
3-IN-1 MICROSOFT WORD, POWERPOINT
AND EXCEL 2010: A COMPLETE GUIDE

Gloria Madumere

Click here if your download doesn"t start automatically

http://toolbook.site/go/read.php?id=B01CUG9P52
http://toolbook.site/go/read.php?id=B01CUG9P52
http://toolbook.site/go/read.php?id=B01CUG9P52


3-IN-1 MICROSOFT WORD, POWERPOINT AND EXCEL 2010:
A COMPLETE GUIDE

Gloria Madumere

3-IN-1 MICROSOFT WORD, POWERPOINT AND EXCEL 2010: A COMPLETE GUIDE Gloria
Madumere
3-in-1 MICROSOFT WORD, POWERPOINT AND EXCEL 2010 – A COMPLETE GUIDE is a book
written in simple words with rich content. It covers extensively, Microsoft Word, Microsoft PowerPoint and
Microsoft Excel. It follows a step by step method, with easy practical illustrations, to help a person who is
new to these Microsoft Office packages have a firm grip on how to use them.
In this book, part of what you will learn in Microsoft Word includes:
• The basics of understanding the Microsoft Word environment
• How to type and format your work
• How to insert tables, charts, images, word art etc.
• How to set your page and paper sizes to suit your work
• How to add artistic page borders
• How to set an automatic table of content that links directly to where the heading is discussed in your
document,
• Every possible keyboard shortcut to enable the reader master and perform his tasks with ease
In Microsoft PowerPoint, what you will learn includes:
• How to design your presentation
• How to add transitions and animations to your presentation
• How to run a slideshow
In Microsoft Excel, you will primarily learn –
• How to do basic calculations in Excel using operators
• How to do more complex calculations using functions/formulars such as – the summation function, the
average/mean function, the product function, the mode and median function, the sine, cosine and tangent
function, the square root function and the logarithm function for base ten and other bases.
• How to format a cell
• How to insert and format a chart
All explanations and steps are guided with pictorial illustrations and in simple English such that you can
easily understand and perform any task related to Microsoft Word, PowerPoint or Excel.
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From reader reviews:

Graciela Cook:

Now a day folks who Living in the era just where everything reachable by interact with the internet and the
resources inside it can be true or not demand people to be aware of each info they get. How individuals to be
smart in receiving any information nowadays? Of course the correct answer is reading a book. Reading a
book can help people out of this uncertainty Information particularly this 3-IN-1 MICROSOFT WORD,
POWERPOINT AND EXCEL 2010: A COMPLETE GUIDE book because book offers you rich facts and
knowledge. Of course the details in this book hundred % guarantees there is no doubt in it you may already
know.

Eden Davis:

Hey guys, do you desires to finds a new book you just read? May be the book with the name 3-IN-1
MICROSOFT WORD, POWERPOINT AND EXCEL 2010: A COMPLETE GUIDE suitable to you?
Typically the book was written by well-known writer in this era. The actual book untitled 3-IN-1
MICROSOFT WORD, POWERPOINT AND EXCEL 2010: A COMPLETE GUIDEis the main one of
several books which everyone read now. That book was inspired many people in the world. When you read
this publication you will enter the new way of measuring that you ever know just before. The author
explained their strategy in the simple way, and so all of people can easily to understand the core of this book.
This book will give you a lots of information about this world now. So you can see the represented of the
world in this book.

Evelyn White:

Your reading sixth sense will not betray you, why because this 3-IN-1 MICROSOFT WORD,
POWERPOINT AND EXCEL 2010: A COMPLETE GUIDE reserve 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
throughout good manner for you, leaking every ideas and writing skill only for eliminate your hunger then
you still hesitation 3-IN-1 MICROSOFT WORD, POWERPOINT AND EXCEL 2010: A COMPLETE
GUIDE as good book not merely by the cover but also through the content. This is one reserve that can break
don't ascertain book by its handle, so do you still needing one more sixth sense to pick this specific!? Oh
come on your studying sixth sense already alerted you so why you have to listening to a different sixth sense.

Candace Hernandez:

Many people spending their time by playing outside along with friends, fun activity having family or just
watching TV the entire day. You can have new activity to pay your whole day by reading a book. Ugh, do
you think reading a book can actually hard because you have to use the book everywhere? It ok you can have
the e-book, bringing everywhere you want in your Cell phone. Like 3-IN-1 MICROSOFT WORD,
POWERPOINT AND EXCEL 2010: A COMPLETE GUIDE which is having the e-book version. So , try



out this book? Let's view.
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