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processing. spreadsheet processing. presentation. database management and web authoring so=ware. the book by easy to understand. witty
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is more convenient self-study. can be achieved without a teacher s purpose. greatly improving the eCiciency of learning. Contents: Part 1. Chapter 1
oCicexp word processing basics 1.1oCicexp basic component increased 1.2 How to Install oCicexp1.3oCicexp what new features 1.4 How to use the
help function officexp 1.5 Summary Exercises Chapter 2 2.1 How to start the basic operation of word and exit word2.2 how to create documents how
to use the Input Method 2.3 2.4 2.5 input on how to save it. prints 2.6 how to open and close the document for editing the document 2.7 How to
Exercise 2.8 Summary Chapter 3 of the document formatting 3.1 How to set the character format to format paragraphs 3.2 3.3 3.4 How to set page
format how to set up how to insert a page header and footer 3.5 3.6 3.7 document how to double and how to use the style vertical 3.8 3.9 how to use
the template provided by the theme of how to use the word Summary 3.10 Chapter 4 Exercises 4.1 how to use advanced applications of word in
word form 4.2 how to insert special characters and images drawing 4.4 to 4.3 how to add...
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