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3-in-1 MICROSOFT WORD, POWERPOINT AND EXCEL 2010 – A COMPLETE GUIDE is a book
written in simple words with rich content. It covers extensively, Microsoft Word, Microsoft PowerPoint and
Microsoft Excel. It follows a step by step method, with easy practical illustrations, to help a person who is
new to these Microsoft Office packages have a firm grip on how to use them. In this book, part of what you
will learn in Microsoft Word includes: • The basics of understanding the Microsoft Word environment • How
to type and format your work • How to insert tables, charts, images, word art etc. • How to set your page and
paper sizes to suit your work • How to add artistic page borders • How to set an automatic table of content
that links directly to where the heading is discussed in your document, • Every possible keyboard shortcut to
enable the reader master and perform his tasks with ease In Microsoft PowerPoint, what you will learn
includes: • How to design your presentation • How to add transitions and animations to your presentation •
How to run a slideshow In Microsoft Excel, you will primarily learn – • How to do basic calculations in
Excel using operators • How to do more complex calculations using functions/formulars such as – the
summation function, the average/mean function, the product function, the mode and median function, the
sine, cosine and tangent function, the square root function and the logarithm function for base ten and other
bases. • How to format a cell • How to insert and format a chart All explanations and steps are guided with
pictorial illustrations and in simple English such that you can easily understand and perform any task related
to Microsoft Word, PowerPoint or Excel.
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From reader reviews:

Eva Byrd:

Inside other case, little folks like to read book 3-IN-1 Microsoft Word, Powerpoint and Excel 2010: A
Complete Guide. You can choose the best book if you'd prefer reading a book. Providing we know about
how is important a new book 3-IN-1 Microsoft Word, Powerpoint and Excel 2010: A Complete Guide. You
can add information and of course you can around the world by the book. Absolutely right, simply because
from book you can know everything! From your country till foreign or abroad you can be known. About
simple thing until wonderful thing you could know that. In this era, we are able to open a book or maybe
searching by internet unit. It is called e-book. You may use it when you feel fed up to go to the library. Let's
study.

Edward Brown:

Now a day people that Living in the era just where everything reachable by match the internet and the
resources inside can be true or not require people to be aware of each information they get. How many
people to be smart in having any information nowadays? Of course the answer is reading a book. Examining
a book can help persons out of this uncertainty Information especially this 3-IN-1 Microsoft Word,
Powerpoint and Excel 2010: A Complete Guide book since this book offers you rich info and knowledge. Of
course the data in this book hundred per cent guarantees there is no doubt in it you probably know this.

Wanda Sousa:

Reading a book tends to be new life style within this era globalization. With reading you can get a lot of
information that may give you benefit in your life. Having book everyone in this world could share their
idea. Guides can also inspire a lot of people. A great deal of author can inspire their own reader with their
story as well as their experience. Not only situation that share in the guides. But also they write about
advantage about something that you need instance. How to get the good score toefl, or how to teach your
children, there are many kinds of book which exist now. The authors nowadays always try to improve their
proficiency in writing, they also doing some analysis before they write for their book. One of them is this 3-
IN-1 Microsoft Word, Powerpoint and Excel 2010: A Complete Guide.

Ronna Rutledge:

The book with title 3-IN-1 Microsoft Word, Powerpoint and Excel 2010: A Complete Guide contains a lot of
information that you can study it. You can get a lot of advantage after read this book. That book exist new
expertise the information that exist in this reserve represented the condition of the world at this point. That is
important to yo7u to learn how the improvement of the world. This specific book will bring you in new era
of the syndication. You can read the e-book on your smart phone, so you can read this anywhere you want.
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