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Module 1 - Basic

Computer Concepts

Camponents of a Desklop Computer

Key Hardware and Software Terms and Concapis
introduction ta the Windows Operating Syalem
File Managesras:
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Module 2 - Word Processing
2.1 Basic Concepts of Ward Processing =
2.2 Introduction & MSWord
1 23 Formatting Text and Using Help
2.4 Tabsz, Page Layoul, Alignment, Codumans
I 25 Spell Check, Thasaurus
25 Working with Multiple Diocuments
27 Tablas
I 2.8 Module 2 Test
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Introduction to MSExoel
Maintaining and Enhancirg a Waorksheet
WMoving Data within and between Workbooks

Using Form=:as
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GRADING SYSTEM

GPRL uses the S-point grading system as explained on page 30 of the Caollege calendar,

Note thaia grade nf "4% will 2arm you credit for the courss, but it does not entitle you to procesd to
certain other courses without special approval, Se for the record, consider the passmark to be 5,

The main facter that influences your grade is your weighted average, which 1 will calculate as
follows:
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That weighted average translates roughly Inle the 3-point systam as follows:
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