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Use Office 365 the easy way. Clear concise and to the point...

Learn how to use and navigate Microsoft Office 365 a new revolutionary
technology that allows users and businesses to work in a'virtual office' in the
cloud.

Thisvisual guide covers basics of the core applications. With plenty of screen
prints, photographs and illustrations, this guide explores

- The concept of 'the cloud'

- What office 365 is

- What version to get, home, student or professional etc

- Setting up a Microsoft Account

- Purchasing and downloading Office 365 Applications

- Installing office 365 Applications

- Using office on demand to work from anywhere

- Office web apps to access your work anywhere

- OneDrive and OneDrive for Business

- A look at the core office 365 applications

- Congtructing professional 1ooking documents with Word 2013

- Adding and using graphics, photographs and clipart

- Changing fonts, creating tables, graphs and formatting text

- Creating presentations for your lessons, lectures, speeches or business
presentations using PowerPoint 2013

- Adding animations and effects to PowerPoint slides

- Using Excel 2013 to create spreadsheets that analyse, present and manipulate
data.

- Working with functions and formulas

- Creating Excel charts and graphs

- Keeping in touch with friends, family and colleagues using Microsoft Outlook
2013

- Maintaining calendars and keeping appointments with Outlook.

- and more...

Techniques areillustrated step by step using photography and screen prints
throughout, together with concise, easy to follow text from an established expert
inthefield.

Designed for the visual learner, this guide will get you up and running quickly.
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Use Office 365 the easy way. Clear concise and to the point...

Learn how to use and navigate Microsoft Office 365 a new revolutionary technology that allows users and
businesses to work in a'virtual office' in the cloud.

Thisvisual guide covers basics of the core applications. With plenty of screen prints, photographs and
illustrations, this guide explores

- The concept of 'the cloud'

- What office 365 is

- What version to get, home, student or professional etc

- Setting up a Microsoft Account

- Purchasing and downloading Office 365 Applications

- Installing office 365 Applications

- Using office on demand to work from anywhere

- Office web apps to access your work anywhere

- OneDrive and OneDrive for Business

- A look at the core office 365 applications

- Congtructing professional looking documents with Word 2013
- Adding and using graphics, photographs and clipart

- Changing fonts, creating tables, graphs and formatting text

- Creating presentations for your lessons, lectures, speeches or business presentations using PowerPoint 2013

- Adding animations and effects to PowerPoint slides

- Using Excel 2013 to create spreadsheets that analyse, present and manipul ate data.

- Working with functions and formulas

- Creating Excel charts and graphs

- Keeping in touch with friends, family and colleagues using Microsoft Outlook 2013
- Maintaining calendars and keeping appointments with Outlook.

- and more...

Techniques areillustrated step by step using photography and screen prints throughout, together with
concise, easy to follow text from an established expert in the field.

Designed for the visual learner, this guide will get you up and running quickly.
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Editorial Review
Users Review
From reader reviews:
Wanda Legros:

As people who live in often the modest era should be change about what going on or info even knowledge to
make these keep up with the era and that is always change and move forward. Some of you maybe can
update themselves by reading books. It isagood choice for you but the problems coming to anyone is you
don't know what kind you should start with. This Fundamentals of Office 365 (Computer Fundamentals) is
our recommendation to help you keep up with the world. Why, because this book serves what you want and
wishinthisera

SerinaHorne:

The book untitled Fundamentals of Office 365 (Computer Fundamentals) is the reserve that recommended to
you to learn. Y ou can see the quality of the publication content that will be shown to anyone. The language
that author use to explained their ideas are easily to understand. The article author was did alot of research
when write the book, therefore the information that they share to you is absolutely accurate. Y ou also will
get the e-book of Fundamentals of Office 365 (Computer Fundamentals) from the publisher to make you
more enjoy freetime.

Glenn Flinchum:

Reading a book for being new life style in this year; every people loves to study a book. When you study a
book you can get alots of benefit. When you read textbooks, you can improve your knowledge, mainly
because book has alot of information on it. The information that you will get depend on what forms of book
that you have read. In order to get information about your review, you can read education books, but if you
act like you want to entertain yourself you are able to afiction books, such us novel, comics, and also soon.
The Fundamentals of Office 365 (Computer Fundamentals) will give you new experiencein looking at a
book.

James Martin:

Many people said that they feel bored stiff when they reading a e-book. They are directly felt it when they
get ahalf portions of the book. Y ou can choose the particular book Fundamentals of Office 365 (Computer
Fundamentals) to make your own reading isinteresting. Y our skill of reading expertise is developing when
you like reading. Try to choose easy book to make you enjoy to see it and mingle the opinion about book and
reading through especially. It isto be 1st opinion for you to like to open abook and examine it. Beside that
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the guide Fundamentals of Office 365 (Computer Fundamentals) can to be a newly purchased friend when
you're sense alone and confuse in doing what must you're doing of the time.
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