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paperback. Book Condition: New. Ship out in 2 business day, And Fast shipping, Free Tracking number will be
provided a@er the shipment.Pages Number: 319 Publisher : Tsinghua University Press Pub. Date :2009-07.
WordExcel secretarial o<ice applications. a typical example of the common practice secretarial work in the
main line. to explain the most commonly used Word and Excel functions. The book is divided into two parts:
Word and Excel applications part of the application part. Word for Word section introduces the basic concepts
and operations. making a holiday letter. making the articles of incorporation. the company produced a unified
format for the document - templates used to produce the registration form employee information. create
organization charts. create characters banner - Art the application of the word. making the work flow. and
volume production of customer letters. envelopes and pay slips. Excel-Excel introduces some basic concepts
and operations. production sta< information table. making goods inventory table. create a simple Excel chart.
making the stock more merchandise inventory and sales query graph diagram. Word and Excel is the world s
most popular word processing so@ware and forms processing so@ware. secretarial work is an indispensable
tool. WordExcel secretarial o<ice applications. a typical example of plain content. especially for non-operator-
based Word and Excel to use. but also for the need to improve e<iciency in the use of Word and Excel for
beginners. More Contents: Section 1 word in secretarial work in the application of Chapter 1 acquaintance word
2003 1.1 word in secretarial work in understanding the important role of the 1.2 word document open word the
main program interface 1.2.1 1.2.2 knowledge of word 1.3 understanding of user interface used word in the
toolbar button tool 1.3.1 1.3.2 Document Actions understanding understanding understanding of project
documents list the Edit button operation buttons 1.3.3...
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