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The quick way to learn Microsoft 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
personal purposes

- Use built-in tools to capture and edit graphics

- Present datain tables, diagrams, and charts

- Track and compile reference materias

- Manage document collaboration and review

- 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. (OTSl), Joan
guides the translation 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
Specidist.

Joan currently livesin asmall town in Texas with her ssmply 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:
Nancy Jackson:

In this 21st millennium, people become competitive in each and every way. By being competitive today,
people have do something to make these survives, being in the middle of the actual crowded place and notice
by surrounding. One thing that oftentimes many people have underestimated it for awhile is reading. Sure,
by reading a book your ability to survive improve then having chance to stay than other is high. For yourself
who want to start reading a new book, we give you that Microsoft Word 2016 Step By Step book as basic
and daily reading reserve. Why, because this book is more than just a book.

Johnnie Santiago:

As people who live in the actual modest era should be up-date about what going on or data even knowledge
to make these keep up with the erathat is certainly always change and make progress. Some of you maybe
may update themselves by examining books. It is a good choice to suit your needs but the problems coming
to anyone is you don't know which one you should start with. This Microsoft Word 2016 Step By Step is our
recommendation to help you keep up with the world. Why, because book serves what you want and wish in
thisera



Jon Harrill;

Don't be worry should you be afraid that this book may filled the space in your house, you could haveit in e-
book technique, more simple and reachable. That Microsoft Word 2016 Step By Step can give you alot of
pals because by you investigating this one book you have factor that they don't and make an individual more
like an interesting person. This kind of book can be one of a step for you to get success. This guide offer you
information that might be your friend doesn't realize, by knowing more than different make you to be great
individuals. So , why hesitate? We should have Microsoft Word 2016 Step By Step.

Omar Lamm:

Aswe know that book is very important thing to add our know-how for everything. By areserve we can
know everything we wish. A book isalist of written, printed, illustrated or perhaps blank sheet. Every year
had been exactly added. This guide Microsoft Word 2016 Step By Step wasfilled in relation to science.
Spend your time to add your knowledge about your scientific disciplines competence. Some people has
diverse feel when they reading a book. If you know how big benefit from a book, you can really feel enjoy to
read a publication. In the modern era like currently, many ways to get book that you simply wanted.
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