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Both computer rookies and hot shots can master Microsoft Office 2016 applications quickly and efficiently with this new book in the acclaimed
Illustrated Series’ newest book: ILLUSTRATED MICROSOFT OFFICE 365 & Office 2016: INTRODUCTORY. Using a concise, focused
approach and user-friendly format, the Illustrated Series incorporates a hallmark two-page layout that allows readers to see an entire task
without turning the page. Skills are accessible and easy to follow with Learning Outcomes that outline the skills addressed in each lesson.
Larger full-color images reflect exactly what readers should see on their own computer screens. Each module begins with a brief overview of
the principles of the lesson and introduces an updated case study for further application. Readers can count on ILLUSTRATED MICROSOFT
OFFICE 365 & Office 2016: INTRODUCTORY to perfect the skills they need now and on the job. Important Notice: Media content referenced
within the product description or the product text may not be available in the ebook version.
Develop the Microsoft Office 365 and Office 2019 skills students need to be successful in college and beyond with the emphasis on criticalthinking, problem-solving, and in-depth coverage found in NEW PERSPECTIVES MICROSOFT OFFICE 365 & OFFICE 2019:
INTRODUCTORY. Updated with all-new case scenarios, this edition clearly applies the skills students are learning to real-world situations to
make concepts even more relevant across the applications and reinforces critical skills to make them successful in their educational and
professional careers. NEW PERSPECTIVES MICROSOFT OFFICE 365 & OFFICE 2019: INTRODUCTORY demonstrates the importance of
what students are learning while strengthening your skills and helping students transfer those skills to other applications and disciplines for
further success. In addition, MindTap and updated SAM (Skills Assessment Manager) online resources are available to guide additional study
and ensure successful results. Important Notice: Media content referenced within the product description or the product text may not be
available in the ebook version.
Whether you are a computer rookie or hot shot, you can master basic and more advanced Microsoft Office 2016 skills quickly and efficiently
with ILLUSTRATED MICROSOFT OFFICE 365 & OFFICE 2016: INTERMEDIATE. Using a concise, focused approach and user-friendly
format, the Illustrated Series incorporates a hallmark two-page layout that allows you to see an entire task in one view. Each presentation is
easy to follow with Learning Outcomes that outline the skills covered in each lesson and larger full-color screens that reflect exactly what you
should see on your own computer. Each module begins with a brief overview of the lesson's principles and introduces a case study for further
application. In addition, new Productivity Apps visually introduce Microsoft OneNote, Sway, Office Mix and Edge using hands-on activities.
Now students can master the nuances of Microsoft Office quickly with ILLUSTRATED MICROSOFT OFFICE 365 & OFFICE 2019
INTRODUCTORY, part of today's popular Illustrated Series. This focused, user-friendly approach uses a proven two-page layout that allows
students to work through an entire task without turning the page. Clear Learning Outcomes outline the skills for each lesson, while large fullcolor screen images reflect exactly what students see on their own computers. Each module begins with a brief overview of the principles
covered in the lesson and introduces a real-world case scenario to engage students and reinforce critical skills to make them successful in
their educational and professional careers. In addition, MindTap and updated SAM (Skills Assessment Manager) online resources are
available to guide additional study and ensure successful results.
Discover how to fully utilize the latest version of Microsoft Office with the focused approach found in Shelly Cashman Series MICROSOFT
OFFICE 365 & OFFICE 2016: INTERMEDIATE. This new edition is part of the acclaimed Shelly Cashman Series that has effectively
introduced computer skills to millions of students like you. Shelly Cashman Series MICROSOFT OFFICE 365 & OFFICE 2016:
INTERMEDIATE continues the Series' strong history of innovation with an enhanced learning approach designed to address your needs, no
matter what your learning style. A trademark step-by-step, screen-by-screen approach helps expand your understanding of Microsoft Office
2016 through experimentation, critical thought, and personalization. This new edition delivers some of today's most effective educational
materials specifically designed to capture your attention, improve retention, and prepare you for success in working with Microsoft Office
2016.
Now students can master the nuances of Microsoft Office quickly with ILLUSTRATED MICROSOFT OFFICE 2019 & OFFICE 365
INTERMEDIATE, part of today's popular Illustrated Series. This focused, user-friendly approach uses a proven two-page layout that allows
students to work through an entire task without turning the page. Clear Learning Outcomes outline the skills for each lesson, while large fullcolor screen images reflect exactly what students see on their own computers. Each module begins with a brief overview of the principles
covered in the lesson and introduces a real-world case scenario to engage students and reinforce critical skills to make them successful in
their educational and professional careers. In addition, MindTap and updated SAM (Skills Assessment Manager) online resources are
available to guide additional study and ensure successful results. Important Notice: Media content referenced within the product description
or the product text may not be available in the ebook version.
ILLUSTRATED MICROSOFT OFFICE 365 & EXCEL 2016: COMPREHENSIVE engages both computer rookies and today’s pros as this
edition guides readers in thoroughly mastering advanced Microsoft Excel 2016 skills. Praised for its concise, focused approach and userfriendly format, this book, like all others in the Illustrated Series, incorporates a hallmark two-page layout that allows readers to see an entire
task in one view. Each presentation is easy to follow with Learning Outcomes that outline the skills covered in each lesson and larger fullcolor screens that reflect exactly what readers should see on their own computers. Each module begins with a brief overview of the lesson’s
principles and introduces a case study for further application to ensure readers gain a complete understanding of Microsoft Excel 2016.
Important Notice: Media content referenced within the product description or the product text may not be available in the ebook version.

Now students can master the nuances of Microsoft® Office quickly with ILLUSTRATED MICROSOFT® OFFICE 365 &
EXCEL 2019 COMPREHENSIVE, part of today's popular Illustrated Series. This focused, user-friendly approach uses a
proven two-page layout that allows students to work through an entire task without turning the page. Clear Learning
Outcomes outline the skills for each lesson, while large full-color screen images reflect exactly what students see on their
own computers. Each module begins with a brief overview of the principles covered in the lesson and introduces a realworld case scenario to engage students and reinforce critical skills to make them successful in their educational and
professional careers. In addition, MindTap and updated SAM (Skills Assessment Manager) online resources are
available to guide additional study and ensure successful results.
Now readers can master the computer concepts and Microsoft Office 2016 skills perfect for success in the classroom or
workforce with the latest ILLUSTRATED COMPUTER CONCEPTS AND MICROSOFT OFFICE 365 & OFFICE 2016.
This all-in-one book makes it simple to become proficient in both today’s computer concepts and the MS Office skills
most needed for professional success. Key application skills are clearly demonstrated using the user-friendly two-page
spread found throughout this and all books in the popular Illustrated Microsoft Office 2016 Series. Today’s most up-todate technology developments and concepts are clarified using the distinctive step-by-step approach and material from
COMPUTER CONCEPTS ILLUSTRATED BRIEF. This edition highlights updated Office 365 content with a new module
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that addresses Productivity Apps. Important Notice: Media content referenced within the product description or the
product text may not be available in the ebook version.
Experience learning made easy—and quickly teach yourself how to format, publish, and share your content using Word
2013. With Step by Step, you set the pace—building and practicing the skills you need, just when you them! Includes
downloadable practice files and a companion eBook. Work with Word on your PC or touch-enabled device Master the
core tools for designing and editing documents Manage page layout, style, and navigation Use tables and charts to
organize information Insert pictures, graphics, and video Use collaboration and review features
Get to grips with the complete range of Office 2019 applications, explore solutions to common challenges, and discover
best practices for working productively Key Features Explore MS Office to enhance productivity and boost your
professional development Get up and running with the new and improved features in Microsoft Office 2019 Discover how
to overcome common challenges when working with Office 2019 applications Book Description Learn Microsoft Office
2019 provides a comprehensive introduction to the latest versions of Microsoft Word, Excel, PowerPoint, Access, and
Outlook. With the help of illustrated explanations, this Microsoft Office book will take you through the updated Office 2019
applications and guide you through implementing them using practical examples. You'll start by exploring the Word 2019
interface and creating professional Word documents using elements such as citations and cover pages, tracking
changes, and performing mail merge. You'll then learn how to create impressive PowerPoint presentations and advance
to performing calculations and setting up workbooks in Excel 2019, along with discovering its data analysis features.
Later chapters will focus on Access 2019, assisting you in everything from organizing a database to constructing
advanced queries. You'll then get up to speed with Outlook, covering how to create and manage tasks, as well as how to
handle your mail and contacts effortlessly. Finally, you'll find solutions to commonly encountered issues and best
practices for streamlining various workplace tasks. By the end of this book, you'll have learned the essentials of Office
business apps and be ready to work with them to boost your productivity. What you will learn Use PowerPoint 2019
effectively to create engaging presentations Gain working knowledge of Excel formulas and functions Collaborate using
Word 2019 tools, and create and format tables and professional documents Organize emails, calendars, meetings,
contacts, and tasks with Outlook 2019 Store information for reference, reporting, and analysis using Access 2019
Discover new functionalities such as Translator, Read Aloud, Scalable Vector Graphics (SVG), and data analysis tools
that are useful for working professionals Who this book is for Whether you’re just getting started or have used Microsoft
Office before and are looking to develop your MS Office skills further, this book will help you to make the most of the
different Office applications. Familiarity with the Office 2019 suite will be useful, but not mandatory.
Experience learning made easy—and quickly teach yourself how to create impressive documents with Word 2007. With
Step By Step, you set the pace—building and practicing the skills you need, just when you need them! Apply styles and
themes to your document for a polished look Add graphics and text effects—and see a live preview Organize information
with new SmartArt diagrams and charts Insert references, footnotes, indexes, a table of contents Send documents for
review and manage revisions Turn your ideas into blogs, Web pages, and more Your all-in-one learning experience
includes: Files for building skills and practicing the book’s lessons Fully searchable eBook Bonus quick reference to the
Ribbon, the new Microsoft Office interface Windows Vista Product Guide eBook—plus more resources and extras on CD
For customers who purchase an ebook version of this title, instructions for downloading the CD files can be found in the
ebook.
ILLUSTRATED MICROSOFT OFFICE 365 & POWERPOINT 2016: COMPREHENSIVE engages both computer rookies
and hot shots as this edition guides readers in mastering advanced Microsoft PowerPoint 2016 skills quickly and
efficiently. Praised for its concise, focused approach and user-friendly format, this book, like all others in the Illustrated
Series, incorporates a hallmark two-page layout that allows readers to see an entire task in one view. Each presentation
is easy to follow with Learning Outcomes that outline the complete skills covered in each lesson and larger full-color
screens that reflect exactly what readers should see on their own computers. Each module begins with a brief overview
of the lesson’s principles and introduces a case study for further application. Important Notice: Media content referenced
within the product description or the product text may not be available in the ebook version.
Whether you're a computer rookie or hot shot, you can master Microsoft Office 2016 applications quickly with
ILLUSTRATED MICROSOFT OFFICE 2016 & OFFICE 365 INTRODUCTORY, part of the popular Illustrated Series.
Using a focused, user-friendly format, a two-page layout allows you to work through an entire task without turning the
page. The book's easy to follow presentation highlights Learning Outcomes that outline the skills in each lesson. Larger
full-color screen images reflect exactly what you should see on your own computer. Each module begins with a brief
overview of the principles of the lesson and introduces a case study for further application. New Productivity Apps
visually introduce Microsoft OneNote, Sway, Office Mix and Edge using fun, hands-on activities. Companion Sways
provide videos and step-by-step instructions to help you master each app. In addition, MindTap and SAM help you further
focus your study for results now and success later on the job.
ILLUSTRATED MICROSOFT OFFICE 365 & OFFICE 2016: INTERMEDIATE engages both computer rookies and hot shots as
this edition guides readers in mastering both basic and more advanced Microsoft Office 2016 skills quickly and efficiently. Praised
for its concise, focused approach and user-friendly format, this book, like all others in the Illustrated Series, incorporates a
hallmark two-page layout that allows readers to see an entire task in one view. Each presentation is easy to follow with Learning
Outcomes that outline the skills covered in each lesson and larger full-color screens that reflect exactly what readers should see
on their own computers. Each module begins with a brief overview of the lesson’s principles and introduces a case study for
further application. Important Notice: Media content referenced within the product description or the product text may not be
available in the ebook version.
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The quick way to learn Windows 10 This is learning made easy. Get more done quickly with Windows 10. Jump in wherever you
need answers--brisk lessons and colorful screenshots show you exactly what to do, step by step. Discover fun and functional
Windows 10 features! Work with the new, improved Start menu and Start screen Learn about different sign-in methods Put the
Cortana personal assistant to work for you Manage your online reading list and annotate articles with the new browser, Microsoft
Edge Help safeguard your computer, your information, and your privacy Manage connections to networks, devices, and storage
resources
Now students can master the nuances of Microsoft Office quickly with ILLUSTRATED MICROSOFT OFFICE 365 &
POWERPOINT 2019 COMPREHENSIVE, part of today's popular Illustrated Series. This focused, user-friendly approach uses a
proven two-page layout that allows students to work through an entire task without turning the page. Clear Learning Outcomes
outline the skills for each lesson, while large full-color screen images reflect exactly what students see on their own computers.
Each module begins with a brief overview of the principles covered in the lesson and introduces a real-world case scenario to
engage students and reinforce critical skills to make them successful in their educational and professional careers. In addition,
MindTap and updated SAM (Skills Assessment Manager) online resources are available to guide additional study and ensure
successful results.
The twenty-first century offers more technology than we have ever seen before, but with new updates, and apps coming out all the
time, it’s hard to keep up. Essential Office 365 is here to help. Along with easy to follow step-by-step instructions, illustrations, and
photographs, this guide offers specifics in... Downloading and Installing Microsoft Office Suite Getting started with Office Online:
using Sway, OneDrive, Mail & Calendar Using Office Apps on your iPad or Android device Constructing professional looking
documents with Microsoft Word Adding and using graphics, photographs, and clipart Changing fonts, creating tables, graphs,
clipboard, sorting and formatting text, and mail merge Creating presentations for your lessons, lectures, speeches or business
presentations using PowerPoint. Adding animations and effects to PowerPoint slides Using 3D and cinematic transitions to spice
up your presentations Using Excel to create spreadsheets that analyse, present and manipulate data Creating Excel charts,
graphs, pivot tables, functions and formulas The basics of Microsoft Access databases Keeping in touch with friends, family and
colleagues using Outlook Maintaining calendars and keeping appointments with Outlook Taking notes with OneNote and more...
Unlike other books and manuals that assume a computing background not possessed by beginners, Essential Office 365 tackles
the fundamentals of Microsoft Office, so that everyone from students, to senior citizens, to home users pressed for time, can
understand. So, if you’re looking for an Office manual, a visual book, simplified tutorial, dummies guide, or reference, Essential
Office 365 will help you maximize the potential of Microsoft Office to increase your productivity, and help you take advantage of the
digital revolution.
ILLUSTRATED MICROSOFT OFFICE 365 & EXCEL 2016: INTERMEDIATE engages both computer rookies and hot shots as this
edition guides readers in mastering both basic and more advanced Microsoft Office and Excel 2016 skills quickly and efficiently.
Praised for its concise, focused approach and user-friendly format, this book, like all others in the Illustrated Series, incorporates a
hallmark two-page layout that allows readers to see an entire task in one view. Each presentation is easy to follow with Learning
Outcomes that outline the skills covered in each lesson and larger full-color screens that reflect exactly what readers should see
on their own computers. Each module begins with a brief overview of the lesson’s principles and introduces a case study for
further application. Important Notice: Media content referenced within the product description or the product text may not be
available in the ebook version.
Present the computer concepts and Microsoft Office 2013 skills perfect for your Introduction to Computing course with the latest
ENHANCED COMPUTER CONCEPTS AND MICROSOFT OFFICE 2013 ILLUSTRATED. This all-in-one book makes the
computer concepts and skills your students need to know easily accessible. Key application skills are clearly demonstrated using
the user-friendly two-page spread found in the popular Microsoft Office 2013 Illustrated Introductory, First Course. Today’s most
up-to-date technology developments and concepts are clarified using the distinctive step-by-step approach from the Computer
Concepts Illustrated Brief book. This edition highlights updated Office 365 content with Integrated Applications Projects and a
Student Success Guide. Important Notice: Media content referenced within the product description or the product text may not be
available in the ebook version.
ILLUSTRATED MICROSOFT OFFICE 365 & WORD 2016: INTERMEDIATE engages both computer rookies and hot shots as this
edition guides readers in mastering both basic and more advanced Microsoft Word 2016 skills quickly and efficiently. Praised for
its concise, focused approach and user-friendly format, this book, like all others in the Illustrated Series, incorporates a hallmark
two-page layout that allows readers to see an entire task in one view. Each presentation is easy to follow with Learning Outcomes
that outline the skills covered in each lesson and larger full-color screens that reflect exactly what readers should see on their own
computers. Each module begins with a brief overview of the lesson’s principles and introduces a case study for further application.
Important Notice: Media content referenced within the product description or the product text may not be available in the ebook
version.
This is learning made easy. Get more done quickly with Office 2019. Jump in wherever you need answers - brisk lessons and colorful
screenshots show you exactly what to do, step by step. Covers Word, Excel, PowerPoint and Outlook Format Word documents for maximum
visual impact Build powerful, reliable Excel workbooks for analysis and reporting Prepare highly effective PowerPoint presentations Use
Outlook to organize your email, calendar, and contacts Includes downloadable practice files
The quick way to learn Microsoft Word, Excel, PowerPoint, and OneNote for iPad! This is learning made easy. Get productive fast with every
Office for iPad app--plus OneNote, too! Jump in wherever you need answers--brisk lessons and colorful screen shots show you exactly what
to do, step by step. Quickly create Word documents by tapping, typing, or dictating Organize and design professional documents of all kinds
Visually analyze information in tables, charts, and PivotTables Deliver highly effective presentations in PowerPoint straight from your iPad
Save and send PDFs, with or without Office 365 Use OneNote to capture and share everything from text to iPad photos Now in full color!
Easy lessons for essential tasks Big full-color visuals Skill-building practice files Download your Step by Step practice files at:
http://aka.ms/iPadOfficeSBS/files
Now students can master the nuances of Microsoft Office quickly with ILLUSTRATED MICROSOFT OFFICE 2019 & OFFICE 365
ADVANCED, part of today's popular Illustrated Series. This focused, user-friendly approach uses a proven two-page layout that allows
students to work through an entire task without turning the page. Clear Learning Outcomes outline the skills for each lesson, while large fullcolor screen images reflect exactly what students see on their own computers. Each module begins with a brief overview of the principles
covered in the lesson and introduces a real-world case scenario to engage students and reinforce critical skills to make them successful in
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their educational and professional careers. In addition, MindTap and updated SAM (Skills Assessment Manager) online resources are
available to guide additional study and ensure successful results. Important Notice: Media content referenced within the product description
or the product text may not be available in the ebook version.
Microsoft Office 365 & Word 2019 Comprehensive
Both computer rookies and pros can thoroughly master Microsoft Word 2016 applications quickly and efficiently with ILLUSTRATED
MICROSOFT OFFICE 365 & WORD 2016: COMPREHENSIVE. Skills are accessible and easy to follow with a hallmark two-page layout that
allows readers to see an entire task without turning the page. Using a concise, focused approach and user-friendly format, this book
incorporates Learning Outcomes that outline the Microsoft Word 2016 skills addressed in each lesson. Larger full-color images reflect exactly
what readers should see on their own computer screens. Each module begins with a brief overview of the principles of the lesson and
introduces an updated case study for further application to ensure readers gain a full understanding of Microsoft Word 2016. Important
Notice: Media content referenced within the product description or the product text may not be available in the ebook version.
Now students can master the nuances of Microsoft Office quickly with ILLUSTRATED MICROSOFT OFFICE 365 & WORD 2019
COMPREHENSIVE, part of today's popular Illustrated Series. This focused, user-friendly approach uses a proven two-page layout that allows
students to work through an entire task without turning the page. Clear Learning Outcomes outline the skills for each lesson, while large fullcolor screen images reflect exactly what students see on their own computers. Each module begins with a brief overview of the principles
covered in the lesson and introduces a real-world case scenario to engage students and reinforce critical skills to make them successful in
their educational and professional careers. In addition, MindTap and updated SAM (Skills Assessment Manager) online resources are
available to guide additional study and ensure successful results.
Both computer rookies and hot shots can master Microsoft Word 2016 applications quickly and efficiently with ILLUSTRATED MICROSOFT
OFFICE 365 & WORD 2016: INTRODUCTORY. Skills are accessible and easy to follow with a hallmark two-page layout that allows readers
to see an entire task without turning the page. Using a concise, focused approach and user-friendly format, this book incorporates Learning
Outcomes that outline the Word 2016 skills addressed in each lesson. Larger full-color images reflect exactly what readers should see on
their own computer screens. Each module begins with a brief overview of the principles of the lesson and introduces an updated case study
for further application. Important Notice: Media content referenced within the product description or the product text may not be available in
the ebook version.

Both computer rookies and hot shots can master Microsoft Office and Excel 2016 applications quickly and efficiently with
ILLUSTRATED MICROSOFT OFFICE 365 & Excel 2016: INTRODUCTORY. Skills are accessible and easy to follow with
a hallmark two-page layout that allows readers to see an entire task without turning the page. Using a concise, focused
approach and user-friendly format, this book incorporates Learning Outcomes that outline the skills addressed in each
lesson. Larger full-color images reflect exactly what readers should see on their own computer screens. Each module
begins with a brief overview of the principles of the lesson and introduces an updated case study for further application.
Important Notice: Media content referenced within the product description or the product text may not be available in the
ebook version.
The deepest reference on Microsoft’s productivity service Office 365 offers the same productivity power as past versions
of Microsoft Office along with tools designed to boost collaboration in the workplace and instant access to the latest
Office updates without buying a whole new software package. It’s an ideal solution for both the office and home use. The
author of the bestselling Office All-in-One For Dummies shares his advice on how to navigate the nuts and bolts of
getting things done with Office 365. Look inside for step-by-step instructions on Excel, Outlook, Word, PowerPoint,
Access, and OneNote along with a dive into the cloud services that come with Office 365. Access Office 365 Make sense
of common Office tasks Use Excel, Word, outlook, PowerPoint and more Take advantage of 365 online services If you’re
a home or business user interested in having a complete reference on the suite, this book has you covered.
Master the Microsoft Office 2016 skills necessary for success in any medical office or health-related career with the new,
reader-friendly ILLUSTRATED MICROSOFT OFFICE 2016 FOR MEDICAL PROFESSIONALS. This dynamic, visually
focused book introduces the most important skills within Microsoft Office 2013 using step-by-step instructions and vibrant
clear visuals. Readers examine actual medical examples and complete timely projects. Intriguing case studies related to
today’s medical industry prepare readers to meet contemporary medical office challenges. Beginner or experienced
users will find ILLUSTRATED MICROSOFT OFFICE 365 & 2016 FOR MEDICAL PROFESSIONALS filled with relevant
information that’s essential now and ideal for long-term reference in any office administration, medical assisting, or
health care career. Important Notice: Media content referenced within the product description or the product text may not
be available in the ebook version.
Both computer rookies and pros can master Microsoft Office 2016 applications quickly and efficiently with this new book
in the popular Illustrated Series -- ILLUSTRATED MICROSOFT OFFICE 365 & Office 2016: FUNDAMENTALS. Using a
concise, focused approach and user-friendly format, the Illustrated Series features a hallmark two-page layout that allows
the reader to see an entire task without turning the page. Skills are accessible and easy to follow with Learning
Outcomes that outline the key concepts in each lesson. Larger full-color images reflect exactly what readers should see
on their own computer screens. Each module begins with a brief overview of the principles of the lesson and introduces
an updated case study for further application. Readers can count on ILLUSTRATED MICROSOFT OFFICE 365 & Office
2016: FUNDAMENTALS to perfect the skills they need now and on the job. Important Notice: Media content referenced
within the product description or the product text may not be available in the ebook version.
Everything you need to get productive in the Cloud with Office 365 With 70 million users worldwide, Microsoft Office 365
combines the familiar Office desktop suite with cloud-based versions of Microsoft’s next-generation communications and
collaboration services. It offers many benefits including security, reliability, compatibility with other products, over-the-air
updates in the cloud that don't require anything from the user, single sign on for access to everything right away, and so
much more. Office 365 For Dummies offers a basic overview of cloud computing and goes on to cover Microsoft cloud
solutions and the Office 365 product in a language you can understand. This includes an introduction to each component
which leads into topics around using each feature in each application. Get up to speed on instant messaging Use audio,
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video, and web conferencing Get seamless access to the Office suite with Office Web apps Access information
anywhere, anytime Office 365 is the key to office productivity — and now you can put it to use for you!
Loved for its visual and flexible approach to building computer skills, the ILLUSTRATED COURSE GUIDE: MICROSOFT
OFFICE 365 & WORD 2016: ADVANCED is the ideal resource for mastering complex and advanced Microsoft Word
2016, regardless of experience level. Each two-page spread focuses on a single skill, ensuring that information is easy to
follow and absorb. The ILLUSTRATED COURSE GUIDE divides important Microsoft Word 2016 concepts and skills into
three manageable levels -- Introductory, Intermediate, and Advanced -- making it perfect for mastering the skills needed
in any learning environment. Important Notice: Media content referenced within the product description or the product text
may not be available in the ebook version.
Master the Microsoft Word 2016 skills essential for success in today’s medical office or health-related career with
ILLUSTRATED MICROSOFT OFFICE 365 & WORD 2016 FOR MEDICAL PROFESSIONALS. This reader-friendly book
introduces Microsoft Word 2016 using a clear step-by-step format and visually focused approach. Readers examine
actual medical examples and complete timely projects. An intriguing case study related to the medical industry prepares
readers to meet contemporary medical office challenges. Beginning or experienced computer users benefit from the
book’s straightforward approach and ongoing value as a reference tool. ILLUSTRATED MICROSOFT WORD 2016 FOR
MEDICAL PROFESSIONALS ensures readers quickly develop the critical Word skills necessary to support a front or
back office of a clinic, hospital, or medical practice with great success. Important Notice: Media content referenced within
the product description or the product text may not be available in the ebook version.
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