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Who needs expensive, old-fashioned office software? Now, you can do everything online, free, with Google
Docs! Experts Steve and Nancy Holzner offer simple, step-by-step instructions and great insider tips for
making the most of Google' s powerful online word processing, spreadsheet, and presentation tools. You'll
get started fast... learn how to create and format professional-quality documents of al kinds... collaborate
with colleagues to build better proposals and presentations... use advanced tools like revision history,
templates, and charts... discover Google Docs' latest features and shortcuts... and awhole lot more! No
matter what kind of documents you create, this book can help you do the job better, faster, and more
efficiently... and you'll never pay for office software again!

You'll Learn How To

. Get your free Google account and set up iGoogle for instant access to your documents

. Upload and use the documents you' ve already created with Microsoft Office

. Use Google Spreadsheet to create charts to display spreadsheet data

. Master Google Docs' easy, powerful document-editing and formatting tools

. Insert images into your documents and presentations

. Share documents securely with your colleagues

. Back up your documents offline and edit them when you don’t have an Internet connection

Steven Holzner, former contributing editor at PC Magazine, is author of 108 computer books

that have sold more than 2.5 million copies. His most recent Pearson book is Facebook Marketing.
Nancy Holzner writes and edits technology books from her home in central New Y ork state.

Her recent publications include books on Intuit QuickBase and Zoho. Nancy has also worked as
amedievalist, a high school teacher, and a corporate trainer.

CATEGORY:: Productivity Suites

COVERS: Google Docs
USER LEVEL: Beginning-Intermediate
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From reader reviews:
Andre Roberts:

Have you spare time for any day? What do you do when you have alot more or little spare time? Y ep, you
can choose the suitable activity regarding spend your time. Any person spent their particular spare timeto
take a go walking, shopping, or went to typically the Mall. How about open or read a book entitled Google
Docs 4 Everyone? Maybe it isto get best activity for you. Y ou know beside you can spend your time along
with your favorite's book, you can better than before. Do you agree with its opinion or you have some other
opinion?

Anna Chew:

Book is definitely written, printed, or outlined for everything. Y ou can understand everything you want by a
e-book. Book has adifferent type. Asit is known to us that book isimportant thing to bring us around the
world. Next to that you can your reading ability was fluently. A e-book Google Docs 4 Everyone will make
you to possibly be smarter. You can feel alot more confidence if you can know about almost everything. But
some of you think this open or reading some sort of book make you bored. It is not necessarily make you
fun. Why they could be thought like that? Have you trying to find best book or appropriate book with you?

GayeLewis:

What do you think of book? It isjust for students since they're still students or it for all people in the world,
exactly what the best subject for that? Merely you can be answered for that question above. Every person has
diverse personality and hobby for each other. Don't to be pressured someone or something that they don't
would like do that. Y ou must know how great and also important the book Google Docs 4 Everyone. All
type of book can you see on many resources. Y ou can look for the internet solutions or other social media.

Larry Huff:

Reading a book to be new life style in this 12 months; every people loves to read a book. When you examine
abook you can get alarge amount of benefit. When you read ebooks, you can improve your knowledge, due
to the fact book has alot of information onto it. The information that you will get depend on what kinds of
book that you have read. If you want to get information about your review, you can read education books,
but if you act like you want to entertain yourself you can read afiction books, these us novel, comics, and
soon. The Google Docs 4 Everyone provide you with new experience in studying a book.
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