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CSBM 1200: Introduction to Computers for Small Business

Description

Introduction to Computers for Small Business covers the basics of microcomputer systems. The student will gain an overview of Word-Processing, Database
file management and Spreadsheets. This will provide a good foundation for further computer training.

Management Credits

2

Prerequisite

Student is a business owner, employee or entrepreneur or by special permission of the instructor.
Topics to be Covered

1. Learn basic commands to process data in a word-processing environment, in a spreadsheet environment, and to understand the importance of
computerized file management

Learning Outcomes

1. Develop data entry procedures within word-processing and spreadsheet programs
2. Perform formatting, editing, and backup commands

3. Design structures for saving documents for easy retrieval

4. Prepare professional documents and reports to meet business needs
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