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Appropriate for all introductory-to-intermediate level courses in Microsoft Office 2003. Designed for
students at a wide variety of skill levels, this book provides a total-immersion, hands-on tutorial that walks
students step by step, mouse-click by mouse-click, keystroke by keystroke through each of Office 2003s
most important features. It includes detailed sections on Word, Excel, PowerPoint, and Access, as well as
briefer coverage of Outlook. The well-illustrated, spiral-bound manual contains easy-to-read, appealingly
formatted procedural explanations, step-by-step exercises, and many screen shots all in a carefully organized
multi-part lesson format. Each lesson is comprised of several exercises built around using Office in real-life
business settings. Most exercises consist of seven key elements: a brief "On the Job" description of how the
student would use this feature in the workplace; a realistic Exercise Scenario; definitions of key Terms;
concise Notes describing and outlining important concepts; hands-on mouse and keyboard procedures; step-
by-step instructions for putting the skills to work; and an "On Your Own" critical thinking activity students
can work through on their own, for reinforcement, practice, or to test skills proficiency. Each lesson ends
with additional Critical Thinking exercises that call upon students to rely on the skills theyve learned.
Coverage includes: editing and formatting; working with long documents; performing mail merges; building
worksheets with functions and formulas, inserting charts, automating tasks; creating databases, finding and
reporting on data, building presentations, delivering content on the Web, using content from the Web, using
email and other Outlook features, and more. The course ends with an extensive Challenge section (provided
on CD-ROM), in which students perform complex tasks that involve multiple Office applications or Internet
integration.
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From reader reviews:

Sheila Donovan:

Book is actually written, printed, or outlined for everything. You can understand everything you want by a
guide. Book has a different type. As we know that book is important factor to bring us around the world.
Alongside that you can your reading proficiency was fluently. A e-book Learning Office 2003: Deluxe
Edition will make you to become smarter. You can feel considerably more confidence if you can know about
everything. But some of you think which open or reading any book make you bored. It is not make you fun.
Why they are often thought like that? Have you searching for best book or suitable book with you?

Ryan Maggard:

Spent a free time for you to be fun activity to perform! A lot of people spent their leisure time with their
family, or their very own friends. Usually they accomplishing activity like watching television, about to
beach, or picnic within the park. They actually doing same every week. Do you feel it? Do you need to
something different to fill your current free time/ holiday? Can be reading a book can be option to fill your
free time/ holiday. The first thing that you will ask may be what kinds of e-book that you should read. If you
want to try look for book, may be the reserve untitled Learning Office 2003: Deluxe Edition can be very
good book to read. May be it could be best activity to you.

Dennis Carson:

People live in this new day of lifestyle always try to and must have the free time or they will get lots of stress
from both daily life and work. So , whenever we ask do people have time, we will say absolutely without a
doubt. People is human not a robot. Then we request again, what kind of activity are you experiencing when
the spare time coming to you actually of course your answer will probably unlimited right. Then do you ever
try this one, reading publications. It can be your alternative throughout spending your spare time, typically
the book you have read is definitely Learning Office 2003: Deluxe Edition.

Tia Rosario:

Many people spending their moment by playing outside together with friends, fun activity together with
family or just watching TV 24 hours a day. You can have new activity to spend your whole day by
examining a book. Ugh, ya think reading a book can actually hard because you have to accept the book
everywhere? It alright you can have the e-book, bringing everywhere you want in your Touch screen phone.
Like Learning Office 2003: Deluxe Edition which is keeping the e-book version. So , why not try out this
book? Let's find.
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