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Discover the most important new features that the latest version of Microsoft
Office has to offer with the concise approach found in MICROSOFT OFFICE
365 & OFFICE 2016: BRIEF. This new edition is part of the acclaimed Shelly
Cashman Series that has effectively introduced computer skills to millions of
students like you. MICROSOFT OFFICE 365 & OFFICE 2016: BRIEF
continues the Series' strong history of innovation with an enhanced learning
approach to address your needs, no matter what your learning style. A trademark
step-by-step, screen-by-screen approach encourages you to expand your
understanding of Microsoft Office 2016 through experimentation, critical
thought, and personalization. This new edition delivers the most effective
educational materials specifically designed to engage, improve retention, and
prepare you for success with MS Office 2016.
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Editorial Review

About the Author

Steven M. Freund attended the University of Central Florida and serves as aleader instructor of various
Microsoft Office, computer concepts, programming, and Internet technology courses throughout Central
Forida. An integral author for the successful Shelly Cashman Series since 2001, he has presented at the
annual customer conference, the Shelly Cashman Series Ingtitute, as well as other customer events. Mr.
Freund has co-authored multiple editions of DISCOVERING COMPUTERS, Mozilla Firefox, Windows
Internet Explorer, Windows, Office, and Dreamweaver books. He has also written numerous successful
instructor supplements.

Mary Z. Last has taught computer information systems since 1984. She retired from the University of Mary
Hardin-Baylor, Belton, Texas, where she served as Associate Professor and the Director of the Center for
Effectivenessin Learning and Teaching. Ms. Last is actively involved in the Computing Educator's Oral
History Project that encourages young women to pursue careers in math and science. She has been a
contributing author to the Shelly Cashman Series since 1992. She also authors many instructor resources for
database texts.

Philip J. Pratt is Professor Emeritus of Mathematics and Computer Science at Grand Valley State University,
where he taught for 33 years. His teaching interests include database management, systems analysis,
complex analysis, and discrete mathematics. He has authored more than 75 textbooks and has co-authored
three levels of Microsoft Office Access 2013 books for this popular Shelly Cashman Seriesand A GUIDE
TO SQL.

Susan L. Sebok isaretired professor at South Suburban College in South Holland, Illinois. Sheisalso a
licensed attorney. Ms. Sebok has co-authored several successful textbooks for the leading Shelly Cashman
Series, including multiple versions of Microsoft PowerPoint and DISCOVERING COMPUTERS.

Misty E. Vermaat has more than 25 years of experience in the field of computer and information technology.
In addition to consulting in the field, she was an Associate Professor at Purdue University Calumet, teaching
or developing Microsoft Office, computer concepts, database management, systems analysis and design, and
programming courses. Since 1990, Ms. Vermaat has led the development of the Shelly Cashman Series and
has written or co-authored numerous Series textbooks, including many editions of DISCOVERING
COMPUTERS, DISCOVERING COMPUTERS FUNDAMENTALS, and Microsoft Word books.

Users Review
From reader reviews:
Robert Nguyen:

Throughout other case, little folks like to read book Shelly Cashman Series Microsoft Office 365 & Office
2016: Brief. You can choose the best book if you appreciate reading a book. Given that we know about how
isimportant a book Shelly Cashman Series Microsoft Office 365 & Office 2016: Brief. Y ou can add know-
how and of course you can around the world by way of abook. Absolutely right, due to the fact from book
you can learn everything! From your country till foreign or abroad you will end up known. About simple



issue until wonderful thing you may know that. In this era, you can open a book or perhaps searching by
internet product. It is called e-book. Y ou can utilize it when you feel uninterested to go to the library. Let's
go through.

Sharon Wilson:

Here thing why this particular Shelly Cashman Series Microsoft Office 365 & Office 2016: Brief are
different and reputable to be yours. First of al reading through a book is good nevertheless it dependsin the
content of computer which is the content is as tasty asfood or not. Shelly Cashman Series Microsoft Office
365 & Office 2016: Brief giving you information deeper as different ways, you can find any guide out there
but there is no guide that similar with Shelly Cashman Series Microsoft Office 365 & Office 2016: Brief. It
givesyou thrill reading journey, its open up your personal eyes about the thing that happened in the world
which is might be can be happened around you. It is possible to bring everywhere like in park your car, café,
or even in your way home by train. If you are having difficultiesin bringing the printed book maybe the form
of Shelly Cashman Series Microsoft Office 365 & Office 2016: Brief in e-book can be your aternative.

Tiffany Hernandez:

Hey guys, do you would like to finds a new book to read? May be the book with the name Shelly Cashman
Series Microsoft Office 365 & Office 2016: Brief suitable to you? The actual book was written by well
known writer in this era. Often the book untitled Shelly Cashman Series Microsoft Office 365 & Office
2016: Briefisasingle of several books that will everyone read now. This book was inspired lots of peoplein
the world. When you read this guide you will enter the new age that you ever know just before. The author
explained their plan in the simple way, therefore all of people can easily to comprehend the core of this
reserve. This book will give you alarge amount of information about this world now. So you can see the
represented of the world in this particular book.

Cara Shaver:

Playing with family in a park, coming to see the water world or hanging out with close friends is thing that
usually you will have done when you have spare time, after that why you don't try point that really opposite
from that. One activity that make you not experiencing tired but still relaxing, trilling like on roller coaster
you have been ride on and with addition details. Even you love Shelly Cashman Series Microsoft Office 365
& Office 2016: Brief, you are able to enjoy both. It is very good combination right, you still need to missit?
What kind of hang type isit? Oh come on its mind hangout men. What? Still don't obtain it, oh come on its
called reading friends.
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