FEHEARAE (8L FEF22HMHE2AR
Office Automation A% & 1t

EHIFHEE  |3836 Course Number (3836

RABE | ML Instructor  |LIN,MENG FENG

PR ERE | AEEEML Course Name |Office Automation

BHRRENL  |BAAE TR (UE)OA Department

EER |[EE Required/Elective|Elective
B 3 Credits 3

T2 1% 0 BEENAEE INR Information systems in the office are
e REEREEMBEENTEG designed to complement the
BRITEaE AHENRE - ZEHER performance of professionals and
TH R E R HEE RS TERF managers. Issues in the course will

5 BRI - A EEEIEE B — cover all kind of new technologies

REHR AN —ER B - AFEEST LA EEES from software and hardware in order
B2 ERRIE TR SR e T > 51 to solve the problems of office
H TR RS A E Al 2R T R A R R RE automation. In addition, this course
SERIRARMAN R ZE - BEFEEIRK will discuss the future trend of office
ATRERI SR - automation.
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mAaEEEMREFEDEGERAR In office automation course mainly
EHi o BERAERERSERARE takes actual application oriented that
B8 BBRMRIRE - SREFLFERE handle the problems of job field
BIE6 A BEAE R A A RS B N SR through office software integration.
MR THIREZ B - A PR This course will explain and imitate
fTEEEE © 2B » BHESRRET R operation of office software for job
REWHE - BREBRIELIGERA field, for example, Financial

BERNE |FEATFENEERRESRSES W2 Syllabus Accounting and Planning,

FRE B HAT -

Administration Management,
Operating Margin and Result
Presentation. Through actual
operation that will promote personal
work performance and competitive
advantage of job field and reach the
goal of automation operation.
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