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Clear, easy-to-understand instructions for seniors who want to get the most out of Microsoft Office
2010

Seniors are buying computers—both desktops and laptops—in record numbers to stay in touch with family
and friends, connect with peers, research areas of interest, make purchases online, or learn a new skill.
Assuming no prior knowledge of Microsoft Office, this book is aimed at seniors who are interested in
maximizing the capabilities of Microsoft Word, Excel, PowerPoint, and Outlook.

Written in large typeface and featuring enlarged figures and drawings to make the book easier to read, this
fun and friendly book begins by showing you how to start each application and maneuver the interface.
You’ll benefit from detailed explanations on how to accomplish specific tasks through the use of examples
and templates.

Targets seniors who are interested in using the Microsoft Office suite for any number of reasons: keep in●

touch with family and friends, research topics of interest, shop online, learn a new skill, and more
Assumes no prior knowledge of Microsoft Office and walks you through each application: Word●

(documents), Excel (spreadsheets), PowerPoint (presentations), and Outlook (e-mail)
Features a large font for text and enlarged figures and drawings to make the book accessible and easy to●

read
Explains how to open each application and navigate the interface, and clearly demonstrates how to●

accomplish specific tasks in each application
Includes helpful examples and templates of letters, faxes, a budget grid, and more to assist with the●

learning process

With age comes wisdom—and with Office 2010 For Seniors For Dummies comes the information you need
to establish positive Office 2010 habits!
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From reader reviews:

Jane Garner:

Reading a guide can be one of a lot of activity that everyone in the world really likes. Do you like reading
book so. There are a lot of reasons why people love it. First reading a book will give you a lot of new
information. When you read a guide you will get new information because book is one of various ways to
share the information as well as their idea. Second, examining a book will make an individual more
imaginative. When you reading through a book especially hype book the author will bring one to imagine the
story how the character types do it anything. Third, you could share your knowledge to other individuals.
When you read this Office 2010 For Seniors For Dummies, you could tells your family, friends and soon
about yours publication. Your knowledge can inspire others, make them reading a reserve.

Fernando Gallimore:

Playing with family in a park, coming to see the water world or hanging out with buddies is thing that
usually you will have done when you have spare time, subsequently why you don't try thing that really
opposite from that. A single activity that make you not feeling tired but still relaxing, trilling like on roller
coaster you have been ride on and with addition of knowledge. Even you love Office 2010 For Seniors For
Dummies, you may enjoy both. It is great combination right, you still need to miss it? What kind of hang
type is it? Oh can occur its mind hangout guys. What? Still don't obtain it, oh come on its named reading
friends.

Lisa Westra:

Office 2010 For Seniors For Dummies can be one of your beginner books that are good idea. We recommend
that straight away because this reserve has good vocabulary that could increase your knowledge in words,
easy to understand, bit entertaining however delivering the information. The article writer giving his/her
effort to set every word into satisfaction arrangement in writing Office 2010 For Seniors For Dummies but
doesn't forget the main point, giving the reader the hottest and based confirm resource info that maybe you
can be considered one of it. This great information can easily drawn you into brand new stage of crucial
considering.

Michelle Morrow:

Are you kind of busy person, only have 10 or perhaps 15 minute in your moment to upgrading your mind
skill or thinking skill also analytical thinking? Then you are having problem with the book in comparison
with can satisfy your short period of time to read it because this all time you only find publication that need
more time to be go through. Office 2010 For Seniors For Dummies can be your answer as it can be read by a
person who have those short spare time problems.
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