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materials. mainly about the common o ice so ware Word2007 to Excel 2007 and PowerPoint2007 the basic
operation and application technology to improve secondary vocational school students force o ice so ware
capabilities and the ability to solve practical problems. SUMMARY book professional teaching materials for
secondary vocational school computer application technology. focuses on common o ice so ware Word 2007.
Excel2007 and PowerPoint2007 the basic operations and the application of technology to improve the ability of
secondary vocational school students o ice so ware and solve practical problems capacity. The book is
divided into 11 chapters. the main Word2007 word processing. Excel spreadsheet and PowerPoint2007
presentation produced. Each chapter lists a large number of instances. the procedure in detail. clarity. and
practicality. Chapters each task with classroom training title. each chapter with Questions and hands-on
operating questions to help students consolidate and master what they have learned. and to further improve
the operating capacity. An understanding of Contents Chapter 1 using Word 2007 task O ice 2007 Task 2
understanding of Word 2007 tasks the thinking and practice of the New Document Chapter 2 edit documents
task select text task 2 edit text task 3 character formatting tasks the 4 paragraph formatting tasks 5 document 8
points of view the task of scheduling tasks applications 7 Page Setup task bar...
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