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By Paul Holden, Sharon Murphy, Brendan Munnelly

Pearson Education (US), United States, 2001. Paperback. Book
Condition: New. 216 x 138 mm. Language: English . Brand New
Book. Module 2: Using the Computer and Managing Files This
module develops your knowledge and competence in using the
basic functions of a personal computer and its operating
system, taking you to the point where you will be able to
operate effectively within the desktop environment. It will teach
you how to manage and organise files and directories/folders
and how to copy, move and delete files and
directories/folders.You will learn how to work with desktop
icons and to manipulate windows, and how to use search
features, simple editing tools and print management facilities
available within the operating system. Contains: * Computer
terms and concepts explained in plain English * Screen images
and illustrations to guide the student through the Microsoft
Windows 95/98 and Microsoft Office 97 applications * How to
information based upon practical examples of everyday tasks.
* Short cuts and insider tips drawn from real world experience
of computer professionals * Summary of critical information *
Easy to follow Exercises Everything you need to pass the
European Computer Driving Licence module by module.
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R eviews

Thorough manual for ebook fans. it had been writtern quite properly and valuable. It is extremely diCicult to leave it
before concluding, once you begin to read the book.
-- Dr . Ca ther ine Wehner     

Absolutely among the best book I have possibly go through. I have go through and that i am certain that i am going to
gonna read through once again again in the future. I am just delighted to tell you that this is basically the finest book i
have got go through within my personal existence and could be he finest book for ever.
-- B r ia n B a uch      
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