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Whether you're upgrading to Office 2016 from a previous version or using it for the very first time, Office
2016 in easy steps will guide you through the key features so that you can be productive straight away! Task
orientated, and in bite-size chunks, it shows how to:

Create reports, newspapers, cards and booklets
Calculate and manage your financial matters
Perfect your presentations and slide shows
Email, keep in touch and stay organized
Access your personal notes anywhere, on any device
Collaborate with others to work on documents
Office 2016 in easy steps fully demonstrates the five core Office apps - Word, Excel, PowerPoint, Outlook,
and OneNote. It introduces the reader to other great Office apps too - Access, Publisher, Sway, Visio, and
Project. There is also coverage of OneDrive cloud storage, Office Online web apps, and Office apps for
Android devices.

Office 2016 in easy steps works with touch, stylus, mouse or keyboard across Windows devices, including
tablets. Sign in with your Microsoft ID and use the software across different platforms.

Aimed at both new and experienced users, Office 2016 in easy steps covers the essential functions of Office
2016. Packed with tips and shortcuts, this guide will help you learn fast so you can focus on the job in hand!
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From reader reviews:

Colleen Harman:

Now a day those who Living in the era where everything reachable by match the internet and the resources
inside can be true or not need people to be aware of each information they get. How a lot more to be smart in
having any information nowadays? Of course the answer then is reading a book. Studying a book can help
individuals out of this uncertainty Information specifically this Office 2016 in easy steps book since this
book offers you rich facts and knowledge. Of course the details in this book hundred pct guarantees there is
no doubt in it everbody knows.

Ella Oxley:

This book untitled Office 2016 in easy steps to be one of several books in which best seller in this year, that
is because when you read this book you can get a lot of benefit into it. You will easily to buy this kind of
book in the book retail store or you can order it by way of online. The publisher of this book sells the e-book
too. It makes you more easily to read this book, as you can read this book in your Smartphone. So there is no
reason for you to past this guide from your list.

Deborah Wilkerson:

A lot of people always spent all their free time to vacation or perhaps go to the outside with them friends and
family or their friend. Do you know? Many a lot of people spent they free time just watching TV, or maybe
playing video games all day long. If you wish to try to find a new activity here is look different you can read
a book. It is really fun for you. If you enjoy the book that you read you can spent the whole day to reading a
publication. The book Office 2016 in easy steps it doesn't matter what good to read. There are a lot of those
who recommended this book. We were holding enjoying reading this book. When you did not have enough
space to bring this book you can buy the actual e-book. You can m0ore effortlessly to read this book out of
your smart phone. The price is not to fund but this book features high quality.

Allison Larson:

Reading a reserve make you to get more knowledge from that. You can take knowledge and information
originating from a book. Book is written or printed or outlined from each source that will filled update of
news. Within this modern era like currently, many ways to get information are available for an individual.
From media social like newspaper, magazines, science e-book, encyclopedia, reference book, fresh and
comic. You can add your knowledge by that book. Are you hip to spend your spare time to spread out your
book? Or just in search of the Office 2016 in easy steps when you necessary it?
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