...
=i THAME (%)
P E -] @ s - (U] (m rm: [z T®: [z
SHEEIRP)... wu: [ B s=w: 2
ZERITESTE R ST
2RISR E e e =l e
I <|,<<1>>7| ) I
e
TEREE  [1 SRE EEEERIAG)..
K 12
(6) VA%EE 12 MTTAEE (JBEK), NidfEN: 0.5, W 13 fis:
EmmEnTE - . — T BT =
ik
RS | mr@: s - (U]
SHEETP)...
ERTETE GlEd=ve:
|| =moe FRIEMR RS |
I <<lan| I
|
| e
HEmER [ EE EEEEENG)..
; 24 |
””” % E m T %% ] [®n | =
ASEHiTTE] 09H01H [E2T 2012F06H 30
VY POU =1 2P|
! SHaER: 184 [k [ 154 PRI 256 |
B m [commemes: | B TR ol
ﬁ}:*M: FEAHEA: HEt: ZI]IZ-IE-E!:[
”””””” e i S | |
[ [ emm #z0) | [ emEstsmn | [ mEa | |
13
(7)) mih “HiE (07, BEIHIE, Wk 14 fios:
RO [k BN B
¥ 181 154 2.56
144 CARR RS 13 7
A Bt 20120621

(=)

(8) frRfF, B!



	本科教学秘书归档说明
	一、归档材料
	二、整理方法
	1、成绩单整理
	2、优秀论文整理
	3、毕业生合影整理

	四、档案移交前注意事项
	五、常见问题
	六、联系我们

	本科教秘档案管理系统使用说明
	登陆系统方式（任选一种）
	一、 成绩单系统输入
	1、创建新档案
	2、添加文件
	3、上传电子版“件内目录”
	4、打印“移交目录”

	二、优秀论文系统输入
	1、论文信息输入（任选一种）
	方式一：逐条输入
	方式二：导入已有Excel表格

	2、上传电子版
	3、打印目录

	三、合影系统输入
	1、创建新档案
	2、添加文件
	3、上传电子版
	4、打印目录


	成绩单页码插入方法说明
	一、目的
	二、准备工作（若电脑上有以下两个软件中其中之一，直接进入三）
	1、安装Adobe Acrobat 7.0 PRO（推荐）
	2、安装Adobe Acrobat 9.0 PRO

	三、页码插入
	1、使用Adobe Acrobat 7.0 PRO插入页码（推荐）
	2、使用Adobe Acrobat 9.0 PRO插入页码



