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Basic Concepts of Information Technology: Computer Hardware; Memory and Storage;
Software. Using Information Technology - Networks; The Internet and Email. Computers
in Everyday Life - Computers for Home, Work and Education; Working Safely with
Computers; Protecting your Work; Protecting your PC. Legal Issues - Copyright; The
Data Protection Act. Using the Computer and Managing Files: Desktop Icons; Desktop
Settings. Finding Out More - Using Help; Viewing System Information; Changing
Date/Time and Volume Settings. Managing your Files , Programs and Printing - Using
Applications; Printing. Word Processing: Getting Started with Word, Formatting Text -
Working with Long Documents Tables, Using Graphics in Word, Working with Files, Mail
Merge, Printing
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Spreadsheets: Selecting Cells; Adding Numbers up with AutoSum; Editing a Worksheet-;
Symbols and Special Characters; Sorting. Functions and References Margins; Page
Setup; Creating Headers and Footers. Formatting Worksheets Charts, Saving in Other
File Formats . Databases: Creating a Simple Database ,0Opening and Closing a
Database; The Parts of an Access Database; Using a Table; Using Help in Access;
Using Toolbars. Queries, Forms, Reports. Presentations: Adding, Deleting and Moving
Slides, Masters and Templates, Drawing, Graphs and Charts, Adding Pictures to Slides,
Spell-checking, Using Slide Show View - Importing Information and Communication:
Changing the Display; Web Addresses (URLs). Using Search Engines - Favorite Web

Site, Getting Started with Outlook , Working with Email, Organizing Email .
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