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1. T % Microsoft Word ¥y X R H - BN UBR B EFrefwEE »
A EHBEWeb REHE BEREEKXEWeb JRFEE COAHEREETHN O)EREAHAKR

2. FHMERAETE &4 Microsoft Word X & RERBEZ K ?
ABRBEAFHATEZZER B EEFARNOAHRE CREABITEATE O)RTEREABRER

3NHEXREFAAREIEMAT —HREIC > YHEREEMIC WENRNE (Data Sheet) ¥ - B KFEAT
P AEATRE ?
(A)SQL ( Structured Query Language ) (B)C Complier (C)Microsoft Word (D)Assembler

4. EWord2016 /2019 % » HEEMRHEFREABN - LRl L5 ?
(A)docx (B)xlsx (C)xltx (D)dotx

5. 7 Microsoft Word ¥ » ZE R kS RBEZH - FATHF —BHBATUBRBBRITUTELRE
(A)Shift + Enter (B)Alt + Enter (C)Ctrl + Enter (D)Space + Enter

6. EWord ¥ > R L — S RBHFHRBRERS
(A)Ctrl + X (B)Ctrl +Y (C)Ctrl + Z (D)Ctri + U

7. EWord - HERREBHFHNM 270 - REEFRKEFWAREE ?
AT B)Z A DT

8. 5% W Word #4438 - 14 E7 ¢ i
AER "EE, BT SHBHRAXHNEETXF B)EREHE
Delete 4% - €& B A MERNRE (C)4# A Access ## (.accdb) & B
RERAAWRE O)F —EEERT AT BEFEYFHKX
9. ¥t Microsoft Word W - ¥ B % P H X FADEMEATHE - THMBEITERZEE
(ARNMTH B)EITHIE CEETE D)F4T
10. Microsoft Word i;%ﬁé‘l‘?u%}i—-ﬁiﬁ%é#]ﬁﬁ?ﬁﬁ ?
AEHE BIMEE C)AEHK D)a#
11. # —4 Microsoft Word X #4 - R #kiA R4 B - HIMmEE 4 =10 > B e
EARHREF RSN . 88 - | 88 - 3;8@,

AR F% W8 B)ET BB KE CFfk  BF b
EUNGE T 2R 3 .

12. T %A # Microsoft Word # 8 & 4 R W94kt - /T4 TIE#% »?
AT HRELAMEZEE B)TUREAMURATHERE COTUAMANFEAMAMEZME (D) A FRE

LREMEHET BB RA
13. EXERERY (Word) ¥ ERR W TEARE XY - 3lE ﬂ;dx%;‘hﬂgﬁ
ATHEAFEIA ? . B :
AHIXFE B)EAXE CUBXF DHREXF = Ekﬂﬂxﬂﬁﬁ“éus ”‘gﬁ@ﬁ

14. % B & F Microsoft Word B fEH 88K - ¥ "HERE—FH A1 H,
XFREATEHELFK ? BLOOAE Rk

AEEHE BAENE CEFHE D)RAENE ——
110 a8, |
15. 1 Microsoft Word X & KEMM T - EEBFMTAANLTHEL—FE | medBbbbttme TUOLLInsRY 4

R FEATAT—FHYERERILBE ? B b
A EFBE BRAEENE CREFAHRR D)RELLE
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16. FFl'Word RS fe R4 - T 504 WM AR AT # T E%
(A Ctrl + A REUE A B)SEEMMARR  TEIMMENS |, . . & - - 5 2 = 5 = 1
XEAN CEBFHERMARTERFHEHRANR OVERE TH# | |
72 ¥5 42 Tab 4237 M — )
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17. #1 A Word RAESU 0y > BBl TAHF—EHR »
A ER BT RER BT RFNMES CRIEHFBELE D) ANRESK

18. % Word % » T 7|7 MR BARA - 44838 ¢ - RS
(AR FTREANRE B)ERMRE THEHE Tab 4 - €418 —5] (C)RILKM WA Delete 42 - R &Mk
HEHTHXT O)SEREERYE  RERERBNE S BTERE WERE T |

19. T 5% W Word Ry g oyt - 74 £ % ?
AREAWERNTUETHFREL B)&RREETUAHTHBUHEER CFERNEA—XBENTUENSES
RAKRMER D)EREMEEM%ET Delete 4 7 LU Br A8 &A%

20. % Microsoft Word o+ » W REMEMBE B EWANAXF - ERTEF—EH R FERES »
(A%#E B (C)FEAN DK

21. T 2|H B Microsoft PowerPoint ¥4t - (& E# »
(A)PowerPoint R EWEH R AR BHBR - HEBBAURAFAFS = BRMALATLLRBLEL  BEEBHRE
PREANRE  NERPREANNRZEHNEERAMAENREH L (C).pps & —4 PowerPoint # A # 4% R
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22. £} Microsoft PowerPoint i #i#k# - ZAERBH BH PR EBAXFALE  BEEE S RB{PAPREBEAXFAE
B IRXERBABIFREREAXFARE  TRULAZANE S RABAFEEXFAHTERE ¢
A#te B)ue C)RE D)kt

23. 7t PowerPoint ¥ - &t thsh B 17 ¢
AREXFHEAREFR B)ERLFAME CMAIFFAMRT (D) BB % E
24. R EE R PowerPoint R ETThft - E—EAR L SR REETAT—EAFTHR ?
AL2ERZAHER B)EBERX C)ESHEERX D)REARR

25. T |4 Bl PowerPoint s 4y -ty 4t - {5483 »
ABEBHBEETRCENSESG - &4 BRE THEIHEEE—E BER—EMELEH "TEH, B
B THY, AR ERAEER COUEBEUHFT AT O)BNE—BEW 4% %F > TERANNAE
Y L HE

26. % PowerPoint  » FEQRERBERNBHANIF BEFREZHEEFX - F
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AHEEE BEE CHRERE D)EYRE
27. # B Microsoft PowerPoint fy 3y et - TH I T E#
AEBRBHRERESRRTR LIV RETH BTHENEF IR SHENETREBYNHERR C)RFSETR
BERi it B R ELER OB S E AR — A TRESS 8RBT
28. % PowerPoint ¥ » T2 B - T4 ek ?
(A)Ctrl+ C : % (B)Esc: #XRMBEHF R (C)Ctrl+ M : R FH (DF12 : BBB B A
29. f PowerPoint ¥ » TH|H—FHEH "X — T HEWHRR | e ?
(A) T fEd, B) THIEBE, (C)"8E, D)THIHE,
30. & PowerPoint ¥ » A E% B 1~5 B ET L5 Away HEL 6~10 N ET L5 Bwav: JHBTHH—IEDE
REE ?
ARBEBENEFT B "THITHE & "HF B8R ON "85, &< "BF, %R O "#Fkx, &
TRBEE L BR
31. % Microsoft PowerPoint # » W REM B FREAT R TLFIFER  REEWFER LT AR »
(AEEH B)mA\BifE#%dE C)HITHE D)EL

32. WRK — M K% %A "Word_OpenOffice Impress.xlsx 1~ % [ s 7 A8 % 1% i 148 & FE BB P SRLAE 2
(A)Word (B)Excel (C)PowerPoint (D)Impress
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33. % Microsoft Excel ## HFH FMAT AL ENNERN RERARENE »
aX¥ bBE c HH dEHH e 4BEWXF
(A)abc (B)bcd (C)cde (D)ae

34 EExcel ¥ HEEHAMBMZH RS THESTHERE ?
ARZAWBMEME % B)REAMARENE C)REBMAREMNE O AMYEERELBREEW
W

35. E Excel ¥ - BEHNERAERE  NEANEHRASL
ANEE B)EHLE CFF OD)T—&

36. & Excel =P Emﬁkﬁwﬁ A1 ﬁ#%ﬁhw&m TEERABTHAF—HILSE ?

37. T 5| Excel AXMsHHER - & BMERN ?
(A)= MOD(57, 11) (B)= MAX(12, 3,7) (C)= COUNT(1, 3, 5, 7) (D)= AVERAGE(3, 8)

38. B ExCel AXKXFAZKIOHRENSHBEEHNRERKE  TEATHE—lEES »
(A)=COUNT(F4:K10) (B)=MAX(F4:K10) (C)=SUM(F4:K10) (D)=TOTAL(F4:K10)

39. FREBETFHRERKY (Excel) A1 BHFHNZHRMELE 20 A2 BN ZBEL30 BIEESNZKEL50 B24#%
BMWUZBEATO SHEHASFERARN "=5A1+A$2, - K LBEHRELGERFEHEHE B3 - BEEBI W
ARFTEEHMA ?

(A)50 (B)90 (C)100 (D)120

40. ¥ X Microsoft Excel TfE&¥ - BHEH AT A2 AR AFHBEEH 102030 #HEBREHB AL FRATEHH—HEN
B ERMIFH ALBUTH 20 E{EBME ¢
(A)= AVERAGE(A1:A3) (B)= MAX(A1:A3) (C)= MIN(A1:A3) (D)= SUM(A1:A3)

41. AVERAGE ~ COUNT ~ MIN ## SUM # & Microsoft Excel ¥ &l ¥ H W R¥ - R 12 34 56 S =EHM AL
REEBENSY - FHWERTHTH LA »
(A)AVERAGE(12,34,56) > SUM(12,34,56) (B)COUNT(12,34,56) > MIN(12,34,56) (C)MIN(12,34,56) >
AVERAGE(12,34,56) (D)SUM(12,34,56) > COUNT(12,34,56)

42. % Microsoft Excel Ttk » % A1,A2,A3 # H# {E 4 7 4 30,50,40 + 0T 2| 4k {7 % I 5 ?
(A)F Ad B AR H=SUMAT:A3) - ] Ad B8 BER 70 (B)# A4 it I A R A=SUM(A1,A3) - il A4 1%
BT 120 (C)H Ad B I A X A=COUNT(AT:A3) - Al A4 R KRBT 3 (D)F A BEREARA
=MAX(A1,A3) - fi| A4 ¥ 4 % 857 50

43. % T4k Microsoft Excel THEk ¥ - # & B H# Ad WW%M@NA—E F=$A1+A$2-$A$3, -
MR T AL HARBER BT BA - QRHFH B AT HERM
(A)-10 (B)20 (C)30 (D)60

44. % MS Excel R¥ k¥ - HRBHFHRSBHHKR - THIH#HHR ?
(A) "$A1 ) REMBHKSE B) "A$1, REARBRSE (C) A1, RANESRE (D)
T$AS1, EENSE

45. £ T B9 - Microsoft Excel z # % D4 A X A=3A1+B$2 + £ D4 AR
BUNNBEHES FRMESE4 B RWEANT ?
(A)4 (B)S (C)6 (D)7

46. 7 Microsoft Excel s, X %M ¥ - T 5% W & 9070 86 AR - 7% E 7% »
(AJADD & 33 ¥ F &3 M4 f (B)AVERAGE ik B Fi A3t T 1918
(C)COUNT M X E R R+ M3 E (D)RANGE HB T EH KT X4 %
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A XA LR JE S St
47. XK Excel WAENTEA TN IR $22TH A TH LR MHIH% »
A } B i C l D

1 FIEE HECHEG

2 EAE T4 BPEE
3 &itE 280,000 253,000 $533,000
4 aHE 188,000 152,000 $340,000
5 SiEE 255,000 186,000 $441,000

(AVERIAT G FH# > #[I]8 TEXT "REE $E4HAN 2 A0
(B)EAX B3 e Fr Al - #%| 21 |4 - &4 "G LE" L34 E S5 % K "188,000"
(C)D MUy MsH BB A "HE" EREA - EABLEAO

D)RME 27 - #%[O4 THE 2 A BHEHEHEE

48. = EFHA KU Microsoft Excel ¥ - (R HBREMANEH R TR UM X SGWERTHN > THAWEHRIEY
BE o HEIVEFRANARLARETHNH—HE
(A)/hEH B)EE (C)F B EE DT

49. Excel WH—F I8 > TURBR L EXREEHY  RERAGHWENER  SRERXBRER
Ak B)E C)#rF (D)BAEA M

50 E—RERL2BETRBETERY  WRAFBEISHENZLWESREEH - TUNATAB—EHERER ?
(MEx B)#F (C)hsiE (D)FE
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