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1. Word A4 EOARYT lRBE () [FRi%EE] *
A. .txt

B. .docxvV

C. .dotx

D. .wri

2. BopORESERERESRE () [FRiEER] ¢
A. Ctrl+Home

B. Ctrl+Endv

C. Ctrl+PageUp

D. Ctrl+PageDown

3. £ Word 2010 RI4RIBIAS T , EE@WA "E
[ERj5ERA] *

AGwiE

B.A&ETL

CIE

DAEAV

4. Word 2010 & , 7E

AERR
B.A4Y

CFJED

NETATLUSATREE () [ERE] *

41
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D.oamV

5. 7E{#5F8 Word 2010 B , BSTLARSR IR FHY SELURISERHESED, () [BRik

&) *
A. Esc
B. Alt
C. F1v
D. Shift+ F1
6. /£ Word 2010 # , B AT HTIAFRIREERE () [BRiEE] ~
A. Shift+Enter
B. Enter
C. Ctrl+Shift

D. Ctrl+Enterv

7. £ Word "X REBR "RiEFFANXY" FRETFRIINEEE_ () [RiE
] *

A TEFEERRS4E

B.ERITAM T RIS 422V

C.IETEFTENRISZA422

D B&N.docx BIS4E

8. f£ Word 2010 F , BUAFHE T —RAVESEIRAZE () [BRi%RE] *
PNEIES s

B. Alt+Enter

C. Shift+Enter
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D. Ctrl+Enter

9. T5IXTF Word 2010 THEEAMRIARAERMZ () [Hi%E] *

ARHT BaniA SR ELIEE

B.BEmIEALIE Y

C BB TRIBAIGRIBIR(E

DESESRMIMFAR | EREFESHEREEY

10. {5F Word 2010 AZ4R4RY “H6E" TELHIERERR  MERZERE
() [BRiskRm) *

A. Ctrl

B. Shiftv

C. Alt

D. Tab

11. Ageilmd "Fin" INEEXAY "ESE" BsCAEMER () [BRikER]

AIRE1TIEER

B.iR EEE SRt

CiRBEFFFaEV

D.igEESE(RIEE

12. 7£ Word 2010 /R, WEHAERRRIFFHTSIRIER A FiEREREKY,
() [ERiskRE] *

AR

B.Bp A&V

CHUTIIHIRF
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D.igzUR &

13. £ Word 2010 Fp , SARASTUCARESE_ #83(F () [SRi%RT) *
ARBFA TS

BIREFFRNFIR. FS

CIREF RN FESAR

DiRE1TiEEEV

14. T5EX Word 2010 FREHTIEPATHIGEERAOE () [BR%EEE] *
A RT R ER— M

BAURE Shift+F9 EEJLAIHRATUEERFNATURIE,
CERBPHNLTEEBXBTTEAIERINEEM B ENENER
DRSBTS IFE TR

15. Word 2010 2 T=ETheE , BFuRIESEERAEE CMENER , THR AR

=ZE_ (B) [FimE]

AZNMBRESER , TLIREEINERREY
D.EMERARKIRALIBS RIS

C.AJ LA BRI AR RN F

D.ETLASS H S HIRNEFR B IRIER

16. 7 Word 38R0 "TRENRE" XEEP , FREHTAURER () [BRERE]

ARETNEERY
B.iRE TR

CigREHIKA/N

41
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D.iREYRIKFKIR

17. £ Word HfT—IR "fisE" m<RiE () [ERiERR] *

A RBRSIA
B.BREZ

CEGEX A2 ERIRIE
DigEE_E— i EY

18. £ Word & , iSRABIREERT BaRT | MR FRRHITIRE () [FRiERE] *

A ST — BN

B. “XHf" — "BIER" — "X IFE
C. "XiH" — "EiE"

D. "M — "iEIn" — "{REF" &RV

19. 7£ Word Xt  JEXRET—BRAIBRAR A AIERRSIZREGH. ( )[E

i

A. Backspace

B. DeleteV

C. Space

D. Enter

20. £ Word H1 , EEES—TURSBAMANLERRG , Mokl () [HRiE) *

A BN — TR
B. “MEGR" — "NERE'
C BN — "HE’

D. "XeffF" — "I

41
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21. Word &, £ "f@AN\" INEEXAE "fEE" B, EPAEE_ () [BEE] *
A BIRGE

B.ER

C.HAR

D.EAFEY

22.Word 2010 7 , 7£ “FJED" XiktES , TiXikE () [BiEE] *
AFTEDDE]

B FIEMSEE

CHTEPHEME

DATENFFRHEV

23. Word & "F=ig/@IE" RUIRESRENS. 17. FIF0 P9I, () [ERikRR] *

AXHS

B.IESZ

C.iatE

D.EATiEY

24. WREMIPF Word STERIRENARAVEIURE |, Mg #, () [FRiEE]
A. Ctrl+Shift+Zv

B. Ctrl+Alt+Delete

C. Ctrl+Fe6

D. Ctrl+Shift

25. £ Word SikENAT , WibigzUlizsl/a | SzURIaJERIRES__ ()

[ERiZRR] *

41
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26. £ Word b, Fhi SO ROIRIBERE.

() [ERsERE] *

A. Ctrl+O

B. Ctrl+S

C. Ctrl+Nv

D. Ctrl+V

27. BISMEBS MR ShengBan.docx fY Word 3284 IIEFFJFF ShengBan.docx
FitiT4wiE , ARELL ShengBanNew.docx FIEFRFHE , RBFRIEAREE ShengBan.docx
MIRE , T7I____ iB{FeescHlll EEsk, () [FRikd]

ABE "M TH "(REF &<  RERHIHEE , BF®A ShengBanNew.docx

B.AE "4 T "RF %<, AFXHE Word , E1E] Windows7 R& T, $RE|
ShengBan.docx 314 , $HEH! , JAF#E 5 ShengBanNew.docx

C{EFRtREERE Ctrl+S 2ARHIAN ShengBanNew.docx

DEE "X TH "BFEA" ®< , MRHAIXHEEPRHAN ShengBanNew.docxV

28. XTF Word AU , TERAEIRAIZ_ () [HRikEE]

A FFETECEX — MR

B.RGRM TiTS AR ABFIAE

CHARIE—HEmBNFAHEERSR

DAF TR SRB SEE USRS R —

41
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29. £ Word igit M ABIL , &EERGER () [5iER] *

ATE " ik R < BARAEXERY

BAE "TNEMA" INREXFiEIF "£" ap< , BAAEXERER

CiE "FHr" TREXikiE "Hzl" |, BAAEXER

DAE "tHE" INREXiEE "THEME" < HBMBEXER

30. X Word 2010 FI3S8EN , FHNGAERZ () [FRE]
AFLAERFIAZ NS | IXESASERAT LU TS |, EIE R AR
B.AJLARIRIFIHZAN3AS | {BRI—RIZINEERS — 3 T9miE Y
CHLIRFTHSA M |, AL XX A H T4wiE
DEIRREEITH— X8 , BB THE— , R

31. WNSRE T HF Word STERIA/N, IEl, FHEFFIHER | AJLUE DgEX

B "BliE" S TESR. () [Fike) *
ATE
B8
C.3 4
D.ANE

32. HEE Word 3N "0" , BEER BT DEEXH we( ) [E#

yvin S
A%
B.ER
CHRSV

D.XXA

41
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33. EHEFIEN Word 3Z#4955 1, 3,8, 9,10, 11015 Tax#Y , NITAESEEIRE
IEMRIE () [ERiERE) *

Al1-3,8-11, 15

B1,3,811, 15V

C1-3,8-11, 15

D1,3,8~11, 15

34. X Word 2010 EFATNRIFIAERAVZ () [FRi%:] *

ASBANEZFELATLUEE A" THREXAY "W ap<$ kLI

B WARIBIFAIAT , ATLAANATRIBEEHZATUZXN

CHEANBE—FPIIR

DAEFRBPHITEREENEALANEILIEY "BA" DT "WR" oSk
SCHLY

35. £ Word o, 2557/ ECREBIHER |, RBEPFRT , £ “FR" HApissF
()[R

AFK

B.EAES

C.IARERY

D.=fa)iE

36. £ Word 2010 Ff , BXZARFHNGEEIRAIE () [ *

AZARFR—FIR

B.AILAERFHTHER

CZAFHNRBE—LIREREEZLY

10 41
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D.ETLASZRFIRERRFAN=4E00R

37. A3 Word %gi8Rt , XF FTHNABRREMGERREDIFRT () [k
] *

A B HIH S ERTIE AR

B.ARERIH S EIRIE ARV

C.aRERIE A eIRTIH SR

DX BRI S RIRANERTRIR

38. B Word By—TINFIRIS M , B () (S5 *
A FHE" =
B. "N — T’
N

D. "HEN" — "B V

39. £ Word f@i8RET |, YT "falE" <) () [ERiERR] *

ABIEENIRNTBEREAR

B IR B BINER

CHIERIIAEFEHZHEARY

DM REIAN BB ENEAR

40. £ Word FRABECIRRIBIEAR () [ERiERR) *
AT "FRETR" DREXPRY "BAN" adV

BT "FRIER" INREXPH) "REIRE" &<

CEE "N X "FTE" &<

DT REISETEI=FE "“SHIFRE" &H

11
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41. £ Word §2 , RigITHEIsEEET LAY () [ERERR] *

A REL

B.ATY

CitH=s

D.f%i%

42. THIBRE Word 2010 FTED—N3CA5AYEE 10 TARVERME  IEMRU2 ()
[ERi%ERR] *

ANGHBEISAEEE 10 TN, SRERIEGA TRE=_ERY "RIEFTED” 1%

B.AEINERES 10 T2HARE  BHRERDAIESLERN "HREFTED" ZH

Cigel® "M TR "$IE0" &< , IR A EFIEE RE e EY

DiskiE "X TR "FIENFR" ap< , SR AR IAEF I NEEE

43. £ Word Fr , BFRPRIBIIHSRYIEER  BRTREPE— M EZEFSMERZ

[BIZERR () [ER5ERE] *

AFFRIEAE , BAREBE FIDRIFRSE
B.RREAZE , AR DAY

C.E. TRAMFRBWKSFH— RISV

D.F N RGN BR

44, FHEMER— MRS Word SGERIGALEN |, ffEA_ 75 R. () [HRikd]
A FESGEIE

B.2F=NE

C.IuHEWNE

D.AHINENV

12 41
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45. £ Word fIEIAET , MEEBOERHAKFHRR |, EairREN "81748#" 8
R, () [HRERR] ¢

A SRR ETERN B TRR M ERFIRE

B. MR B E R TR EWNENNRE Y

C. P TRIRR SR EFNE

DI AR E TR SR ERIRE

46. £ Word & , EERFIFI— I RBHAWNERE |, NEA "FETE" XA

e () [FRikR] *

AR BTG

BIFDERIEV

C R IZEERIEIU

D.FCEIR(E

47. £ Word 2010 & , EXIAEIRRBRR N IESOHI TR AR & 75 B FAIIE
B () [Eu%E ¢

A EBIE

B. XHIHLENV

C.ITHELE

D.Web Kr=tiE

48. Word 2010 ASRI4mAEMRGIEE__ () [Etd] *

AL EIRS!

B 4R{EPR I

CAPRERIF

13
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D.LALE#ZEV

49. £ "R XEEPTIESEI

() [ERIERE] *

A ESFR

B.EXFI

CEHNFS

D.EXFIAE REE Y

50. Word 2010 AIB&siERSEXEBBESIZER  ERMSE A "R" £5IFRET
R AEJREERRSRE_ () [5iER]

A LR PR AE M ud

B.} LRI H=Y

CFERNPAVE I

D.HCEA

51. BXIRAVER , TEWEAERRIZ () [SRiERE] *

A FFEfRR BT LAEEETIARE

B.FI IR R eI AR B & daidt

C.FIABRRAILAEE BRI OB AR/

D.LA i = EBIERAV

52. 7£ Word 2010 & , #%f* R, HENEIRAEBER K, () (BRG]

A. Shift
B. Ctrl

C. Altv

14
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D. Tab

53. £ Word i pRIGHIRIERZE () [FRiEE] *

A. Enter

B. Tab

C. Ctrl+Shift+Enterv

D. Ctrl+Z

54. XF Word RIEIIRE , THINOEERRIZ () [BRi%aER] *

AFTEEBNBE

CREEMER

D.AJLAERZEREY

55. BRREMEMIASRE () [BRiER] *
AETIE

B.UEMEV

C.RE

D.&REE

56. £ Word h___ RYFRIREEEFRE LB RAMENARE () (k] *
A=HIE

B.ExK{ti%sH

C.igahsRY

DARR

57. ¥\ Word [§ 3TFFT— 128344 wl.docx \WHTT “shae" &/ N
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() [ERigkRE] *

A. wl.docx #%7

B. wl.docx HFESGAFHIFHIAEY

C. "FrE" BIERY

D3 St TFHE wl.docx #K(F]

58. £ Word 2010 i ARRAfFSHRERZE () [BiE] *

A. Shift+Space

B. Ctrl+Space

C. Ctrl+Shift

D. Ctrl+.V

59. ¥F Word 2010 FRA&HRIEEE | [ERANRES () [BRu%kER] *

A BEABETT B ABERER

B ABELT R{EEEHER

CAREHIFERETTR

D.BEREIT R X BEHERRV

60. BEAREMTIF "¥iRETFT=TR" 8y "B" 5 """ 2@, &—TF
Delete g , MizA+F__ () [ERuERE) *

AZR KR F=FR"

BAFA "KRE=TFTR" ¥

CEwArR

DAZE

61. FEXTREMIINSIMERAE_ () [FREH] *

16
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A—RIERT , TWEFEIERTENE

B. BT FNEETA T LAE AR RIRI TR FEFN TR

CIET BT FaI LUK ERS

D. BT REIR B EFNTIHIV

62. Word 2010 SR3FEARAERELAIR () [FRi%RE] *
A.300.00%

B.200.00%

C.400.00%

D.500.00%V

63. Word 33 FHRDERITIE , IERANSER_ () [BRi%R] *
A REEERTTIsIr D AEEARWE D

B. REEIB RIS L FEERS

C.aJLAB CixERPATHIEY

D. ReeiBERITigiR o A7

64. Word P B/RE. 8. T BREENE_ () [Fis#E] *
ATEE=

B #n@li=

C.3RE8i=

DAREA=V

65. Word 2010 FEFELAVE 1 MXMEk , BEE— a3k |

_ B, BREREIIMEEEE () [FEiE] ¢

A. Alt

17
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B. Shiftv
C. Enter
D. Ctrl

66. £ Word 2010 i8IS T | D=MNIZE DIRERX () [ERiERE] *

AFFa

BfEA

Cigit

D.EmEvY

67. £ Word 2010 5 , fERIERORIE , ANRZJRITASE 11 A “+2" [E5ERK
BapEl__ () [BRikRE] *

ASE 9T

BE 11T\

CE 217

D.45 13 Tav

68. LIT___ INREAJLAFSENREHAAERIFRIL N EIREF () [SRiEHA]

AR EEY

B.EmREHE

CHEMEE

D.BafiEIE

69. X Word 2010 {21T , THIiEHEIRATE () [EAiEERR] *

A.7£ Word FaJLIZRHH B&1T

B AR TERETT S AARNEREET

18 41
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C.ArBE TE AR—FL A AR BV

D.7£ Word FREJ LAt RIS — BT TIEZ sl iE IR E

70. ANREFEFSGEPAWRR , aTLUBEE_ GeIRSEHl, () [SRiaRE] *
AFEN

B.4RiE

CHIEV

D.32{4

71. #£ Word 2010 54§ Word AP MNETTIRGHR— T EEITEE | BT8RN

7 () [ -

ARRES 1 MRITIBRE

B.R{REEE 2 MNEITTIEARS

CAMETTIEASIIREY

DA BRITTIEAE 28ER

72. 78 200 TR AT | RIERCIREEISS 80 TAVIRMER () [ERi%R] *
AF AR ENEERNE LAYER

BFFE42AE A0 PageDown 42

CHIA "4mig" BAPry "HE" MV

D.j%tiEs Ctrl+PageDown

73. Word HRIESIM TR , FEOEAIRER () (S5
A BRIV

B.FTENFRYS

CHFE=TAN

19

41
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D.fisH

74. Word 2010 # , RESHIEENFHNRE AR =S FIEEFRE , NI
() e

AJERE “FRIR" THREXPRY "IERMERE" @V

B fEEEEREIRG R

CIER "FHA" XM "#Hl" w2

D.E#(EA "FiG" %

75. FEWord 2010 /1 , 3% REESRS "SH)" ZEHTIEEER. () [BRiER] *

A. Ctrl+CV

B. Ctrl+V

C. Ctrl+A

D. Ctrl+S

76. £ Word 2010 5, #zlRIRSEHREEIMHNEEZET R , EFLUS =

BIEMbICAE () [FRisE]
AFFIIESERNIRNE
B A AFFIEREAIIETY
CorRaufttiE
D FfFAIEEL | BRIESIANT
77. £ Word 2010 Fh , XTERME , FANREEIRRUE () [BRi%EE] *
AETEREBXEANASE LR FERALZE RV
BABIMWENRTT , Bdy "B TRAEERN "XAE" & , FREIEN

IREBAT

20 41
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