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Course Topics 

• History of computing.

• Introduction to information technology.

• System and application software

• MS Word.

• MS Excel.

• MS PowerPoint.

• Common web services and tools.
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Learning Objectives

MS Word : Using MS word to create, edit, save, and print written 
documents such as letters, contracts, and manuscripts
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Word

■To start an MS Office app

■Click the Start button

■Scroll through the menu items and click 
on the app to start

■If Word clicked, the Word Start screen is 
displayed 
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