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The quick way to learn Micraosoft Word 2016!

Thisislearning made easy. Get more done quickly with Word 2016. Jump in
wherever you need answers--brisk lessons and colorful screenshots show you
exactly what to do, step by step.

Get easy-to-follow guidance from a certified Microsoft Office Specialist
Master

Learn and practice new skills while working with sample content, or look
up specific procedures

Create visually appealing documents for school, business, community, or
persona purposes

Use built-in tools to capture and edit graphics

Present data in tables, diagrams, and charts

Track and compile reference materials

M anage document collaboration and review

Fix privacy, accessibility, and compatibility issues

Supercharge your efficiency by creating custom styles, themes, and
templates
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Thisislearning made easy. Get more done quickly with Word 2016. Jump in wherever you need answers--
brisk lessons and colorful screenshots show you exactly what to do, step by step.

¢ Get easy-to-follow guidance from a certified Microsoft Office Speciaist Master

¢ Learn and practice new skills while working with sample content, or look up specific procedures
o Create visualy appealing documents for school, business, community, or personal purposes

¢ Use built-in tools to capture and edit graphics

o Present datain tables, diagrams, and charts

o Track and compile reference materials

¢ Manage document collaboration and review

o Fix privacy, accessibility, and compatibility issues

¢ Supercharge your efficiency by creating custom styles, themes, and templates
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Editorial Review

About the Author

Joan Lambert has worked closely with Microsoft technologies since 1986, and in the training and
certification industry since 1997. As President and CEO of Online Training Solutions, Inc. (OTSI), Joan
guides the trandlation of technical information and requirements into useful, relevant, and measurable
resources for people who are seeking certification of their computer skills or who simply want to get things
done efficiently.

Joan is the author or coauthor of more than three dozen books about Windows and Office (for Windows,
Mac, and iPad), video-based training courses for SharePoint and OneNote, and three generations of
Microsoft Office Specialist certification study guides.

Joan is aMicrosoft Certified Professional, Microsoft Certified Trainer, Microsoft Office Specialist Master
(for al Office versions since Office 2007), Microsoft Certified Technology Specialist (for Windows and
Windows Server), Microsoft Certified Technology Associate (for Windows), and Microsoft Dynamics
Specidlist.

Joan currently livesin asmall town in Texas with her simply divine daughter, Trinity; an ever-growing
menagerie of dogs, cats, and fish; and the DelL onghi Gran Dama super-automatic espresso machine that runs
the house.

Users Review
From reader reviews:
Jose Goodell:

Reading a book can be one of alot of task that everyone in the world likes. Do you like reading book
therefore. There are alot of reasons why people like it. First reading a publication will give you alot of new
facts. When you read a e-book you will get new information since book is one of various waysto share the
information or their idea. Second, reading through a book will make you actually more imaginative. When
you looking at a book especially hype book the author will bring you to imagine the story how the people do
it anything. Third, you are able to share your knowledge to other individuals. When you read this Microsoft
Word 2016 Step By Step, you can tells your family, friends as well as soon about yours guide. Y our
knowledge can inspire different ones, make them reading areserve.

Willie L etchworth:

The publication untitled Microsoft Word 2016 Step By Step is the book that recommended to you to study.

Y ou can see the quality of the book content that will be shown to anyone. The language that article author
use to explained their way of doing something is easily to understand. The copy writer was did alot of
analysis when write the book, and so the information that they share to you is absolutely accurate. Y ou aso
could possibly get the e-book of Microsoft Word 2016 Step By Step from the publisher to make you far more
enjoy freetime.



GeneTaylor:

Exactly why? Because this Microsoft Word 2016 Step By Step is an unordinary book that the inside of the
guide waiting for you to snap it but latter it will distress you with the secret it inside. Reading this book
alongside it was fantastic author who have write the book in such wonderful way makes the content inside of
easier to understand, entertaining technique but still convey the meaning completely. So , it isgood for you
because of not hesitating having this anymore or you going to regret it. This unigue book will give you alot
of rewards than the other book include such as help improving your skill and your critical thinking approach.
S0, still want to hesitate having that book? If | were being you | will go to the book store hurriedly.

Issac Molina;

Y our reading 6th sense will not betray anyone, why because this Microsoft Word 2016 Step By Step e-book
written by well-known writer we are excited for well how to make book which can be understand by anyone
who have read the book. Written inside good manner for you, leaking every ideas and composing skill only
for eliminate your persona hunger then you still uncertainty Microsoft Word 2016 Step By Step as good
book not merely by the cover but also from the content. Thisis one publication that can break don't ascertain
book by its handle, so do you still needing one more sixth sense to pick this kind of!? Oh come on your
looking at sixth sense aready told you so why you have to listening to a different sixth sense.
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