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Microsoft Office 2013/365 and Beyond is divided into five sections with 16 chapters that progressively
introduce you to computer concepts from the moment you hit the power button all the way through to using a
variety of productivity software applications available in Microsoft Office 2013 and Microsoft Office for
Mac 2011. The focus of this text is to provide readers with the skills needed to discuss essential computer
concepts, navigate and conduct basic tasks using an operating system, and develop files using basic
productivity applications. The companion disc includes all of the files needed to complete the chapter
exercises within the text. You will also find video tutorials, a repository of high-resolution images from the
chapters, and samples of completed projects for comparison.

Features:
* Designed to address the Windows operating system and the 2013 Microsoft Office application suite
* Integrates the use of both MacOS and OpenOffice into the text to describe the respective concepts in
Windows and Microsoft Office (MS Outlook, Word, PowerPoint & Excel)
* Includes a dynamic 4-color design with supplementary video tutorials to enhance the learning process
* Discusses common computer applications, including Adobe Reader (for reading PDF files) and Microsoft
OneNote for Windows (for managing files). Additional productivity tools like OpenOffice.org are presented
* Includes a comprehensive DVD with sample tutorial videos, project files from the text, figures, Excel
functions and formulas, and MS Office shortcuts
* Numerous instructor supplements and companion Web site available upon adoption
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From reader reviews:

Mamie Esters:

Why don't make it to become your habit? Right now, try to ready your time to do the important act, like
looking for your favorite reserve and reading a book. Beside you can solve your trouble; you can add your
knowledge by the e-book entitled Microsoft Office 2013/365 and Beyond: Computer Concepts and
Applications (Computer Science). Try to the actual book Microsoft Office 2013/365 and Beyond: Computer
Concepts and Applications (Computer Science) as your good friend. It means that it can being your friend
when you truly feel alone and beside associated with course make you smarter than ever. Yeah, it is very
fortuned to suit your needs. The book makes you considerably more confidence because you can know every
thing by the book. So , let me make new experience and also knowledge with this book.

Judith Bode:

Book is usually written, printed, or illustrated for everything. You can realize everything you want by a
book. Book has a different type. To be sure that book is important point to bring us around the world. Beside
that you can your reading ability was fluently. A e-book Microsoft Office 2013/365 and Beyond: Computer
Concepts and Applications (Computer Science) will make you to possibly be smarter. You can feel more
confidence if you can know about everything. But some of you think that will open or reading the book make
you bored. It is far from make you fun. Why they can be thought like that? Have you trying to find best book
or appropriate book with you?

Patricia McGuire:

This Microsoft Office 2013/365 and Beyond: Computer Concepts and Applications (Computer Science)
book is simply not ordinary book, you have after that it the world is in your hands. The benefit you receive
by reading this book is actually information inside this guide incredible fresh, you will get facts which is
getting deeper a person read a lot of information you will get. This specific Microsoft Office 2013/365 and
Beyond: Computer Concepts and Applications (Computer Science) without we realize teach the one who
examining it become critical in pondering and analyzing. Don't become worry Microsoft Office 2013/365
and Beyond: Computer Concepts and Applications (Computer Science) can bring once you are and not make
your case space or bookshelves' become full because you can have it inside your lovely laptop even cell
phone. This Microsoft Office 2013/365 and Beyond: Computer Concepts and Applications (Computer
Science) having excellent arrangement in word in addition to layout, so you will not sense uninterested in
reading.

Michele Brown:

This Microsoft Office 2013/365 and Beyond: Computer Concepts and Applications (Computer Science) is
brand-new way for you who has attention to look for some information mainly because it relief your hunger
associated with. Getting deeper you into it getting knowledge more you know or else you who still having



tiny amount of digest in reading this Microsoft Office 2013/365 and Beyond: Computer Concepts and
Applications (Computer Science) can be the light food to suit your needs because the information inside that
book is easy to get simply by anyone. These books build itself in the form which is reachable by anyone, yep
I mean in the e-book form. People who think that in reserve form make them feel drowsy even dizzy this
publication is the answer. So there isn't any in reading a reserve especially this one. You can find what you
are looking for. It should be here for anyone. So , don't miss the idea! Just read this e-book style for your
better life in addition to knowledge.
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