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paperback. Book Condition: New. Ship out in 2 business day, And Fast shipping, Free Tracking
number will be provided after the shipment.Pages Number: 398 Publisher: China Youth Publishing
House Pub. Date :2008-01. This book is suitable for multiple versions of Word and
Excel200020022003 is secretarial. administrative. office staff and students related to the essential
reference books . Examples in this book the reader on the basis of modified. can be applied to
practical work. also provides a process of using Word and Excel common problems and solutions.
Secretarial services: documents printed output. minutes of the meeting notes. year-end summary
report. staff contacts and call records. letters and send faxes. conference schedule. Administrative
Services: Company rules and regulations. employees social security management. employee
monthly attendance. employees year-end assessment. internal publications. office equipment.
management. company home page and structure. Financial and sales management: revenues
monthly report. the dealer records management. payroll. sales records. statistics and analysis.
sales list production. purchase of equipment loans. analog computing table. planning production
programs. Advanced Applications: Automatic duplication of work. document exchange and
security. Office integration software applications. Contents: Chapter word2007 new features and
basic operation of the second chapter meeting notifications made uniform-style production staff
contacts...
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Complete guide for publication enthusiasts. | have read and i am sure that i will going to study again once again in the future. Your way of life period will be
transform once you total looking over this publication.

-- Shayne O'Conner

This composed publication is great. It is one of the most remarkable publication i have got read through. | am just quickly could get a delight of looking at

a composed book.
-- Caden Buckridge
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shipment.Paperback. Pub Date :2012-09-01 Pages: 160 Publisher: the Jiangxi University Press Welcome Salan. service and quality to
your satisfaction. please tell...
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Edition)

paperback. Book Condition: New. Ship out in 2 business day, And Fast shipping, Free Tracking number will be provided after the
shipment.Paperback. Pub Date :2007-01-01 Pages: 244 Publisher: Science Press Welcome Our service and quality to your satisfaction.
please tell your friends...
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