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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:

Sarah Ford:

The book The Paralegal's Guide To The Microsoft Office System (Vertiguide) give you a sense of feeling
enjoy for your spare time. You can use to make your capable much more increase. Book can to be your best
friend when you getting stress or having big problem along with your subject. If you can make reading a
book The Paralegal's Guide To The Microsoft Office System (Vertiguide) being your habit, you can get
more advantages, like add your current capable, increase your knowledge about some or all subjects. You
can know everything if you like wide open and read a book The Paralegal's Guide To The Microsoft Office
System (Vertiguide). Kinds of book are several. It means that, science guide or encyclopedia or other people.
So , how do you think about this publication?

Scottie Kelly:

Reading a guide can be one of a lot of exercise that everyone in the world enjoys. Do you like reading book
and so. There are a lot of reasons why people enjoy it. First reading a e-book will give you a lot of new facts.
When you read a publication you will get new information simply because book is one of several ways to
share the information or perhaps their idea. Second, reading through a book will make a person more
imaginative. When you reading a book especially fictional works book the author will bring you to imagine
the story how the people do it anything. Third, you could share your knowledge to other folks. When you
read this The Paralegal's Guide To The Microsoft Office System (Vertiguide), you are able to tells your
family, friends and also soon about yours book. Your knowledge can inspire the mediocre, make them
reading a guide.

Titus Johnson:

The e-book untitled The Paralegal's Guide To The Microsoft Office System (Vertiguide) is the reserve that
recommended to you to see. You can see the quality of the guide content that will be shown to an individual.
The language that writer use to explained their ideas are easily to understand. The author was did a lot of
exploration when write the book, therefore the information that they share for your requirements is
absolutely accurate. You also will get the e-book of The Paralegal's Guide To The Microsoft Office System
(Vertiguide) from the publisher to make you far more enjoy free time.

Ron Taylor:

Spent a free time for you to be fun activity to accomplish! A lot of people spent their down time with their
family, or all their friends. Usually they carrying out activity like watching television, about to beach, or
picnic in the park. They actually doing same thing every week. Do you feel it? Will you something different
to fill your personal free time/ holiday? Can be reading a book could be option to fill your free time/ holiday.
The first thing you ask may be what kinds of guide that you should read. If you want to attempt look for
book, may be the guide untitled The Paralegal's Guide To The Microsoft Office System (Vertiguide) can be



very good book to read. May be it could be best activity to you.
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