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Part1---Word

1.Table and Graphic Object
2.Mail Merge

3.Making Table of Content
Part 2—Excel
1.Introduction—Basic Operating Interface
2 Setting. PageLayout

3. Printing Techniques
4.Data Validation

5. Formula setting

6. Statisitcal graph

7. Pivot Table

8. Consolidating
9.Filtering

BT

AR

fEEME

SEER

FEFH

BERR

E

2121 BT

RS 1

xF.
(5w

pi 4

PR 2

mESE]

TQC word 2007

WRESH 2

TQC excel 2007




