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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:

Leslie Mickle:

With other case, little people like to read book The Paralegal's Guide To The Microsoft Office System
(Vertiguide). You can choose the best book if you'd prefer reading a book. Providing we know about how is
important a new book The Paralegal's Guide To The Microsoft Office System (Vertiguide). You can add
understanding and of course you can around the world by just a book. Absolutely right, mainly because from
book you can recognize everything! From your country right up until foreign or abroad you will be known.
About simple matter until wonderful thing you can know that. In this era, we are able to open a book as well
as searching by internet unit. It is called e-book. You can utilize it when you feel bored stiff to go to the
library. Let's examine.

Cynthia Caron:

Playing with family in a very park, coming to see the sea world or hanging out with close friends is thing that
usually you will have done when you have spare time, subsequently why you don't try point that really
opposite from that. Just one activity that make you not sense tired but still relaxing, trilling like on roller
coaster you are ride on and with addition of information. Even you love The Paralegal's Guide To The
Microsoft Office System (Vertiguide), you could enjoy both. It is excellent combination right, you still desire
to miss it? What kind of hangout type is it? Oh come on its mind hangout fellas. What? Still don't get it, oh
come on its known as reading friends.

David Blackwood:

This The Paralegal's Guide To The Microsoft Office System (Vertiguide) is great e-book for you because the
content that is full of information for you who always deal with world and possess to make decision every
minute. This specific book reveal it data accurately using great coordinate word or we can declare no
rambling sentences in it. So if you are read it hurriedly you can have whole facts in it. Doesn't mean it only
provides you with straight forward sentences but tough core information with lovely delivering sentences.
Having The Paralegal's Guide To The Microsoft Office System (Vertiguide) in your hand like finding the
world in your arm, details in it is not ridiculous a single. We can say that no reserve that offer you world
inside ten or fifteen small right but this guide already do that. So , this is good reading book. Hi Mr. and Mrs.
occupied do you still doubt that will?

Karen Bergeron:

As a university student exactly feel bored to be able to reading. If their teacher requested them to go to the
library as well as to make summary for some guide, they are complained. Just small students that has
reading's spirit or real their passion. They just do what the teacher want, like asked to the library. They go to
generally there but nothing reading critically. Any students feel that studying is not important, boring and
also can't see colorful photographs on there. Yeah, it is to get complicated. Book is very important for you.



As we know that on this age, many ways to get whatever we want. Likewise word says, many ways to reach
Chinese's country. Therefore this The Paralegal's Guide To The Microsoft Office System (Vertiguide) can
make you truly feel more interested to read.
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