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My Office 2016 introduces readers to this new version of the suite and shows them how to get the most out
of the apps. The book clearly explains what to expect from the new version of Office, what the program
limitations are, and discusses best practices for using the apps. My Office 2016 teaches readers how to use
Word, Excel, PowerPoint, Outlook, Access, and OneDrive in an easy-to-follow, task-based format. Topics
covered include how to use the main features that come with each Office application, how to synchronize
documents between devices, and how to collaborate with others.

• Master core skills you can use in every Office 2016 program
• Quickly create visual documents with advanced formatting and graphics
• Build complex documents with columns, footnotes, headers, and tables
• Enter and organize Excel data more accurately and efficiently
• Quickly move, copy, delete, and format large amounts of data with Excel ranges
• Use charts to make data more visual, intuitively understandable, and actionable
• Add pizzazz to PowerPoint slide shows with animations and transitions
• Use Outlook 2016 to efficiently manage your email, contacts, and calendar
• Bring all your ideas and notes together in a OneNote notebook
• Start building useful Access 2016 databases
• Customize your Office applications to work the way you do
• Store and share your Office files in the cloud with Microsoft OneDrive
• Collaborate with others, including people using other versions of Office

In addition, this book is part of Que’s exciting new Content Update Program. As Microsoft updates features
of Office 2016, sections of this book will be updated or new sections will be added to match the updates to
the software. The updates will be delivered to you via a FREE Web Edition of this book, which can be
accessed with any Internet connection. To learn more, visit www.quepublishing.com/CUP.

How to access the free web edition:  Follow the instructions within the book to learn how to register your
book to access the FREE Web Edition.
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From reader reviews:

Edward Peterson:

Do you have favorite book? Should you have, what is your favorite's book? Book is very important thing for
us to be aware of everything in the world. Each e-book has different aim as well as goal; it means that book
has different type. Some people really feel enjoy to spend their a chance to read a book. They can be reading
whatever they acquire because their hobby is actually reading a book. What about the person who don't like
reading through a book? Sometime, individual feel need book once they found difficult problem or perhaps
exercise. Well, probably you will require this My Office 2016 (includes Content Update Program).

Benjamin Hoffman:

Here thing why that My Office 2016 (includes Content Update Program) are different and trusted to be
yours. First of all studying a book is good but it really depends in the content of computer which is the
content is as delicious as food or not. My Office 2016 (includes Content Update Program) giving you
information deeper and different ways, you can find any book out there but there is no guide that similar with
My Office 2016 (includes Content Update Program). It gives you thrill reading journey, its open up your
eyes about the thing which happened in the world which is perhaps can be happened around you. You can
easily bring everywhere like in park your car, café, or even in your approach home by train. In case you are
having difficulties in bringing the printed book maybe the form of My Office 2016 (includes Content Update
Program) in e-book can be your substitute.

Terrie Delgadillo:

The knowledge that you get from My Office 2016 (includes Content Update Program) will be the more deep
you looking the information that hide in the words the more you get interested in reading it. It does not mean
that this book is hard to know but My Office 2016 (includes Content Update Program) giving you buzz
feeling of reading. The writer conveys their point in selected way that can be understood by means of anyone
who read this because the author of this reserve is well-known enough. That book also makes your own
personal vocabulary increase well. Making it easy to understand then can go together with you, both in
printed or e-book style are available. We highly recommend you for having this My Office 2016 (includes
Content Update Program) instantly.

Andrew Joy:

A lot of guide has printed but it differs. You can get it by online on social media. You can choose the best
book for you, science, witty, novel, or whatever by simply searching from it. It is referred to as of book My
Office 2016 (includes Content Update Program). You'll be able to your knowledge by it. Without making the
printed book, it might add your knowledge and make you happier to read. It is most significant that, you
must aware about publication. It can bring you from one destination to other place.
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