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® To enable trainees to familiarize with basic functions of MS Word, and to apply
the skills they learn in MS Word to work and daily life.
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Upon successful completion of this course, trainees will be able to:
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demonstrate knowledge of occupational safety and health in using IT equipment;
know the interface of MS Word;
handle file management in MS Word;
handle text editing in MS Word;
handle paragraphs formatting and page setup function in MS Word;
produce and apply tables in MS Word;

use inserting and editing objects in MS Word; and




® print documents.
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(A) Skills Training

e Introduction of course objectives
e Occupational safety & health

e Interface of MS Word

e File management

e Text editing

e Paragraph formatting and page setup
e Table formatting and application
e Inserting and editing objects

e Printing document
(B) Course Assessment

e Final Practical Examination
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Trainees will be awarded the certificate if they have fulfilled the following course
requirements:

® Attain an attendance of 80% or above; and
® Pass the overall assessment; and
® Pass the final exam.
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® Holder of “Foundation Certificate in Computer Concepts and Keyboard Operation

(Part-time)” of ERB or equivalent, or
® Pass the entry test on basic computer skills.
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