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AR F EEHEEPRERNRTE 1.The computer structure introduction
2T ER 2 Office Automation 2.Internet and Microsoft Inter Explorer
System & Information Technology T E-mail, Ftp ,Telnet ,.BBS ,News
Hils - X ETERER > 28 3.Windows Operating System
D ANTIER ~ 1788 WK &£ F T 4 Microsoft office(word) 5.Microsoft
RERR BESEEE - % DUERTRERE Objectives office(Excel) 6.Microsoft office(Power
ExXgh MEEEHI OAS. K IT.T Point)
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T B Teaching We will use on-line teaching.
Materials
HAh ~ BAR BAESE - MR —10 TR The midterm and final examination
oA & . will use on-line examination, and
AR R Grading students have to give an analysis of
report to teacher in the final.
BEMEE |
FIRSEAFZENEFC > Microsoft In our current information society,
Office EAREIR CA MR ZE AT using MS Office becomes a
Be - BEMETERMAFEFES - AR necessary skill for everyone. It
TR TR - enhances not only the competitive
AR ZE Ulead Photolmpact? - advantage but also the worker's job
GIF Aminator5 ~ Microsoft performances.
FrontpageXP ~ ExcelXP ~ FzOutlook
Express ZE/E SRS » W DAIBEHE ] This course will teach students how to
2N 0 BRBHAMR{E S te kR use Ulead Photolmpact7, GIF
BEALE |8 FERERET - 3 REBER Syllabus Aminator5, MS FrontPageXP,
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ExcelXP, and Outlook Express. It
uses practical examples to
demonstrate those how tools can be
utilized in statistics, accounting, and
finance. In turns, students will
understand the basic operating
principles of software, controlling
skills and their applications in all
different fields.
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