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paperback. Condition: New. Ship out in 2 business day, And Fast shipping, Free Tracking number will be
provided after the shipment.Pages Number: 470 Publisher: Electronic Industry Pub. Date :2009-01-01 version 1.
This book presents a wealth of tips. practical. everyday work and life in the Office 2007 users must reference.
CD-ROM which covers most of the book documents the effect of skills to allow readers to practice while
studying. This book describes in detail the application of Office 2007 in all walks of life skills. The book includes
four. 45 chapters 809 skills. Part 1 focuses on practical skills Word 2007. a total of 12 chapters. including the
operation of the document. view and command. text manipulation. fonts and paragraphs. page layout. photo-
text. tables and charts. printing. advanced layout. automation. Protect documents and efficient tool; Part 2
focuses on practical skills for Excel 2007. a total of 15 chapters. including setting Excel 2007 environment.
operating a workbook. worksheet operations. the operating cell. data input. clever use of names and
conditional formatting. data analysis . Analysis ToolPak. function skills. chart techniques. graphics skills.
security and print settings. Excel hyperlinks and VBA skills; Section 3 focuses on practical skills PowerPoint 2007.
a total of 10 chapters. including the basic set PowerPoint. PowerPoint layout settings. PowerPoint text settings.
PowerPoint presentation editing. PowerPoint graphics and tables operation. PowerPoint multimedia
applications. PowerPoint slide processing. PowerPoint and PowerPoint hyperlinks security and printing; Section
4 focuses on practical techniques Outlook 2007. a total of eight chapters. including the basic Outlook settings.
Outlook e-mail management. e-mail in Outlook and Outlook personalized treatment. This book is very
comprehensive. daily office for the industry to learn and use. Contents: Section 1 Word 2007 Practical
techniques Chapter 1 Document Actions 1.1 skills view the document in Word is not installed in...
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