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The absolute beginner's guide to learning basic computer skills

Computing Fundamentals, Introduction to Computers gets you up to speed on basic computing skills,
showing you everything you need to know to conquer entry-level computing courses. Written by a Microsoft
Office Master Instructor, this useful guide walks you step-by-step through the most important concepts and
skills you need to be proficient on the computer, using nontechnical, easy-to-understand language. You'll
start at the very beginning, getting acquainted with the actual, physical machine, then progress through the
most common software at your own pace. You'll learn how to navigate Windows 8.1, how to access and get
around on the Internet, and how to stay connected with email. Clear instruction guides you through
Microsoft Office 2013, helping you create documents in Word, spreadsheets in Excel, and presentations in
PowerPoint. You'll even learn how to keep your information secure with special guidance on security and
privacy.

Maybe you're preparing for a compulsory computing course, brushing up for a new job, or just curious about
how a computer can make your life easier. If you're an absolute beginner, this is your complete guide to
learning the essential skills you need:

Understand the basics of how your computer works●

Learn your way around Windows 8.1●

Create documents, spreadsheets, and presentations●

Send email, surf the Web, and keep your data secure●

With clear explanations and step-by-step instruction, Computing Fundamentals, Introduction to Computers
will have you up and running in no time.
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From reader reviews:

Sheila Gallagher:

Do you have favorite book? When you have, what is your favorite's book? Publication is very important
thing for us to find out everything in the world. Each guide has different aim or even goal; it means that
guide has different type. Some people feel enjoy to spend their time to read a book. They are really reading
whatever they consider because their hobby is reading a book. How about the person who don't like looking
at a book? Sometime, person feel need book whenever they found difficult problem or exercise. Well,
probably you will require this Computing Fundamentals: Introduction to Computers.

Regina Laporte:

The book Computing Fundamentals: Introduction to Computers can give more knowledge and information
about everything you want. Exactly why must we leave the great thing like a book Computing Fundamentals:
Introduction to Computers? Several of you have a different opinion about reserve. But one aim that will book
can give many data for us. It is absolutely correct. Right now, try to closer with your book. Knowledge or
information that you take for that, it is possible to give for each other; you could share all of these. Book
Computing Fundamentals: Introduction to Computers has simple shape nevertheless, you know: it has great
and big function for you. You can search the enormous world by open and read a guide. So it is very
wonderful.

Denise Dennis:

Beside this specific Computing Fundamentals: Introduction to Computers in your phone, it may give you a
way to get more close to the new knowledge or data. The information and the knowledge you may got here is
fresh from your oven so don't possibly be worry if you feel like an previous people live in narrow
community. It is good thing to have Computing Fundamentals: Introduction to Computers because this book
offers to you readable information. Do you at times have book but you rarely get what it's interesting features
of. Oh come on, that would not happen if you have this in your hand. The Enjoyable set up here cannot be
questionable, similar to treasuring beautiful island. Techniques you still want to miss the item? Find this
book as well as read it from right now!

Young Legg:

Don't be worry when you are afraid that this book will filled the space in your house, you might have it in e-
book technique, more simple and reachable. This Computing Fundamentals: Introduction to Computers can
give you a lot of pals because by you looking at this one book you have thing that they don't and make
anyone more like an interesting person. This specific book can be one of a step for you to get success. This
publication offer you information that possibly your friend doesn't understand, by knowing more than
various other make you to be great persons. So , why hesitate? We need to have Computing Fundamentals:
Introduction to Computers.
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