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MS Word is a word processor and MS Excel is a spreadsheet. They serve different purposes. MS Word is
used to type letters and documents. In a way, it replaces the old-fashioned typewriter. MS Excel is used to
perform calculations and what-if scenarios on data. In a way, it is very sophisticated calculator. MS Word is
for creating, and editing text documents. MS Excel is for creating and editing spreadsheets. MS Power Point
is for creating and editing presentations. Excel is a spreadsheet, which is used for numerical analysis and
doing calculations and many other mathematical and financial things to do with numbers. Word is a word
processor, which is used for dealing with text, like writing letters or reports and being able to decide on the
colour of text, the size of text; being able to bold or italicise text; run spell checks; etc. This book has enough
screenshots with proper step by step explanations of advanced MS Office skills like pivot table, mail merge,
macro, v-look up and h-look up etc. This is a complete training manual of MS Office with all advanced tools
and techniques.
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From reader reviews:

Ines Patterson:

Reading can called head hangout, why? Because when you find yourself reading a book particularly book
entitled MS Word, Powerpoint and Excel Tools and Techniques: A MS Office training manual your head
will drift away trough every dimension, wandering in each aspect that maybe unfamiliar for but surely can be
your mind friends. Imaging each word written in a e-book then become one type conclusion and explanation
that will maybe you never get previous to. The MS Word, Powerpoint and Excel Tools and Techniques: A
MS Office training manual giving you an additional experience more than blown away the mind but also
giving you useful facts for your better life within this era. So now let us present to you the relaxing pattern
the following is your body and mind is going to be pleased when you are finished studying it, like winning
an activity. Do you want to try this extraordinary spending spare time activity?

Leon Santiago:

This MS Word, Powerpoint and Excel Tools and Techniques: A MS Office training manual is new way for
you who has intense curiosity to look for some information mainly because it relief your hunger of
information. Getting deeper you on it getting knowledge more you know otherwise you who still having little
bit of digest in reading this MS Word, Powerpoint and Excel Tools and Techniques: A MS Office training
manual can be the light food in your case because the information inside that book is easy to get by means of
anyone. These books acquire itself in the form which is reachable by anyone, yes I mean in the e-book type.
People who think that in publication form make them feel drowsy even dizzy this guide is the answer. So
there is absolutely no in reading a publication especially this one. You can find actually looking for. It should
be here for anyone. So , don't miss the item! Just read this e-book variety for your better life and also
knowledge.

James Hudson:

Do you like reading a publication? Confuse to looking for your chosen book? Or your book had been rare?
Why so many concern for the book? But any people feel that they enjoy with regard to reading. Some people
likes reading, not only science book but novel and MS Word, Powerpoint and Excel Tools and Techniques:
A MS Office training manual as well as others sources were given know-how for you. After you know how
the fantastic a book, you feel want to read more and more. Science e-book was created for teacher or students
especially. Those textbooks are helping them to increase their knowledge. In some other case, beside science
book, any other book likes MS Word, Powerpoint and Excel Tools and Techniques: A MS Office training
manual to make your spare time more colorful. Many types of book like this.

Jacqueline Carter:

Reading a guide make you to get more knowledge from this. You can take knowledge and information from
your book. Book is composed or printed or illustrated from each source in which filled update of news.



Within this modern era like at this point, many ways to get information are available for a person. From
media social similar to newspaper, magazines, science book, encyclopedia, reference book, book and comic.
You can add your knowledge by that book. Do you want to spend your spare time to spread out your book?
Or just seeking the MS Word, Powerpoint and Excel Tools and Techniques: A MS Office training manual
when you required it?
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