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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:
Sandra Phillips:

Why don't make it to be your habit? Right now, try to ready your time to do the important action, like
looking for your favorite reserve and reading a reserve. Beside you can solve your problem; you can add
your knowledge by the reserve entitled Microsoft Office 2010 QuickSteps. Try to make the book Microsoft
Office 2010 QuickSteps as your close friend. It meansthat it can for being your friend when you sense alone
and beside that course make you smarter than in the past. Y eah, it is very fortuned for you. The book makes
you considerably more confidence because you can know everything by the book. So , let us make new
experience in addition to knowledge with this book.

Sharon Wilson:

Have you spare time for just a day? What do you do when you have much more or little spare time? Y es, you
can choose the suitable activity with regard to spend your time. Any person spent their own sparetimeto
take a go walking, shopping, or went to the particular Mall. How about open or read a book called Microsoft
Office 2010 QuickSteps? Maybe it is to become best activity for you. Y ou already know beside you can
spend your time with the favorite's book, you can wiser than before. Do you agree with its opinion or you
have other opinion?

Fred Nelson:

Now aday individuals who Living in the era everywhere everything reachable by talk with the internet and
the resources inside can be true or not demand people to be aware of each info they get. How alot more to be
smart in acquiring any information nowadays? Of course the reply is reading a book. Looking at a book can
help individuals out of this uncertainty Information specifically this Microsoft Office 2010 QuickSteps book
since this book offers you rich info and knowledge. Of course the datain this book hundred per cent



guarantees there is no doubt in it as you know.

Frances Coffey:

Don't be worry in case you are afraid that this book may filled the space in your house, you could haveit in
e-book technigque, more simple and reachable. This Microsoft Office 2010 QuickSteps can give you alot of
close friends because by you checking out this one book you have matter that they don't and make a person
more like an interesting person. This kind of book can be one of one step for you to get success. This
publication offer you information that perhaps your friend doesn't learn, by knowing more than some other
make you to be great individuals. So , why hesitate? Let us have Microsoft Office 2010 QuickSteps.
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