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Although this book is strategically designed for any individual who desires to have a basic understanding of
Microsoft Word 2016, it can also benefit those who want to build on their prior knowledge. The overall goal
of this user-friendly book is to develop the knowledge and skills that can be used at home and in the
workplace. Although this is not an exhaustive book, it covers most of the commands found in Microsoft
Word 2016.
Keep in mind that as you read this book there is always more than one way of completing a task in Microsoft
Word. You will learn various ways of modifying the appearance of a document, formatting text, working
with styles, inserting pictures, creating tables, preparing recipient list for mail merge, tracking changes, and
much more. At the end of each chapter there are little known computer facts, applying knowledge and skills,
and assessments along with the answers to each assessment question. Ultimately, at the completion of this
book you will be able to confidently apply what you have learned from this book at home or on the job.
Video tutorials are available in DVD format, on-demand, and can be found at Amazon and udemy.com. This
book is also available in the Kindle version.
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From reader reviews:

Raymond Bailey:

The book Microsoft Word 2016 Made Easy: A Step-by-Step Guide for PC Users (Microsoft Office 2016)
can give more knowledge and also the precise product information about everything you want. So why must
we leave a good thing like a book Microsoft Word 2016 Made Easy: A Step-by-Step Guide for PC Users
(Microsoft Office 2016)? A number of you have a different opinion about e-book. But one aim in which
book can give many info for us. It is absolutely correct. Right now, try to closer together with your book.
Knowledge or info that you take for that, it is possible to give for each other; you may share all of these.
Book Microsoft Word 2016 Made Easy: A Step-by-Step Guide for PC Users (Microsoft Office 2016) has
simple shape nevertheless, you know: it has great and big function for you. You can look the enormous
world by open up and read a guide. So it is very wonderful.

Albert Collins:

Reading a e-book tends to be new life style in this particular era globalization. With studying you can get a
lot of information which will give you benefit in your life. Together with book everyone in this world can
certainly share their idea. Publications can also inspire a lot of people. Plenty of author can inspire their
reader with their story or perhaps their experience. Not only situation that share in the ebooks. But also they
write about the information about something that you need instance. How to get the good score toefl, or how
to teach your sons or daughters, there are many kinds of book which exist now. The authors in this world
always try to improve their expertise in writing, they also doing some research before they write with their
book. One of them is this Microsoft Word 2016 Made Easy: A Step-by-Step Guide for PC Users (Microsoft
Office 2016).

Robert Mayo:

Spent a free time for you to be fun activity to try and do! A lot of people spent their sparetime with their
family, or all their friends. Usually they carrying out activity like watching television, gonna beach, or picnic
in the park. They actually doing same thing every week. Do you feel it? Will you something different to fill
your free time/ holiday? May be reading a book could be option to fill your no cost time/ holiday. The first
thing that you ask may be what kinds of publication that you should read. If you want to try out look for
book, may be the guide untitled Microsoft Word 2016 Made Easy: A Step-by-Step Guide for PC Users
(Microsoft Office 2016) can be good book to read. May be it could be best activity to you.

Henrietta Belcher:

You can obtain this Microsoft Word 2016 Made Easy: A Step-by-Step Guide for PC Users (Microsoft Office
2016) by check out the bookstore or Mall. Simply viewing or reviewing it can to be your solve challenge if
you get difficulties to your knowledge. Kinds of this e-book are various. Not only by written or printed but
additionally can you enjoy this book by e-book. In the modern era like now, you just looking by your mobile



phone and searching what their problem. Right now, choose your own personal ways to get more
information about your book. It is most important to arrange you to ultimately make your knowledge are still
revise. Let's try to choose appropriate ways for you.
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