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Synopsis

This two-workshop book provides an overview of key project management topics and skills, using
Microsoft Project 2013 to give students hands-on learning. Make Microsoft Office, Your Office The
Your Office series prepares you to use both technical and soft skills in the real world. Our modern
approach weaves the technical content into realistic business scenarios and focuses on using Office
as a decision-making tool. Students learn best by doing, so you will be active from page 1. There is
plenty of guidance at first, but the case exercises will ask more from you as the book progresses.
Innovative features help you progress from a basic understanding to mastery of each application,
empowering you to perform with confidence in Windows 8, Word, Excel, Access, and PowerPoint,
even on mobile devices. No matter what career path youa ™re on, the Your Office series will give

you the foundation to succeed.
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Customer Reviews

| got this because | am taking a Microsoft Project class and | need it. So far we have gone through
the first 45 pages but it is very in depth and teaches you a lot in those few pages. This might be
something to help you even if you don’t need a class. It doesn’t explain what a project is or other
things like that but it teaches you the lingo and how to do what is needed to make a project and to

schedule it correctly.
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