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There are certain computer skills that are both essential to employability and incredibly useful in

everyday life. The ability to construct, use, and interpret spreadsheets is one of these skills.

Familiarity with spreadsheet programs is an increasingly obligatory prerequisite for any office job, as

is the creation, maintenance, and effective interpretation of spreadsheets and their data.

Spreadsheets are an essential professional and academic asset and a useful personal tool. This

book tells readers everything they need to know to get started creating spreadsheets for various

tasks and utilities; plugging in relevant data; maintaining, updating, and revising the spreadsheet;

and drawing accurate conclusions from the processed data. With step-by-step instructions for

various standard tasks, this book makes working with spreadsheets both fun and easy.
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