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Word 2003 Level 1 — Basic (Japanese)

Schedule

9:00-16:00 (2days)

Description

You will learn the basic technique of Microsoft Word 2003. You will be
able to modify format of fonts, paragraph, add graphics, and create a
table.
1. Basic operation of Word 2003
2. Basic technique of documents
3. Type character and save the file
4. Modify documents
+ Change font format
+ Change paragraph format
Using graphics
Create a table

Print a document

Prerequisite

Require typing and mouse operation.




