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Beyond the Basics...

Beneath the Surface...In Depth
Do morein lesstime!

Whatever your Microsoft Office experience, don't let Office 2016 make you feel like a beginner! Thisbook is
packed with intensely useful knowledge, tips, and shortcuts you just won't find anywhere else. It’ s the
fastest, best way to master Office 2016’ s full power, and the great new features built into Word, Excel,
PowerPoint, Outlook, Publisher, and OneNote. This friendly, expert guide will make you way more
productive... whether you' re creating documents, analyzing data, delivering presentations, designing
newsletters, taking quick notes, or managing your life!

- Take full advantage of Office 2016’s cloud integration

- UseInsights for Office to quickly access information

- Easily create complex Word documents, from books to mail merges

- Coauthor Word documents with collaboratorsin real time

- Build flexible, reliable Excel workbooks with formulas and functions

- Transform data into insight with Excel charts and PivotTables

- Discover best practices for creating great PowerPoint slides, handouts, and notes

- Take advantage of the new Tell Me Box, which provides access to contextual and traditional Office help
features including the new Insights pane

- Use Outlook 2016’ s Clutter feature to clear away low-priority email

- Create visually compelling documents of all kinds with Publisher 2016

- Gather, organize, share, and use knowledge with OneNote 2016

- Get more done faster by integrating OneNote with other Office 2016 components

- Discover Microsoft’s new mobile Word, Excel, and PowerPoint apps for Windows 10

All In Depth books offer

- Comprehensive coverage, with detailed solutions
- Practical, real-world examples with nothing glossed over or left out
- Troubleshooting help for tough problems you can't fix on your own

This book is part of Que's Content Update Program. As Microsoft updates features of Office, sections of this
book will be updated or new sections will be added to match the updates to the software. See inside for
details.
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From reader reviews:
Ronald Fowler:

The book Office 2016 In Depth (includes Content Update Program) gives you the sense of being enjoy for
your spare time. Y ou should use to make your capable alot more increase. Book can to get your best friend
when you getting strain or having big problem together with your subject. If you can make examining a book
Office 2016 In Depth (includes Content Update Program) to get your habit, you can get more advantages,
like add your current capable, increase your knowledge about some or all subjects. Y ou are able to know
everything if you like wide open and read a e-book Office 2016 In Depth (includes Content Update
Program). Kinds of book are several. It means that, science reserve or encyclopedia or some others. So , how
do you think about this guide?

Robert Kuehner:

The e-book untitled Office 2016 In Depth (includes Content Update Program) is the book that recommended
to you to read. Y ou can see the quality of the e-book content that will be shown to an individual. The
language that publisher use to explained their way of doing something is easily to understand. The author
was did alot of research when write the book, and so the information that they share to you personally is
absolutely accurate. Y ou also could get the e-book of Office 2016 In Depth (includes Content Update
Program) from the publisher to make you considerably more enjoy free time.

Lisa Rice

People livein this new morning of lifestyle always attempt to and must have the spare time or they will get
wide range of stress from both lifestyle and work. So , whenever we ask do people have time, we will say
absolutely of course. Peopleis human not only araobot. Then we consult again, what kind of activity are
there when the spare time coming to anyone of course your answer will probably unlimited right. Then do
you try this one, reading ebooks. It can be your aternative with spending your spare time, the particular book
you have read is actually Office 2016 In Depth (includes Content Update Program).

Enola Hudson:

Book is one of source of information. We can add our information from it. Not only for students but
additionally native or citizen have to have book to know the change information of year to help year. Aswe
know those guides have many advantages. Beside we all add our knowledge, could also bring us to around
the world. By book Office 2016 In Depth (includes Content Update Program) we can take more advantage.
Don't you to definitely be creative people? For being creative person must want to read a book. Only choose
the best book that acceptable with your aim. Don't be doubt to change your life at this book Office 2016 In
Depth (includes Content Update Program). Y ou can more desirable than now.
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