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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 York
state. Her recent publications include books on Intuit QuickBase and Zoho. Nancy has also worked as a
medievalist, a high school teacher, and a corporate trainer. CATEGORY: Productivity Suites COVERS: Google
Docs USER LEVEL: Beginning-Intermediate.
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