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PRACTICAL MICROSOFT OFFICE 2013 provides clear instruction on the
basics of the Microsoft Office 2013 suite. Concise lessons within each chapter,
usually one page in length, are presented in an appealing Frequently Asked
Questions format and include full-color screenshots or diagrams. This textbook
comes with arobust BookOnCD, which isadigital version of the textbook that
brings the book to life with videos, animated diagrams, software tours, and
assessment opportunities that can be graded and tracked. Students are given the
opportunity to get plenty of practice with 30 projectsin the back of the book.
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Editorial Review

Review

Introduction. 1. Getting Started with Application Software. 2. Creating a Document. 3. Formatting a
Document. 4. Finalizing a Document. 5. Creating a Worksheet. 6. Formatting a Worksheet. 7. Finalizing a
Worksheet. 8. Creating a Presentation. 9. Finalizing a Presentation. 10. Creating a Database. 11. Finalizing a
Database. Projects. Index.

About the Author

June Parsons purchased her first computer, an Apple 11+, in 1981 and quickly became fluent in BASIC,
dBASE II, Lotus 123, WordStar, and a variety of accounting programs. The next year she opened a
successful small computer retail store with Dan Ojathat also offered software instruction to children and
adults. Dr. Parsons taught at the university level for more than 20 years. She holds a doctorate in Educational
Technology and was certified by the ICCP in 1995. Dr. Parsons began writing and creating educational
software for Course Technology in 1992. She contributed to the Windows for Business and Illustrated Series
and developed the New Perspectives, e-Course, and Practical series. She works viathe Internet with ateam
of highly skilled media specialists and desktop publishers located in various states and provinces.

An esteemed professional and respected author, Dan Oja, along with June Parsons, purchased an Apple 11+
in 1981 and quickly became fluent in BASIC, dBASE I, Lotus 123, WordStar, and a variety of accounting
programs. The next year, he and Dr. Parsons opened a successful small computer retail store that offered
software instruction to children and adults. With Dr. Parsons, Mr. Oja began writing and creating educational
software for Course Technology in 1992. Together, they contributed to the leading success of the Windows
for Business and Illustrated Series. They also devel oped the New Perspectives, e-Course, and Practical
series. Today, Mr. Ojas and Dr. Parson's team of highly skilled media specialists and desktop publishers
located in various states and provinces work together via the Internet to deliver exceptional texts.

Users Review
From reader reviews:
Sonya Wright:

The book Practical Microsoft Office 2013 (with CD-ROM) (New Perspectives) gives you the sense of being
enjoy for your spare time. Y ou can use to make your capable much more increase. Book can to become your
best friend when you getting stress or having big problem together with your subject. If you can make
examining abook Practical Microsoft Office 2013 (with CD-ROM) (New Perspectives) to get your habit,
you can get more advantages, like add your current capable, increase your knowledge about afew or all
subjects. It is possible to know everything if you like wide open and read a publication Practical Microsoft
Office 2013 (with CD-ROM) (New Perspectives). Kinds of book are several. It means that, science reserve
or encyclopedia or other individuals. So , how do you think about this reserve?

Chris Gibbons:

The book Practical Microsoft Office 2013 (with CD-ROM) (New Perspectives) can give more knowledge



and information about everything you want. Why then must we leave a good thing like a book Practical
Microsoft Office 2013 (with CD-ROM) (New Perspectives)? Several of you have a different opinion about
e-book. But one aim that will book can give many info for us. It is absolutely correct. Right now, try to
closer together with your book. Knowledge or information that you take for that, you could give for each
other; you can share all of these. Book Practical Microsoft Office 2013 (with CD-ROM) (New Perspectives)
has simple shape however, you know: it has great and large function for you. Y ou can look the enormous
world by available and read a e-book. So it is very wonderful.

Donna Solano:

Beside thiskind of Practical Microsoft Office 2013 (with CD-ROM) (New Perspectives) in your phone, it
might give you away to get closer to the new knowledge or info. The information and the knowledge you
are going to got here isfresh in the oven so don't be worry if you feel like an aged people live in narrow
commune. It isgood thing to have Practical Microsoft Office 2013 (with CD-ROM) (New Perspectives)
because this book offers to you readable information. Do you oftentimes have book but you do not get what
it's al about. Oh come on, that would not happen if you have this with your hand. The Enjoyable blend here
cannot be questionable, similar to treasuring beautiful island. Techniques you still want to miss the item?
Find this book in addition to read it from currently!

Jocelyn Lee:

On this erawhich is the greater man or who has ability in doing something more are more special than other.
Do you want to become one of it? It isjust simple approach to have that. What you must do is just spending
your time not very much but quite enough to get alook at some books. One of many books in the top
collection in your reading list is actually Practical Microsoft Office 2013 (with CD-ROM) (New
Perspectives). This book that is certainly qualified as The Hungry Mountains can get you closer in getting
precious person. By looking way up and review this guide you can get many advantages.
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