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Theory

~ The Principle of Computer
+ Hardware

- Software

~ Windows Operating System
~ Internet

+ E-Mail

~ World Wide Web

+ Internet security
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In the Lab

Part 1--PowerPoint
1.Designing Presentations
2.Slide Master

3.Custom Animation
4.Slide Transitions
5.0utput of Presentation
6.PowerPoint Useful tools

Part 2---Word

1.Creating Document
2.Tabes and Graphic Objects
3.Mail Merge

4.Making Table of Content

FETA




R

EEMASE

SEER BT T EE G 2014
i
KRR HR A B IR A ]
2013 £ 5 A

SERE

BELER

EEEE (1) AFEESEEEVEE - (FHIERSRRIE  NMSIRERE  Defiis
S EREAERES -
(2) ZETH LERAFSHEE RS - SR - A RRBE BRI
M - DU R H SRR -
(3) FFEAAIAFFERES T AR R 40 E T ARG E AT
BRI - WlE S E MR E = T HEINTAE

2REINERR 0

RS 1 e

PEREES 2

R 1 Certiport 5T E&T A RE I BIPEE IR

HHEEE 2




