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for secretary of Commerce) compiled by the Tanshu Wang is a class of professional secretarial vocational colleges materials. the book written by
the task-driven mode. input is divided into English. Chinese Larry entry and desktop publishing three major modules. each module also includes
five to seven specific tasks. English entry module introduces the basic knowledge of computer keyboard entry. and entry to practice in accordance
with the law of easy to diFicult to arrange the primary keys to practice. practice high-level keys. the word entered the English entry to practice and
practice English articles and other special exercises. Larry Chinese MicrosoB Pinyin input module describes the basic knowledge of Larry entry. and
entry to practice in accordance with the law of easy to diFicult to arrange the terms of the coherent input. a practice common to see the article. use
the custom function to improve input speed. professional look at the article playing exercises. listening exercises and other special training to fight.
Desktop publishing module introduces the basics of typography and layout specifications. and details of the OFice business soBware in the
professional publishing soBware: Publisher 2003 to use. so that the book introduces the reader to grasp according to Publisher 2003 layout
methods of operation. can be based on need to discharge appearance for a variety of popular publications. In addition to this book for class
professional secretarial vocational schools teaching staF to use. but also the working class positions for secretarial staF and preparing to enter
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