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Introduction

1. MICROSOFT PUBLISHER

e The Publisher 2013 Interface
e The Ribbon

e Starting a New Publication
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To begin a new Publisher publication from a template:
Inserting Text Boxes, Formatting Text, adjusting your Text Box, Resizing
your Text Box, Linking Text Boxes

¢ Navigating Between Linked Text Boxes
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Inserting Graphics: Pictures, Online Pictures, Resizing a Picture
Inserting Shapes: Modifying Shapes with Drawing Tools, Resizing a
Shape, Reshaping

Inserting a Table

Page Navigation: Adding Pages, Deleting Pages, Using the Scratch Area
Master Pages: Creating Master Pages, Adding Master Pages

Business Information, Edit your Business Information,

Review your Publication

2. ADOBE PHOTOSHOP CS
e GETTING STARTED

Opening
SETTING UP THE DOCUMENT, Page Size and Orientation, Resolution,
Color Mode  Background Contents

e [NTERFACE LAYOUT

Menu Bar
Options Bar
Image Name
Palettes

e PALETTES

Navigator

Color, Swatches, Style
History

Layers

e TOOLBOX

o

Color boxes and Modes
Alteration Tools
Basic Image Editing; Cropping, With the Crop Tool & Marquee Tool
Resizing:
e Resizing to a Specific Size
e Resizing Digital Photos
e Enlarging
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Correcting

Red Eye Removal

Hot Spot Removal
Adding Flash

Color Adjustment
Sharpening/Softening
Sharpening

Softening
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Saving

3. HYPERTEXT MARKUP LANGUAGE (HTML)

= |ntroduction

=  First code

=  Basic tags

= Attributes

= Attribute ‘name’” and ‘value’
= (Core attributes

= Tables

= Text formatting
= |mages

= Lists

= Links

= Forms

4. CASCADING STYLE SHEETS (CSS)
= Introduction
= |nline CSS
= Embedded CSS
— Properties e.g. color
=  External CSS
= Basic CSS Selectors
=  Hierarchy
=  More selectors
= Attribute selector

= Basic form

= Horizontal form

= Inline form

=  Modal form

= <div class="panel-body">
= Form elements

= More buttons

= |nput group
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= Navigation bar (navbar)

5. JAVA SCRIPT
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Introduction

JavaScript in HTML file

JavaScript in separate file

Keywords, Datatypes, Variables and Operators

Operators

String to number conversion

Convert to integer

Math

String

Arrays

Control structure, loops and functions
i. If-else
ii. Switch-case-default

iii. Forloop
iv. While loop
v. do-while

vi. for-in loop

vii. Continue and break
Functions
Event handling

6. BASIC NETWORKING CONCEPTS
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1. Introduction

2. Protocols

3. Protocol Layers

4. Network Interconnection/Internet

7. SETTING UP ONLINE BUSINESS
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Step 1: Identify a Need

Step 2: Determine What You Have to Offer

Step 3: Come Up with a Cyber business Plan
= Drawing up a business plan

Step 4: Assemble Your Equipment and Set Up

Step 5: Find People to Help You

Step 6: Construct a Web Site

Step 7: Set Up a System for Processing Sales

Step 8: Provide Personal Service

Step 9: Alert the Media and Everyone Else

Step 10: Review, Revise, and Improve

Linkage to digital opportunities.



