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is a self-taught series is one of the requirements for the beginner. start from scratch. systematic and
comprehensive way to explain the secretarial and o ice automation knowledge. The book is divided into 18
chapters. the main contents include: windows xp quick start. manage files and folders. computer fast typing.
word 2003 Quick Start. editing. and beautifying the word 2003 document. word 2003 advanced applications.
excel 2003 quick start. production and landscaping excel 2003 spreadsheet. excel 2003 advanced applications.
powerpoint 2003 Quick Start. powerpoint 2003 advanced applications. create a database with access 2003.
o ice 2003 coordination o ice. o ice use removable storage devices. easy to collect business information.
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supporting CD-ROM. interactive learning. Book and multimedia CD-ROM package is ideal for middle-class
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materials. Contents: Chapter 1 Quick Start content navigation windows xp key learning points 1.1 take you into
the windows xp 1.2 Introduction 1.3 windows xp windows xp trilogy basic operation Summary Chapter 2 of the
consolidation exercise files and folders. managing content navigation understand learning points 2.1 files and
folders of files and folders 2.2 Basic operations 2.3 browse. search for files and folders 2.4 Recycle Bin
Management Summary Chapter 3 of the consolidation exercise fast typing content navigation computer
learning points 3.1 3.2 proper understanding...
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