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MICROSOFT OFFICE PROFESSIONAL 2013: STEP BY STEP

PHI Learning, 2014. So?cover. Book Condition: New. First edition. Description: Experience learning made easy?
and quickly teach yourself how to get more done with Microso? Word, PowerPoint, Excel, Outlook, OneNote,
Access, and Publisher. With Step by Step, you set the pace?building and practicing the skills you need, just when
you need them! ? Determine the best OGice tool for specific tasks ? Use OGice eGiciently on touch-enabled
devices ? Create attractive documents, publications, and presentations ? Manage your email calendar, and
communications ? Put your business data to work with Excel and Access ? Organize and share your notes and
ideas with OneNote Contents: PART 1 OGice Professional 2013 fundamentals 1 Getting comfortable in OGice
Professional 2013 2 Using shared OGice features 3 Sharing and collaborating 4 Using touch in OGice PART 2
Word 2013 5 Getting comfortable in Word 2013 6 Navigating and reading documents 7 Editing and composing
documents 8 Formatting documents 9 Presenting information 10 Finalizing documents PART 3 PowerPoint 2013
11 Getting comfortable in PowerPoint 2013 12 Designing and creating presentations 13 Creating on-slide
content 14 Creating OGice graphics 15 Adding animation and multimedia 16 Finalizing and presenting PART 4
Excel 2013 17 Getting comfortable in Excel 2013 18 Creating and editing worksheets 19 Manipulating numbers
and text 20 Analyzing data 21 Formatting worksheets 22 Manipulating workbooks and worksheets 23 Creating
charts and graphics PART 5 Outlook 2013 24 Getting comfortable in Outlook 2013 25 Using mail 26 Staying on
schedule 27 Working with tasks 28 Managing contacts and people 29 Saving time with Outlook PART 6 OneNote
2013 30 Getting comfortable in OneNote 2013 31 Working with notebooks, sections, and pages 32 Using
organizational tools 33 Sharing notes with others 34 Using OneNote everywhere 35 Saving time with OneNote
PART 7 Access 2013 36 Getting comfortable...
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L o v e M y  En emy     
Andersen, UK, 2004. So?cover. Book Condition: New. First Edition. Available Now. Book
Description: Zee (short for Zara) lives in a quiet suburb of Belfast, with an apparently idyllic
family life. But Zee's father was shot...
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N o  Frien d s?:  H o w  to  M ake Frien d s Fast an d  Keep  Th em ( Pap erb ack)                  
Createspace, United States, 2014. Paperback. Book Condition: New. 229 x 152 mm. Language:
English . Brand New Book ***** Print on Demand *****.Do You Have NO Friends ? Are you tired
of not having any...
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( Pap erb ack)  
Oxford University Press, United Kingdom, 2016. Paperback. Book Condition: New. 205 x 74
mm. Language: N/A. Brand New Book. These decodable non-fiction books provide structured
practice for children learning to read. Each set of books...
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Condition: New. Workbook. 279 x 216 mm. Language: English . Brand New Book ***** Print on
Demand *****.Twitter Marketing Workbook 2016 Learn how to market your...
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Brookes Publishing Co, United States, 2015. Paperback. Book Condition: New. 274 x 213 mm.
Language: English . Brand New Book. Filled with tips, tools, and strategies, this book is the
comprehensive, practical toolbox preschool administrators...
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