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The bestselling Microsoft Office book of all time

Packed with straightforward, friendly instruction, this updated edition of the bestselling Microsoft Office
book gets you thoroughly up to speed on the latest version of the industry standard for office productivity
suites. In no time, Office 2016 For Dummies will help you become a whiz at Word, take your Excel skills to
new heights, add pizzazz to your PowerPoint presentations, and make every part of your work day more
organized and productive.

Following alongside approachable, plain-English explanations, you'll quickly discover how to type, format
text, and design documents in Word; navigate and edit spreadsheets, create formulas, and analyze data in
Excel; configure email, store contacts, organize tasks, and schedule your time with Outlook; create and edit
well-designed and crowd-pleasing PowerPoint presentations; and design, edit, and modify an Access
database. Even if the mere thought of working with Microsoft Office makes you nervous, this fun and
friendly guide makes it easy.

Helps you make sense of word processing, email, presentations, data management and analysis, and much●

more
Covers the five main Office applications: Word, Excel, PowerPoint, Outlook, and Access●

Walks you through the new features of Microsoft Office 2016●

Written by a veteran author who has written more than 20 For Dummies books, which account for more●

than three million books in print

If you're an uninitiated user looking to make the most of this powerful suite of applications, this hands-on,
friendly guide is the key to your brand new Office!
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From reader reviews:

Kenton Marshall:

Have you spare time for a day? What do you do when you have more or little spare time? Yep, you can
choose the suitable activity regarding spend your time. Any person spent their own spare time to take a go
walking, shopping, or went to the particular Mall. How about open as well as read a book titled Office 2016
For Dummies (For Dummies (Computer/Tech))? Maybe it is to be best activity for you. You know beside
you can spend your time along with your favorite's book, you can wiser than before. Do you agree with its
opinion or you have some other opinion?

Tara Smith:

The book Office 2016 For Dummies (For Dummies (Computer/Tech)) can give more knowledge and
information about everything you want. Why then must we leave a good thing like a book Office 2016 For
Dummies (For Dummies (Computer/Tech))? A few of you have a different opinion about guide. But one aim
which book can give many facts for us. It is absolutely correct. Right now, try to closer using your book.
Knowledge or data that you take for that, you could give for each other; it is possible to share all of these.
Book Office 2016 For Dummies (For Dummies (Computer/Tech)) has simple shape but you know: it has
great and large function for you. You can appear the enormous world by open up and read a e-book. So it is
very wonderful.

Donna Hoffmann:

A lot of people always spent their very own free time to vacation or perhaps go to the outside with them
friends and family or their friend. Are you aware? Many a lot of people spent that they free time just
watching TV, or perhaps playing video games all day long. If you wish to try to find a new activity that's
look different you can read any book. It is really fun in your case. If you enjoy the book that you read you
can spent the whole day to reading a book. The book Office 2016 For Dummies (For Dummies
(Computer/Tech)) it is extremely good to read. There are a lot of folks that recommended this book. These
were enjoying reading this book. In the event you did not have enough space to develop this book you can
buy the actual e-book. You can m0ore effortlessly to read this book from a smart phone. The price is not too
expensive but this book provides high quality.

Joseph Rankins:

A lot of book has printed but it differs from the others. You can get it by net on social media. You can
choose the most beneficial book for you, science, comedy, novel, or whatever by simply searching from it. It
is known as of book Office 2016 For Dummies (For Dummies (Computer/Tech)). Contain your knowledge
by it. Without making the printed book, it can add your knowledge and make you happier to read. It is most
significant that, you must aware about reserve. It can bring you from one spot to other place.
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