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1. Computer-based training to implement the guidance by Zhi-Yuan editor. as a secondary vocational schools.
professional computer application-based training courses supporting the real as a guide. about the Chinese
and English input technology. Windows operating system. Word word processing soAware. Excel spreadsheet.
PowerPoint and other content. Computer-based training implementation guidance focus on the actual
operation. the lab exercises from easy to diHicult. easy to use. Computer-based training implementation
guidance provides a comprehensive final exercise. to improve implementation skills. Computer-based training
to implement the guidance not only as a secondary vocational schools. all students. computer-based
implementation of trainees guide book. text messages are also available for computer processing and oHice
services administrator reference. Contents: Module one English entry in the English part of the task a basic entry
training mission with the fingering two Wubi input method based task three key words into the root name
characters and Chinese character input method of splitting the task four characters. compound characters and
identification Enter the code to improve the task five character entry speed module two Windows part of the
task a basic knowledge of Windows and basic operating tasks two operations files and folders Explorer task
three tasks four systems management and applications Module III Word word-processing part of the task a
Word basic knowledge and basic operation of two-character task. the task three paragraph format settings
form Task 4 Word Word made graphics. text boxes. WordArt and formulas and production tasks. five page
document setting column and book catalog Task 6 Word part of the comprehensive training module four tasks
an Excel spreadsheet Excel basic knowledge and basic operation...
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