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e:iciently * Quickly move, copy, delete, and format large amounts of data with Excel ranges * Use charts to make data more visual, intuitively
understandable, and actionable * Add pizzazz to PowerPoint slide shows with animations and transitions * Use Outlook 2016 to e:iciently manage
your email, contacts, and calendar * Bring all your ideas and notes together in a OneNote notebook * Start building useful Access 2016 databases *
Customize your O:ice applications to work the way you do * Store and share your O:ice files in the cloud with MicrosoF OneDrive * Collaborate
with others, including people using other versions of O:ice In addition, this book is part of Que s exciting new Content Update Program. As
Microsoft updates features of Office 2016, sections of this book will be updated or new sections will be...
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