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Teach your introductory level class the essentials of the Microsoft Office 2010
software applications with Microsoft Office 2010 Fundamentals, part of the
Origins Series. This text is ideal for inexperienced computer users who need to
learn Microsoft Office 2010 skills for everyday life. Although introductory in
nature, this text is comprehensive enough to cover the most important features of
Word, Excel, PowerPoint, Access, and Publisher.
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Editorial Review

Review
UNIT 1: GETTING STARTED. 1: Working with Microsoft Office 2010. UNIT 2: MICROSOFT WORD. 1:
Understanding Word Basics. 2: Editing and Formatting Text. 3: Formatting Documents. 4: Working with
Graphic Objects. Unit Review. UNIT 3: MICROSOFT EXCEL. 1: Understanding Excel Basics. 2:
Formatting and Editing the Worksheet. 3: Using Formulas and Functions. 4: Working with Charts. Unit
Review. UNIT 4: MICROSOFT POWERPOINT. 1: Understanding PowerPoint Basics. 2: Formatting and
Modifying Presentations. 3: Delivering the Presentation. Unit Review. UNIT 5: MICROSOFT ACCESS. 1:
Understanding Access Basics. 2: Creating Forms and Reports. Unit Review. UNIT 6: MICROSOFT
PUBLISHER. 1: Understanding Publisher Basics. UNIT 7: INTEGRATION BASICS. 1: Understanding
Integration Basics. Appendix A--Windows 7 Basics. Appendix B--Outlook Basics.

About the Author
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together for Course Technology and have collaborated on dozens of other writing and editing projects during
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training material, and supplements. With similar backgrounds in technical writing, Web development,
computer education, and the IT industry, they bring a breadth of experience and expertise to the teaching
process.
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Users Review

From reader reviews:

Henry Robinson:

Inside other case, little persons like to read book Microsoft Office 2010 Fundamentals (Middle School
Solutions). You can choose the best book if you want reading a book. As long as we know about how is
important a new book Microsoft Office 2010 Fundamentals (Middle School Solutions). You can add
expertise and of course you can around the world by the book. Absolutely right, due to the fact from book
you can know everything! From your country until eventually foreign or abroad you can be known. About
simple matter until wonderful thing you are able to know that. In this era, we can easily open a book or even
searching by internet device. It is called e-book. You can use it when you feel weary to go to the library.
Let's read.



Christopher Ray:

What do you think about book? It is just for students because they are still students or the idea for all people
in the world, the particular best subject for that? Simply you can be answered for that issue above. Every
person has several personality and hobby for every single other. Don't to be pressured someone or something
that they don't wish do that. You must know how great in addition to important the book Microsoft Office
2010 Fundamentals (Middle School Solutions). All type of book is it possible to see on many sources. You
can look for the internet solutions or other social media.

Mohammad Darling:

Nowadays reading books be than want or need but also become a life style. This reading routine give you lot
of advantages. The huge benefits you got of course the knowledge your information inside the book that will
improve your knowledge and information. The info you get based on what kind of book you read, if you
want drive more knowledge just go with knowledge books but if you want experience happy read one with
theme for entertaining like comic or novel. The Microsoft Office 2010 Fundamentals (Middle School
Solutions) is kind of e-book which is giving the reader erratic experience.

Farah McCune:

Do you like reading a publication? Confuse to looking for your preferred book? Or your book has been rare?
Why so many issue for the book? But virtually any people feel that they enjoy with regard to reading. Some
people likes reading through, not only science book but novel and Microsoft Office 2010 Fundamentals
(Middle School Solutions) or maybe others sources were given know-how for you. After you know how the
truly great a book, you feel want to read more and more. Science publication was created for teacher as well
as students especially. Those ebooks are helping them to increase their knowledge. In different case, beside
science book, any other book likes Microsoft Office 2010 Fundamentals (Middle School Solutions) to make
your spare time a lot more colorful. Many types of book like here.
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