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Introduction to the basic operations. LAN and use of the Internet. computer maintenance and virus prevention.
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company s annual sales reports. presentations of new product launches. corporate image advertising
presentations and so on. Book is informative. clear structure. rich cases. through the step guidance. illustrated
operation to explain the way to do a combination of theory and practice. so that readers can fully grasp in a
short time the operation of office computer skills. Meanwhile. the book comes with video instruction CD. can
greatly enhance the reader s learning efficiency. Book for computer office early. intermediate readers a self-
learning books. but also as a computer training related guidance materials. More Contents: Day 1 01 1.1
operating system installed windowsvista knowledge of computer office automation. office automation 1.1.1
Office Automation 1.1.2 The main features of 1.2 knowledge of computer hardware. office computer 1.2.2 1.2.1
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