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Clear, easy-to-understand instructions for seniors who want to get the most out of Microsoft Office
2010

Seniors are buying computers—both desktops and laptops—in record numbers to stay in touch with family
and friends, connect with peers, research areas of interest, make purchases online, or learn a new skill.
Assuming no prior knowledge of Microsoft Office, this book is aimed at seniors who are interested in
maximizing the capabilities of Microsoft Word, Excel, PowerPoint, and Outlook.

Written in large typeface and featuring enlarged figures and drawings to make the book easier to read, this
fun and friendly book begins by showing you how to start each application and maneuver the interface.
You’ll benefit from detailed explanations on how to accomplish specific tasks through the use of examples
and templates.

Targets seniors who are interested in using the Microsoft Office suite for any number of reasons: keep in●

touch with family and friends, research topics of interest, shop online, learn a new skill, and more
Assumes no prior knowledge of Microsoft Office and walks you through each application: Word●

(documents), Excel (spreadsheets), PowerPoint (presentations), and Outlook (e-mail)
Features a large font for text and enlarged figures and drawings to make the book accessible and easy to●

read
Explains how to open each application and navigate the interface, and clearly demonstrates how to●

accomplish specific tasks in each application
Includes helpful examples and templates of letters, faxes, a budget grid, and more to assist with the●

learning process

With age comes wisdom—and with Office 2010 For Seniors For Dummies comes the information you need
to establish positive Office 2010 habits!
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From reader reviews:

Donna Lacher:

Nowadays reading books be a little more than want or need but also work as a life style. This reading routine
give you lot of advantages. Advantages you got of course the knowledge even the information inside the
book in which improve your knowledge and information. The knowledge you get based on what kind of
reserve you read, if you want drive more knowledge just go with education and learning books but if you
want experience happy read one along with theme for entertaining for instance comic or novel. The Office
2010 For Seniors For Dummies is kind of publication which is giving the reader unforeseen experience.

Leslie Babcock:

People live in this new morning of lifestyle always make an effort to and must have the time or they will get
large amount of stress from both way of life and work. So , once we ask do people have time, we will say
absolutely without a doubt. People is human not a robot. Then we consult again, what kind of activity are
you experiencing when the spare time coming to anyone of course your answer will certainly unlimited right.
Then ever try this one, reading guides. It can be your alternative within spending your spare time, the
particular book you have read is actually Office 2010 For Seniors For Dummies.

Jacki Peters:

This Office 2010 For Seniors For Dummies is great book for you because the content which can be full of
information for you who also always deal with world and have to make decision every minute. This book
reveal it info accurately using great manage word or we can say no rambling sentences inside. So if you are
read that hurriedly you can have whole facts in it. Doesn't mean it only provides straight forward sentences
but tricky core information with attractive delivering sentences. Having Office 2010 For Seniors For
Dummies in your hand like keeping the world in your arm, details in it is not ridiculous 1. We can say that
no reserve that offer you world with ten or fifteen small right but this guide already do that. So , this is
certainly good reading book. Hello Mr. and Mrs. active do you still doubt this?

Preston Garza:

The book untitled Office 2010 For Seniors For Dummies contain a lot of information on this. The writer
explains your girlfriend idea with easy way. The language is very easy to understand all the people, so do not
really worry, you can easy to read it. The book was written by famous author. The author brings you in the
new time of literary works. It is easy to read this book because you can read more your smart phone, or
device, so you can read the book within anywhere and anytime. In a situation you wish to purchase the e-
book, you can wide open their official web-site and also order it. Have a nice read.
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