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John Wiley Sons Inc, United States, 2016. Paperback. Book Condition: New. 233 x 188 mm. Language:
English . Brand New Book. Office 2016 For Dummies (9781119293477) was previously published as
Office 2016 For Dummies (9781119077374). While this version features a new Dummies cover and
design, the content is the same as the prior release and should not be considered a new or updated
product. The bestselling Microsoft Office book of all time Packed with straightforward, friendly
instruction, this updated edition of the bestselling Microsoft Office book gets you thoroughly up to
speed on the latest version of the industry standard for office productivity suites. In no time, Office
2016 For Dummies will help you become a whiz at Word, take your Excel skills to new heights, add
pizzazz to your PowerPoint presentations, and make every part of your work day more organized
and productive. Following alongside approachable, plain-English explanations, you ll quickly
discover how to type, format text, and design documents in Word; navigate and edit spreadsheets,
create formulas, and analyze data in Excel; configure email, store contacts, organize tasks, and
schedule your time with Outlook; create and edit well-designed and crowd-pleasing PowerPoint
presentations; and design, edit, and modify an...
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Reviews

A really amazing pdf with perfect and lucid reasons. This really is for anyone who statte there was not a worth reading through. Your daily life span is
going to be transform when you comprehensive looking at this book.
-- Ma la chi B r a un      

This sort of ebook is every thing and made me hunting forward and a lot more. I have read through and i also am confident that i am going to going to go
through once again once more in the foreseeable future. I discovered this publication from my dad and i encouraged this book to discover.
-- Pr of . K ip Spinka  IV       
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