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Learn to formulate problems, collect proper data based on problems, use
EXCEL to store, count, and analyze data to generate meaningful
decision—making information,

Learn to write a study report, including the setting of table of contents, the
writing of paragraphs, the use of table and charts, WORD templates, style
formulation and online collaborative writing, etc.

Learn the principles of presentation and oral communication, and the
production and application of PowerPoint slide master,
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PowerPoint Faiili #Fh EF!U"F 1 | PowerPoint presentation, slide master production and
)il application,
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