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Microsoft Office XP consiste en varios programas: un procesador de palabras (Word 2002), un programa de
hoja electrónica (Excel 2002), un programa de gráficos de presentación (PowerPoint 2002), un organizador
de información personal y un cliente de correo electrónico (Outlook 2002), y un programa de base de datos
(Access 2002). Y dependiendo de la versión de Office XP que tenga, puede tener programas extra que
incluyen una aplicación de diseño y administración de páginas Web (FrontPage 2002).

Tener tantos programas a su disposición puede ser muy intimidante, especialmente para el usuario
principiante. ¿Cuál programa usar para cuál tarea? ¿Cómo puede obtener la información de un programa a
otro? ¿Cuáles programas realmente necesita y cuáles puede ignorar en forma segura? ¡Sus preguntas
abundarán y lo confundirán!

Office XP Para Dummies responde todas estas preguntas y más – en términos fáciles de comprender y sin
toda esa jerga de los genios de la computación. Gentilmente explica los elementos básicos para cada
programa para que pueda empezar a usarlos de inmediato. Estos son algunos de los temas cubiertos:

Familiarizarse con la interfaz de Office XP●

Utilizar Word para crear reportes y otros documentos sofisticados●

Organizar hojas electrónicas en Excel para ayudarle en su negocio●

Crear presentaciones de diapositivas en PowerPoint●

Administrar su correo electrónico, calendario e información de contacto en Outlook●

Desarrollar bases de datos fáciles de usar●

Diseñar páginas Web maravillosas rápida y fácilmente●

Para principiantes, Office XP para Dummies es el vistazo perfecto de toda la suite de  Office XP; para
usuarios más avanzados, contiene muchos consejos para hacer del uso de todos estos programas diferentes
algo muy fácil.
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From reader reviews:

Freddie Patton:

Here thing why this particular Office XP Para Dummies (Spanish Edition) are different and dependable to be
yours. First of all studying a book is good but it really depends in the content than it which is the content is
as delightful as food or not. Office XP Para Dummies (Spanish Edition) giving you information deeper and
in different ways, you can find any reserve out there but there is no book that similar with Office XP Para
Dummies (Spanish Edition). It gives you thrill reading through journey, its open up your personal eyes about
the thing this happened in the world which is might be can be happened around you. It is easy to bring
everywhere like in playground, café, or even in your way home by train. Should you be having difficulties in
bringing the imprinted book maybe the form of Office XP Para Dummies (Spanish Edition) in e-book can be
your substitute.

Hazel Freese:

Reading a e-book can be one of a lot of task that everyone in the world loves. Do you like reading book so.
There are a lot of reasons why people fantastic. First reading a e-book will give you a lot of new details.
When you read a e-book you will get new information since book is one of numerous ways to share the
information or perhaps their idea. Second, studying a book will make anyone more imaginative. When you
examining a book especially tale fantasy book the author will bring that you imagine the story how the
personas do it anything. Third, you could share your knowledge to other folks. When you read this Office XP
Para Dummies (Spanish Edition), you can tells your family, friends in addition to soon about yours e-book.
Your knowledge can inspire average, make them reading a book.

Arthur Haynes:

Spent a free time to be fun activity to complete! A lot of people spent their leisure time with their family, or
their own friends. Usually they accomplishing activity like watching television, planning to beach, or picnic
from the park. They actually doing same thing every week. Do you feel it? Do you want to something
different to fill your personal free time/ holiday? Might be reading a book is usually option to fill your cost-
free time/ holiday. The first thing you will ask may be what kinds of reserve that you should read. If you
want to try out look for book, may be the guide untitled Office XP Para Dummies (Spanish Edition) can be
excellent book to read. May be it can be best activity to you.

Scott Manuel:

Don't be worry for anyone who is afraid that this book can filled the space in your house, you may have it in
e-book means, more simple and reachable. That Office XP Para Dummies (Spanish Edition) can give you a
lot of pals because by you checking out this one book you have matter that they don't and make you actually
more like an interesting person. This particular book can be one of one step for you to get success. This
reserve offer you information that might be your friend doesn't learn, by knowing more than different make
you to be great persons. So , why hesitate? Let's have Office XP Para Dummies (Spanish Edition).
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