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OFFICE IN A MINUTE: STEPS FOR PERFORMING BASIC TASKS IN
MICROSOFT S 2010 HOME AND STUDENT EDITIONS OF WORD,
EXCEL, ONENOTE AND POWERPOINT

My PC Associate NYC, United States, 2012. Paperback. Book Condition: New. 279 x 216 mm. Language: English .
Brand New Book ***** Print on Demand *****.This book is written as a tutorial for the MicrosoD OEice novice,
and purchaser of its OEice Home and Student edition. The book is chock full of large illustrations and
directional arrows designed to take the reader step by step through important yet basic steps in using MicrosoD
Word, Excel, OneNote and PowerPoint applications. Readers will learn more than 35 diEerent functions per
application. Those MicrosoD users who have yet to work with PowerPoint and OneNote will appreciate the
simplicity the author brings to acquainting readers with these popular and increasingly must-have applications
for anyone interested in reentering the workplace, upgrading their skills or increasing their marketability. These
self-paced tutorials also include chapter timings to provide the reader with the estimated time necessary to
complete all of the tasks, a feature largely unheard of among conventional how to books. When asked about
the timings feature, the author responded, I want readers to appreciate that most of these tasks can be
performed in less than two minutes, and therefore mastering them quickly is possible and is also a wonderful
way to enhance their productivity at work, in school or at home.
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Pearson Education (US), United States, 2016. Online resource. Book Condition: New. 10th
edition. 279 x 216 mm. Language: English . Brand New Book. NOTE: Used books, rentals, and
purchases made outside of Pearson If purchasing...
Sav e Do cu men t »   

Do  M o n sters Wear U n d ies C o lo rin g Bo o k:  A  R h y min g C h ild ren  s C o lo rin g Bo o k                            
Createspace Independent Publishing Platform, United States, 2015. Paperback. Book
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Createspace, United States, 2015. Paperback. Book Condition: New. 279 x 216 mm. Language:
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Little Fig, LLC, United States, 2015. Paperback. Book Condition: New. Deb McQueen
(illustrator). 216 x 216 mm. Language: English . Brand New Book ***** Print on Demand
*****.My oldest son was fascinated with games. So,
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Createspace Independent Publishing Platform, United States, 2015. Paperback. Book
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*****.Take your coloring to the next level with this Advanced
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