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Microsoft Office is the most widely used productivity software in the world, but most people just know the
basics. This helpful guide gets you started with the programs in Office 2013, and provides lots of power-user
tips and tricks when you’re ready for more. You’ll learn about Office’s new templates and themes,
touchscreen features, and other advances, including Excel’s Quick Analysis tool.

The important stuff you need to know:

Create professional-looking documents. Use Word to craft reports, newsletters, and brochures for the●

Web and desktop.
Stay organized. Set up Outlook to track your email, contacts, appointments, and tasks.●

Work faster with Excel. Determine the best way to present your data with the new Quick Analysis tool.●

Make inspiring presentations. Build PowerPoint slideshows with video and audio clips, charts and●

graphs, and animations.
Share your Access database. Design a custom database and let other people view it in their web browsers.●

Get to know the whole suite. Use other handy Office tools: Publisher, OneNote, and a full range of Office●

Web Apps.
Create and share documents in the cloud. Upload and work with your Office files in Microsoft’s●

SkyDrive.
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From reader reviews:

Stephen Conway:

Why don't make it to be your habit? Right now, try to prepare your time to do the important action, like
looking for your favorite e-book and reading a guide. Beside you can solve your trouble; you can add your
knowledge by the reserve entitled Office 2013: The Missing Manual. Try to make the book Office 2013: The
Missing Manual as your buddy. It means that it can to be your friend when you experience alone and beside
that of course make you smarter than in the past. Yeah, it is very fortuned to suit your needs. The book
makes you much more confidence because you can know anything by the book. So , we need to make new
experience along with knowledge with this book.

Ruth Williams:

What do you concentrate on book? It is just for students because they're still students or it for all people in
the world, what the best subject for that? Merely you can be answered for that problem above. Every person
has various personality and hobby for every single other. Don't to be pressured someone or something that
they don't desire do that. You must know how great in addition to important the book Office 2013: The
Missing Manual. All type of book is it possible to see on many resources. You can look for the internet
methods or other social media.

Bernard Walker:

What do you with regards to book? It is not important with you? Or just adding material when you want
something to explain what yours problem? How about your extra time? Or are you busy person? If you don't
have spare time to accomplish others business, it is make one feel bored faster. And you have free time?
What did you do? Everybody has many questions above. They need to answer that question due to the fact
just their can do which. It said that about book. Book is familiar in each person. Yes, it is correct. Because
start from on jardín de infancia until university need this kind of Office 2013: The Missing Manual to read.

Steven Craig:

Don't be worry in case you are afraid that this book will probably filled the space in your house, you may
have it in e-book method, more simple and reachable. This Office 2013: The Missing Manual can give you a
lot of friends because by you checking out this one book you have issue that they don't and make an
individual more like an interesting person. That book can be one of a step for you to get success. This guide
offer you information that perhaps your friend doesn't realize, by knowing more than additional make you to
be great men and women. So , why hesitate? We should have Office 2013: The Missing Manual.
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