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This guide provides clear, concise instruction and hands-on practice so you get the most out of Office XP. Learn the basics of Outlook, Access, Word, Excel, and PowerPoint, Publisher, FrontPage, Project, and Visio, then gain proficiency.

Quick Course in Microsoft Office XP provides clear, concise instruction and hands-on practice to enable you to get the most out of Office XP. Ideal for beginning to intermediate users, this course teaches the basics and then helps you build proficiency:

	Perform tasks that are common to all the Office XP programs, and integrate the Office programs to streamline your work.
	Enter and edit text using Word techniques, organize documents in Outline view, and find and replace words and phrases.
	Use Word’s built-in templates, combine documents, experiment with formatting, including styles, and create and format a table.
	Enter, edit, and format information in an Excel worksheet, and perform simple and complex calculations in a calculation area.
	Work with IF functions and data consolidation in multiple workbooks, and set up links to data on a different worksheet.
	Create, format, and print graphs.
	Create PowerPoint slide show presentations.
	Add clip art, graphics, graphs, and special effects to slides.
	Create an Access database, enter records in tables and forms, and control how data is displayed and entered.
	Establish relationships between Access tables, design a form to enter data, construct queries to extract information, print reports, and create data access pages.
	Use Outlook to manage e-mail messages and store information.
	Learn how to use Outlook’s Calendar and Tasks components to manage your time effectively.
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How Fighter Pilots Use Math (Math in the Real World)Chelsea House Publications, 2009
The jet engine roars as Colonel Maria Sanchez races the F-35 down the runway. The plane leaps into the air. At 1,000 feet, she banks and circles the Air Force base to give three other fighter planes time to take off and join her.

Sanchez heads north. The three other planes fall into formation around her. Together, the planes make a...
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Professional NFC Application Development for AndroidWrox Press, 2013

	A practical guide to developing and deploying Near Field Communication (NFC) applications


	There has been little practical guidance available on NFC programming, until now. If you're a programmer or developer, get this unique and detailed book and start creating apps for this exciting technology. NFC enables contactless...
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Current Topics in Developmental Biology, Volume 78Academic Press, 2007

	This serial provides a comprehensive survey of the major topics in the field of developmental biology. These volumes are valuable to researchers in animal and plant development, as well as to students and professionals who want an introduction to cellular and molecular mechanisms of development. The series has recently passed its 30-year...
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News and Journalism in the UK: A Textbook (Communication and Society)Routledge, 2009
News and Journalism in the UK is an accessible and comprehensive introduction to the political, economic and regulatory environments of press and broadcast journalism in Britain and Northern Ireland.

 

Surveying the industry in a period of radical economic and technological change, Brian McNair examines the main...
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The DevOps 2.1 Toolkit: Docker Swarm: Building, testing, deploying, and monitoring services inside Docker Swarm clusters (The DevOps Toolkit Series) (Volume 2)CreateSpace Independent Publishing Platform, 2017

	The book envelops all aspects of building, testing, deploying, and monitoring services inside Docker Swarm clusters. We'll go through all the tools required for running a cluster. We'll go through the whole process with clusters running locally on a laptop. Once we are confident with the outcome, we'll translate the experience to...


	[image: ]	[image: ][image: The Definitive Guide to CentOS]

The Definitive Guide to CentOSApress, 2009
CentOS is just like Red Hat, but without the price tag and with the virtuous license. When belts have to be tightened, we want to read about an OS with all the features of a commercial Linux variety, but without the pain. The Definitive Guide to CentOS is the first definitive reference for CentOS and focuses on CentOS alone, the workhorse...
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