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Step-by-Step, Full-Color Graphics!

Start using Office 2010 right away--the QuickSteps way. Color screenshots and
clear instructions make it easy to ramp up the latest rel ease of Microsoft's
powerful productivity suite. Follow along and quickly learn how to create Word
documents; build Excel spreadsheets; manage Outlook email, contacts, and
schedules; design PowerPoint presentations; and use Office Web Apps. Get up to
speed on Office 2010 in no time with help from this practical, fast-paced guide.

Use these handy guideposts:

- Shortcuts for accomplishing common tasks

- Need-to-know facts in concise narrative

- Helpful reminders or alternate ways of doing things
- Bonus information related to the topic being covered
- Errors and pitfalsto avoid
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Editorial Review
About the Author

Carole Matthews, cocreator of the QuickSteps series, isthe author or coauthor of more than 50 books,
including Microsoft Office PowerPoint 2010 QuickSteps and Microsoft Office Outlook 2010 QuickSteps.

Marty Matthews, cocreator of the QuickSteps series, is the author or coauthor of more than 70 books,
including Microsoft Office Word 2010 QuickSteps and Windows 7 QuickSteps.

John Cronan has more than 30 years of computer experience and has authored or coauthored more than 25
books, including Microsoft Office Excel 2010 QuickSteps and Microsoft Office Access 2010 QuickSteps.

Users Review
From reader reviews:
Shirley Frazier:

In this 21st one hundred year, people become competitive in every single way. By being competitive
currently, people have do something to make them survives, being in the middle of often the crowded place
and natice simply by surrounding. One thing that often many people have underestimated thisfor awhileis
reading. Y eah, by reading a publication your ability to survive increase then having chance to stand up than
other is high. For yourself who want to start reading any book, we give you that Microsoft Office 2010
QuickSteps book as beginning and daily reading publication. Why, because this book is usually more than
just a book.

Karon Hall:

Nowadays reading books be than want or need but also work as alife style. This reading routine give you lot
of advantages. The advantages you got of course the knowledge the rest of the information inside the book
that improve your knowledge and information. The information you get based on what kind of publication
you read, if you want drive more knowledge just go with schooling books but if you want experience happy
read one having theme for entertaining including comic or novel. The Microsoft Office 2010 QuickStepsis
kind of guide which is giving the reader unpredictable experience.

Karen Jude

In this period globalization it isimportant to someone to acquire information. The information will make you
to definitely understand the condition of the world. The condition of the world makes the information better
to share. You can find alot of sourcesto get information example: internet, newspapers, book, and soon.

Y ou will observe that now, alot of publisher that print many kinds of book. Often the book that
recommended to you personally is Microsoft Office 2010 QuickSteps this book consist alot of the



information on the condition of this world now. This specific book was represented so why is the world has
grown up. The vocabulary styles that writer value to explain it is easy to understand. The actual writer made
some study when he makes this book. That's why this book appropriate al of you.

Edward Doucet:

As a college student exactly feel bored to be ableto reading. If their teacher inquired them to go to the
library or to make summary for some guide, they are complained. Just tiny students that has reading's spirit
or real their hobby. They just do what the professor want, like asked to the library. They go to at thistime
there but nothing reading very seriously. Any students feel that examining is not important, boring in
addition to can't see colorful photographs on there. Y eah, it isfor being complicated. Book is very important
in your case. Aswe know that on this era, many ways to get whatever you want. Likewise word says, ways
to reach Chinese's country. So , this Microsoft Office 2010 QuickSteps can make you sense more interested
to read.
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