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My Office 2016 introduces readers to this new version of the suite and shows them how to get the most out
of the apps. The book clearly explains what to expect from the new version of Office, what the program
limitations are, and discusses best practices for using the apps. My Office 2016 teaches readers how to use
Word, Excel, PowerPoint, Outlook, Access, and OneDrive in an easy-to-follow, task-based format. Topics
covered include how to use the main features that come with each Office application, how to synchronize
documents between devices, and how to collaborate with others.

• Master core skills you can use in every Office 2016 program
• Quickly create visual documents with advanced formatting and graphics
• Build complex documents with columns, footnotes, headers, and tables
• Enter and organize Excel data more accurately and efficiently
• Quickly move, copy, delete, and format large amounts of data with Excel ranges
• Use charts to make data more visual, intuitively understandable, and actionable
• Add pizzazz to PowerPoint slide shows with animations and transitions
• Use Outlook 2016 to efficiently manage your email, contacts, and calendar
• Bring all your ideas and notes together in a OneNote notebook
• Start building useful Access 2016 databases
• Customize your Office applications to work the way you do
• Store and share your Office files in the cloud with Microsoft OneDrive
• Collaborate with others, including people using other versions of Office

In addition, this book is part of Que’s exciting new Content Update Program. As Microsoft updates features
of Office 2016, sections of this book will be updated or new sections will be added to match the updates to
the software. The updates will be delivered to you via a FREE Web Edition of this book, which can be
accessed with any Internet connection. To learn more, visit www.quepublishing.com/CUP.

How to access the free web edition:  Follow the instructions within the book to learn how to register your
book to access the FREE Web Edition.
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From reader reviews:

Florence Croy:

My Office 2016 (includes Content Update Program) can be one of your beginner books that are good idea.
We recommend that straight away because this publication has good vocabulary which could increase your
knowledge in terminology, easy to understand, bit entertaining but nevertheless delivering the information.
The writer giving his/her effort to put every word into delight arrangement in writing My Office 2016
(includes Content Update Program) yet doesn't forget the main stage, giving the reader the hottest along with
based confirm resource data that maybe you can be one of it. This great information may drawn you into
brand-new stage of crucial imagining.

John Glass:

Is it you actually who having spare time and then spend it whole day through watching television programs
or just telling lies on the bed? Do you need something new? This My Office 2016 (includes Content Update
Program) can be the respond to, oh how comes? A fresh book you know. You are thus out of date, spending
your free time by reading in this fresh era is common not a geek activity. So what these ebooks have than the
others?

Jose Brown:

In this particular era which is the greater man or who has ability in doing something more are more valuable
than other. Do you want to become one of it? It is just simple approach to have that. What you are related is
just spending your time not very much but quite enough to get a look at some books. One of the books in the
top collection in your reading list is definitely My Office 2016 (includes Content Update Program). This
book that is qualified as The Hungry Hillsides can get you closer in getting precious person. By looking
upward and review this book you can get many advantages.

Marian Knight:

Do you like reading a e-book? Confuse to looking for your chosen book? Or your book was rare? Why so
many query for the book? But virtually any people feel that they enjoy regarding reading. Some people likes
studying, not only science book but novel and My Office 2016 (includes Content Update Program) or others
sources were given know-how for you. After you know how the great a book, you feel would like to read
more and more. Science book was created for teacher or students especially. Those guides are helping them
to increase their knowledge. In different case, beside science reserve, any other book likes My Office 2016
(includes Content Update Program) to make your spare time far more colorful. Many types of book like this
one.
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