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Pearson Education (US), United States, 2001. Paperback. Book Condition: New. 216 x 138 mm. Lang uag e: Eng lish . Brand New Book. Module 2:
Using  the Computer and Manag ing  Files This module develops your knowledg e and competence in using  the basic functions of a personal
computer and its operating  system, taking  you to the point where you will be able to operate eBectively within the desktop environment. It will
teach you how to manag e and org anise files and directories/folders and how to copy, move and delete files and directories/folders.You will
learn how to work with desktop icons and to manipulate windows, and how to use search features, simple editing  tools and print
manag ement facilities available within the operating  system. Contains: * Computer terms and concepts explained in plain Eng lish * Screen
imag es and illustrations to g uide the student throug h the MicrosoE Windows 95/98 and MicrosoE OBice 97 applications * How to information
based upon practical examples of everyday tasks. * Short cuts and insider tips drawn from real world experience of computer professionals *
Summary of critical information * Easy to follow Exercises Everything  you need to pass the European Computer Driving  Licence module by
module.
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