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COURSE OUTLINE

Section 01: Digital Literacy & Professional Conduct

1.1: Use Word Processing & Presentation Software

1.1.1: Peripherals

1.1.2: Desktop/Laptop/GUI Settings
1.1.3: Manupulate

1.1.4: Appropriate Software

1.1.5: Word Processor

1.1.6: Format

1.1.7: Presentation Application

1.2 Use Internet & Social Media

1.2.1 Social Media

1.2.2 Video Application

1.2.3 Audio Application

1.2.4 Freelancing Marketplace

1.3: Comply with Ethical Standards in IT workplace

1.3.1: Uphold the requiremwnets of clients
1.3.2: Deliver quality product & service
1.3.3: Maintain professionalism at workplace
1.3.4: Maintain workplace code of conduct
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Section 02: Accounting Tools & Project Execution

2.1: Use Spreadsheet

2.1.1: Sheet

2.1.2: Format
2.1.3: Functions
2.1.4: Chart Type
2.1.5: Tools

2.1.6: Project

2.2: Execute Project

2.2.1: Interpret the project
2.2.2: Define Tasks of the project
2.2.3: Perform Task

2.3: Perform Accounting Using Accounting Package

2.3.1: Software

2.3.2: Profile

2.3.3: Source Documents
2.3.4: Reconcilable Ledgers
2.3.5: Employees

2.3.6: Taxes

2.3.7: Reports
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COURSE OUTLINE

Section 03: Communication & Client Management

3.1: Carry out workplace interaction in English

3.1.1: Courteous Manner
3.1.2: Workplace Procedures and Matters
3.1.3: Appropriate Sources

3.2: Carry out communication with client

3.2.1: Documents

3.2.2: Validate Sources

3.2.3: Way of Communication
3.2.4: Channels of Communication
3.2.5: Courteous Manner
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