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3. Integrate software | Lecture/Demonstration Projects
application skills into a | Simulations Simulations
variety of job functions | Hands-On Applications Examinations
found within typical Projects Quizzes
office environments

4. Demonstrate effective | Lecture/Demonstration Projects
communication  skills | Simulations Simulations
incorporating computer | Hands-On Applications Examinations
technology. Projects Quizzes
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b Infographics
¢ Emails
d Narrated digital marketing presentations
e Videos
4. Creating Mail Merges
a Excel data sources
b Main documents (labels, envelopes)
¢ Merged documents (labels, envelopes)
5. Creating and Editing Forms
a Surveys
b Intake forms
c Analyzing and presenting results
6. Creating and Editing Operations Documents and Reports
a Training manuals
b How-To Instruction Guides
7. Creating and Editing Online Materials
a Website
b Portfolio
c Integrating PDFs, attachments, and multimedia
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