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Microsoft Office XP consists of several programs: aword processor (Word 2002), a spreadsheet program
(Excel 2002), a presentation graphics program (PowerPoint 2002), a personal information organizer and e-
mail client (Outlook 2002), and a database program (Access 2002). And depending on the version of Office
XP that you get, you may have bonus programs that include a Web-page desigh and management application
(FrontPage 2002).

Having so many programs at your disposal can be very intimidating, especially for the beginning user.
Which program do you use for which task? How can you get information from one program into another?
Which programs do you really need, and which ones can you safely ignore? Y our questions will abound and
confound!

Office XP For Dummies answers all these questions and more — in easy-to-understand terms and without all
that computer-geek gibberish. It gently explains the basics for each program so that you can start using them
right way. Here are afew of the topics covered in Office XP For Dummies:

- Getting acquainted with the Office XP interface

- Using Word to create reports and other fancy documents

- Setting up spreadsheetsin Excel to help you in your business

- Creating dlideshow presentations in PowerPoint

- Managing your e-mail, calendar, and contact information in Outlook
- Developing easy-to-use databases

- Designing awesome Web pages quickly and hassle-free

For beginners, Office XP For Dummiesis the perfect overview of the entire Office XP suite; for more
advanced users, it contains many tips and tricks to make using all these different programs a breeze.
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From reader reviews:
Diana Sturgill:

Why don't make it to become your habit? Right now, try to prepare your time to do the important behave,
like looking for your favorite e-book and reading a publication. Beside you can solve your problem; you can
add your knowledge by the guide entitled Office XP For Dummies (For Dummies (Computer/Tech)). Try to
the actual book Office XP For Dummies (For Dummies (Computer/Tech)) as your pal. It means that it can to
get your friend when you truly feel alone and beside associated with course make you smarter than
previoudy. Yeah, it is very fortuned for you. The book makes you more confidence because you can know
every little thing by the book. So , we should make new experience as well as knowledge with this book.

Elliott Salazar:

Spent afree a chance to be fun activity to complete! A lot of people spent their spare time with their family,
or their own friends. Usually they performing activity like watching television, about to beach, or picnic
within the park. They actually doing same thing every week. Do you fedl it? Do you need to something
different to fill your personal free time/ holiday? May be reading a book could be option to fill your cost-free
time/ holiday. Thefirst thing that you will ask may be what kinds of e-book that you should read. If you want
to consider look for book, may be the e-book untitled Office XP For Dummies (For Dummies
(Computer/Tech)) can be great book to read. May be it could be best activity to you.

Pamelia Thompson:

People livein this new morning of lifestyle always aim to and must have the extratime or they will get lots
of stress from both lifestyle and work. So , when we ask do people have spare time, we will say absolutely
indeed. People is human not really arobot. Then we ask again, what kind of activity do you possess when the
gpare time coming to an individual of course your answer will unlimited right. Then ever try this one,

reading books. It can be your alternative with spending your spare time, the particular book you haveread is
usually Office XP For Dummies (For Dummies (Computer/Tech)).

Robert Clark:

Y ou will get this Office XP For Dummies (For Dummies (Computer/Tech)) by visit the bookstore or Mall.
Only viewing or reviewing it might to be your solve problem if you get difficulties for ones knowledge.
Kinds of this guide are various. Not only by written or printed and also can you enjoy this book by e-book. In
the modern eralike now, you just looking of your mobile phone and searching what your problem. Right
now, choose your current ways to get more information about your book. It is most important to arrange you
to ultimately make your knowledge are still revise. Let'stry to choose correct ways for you.
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