how to create workbooks in excel

how to create workbooks in excel is an essential skill for anyone looking to manage data effectively
and enhance productivity. Excel workbooks serve as a powerful tool for organizing, analyzing, and
presenting data, making them invaluable in both professional and personal contexts. In this article, we
will explore the step-by-step process of creating workbooks in Excel, covering everything from basic
setup to advanced features that can streamline your workflow. We will delve into the various
components of a workbook, how to format data, and tips for utilizing Excel’s functionalities to maximize
efficiency. Whether you are a beginner or looking to refine your skills, this guide will equip you with the

knowledge needed to create and manage workbooks in Excel seamlessly.
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Understanding Excel Workbooks

To effectively navigate the process of creating workbooks in Excel, it is crucial to understand what a
workbook is. An Excel workbook is a file that contains one or more worksheets, where data is stored,
manipulated, and analyzed. Each worksheet is made up of rows and columns, creating a grid where
users can enter and manage data. Understanding the structure and purpose of workbooks will enable

users to utilize Excel’s capabilities fully and efficiently.

Excel workbooks are particularly useful for tasks such as budgeting, project management, data
analysis, and reporting. They allow users to keep related information organized in one file, making it
easier to analyze data across multiple sheets. Each workbook can contain various types of data,
including numerical data, text, and formulas, which can be used to perform calculations and generate

insights.

Creating a New Workbook

Creating a new workbook in Excel is a straightforward process. Users can start from scratch or use a

template that suits their needs. Here’s how to create a new workbook:

1. Open Microsoft Excel on your computer.
2. Select “Blank Workbook” for a new file or choose from the available templates.
3. If starting from a template, click on the desired template to open it.

4. Once the workbook is open, you can start entering data into the cells.

In addition to creating a workbook from the application, users can also create a workbook from existing
files or import data from other sources. This functionality allows for seamless integration of data into

new or existing workbooks.



Exploring Workbook Components

Understanding the various components of an Excel workbook is essential for effective data

management. Here are the key elements:

* Worksheets: Each workbook contains multiple worksheets, which are individual pages where

data can be organized. Users can add or remove worksheets as necessary.

¢ Cells: The intersection of a row and a column, cells are the basic units where data is entered.

Each cell has a unique address, such as A1, which corresponds to its column and row.

¢ Rows and Columns: Rows run horizontally and are numbered, while columns run vertically and

are labeled with letters. Understanding how to navigate these is crucial for data entry.

e Formula Bar: Located at the top of the Excel window, the formula bar allows users to enter or

edit data and formulas in the selected cell.

Being familiar with these components will help users utilize Excel more effectively, as they can easily

locate and manipulate data across their workbooks.

Formatting Your Workbook

Formatting a workbook is essential for improving readability and presentation. Proper formatting helps

convey information clearly and effectively. Here are some tips for formatting your workbook:

1. Adjusting Column Widths and Row Heights: Users can resize columns and rows by dragging the

borders to ensure that all data is visible.

2. Using Cell Styles: Excel offers a variety of cell styles that can enhance the appearance of data,

such as bolding headers or applying color fills.



3. Applying Number Formats: Users can format numbers as currency, percentages, dates, etc., to

make data more understandable.

4. Adding Borders and Shading: Borders help to separate data, and shading can highlight important

information.

Consistent formatting not only makes the workbook look professional but also aids in data

interpretation, making it easier for users to analyze and present their findings.

Utilizing Advanced Features

Excel offers a wide range of advanced features that can enhance the functionality of workbooks.

These features can automate tasks, analyze data, and improve overall productivity:

e Formulas and Functions: Excel has built-in functions for calculations, such as SUM, AVERAGE,

and VLOOKUP, which can simplify data analysis.

e Data Validation: This feature allows users to control the type of data entered into a cell, ensuring

data integrity.

¢ Conditional Formatting: Users can apply formatting rules to highlight data that meets specific

criteria, making it easier to spot trends and outliers.

¢ Charts and Graphs: Visualizing data through charts and graphs can help illustrate trends

effectively.

By leveraging these advanced features, users can transform their workbooks into powerful tools for

data analysis and reporting.



Saving and Sharing Your Workbook

Once the workbook is created and formatted, saving and sharing it is the next critical step. Users can

save their workbooks in various formats, including:

¢ Excel Workbook (.xlsx): The standard format for Excel workbooks, which preserves all features.

¢ Excel Macro-Enabled Workbook (.xIsm): This format is used when the workbook contains

macros.

e CSV (.csv): A format suitable for data that needs to be shared with other applications.

To save a workbook, users can click on the “File” menu, select “Save As,” choose the desired
format, and specify the location. Sharing a workbook can be done through email or by using cloud
services like OneDrive. This ensures that collaborators can access the workbook and contribute if

necessary.

Best Practices for Workbook Management

Implementing best practices for workbook management can enhance usability and efficiency. Here are

some recommendations:

Organize Worksheets: Name and arrange worksheets logically to make navigation easier.

Use Clear Labels: Clearly label columns and rows to indicate the type of data contained within

them.

Regular Backups: Regularly back up workbooks to prevent data loss.

Version Control: Keep track of different versions of your workbook to manage changes



effectively.

By adhering to these best practices, users can ensure that their workbooks remain organized, efficient,

and accessible for future use.

Q: What is the difference between a workbook and a worksheet in
Excel?

A: A workbook is the entire file that can contain multiple worksheets, while a worksheet is a single

page within that workbook where data is entered and organized.

Q: Can | create a workbook using Excel on my mobile device?

A: Yes, you can create and edit workbooks using the Excel mobile app available for iOS and Android

devices, allowing for flexibility and convenience.

Q: How do | add a new worksheet to an existing workbook?

A: To add a new worksheet, click on the "+" icon next to the existing worksheet tabs at the bottom of

the Excel window.

Q: Is it possible to protect my workbook with a password?

A: Yes, Excel allows users to protect their workbooks with a password, ensuring that only authorized

users can access or modify the data.



Q: What should | do if my workbook is too large and slow to open?

A: If a workbook is too large, consider splitting it into multiple smaller workbooks or removing

unnecessary data and formatting to improve performance.

Q: How can | share my workbook with others?

A: You can share your workbook by sending it via email, using cloud services like OneDrive, or

sharing it directly from within Excel using the "Share" feature.

Q: What are templates, and how can they help when creating a
workbook?

A: Templates are pre-designed workbook formats that can save time. They provide a structured layout

and predefined formulas for specific tasks, making it easier to get started.

Q: Can | use macros in my workbook?

A: Yes, you can create and use macros in your workbook to automate repetitive tasks, but remember

to save the workbook in a macro-enabled format (.xIsm).

Q: How can | quickly navigate between worksheets in a workbook?

A: You can quickly navigate between worksheets by clicking on the worksheet tabs at the bottom or by

using keyboard shortcuts like Ctrl + Page Up or Ctrl + Page Down.
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how to create workbooks in excel: Excel for Beginners: A Step-by-Step Workbook Jack
King, 2024-12-25 Excel for Beginners: A Step-by-Step Workbook Introduction: This comprehensive
workbook provides a beginner-friendly introduction to Microsoft Excel, empowering you to unleash
the power of spreadsheets. Written in an easy-to-follow style, this workbook offers a practical
approach that simplifies the learning process and builds your confidence in working with Excel.
Targeted at Problem Identification: The workbook addresses real-world problems often encountered
in various industries and walks of life. By focusing on practical applications, it equips you with the
skills to identify and solve common spreadsheet-related challenges effectively. Solution-Oriented:
Step-by-step instructions guide you through each task, ensuring that you not only understand the
how but also the why behind each action. The workbook presents practical solutions to commonly
faced problems, allowing you to confidently apply Excel in your daily work or personal projects.
Content That Captivates: Engaging and relatable examples bring the learning material to life. The
workbook uses real-life scenarios to illustrate the concepts and provide context, making the learning
process enjoyable and impactful. Special Features That Stand Out: Interactive exercises: Hands-on
exercises allow you to practice and reinforce the concepts learned in each chapter, building your
proficiency in using Excel. Screen captures: Clear and illustrative screen captures guide you through
each step, ensuring that you can easily follow along and recreate the actions in your own Excel
workbook. Chapter summaries: Concise summaries at the end of each chapter provide a quick recap
of key points, helping you retain the information and enhance your understanding. Educational
Value: This workbook not only teaches you how to use Excel but also fosters problem-solving
abilities and critical thinking skills. By working through the hands-on exercises and applying the
concepts to real-world situations, you develop a deeper understanding of data analysis and
spreadsheet management.

how to create workbooks in excel: Mastering MIcrosoft VBA Guy Hart-Davis, 2006-01-18 VBA
is used for writing macros, automating Office applications, and creating custom applications in
Word, Excel, PowerPoint, Outlook, and Access Easily accessible by novice programmers, VBA is also
powerful enough for IT professionals who need to create specialized business applications,
generating wide interest Completely revised for the new versions of the language and the Office
suite, this book is the most up-to-date VBA guide on the market Includes what everyone, from power
users to system administrators and professional developers, needs to know Covers all Office
products in depth

how to create workbooks in excel: Microsoft Office for IPad Step by Step Joan Lambert,
2015 The quick way to learn Microsoft Word, Excel, PowerPoint, and OneNote for iPad! This is
learning made easy. Get productive fast with every Office for iPad app--plus OneNote, too! Jump in
wherever you need answers--brisk lessons and colorful screen shots show you exactly what to do,
step by step. Quickly create Word documents by tapping, typing, or dictating Organize and design
professional documents of all kinds Visually analyze information in tables, charts, and PivotTables
Deliver highly effective presentations in PowerPoint straight from your iPad Save and send PDFs,
with or without Office 365 Use OneNote to capture and share everything from text to iPad photos
Now in full color! Easy lessons for essential tasks Big full-color visuals Skill-building practice files
Download your Step by Step practice files at: http://aka.ms/iPadOfficeSBS/files

how to create workbooks in excel: Learn Office 2016 for Mac Guy Hart-Davis, 2016-07-26
A practical, hands-on approach to using Office 2016 applications to create and edit documents and
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get work done efficiently. You'll learn how to customize Office, design, create, and share documents,
manipulate data in a spreadsheet, and create lively presentations. You'll also discover how to
organize your email, contacts, and tasks with the new Outlook for Mac. Conveying information
quickly and concisely, the book brings you from beginner or intermediate to an experienced and
confident user. Office for Mac remains the leading productivity suite for Mac, with Apple’s iWork
and the free OpenOffice.org trailing far behind. Now, it's been updated with a cleaner interface and
more compatibility with Exchange and SharePoint. This book provides the best combination of
accessible and focused coverage of the Office 2016 applications. Rather than cover every
seldom-used feature, the book covers real-world usage, putting emphasis on practical tasks
andtroubleshooting common problems, such as sharing documents with Windows users and older
versions of Office. What You Will Learn Create professional documents for home and business using
Word Edit documents collaboratively in real time with your colleagues Record and manipulate data
using spreadsheets Use your data to create powerful and convincing charts Build persuasive
multimedia presentations in PowerPoint Deliver presentations like an expert Keep your e-mail under
control with Outlook Stay on top of your schedule and your tasks Who This Book Is For Any Mac user
who needs to work with Word, Excel, PowerPoint, or Outlook either for business or for pleasure.
Professionals, students, and home user alike will benefit from straightforward explanations,
step-by-step instructions, and effective workarounds for everyday problems.

how to create workbooks in excel: Microsoft Office Home and Student 2010 Step by
Step Joan Lambert, Joyce Cox, Curtis Frye, 2010-06-30 Teach yourself exactly what you need to
know about using Microsoft Word, Excel, PowerPoint, and OneNote-one step at a time! With STEP
BY STEP, you build and practice new skills hands-on, at your own pace. Topics include creating
effective documents; using themes, templates, and other formatting tools; building spreadsheets to
perform calculations and manage data; producing and delivering compelling presentations; digitally
organizing your notes and to-do lists; and other core topics.

how to create workbooks in excel: Excel Hacks David Hawley, Raina Hawley, 2007-06-20
Millions of users create and share Excel spreadsheets every day, but few go deeply enough to learn
the techniques that will make their work much easier. There are many ways to take advantage of
Excel's advanced capabilities without spending hours on advanced study. Excel Hacks provides more
than 130 hacks -- clever tools, tips and techniques -- that will leapfrog your work beyond the
ordinary. Now expanded to include Excel 2007, this resourceful, roll-up-your-sleeves guide gives you
little known backdoor tricks for several Excel versions using different platforms and external
applications. Think of this book as a toolbox. When a need arises or a problem occurs, you can
simply use the right tool for the job. Hacks are grouped into chapters so you can find what you need
quickly, including ways to: Reduce workbook and worksheet frustration -- manage how users
interact with worksheets, find and highlight information, and deal with debris and corruption.
Analyze and manage data -- extend and automate these features, moving beyond the limited tasks
they were designed to perform. Hack names -- learn not only how to name cells and ranges, but also
how to create names that adapt to the data in your spreadsheet. Get the most out of PivotTables --
avoid the problems that make them frustrating and learn how to extend them. Create customized
charts -- tweak and combine Excel's built-in charting capabilities. Hack formulas and functions --
subjects range from moving formulas around to dealing with datatype issues to improving
recalculation time. Make the most of macros -- including ways to manage them and use them to
extend other features. Use the enhanced capabilities of Microsoft Office 2007 to combine Excel with
Word, Access, and Outlook. You can either browse through the book or read it from cover to cover,
studying the procedures and scripts to learn more about Excel. However you use it, Excel Hacks will
help you increase productivity and give you hours of hacking enjoyment along the way.

how to create workbooks in excel: Learn Excel 2011 for Mac Guy Hart-Davis, 2011-08-04
Microsoft Excel 2011 for Mac OS X is a powerful application, but many of its most impressive
features can be difficult to find. Learn Excel 2011 for Mac by Guy Hart-Davis is a practical, hands-on
approach to learning all of the details of Excel 2011 in order to get work done efficiently on Mac OS



X. From using formulas and functions to creating databases, from analyzing data to automating
tasks, you'll learn everything you need to know to put this powerful application to use for a variety of
tasks.

how to create workbooks in excel: Microsoft SharePoint 2007 For Dummies Vanessa L.
Williams, 2011-02-08 Microsoft SharePoint now has a 10 percent share of the portal market, and the
new release, which features enhanced integration with Office 2007, is sure to give SharePoint a
boost Offers clear instructions and soup-to-nuts coverage of this complex product, focusing instead
on practical solutions to real-world SharePoint challenges Features tips, tricks, and techniques for
administrators who need to install and configure a SharePoint portal as well as ordinary users who
need to populate and maintain the portal and use it for collaborative projects Topics covered include
setting up a SharePoint portal, matching SharePoint to business needs, managing portal content,
branding, collaborating on SharePoint sites, using a portal to improve employee relations and
marketing, putting expense reports and other interactive forms on a portal, and monitoring and
backing up SharePoint

how to create workbooks in excel: Mastering VBA for Microsoft Office 365 Richard
Mansfield, 2019-07-02 Customize and ramp-up Office 365 applications NOTE: Please click
Downloads (located in the menu on the left) to download “Full Code Download.” The revised 2019
edition of Mastering VBA Microsoft Office 365 offers an accessible guide that shows how to extend
the capabilities of Office 365 applications with VBA programming. Written in clear terms and
understandable language, the book includes systematic tutorials and contains both intermediate and
advanced content for experienced VB developers. Designed to be comprehensive, the book
addresses not just one Office application, but the entire Office suite. To enhance understanding, the
content is explored in real-world projects in Word, Excel, Outlook, and PowerPoint. Since the
technical programming methods in the Office applications continue to evolve, the updated 2019
edition reviews the changes to the program. Code libraries, the API, and the object model for each
Office program have been modified during the three years since the last version of this book. Various
elements within VBA have been deprecated or replaced, and the surface UI changed as well. The
updated 2019 edition covers topics such as: * Recording macros and getting started with VBA
Learning how to work with VBA ¢ Using loops and functions ¢ Using message boxes, input boxes,
and dialog boxes ¢ Creating effective code * XML-based files, ActiveX, the developer tab, content
controls, add-ins, embedded macros, and security Written for all levels of Microsoft Office 365 users,
Mastering VBA Microsoft Office 365: 2019 Edition explains how to customize and automate the
Office suite of applications.

how to create workbooks in excel: Office 2010: The Missing Manual Nancy Conner, Matthew
MacDonald, 2010-07-14 Microsoft Office is the most widely used software suite in the world. The
half-dozen programs in Office 2010 are packed with amazing features, but most people just know the
basics. This entertaining guide not only gets you started with Office, it reveals all kinds of useful
things you didn't know the software could do -- with plenty of power-user tips and tricks when you're
ready for more. Create professional-looking documents. Learn everything you need to know to craft
beautiful Word documents. Stay organized. Keep track of your email, calendar, and contacts with
Outlook. Crunch numbers with ease. Assemble data, make calculations, and summarize the results
with Excel. Make eye-catching presentations. Build PowerPoint slideshows with video and audio
clips, animations, and more. Build Access databases quickly. Make your data easy to find, sort, and
manage. Manage your files more efficiently. Use the new Backstage view to quickly work with your
Office files. Get to know the whole suite. Learn to use other handy Office tools: Publisher, OneNote,
and Office Web Apps.

how to create workbooks in excel: MCSD Certification Toolkit (Exam 70-483) Tiberiu
Covaci, Rod Stephens, Vincent Varallo, Gerry O'Brien, 2013-05-06 A perfectly crafted prep guide
that prepares you for the MCSD 70-483 The MCSD 70-483 exam is the entry-level Microsoft
certification exam for C# developers and this must-have resource offers essential coverage of the
exam that will test your competency in C# programming. Each chapter covers one of the core



subject domains that comprise the exam. Among the authors are experienced trainers who advised
Microsoft on the development of its certification programs, affording them a unique understanding
of both the objectives and what it takes to master them. This invaluable knowledge is passed to you
so that you will not only be prepared to take the exam, but also become a better C# developer
Features a step-by-step lab tutorial for each lesson covered in the book, encouraging you to practice
what you've just learned in order to reinforce your learning Includes an accompanying website that
includes more than 100 simulated test questions and answers Shares solutions to the hands-on labs
presented in the book Contains complete sample code Offers a unique author approach that not only
teaches you how to answer a set of exam questions but also provides you with an understanding of
the underlying concepts and skills needed to succeed as a professional C# programmer MCSD
Certification Toolkit is all you need to fully prepare for exam 70-483!

how to create workbooks in excel: Win32 Perl Programming Dave Roth, 2001 This book is
a guide to Perlés most common Win32 extensions, grouped by their functionality. The new edition
updates coverage from Perl 5.05 to current Perl version 5.6. It also includes new chapters offering
critical, badly-needed information regarding security for Win32Perl, the topic most highly requested
by reviewers. The appendices have descriptions and syntax of each function in the extensions
covered. Each chapter makes extensive use of code segments to illustrate the use of specific
functions and real world scenarios in which these functions can be used.

how to create workbooks in excel: Beginning Microsoft Visual Studio LightSwitch
Development Istvan Novak, 2011-06-24 Learn how LightSwitch can accelerate and simplify
application development As Microsoft's newest offering for simplifying application development,
LightSwitch opens the development door to creating applications without writing code. This
introductory, full-color book shows you how to quickly create, modify, and distribute information for
your business with LightSwitch. Packed with simple example programs, this beginner-level resource
guides you through a complete small business application using LightSwitch to demonstrate the
capabilities of this exciting new tool. You'll explore the most common application development issues
that developers encounter on a daily basis and learn how LightSwitch makes them easier to handle
with solutions that streamline application development without requiring code. Gets you started with
Visual Studio LightSwitch, Microsoft's newest offering for simplifying application development
Shows you how to prepare a LightSwitch application and looks at the technologies behind a
LightSwitch application Addresses working with simple data screens, working with master-detail
data screens, and using exciting SQL server data Looks at deploying applications, using SharePoint
2010 lists, and extending Visual Studio LightSwitch If you're ready to simplify the application
development process without writing a piece of code, then this is the book for you!

how to create workbooks in excel: Computer Applications- I Mr. Rohit Manglik, 2024-04-03
EduGorilla Publication is a trusted name in the education sector, committed to empowering learners
with high-quality study materials and resources. Specializing in competitive exams and academic
support, EduGorilla provides comprehensive and well-structured content tailored to meet the needs
of students across various streams and levels.

how to create workbooks in excel: Computer Concepts and Applications Mr. Rohit
Manglik, 2024-05-15 EduGorilla Publication is a trusted name in the education sector, committed to
empowering learners with high-quality study materials and resources. Specializing in competitive
exams and academic support, EduGorilla provides comprehensive and well-structured content
tailored to meet the needs of students across various streams and levels.

how to create workbooks in excel: Saraswati Information Technology (Vocational
Course) Reeta Sahoo & Gagan Sahoo, Saraswati Information Technology Series for Classes IX and X
is a complete resource for study and practice written in simple, easy-to-understand language. The
student-friendly edition is entirely based on the curriculum prescribed under NSQF for vocational
courses. The series provides useful tools to learn theory and do practical at ease. Designed to meet
student’s needs, it provides sound practice through a wide variety of solved and unsolved exercises
based on the latest examination pattern. The series covers the complete syllabus laid down by CBSE.



how to create workbooks in excel: Office 2013 On Demand Steve Johnson, Perspection Inc.,
2013-01-17 Normal 0 false false false MicrosoftinternetExplorer4 Need answers quickly? Office
2013 on Demand provides those answers in a visual step-by-step format. We will show you exactly
what to do through lots of full color illustrations and easy-to-follow instructions. Inside the Book ¢
Office: Organize information and add impact with online pictures and video, SmartArt diagrams,
tables, and charts * Word: Create great-looking documents using themes, templates, and video ¢
Excel: Use organizing, processing, and presenting tools to quickly create data tables and charts °
PowerPoint: Create powerful presentations faster using ready-made design templates and themes °
Access: Use full-featured templates and application parts to create desktop and web app databases.
* Outlook: Use tools for creating and managing your e-mail, calendar, contacts, and tasks ¢
Publisher: Use ready-made design templates to quickly create a brochure or a newsletter ¢ Office
Web Apps: View and edit your Office documents in a browser ¢ Online Sharing: Save, open, and
share Office documents on Skydrive and Office 365 SharePoint from all your devices * Prepare for
the Microsoft Office Specialist exam Bonus Online Content Register your book at queondemand.com
to gain access to: * Workshops and related files * Keyboard shortcuts Visit the author site:
perspection.com Includes ¢ Online Workshops that focus on real-world techniques * MOS Exam Prep
* More than 700 of the most essential Office 2013 tasks

how to create workbooks in excel: Office 2010 Made Simple Guy Hart-Davis, MSL Made
Simple Learning, 2011-12-03 Office 2010 Made Simple for Windows is a practical and highly
effective approach to using the Office 2010 Home & Business (Word, Excel, PowerPoint, Outlook,
OneNote) and Home & Student (Word, Excel, PowerPoint, OneNote) programs to create and edit
documents and get work done efficiently. Conveying information quickly and concisely, the book
brings you from a beginner or low intermediate to an experienced and confident user. Illustrated
graphical approach shows what happens at each stage Short sections provide instant access to each
task the reader needs to perform Step-by-step instructions help the reader grasp even complex
procedures in full confidence

how to create workbooks in excel: Beginning Microsoft Office 2010 Guy Hart-Davis,
2011-01-11 This book is a practical, step-by-step guide to getting started with Microsoft Office 2010.
You’'ll learn how to create and edit essential office files—documents, spreadsheets, presentations,
and more—quickly and efficiently. You'll also learn about all of the new updates included with Office
2010. Collaborate on projects in the cloud and access your files from virtually anywhere—with
Beginning Microsoft Office 2010, you'll take a hands-on approach to learning everything, new and
old, that the world’s most popular productivity software suite has to offer. Get started with Office
2010 Basics. Create, store, and share office documents. Use shared Office tools both online and
offline. How to keep e-mail, contacts, appointments, notes, and tasks organized.

how to create workbooks in excel: Learn Office 2011 for Mac OS X Guy Hart-Davis,
2011-08-18 Office for Mac remains the leading productivity suite for Mac, with Apple’s iWork and
the free OpenOffice.org trailing far behind. Now, it's been updated with a cleaner interface and
more compatibility with Exchange and SharePoint. Learn Office 2011 for Mac OS X offers a
practical, hands-on approach to using Office 2011 applications to create and edit documents and get
work done efficiently. You'll learn how to customize Office, design, create, and share documents,
manipulate data in a spreadsheet, and create lively presentations. You'll also discover how to
organize your email, contacts, and tasks with the new Outlook for Mac. Conveying information
quickly and concisely, the book brings you from beginner or intermediate to an experienced and
confident user. This book provides the best combination of accessible and focused coverage of the
Office 2011 applications. Rather than cover every seldom-used feature, the book covers real-world
usage, putting emphasis on practical tasks and troubleshooting common problems, such as sharing
documents with Windows users and older versions of Office.
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