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Thelatest edition of one of the bestselling Micr osoft Office books of all time!

Spend less time figuring out Word, Excel, PowerPoint, Outlook, and Access and more time working on
actual projects with this new edition of Office 2010 For Dummies. Filled with straightforward, friendly
instruction, this book gets you thoroughly up to speed, and it actually makes doing Office work fun!

First learn all the basics, then how to add more bells and whistles, including how to spice up your Word
documents, edit Excel spreadsheets and create formulas, add sound to your PowerPoint presentation, and
much more.

- Helpsyou harness the power of Microsoft Office 2010 and al of its new functionality; the book covers
Word, Excel, PowerPoint, Outlook, and Access

- Explains and instructs in the straightforward, friendly, For Dummies style that makes instruction more
accessible and skill-building easier

- Coverstyping and formatting text in Word and spicing up your documents

- Shows you how to navigate and edit an Excel spreadsheet, create formulas, and chart and analyze Excel
data

- Demonstrates how to create a PowerPoint presentation and add color, sound, and pictures

- Explores Outlook, including configuring e-mail, storing contacts, organizing tasks, scheduling your time,
and setting appointments

- Delvesinto designing Access databases, including editing, modifying, searching, sorting, and querying;
also covers viewing and printing reports, and more

Beready to take full advantage of Microsoft Office 2010 with this fun and easy guide.
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From reader reviews:
Jo Daigneault:

Book isto be different per grade. Book for children until eventually adult are different content. Asitis
known to us that book is very important usually. The book Office 2010 For Dummies has been making you
to know about other understanding and of course you can take more information. It is extremely advantages
for you. The reserve Office 2010 For Dummiesis not only giving you far more new information but also to
be your friend when you feel bored. Y ou can spend your spend time to read your reserve. Try to make
relationship with all the book Office 2010 For Dummies. Y ou never really feel lose out for everything should
you read some books.

Joyce Bullock:

As people who live in the particular modest era should be revise about what going on or info even
knowledge to make all of them keep up with the erathat is certainly always change and advance. Some of
you maybe can update themselves by reading books. It is a good choice for you personally but the problems
coming to you actually is you don't know which one you should start with. This Office 2010 For Dummiesis
our recommendation so you keep up with the world. Why, since this book serves what you want and need in
thisera,

Jeffrey Haller:

Now aday those who Living in the erajust where everything reachable by talk with the internet and the
resources included can be true or not require people to be aware of each info they get. How many people to
be smart in acquiring any information nowadays? Of course the reply is reading a book. Examining a book
can help folks out of this uncertainty Information specifically this Office 2010 For Dummies book because
this book offers you rich data and knowledge. Of course the information in this book hundred % guarantees
thereis no doubt in it as you know.

Travis Smith:

The book untitled Office 2010 For Dummies contain alot of information on it. The writer explains your
girlfriend idea with easy method. The language is very easy to understand al the people, so do definitely not
worry, you can easy to read the idea. The book was compiled by famous author. The author givesyou in the
new time of literary works. Y ou can actually read this book because you can continue reading your smart
phone, or product, so you can read the book throughout anywhere and anytime. If you want to buy the e-
book, you can available their official web-site aswell as order it. Have a nice read.
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