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Go into the exams confident-and come out MOUS-certified!

Earning your Microsoft Office User Specialist (MOUS) certification shows your current or future employer
that you have the skills they need. This book helps you get those skills--by reinforcing what you know,
teaching you what you don't, and preparing you for al the questions you'll face on the exam. Affordable and
comprehensive, the Microsoft Office 2000 User Specialist Study Guide is the clear choice, and the only
study resource you need to ready yourself to pass all the MOUS exams.

Meet every exam's objectives:
Word 2000

* Format characters and paragraphs
* Use styles, templates, and macros
* Publish documents on the Web

* Create tables and forms

* Generate amail merge

Excel 2000

* Create, modify, and print workbooks
* Format worksheets

* Cregte charts

* Audit worksheets

* Create and use templates

Access 2000

* Create and modify a database

* Integrate information from other applications
* Publish Access datato the Web

* Build formsfor other users

* Produce reports

PowerPoint 2000

* Create and modify presentations

* Add textual and visual information
* Déeliver and distribute presentations

Outlook 2000

* Manage a contact list and calendar

* Send, receive, and organize e-mail

* |dentify and filter spam and other unwanted e-mail
* Make Outlook work with other Office applications

FrontPage 2000
* Build and manage Web sites



* Publish Web documents from Word, Excel, and Access
* Create hyperlinksto link your site to others
* Craft your site's navigational structure using Navigation bars

PhotoDraw

* Learn the PhotoDraw interface and expansive tool set
* mport artwork or create your own graphics

* Touch up and enhance photos with designer effects

* Design your own professional images for the Web
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From reader reviews:
Helen Woodyard:

Do you among people who can't read satisfying if the sentence chained from the straightway, hold on guys
this particular aren't like that. This Microsoft Office 2000 User Specialist Study Guide book is readable
through you who hate those perfect word style. Y ou will find the data here are arrange for enjoyable reading
experience without leaving also decrease the knowledge that want to give to you. The writer regarding
Microsoft Office 2000 User Specialist Study Guide content conveys the thought easily to understand by lots
of people. The printed and e-book are not different in the content material but it just different in the form of
it. S0, do you continue to thinking Microsoft Office 2000 User Specialist Study Guide is not loveable to be
your top list reading book?

Dan Morris:

This book untitled Microsoft Office 2000 User Specialist Study Guide to be one of several books in which
best seller in thisyear, that is because when you read this reserve you can get alot of benefit onto it. You
will easily to buy this book in the book store or you can order it by means of online. The publisher of the
book sells the e-book too. It makes you quickly to read this book, as you can read this book in your Cell
phone. So there is no reason for you to past this publication from your list.

Cindi Rusl:

Would you one of the book lovers? If yes, do you ever feeling doubt when you are in the book store? Make
an effort to pick one book that you find out the inside because don't determine book by its deal with may
doesn't work here is difficult job because you are afraid that the inside maybe not seeing that fantastic asin
the outside appear likes. Maybe you answer could be Microsoft Office 2000 User Specialist Study Guide
why because the amazing cover that make you consider regarding the content will not disappoint you
actually. Theinside or content is definitely fantastic as the outside or even cover. Y our reading 6th sense will
directly make suggestionsto pick up this book.

Geor gia Cunningham:

This Microsoft Office 2000 User Specialist Study Guideis great book for you because the content and that is
full of information for you who always deal with world and get to make decision every minute. This
particular book reveal it information accurately using great coordinate word or we can say no rambling
sentences included. So if you areread it hurriedly you can have whole detailsin it. Doesn't mean it only
gives you straight forward sentences but tough core information with splendid delivering sentences. Having
Microsoft Office 2000 User Specialist Study Guide in your hand like finding the world in your arm,
information in it is not ridiculous one particular. We can say that no guide that offer you world in ten or
fifteen moment right but this guide already do that. So, thisis certainly good reading book. Hey Mr. and
Mrs. active do you still doubt in which?
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