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Whether you're upgrading from a previousversion or using it for the very first time, this book will
guide you through the new Office Suite one step at atime, to help you under stand the software more
quickly and easily!

- Great for beginners, a basic computing class, or as an update.

- Step-by-step, visual approach to help you quickly master Microsoft Office

- Plenty of full color, illustrated screenshots and photographs to help you

- Presented in an easy and simple to read format, written in jargon free English

Updated for the new Office 2016 Suite, and in full color, here'swhat you'll learn...

- Upgrading to Office 365 and notable new features

- Getting started with Office Online using Sway, Docs, OneDrive, Mail & Calendar

- Congtructing professional looking documents with Word 2016

- Adding and using graphics, photographs and clipart

- Changing fonts, creating tables, graphs and formatting text

- Creating presentations for your lessons, lectures, speeches or business presentations using PowerPoint
2016

- Adding animations and effects to PowerPoint slides

- Using Excel 2016 to create spreadsheets that analyse, present and manipulate data.

- Creating Excel charts, graphs, functions and formulas

- The basics of Microsoft Access databases

- Keeping in touch with friends, family and colleagues using Microsoft Outlook 2016

- Maintaining calendars and keeping appointments with Outlook.

- Taking notes with OneNote and more...

Clear instruction, and easy-to-follow tutorials with illustrated photographs, graphics and screen prints, guide
you through the procedures every step of the way.

If you want to get up and running quickly and easily with the new Office 2016 suite and Office 365, thisis
the guide you need.
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From reader reviews:
Yvonne Wagner:

The book Essential Office 365 (Computer Essentials) can give more knowledge and information about
everything you want. Why must we leave a good thing like a book Essential Office 365 (Computer
Essentials)? Several of you have a different opinion about book. But one aim that book can give many
information for us. It is absolutely right. Right now, try to closer using your book. Knowledge or facts that
you take for that, you may give for each other; you can share al of these. Book Essential Office 365
(Computer Essentials) has simple shape however you know: it has great and large function for you. Y ou can
seem the enormous world by open and read a book. So it is very wonderful.

LewisLabelle

Hey guys, do you really wants to finds a new book to learn? May be the book with the headline Essential
Office 365 (Computer Essentials) suitable to you? Typically the book was written by well-known writer in
thisera. Typically the book untitled Essential Office 365 (Computer Essentials)is the main one of severa
books that everyone read now. This particular book was inspired alot of people in the world. When you read
this publication you will enter the new age that you ever know just before. The author explained their planin
the smple way, thus al of people can easily to understand the core of this e-book. This book will give you a
lots of information about this world now. So you can see the represented of the world in this particular book.

Edna Spalding:

The reason? Because this Essential Office 365 (Computer Essentials) is an unordinary book that the inside of
the reserve waiting for you to snap it but latter it will shock you with the secret the item inside. Reading this
book close to it was fantastic author who write the book in such amazing way makes the content on the
inside easier to understand, entertaining technique but still convey the meaning completely. So , it is good for
you because of not hesitating having this any more or you going to regret it. This book will give you alot of
positive aspects than the other book include such as help improving your ability and your critical thinking
way. So, dtill want to hesitate having that book? If | were being you | will go to the guide store hurriedly.

Cora Conte:

Y ou are able to spend your free time to study this book this book. This Essential Office 365 (Computer
Essentials) is simple to develop you can read it in the playground, in the beach, train as well as soon. If you
did not include much space to bring often the printed book, you can buy the actual e-book. It is make you
easier to read it. Y ou can save the particular book in your smart phone. Consequently there are alot of
benefits that you will get when one buys this book.
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