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provided aEer the shipment.Paperback. Pages Number: 391 Language: Chinese. Publisher: Science Press.
Microsoft Office is the office automation software produced by Microsoft. the most widely used word processing
soEware Word form creation soEware Excel and presentation authoring soEware PowerPoint. Word for word
processing and document layout. and is widely used in document write. document production. desktop
publishing and other fields. Excel can be a variety of data processing. statistics and analysis. has been widely
used in the field of marketing. administrative. secretarial. human resources. financial accounting. the company
management. PowerPoint presentation for the production. is widely used in speech. teaching. Products. and
other fields. This book is for the upgrade of the best-selling books. based on the O?ice 2010 version for
beginners. O?ice 2010. Word 2010. in Excel 2010. PowerPoint 2010 three major components of the basic
knowledge. methods of operation and use of skills omnidirectional designed from scratch. skilled operation and
ultimately ease the application of learning. Kong Xiangdong Code O?ice2010 from novice to expert (with CD-
ROM to upgrade to version 2) I start from the basics of O?ice 2010 and basic operation. until Word. Excel.
PowerPoint three components interoperate. The book has 18 chapters divided into five parts. Part 1. Chapter 1.
Quick Start. Word. Excel. PowerPoint three components is similar in operation to allow readers to learn by
analogy: Part 2 Word part. that is 2-6. Word2010 of the functions and operations. including photo-text. tables
and charts of the application for entry. editing. and set the text content of the document. page setup and print
the contents of the output. and e?icient o?ice skills using Word ; the first three parts of the Excel section 7 to
Chapter 12....
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