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o Purpose of
S . Data protection, Safe and
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X requirements practice when information online information
behavior . .
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PRESENTATION SOFTWARE
; Create slides: insert text, images, | Print: handouts (two to a page, three
= action to a
3 Create a template/master slide buttons, hyperlinks; add page), notes pages, full page, headers EXTENTION ACTIVITIES and REVISION
animation, and
transition effects footers
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Use formulae: arithmetic operators
‘é' (plus, "::C‘;’t:‘";t';h” IZ""de)’ Use functions: SUM, AVERAGE, IF, VLOOKUP
o o e':ators rr?ullti Iego erators /LOOKUP, MAXIMUM, MINIMUM,
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PRODUCT.
named cells/ranges.
Replicate effectively.
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DATABASE MANAGEMENT
o Identify data types:
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=
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including: record, field, table, primary
key/field, foreign key/field, relationships

validation checks such as range check,

presence check, type check, length
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