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professionals using Excel. secretarial. administrative staB. also available for training sessions as Excel training
materials. Summary Excel administrative and secretarial high oBice (Value Edition) is one of the Very Easy
series produced for Excel spreadsheet applications necessary demand. combined with the reader's learning
habits and ways of thinking choreography. finishing the knowledge structure strive to make the book
knowledge system is a comprehensive. step detailed. intuitive presentation. ensure readers learn together easily.
do fun. Excel administrative and secretarial high oBice (Value Edition) from Excel 2010 form creation. data
entry. sorting. beautify the calculation of the data analysis. secretarial and administrative work in Excel specific
operating knowledge. skills and can not solve the problem. Excel administrative and secretarial high oBice
(Value Edition) explain comprehensive and detailed. together with one or two a knowledge point convenient
reading system. so beginners can quickly based on knowledge points or want to achieve operating find and
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