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o@ice automation equipment. practice. focusing  on a case g uide. task-driven model. a systematic introduction to o@ice automation so>ware
and hardware used. Main word processing  so>ware applications including  Word. Excel spreadsheet so>ware applications. PowerPoint
presentations. so>ware applications. Access database so>ware applications. computer networks; micro-computer assembly and MFP. dig ital
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sta@ or teaching  reference books. Contents: The first part of the o@ice automation so>ware applications Chapter 1 Word word processing
so>ware application case application: Company Case Applications II: product launch materials Chapter 2 Applications Excel spreadsheet
so>ware application: data files of employees and wag e manag ement Case Scenario 2: student performance table of statistics and analysis in
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