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with copious screenshots, the focused discussions by topic and tasks make learning a breeze and quickly take
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best-selling author Steve Schwartz, has been extensively rewritten to provide expanded coverage of the core
Office applications: Word, Excel, PowerPoint, and Outlook, provides in-depth instructions on many of the new
features and changes introduced in Office 2011, and offers a thorough introduction to the Office Web Apps.
Coverage of each application is jam-packed with information and tips that not only explain HOW to perform a
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