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provided after the shipment.Pages Number: 487 Publisher: Chemical Industry Press Pub. Date :2010-01. The book
according to the needs of daily work and life. integrated o ice so ware applications the three components of
O ice 2007 Word. Excel. PowerPoint in di erent areas of processing. perform di erent tasks from the
perspective introduced the Word. Excel. PowerPoint in their daily work. education. business and life of the
specific application and operation. This book is highly practical. and can help with the three components of
O ice 2007 quickly and e iciently. high-quality completion of the work. The book is divided into three a total of
25 tasks. Word 2007 introduced the use of design rules and regulations. questionnaires. notices. personal
resume. posters. greeting cards. invitations. etc.; making use of Excel 2007 files. payroll. transcripts. sales table.
etc.; use PowerPoint 2007 production of electronic albums. dynamic greeting cards. dra  training courses.
company profile and so on. Written by a long line of teachers engaged in teaching writing. with many years of
business practice and classroom teaching experience. based on each specific task from start to explain in detail
the pre-task analysis. technical preparation. the use of tools. work processes. etc. the whole process. described
in the work process steps to complete the task and method of operation a er completion of the task summary.
the evaluation feedback. so that students can learn by analogy. in context. apply their knowledge. This book is
supported by material and sample text for the learner reference. More Contents: understanding o ice so ware
microso  o ice 2007 word 2007 word processing so ware understanding understanding understanding excel
2007 spreadsheet so ware. presentation so ware powerpoint 2007 first word processing word 2007 with the
entry rules and regulations Task 1 Task...
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