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Microsoft Office XP consists of several programs: a word processor (Word 2002), a spreadsheet program
(Excel 2002), a presentation graphics program (PowerPoint 2002), a personal information organizer and e-
mail client (Outlook 2002), and a database program (Access 2002). And depending on the version of Office
XP that you get, you may have bonus programs that include a Web-page design and management application
(FrontPage 2002).

Having so many programs at your disposal can be very intimidating, especially for the beginning user.
Which program do you use for which task? How can you get information from one program into another?
Which programs do you really need, and which ones can you safely ignore? Your questions will abound and
confound!

Office XP For Dummies answers all these questions and more – in easy-to-understand terms and without all
that computer-geek gibberish. It gently explains the basics for each program so that you can start using them
right way. Here are a few of the topics covered in Office XP For Dummies:

Getting acquainted with the Office XP interface●

Using Word to create reports and other fancy documents●

Setting up spreadsheets in Excel to help you in your business●

Creating slideshow presentations in PowerPoint●

Managing your e-mail, calendar, and contact information in Outlook●

Developing easy-to-use databases●

Designing awesome Web pages quickly and hassle-free●

For beginners, Office XP For Dummies is the perfect overview of the entire Office XP suite; for more
advanced users, it contains many tips and tricks to make using all these different programs a breeze.
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From reader reviews:

Louise Graham:

Information is provisions for folks to get better life, information these days can get by anyone on
everywhere. The information can be a know-how or any news even a huge concern. What people must be
consider if those information which is inside the former life are difficult to be find than now could be taking
seriously which one would work to believe or which one the actual resource are convinced. If you get the
unstable resource then you buy it as your main information there will be huge disadvantage for you. All
those possibilities will not happen throughout you if you take Office XP For Dummies (For Dummies
(Computer/Tech)) as your daily resource information.

Patrick Richards:

A lot of people always spent all their free time to vacation or go to the outside with them household or their
friend. Do you know? Many a lot of people spent many people free time just watching TV, or even playing
video games all day long. If you would like try to find a new activity here is look different you can read
some sort of book. It is really fun to suit your needs. If you enjoy the book that you read you can spent 24
hours a day to reading a reserve. The book Office XP For Dummies (For Dummies (Computer/Tech)) it is
extremely good to read. There are a lot of individuals who recommended this book. These folks were
enjoying reading this book. Should you did not have enough space to develop this book you can buy
typically the e-book. You can m0ore simply to read this book through your smart phone. The price is not too
expensive but this book features high quality.

Shane Hamilton:

Would you one of the book lovers? If so, do you ever feeling doubt when you find yourself in the book
store? Make an effort to pick one book that you never know the inside because don't determine book by its
include may doesn't work here is difficult job because you are afraid that the inside maybe not as fantastic as
in the outside look likes. Maybe you answer might be Office XP For Dummies (For Dummies
(Computer/Tech)) why because the wonderful cover that make you consider in regards to the content will not
disappoint you. The inside or content is actually fantastic as the outside or cover. Your reading 6th sense will
directly show you to pick up this book.

Joseph Mattos:

The book untitled Office XP For Dummies (For Dummies (Computer/Tech)) contain a lot of information on
that. The writer explains the girl idea with easy technique. The language is very simple to implement all the
people, so do not worry, you can easy to read it. The book was authored by famous author. The author will
take you in the new era of literary works. You can read this book because you can read more your smart
phone, or device, so you can read the book inside anywhere and anytime. In a situation you wish to purchase
the e-book, you can open their official web-site in addition to order it. Have a nice examine.
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