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Student will receive a semester grade of zero for a course if absences from class
exceed one third (12 hrs ) of total class hours.
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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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Please respect intellectual property rights when making handouts for students.
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