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paperback. Book Condition: New. Ship out in 2 business day, And Fast shipping, Free Tracking number will be
provided a er the shipment.Pages Number: 188 Publisher: Posts Telecom Press Pub. Date :2009-04. O ice2007
Chinese version of the Practical Guide details of the latest version of O ice 2007-related knowledge. explained
by a large number of training programs Word 2007. Excel 2007 and PowerPoint 2007 tips. The book includes the
following: Word 2007 Part I - the document text input. formatting. text operation. paragraph layout. page setup.
graphic layout. spreadsheet application. insert pictures. use WordArt editing. graphics and text mixed layout.
etc. Excel 2007 part - the establishment of a workbook. the cell operating . data entry. formatting. data
processing. graphics applications. PowerPoint 2007 parts - presentation of the basic operations. add text. use
graphics. use tables and charts. insert multimedia elements. settings. hyperlinks and action buttons.
landscaping demonstration presentation. animated e ects. presentation settings. and screening. O ice2007
Chinese version of the Practical Guide is innovative. easy to understand. pay attention to the actual operation.
suitable for secondary vocational schools. computer and application of professional and other relevant
professional students. but also as a various types of computer-based training. teaching the book More Contents:
The first part of the word 2007 word 2007 the project entered the task of a word 2007 make entry task two
notices of meetings to inform training mission three editorial meetings produced a report on the application-
based training to create two The document template project two characters thinking and practice the basic
operation of the task a production of good student selection method task two beautification good student
selection method thinking and practice to create and beautify the project three task forms a task two resume
making training beautify form a production of training two student information card produced...
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