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Microsoft Word in 30 Minutes: How to Make a
Bigger Impact with Your Documents and Master
Word s Writing, Formatting, and Collaboration
Tools (Paperback)

By Angela Rose

130 Media Corporation, United States, 2016. Paperback. Condition: New. Language: English . Brand
New Book. Microsoft Word can create professional-looking documents for work, school, or home
use. But do you know how to get the most out of this powerful application? In 30 minutes, author
Angela Rose will show you how to become a power user of Word 2016 for Windows and macOS.
Even if you have used MS Word in the past, this guide will demonstrate tools and time-saving tips
First Edition that will help you make a bigger impact when writing letters, reports, essays, resumes, manuscripts,
and other documents. Microsoft Word In 30 Minutes also covers Word Online, Microsoft s free (but
limited) online alternative. Topics include: MS Word interface basics, from Backstage View to the
Ribbon Office 365 subscriptions and OneDrive Display options for individual documents How to
C?_-, DOWNLOAD PDF work with multiple windows in Microsoft Word Working with .docx, .doc, .txt, PDF, and other file
formats in Word 2016 and Word Online Locating recovered files Printing documents, envelopes, and
labels How to format text using the toolbar How to format Word documents using styles, themes,
and style sets Creating Word documents with professional-quality templates How to create tables
and charts...
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Reviews

A must buy book if you need to adding benefit. | am quite late in start reading this one, but better then never. Its been designed in an exceptionally easy way
in fact it is only after i finished reading this publication where in fact modified me, alter the way in my opinion.
-- Prof. London Gerlach

Extensive information for ebook lovers. It typically is not going to expense too much. | discovered this book from my i and dad recommended this pdf to
learn.
-- Prof. Gerardo Grimes Il
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