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version 1. A comprehensive and systematic introduction to the manual assembly in the Office Word. Excel.
PowerPoint. Access. Outlook and other office software application examples of exciting . Manual is divided into
eight chapters. each introduced methods and techniques to use Word. Word graph operation and layout
design. Word in the work and life applications. Excel's use and operation. Excel functions and charts
application. Excel in Office Applications . PowerPoint Applications. Office of other components (Access. Outlook.
etc.) applications. Examples of mass action by learning to master the skills of the software techniques to help
readers get started making a timely example effect. is a rare. more practical. more comprehensive. more
classic examples of the production Daquan. This manual uses the all instances of teaching and the combination
of multimedia CD-ROM form. the knowledge of the principles of software. operational processes. applications.
examples of organically combine in simple language. visual images. step by step procedure. detailed to explain
the whole process of computer operation. and interspersed them to explain. prompt. pay attention to skills
coaching. tried to be systematic. comprehensive. intuitive. illustrated by such forms of teaching. so that the
reader step by step operation to a school will be. will the be able to use. apply their knowledge purposes. This
manual is for beginners and advanced computer office who read for computer office workers. sales staff.
clerical. staff. financial officers. management personnel and other office automation hope readers learn to use
Office. but also can serve as the relevant professional institutions of higher learning and supporting
community-related training materials. Contents: Chapter 1 Word instances of the use...
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