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The MicrosoftÃ‚Â® Office System is the most popular desktop suite of personal productivity tools

and technologies. Because the Microsoft Office suite of tools is so comprehensive, it can be

challenging for people in certain professions to understand how to use Office to perform tasks

specific to their job. This book focuses on the tasks an Attorney performs every day&#x97;rather

than the all too common software-centric approach that many other technology books habitually

adopt. Other Microsoft Office books on the market for the legal profession are often difficult to

understand because they largely address an Information Technology (IT) audience, cover too many

professions in a single book, or are so large (more than 800 pages) as to be overwhelming. This

book was written with attorneys in mind. In fact, this book was developed by consulting and

interviewing industry experts, legal trainers, technology experts, paralegals, and of course,

attorneys. The authors learned exactly which topics were most troublesome for attorneys, and made

sure to explain them thoroughly. This book covers the use of these Microsoft Office System

products for Attorneys: -MicrosoftÃ‚Â® Word 2003 -MicrosoftÃ‚Â® Excel 2003 -MicrosoftÃ‚Â®

Outlook 2003 -MicrosoftÃ‚Â® PowerPoint 2003 -MicrosoftÃ‚Â® OneNote 2003  This book helps

Attorneys cut through the hard stuff, and makes Microsoft Office work for them. This book comes

with free bonus materials: -Additional Legal Templates -Advanced Chapters -Keyboard Shortcut
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"Attorneys will benefit from the comprehensive, yet easy to read tutorials in this book..." -- - William

H. Shaheen, Esquire, Shaheen & Gordon, PA, Dover, New Hampshire"If you want to...make your

firm operate more efficiently, this is the book you need to read." -- - Justin P. Nadeau, Esquire,

Nadeau Law Offices, PLLC, Portsmouth, New Hampshire

We offer PC training for legal professionals, and it's always been a job to construct legal-specific

examples. Not any more. This book will save us hours of design time, is technically accurate, and

has a lot of great downloads and samples available for those who adopt it.
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