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The information you need to create a virtual office that can be accessed
anywhere Microsoft Office 365 is a revolutionary technology that allows
individuals and companies of all sizes to create and maintain a virtual office in the
cloud. Featuring familiar Office Professional applications, web apps, Exchange
Online, and Lync Online, Office 365 offers business professionals added
flexibility and an easy way to work on the go. This friendly guide explains the
cloud, how Office 365 takes advantage of it, how to use the various components,
and the many possibilities offered by Office 365. It provides just what you need to
know to get up and running with this exciting new technology. Examines how
Microsoft Office 365 allows individual users and businesses to create a virtual
office in the cloud, enabling workers to access its components anytime and from
anywhere Explains the cloud landscape and how Office 365 uses the technology
to provide instant access to e-mail, documents, calendars, and contacts while
maintaining information security Covers each element of the Office 365 product,
including Office Professional Plus, Exchange Online, SharePoint, and Lync
Online Shows how to take advantage of collaboration, instant messaging,
audio/video conferencing, and online productivity tools In the famous, friendly For
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Dummies way, this handy guide prepares you to get your head in the cloud and
start making the most of Office 365.
Introduce your students to the latest that Microsoft Office has to offer with the
new generation of Shelly Cashman Series books! For the past three decades, the
Shelly Cashman Series has effectively introduced computer skills to millions of
students. With Microsoft Excel 2013, we're continuing our history of innovation by
enhancing our proven pedagogy to reflect the learning styles of today's students.
In this text you'll find features that are specifically designed to engage students,
improve retention, and prepare them for future success. Our trademark step-bystep, screen-by-screen approach now encourages students to expand their
understanding of Microsoft Excel 2013 through experimentation, critical thought,
and personalization. With these enhancements and more, the Shelly Cashman
Series continues to deliver the most effective educational materials for you and
your students. Important Notice: Media content referenced within the product
description or the product text may not be available in the ebook version.
Combining computer concepts material from the best-selling Discovering
Computers and step-by-step instruction on Office applications from Microsoft
Office 2013, DISCOVERING COMPUTERS & MICROSOFT OFFICE 2013: A
FUNDAMENTAL COMBINED APPROACH delivers the best of Shelly Cashman
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Series in one book for your Introduction to Computers course. For the past three
decades, the Shelly Cashman Series has effectively introduced computer skills to
millions of students. We're continuing our history of innovation by enhancing our
proven pedagogy to engage students in more critical thought, personalization,
and experimentation with Office 2013 software. In addition, computer concepts
content has been fully updated and revised to reflect the evolving needs of
Introductory Computing students, and focus solely on what they really need to
know to be successful digital citizens in college and beyond. With these
enhancements and more, the Shelly Cashman Series continues to deliver the
most effective educational materials for you and your students. Important Notice:
Media content referenced within the product description or the product text may
not be available in the ebook version.
Learn quickly and efficiently from a true Excel master using the tried and true
Special Edition Using formula for success. Here, readers will find information
that's undocumented elsewhere--even in Microsoft's own Help systems.
Microsoft SharePoint Technologies: Planning, Design and Implementation
provides an in-depth examination of the tasks involved in planning, designing and
deploying SharePoint in your enterprise. The book examines SharePoint from the
user's perspective, the administrator's perspective, and the application
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developer's perspective and looks at how you can maximize your investment by
integrating SharePoint features with Office 2003 and other enterprise applications
in your environment. The authors are experienced consultants that have helped
many large corporations deploy Microsoft technologies within their enterprise.
This book is filled with practical experience and knowledge gained from working
with customers in the field. * Complete guide to getting the most out of your
SharePoint deployments * Critical techniques for system architects to design and
deploy SharePoint Technologies * Features most important issues for day to day
efficient management and usage * How to customize and extend your SharePoint
environment for your own needs
Provides information on using Microsoft SharePoint to create Office-compatible
Web sites, intranets and portals, and manage business records.
Explains how to maximize the updated integrated software package on a Mac,
including installation, customization, and sharing information.
Explains how to maximize use of Word, Excel, PowerPoint, and Entrourage in the Macintosh
environment, covering installation, power techniques, and under-utilized applications.
The Student-Teacher Edition of Microsoft Office 2003 is the best-selling version of the software
suite, and Special Edition Using Microsoft Office 2003, Student-Teacher Edition is the first
book to tackle it from the perspective of this unique user. The SE Using format will help you
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explore advanced techniques that can save you time and help automate repetitive tasks. You
will be able to increase your productivity in all areas of any one of the Microsoft Office 2003
applications. You'll also learn ways to make them work better together, further increasing your
productivity. Take a look at Microsoft Office 2003 through the eyes of an expert with Special
Edition Using Microsoft Office 2003, Student-Teacher Edition.
Microsoft Office SharePoint Server 2007 has improved and changed dramatically over
previous versions of the product. The capabilities of the platform have expanded greatly with
the inclusion of an automated workflow engine, web content management capabilities, and a
vast number of document management enhancements. However, the value of this tool to an
enterprise will depend primarily on the ability of individuals in the organization to understand
the features and capabilities of the platform and effectively map those to specific business
requirements. This book is designed to mentor and coach business and technical leaders in an
organization on the use of SharePoint to address critical information management problems. It
gives detailed descriptions and illustrations of the product's functionality and also includes
realistic usage scenarios to provide contextual relevance and a personalized learning
experience to the reader. The mission of this book is to provide extensive knowledge to
information workers and site managers that will empower them to become SharePoint
Application champions in the organization. This book should be the premiere handbook of any
active or aspiring SharePoint expert. To complete the exercises in this book, you should have
a basic comfort level using Microsoft Office application to create content and a general
understanding of how to interact with a web site through the browser. This book is intended as
a starting point for any SharePoint 2007 user whether that user has never used SharePoint
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before or has some familiarity with a previous version and just wants to understand the
differences with the new release.
Introduce your students to the latest that Microsoft Office has to offer with the new generation
of Shelly Cashman Series books! For the past three decades, the Shelly Cashman Series has
effectively introduced computer skills to millions of students. With MICROSOFT WORD 2013,
we're continuing our history of innovation by enhancing our proven pedagogy to reflect the
learning styles of today's students. In this text you'll find features that are specifically designed
to engage students, improve retention, and prepare them for future success. Our trademark
step-by-step, screen-by-screen approach now encourages students to expand their
understanding of MICROSOFT WORD 2013 through experimentation, critical thought, and
personalization. With these enhancements and more, the Shelly Cashman Series continues to
deliver the most effective educational materials for you and your students. Important Notice:
Media content referenced within the product description or the product text may not be
available in the ebook version.
This book is aimed for readers who like to know practical aspects of implementing &
maintaining GST Accounts, Statutory Returns filing on GST Portal & various compliance under
GST Acts & Rules. It explains steps of GSTN Portal management & Returns filing with
illustrations of each operational step, in simple language.This book specifically explains
maintenance of GST Accounts with Tally.ERP9, the most popular accounting software of the
country. Comprehensive sets of business scenario illustrated with relevant screen components
and explanation of detailed operational steps are included. Even first time users would be able
to perform the tasks, without any external help.Apart from Business Executives, Owners and
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Accountants and business, Part 4: Assignments (p.592), of the book, containing Quiz, Tests &
Business projects would be useful for aspiring candidates for Accounting jobs in business
organisations, and get prepared for competitive examinations.
Offers access to www.technologybestpractices.com web site containing sample planning
templates, contingency plans, policies, annual inventory worksheet, and Help Desk. Includes
strategic technology planning, and managing and training techniques Shows how to apply
technology tools to improve business.
The seasoned programmer and novice alike find this reference the ideal resource for getting a
project off to the right start. Friendly, practical advice is combined with the latest software in
this ...For Dummies edition. Follow your expert guide through planning, development, testing,
and implementation -- the first steps to your project's success. Then get your hands on
scheduling, assigning resources and estimating costs, and best of all, making your software
happen. The book's CD-ROM includes trial versions of Microsoft Project 2000, Soffrant
TRACK, and Cost Xpert as well as templates and a wealth of other planning tools.

Professional Visual Studio 2005 Tools for Office satisfies the need to write enterprise
software based on Office by delivering practical solutions for those seeking to port
existing functionality to VSTO. The book focuses on code and implementation, not
theory, with code examples presented in both VB and C#. The book is especially
written for enterprise developers - VBA or COM Interop savvy - who need to leverage
the power and productivity of VSTO today. .NET developers seeking to explore VSTO
as a potential solution will also find ample material that suits their needs. This book
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covers VSTO 2005 in detail. The approach focuses on the major components that form
the suite with the exception that InfoPath is not covered. All other components benefit
from an exploration of the key objects that are most likely to be used in common
programming scenarios. This book is organized into chapters that present the building
blocks of VSTO first. Microsoft Excel and its Range objects form the cornerstone of
range manipulation across the VSTO suite. For that reason, the first few chapters
explain these basic concepts. Subsequent chapters use these building blocks as a
starting point so it is important to be familiar with these concepts before skipping to the
back of the book. Once you gain a complete understanding of the Excel Range object
in Chapters 2 and 3, you can apply that knowledge to the remaining chapters. In fact,
Microsoft Word, Charts and Pivot Table manipulation are all based on the Excel Range
object. (VSTO contains a potent charting engine second to none. And this book
explores every facet of charting.) The obvious benefit of this clever architecture is that it
significantly reduces the learning curve for those who wish to adopt this relatively new
technology. And this book is designed to show you how to exploit this architecture.
Product Lifecycle Management (2nd edition) explains what Product Lifecycle
Management (PLM) is, and why it's needed. It describes the environment in which
products are developed, realised and supported, before looking at the basic
components of PLM, such as the product, processes, applications, and people. The
final part addresses the implementation of PLM, showing the steps of a project or
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initiative, and typical activities. This new and expanded edition of Product Lifecycle
Management is fully updated to reflect the many advances made in PLM since the
release of the first edition. It includes descriptions of PLM technologies and examples of
implementation projects in industry. Product Lifecycle Management will broaden the
reader’s understanding of PLM, nurturing the skills needed to implement PLM
successfully and to achieve world-class product performance across the lifecycle. “A
20-year veteran of PLM, I highly recommend this book. A clear and complete overview
of PLM from definition to implementation. Everything is there - reasons, resources,
strategy, implementation and PLM project management.” Achim Heilmann, Manager,
Global Technical Publications, Varian Medical Systems “Product Lifecycle
Management is an important technology for European industry. This state-of-the art
book is a reference for those implementing and researching PLM.” Dr. Erastos Filos,
Head of Sector "Intelligent Manufacturing Systems", European Commission “This book,
written by one of the best experts in this field, is an ideal complement for PLM courses
at Bachelor and Master level, as well as a well-founded reference book for
practitioners.” Prof. Dr.-Ing. Dr. h.c. Sandor Vajna, University of Magdeburg, Germany
“This comprehensive book can help drive an understanding of PLM at all levels – from
CEOs to CIOs, and from professors to students – that will help this important industry
continue to expand and thrive.” James Heppelmann, President and Chief Executive
Officer, PTC “PLM is a mission-critical decision-making system leveraged by the
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world’s most innovative companies to transform their process of innovation on a
continuous basis. That is a powerful value proposition in a world where the challenge is
to get better products to the market faster than ever before. That is the power of PLM.”
Tony Affuso, Chairman and CEO, Siemens PLM Software
Loved by instructors for the visual and flexible way to build computer skills, the
Illustrated Course Guides are ideal for teaching Microsoft PowerPoint 2013 to students
across experience levels. Each two-page spread focuses on a single skill, making
information easy to follow and absorb. The Illustrated Course Guides split Microsoft
PowerPoint 2013 concepts and skills into three manageable levels - Basic,
Intermediate, and Advanced - perfect for workshops or accelerated courses. Important
Notice: Media content referenced within the product description or the product text may
not be available in the ebook version.
Offers a guide to real estate wholesaling, covering how to locate, analyze, and finance
real estate deals and quickly re-sell them to other investors.
Office 2010 Made Simple for Windows is a practical and highly effective approach to
using the Office 2010 Home & Business (Word, Excel, PowerPoint, Outlook, OneNote)
and Home & Student (Word, Excel, PowerPoint, OneNote) programs to create and edit
documents and get work done efficiently. Conveying information quickly and concisely,
the book brings you from a beginner or low intermediate to an experienced and
confident user. Illustrated graphical approach shows what happens at each stage Short
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sections provide instant access to each task the reader needs to perform Step-by-step
instructions help the reader grasp even complex procedures in full confidence
Now readers can develop the complete set of Microsoft Excel 2016 skills needed to be
successful in college or the business world beyond with the emphasis on criticalthinking, problem-solving, and in-depth coverage found in NEW PERSPECTIVES
MICROSOFT OFFICE 365 & EXCEL 2016: COMPREHENSIVE. Updated with all-new
case scenarios, this edition clearly applies the Microsoft Excel 2016 skills readers are
learning to real-world situations, making the concepts even more relevant. All content
and activities throughout NEW PERSPECTIVES MICROSOFT OFFICE 365 & EXCEL
2016: COMPREHENSIVE help readers understand the importance of each Microsoft
Excel 2016 skill they are learning. This edition focuses on strengthening learning
outcomes and transferring the complete Microsoft Excel 2016 skill set to other
applications and disciplines for further success. Important Notice: Media content
referenced within the product description or the product text may not be available in the
ebook version.
"The theme of the 2011 Charleston Conference, the annual event that explores issues
in book and serial acquisition, was "Something's Gotta Give." The conference, held
November 2-5, 2011, in Charleston, SC, included 9 pre-meetings, more than 10
plenaries,and over 120 concurrent sessions. The theme reflected the increasing sense
of strain felt by both libraries and publishers as troubling economic trends and rapid
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technological change challenge the information supply chain. What part of the system
will buckle under this pressure? Who will be the winners and who will be the losers in
this stressful environment? The Charleston Conference continues to be a major event
for information exchange among librarians, vendors, and publishers. As it begins its
fourthdecade, the Conference is one of the most popular international meetings for
information professionals, with almost 1,500 delegates. Conference attendees continue
to remark on the informative and thought-provoking sessions. The Conference provides
a collegial atmosphere where librarians, vendors, and publishers talk freely and directly
about issues facing libraries and information providers. In this volume, the organizers of
the meeting are pleased to share some of the learning experiences that they--andother
attendees--had at the conference"-A guide to the integrated software package for experienced users delves into hundreds
of undocumented secrets, hidden tools, and little-known field codes.
Microsoft Excel 2013: CompleteCengage Learning
Addressing a classroom teacher's need to simultaneous manage a classroom full of
students, meet state mandated assessment standards for students, and track students'
performance against a rubric, this overview of Excel shows how to put its features to
use immediately in a classroom. Tracking attendance, grades, and books in the school
library, creating reports to share with parents at parent-teacher conference time, and
teaching basic charting concepts in a mathematics class are among the possible uses
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of Excel covered in this guide.
Foreword by industry legend Harold Kerzner! This book describes a completely unique
step-by-step, workflow-guiding approach to project management which simplifies
activities by enforcing execution of all required processes on time, and redirecting to an
alternative path in the event of project issues. Since compliance with all project
management processes is enforced by the workflow, product quality is significantly
improved and life cycle errors are almost eliminated. Project Workflow Management: A
Business Process Approach is the first and only book in the marketplace which enables
readers with no prior project management experience to manage the entire life cycle of
any small to mid-sized project. It also equips mid- and senior-level project managers
with directions and a detailed map to the effective management of complex projects
and programs.
Readers develop the Microsoft Excel 2013 skills for academic and career success with
this latest edition from the popular New Perspectives Series. Updated with all-new casebased tutorials, NEW PERSPECTIVES MICROSOFT EXCEL 2013,
COMPREHENSIVE ENHANCED EDITION continues to apply MS Excel 2013 skills to
real situations that fully demonstrate the relevance of concepts. A proven learning
approach emphasizes critical thinking, problem-solving, and in-depth coverage. A new
Troubleshoot case problem enhances analytical skills, while a new tutorial on Managing
Your Files helps readers navigate Windows 8. Readers discover success with MS
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Excel 2013 as NEW PERSPECTIVES MICROSOFT EXCEL 2013 emphasizes the
value and application of what they are learning. Important Notice: Media content
referenced within the product description or the product text may not be available in the
ebook version.
SharePoint® 2007 How-To Ishai Sagi Real Solutions for SharePoint Users SharePoint
2007 How-To delivers quick, to-the-point answers to common problems and tasks in
SharePoint 2007. You’ll find answers to the most common end-user tasks, as well as
some of the more complex problems and tasks faced by content and site managers.
From the basics of navigating a site, to more complex tasks such as customizing a site
and managing site security, SharePoint 2007 How-To is a focused resource that
provides access to all the answers you need–now! Fast, Accurate, and Easy to Use! .
Discover all the core SharePoint components and their practical uses and applications .
Learn the essentials for navigating a SharePoint site . Find fresh ideas for working with
the various SharePoint file formats . Perform detailed searches within SharePoint .
Manage personal sites . Create organized lists and document libraries that are easy to
navigate . Modify and customize list views by using filtering, grouping, and sorting .
Control user access by managing permissions for lists, libraries, files, and other
components . Implement and track custom workflows within SharePoint . Create
subsites for enhanced content management . Customize the look and feel of a site
using custom settings, themes, and content types . Manage site permissions and
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settings for a more secure environment Ishai Sagi is a SharePoint expert who has been
working in Microsoft SharePoint since its initial release in 2001. Currently, Ishai is a
SharePoint developer and solutions architect in Canberra, Australia. He spends his
spare time leading the Canberra SharePoint user group. Since the Microsoft
SharePoint launch in 2001, Ishai has trained numerous end users, administrators, and
developers in using Microsoft SharePoint or developing solutions for the platform. He
has spoken at Microsoft conferences in countries around the world, including Spain,
Israel, and Australia. Ishai was the recipient of the Microsoft Most Valuable Professional
(MVP) award for SharePoint in 2007, 2008, and 2009. Ishai also is the author of a
popular SharePoint blog for developers at http://www.sharepoint-tips.com and manages
the Canberra SharePoint User Group website at
http://www.sharepointusers.org.au/Canberra/default.aspx. Category: Microsoft
Servers/SharePoint User Level: Beginner—Intermediate
Covers SharePoint 2013, Office 365’s SharePoint Online, and Other Office 365
Components In SharePoint 2013 Field Guide, top consultant Errin O’Connor and the
team from EPC Group bring together best practices and proven strategies drawn from
hundreds of successful SharePoint and Office 365 engagements. Reflecting this
unsurpassed experience, they guide you through deployments of every type, including
the latest considerations around private, public, and hybrid cloud implementations, from
ECM to business intelligence (BI), as well as custom development and identity
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management. O’Connor reveals how world-class consultants approach, plan,
implement, and deploy SharePoint 2013 and Office 365’s SharePoint Online to
maximize both short- and long-term value. He covers every phase and element of the
process, including initial “whiteboarding”; consideration around the existing
infrastructure; IT roadmaps and the information architecture (IA); and planning for
security and compliance in the new IT landscape of the hybrid cloud. SharePoint 2013
Field Guide will be invaluable for implementation team members ranging from solution
architects to support professionals, CIOs to end-users. It’s like having a team of seniorlevel SharePoint and Office 365 hybrid architectureconsultants by your side, helping
you optimize your success from start to finish! Detailed Information on How to… Develop
a 24-36 month roadmap reflecting initial requirements, longterm strategies, and key
unknowns for organizations from 100 users to 100,000 users Establish governance that
reduces risk and increases value, covering the system as well as information
architecture components, security, compliance, OneDrive, SharePoint 2013, Office 365,
SharePoint Online, Microsoft Azure, Amazon Web Services, and identity management
Address unique considerations of large, global, and/or multilingual enterprises Plan for
the hybrid cloud (private, public, hybrid, SaaS, PaaS, IaaS) Integrate SharePoint with
external data sources: from Oracle and SQL Server to HR, ERP, or document
management for business intelligence initiatives Optimize performance across multiple
data centers or locations including US and EU compliance and regulatory
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considerations (PHI, PII, HIPAA, Safe Harbor, etc.) Plan for disaster recovery, business
continuity, data replication, and archiving Enforce security via identity management and
authentication Safely support mobile devices and apps, including BYOD Implement true
records management (ECM/RM) to support legal/compliance requirements Efficiently
build custom applications, workflows, apps and web parts Leverage Microsoft Azure or
Amazon Web Services (AWS)
Microsoft Office is the most widely used software suite in the world. The half-dozen
programs in Office 2010 are packed with amazing features, but most people just know
the basics. This entertaining guide not only gets you started with Office, it reveals all
kinds of useful things you didn't know the software could do -- with plenty of power-user
tips and tricks when you're ready for more. Create professional-looking documents.
Learn everything you need to know to craft beautiful Word documents. Stay organized.
Keep track of your email, calendar, and contacts with Outlook. Crunch numbers with
ease. Assemble data, make calculations, and summarize the results with Excel. Make
eye-catching presentations. Build PowerPoint slideshows with video and audio clips,
animations, and more. Build Access databases quickly. Make your data easy to find,
sort, and manage. Manage your files more efficiently. Use the new Backstage view to
quickly work with your Office files. Get to know the whole suite. Learn to use other
handy Office tools: Publisher, OneNote, and Office Web Apps.
Part of the New Perspectives series, this text offers a case-based, problem-solving
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approach and innovative technology for meaningful learning of Microsoft Excel 2002.
Provides information on integrating SharePoint 2007 with Microsoft Office products,
covering such topics as portal services, content management, and business intelligence
applications.
Computers were supposed to save us time, but Windows XP users knowhow often the
opposite seems to be true. What if you could get alist of shortcuts that would save you
time every single day?Windows XP Timesaving Techniques For Dummies, 2nd
Editionincludes 70 of them, great tips and tricks that make Windows workfaster, more
reliably, and more like the way you work. Collected and tested by Windows guru Woody
Leonhard, thesetimesavers are organized into groups of related tasks so you
canquickly find the ones that will help you at any given time. You canset up your
desktop and launch your programs in the way that makessense for you, take back
control of the Internet and e-mail, manageyour music and visual media, and protect
your system in a fewsimple steps. You’ll find no-nonsense advice on Eliminating
irritating programs that start automatically Speeding up the restart or shutdown process
Streamlining searches, the Start menu, and Outlook Express Strengthening your
firewall and zapping scumware Adjusting your monitor to reduce eyestrain Reducing
download time for photos Enhancing the performance of your network Making online
shopping faster as well as safer Scheduling maintenance chores to run while you sleep
From the most basic to somewhat advanced tricks designed forpower users, this
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grocery list of timesavers has something forevery Windows XP user— including you!
Ken Withee was the primary author of the previous edition.
This book is a practical, step-by-step guide to getting started with Microsoft Office 2010.
You’ll learn how to create and edit essential office files—documents, spreadsheets,
presentations, and more—quickly and efficiently. You’ll also learn about all of the new
updates included with Office 2010. Collaborate on projects in the cloud and access your
files from virtually anywhere—with Beginning Microsoft Office 2010, you’ll take a handson approach to learning everything, new and old, that the world’s most popular
productivity software suite has to offer. Get started with Office 2010 Basics. Create,
store, and share office documents. Use shared Office tools both online and offline. How
to keep e-mail, contacts, appointments, notes, and tasks organized.
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