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Office 2016 For Dummies (9781119293477) was previously published as Office 2016 For Dummies
(9781119077374). While this version features a new Dummies cover and design, the content is the same as
the prior release and should not be considered a new or updated product.

The bestselling Microsoft Office book of all time

Packed with straightforward, friendly instruction, this updated edition of the bestselling Microsoft Office
book gets you thoroughly up to speed on the latest version of the industry standard for office productivity
suites. In no time, Office 2016 For Dummies will help you become a whiz at Word, take your Excel skills to
new heights, add pizzazz to your PowerPoint presentations, and make every part of your work day more
organized and productive.

Following alongside approachable, plain-English explanations, you'll quickly discover how to type, format
text, and design documents in Word; navigate and edit spreadsheets, create formulas, and analyze data in
Excel; configure email, store contacts, organize tasks, and schedule your time with Outlook; create and edit
well-designed and crowd-pleasing PowerPoint presentations; and design, edit, and modify an Access
database. Even if the mere thought of working with Microsoft Office makes you nervous, this fun and
friendly guide makes it easy.

Helps you make sense of word processing, email, presentations, data management and analysis, and much●

more
Covers the five main Office applications: Word, Excel, PowerPoint, Outlook, and Access●

Walks you through the new features of Microsoft Office 2016●

Written by a veteran author who has written more than 20 For Dummies books, which account for more●

than three million books in print

If you're an uninitiated user looking to make the most of this powerful suite of applications, this hands-on,
friendly guide is the key to your brand new Office!
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From reader reviews:

Carrie Freeman:

This Office 2016 For Dummies tend to be reliable for you who want to be described as a successful person,
why. The main reason of this Office 2016 For Dummies can be on the list of great books you must have is
definitely giving you more than just simple examining food but feed an individual with information that
possibly will shock your before knowledge. This book is definitely handy, you can bring it all over the place
and whenever your conditions in e-book and printed kinds. Beside that this Office 2016 For Dummies giving
you an enormous of experience like rich vocabulary, giving you tryout of critical thinking that we know it
useful in your day action. So , let's have it and enjoy reading.

Christopher Sanchez:

Precisely why? Because this Office 2016 For Dummies is an unordinary book that the inside of the guide
waiting for you to snap this but latter it will zap you with the secret this inside. Reading this book alongside
it was fantastic author who also write the book in such wonderful way makes the content inside of easier to
understand, entertaining means but still convey the meaning totally. So , it is good for you because of not
hesitating having this nowadays or you going to regret it. This excellent book will give you a lot of rewards
than the other book include such as help improving your proficiency and your critical thinking method. So ,
still want to hold off having that book? If I have been you I will go to the e-book store hurriedly.

Fred Garza:

This Office 2016 For Dummies is great guide for you because the content and that is full of information for
you who also always deal with world and also have to make decision every minute. This kind of book reveal
it info accurately using great manage word or we can point out no rambling sentences inside. So if you are
read that hurriedly you can have whole information in it. Doesn't mean it only provides you with straight
forward sentences but challenging core information with wonderful delivering sentences. Having Office
2016 For Dummies in your hand like finding the world in your arm, facts in it is not ridiculous just one. We
can say that no book that offer you world throughout ten or fifteen minute right but this e-book already do
that. So , this can be good reading book. Hi Mr. and Mrs. stressful do you still doubt this?

Lester Gibbons:

What is your hobby? Have you heard in which question when you got pupils? We believe that that question
was given by teacher for their students. Many kinds of hobby, All people has different hobby. Therefore you
know that little person including reading or as examining become their hobby. You must know that reading
is very important along with book as to be the thing. Book is important thing to incorporate you knowledge,
except your current teacher or lecturer. You get good news or update with regards to something by book.
Many kinds of books that can you decide to try be your object. One of them is niagra Office 2016 For
Dummies.
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