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In Easy Steps Limited, United Kingdom, 2008. Paperback. Book Condition: New. 226 x 186 mm.
Language: English . Brand New Book. Written for both new and experienced users, this handy
guide concentrates on the most useful and productive elements of this essential software suite.
It explains the applications included in the Standard edition Word, Excel, Outlook, PowerPoint,
and Office Tools and also addresses other Office applications such as Access and Publisher. The
applications are explained from the users point of view: what task the user wants to perform and
what result the user wants to achieve. Among the topics covered are word processing, printing,
calculations, presentations, financial statements, photo editing, slide shows, email, time
management, creating databases, managing files and folders, and finding help. The
commands and functions used to carry out tasks are explained in plain English through simple,
DOWMNLOAD PDF clearly-defined steps that don t overwhelm the reader with confusing and unnecessary detail.

@ READ ONLINE
[ 3.28 MB ]

Reviews

This kind of publication is every little thing and taught me to searching in advance plus more. | have got study and i am confident that i am going to
going to go through yetagain again down the road. | am just effortlessly could get a delight ofreading a written pdf.
-- Mrs. Bonita Kuphal

A very awesome publication with perfect and lucid information. It is probably the most awesome book i have read. You may like how the author
publish this pdf
-- Dr. Celia Howell DVM
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