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Get the fast facts that make learning Office 2010 plain and simple! This colorful, no-nonsense guide uses
easy-to-follow steps and screenshots, and clear, concise language to show the simplest ways to get things
done with Microsoft Word, Excel®, Outlook®, PowerPoint®, Access®, Publisher, and OneNote®.

Here's WHAT You'll Learn

Create documents, Web pages, and other publications●

Organize your e-mail, calendar, contacts and tasks●

Build spreadsheets to analyze and visualize data●

Set up a simple database●

Capture notes with ink, voice or text●

Here's HOW You'll Learn It

Jump in wherever you need answers●

Easy-to-follow STEPS and SCREENSHOTS show exactly what to do●

Handy TIPS teach new techniques and shortcuts●

Quick TRY THIS! exercises help you apply what you learn right away●

 From Inside the Book:
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From reader reviews:

Edward Florez:

What do you with regards to book? It is not important along? Or just adding material when you need
something to explain what you problem? How about your time? Or are you busy person? If you don't have
spare time to perform others business, it is make one feel bored faster. And you have spare time? What did
you do? Everyone has many questions above. They have to answer that question because just their can do
that. It said that about guide. Book is familiar on every person. Yes, it is correct. Because start from on
guardería until university need this kind of Microsoft Office 2010 Plain & Simple to read.

Cristen Washington:

This book untitled Microsoft Office 2010 Plain & Simple to be one of several books this best seller in this
year, here is because when you read this book you can get a lot of benefit onto it. You will easily to buy this
kind of book in the book shop or you can order it via online. The publisher with this book sells the e-book
too. It makes you more readily to read this book, because you can read this book in your Touch screen
phone. So there is no reason for you to past this e-book from your list.

Charles Aranda:

The particular book Microsoft Office 2010 Plain & Simple has a lot associated with on it. So when you make
sure to read this book you can get a lot of profit. The book was authored by the very famous author. The
writer makes some research just before write this book. This book very easy to read you can find the point
easily after looking over this book.

Jennifer Smith:

Does one one of the book lovers? If yes, do you ever feeling doubt while you are in the book store? Try and
pick one book that you never know the inside because don't ascertain book by its cover may doesn't work
here is difficult job because you are frightened that the inside maybe not seeing that fantastic as in the
outside look likes. Maybe you answer could be Microsoft Office 2010 Plain & Simple why because the
fantastic cover that make you consider in regards to the content will not disappoint you. The inside or content
will be fantastic as the outside or even cover. Your reading sixth sense will directly assist you to pick up this
book.
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