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Find all the answers to a Microsoft Office user's questions in one big, easy-to-use book. Sams Teach Yourself Office Productivity All in One is designed to teach the new computer user how to get the most out of an Office productivity suite. It does not assume the reader wants to learn how to use just one product, but covers multiple products and technologies together in a logical fashion. Topics covered include: Word Letters and Documents, Excel Spreadsheets, PowerPoint Presentations, Outlook Email, FrontPage Web Sites, and Personal Finance. If you are a beginning Office user who wants to buy one, single book to help you better use your computer and accomplish a broad range of computer activities Sams Teach Yourself Office Productivity All in One is the book for you!

Microsoft Office is not one program, but one gigantic suite of programs. For many folks, their entire computer-based work finds its roots in Microsoft Office. Have you ever wished you had just one book, a truly complete reference that tells you what you need to know about Microsoft Office? Have you wanted one that's written in plain talk, one that tells you what you need to know to get started, and one that takes you to the next level without being too techie? Have you wanted a book that could talk to your level without talking down to you?

You are holding such a book. Sams Teach Yourself Office Productivity All in One is one massive title out of the team of tomes in the All in One series.

The goal of this book is to provide you with all the information you need, and no more, to understand these topics:

	
    Word letters and documents

    
	
    Excel worksheets

    
	
    PowerPoint presentations

    
	
    Outlook email

    
	
    FrontPage Web sites

    


The expert teachers, trainers, and technical writers who put this book together all understand precisely what computer problems you face, and they know how to provide the solutions. For example, if you've just started using a computer and have no idea how to start a program, let alone make sense out of the huge Microsoft Office suite of programs, the answer is here. If you want to create an organized and integrated personal information system that tracks your appointments, email, documents, and even presentations you might make at work, this book provides all that and more.

This text takes you from the beginning to a mastery of Office. If you're already an Office user, you will also gain more insights here than anywhere else because when a topic requires depth, you get it, and only then.
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How to Do Everything with Your iMacMcGraw-Hill, 2001
The original idea of How to Do Everything with Your iMac was a simple one. The iMac is a complete computer with a wonderful bundle of applications that enable you to do just about anything you need a computer to do. So, I wanted my book on the iMac to be as comprehensive as possible, teaching the reader how to be productive while enjoying this...
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Hacking: The Next Generation (Animal Guide)O'Reilly, 2009
With the advent of rich Internet applications, the explosion of social media, and the increased use of powerful cloud computing infrastructures, a new generation of attackers has added cunning new techniques to its arsenal. For anyone involved in defending an application or a network of systems, Hacking: The Next Generation is one of the...
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Forex Essentials in 15 Trades: The Global-View.com Guide to Successful Currency Trading (Wiley Trading)John Wiley & Sons, 2009

	Traders are constantly learning their craft. Those who do not share information, discuss tactics and review prior trades are doomed for failure. Global-View.com knows this. It is the leading destination for Forex traders looking to learn and discuss trading. With over 33,000 registered users from 125 countries, Global-View.com exposes its...





	[image: ][image: The Complete Photo Guide to Knitting]

The Complete Photo Guide to KnittingCreative Publishing, 2010

	
		This volume is a comprehensive how-to book about all aspects of knitting. This book is a reference for all knitting techniques, beginning with the basics of how to knit. A large section of the book is devoted to showing different stitch patterns,...
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Troubleshooting LC Systems: A Comprehensive Approach to Troubleshooting LC Equipment and SeparationsHumana Press, 1989
Major advances in instrumentation and technology have made high-performance liquid chromatography (HPLC) a pervasive tool in virtually all areas of chemical and biomedical research today.  Despite HPLC's enormous growth, technical problems still bedevil most users at least occasionally.  
  
  Based on their immensely successful short...
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Organizational Assessment and Improvement in the Public SectorCRC Press, 2009
Calls for performance measures and metrics sound good, but public sector organizations often lack the tools required to assess the organization as a whole and create true change.In order to implement an integrated cycle of assessment, planning, and improvement, government agencies at all levels need a usable framework for organizational...
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