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presented step-by-step, using carefully annotated, full-color screenshots, all numbered so you ll never get lost
or confused. Everything s clearly organized in modular, self-contained chapters that ll help you get great
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with Windows users, McFedries covers all you ll need to know. Throughout, he o?ers helpful tips, lists,
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want instant answers for maximum productivity, here they are! * Master core skills you can use in every O?ice
2016 for Mac program * Quickly create visual documents with advanced formatting and graphics * Build
complex documents with columns, footnotes, headers, and tables * Enter and organize Excel data more
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slide shows with animations and transitions * Use Outlook...
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