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The Microsoft® Office System is the most popular desktop suite of personal productivity tools and
technologies. Because the Microsoft Office suite of tools is so comprehensive, it can be challenging for
people in certain professions to understand how to use Office to perform tasks specific to their job. This book
focuses on the tasks a Paralegal performs every day—rather than the all too common software-centric
approach that many other technology books habitually adopt. Other Microsoft Office books on the market
for the legal profession are often difficult to understand because they largely address an Information
Technology (IT) audience, cover too many professions in a single book, or are so large (more than 800
pages) as to be overwhelming. This book was written with Paralegals in mind. In fact, this book was
developed by consulting and interviewing industry experts, legal trainers, technology experts, attorneys, and
of course, Paralegals. The authors learned exactly which topics were most troublesome for Paralegals, and
made sure to explain them thoroughly. This book covers the use of these Microsoft Office System products
for Paralegals:

-Microsoft® Word 2003

-Microsoft® Excel 2003

-Microsoft® Outlook 2003

-Microsoft® PowerPoint 2003

-Microsoft® OneNote 2003
This book helps Paralegals cut through the hard stuff, and makes Microsoft Office work for them. This book
comes with free bonus materials:

-Additional Legal Templates

-Advanced Chapters

-Keyboard Shortcut References
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From reader reviews:

Kathy Natal:

What do you consider book? It is just for students since they are still students or that for all people in the
world, what the best subject for that? Just simply you can be answered for that question above. Every person
has various personality and hobby for every other. Don't to be pushed someone or something that they don't
would like do that. You must know how great and also important the book The Paralegal's Guide To The
Microsoft Office System (Vertiguide). All type of book is it possible to see on many solutions. You can look
for the internet options or other social media.

Susan Scott:

Many people spending their period by playing outside with friends, fun activity together with family or just
watching TV 24 hours a day. You can have new activity to pay your whole day by looking at a book. Ugh,
ya think reading a book can definitely hard because you have to bring the book everywhere? It alright you
can have the e-book, bringing everywhere you want in your Smartphone. Like The Paralegal's Guide To The
Microsoft Office System (Vertiguide) which is obtaining the e-book version. So , why not try out this book?
Let's view.

Ruby Freeman:

As we know that book is very important thing to add our knowledge for everything. By a guide we can know
everything we really wish for. A book is a group of written, printed, illustrated as well as blank sheet. Every
year seemed to be exactly added. This e-book The Paralegal's Guide To The Microsoft Office System
(Vertiguide) was filled with regards to science. Spend your free time to add your knowledge about your
science competence. Some people has various feel when they reading any book. If you know how big benefit
from a book, you can really feel enjoy to read a book. In the modern era like currently, many ways to get
book you wanted.

Gail Beattie:

Reading a e-book make you to get more knowledge from this. You can take knowledge and information
coming from a book. Book is prepared or printed or created from each source that filled update of news.
Within this modern era like at this point, many ways to get information are available for an individual. From
media social like newspaper, magazines, science book, encyclopedia, reference book, book and comic. You
can add your understanding by that book. Ready to spend your spare time to open your book? Or just looking
for the The Paralegal's Guide To The Microsoft Office System (Vertiguide) when you essential it?
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