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and present your creations in style. With detailed explanations and screen shots, this guide covers: creating,
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including using the menus and toolbars, working with the task pane, using multiple windows, and copying and
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PowerPoint presentations using AutoContent Wizard, a template, or from an existing presentation. It also
covers: adding color, pictures, and transitions to jazz up your PowerPoint presentation; getting organized with
Outlook, including handling e-mail, organizing contact information, managing tasks with a to-do list, and
scheduling appointments; storing stuff in Access, with the basics on using a database, searching,...
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