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The Microsoft Word text editing  prog ram is one of the most popular prog rams used today for
writing  letters, reports, flyers and more. It is embraced by business, education, health care and
g overnment institutions. This is why it is important to g et to know this prog ram! The concise
step-by-step instructions and exercises in this book will thoroug hly g et you up and running  with
this valuable prog ram. The step by step instructions and examples in the Textbook will help you
learn to use the prog ram in the most efficient manner. With the additional exercises in the back
you can train yourself to become even more proficient in Word. After working  throug h the books
you have the opportunity to take the Microsoft Office Specialist ®  (MOS) exam. Upon successful
completion of this exam, you will receive an official certificate. This is a document that can be
important in the workplace and a plus on your resume. For optimal exam preparation various
additional materials are available, such as an ample assortment of practice files. With this
complete packag e you have the best possible preparation for the MOS exam. Even if you...
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R e vie ws  

Most of these pdf is the ideal pdf available. It is definitely basic but shocks within the 50 percent of your book. I am just easily could g et a delig ht of
reading  throug h a written book.
-- Ja ny C ris t    

This is actually the best book i actually have g o throug h rig ht up until now. It g enerally will not price an excessive amount of. I discovered this book
from my dad and i sug g ested this book to understand.
-- No rm a  C a rro ll       
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