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Whether you're upgrading from a previous version or using it for the very first time, this book will
guide you through the new Office Suite one step at a time, to help you understand the software more
quickly and easily! 

Great for beginners, a basic computing class, or as an update.●

Step-by-step, visual approach to help you quickly master Microsoft Office●

Plenty of full color, illustrated screenshots and photographs to help you●

Presented in an easy and simple to read format, written in jargon free English●

Updated for the new Office 2016 Suite, and in full color, here's what you'll learn...

Upgrading to Office 365 and notable new features ●

Getting started with Office Online using Sway, Docs, OneDrive, Mail & Calendar ●

Constructing professional looking documents with Word 2016 ●

Adding and using graphics, photographs and clipart ●

Changing fonts, creating tables, graphs and formatting text ●

Creating presentations for your lessons, lectures, speeches or business presentations using PowerPoint●

2016 
Adding animations and effects to PowerPoint slides ●

Using Excel 2016 to create spreadsheets that analyse, present and manipulate data. ●

Creating Excel charts, graphs, functions and formulas ●

The basics of Microsoft Access databases ●

Keeping in touch with friends, family and colleagues using Microsoft Outlook 2016 ●

Maintaining calendars and keeping appointments with Outlook. ●

Taking notes with OneNote and more...●

Clear instruction, and easy-to-follow tutorials with illustrated photographs, graphics and screen prints, guide
you through the procedures every step of the way. 

If you want to get up and running quickly and easily with the new Office 2016 suite and Office 365, this is
the guide you need.
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From reader reviews:

Alexander Ratcliff:

The experience that you get from Essential Office 365 (Computer Essentials) is a more deep you digging the
information that hide inside the words the more you get thinking about reading it. It doesn't mean that this
book is hard to understand but Essential Office 365 (Computer Essentials) giving you thrill feeling of
reading. The copy writer conveys their point in specific way that can be understood by means of anyone who
read the idea because the author of this reserve is well-known enough. That book also makes your own
vocabulary increase well. Therefore it is easy to understand then can go along, both in printed or e-book style
are available. We suggest you for having this specific Essential Office 365 (Computer Essentials) instantly.

Richard Pease:

This Essential Office 365 (Computer Essentials) usually are reliable for you who want to certainly be a
successful person, why. The explanation of this Essential Office 365 (Computer Essentials) can be among
the great books you must have will be giving you more than just simple reading through food but feed an
individual with information that maybe will shock your prior knowledge. This book is definitely handy, you
can bring it just about everywhere and whenever your conditions at e-book and printed ones. Beside that this
Essential Office 365 (Computer Essentials) giving you an enormous of experience such as rich vocabulary,
giving you test of critical thinking that we all know it useful in your day action. So , let's have it and enjoy
reading.

Maria Casillas:

Reading can called mind hangout, why? Because if you find yourself reading a book particularly book
entitled Essential Office 365 (Computer Essentials) your head will drift away trough every dimension,
wandering in each aspect that maybe unfamiliar for but surely can be your mind friends. Imaging every
single word written in a guide then become one type conclusion and explanation that will maybe you never
get just before. The Essential Office 365 (Computer Essentials) giving you another experience more than
blown away the mind but also giving you useful information for your better life in this era. So now let us
explain to you the relaxing pattern at this point is your body and mind is going to be pleased when you are
finished examining it, like winning a casino game. Do you want to try this extraordinary wasting spare time
activity?

Armida Shipman:

What is your hobby? Have you heard that question when you got students? We believe that that issue was
given by teacher to their students. Many kinds of hobby, Everyone has different hobby. And you know that
little person including reading or as reading become their hobby. You must know that reading is very
important and also book as to be the factor. Book is important thing to provide you knowledge, except your
own teacher or lecturer. You will find good news or update concerning something by book. A substantial
number of sorts of books that can you take to be your object. One of them are these claims Essential Office
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