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Elluminet Press. Paperback. Condition: New. 202 pages. Dimensions: 10.0in. x 7.0in. x 0.5in.Learn O>ice 2016 the easy way. Clear concise and to the
point. . . Learn how to use and navigate O>ice 2016, the latest edition of Microso@s productivity suite. With plenty of screen prints, photographs and
illustrations, this guide explores Upgrading to O>ice 2016 New features of O>ice 2016 Using O>ice Mobile on tablets and phones Constructing
professional looking documents with Word 2016 Adding and using graphics, photographs and clipart Changing fonts, creating tables, graphs and
formatting text Creating presentations for your lessons, lectures, speeches or business presentations using PowerPoint 2016 Adding animations and
e>ects to PowerPoint slides Using Excel 2016 to create spreadsheets that analyse, present and manipulate data. Working with functions and
formulas Creating Excel charts and graphs The basics of Microso@ Access databases Keeping in touch with friends, family and colleagues using
Microso@ Outlook 2016 Maintaining calendars and keeping appointments with Outlook. and more. . . Techniques are illustrated step by step using
photography and screen prints throughout, together with concise, easy to follow text from an established expert in the field. Whether you are new to
Microso@ O>ice, upgrading or an experienced user needing a refresher or update, this book will provide you with a firm grasp of the underpinning
foundations and equip you with the skills needed to use O>ice e>ectively and productively. This item ships from multiple locations. Your book may
arrive from Roseburg,OR, La Vergne,TN. Paperback.
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