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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:

Samantha Campbell:

Reading can called head hangout, why? Because when you find yourself reading a book especially book
entitled Office 2013: The Missing Manual your head will drift away trough every dimension, wandering in
most aspect that maybe not known for but surely will become your mind friends. Imaging each word written
in a reserve then become one type conclusion and explanation this maybe you never get before. The Office
2013: The Missing Manual giving you one more experience more than blown away your thoughts but also
giving you useful information for your better life on this era. So now let us demonstrate the relaxing pattern
at this point is your body and mind will probably be pleased when you are finished looking at it, like winning
an activity. Do you want to try this extraordinary wasting spare time activity?

Marjorie Batchelder:

This Office 2013: The Missing Manual is fresh way for you who has curiosity to look for some information
as it relief your hunger associated with. Getting deeper you in it getting knowledge more you know
otherwise you who still having tiny amount of digest in reading this Office 2013: The Missing Manual can
be the light food to suit your needs because the information inside this particular book is easy to get by
simply anyone. These books build itself in the form that is certainly reachable by anyone, yep I mean in the
e-book contact form. People who think that in publication form make them feel drowsy even dizzy this
reserve is the answer. So there is no in reading a publication especially this one. You can find actually
looking for. It should be here for a person. So , don't miss that! Just read this e-book sort for your better life
and also knowledge.

Charles McCreery:

Do you like reading a publication? Confuse to looking for your best book? Or your book seemed to be rare?
Why so many concern for the book? But just about any people feel that they enjoy intended for reading.
Some people likes looking at, not only science book but also novel and Office 2013: The Missing Manual or
perhaps others sources were given knowledge for you. After you know how the fantastic a book, you feel
want to read more and more. Science e-book was created for teacher as well as students especially. Those
books are helping them to bring their knowledge. In different case, beside science publication, any other
book likes Office 2013: The Missing Manual to make your spare time a lot more colorful. Many types of
book like here.

Kimberly Casselman:

Reading a reserve make you to get more knowledge from this. You can take knowledge and information
originating from a book. Book is prepared or printed or illustrated from each source that will filled update of
news. With this modern era like at this point, many ways to get information are available for anyone. From
media social similar to newspaper, magazines, science book, encyclopedia, reference book, book and comic.



You can add your understanding by that book. Are you ready to spend your spare time to open your book?
Or just in search of the Office 2013: The Missing Manual when you required it?
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