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Preface. 1. Getting Started. 2. About computers and programs. 3. Information networks. 4. Computers in
everyday life. 5. Security and copyright. 6. Hands-on. 7. Managing windows and files. 8. Making your
computer secure. 9. Printing. 10. Getting started with Word. 11. Laying out text. 12. Adding tables and
illustrations. 13. Creating mailshots. 14. Getting it right on paper. 15. First steps with Excel. 16. Working
with spreadsheet data. 17. Using spreadsheet formulae. 18. Improving a sheet's appearance. 19.
Working with charts and graphs. 20. Preparing and printing data. 21. Database basics. 22. Creating a
database. 23. Entering and retrieving information. 24. Formatting and printing data. 25. Designing a
presentation. 26. Enhancing your slides. 27. Finalising and presentation. 28. Using the Internet. 29. Using
the World Wide Web. 30. Using and managing e-mail. Glossary. Index. EAN/ISBN : 9781844808366

Publisher(s): Cengage Learning EMEA Format: ePub/PDF Author(s): Rickaby, Steve

DOWNLOAD HERE

Similar manuals:



http://downloadpdfs.net/getfile.php?prd=208742025
http://downloadpdfs.net/getfile.php?prd=208742025
http://downloadpdfs.net/getfile.php?prd=208742025

