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Word Processing (WP) -Use word processing skills to solve business problems.
Spreadsheets (SS) - Use spreadsheet skills to solve business problems.

Presentations (Pres) -Use presentation skills to solve business problems.
Operating Sytem (OS) - Utilize applications, utilities and file management in the Windows environment.

Data Analysis (DA) - Utilize Data Analysis to solve business problems.
Ethics (Eth) - Demonstrate professional and ethical characteristics

Communication (COM) - Cmmunicate effectively both written and oral.

* Some cetrtifications are required in the course, and others are optional.
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