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A clear, visual way to learn Office 2010 quickly and easily

If you're looking for a way to get up to speed quickly on the newest version of
Microsoft Office, these 400 pages of step-by-step instructions and full-color
screen shots make it easy. Office 2010 has new features and tools to master, and
whether you're upgrading from an earlier version or encountering the Office
applications for the first time, you'll appreciate this simplified approach.

This easy-to-follow guide covers Word, Excel, PowerPoint, Outlook, and
Publisher. Microsoft Office holds more than 90 percent of the market for
Windows-based productivity suites.

More than 90 percent of Windows users use Microsoft Office●

This guide covers all the Office applications: Word, Excel, PowerPoint,●

Outlook, and Publisher
Designed for people who learn best visually, with step-by-step instructions●

illustrated with full-color screen shots throughout
Revamped interior design makes it even easier to find and understand●

information
Teaches dozens of common Office tasks●

Office 2010 Simplified makes this technology easy to understand, even for those
who are completely new to computers.
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pages of step-by-step instructions and full-color screen shots make it easy. Office 2010 has new features and
tools to master, and whether you're upgrading from an earlier version or encountering the Office applications
for the first time, you'll appreciate this simplified approach.

This easy-to-follow guide covers Word, Excel, PowerPoint, Outlook, and Publisher. Microsoft Office holds
more than 90 percent of the market for Windows-based productivity suites.

More than 90 percent of Windows users use Microsoft Office●

This guide covers all the Office applications: Word, Excel, PowerPoint, Outlook, and Publisher●
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shots throughout
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Teaches dozens of common Office tasks●
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Editorial Review

From the Back Cover

Are you new to computers? Does new technology make you nervous? Relax! You're holding in your hands
the easiest guide ever to Office 2010 — a book that skips the long-winded explanations and shows you how
things work. All you have to do is open the book and discover just how easy it is to get up to speed.

Navigate the program windows and use the Ribbon●

Format text in Word and work with templates●

Build spreadsheets, sort data, and create charts●

Develop and assemble a PowerPoint slide show●

Create a database and work with forms and tables●

Manage your schedule and e-mail with Outlook●

"Simplify It" sidebars offer real-world advice●

Succinct explanations walk you through step by step●

Full-color screen shots demonstrate each task●

Self-contained, two-page lessons make learning a snap●

About the Author
Freelance writer/editor Kate Shoup has authored 20 books and edited scores more. Recent titles include
Windows 7 Digital Classroom, Teach Yourself VISUALLY Outlook 2007, Office 2007: Top 100 Simplified
Tips & Tricks, and Internet Visual Quick Tips. When not working, Kate loves to ski (she was once nationally
ranked), read, and ride her motorcycle — and she plays a mean game of 9-ball. Kate lives in Indianapolis
with her daughter and their dog.

Users Review

From reader reviews:

Ernest Villa:

In this 21st millennium, people become competitive in most way. By being competitive right now, people
have do something to make these people survives, being in the middle of the actual crowded place and notice
by means of surrounding. One thing that at times many people have underestimated the item for a while is
reading. Yes, by reading a book your ability to survive improve then having chance to stay than other is high.
For yourself who want to start reading a new book, we give you this kind of Office 2010 Simplified book as
beginner and daily reading publication. Why, because this book is more than just a book.

Mandi Rice:

Hey guys, do you wants to finds a new book to see? May be the book with the concept Office 2010
Simplified suitable to you? Often the book was written by well known writer in this era. Often the book
untitled Office 2010 Simplifiedis a single of several books this everyone read now. This specific book was
inspired a number of people in the world. When you read this guide you will enter the new dimensions that



you ever know just before. The author explained their concept in the simple way, so all of people can easily
to be aware of the core of this reserve. This book will give you a large amount of information about this
world now. So you can see the represented of the world within this book.

Mark Bock:

In this period globalization it is important to someone to receive information. The information will make
anyone to understand the condition of the world. The condition of the world makes the information better to
share. You can find a lot of recommendations to get information example: internet, newspapers, book, and
soon. You will observe that now, a lot of publisher that will print many kinds of book. Often the book that
recommended to you personally is Office 2010 Simplified this e-book consist a lot of the information on the
condition of this world now. That book was represented how can the world has grown up. The words styles
that writer make usage of to explain it is easy to understand. The particular writer made some analysis when
he makes this book. That is why this book suited all of you.

Tara Payton:

Beside this Office 2010 Simplified in your phone, it could possibly give you a way to get more close to the
new knowledge or info. The information and the knowledge you are going to got here is fresh from your
oven so don't always be worry if you feel like an old people live in narrow town. It is good thing to have
Office 2010 Simplified because this book offers to your account readable information. Do you at times have
book but you would not get what it's all about. Oh come on, that won't happen if you have this in the hand.
The Enjoyable agreement here cannot be questionable, like treasuring beautiful island. Techniques you still
want to miss the item? Find this book along with read it from at this point!
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