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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| LART ARG EFE iﬁ‘fil—ﬂ-ﬂfﬂ%{ 1.To become familiar with commonly used data
2.4 7 h*‘l‘%i’\ﬁv\*ﬁ%"ﬁ?% processing tools and software.
3R LB KA EFo B8 BE ) 2.To enhance basic data analysis and interpretation

skKills,

3.To strengthen teamwork and communication skills,

2 | LEEEFER ﬁé’J%ZME/{ >Fe B #7 | 1.To master the basic concepts and techniques of
235 R IRE I AAN BE data processing.
2.To develop the ability to solve practical problems,
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