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Microsoft office basics including typing and formatting text in word, designing your word documents,
navigating an excel spreadsheet, editing a spreadsheet, creating formulas, charting and analyzing data,
creating a powerpoint presentation, adding color, pictures and sound to a presentation, preparing your
presentation for an audience, configuring e-mail with outlook, storing contacts and organizing tasks,
scheduling your time and setting appointments, designing an access database, editing and modifying a
database, searching, sorting and querying a database, creating a database report and more.
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From reader reviews:

Martha Williams:

Information is provisions for people to get better life, information currently can get by anyone with
everywhere. The information can be a expertise or any news even an issue. What people must be consider
any time those information which is from the former life are challenging to be find than now could be taking
seriously which one is acceptable to believe or which one often the resource are convinced. If you get the
unstable resource then you have it as your main information you will see huge disadvantage for you. All
those possibilities will not happen with you if you take Microsoft Office 2013 for Dummies as your daily
resource information.

Katherine Sorenson:

Reading a book to be new life style in this 12 months; every people loves to learn a book. When you
examine a book you can get a wide range of benefit. When you read textbooks, you can improve your
knowledge, simply because book has a lot of information on it. The information that you will get depend on
what kinds of book that you have read. If you need to get information about your review, you can read
education books, but if you want to entertain yourself look for a fiction books, such us novel, comics, as well
as soon. The Microsoft Office 2013 for Dummies will give you new experience in examining a book.

Earnest Koontz:

Many people spending their time by playing outside using friends, fun activity having family or just
watching TV all day every day. You can have new activity to spend your whole day by reading a book. Ugh,
think reading a book can actually hard because you have to accept the book everywhere? It okay you can
have the e-book, having everywhere you want in your Cell phone. Like Microsoft Office 2013 for Dummies
which is obtaining the e-book version. So , try out this book? Let's find.

Crystal Lavigne:

What is your hobby? Have you heard in which question when you got learners? We believe that that issue
was given by teacher for their students. Many kinds of hobby, Every person has different hobby. Therefore
you know that little person just like reading or as reading become their hobby. You need to know that
reading is very important along with book as to be the issue. Book is important thing to provide you
knowledge, except your own teacher or lecturer. You discover good news or update concerning something
by book. Many kinds of books that can you take to be your object. One of them is Microsoft Office 2013 for
Dummies.
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