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This course introduces the skills of the Microsoft Office including Word,
Excell, Power Point, The related trainings are for the Microsoft Office
Specialist Crtification,
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1 |12 A #HEWorddy A KRR | To make students familiar to P | B
1 the operation of the MS
Word,
2 [MEE2 A HEWordk X HHaIEL S | To make students familiar to P3 BE
HAE, the concept and operation of
the long documents in MS
Word,
3|12 8 & K Exceldy X REHEFEHE | To make students familiar to P3 B
1k, the basic and advanced

operation of the MS Excel.

4 |1¢ 2 % 3k ZPower Point#9 & A#, | To make students familiar to P3 BE
AW, HEAAREHRNESL, the basic concept and the
operation of the MS Power
Point. The related concepts
of the representation are also
included,
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