
 

 

� 5�  PowerPoint 2010���� 

PowerPoint�|Â PPT�2010�=�yz7%
 Office 20107
��QRS�����

��j�

3�R£V����
�[1Word 2010@Excel 2010\&�bV|d��X�

!���=!>0�W�@ë
@23@�®�æX�ÔG3_C(=!
Ó àá PowerPoint

��
o!3 

5.1  PowerPoint 201056 

PowerPoint 2010 �=� Office 2010 7!>l±
3�R
���o! Microsoft 

PowerPoint 2010�NËo!èË×9�
��l±,D
3�R¿1f§��3W�¬�nN

�¡��NËëÊ��|ð
�YþÏ�ÆþÏ��>l±×)jf�ô3"k�PowerPoint 

2010 No!s1[µ�§1}iVè��%�!s

3�R¿o! Web è Smartphone (Ì

���î-U#�3PowerPoint¦G>��£V��<F@��
3@�®�æX���3 

5.1.1  Tz{4 

1�PowerPoint"��¬� 

s, PowerPoint«
.�Ô� 5-1233(kfó�1Word 2010@Excel 2010\&3�

�@7w@3<@Å¼@����ºí
©O1Word@Excel
©O�*\1�bV�^_\

1�M1
©O4«[8/�»k3iV�[.Rß���·@��·@ß&oA­·n�$

i·3 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

N 5-1  PowerPointãM 

ÝÞhi$¡� ò`� ��89|� 

Ï÷»�  

»� òj 

��� 

ÏW�� 

pN89� 

<TäU

�/»� 

U�/	�� 

Z��� 



� 5�  PowerPoint 2010��
� 

 

199 

2�78° 

1 PowerPoint 2003�
ijg\&��â�(=AfSI3³��ºíÄ'��bV�

�3PowerPoint 2010
2¹(=�Uw¸�*·4 9����ºí7�QÕ��ÚKïÁq

��&/d
�[k�[µ 8�Kï7�0(=n PowerPoint 2003ijg\&�Ë(=Af


��¦43 

3�?@¼<=° 

� PowerPoint A­­ä
3�R
*�3
3�R
A­�¿¶Ñ�A­­ä
3�R

7
ß&o3 

4����° 

�ß&oA­�$3 

5�´´° 

PowerPoint��·¹8����êç��@ß&o¯°��@¼a��nß&o·Á��3

øk PowerPointÐ¹�$i��nÑ���3 

êç����.R
A­���N!>¡bè��
3�R3Æ��¹;�iV·��

VÅJN4ß&o�S�Õ�SÚ�ºí�nß&oa«��Õß&oÚ�ºí���¸¤
�

ºíöWÅJß&o�1A­.§öãTJ�$.§3 

ß&o¯°����Ëa«���s32¹ß&o
��3K-l±èA­
3�R«�

Æ��s3
3�R
2¹ß&o�oQWå�@é:è(Qß&oËBV°¸¤n,�ïÀ

�g¶èéO�3 

¼a���Ë.�
�¡
��s3
3�R�!>fó
3�R
0�ïÀ3 

ß&o·Á����¾Ê�����Á��
3�R/�ß&o·Á3NËfó
3�

R7��@}�@Yo@,�0ÍËBß&o
¸¤ïÀ3 

�$i���.R!>�$i
A­3 

Ñ����ß�ß&oÑ�@ë&Ñ�n�$iÑ�3�f�¦§¹]
3�R
.i

nß&o������ß&oÑKin%Ki�_@�'@�o@'§@�'@����n�

��0Í
å����
���ß�ÝÞ@à�@ð�@ïÀ@�î¨�énî-3³�
3

�RÐPßà��ß&oÑ�3­äno!ß&oÑ�
.RB��NË�
3�R7
³P

ß&o/�È�
��9ä3 

5.1.2  V&WX 

1�A;�B 


3�R� PowerPoint©OË����Á¦
����� PowerPoint��ê���
3

�R3
3�R
vÂê���v��� PowerPoint jü
��§��[�ÆJ.pptx3Ìs

, PowerPoint}�.�,l±��vJ
3�R 1
W
3�R3 

2�?@¼ 

ß&o�!6Sû
3�R��
^_dî�NËß��ð@��@¬�@��@,�

n[µ�Ú�3��
3�RNËßàâ�Pß&o3 



�������	Windows 7+Office 2010
 

 

200 

5.2  7!89�: 

5.2.1  ��0YZ|}%~ 

1�½¾A;�B 

l±
3�R¹���
3D!
�
Ô�� 

�1�s, PowerPoint}�,l±3s, PowerPoint}.�,l±��vJ
3�R 1



3�R3 

�2�o!���ºíl±�Ô� 5-2233 

 

N 5-2  JKVjÏW 

ÑÊ`��
��ËÕSÛ
3�RÚJø¹l±
3�R�l±]¹
�
�E �

���Ê§

3�Röâ9 !ø¹l±�4� 5-27� 30d;Õ�_ø¹Ú��7Õ�

_ø¹Út�	� âR
ø¹�ª«d;Õl±ÚAfHN3 

2���A;�B 

Á¦
3�R
�
1Á¦ Word �1@Excel iV¹\&�NËo!Ã�U#ijg


ÕÁ¦ÚAf��NËo!���ºí
ÕÁ¦ÚèÕø¦JÚ(=�ÐNËo!Ã�y Ctrl+S3 

ÔÀ!¾
3�RNË
��·�NËe!Õø¦JÚ(=�4Á¦�Æ���'w7�

 PowerPoint·Á�*.ppsx�§��� G¦
Á¦î-�¿���ìG¦
vð�Á¦HN3 

3�Ä¸A;�B 

NË� ���
]f3 

�1�d;¤¥.�WÑÓ
]fAf3 

�2�\;¤¥.�VÑÓ
¤¥K²Af3[

�3�d;Õ��Ú�ºí7
Õ'�Ú(=3[

�4�Ã�y Alt+F43[

5.2.2  ��#��5� 

Õ��ÚÃ
�ß&o©O4ß&oÑ
å���3����î¨SI�å�î¨N·

-�ðnß&o©O3 

2 ´µ 

3 ´µ 

4 ´µ 

1 ´µ 



� 5�  PowerPoint 2010��
� 

 

201 

4��
3�R}�âRÇÈ³Pß&o
���Ë~±²ß&oÑ©O
å���3

PowerPoint���â��ß&o���³���!>4ß&oÑ�-Ki@K�@��@'§

è����
\�î-3 

=!��
�
��� R=!��
ß&o�ª«AÔ� 5-323/�bV�êNË¼

� 
��=!Þ� 
ß&o3 

ÔÀ43<Wß&o}=!���ñe!� 5-423
� 10n� 20/�bV3H¼/

K²î4âR3<Wß&o
î-�ª«4� 5-47� 10«� G¦
��d;�Ô� 5-4

23��7� 
�`g©O���öÔÀ4bV]� �ß&o�A� 5-423
� 10n

� 30/�bV�ñ4� 
ß&oî-�:1� 
ß&o��\1
ß&o3 

 

N 5-3  ©ÖU�/Xh 

 

N 5-4  aY�U�/©ÖXh 

5.2.3   !	�^%& 

1�Â¸�O 

4 PowerPoint 7�ð�Ë�_w
����3�-Lß&o��«�4Õß&oA­Ú

1 ´µ 

2 ´µ 

3 ´µ 

1 ´µ 

2 ´µ 



�������	Windows 7+Office 2010
 

 

202 

.§7
�_w7Ë<�ð�;Ô4Ki��
ß&o
�_w7Ë<ÕPowerPoint 
3�

RÚ�Ô� 5-523HNË<�_3 

 

N 5-5  aYÏR 

ÔÀâR4ß&oÑh�_w
*�é:�_�NËçq3<�_w
�
3<�_3 

2�<=�O 

PowerPoint7
�_4���-«��_
^_§�ê±²��çD���M	âR­ä3

ÔÀâR­ä�èÔ�ð¨§�@-4§�/��-��-
�
1Word7
�-^_\13

4"M	òÊ3 

5.2.4   !	�^"# 

J��:
3�R
kfïÀ�è]9:�Ú*ÀÁ'Ý
©O�¹}âR4ß&o73

<�o3�o
§�NË�Dq
 jpg@bmp@png@gif@tif���NË��&ð@����3 

1�Â¸´¼ 

(Õ3<Ú/d3<�o
bV1Word 2010@Excel 2010\1�4"M	òÊ3(�o

©O��
ß&o73<�o
bVÔ� 5-6233 

 

N 5-6  aYN/ 

2�Â¸ SmartArt´µ 

SmartArt �����nf�
��'3��3NËçq(��M1�47/�� 6l

± SmartArt���(åÃ�@ÞT@¹ï*FÝ��3 

l± SmartArt ��}�ÇÈ.�3!s� ���Æ�ÔÕt¤Ú@ÕÏÓKLÚèÕ]

ÇÚ��Æ�&> SmartArt��
�¸�¿�³��ÆßàÌ�M1�433< SmartArt��


bVÔ� 5-7233 

¶[ 

3 ´µ 

1 ´µ 

2 »¼wYkN/ 



� 5�  PowerPoint 2010��
� 

 

203 

 

N 5-7  aY SmartArtNg 

3�Â¸89: 

(Õ3<Ú/d3<���
bV1Word 2010@Excel 2010\1�4"M	òÊ3(�

o©O��
ß&o73<���
bVÔ� 5-8233 

 

 

 

 

 

 

 

 

 

 

 

 

N 5-8  aY��Q 

� 5-87
� 50�NË� ß£�ª«4âR3<���
*���3 

4�Â¸HI� 

¹}J��:
3�R
��ïÀ�ß&o
KiNËo!�&ð3PowerPoint 2010 7

3<�&ð
�
1Word 2010@Excel 2010\1�4"M	òÊ3 

5�Ø�~E´µ 

4 PowerPoint ¹}âR5£0��C
�����bV
�
nWord 2010@Excel 2010

\1�4"M	òÊ3 

6�<=´µ 

ß&o7
��NËÛÊ�é@�x@#x@ñ,î-@ß£@(Q@ö�ËBSGË

AI9ßà
��3^ÅbV1Word 2010@Excel 2010\1�4"M	òÊ3 

1 ´µ 

2 ´µ 

¶[ 

3»¼ SmartArtNg 

4 ´µ 

1 ´µ 

¶[ 

2 ´µ 

¶[ 

3 »¼wYk

4 ´µ 

5 ´µ 



�������	Windows 7+Office 2010
 

 

204 

5.2.5   !	�^�� 

1�Â¸³  

4 PowerPoint 201073<'§
bV1Word 20107
bV\1�Ô� 5-923J3<

�� 4� 5�
'§
`�bV�
3 

2�<=³  

'§
A­ß�d0§7�¾
Ë<���@�Ì
ÛÊ�£wnãm
�-@3<�

è��(Q�è��G¿n�Ud0§��4bVÑ1Word 2010^_\1�4"M	òÊ3 

 

 

 

 

 

 

 

 

 

 

 
                            a                                      b 

N 5-9  aYib 

5.2.6   !M�� 

4ß&o73<�¬@����®��Ú�NË£V���
Ù
ß&ïÀ3PowerPoint

���3<�¬@¬¦@Yo�bV3 

3<¬�
bVÔ� 5-10233 

 

 

 

 

 

 

 

 

 

 

 

 

 

N 5-10  aY¤Z 

1 23 

2 23 

3 23 

k� 

4 R�'(�U� 

5 23 

1 23 

2 23 

3 ��'(�M�U 

4 23 

1 23 

2 23 

3 23 

k� 
4 ��'(���45 

5 23 



� 5�  PowerPoint 2010��
� 

 

205 

3<¬�«�4ß&oÑ.é:��Õ Úé���K�d;Æ�K����·¢£�

[�	d;�·Af�HN�·3<
¬���3 

3<��
�
�&�íâR4� 5-97¼d;Õ¬�ÚäJÕ��Ú�[µbV��3 

5.2.7  �^��# 

1�Â¸?@¼ 

âËÕSÛ
3�RÚl±
3�R�ñ
3�R7í¹�Pß&o3 

R3<Wß&o�NËo!Ô� 5-1123
bV3 

 

N 5-11  aY�U�/ 

â4Õ�Snß&o�ºÚ.§7�ñNËW;Æ.§�$�ÕW�ß&oÚ(=é:

�PW
ß&o3 

2�»�?@¼ 

�>©O�TU\1
ß&o�NË !ß£ÝPQß
iV3ß£}4ß&o��è

]¯°���� âRß£
ß&o�NË�ûü
�Pß&o��NË�Mûü
�Pß&

o��ª«d;A­/d
ß£(=�è] !Ã�y Ctrl+C��	¼/K²îÞ\Kî-�

d;A­/d
��(=�è] !Ã�y Ctrl+V�3HN¼�Pß&oß£Þ\Kî-3 

3��S?@¼ 

4
3�R7��>M	âR
ß&oNË(Q34ß&o��è]¯°���� â

R(Q
ß&o�NË�ûü
�Pß&o��NË�Mûü
�Pß&o��ª«d;A­

/d
(Qß&o(=�è]
�A Deletey��HN(Q3 

4���?@¼ 

4 PowerPoint7�NËçqË��
ñ,ß&o� 

�1�4êç�����  Õß&oÚ�ºí�� �Pè�Pûü
ß&o�� �

Pß&o}�NA� Shifty��A�zKVyM·8ß&oÆÐG¦î-��·zKHN3 

�2�4êç�����  Õ�SÚ�ºí�� �Pè�Pûü
ß&o�� �P

ß&o}�NA� Shifty��A�zKVyM·8[ÆÐG¦î-��·zKHN3 

�3�4Õß&o¯°��Ú��� �Pè�Pûü
ß&o�� �Pß&o}�N

A� Shifty��
�Æ,ÞG¦î-�ª«�·zK3 

Ìª��Ne!� ß&o«� !�¸�ª«Þ\Kî-�� ��
�
¿�ß&

o
ñ,3 

1 ´µ 

2 ´µ 

3 ´µ 



�������	Windows 7+Office 2010
 

 

206 

5.3  89�:�;<�= 

5.3.1  �TKL 

PowerPointø¹�!sø¦J .potx ��
�Pè�Sß&o
ø�è���3ø¹NË

ßà��@.ià�@.ið�@.iïÀnÝÞ���ÏÐÐNËßà©O3.ià���

�7o!
à�
úG�.ið��=!>��7
.Rð�nÓRð�
úG�.iïÀ�

=!>��70Í
��>ô
úG�^;]�1LI��.i3 

ø¹ß�Ë�S�� 

�1��²>.i
©O3çDí�(ß&oÑ�A­"�_è©O3 

�2�ÝÞ§��Ô�o@m�@�gèî��êà�n
k3 

�3�à�@ð�@ïÀ�;�@Ë¼@�ê@)Y���ËB.i��0Í3 

�4��_�î¨��%Ë<¥���Ë�²&¨G!sâÇ
ß&o�Ô
3�R
C

~ËB�%g½3 

l±
3�R}=!ø¹�4� 5-27� 30d;Õ�_ø¹Ú�ª«� G¦
ø¹�


«d;Õl±ÚêNË¼� 
ø¹=!ÞWl±

3�R73 

��¹

3�R=!ø¹�bVÔ� 5-12233 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

N 5-12  ©Ö-4 

5.3.2  �T�O 

o!.iNË|¡D9��I"L

3�R
l±q¤3MÎNË4 PowerPoint 7o

!.ià�@ð�nïÀ�å�ÐNË4 Excel@Word n Outlook 7o!�f�^�!s



3�R@�1@iV'n����êNËj¹È�
Ê§3 

PowerPoint �������.i�ßàJÛ����@ÝÞ@ð���n�î¨î-3

o!V���
.i�NËÞTÃ�*9ä
3�R
Ê�kf3  

1 ´µ 

¶[ 

2 »¼wYk-4 

3´µ 



� 5�  PowerPoint 2010��
� 

 

207 

jü����PowerPoint .8êç Office .i=!>W
S
3�R3¸��!s�N

Ëçq=!M1
.i6ÞT*9ä
3�R
kf3 

=!.i
bVÔ� 5-13233 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

N 5-13  ©Ö�` 

ÔÀí�TUß&oo!.i�íâ�7R=!.i
ß&o�ª«4� 5-12
� 40

d;=!>�²ß&oHN3 

ÔÀ�=!
.iïÀM�%�NË�.ià�@.ið�@ïÀ/�­ä3 

4���ºí7�­ä.ià�
bVÔ� 5-14233 

 

N 5-14  �	�`ðñ 

­ä.ið�nïÀ
bV�&�4"M	òÊ3 

5.3.3  56��#��� 

çqÛÊß&o
ÝÞà��NËäg�Pè]2¹ß&o
ÝÞ3�-
ÝÞNË�

d�à�@�gà�@m�@��è]�o3 

� 5-15
� 10@� 20bV23J�Ì]
3�R
2¹ß&o=!ÝÞ���â�

^Å��M�%�NË�²&ÝÞ���bVÔ� 5-15
� 10@� 30@� 40n� 50

23�bV«�Ì]ß&o=!ÝÞ��3ââR�2¹ß&o=!ÝÞ���ñâR¼� 5

1 ´µ 

2 ´µ 

1 ´µ 2 ´µ 

3 »¼wYk�`�µ 

4 ´µ 

¶[ 



�������	Windows 7+Office 2010
 

 

208 

0
bVäId;'T=!3 

 

N 5-15  U�/îï�¥ 

5.3.4  ��#�� 

ß&oÑ��ß&oÏÓKL7
éÏß&o�!>¦§¹]
3�R
.inß&o

��
���ß�ÝÞ@à�@ð�@ïÀ@�î¨�énî-3  

³�
3�RÐPßà��ß&oÑ�3­äno!ß&oÑ�
.RB��!sNË

�
3�R7
³Pß&o�ß�Ë«é:Þ
3�R7
ß&o�/�È�
��9ä3o

!ß&oÑ�}��>ýâ4�Pß&oÑy<\1
���!"Üî�}�3 


L47wL±0Pß&o�]l±ß&oÑ��åMR4L±�ß&o�«	l±Ñ

�3ÔÀ�l±�ß&oÑ��ñé:Þ
3�R7
2¹ß&o�.^>Æß&oÑ�n\

]�
��3 

l±ß&oÑ�
bV���7��SÛ�1�ª«AÔ� 5-16 23/�bV�4� 3

07�NËâ¾¿�âR� M1
��/�A­�
«¼Æ��Á¦Jø¹�.potx�3 

 

N 5-16  U�/fXJK 

3 	�fX 

1 ´µ 

2 ´µ 

4´µ 

5´µ 

1 ´µ 

2 »¼wYkTh´µ 

3 ´µ 

¶[ 

5 ´µ 

4 >À�¥ 



� 5�  PowerPoint 2010��
� 

 

209 

4l±Ñ�}�ÔÀMÁ¦�
�]fÑ����ª«é:ß&o�êNË
�=!Ñ

�3ÔÀR=!��Ñ��ñ4Ì]
3�R7�7Ñ����d;Õ��Ú�ºí�
Õß

&oÑ�ÚAf�� R!
Ñ����ß£ÞÌ]
3�R7�âR4ß&oÑ�����

���êNËo![µÑ��3 

Ñ�Q�ß&oÑ�k�Ð¹ë&Ñ�n�$Ñ�3 

1�C«D% 

ë&Ñ�!>¢£ë&
��§��ÐNË4ë&Ñ�7:<�o@�ð»k��Ú�

o¶ë&
³i�s3�63ÔÀR9äë&7i=ni>©�_@C~èi�
kf@î-

n�é�NË9äë&Ñ�3âRoë&
³i7�s3vÂè�K�¼�é:ÞÑ�7HN3

Ô� 5-1723J�ë&Ñ�
�-3 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

N 5-17  [�fXk�¥ 

2���D% 

�$

.R���/�0��bPß&o
©O3�$Ñ�
i[�¹ 6�SITU�

i=·@C~·@ß&oa�@�$�_·@i>·n�ð·3�$ø¹
����$�_·�

NË�4ß&oÑ�7<��-§�@9äº\¨Ù���NË4SÛ�:<�_n�o�3 

Ô� 5-1823J�$Ñ�
�-3 

1 ´µ 
2 ´µ 

¶[ 

3 ´µ\]

�M�¥ 

4 ´µ\]�¥^

�U�/kË  

5\]�¥�d 

6\]�¥�] 

7 ±¸ 



�������	Windows 7+Office 2010
 

 

210 

 

N 5-18  Z�fX�¥ 

5.4  >?@A 

4 PowerPoint 
3�R·Á�]�J�ì¶éL
·ÁïÀ�âR/��Å�-3ß�

,�ïÀ�-@ù¤ �n,VAf�-@ß&o
¸¤ïÀ�-n·Á��
�-�3 

4 PowerPoint
3�R7�NË8�_@�o@�C@'§@SmartArt ��n[µ�Ú

£VI,�����f/<@'�@�éèà�g¡ÏÐñ,���ïÀ3 

5.4.1  56f��� 

,�No PowerPoint 
3�R9j,DïÀ�Noß&o7
�_@�oËB[µ©O

9¤,��9¹�>$jf§$%°@jÛQ�©O3,�ïÀN=!>�¸ß&oÑ
�_

è�Ú@ß&oÑ�Ñ
�_è�Ú�è]�²&ß&o��Ñ
�î¨3 

PowerPoint 2010 7¹Ë�8�M1�Æ
,�ïÀ� 

�1�Õ/<ÚïÀ3;Ô�NËo�Ú¡��<��@(£ `<ß&oè]Ê<��73 

�2�Õ'�ÚïÀ3^ÅïÀß�o�Ú`�ß&o@(��7cdè](ß&o��3 

�3�ÕjÛÚïÀ3^ÅïÀ
3;ß�o�Úaéè·�@9äà�èÉö[7��x3 

1 ´µ 
2 ´µ 

¶[ 

4\]�¥�d 

6\]�¥ÏRTh 

5\]�¥�] 

7 ±¸ 

3\]»¼�¥ 



� 5�  PowerPoint 2010��
� 

 

211 

�4�,Vu½3o!^ÅïÀNËo�ÚÑ�ñ,@VWñ,è]Éö�����ñ,3 

NËd�o!����,���NË8��ïÀSG4�Â3;Ô�NË����_=

!Õ`<Ú/<ïÀBÕ·�/aéÚjÛïÀ�o�4(VÅ`<
1}¡�·�3 

1����BC3Þ�: ! 

âR<�Úé:,��âR�� Ré:,�
�Ú�ª«AÔ� 5-1923
� 1£30

/�bV�ÔÀ�¹G¦
,��ñA� 10@� 20@� 40/�bV3D 

 

N 5-19  �¥´ìÎQë· 

2����BC�Þ�: ! 

�Ú�NËé:��,�ïÀ3�-
�
�� Ré:,�
�Ú�AÔ� 5-2023�

�A� 1£30é:��,��ª«	Qß� 2£30
bV�HNé:��,�3 

 

 

 

 

 

 

 

 

 

 

 

N 5-20  �¥¯ìÎQë· 

3 ����%�23 

4 ����%� 

1 23 2 23 

k� 

1 ´µ 

2 ´µ 

3 »¼ÎQ�ÕÄ´µ 



�������	Windows 7+Office 2010
 

 

212 

3��: !E¡
� 

,�ïÀ�-«�NË�·ïÀ��-ÆïÀ
Õ7wÚ@Õ�<Ú@Õ� Ú�ÛÊ,�


�·�¥�9ä,�ïÀn(Q,�ïÀ��Ô� 5-2123J�Ki�-,�ïÀÕí<Ú�

ª«¼3<�²î4Ki��Õí<Ú
ïÀ�º/��-�M1,�ïÀ
ïÀ�º
©O

M13 

 

 

 

 

 

 

 

N 5-21  �¥ë·»� 

ÔÀR/�9:òè
ïÀ�º�-�ñâR�7ïÀ�º��w�M1,�ïÀ
ï

À�º��w
©OM13Ô� 5-22 23JÕÑíÚ,�ïÀ
ïÀ�º��w34ÕïÀ

� Ú�-��w7�NË4ÕïÀÚ�ºí7�-,�
Õ�¬Ú@Õ,��·«Ú@Õ,��

_Ú�ö4Õ�}Ú�ºí7�-Õ7wÚ@Õº²Ú@Õ~�Ú@ÕQßÚ@ÕJ%¨Ú�ö4ÕK

��_,�Ú�ºí7�-ÕSG�_Ú�3� 5-22 7�-�,��·«�Ód;«ä²


ïÀ3M1�º
�-Ä'M1à&3 

 

N 5-22  ë·»����¥ 

Õ�¬ÚNË�-�·,�}1}�·b��¬3 

Õ,��·«ÚNË�-,��·«
0�ïÀ3 

Õ,��_ÚNË�-,�Ê�%>�Ð�Að/©�è]AðÑ3 

Õ7wÚ
�-¹�d;}@1Ñ�,�1}@Ñ�,��«3Õd;}Ú'3d;zK

«¯�·,�öÕ1Ñ�,�1}Ú'3nÑ��,�1}�·öÕÑ�,��«Ú�Ã4Ñ�

�,��·«¯�·,�3 

1 ´µ 

¶[ 2 ´µ 

3 ´µ 

¶[ 

4 ´µ 

5 ´µ 

6 ´µ 

1 ´µ 
2 ´µ 

3 ´µ 



� 5�  PowerPoint 2010��
� 

 

213 

Õº²Ú�-º²�Ó}�¯�·,���ì!>�,�·�¿�Õ7wÚ�ºí
�

-�Ñ�,��«3 

Õ~�Ú
�-¹�hD`@`�@7�@Ã�@hDÃ�'3,�ïÀ�·
� 3 

ÕQßÚ'3,�Qß�·
Ó�3 

ÕJ%¨ÚNË8�[7
���Ú�-JJ%¨3d;��ÆJ%¨�
2¹�Úê

�â¾V��²
,�ïÀ7w�,�¿��²L
J%¨NË�ÓQßo!3 !^�,�

���NË£V��&4 Authorware@Flash���7!Af¢£,�
ïÀ�8Õ,VAfÚ

VJJ%¨HN�3  

ÔÀâR��-
,�ÛÊ�·�¥�NË4Õ,�Ú��.§7�,�QWå¥3Õ,

�Ú��.§s3¹],�ïÀ
QR���ÔïÀ
�Æ@��,�ïÀ��
\��¥@


YZ�Ú
vÂËBïÀ
qü}�3Æ��.§7
AÙ'3,�ïÀ
�·�¥3Æ�

�.§7
AÙ1ß&oÑs3
MN��
AÙKº\�=ö}�ËÄ'ïÀ
qü}�ö

�KÄ',�ïÀ
�Æö� �'7
º\«.óÞ\=/d�K�<�ê~��d;Æ�

KHNs3\=/d3ÛÊ,��¥
�
�4Õ,�Ú��.§7� RQWå¥
,��

ª«4ÕQWå¥ÚKº�d;<Ñê~o,�4�'7]��,��]%A�è]d;<�

ê~o,�4�'7«��,��«%A3 

4��Ú�-,�}�ÔÀâR�-,�ïÀ
�Ú1H+¦4
�Ú,�ïÀä'\

1�NËo!Õ,�VÚÃ��-,�ïÀ3�-
�
��� �-L,�ïÀ
�Ú�ª

«d;Õ,�VÚ�	�âR�-\1,�
�Ú�d;3^nWord@Excel7§�
ß£\

&�H\Ì>Õ§�VÚ 

,�ïÀ�-«�ÔÀM	âR,�ïÀ�NË(Q�(Q
bVÔ� 5-23233 

 

N 5-23  ÎQë·$% 

5.4.2  56���	f\ 

1�
�E ! 

4 PowerPoint7�ù �NË�(�Pß&oÞ1�
3�R7ø�Pß&o
û���N

Ë�(�Pß&oÞM1
3�R7ø�Pß&o
û��ÏÐNË�Þ����*�@>iè

��
û�3çqo!ù¤ �NË¿�1��
3�R4M1���s3M1©O
ïÀ3 

1 23 

2 23 

�S[���

*01�	 



�������	Windows 7+Office 2010
 

 

214 

NË�ß&o
0��Úl±ù �3:�� âR3<ù �
�Ú�ª«AÔ� 5-24

233< �Þ_
3�R7
b��ß&o
ù �3 

 

N 5-24  aY=ÒÓ 

ÔÀâR �Þb�>N�ÔÕ\^>NÚ��� âR3<ù �
�Ú�$�Õù 

�Ú(=�ª«4� 5-24 
Õ3<ù �Ú��w
Õ �ÞÚ�'w7� Õ�¹��è

>iÚ�K�¿4Õ*�Úg7Ë<>� Http://www.sohu.com�±²HN3 

ÔÀâR �Þ�����$�Õù �Ú(=«4� 5-24 
Õ3<ù �Ú��w


Õ �ÞÚ�'w7� Õ����*�Ú�K�¿4Õ����*�Úg7Ë<*��±²

HN3 

2�
������@A 

4 PowerPoint7�NË�b��Úé:,V�M�,VAf���-\=
,V�d;Æ

�Ú�NË¿�¸¤Þ�%�Pß&oè]$�b�¤¥
V!3 

bV
�
���7âRé:,V
�Ú�ª«AÔ� 5-2523/�bV�� 5-25'3

J�Úé:ù �Þ��Pß&o���Pß&o�·}�����¬
,V�-3 

 

N 5-25  ®¯Î³�¥ 

1 23 2 23 

k� 

3 �*23���%< 

4 ���*�� 

5 23 

1 ´µ 

3 ´µ 

4 »¼=ÒÓk<òm¥ 

5 ´µ 

¶[ 

2 ´µ 



� 5�  PowerPoint 2010��
� 

 

215 

4� 5-25Õ,V�-Ú��w7�Õù �ÞÚQ�NË�- �Þ��Pß&o�k�

ÐNËù �ÞK-·Á@�²&·Á@[µ
3�R
ß&o@[µ��@>i���-}

íâR� Õù �ÞÚd�Af�ª«4���'w7� R �
\KHN3Ìªâ¾â

R�NË� Õý,VÚ@Õ��¤¥Ú@Õ��°Ú@Õ�Ú,VÚ�d�Af3 

ÔÀR4ß&o7é:Af�¿�-Af
,V�bV
�
Ô� 5-26 23��Af�

-
,V�ù¤ �Þ��Pß&o3Q�NË�-Õ��iÚ,VAfk�PowerPointÐN

Ë�-[µ
,VAf�Ô]/@«'@�¬@Yo��¿¿�M1
��3 

 

 

 

 

 

 

 

 

 

 

 

 

 

N 5-26  ®¯|�2�¥|�Î³ 

5.4.3  56��#����� 

ß&o¸¤ïÀ�4
3~�(�Pß&oñÞ��Pß&o}4�/<è'��Á}


��
��ïÀ�\
�J�o`Pß&o��
q¹�ª3NË¢£¸¤ïÀ
� �é

:�¬�ÏÐÐNË�¸¤ïÀ
>ô/��²&��NËJ� 
bPß&o�-¸¤ïÀ�

�NËJ�Sß&o�-\1
¸¤ïÀ�ë���
¸¤ïÀ�óß&o��MP3 

�-ß&o¸¤ïÀ
�
���7bPß&o�ª«A� 5-27 23�-ß&o
¸¤

ïÀ�� 5-277�-
��C
¸¤ïÀ3 

 

N 5-27  �¥U�/kéêë· 

1 ´µ 
2 ´µ 

_(|wYk�`´µ\] 

3 ´µ 
¶[ 

4 »¼ë· 

_Ex©Ö�`´µ\] �¥ê/Lh�`´µ\] 

2 ´µ 

3 ´µ 

¶[ 
4 ûU�/úY

km¥Ñö 

5 �¥´µõòkÎ³ 6 ´µ 

1 ´µ 

¶[ 



�������	Windows 7+Office 2010
 

 

216 

�-Lß&o
¸¤ïÀ«�â�¸¤ïÀM�%�NËQW� ¸¤ïÀ�(åÝÞ

9ä¸¤ïÀ
\
öâR(Q¸¤ïÀ�� âR(Q¸¤ïÀ
ß&o�4� 5-27 7�

 ÕýÚHNöâ!¾�·ß&o}�,¸¤�4� 5-27 7
¸¤����-�,¤o}�

JÌÉÊHN��7�-
�d;zK/�¸¤3 

5.4.4  56���� 

4 PowerPoint 7NËâ¾âR�o! 3 �M1
��/�ß&o
·Á�H
ë]·Á

��@f§��¯°��ËB42�¯°·Á��3Ô� 5-28233 

 

 

 

 

 

 

 

 

 

 

N 5-28  �¥U�/köLLh 


ë]·Á����D÷
·Á��34·Áq¤7�NËo!�i¢£ß&o
·Á

/ n,���
ïÀ�¿�NË4·Á
ß&oÑ/��$3 

f§��¯°�����%f§,³bV
·Á��34^����
3�R��4.

�©�¿��(=4·Á}ñ,@A­@ß£n��ß&o�ñ,È,¼(�Pß&oñÞø

�Pß&o3 

42�¯°·Á����Ã
3�R4ý�ó�
*�Ô2�
'�Á·Á��34^

�����zK8MÂV!�¿�4³Ó·ÁäG«�ÔÀf§�¹/��V�.QW�,�

·3Ì�²Æº}�PowerPoint.�,�²ÕJ�·Á�Escy´}Ú
ß�w3 

�-·Á��}ÐNË� 
3�R7'TèTUûü
ß&o/�·Á3¸M�� 

TUMûü
ß&o/�·Á3ÔÀâR·ÁTUMûü
ß&o�NËo!�²&·Á3 

5.4.5  e���� 

 ! PowerPoint ��
�²&·Á���NËâ¾¿���� �¹
3�R7
\]

ß&oSI��W

3�R�HN4�¹
3�R
^�ÑäIø��
3�R3Ô� 5-29

23JW±���²&·ÁÕ\KÚ

3�R3 

�²&·Á±L«�NËçqd;� 5-29 7
Õ�²&·ÁÚ��w7
Õ·ÁÚAf

�óïÀ3ÔÀM�%�NË��²&·Á7
ß&o/��¥ÛÊ�è](QMâR
ß&

o�çqd;� 5-297
Õ�²&·ÁÚ��w7
ÕA­ÚAf�ª«4� 5-2923
Õ²

&�²&·ÁÚ��w7/�A­3 

��²&·ÁQ�NË/�A­k�ÐNË/�ß£n(Q3çqd;� 5-29 7
Õ�

�¥öL�� 

�¥öL»� 

�¥YöLkU�/ 

�¥aÄ´µ\] 



� 5�  PowerPoint 2010��
� 

 

217 

²&·ÁÚ��w7
Õß£ÚAf�ß£��W
�²&·Á3ÔÀM	âR�²&·Á�

NË4� 5-29 7
Õ�²&·ÁÚ��w7� M	âR
�²&·Á�ª«d;Æ��w

7
Õ(QÚAfHN3 

 

 

 

 

 

 

 

 

 

 

N 5-29  �o�öL 

5.4.6  ��|}%~ 


3�RA­L«�NË�
3�R/��·�fóÊ�ïÀ32�·Á�Ãûü�·

�Pß&o
q¤��·}ABV���L
�¥n,�ïÀ�³�Pß&o/��·3ÔÀ

(~Þð�·Ê�
3�R�NË4�%î-
�A F5y�è]A� 5-3023/�bV3 

 

N 5-30  öLVjÏW 

ÔÀ(Ì]ß&o7w�·�ñAÔ� 5-31/�bV3 

 

N 5-31  öLVjÏW 

5.5  89�:�BC 

5.5.1  /456 

ß&o
i[�-Ñ²�ß&o@�$i@ë&ËB�S4�Án��ÚÑ
�ÌB·

-�<3Ô� 5-3223J�-i[
bV3 

1 ´µ 

2 ´µ 

ø�´µ\] 

1 ´µ 

2 ´µ 

1 ´µ 

3 ´µ 

2 ´µ 4 ´µ 

5 XY�o�öL�� 

6 »¼U�/ 

7 ´µ 

8 ´µ 

9 ´µ 

¶[ 

¶[ 

1· 



�������	Windows 7+Office 2010
 

 

218 

 

N 5-32  ��M�¥§«¬­ 

�1�Õß&o�éÚ���'w�-ß&o�é�¹Õ'�Ás3Ú@ÕA3ÚP��éJ

297Ø420���Ú@ÕA4ÚP��éJ 210Ø297���Ú@Õ35��ß&oÚ�3 

�2�ââR� Õ�²&Ú�º�NË4ÕÌ ÚnÕ� Ú=Ûw7y<âR
�Ì3 

�3�Õß&oAÙÂwÜÚw�-R��
Âwß&o
AÙ3 

�4�Õ�<Ú·�7Ãkß&o@�$@ë&n�S�
���<3 

5.5.2  78 

���]��±²R��

3�RHIJ PowerPoint .�
E,
3�R�ª«AÔ

� 5-3323/�bV34� 5-337NË�-��
©O@��TU@����ËB[µ�Å

��RÇ�3 

 

N 5-33  �A 

�1�jü}�
3�R
���çqjü���/�
3ÔÀÌ]2!
���M�j

ü����NË4Õ���Ú���'w7� R!
���3 

�2�4ÕÊiß&oÚ���'w7±²R��
©O�ÔÊiß&o@�$in�S

�3ÔÀ� Õë&Ú�ñNËÃ²³iR���PPß&oËBå·�¥3 

�3�4Õ����Úw7Ã²�ÓR��
��3 

�4�â9��7Û
3�R�NË4ÕO Ú���'w7� Õî7ÛÚ�º3 

�5�4Õ�-Ú·�7ÃkR��
ß&o3ÔÀ�7Õ��Ê�
3�RÚ�º�ñ

��
3�R7
2¹ß&oöÔÀ�7Õ��Ì]ß&oÚ�º�ñí��Ì]
ß&oö

ÔÀ�7Õ��2�ß&oÚ�º�ñ��� 
2¹ß&oöÔÀ�7Õ�²&TUÚ�º�

ñNË4�_w7Ë<R��
ß&oAÙ3 

1 ´µ 

2 ´µ 

3 ´µ 

1 ´µ 2 ´µ 

¶[ 

3 �¥ 4 ´µ 



� 5�  PowerPoint 2010��
� 

 

219 

5.5.3  7�|}%~ 

�ì����RÁ� PowerPoint 
3�R�KD�·�cd±²�·
�¨Ñ�,¹\

1è]9��_
 PowerPoint���ãñ8ý
�·3 

RgÑÑÊ#i�NËo! PowerPoint 
�·¨6�·3!"�âR�8
3�RÕ�

ßÚ34Õ�ßÚ
q¤7�Õ�ßÚij<j.�00�3W8�·¨nW

3�R¦·4

1��¦§à¶Ñ3^�4�·
q¤7�íâR8�f�Âg�êNËKD�·�3 

Õ�ßÚ�8
3�R72¹
´���ß�
3�R_�@®���@����n 

��Ú�[µ��Éú4�Â�/��a��A��W��ö�ß
1}ÐNË�����·

¨�NË4�¹�, PowerPoint��
���Ñ�·3 

¼
3�R�ßI CD
£V�
Ô� 5-34233 

 

N 5-34  VjÏW�^/ CD 

4� 5-34 
Õ�ºÚ��w7�NË�-�7è­ä�ß

3�R
���N4Õ�

j�'ônä�Á�Ú·�7Ë<Õ�7³�
3�R}2!��ÚBÕ­ä³�
3�R}

2!��Ú��-ä«âRd;Õ±²ÚAf3 

ÔÀ4�ß7ßà��
3�R�NË4� 5-34
Õ�ßI CDÚ��w7�d;Õé:Ú

Afé:��
3�R��NËçqÕ(QÚAf¼MâR

3�R(Q3 

ÔÀ�ß}����¹�,¸%��ñM�ß£Þ CD�̂ }NËçqd;� 5-34
Õ�

ßI CDÚ��w7
Õß£Þ��ãÚAf�¼
3�R�ßÞ���èb�>Nî-Ñ


��ã73

1 ´µ 

2 ´µ 

3´µ 

4 ´µ 

¶[ 5 ´µ 


