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Microsoft Office is the most widely used productivity software in the world, but most people just know the
basics. This helpful guide gets you started with the programs in Office 2013, and provides lots of power-user
tips and tricks when you’re ready for more. You’ll learn about Office’s new templates and themes,
touchscreen features, and other advances, including Excel’s Quick Analysis tool.

The important stuff you need to know:

Create professional-looking documents. Use Word to craft reports, newsletters, and brochures for the●

Web and desktop.
Stay organized. Set up Outlook to track your email, contacts, appointments, and tasks.●

Work faster with Excel. Determine the best way to present your data with the new Quick Analysis tool.●

Make inspiring presentations. Build PowerPoint slideshows with video and audio clips, charts and●

graphs, and animations.
Share your Access database. Design a custom database and let other people view it in their web browsers.●

Get to know the whole suite. Use other handy Office tools: Publisher, OneNote, and a full range of Office●

Web Apps.
Create and share documents in the cloud. Upload and work with your Office files in Microsoft’s●

SkyDrive.
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From reader reviews:

Helen Velez:

The feeling that you get from Office 2013: The Missing Manual may be the more deep you rooting the
information that hide inside words the more you get thinking about reading it. It doesn't mean that this book
is hard to comprehend but Office 2013: The Missing Manual giving you enjoyment feeling of reading. The
article author conveys their point in specific way that can be understood by means of anyone who read that
because the author of this reserve is well-known enough. That book also makes your own personal
vocabulary increase well. So it is easy to understand then can go along with you, both in printed or e-book
style are available. We propose you for having this Office 2013: The Missing Manual instantly.

Virginia Higgins:

This Office 2013: The Missing Manual usually are reliable for you who want to certainly be a successful
person, why. The reason of this Office 2013: The Missing Manual can be on the list of great books you must
have is actually giving you more than just simple looking at food but feed you with information that possibly
will shock your prior knowledge. This book is definitely handy, you can bring it just about everywhere and
whenever your conditions both in e-book and printed kinds. Beside that this Office 2013: The Missing
Manual forcing you to have an enormous of experience for instance rich vocabulary, giving you trial of
critical thinking that we realize it useful in your day action. So , let's have it and enjoy reading.

Mary Linkous:

The e-book with title Office 2013: The Missing Manual posesses a lot of information that you can
understand it. You can get a lot of profit after read this book. That book exist new understanding the
information that exist in this e-book represented the condition of the world currently. That is important to
yo7u to find out how the improvement of the world. This kind of book will bring you throughout new era of
the glowbal growth. You can read the e-book with your smart phone, so you can read the item anywhere you
want.

Jose Chapman:

Are you kind of stressful person, only have 10 as well as 15 minute in your time to upgrading your mind skill
or thinking skill even analytical thinking? Then you have problem with the book compared to can satisfy
your small amount of time to read it because all of this time you only find reserve that need more time to be
examine. Office 2013: The Missing Manual can be your answer as it can be read by a person who have those
short free time problems.
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