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Laminated quick reference card showing step-by-step instructions and shortcuts
for how to use features of Microsoft Office 2016 (Windows Version) that are
common to Word, Excel & PowerPoint. Written with Beezix's trademark focus
on clarity, accuracy, and the user's perspective, this guide will be a valuable
resource to improve your proficiency in using Microsoft Office 2016. This guide
is suitable as a training handout, or simply an easy to use reference guide, for any
type of user.

Great companion product to Word 2016 (ISBN 978-1939791917); Excel 2016
(ISBN 978-1939791924); PowerPoint 2016 (ISBN 978-1939791931),
Introduction Guides.

The following topics are covered:

 The Excel, Word, PowerPoint Start Screen
Signing in to an Online Account
Using the Ribbon
Using the Quick Access Toolbar
Using the File Menu: Creating, Opening, Saving, Previewing & Printing
Documents
Using the Status Bar to Zoom and Change Views
Using the Shortcut Menu
Undoing/Redoing/Repeating Actions
Optimizing for Touch
Inserting/Deleting Text
Selecting Text, Shapes, or Cells
Moving or Copying: Cut, Copy Paste; Drag & Drop
Changing Text Font and Size
Enhancing Text: Bold, Italic
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Formatting with the Mini Toolbar
Changing AutoCorrect Behavior
Adding Pictures
Adding SmartArt
Working with Windows: Switching between Open Windows, Arranging Multiple
Windows
Saving a PDF
Sending a Document as an E-mail Attachment, PDF or Link
File Formats
Getting Answers from Tell Me and Smart Lookup
Compatibility with Previous Versions

Also includes a list of keyboard shortcuts common to Word, Excel &
PowerPoint.
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Editorial Review

About the Author
Beezix has been publishing quick reference computer guides for trainers, training companies, corporations,
and individuals across the US and Canada for the past 20 years. Founded by trainers, extensive industry
experience made us aware of the need for a line of high-quality guides that were clear, accurate and concise.
Our cards are designed for casual computer users right through to trainers and help desk staff.

Users Review

From reader reviews:

Grace Moreno:

Have you spare time for a day? What do you do when you have far more or little spare time? Yep, you can
choose the suitable activity intended for spend your time. Any person spent their own spare time to take a
stroll, shopping, or went to the Mall. How about open or perhaps read a book allowed Microsoft Office 2016
Essentials Quick Reference Guide - Windows Version (Cheat Sheet of Instructions, Tips & Shortcuts -
Laminated Card)? Maybe it is to be best activity for you. You realize beside you can spend your time along
with your favorite's book, you can more intelligent than before. Do you agree with it has the opinion or you
have additional opinion?

Melinda Miller:

Reading a reserve can be one of a lot of exercise that everyone in the world loves. Do you like reading book
therefore. There are a lot of reasons why people enjoy it. First reading a book will give you a lot of new
facts. When you read a reserve you will get new information since book is one of several ways to share the
information or their idea. Second, reading a book will make anyone more imaginative. When you studying a
book especially hype book the author will bring someone to imagine the story how the character types do it
anything. Third, you can share your knowledge to other people. When you read this Microsoft Office 2016
Essentials Quick Reference Guide - Windows Version (Cheat Sheet of Instructions, Tips & Shortcuts -
Laminated Card), you can tells your family, friends in addition to soon about yours book. Your knowledge
can inspire average, make them reading a e-book.

Norma Brier:

The reason why? Because this Microsoft Office 2016 Essentials Quick Reference Guide - Windows Version
(Cheat Sheet of Instructions, Tips & Shortcuts - Laminated Card) is an unordinary book that the inside of the
e-book waiting for you to snap this but latter it will shock you with the secret the idea inside. Reading this
book adjacent to it was fantastic author who also write the book in such incredible way makes the content on
the inside easier to understand, entertaining technique but still convey the meaning thoroughly. So , it is good
for you for not hesitating having this any more or you going to regret it. This unique book will give you a lot
of gains than the other book have such as help improving your skill and your critical thinking approach. So ,



still want to postpone having that book? If I ended up you I will go to the guide store hurriedly.

Verna Hibbard:

Some people said that they feel bored when they reading a book. They are directly felt it when they get a half
portions of the book. You can choose typically the book Microsoft Office 2016 Essentials Quick Reference
Guide - Windows Version (Cheat Sheet of Instructions, Tips & Shortcuts - Laminated Card) to make your
own personal reading is interesting. Your skill of reading talent is developing when you similar to reading.
Try to choose simple book to make you enjoy to see it and mingle the sensation about book and looking at
especially. It is to be 1st opinion for you to like to open a book and read it. Beside that the reserve Microsoft
Office 2016 Essentials Quick Reference Guide - Windows Version (Cheat Sheet of Instructions, Tips &
Shortcuts - Laminated Card) can to be your friend when you're sense alone and confuse in doing what must
you're doing of that time.
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