Microsoft Office 2007 QuickSteps

i':.'-'-:-‘- Easy | Hiusirated | How-To

Office 2007

de{S leps

Marty Matthews and Carole Matihews :‘:'::

Microsoft Office 2007 QuickSteps T EiEEEE]

Z & Matthews, Carole/ Matthews, Marty
AR

tH ARk BY18):2008-10

LE M

isbn:9780071599856

Step-by-Step, Full-Color Graphics! Get started using Office 2007 right away--the
QuickSteps way. Color screenshots and clear instructions guide you through all of the
essential features and functions of the world's most popular productivity suite. Follow
alon%and learn how to create great-looking Word documents; build
number-crunching Excel spreadsheets; manage Outlook email, contacts, and
schedules; and design impressive PowerPoint presentations. Get the book that gets
ou up and running on Office 2007 in no time. Use these handy guideposts: Shortcuts
or accomplishing common tasks Need-to-know facts in concise narrative Helpful
reminders or alternate ways of doing things Bonus information related to the topic
being covered Errors and pitfalls to avoid
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