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Choice With the popularity of office automation in the enterprise. MicrosoftOffice has been more widely used. it
can help users to quickly create and edit standardization document. save the enterprise data management and
analysis. create a cool presentation. produce a rich. dynamic electronic forms. enabling users to efficiently
complete the work in a relaxed. interactive environment. SUMMARY The book is written public basic course for
Computer Science in Vocational main contents include Word 2003 word processing software. Excel2003
spreadsheet processing software. PowerPoint 2003 presentation authoring software. Visio 2003 drawing
software. Outlook2003 mail software. Internet applications. Photoshop graphics. image processing software
and commonly use. Office Office Case Tutorial task-driven design textbook system. many of the cases in the
book or adapted by enterprises and institutions working in the specific case. or teaching practice in some tricky
case to practical skills as the core focus comprehensively improve students' practical skills and practice literacy.
The book is clear. illustrated. easy to understand. practical level. The book can be used as a public teaching
materials for vocational college computer education. computer grade examination. as well as various types of
computer training courses can also be used as training materials and self-reference. Contents Preface task
training notice - Word Basic Operation Case 1.1 Background 1.2 Case Study 1.3 Case 1.3.1 Create a new blank
document 1.3.2 Input 1.3.4 insert edit content 1.3.3 modified text and paragraph formatting and setting the
table 1.3 .5 settings plus...
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