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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: 310 Publisher: Electronic Industry Publishing House Pub . Date
:2010-03. This book uses a combination of tasks and the preparation of the case means. in plain simple
language and vivid details of a real case of O<ice 2003 family of so@ware in the modern business o<ice
applications. The book is divided into four parts. The first part is Chapter 1 - Chapter 8. this part of the basic
operations from the beginning of Word 2003. Deep step by step introduction to Word 2003 in the business o<ice
applications. This part of the cases cited are: Conference welcome signboard. message to the signboard.
business fax. business cards. purchase and sales contracts. personnel notices. product brochures. business reply
letter. resume. train schedules. meeting invitations. delegate authority book. project evaluation accounting
reports. feasibility study report. interview candidates notice. business invitations. The second part is Chapter 9 -
Chapter 13. this part of the house to introduce Excel 2003 in the business o<ice applications. This part of the
cases cited are: sta< salary management table. costing the company producing table. catalog price lists. time
sheets. event listings. the daily expenses. cash flows. sales analysis statistics. profit and loss analysis table. The
third part is Chapter 14 - Chapter 16. this part focuses on PowerPoint 2003 in the business o<ice applications.
This part of the cases cited are: marketing plan. the company year-end summary. company profiles. job
candidates presentations. product industry outreach programs. marketing case studies. Part IV More Contents:
Chapter 1. word 2003 basic operations - production meeting and welcome message to the signboard start word
2003 1.2 1.1 1.3 Open the document to save the document 1.4 document map view...
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