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Attendance Policy Student will receive a semester grade of zero for a course if absences from class

exceed one third (18 hrs ) of total class hours.

AREMR N E 7 BENER IR REERE  AREZENERY - BEIEERE
HERHENER  HAEENBETNEMNMA - BEELETENENRE  EMA D RE
AR BEARZERTD  LRARRESBEZNENRKNK - REABERE | ONSHRESHE
Course Description R - QBFHERURIZExcel2007F W TIERMNBAANRE - BERNVBEFEAERNED
1 SIE2EFAILTERARHESH - RIFMBHE  BHEOTERKRT - (3)ER
HISEBIER - (4) EMLZEHEEBEREEE -
This course is designed to bring the students to the forefront of knowledge and skills
in information technology. The students are expected to develop their expertise on
word processing and spreadsheets and increase the learning productivity on their
majors. The software covered includes Microsoft Word, Excel and Power Point.
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1. Conceive- EEFIBES I EELBABIRENEAKIMNENREERT -
2. Design- BHEERISR - EEERTERERN -

3. Implement- EHEAERTLER - EFEFSERAENZMMm -
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Approach to Instruction
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Please respect intellectual property rights when making handouts for students.
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FRAEET E oHfhFIE 20% : 5
Grading ofAKFTE 30% : WH
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Textbooks and References|2023/05/12 ISBN : 9786263244948 (27,31 —%)
Cjériffglfr?fo ch99.cheng@g?2.usc.edu.tw
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BR Weeks EERSA Syllabus

1 (09/07~09/13) |EMBBEEESLE
2 [(09/14~09/20) |Word-m=ERER - BMma]EE
3 |(09/21~09/27) [Word-EERAFRKES - SEENZEIR
4 (09/28~10/04) |RlIEERE - AlFER
5 (10/05~10/11) |Word-Ri2XRE4 ~ Excel-5&58)% L ABAH
6 (10/12~10/18) |Excel-’&EIsz BB - E=ERETER
7 (10/19~10/25) |Excel-#P&1R/E
8 |(10/26~11/01) |Powerpoint-BREESEEE - BB HEHEHR
9 (11/02~11/08) |Hd=
10 |(11/09~11/15) |RZE=SE#M/ETL
11 (11/16~11/22) |REZESE#HET2
12 |(11/23~11/29) |&#R##E Block-Chain
13 (11/30~12/06) |Al & AloTA LEZHEY AR
14 |(12/07~12/13) |4BuLBUE
15 |(12/14~12/20) |»#EBEREESERFERS-|
16 |(12/21~12/27) |»#HEBEREESEREERS-
17  [(12/28~01/03) |HAKRIRSIEIELHR
18 |(01/04~01/10) |[HAIARBEEH
19 |(01/11~01/31)
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Please respect intellectual property rights when making handouts for students.
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