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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
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