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Part |

Chapter 1 Word of the basic operation

Chapter 2 documents the formatting

Chapter 3 form

Chapter 4 inserted and draw graphics

Chapter 5 Page Setup

Chapter 6 input  special symbols and equations
Chapter 7 production of multi-language file

Part 11

Chapter 1 create an Excel file
Chapter 2 Formulas and Functions
Chapter 3 create a chart

Chapter 4 PivotTable and PivotChart
Chapter 5 print worksheet and chart

Part 111

Chapter 1  Powerpoint of the basic operation
Chapter 2 Editing text and layout

Chapter 3 Adding object

Chapter 4 move and copy a slide

Chapter 5 cool presentation effects

Chapter 6 How do professional presentations
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