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Course Topic Micro Credential

e Introduction to Information
Technology

e Introduction to Internet

e Introduction to Word
Processing

e Introduction to Spreadsheet

e Introduction to Microsoft
Excel software

e Introduction to charts and
graph

e Presentation Applications:
Microsoft PowerPoint
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Course Synopsis

This is an introductory course
targeting to create awareness on
various popular computer applications
which are being used in organizations.

Application such as words
processing, spreadsheet, and
communications enhancement
will be covered in this course.

In addition, the students will
also be exposed to the methods
in converting data to charts and
graphs, preparing
presentations, and presenting
data. Besides using Internet
applications, the students are
required to build and maintain
simple web pages.



