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1l.Learning the features for Microsoft Office Word through the tool interfaces
and then starting from the most commonly used document themes in life
and practice, so that students can quickly create beautiful and professional
documents,

2.Learning the features for Microsoft Office Excel through the tool interfaces
and then starting from the most frequently used examples in practice, so

that students can effectively learn data processing skills,
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1 | % 8 Microsoft Office o To learn the functions of Microsoft Office Word and
Word#ExcelZh e, # A X Z# & | Excel and improve the efficiency of document and
¥ P E data processing
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