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Product Description [ Youre upgrading to the 2007 Microsoft Office systemcongratulations! Now learn the tips
and tricks to make Microsoft Office work for you. With this fun, easy-to-read guide, you get step by step
instructions for tackling common productivity problems. [ [0 From the Publisher] [0 Key Book Benefits: [

[ -Features practical advice to make learning easy and fun -Offers new ways to tackle common productivity issues,
including the overflowing inbox, out-of-control calendars, inefficient document management, and more -Delivers
content based on the authors' popular training class - Companion CD includes webcasts from the authors on the
companion CD. [0 00 O O O O Evan Archilla is a popular instructor for Microsoft Office "Tips and
Tricks"training.Prior to starting his own consult-ing company,Evan worked for Microsoft Corporation where he
was a driving force behind the Windows XP Expert Zone,Microsoft's first online community.
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Acknowledgments IntroductionDrinking From the Fire Hose:Tips and Tricks for Managing Information Overload
I Can See Clearly Now-Easy Ways to Read,Sort,and Store Ever-Increasing Quantities of E-Mail The New Look
of Outlook No Pane,No Gain We Like Short Sorts  Junkyard Dog2.0 Search and Destoy-Find and Act on
Important E-Mail Messges  Finding and Acting on E-Mail | Still Haven't Found What I'm Looking For (In My
Mailbox) Now That | Have Your Attention Attachment Detachment Tip JarWe've Got to Start Meeting Like
This:An End-to-End Solution for More Effective Meetings Smile on Yort Brother-Better Ways to Organize
Meetings With Customers and Colleagues | Will Meet Them,Sam and pam  Sharing Is Caring 1 Will Meet
Them Anywhere What Not to Share Tip JarPrepare for Takeoff-Create and Customize an Online Gathering
Place for Meeting Attendees Destination:"Same Page" Create a Meeting Workspace Get to Know Your
Workspace Customize Your Workspace Tip JarTake Note!-Capture,Share,and Act on Meeting Information
Where Oh Where Have My Little Notes Gone?All Work and No Play [0 (You Know the Rest):Create More
Professional-Looking Documents in Less Time Frustration-Free Formatting-Get the Most from the New
Document Structure and Formatting Capabilities of the 2007 Microsoft Office System Easy on the eye
Candy-Create Documents,spreadsheest,and presentations That PopTrust Exercises:Letting Go Through
Controlled Collaboration Prepare to Share-share Any Document with Confidence Life in the Sandbox-Better
Ways to Distribute,Review,and Manage Shared WorkYou Can Take it With You:Working Remotely With or
Without Your PC Your PC or Mine-Access Your information from Any internet-Connected
ComputerConclusion Index
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