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Ciclo de 0
Formac3o: Ano: Semestre: Area (CNAEF): ECTS:
100 10 20 482 2
Horas de Trabalho do Estudante
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Teorico Tedrico/ Prati Trabalho d Seminario EC/ Ori a utras
Horas Totais: Pratica Laboratorial Campo Estagio Tutorial

54 20

Objetivos da unidade curricular e competéncias a desenvolver:

e Promover o desenvolvimento de competéncias bésicas na area d ica na 6tica do utilizador

Objectives of the curricular unit and competences to be deve

¢ Promote the development of basic computer skills j

Contelido programatico descritivo:

Computadores, Periféricos, Sistemas Operativo 2t

1. Constituicdo de um compu@r;
- Periférico;
- Sistemas operativos;
2. Internet (acesso e cons
3. Aplicagdes Informaticas deMJso Geral, Capacidades e Comandos:
4. Processador de texio;
- Introducéo; Format
Estilos; Modelos e assis
5. Folha de calculo;

e revisdo; Impressao; Automatizacdo; Documentos extensos;
tes; Colunas e tabelas; Indices; Impressao em série; Formularios.

80; Impressdo; Formulas e fungBes basicas; Gréficos;

” Constitution of a computer;
- Peripheral,
- Operating systems;
2. Internet (access and consultation).
3. General Purpose Computer Applications, Capabilities and Commands:

4. Word Processor;
- Introduction; Formatting; Editing and review; Print; Automation; Extensive documents; Styles;

Models and assistants; Columns and tables; Indexes; Serial printing; Forms.
5. Worksheet;
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- Introduction; Automation; Formatting; Print; Basic formulas and functions; Graphics; multiple

worksheets; Data series
6. Preparation of presentations

- Create a presentation; Structure of a slide and presentation; Global models; Slide set up; Display
Modes; Construction of an automatic presentation; Presentation portability; Presentation printing
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