
Digital Office Skill Essentials 
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Chapter 1 Introduction to Computer and Windows Basics 

 
1.1 Computer Basics Knowledge 

 
1.2 Windows Basics Skill 

Chapter 2 Getting Start with Microsoft Office Word 2019 

 
2.1 Working with Text 

 
2.2 Working with List 

 
2.3 Inserting Picture and Shape 

 
2.4 Working with Page 

 
2.5 Working with Tables 

 
2.6 Printing out Documents 

Chapter 3 Getting Start with Microsoft Office Excel 2019 

 
3.1 Using Simple and Complex formula 

 
3.2 Using Basic Function 

 
3.3 Working with Worksheet 

 
3.4 Working with Chart 

 
3.5 Printing out Documents 

Chapter 4 Getting Start with PowerPointl 2019 

 
4.1 Applying Themes 

 
4.2 Inserting Picture and Shape 

 
4.3 Formatting Shapes 

 
4.4 Using Transitions and Animations 

 
4.5 Viewing and Printing Slides  

 


