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About	the	course	Office	computer	basics	for	beginners
Office	computer	basics	course,	in	this	course	we	will	learn	about	Office	computer	basics,	focusing	on	fundamental	skills
required	to	efficiently	use	essential	office	software	and	technology.	Starting	with	an	introduction	to	computer	hardware
and	operating	systems,	we	will	explore	how	to	navigate	desktops,	manage	files,	and	use	common	software	applications.
The	course	covers	key	office	applications	including	word	processors,	spreadsheets,	and	presentation	tools.	You	will	learn
how	to	create,	format,	and	save	documents	in	word	processing	programs,	manage	data	with	spreadsheets,	and	design
effective	presentations.	We	will	also	cover	practical	skills	such	as	using	email,	organizing	digital	files,	and	employing
basic	troubleshooting	techniques.	Emphasis	is	placed	on	developing	proficiency	with	common	software	tools	and
understanding	their	applications	in	a	professional	environment.	By	the	end	of	this	course,	you	will	have	a	solid
foundation	in	using	office	computers	and	software,	enhancing	your	productivity	and	preparing	you	for	more	advanced
tasks	in	the	workplace.	This	course	is	ideal	for	beginners	or	anyone	looking	to	refresh	their	basic	office	technology	skills.
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