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Learn the new Office 2016 suite and Office 365 the easy way. 

Now in full color, this guide explores...

Upgrading to Office 2016 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:

Jason Nunez:

Book is to be different for every grade. Book for children till adult are different content. As it is known to us
that book is very important normally. The book Essential Office 365 (Computer Essentials) seemed to be
making you to know about other knowledge and of course you can take more information. It is quite
advantages for you. The publication Essential Office 365 (Computer Essentials) is not only giving you
considerably more new information but also being your friend when you really feel bored. You can spend
your spend time to read your guide. Try to make relationship with all the book Essential Office 365
(Computer Essentials). You never truly feel lose out for everything when you read some books.

Sylvia Cunningham:

The feeling that you get from Essential Office 365 (Computer Essentials) is a more deep you rooting the
information that hide inside words the more you get interested in reading it. It doesn't mean that this book is
hard to know but Essential Office 365 (Computer Essentials) giving you buzz feeling of reading. The article
writer conveys their point in specific way that can be understood by simply anyone who read it because the
author of this book is well-known enough. This kind of book also makes your own vocabulary increase well.
Making it easy to understand then can go together with you, both in printed or e-book style are available. We
recommend you for having that Essential Office 365 (Computer Essentials) instantly.

Carlee Smith:

The book Essential Office 365 (Computer Essentials) will bring you to definitely the new experience of
reading some sort of book. The author style to clarify the idea is very unique. In case you try to find new
book to learn, this book very ideal to you. The book Essential Office 365 (Computer Essentials) is much
recommended to you to see. You can also get the e-book through the official web site, so you can more
readily to read the book.

Cindy Mattis:

Spent a free a chance to be fun activity to complete! A lot of people spent their free time with their family, or
their particular friends. Usually they performing activity like watching television, likely to beach, or picnic
from the park. They actually doing ditto every week. Do you feel it? Do you want to something different to
fill your personal free time/ holiday? Could be reading a book might be option to fill your totally free time/
holiday. The first thing that you will ask may be what kinds of reserve that you should read. If you want to
try look for book, may be the publication untitled Essential Office 365 (Computer Essentials) can be fine
book to read. May be it may be best activity to you.
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