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Clear, easy-to-understand instructions for seniors who want to get the most out of Microsoft Office
2010

Seniors are buying computers—both desktops and laptops—in record numbers to stay in touch with family
and friends, connect with peers, research areas of interest, make purchases online, or learn a new skill.
Assuming no prior knowledge of Microsoft Office, this book is aimed at seniors who are interested in
maximizing the capabilities of Microsoft Word, Excel, PowerPoint, and Outlook.

Written in large typeface and featuring enlarged figures and drawings to make the book easier to read, this
fun and friendly book begins by showing you how to start each application and maneuver the interface.
You’ll benefit from detailed explanations on how to accomplish specific tasks through the use of examples
and templates.

Targets seniors who are interested in using the Microsoft Office suite for any number of reasons: keep in●

touch with family and friends, research topics of interest, shop online, learn a new skill, and more
Assumes no prior knowledge of Microsoft Office and walks you through each application: Word●

(documents), Excel (spreadsheets), PowerPoint (presentations), and Outlook (e-mail)
Features a large font for text and enlarged figures and drawings to make the book accessible and easy to●

read
Explains how to open each application and navigate the interface, and clearly demonstrates how to●

accomplish specific tasks in each application
Includes helpful examples and templates of letters, faxes, a budget grid, and more to assist with the●

learning process

With age comes wisdom—and with Office 2010 For Seniors For Dummies comes the information you need
to establish positive Office 2010 habits!
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From reader reviews:

Barbara Hall:

The knowledge that you get from Office 2010 For Seniors For Dummies is the more deep you rooting the
information that hide inside words the more you get interested in reading it. It does not mean that this book is
hard to understand but Office 2010 For Seniors For Dummies giving you buzz feeling of reading. The article
writer conveys their point in certain way that can be understood through anyone who read that because the
author of this e-book is well-known enough. This book also makes your own vocabulary increase well. It is
therefore easy to understand then can go along, both in printed or e-book style are available. We propose you
for having this Office 2010 For Seniors For Dummies instantly.

Eliseo Watkins:

In this particular era which is the greater individual or who has ability in doing something more are more
valuable than other. Do you want to become one among it? It is just simple strategy to have that. What you
should do is just spending your time almost no but quite enough to experience a look at some books. One of
several books in the top collection in your reading list is definitely Office 2010 For Seniors For Dummies.
This book that is qualified as The Hungry Hills can get you closer in turning out to be precious person. By
looking upwards and review this reserve you can get many advantages.

Ana Vela:

As we know that book is very important thing to add our understanding for everything. By a reserve we can
know everything we would like. A book is a list of written, printed, illustrated or blank sheet. Every year
ended up being exactly added. This guide Office 2010 For Seniors For Dummies was filled about science.
Spend your time to add your knowledge about your scientific disciplines competence. Some people has
distinct feel when they reading a book. If you know how big good thing about a book, you can really feel
enjoy to read a guide. In the modern era like right now, many ways to get book you wanted.

Herbert Mikula:

Reading a book make you to get more knowledge as a result. You can take knowledge and information
originating from a book. Book is composed or printed or outlined from each source that will filled update of
news. Within this modern era like right now, many ways to get information are available for an individual.
From media social similar to newspaper, magazines, science guide, encyclopedia, reference book, story and
comic. You can add your knowledge by that book. Are you hip to spend your spare time to open your book?
Or just in search of the Office 2010 For Seniors For Dummies when you necessary it?
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