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paperback. Book Condition: New. Ship out in 2 business day, And Fast shipping, Free Tracking number will be provided aBer the
shipment.Paperback. Pub Date :2012-09-01 Pages: 308 Publisher: the Basic Information title of the People's Posts and Telecommunications Press
SYKC10.29: Word \ Excel2010 secretarial and administrative oGice Autotoll (with CD) (CD 1) List Price: 38.00 Author: oriented studio Publisher:
People's Posts and Telecommunications Press Publication Date: September 1. 2012 ISBN: 9.787.115.287.892 words: Page: 308 Revision: 1 Binding:
Paperback: Weight: 481 g Editor's Summary Word \ Excel2010 secretarial and administrative oGice Autotoll practical application as a starting point.
the use of a large number of real oGice case system to guide readers to learn relevant knowledge. and explain in layman's language and Word 2010
and Excel 2010 in secretarial and administrative work of the operating skills and common hot and diGicult problems and their solutions. The book
includes eight parts are basics articles the daily transaction papers. meeting arrangements papers. clerical and customer management articles.
human resources articles. Chief Financial management articles. logistical and cultural articles and comprehensive application papers. details the
use Word 2010 and Excel 2010 production schedule by Corporate documents. staG contacts. notices of meetings and speeches. minutes of
meetings. employee handbooks. File file registration forms. customer data and information data table. invitations. recruitment brochures.
interview transcript. labor contracts. employee annual appraisal tables. a list of administrative oGice supplies. fixed assets statistics query table.
holiday items disseminate knowledge of the registration form and anniversary events planning oGice documents also extended further explain the
Word and Excel collaborative oGice between knowledge and eGicient oGice. The Word \ Excel2010 secretarial and administrative oGice Autotoll to
explain the detailed examples of rich operability. First a clear requirement for each case and industry analysis for the actual work. and then explain
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