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Summary: Introduction.Book I: Word.Chapter 1: Entering, Editing, and Formatting Text.Chapter 2: Speed
Techniques for Using Word.Chapter 3: Laying Out Text and Pages.Chapter 4: Word Styles.Chapter 5:
Constructing the Perfect Table.Chapter 6: Desktop Publishing with Word.Chapter 7: Getting Word's Help with
OHice Chores.Chapter 8: Tools for Reports and Scholarly Papers.Book II: Outlook.Chapter 1: Getting Acquainted
with Outlook.Chapter 2: Maintaining the Contacts Folder.Chapter 3: Handling Your E-Mail. Chapter 4: Managing
Your Time and Schedule.Chapter 5: Task, Reminders, and Notes.Book III: PowerPoint.Chapter 1: Getting Started
in PowerPoint.Chapter 2: Entering the Text.Chapter 3: Advanced Formatting Techniques.Chapter 4: Making Your
Presentation Livelier.Chapter 5: Giving the Presentation.Book IV: Excel.Chapter 1: Up and Running with
Excel.Chapter 2: Refining Your Worksheet.Chapter 3: Formulas and Functions for Crunching Numbers.Chapter 4:
Making a Worksheet Easier to Read and Understand.Chapter 5: Seeing Data in Charts.Chapter 6: Analyzing
Data.Book V: FrontPage.Chapter 1: Introducing FrontPage.Chapter 2: Laying Out a Web Page.Chapter 3:
Presenting the Content.Chapter 4: Publishing and Maintaining a Web Site.Chapter 5: Forms and Behaviors.Book
VI: Access.Chapter 1: Introducing Access.Chapter 2: Building Your Database Tables.Chapter 3: Entering the
Data.Chapter 4: Sorting, Querying, and Filtering for Data.Chapter 5: Presenting Data in a Report.Book VII:
Publisher.Chapter 1: Introducing Publisher.Chapter 2: Refining a Publication.Chapter 3: Putting on the Finishing
Touches.Book VIII: One Step Beyond OHice.Chapter 1: Customizing an OHice Program.Chapter 2: Automating
Tasks with Macros and VBA.Chapter 3: Embellishing Your Files with Art and Graphics.Chapter 4: Managing the
MicrosoK Clip Organizer.Chapter 5: Note Taking with OneNote.Book IX: Windows XP.Chapter 1: Windows
Basics.Chapter 2: Working with Files and Folders.Chapter 3: Making Windows XP Work Your Way.Chapter 4: Let
Me Entertain You.
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