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microsoft office textbooks are essential resources for anyone looking to master the widely used suite of
applications that includes Word, Excel, PowerPoint, and more. These textbooks provide comprehensive
guidance, covering both fundamental skills and advanced techniques, ensuring users can maximize their
productivity and effectiveness. This article delves into the various types of Microsoft Office textbooks
available, their significance in both academic and professional settings, and offers recommendations for
selecting the right materials. Furthermore, we will explore the benefits of using these textbooks for skill
development and career advancement, ultimately helping readers understand the value of investing in
their education in Microsoft Office applications.
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Types of Microsoft Office Textbooks

Comprehensive Guides
Comprehensive guides are textbooks that cover all aspects of Microsoft Office applications. These books
provide in-depth tutorials, step-by-step instructions, and practical examples that cater to both beginners and
advanced users. They typically include sections on Word processing, spreadsheet management,
presentations, and database handling, making them a one-stop resource for mastering the entire suite.



Specialized Textbooks
Specialized textbooks focus on specific applications within the Microsoft Office suite, such as Microsoft Word
or Excel. These texts dive deep into the functionalities and features of a single program, offering advanced
techniques and tips that are particularly beneficial for users looking to excel in a specific area. For instance,
an Excel textbook might cover complex formulas, data analysis, and visualization techniques.

Workbooks and Practice Guides
Workbooks and practice guides are designed to complement traditional textbooks by providing hands-on
exercises and projects. These resources encourage active learning through practical application of the
concepts learned in the accompanying textbook. Users can practice their skills in real-world scenarios,
reinforcing their understanding and enhancing their proficiency.

Importance of Microsoft Office Textbooks

Understanding the importance of Microsoft Office textbooks is crucial for anyone aiming to enhance their
skills. These textbooks serve as foundational resources that help individuals develop proficiency in essential
software used across various industries.

Skill Development
Microsoft Office textbooks facilitate skill development by providing structured content that guides users
through learning. Each textbook typically outlines learning objectives and includes exercises that reinforce
the knowledge gained. This systematic approach ensures that users build a strong skill set that is applicable
in both academic and professional environments.

Academic Relevance
In educational institutions, Microsoft Office textbooks are often part of the curriculum. They ensure that
students are equipped with the necessary skills to complete assignments, projects, and presentations
effectively. Mastery of Microsoft Office applications is frequently a requirement in many academic
programs, making these textbooks indispensable for students.

Professional Relevance
In the professional world, proficiency in Microsoft Office applications is often a prerequisite for many job
roles. Employers seek candidates who can efficiently use these tools to enhance productivity and
communication. Microsoft Office textbooks prepare individuals for the workforce by providing them with



the skills needed to succeed in various roles, from administrative positions to data analysis and project
management.

Choosing the Right Microsoft Office Textbook

Selecting the right Microsoft Office textbook can significantly impact learning outcomes. Here are key
considerations to keep in mind when choosing:

Identify Learning Goals
Before purchasing a textbook, it is essential to identify specific learning goals. Are you a beginner looking to
grasp the basics, or are you an advanced user seeking to refine your skills? Understanding your level of
expertise will help narrow down the options.

Consider the Format
Microsoft Office textbooks come in various formats, including printed books, eBooks, and online courses.
Consider which format best suits your learning style. Some individuals prefer the tactile experience of a
printed book, while others may prefer the convenience of eBooks or interactive online courses.

Check for Updated Editions
Technology evolves rapidly, and software updates can affect how applications function. When selecting a
textbook, ensure that you choose the most recent edition to benefit from updated information and new
features introduced in Microsoft Office.

Benefits of Using Microsoft Office Textbooks

Utilizing Microsoft Office textbooks offers numerous benefits that extend beyond mere technical skills.

Improved Efficiency
By mastering Microsoft Office applications through textbooks, users can improve their efficiency in
completing tasks. Understanding shortcuts, functionalities, and best practices allows users to work faster and
with greater accuracy, ultimately enhancing productivity.



Confidence in Application
Having a solid grasp of Microsoft Office applications boosts confidence in both academic and professional
settings. Users can approach tasks such as report writing, data analysis, and presentations with assurance,
knowing they possess the necessary skills to excel.

Career Advancement
Proficiency in Microsoft Office is often linked to career advancement opportunities. By investing in
Microsoft Office textbooks and acquiring relevant skills, individuals position themselves as valuable assets in
the workplace, opening doors to promotions and new job opportunities.

Popular Microsoft Office Textbooks

The market is filled with numerous Microsoft Office textbooks, each catering to different audiences and
skill levels. Here are some of the most popular options:

Microsoft Office 2019: A Skills Approach - This textbook provides a comprehensive overview of all
Office applications, making it an excellent choice for beginners and intermediate users.

Excel 2019 Power Programming with VBA - Aimed at advanced users, this book covers in-depth
programming techniques within Excel.

Microsoft Word 2019 Step by Step - This guide offers a user-friendly approach for mastering Word,
perfect for beginners looking to enhance their document creation skills.

PowerPoint 2019 for Beginners - A focused guide designed specifically for newcomers to
PowerPoint, covering everything from basic presentations to advanced features.

Conclusion

Microsoft Office textbooks are invaluable resources that equip users with the skills necessary to excel in
both academic and professional environments. By understanding the different types of textbooks available,
recognizing their importance, and knowing how to choose the right one, individuals can significantly
enhance their productivity and career prospects. Investing time and effort into mastering Microsoft Office
applications through these textbooks is a smart choice for anyone looking to thrive in today’s technology-



driven world.

Q: What are the best Microsoft Office textbooks for beginners?
A: Some of the best Microsoft Office textbooks for beginners include "Microsoft Office 2019: A Skills
Approach" and "Microsoft Word 2019 Step by Step." These books provide clear instructions and practical
exercises tailored for newcomers.

Q: How often are Microsoft Office textbooks updated?
A: Microsoft Office textbooks are typically updated with each new version of the software, which occurs
approximately every three years. It's essential to look for the most recent editions to ensure you have the
latest information.

Q: Can Microsoft Office textbooks help with job interviews?
A: Yes, Microsoft Office textbooks can significantly enhance your skills and confidence, which is beneficial
during job interviews. Demonstrating proficiency in Office applications can make you a more attractive
candidate.

Q: Are there online resources that complement Microsoft Office
textbooks?
A: Yes, many online resources, including video tutorials and forums, can complement traditional Microsoft
Office textbooks. These platforms often provide interactive learning experiences that enhance textbook
knowledge.

Q: How do I determine my skill level for choosing a textbook?
A: Assess your previous experience with Microsoft Office applications. If you have basic knowledge, opt for
introductory textbooks. For more advanced skills, consider specialized or comprehensive guides that
challenge your abilities.

Q: What is the focus of specialized Microsoft Office textbooks?
A: Specialized Microsoft Office textbooks focus on specific applications, diving deeper into advanced features,
techniques, and best practices for programs like Excel, Word, or PowerPoint.



Q: Are practice guides effective for learning Microsoft Office?
A: Yes, practice guides are highly effective for learning as they provide hands-on exercises that reinforce
concepts from textbooks, allowing users to apply what they have learned practically.

Q: How can I find the right Microsoft Office textbook for my needs?
A: To find the right Microsoft Office textbook, consider your learning goals, skill level, preferred format,
and ensure you select a recent edition to stay current with the software's features.
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MICROSOFT OFFICE 365 & Office 2016: INTRODUCTORY. Using a concise, focused approach and
user-friendly format, the Illustrated Series incorporates a hallmark two-page layout that allows
readers to see an entire task without turning the page. Skills are accessible and easy to follow with
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students to work through an entire task without turning the page. Clear Learning Outcomes outline
the skills for each lesson, while large full-color screen images reflect exactly what students see on
their own computers. Each module begins with a brief overview of the principles covered in the
lesson and introduces a real-world case scenario to engage students and reinforce critical skills to
make them successful in their educational and professional careers. In addition, MindTap and
updated SAM (Skills Assessment Manager) online resources are available to guide additional study
and ensure successful results.
  microsoft office textbooks: Illustrated Microsoft Office 365 & Office 2019 Introductory David
Beskeen, Carol Cram, Elizabeth Eisner Reding, Jennifer Duffy, Lisa Friedrichsen, Lynn Wermers,
2019-03-18 Now students can master the nuances of Microsoft Office quickly with ILLUSTRATED
MICROSOFT OFFICE 365 & OFFICE 2019 INTRODUCTORY, part of today's popular Illustrated
Series. This focused, user-friendly approach uses a proven two-page layout that allows students to
work through an entire task without turning the page. Clear Learning Outcomes outline the skills for
each lesson, while large full-color screen images reflect exactly what students see on their own
computers. Each module begins with a brief overview of the principles covered in the lesson and
introduces a real-world case scenario to engage students and reinforce critical skills to make them
successful in their educational and professional careers. In addition, MindTap and updated SAM
(Skills Assessment Manager) online resources are available to guide additional study and ensure
successful results.
  microsoft office textbooks: Microsoft Office 365 & Office 2016 David W. Beskeen, Carol M.
Cram, Jennifer Duffy, Elizabeth Eisner Reding, Lisa Friedrichsen, 2016-02-11 Whether you're a
computer rookie or hot shot, you can master Microsoft Office 2016 applications quickly with
ILLUSTRATED MICROSOFT OFFICE 2016 & OFFICE 365 INTRODUCTORY, part of the popular
Illustrated Series. Using a focused, user-friendly format, a two-page layout allows you to work
through an entire task without turning the page. The book's easy to follow presentation highlights
Learning Outcomes that outline the skills in each lesson. Larger full-color screen images reflect
exactly what you should see on your own computer. Each module begins with a brief overview of the
principles of the lesson and introduces a case study for further application. New Productivity Apps
visually introduce Microsoft OneNote, Sway, Office Mix and Edge using fun, hands-on activities.
Companion Sways provide videos and step-by-step instructions to help you master each app. In
addition, MindTap and SAM help you further focus your study for results now and success later on
the job.
  microsoft office textbooks: Learn Microsoft Office 2019 Linda Foulkes, 2020-05-29
Publisher\'s note: This edition is based on MS Office 2019 and does not make use of the most recent
features in MS Office 2021. A new second edition, updated for MS Office 2021 including new topics
and the latest productivity feature enhancements for Office web and desktop has now been
published. Key Features Explore MS Office to enhance productivity and boost your professional
development Get up and running with the new and improved features in Microsoft Office 2019
Discover how to overcome common challenges when working with Office 2019 applications Book
DescriptionLearn Microsoft Office 2019 provides a comprehensive introduction to the latest versions
of Microsoft Word, Excel, PowerPoint, Access, and Outlook. With the help of illustrated explanations,
this Microsoft Office book will take you through the updated Office 2019 applications and guide you
through implementing them using practical examples. You'll start by exploring the Word 2019
interface and creating professional Word documents using elements such as citations and cover
pages, tracking changes, and performing mail merge. You'll then learn how to create impressive
PowerPoint presentations and advance to performing calculations and setting up workbooks in Excel
2019, along with discovering its data analysis features. Later chapters will focus on Access 2019,
assisting you in everything from organizing a database to constructing advanced queries. You'll then
get up to speed with Outlook, covering how to create and manage tasks, as well as how to handle
your mail and contacts effortlessly. Finally, you'll find solutions to commonly encountered issues and
best practices for streamlining various workplace tasks. By the end of this book, you'll have learned



the essentials of Office business apps and be ready to work with them to boost your
productivity.What you will learn Use PowerPoint 2019 effectively to create engaging presentations
Gain working knowledge of Excel formulas and functions Collaborate using Word 2019 tools, and
create and format tables and professional documents Organize emails, calendars, meetings,
contacts, and tasks with Outlook 2019 Store information for reference, reporting, and analysis using
Access 2019 Discover new functionalities such as Translator, Read Aloud, Scalable Vector Graphics
(SVG), and data analysis tools that are useful for working professionals Who this book is for Whether
you're just getting started or have used Microsoft Office before and are looking to develop your MS
Office skills further, this book will help you to make the most of the different Office applications.
Familiarity with the Office 2019 suite will be useful, but not mandatory.
  microsoft office textbooks: Shelly Cashman Series Microsoft Office 365 & Office 2019
Intermediate Sandra Cable, Ellen Monk, Joy L. Starks, Steven Freund, Susan Sebok, 2019-07-15
Introduce your students to the important new features that the latest version of Microsoft® Office
has to offer with the focused approach found in Cable/Freund/Monk/Sebok/Starks/Vermaat's
MICROSOFT® Office 365® & OFFICE 2019: INTERMEDIATE. Part of the acclaimed Shelly
Cashman Series®, this edition continues the series' strong history of innovation with an enhanced
learning approach designed to engage students, improve retention and prepare learners for success
with Microsoft® Office. A trademark step-by-step, screen-by-screen approach encourages students
to expand their understanding of the software through experimentation, critical thought and
personalization while also engaging them in real-world scenarios to reinforce critical skills to make
them successful in their educational and professional careers. In addition, MindTap and updated
SAM (Skills Assessment Manager) online resources are available to guide additional study and
ensure successful results.
  microsoft office textbooks: Illustrated Microsoft Office 365 & Word 2016: Intermediate
Jennifer Duffy, Carol Cram, 2016-03-14 ILLUSTRATED MICROSOFT OFFICE 365 & WORD 2016:
INTERMEDIATE engages both computer rookies and hot shots as this edition guides readers in
mastering both basic and more advanced Microsoft Word 2016 skills quickly and efficiently. Praised
for its concise, focused approach and user-friendly format, this book, like all others in the Illustrated
Series, incorporates a hallmark two-page layout that allows readers to see an entire task in one
view. Each presentation is easy to follow with Learning Outcomes that outline the skills covered in
each lesson and larger full-color screens that reflect exactly what readers should see on their own
computers. Each module begins with a brief overview of the lesson’s principles and introduces a
case study for further application. Important Notice: Media content referenced within the product
description or the product text may not be available in the ebook version.
  microsoft office textbooks: New Perspectives Microsoft Office 365 and Word 2019
Comprehensive Ann Shaffer, Katherine Pinard, 2019-05-28 Develop the Microsoft® Office 365 and
Word 2019 skills students need to be successful in college and beyond with the emphasis on
critical-thinking, problem-solving, and in-depth coverage found in NEW PERSPECTIVES
MICROSOFT OFFICE 365 & WORD 2019 COMPREHENSIVE. Updated with all-new case scenarios,
this edition clearly applies the skills students are learning to real-world situations to make concepts
even more relevant across the applications and reinforces critical skills to make them successful in
their educational and professional careers. NEW PERSPECTIVES MICROSOFT OFFICE 365 &
WORD 2019 COMPREHENSIVE demonstrates the importance of what students are learning while
strengthening your skills and helping students transfer those skills to other applications and
disciplines for further success. In addition, MindTap and updated SAM (Skills Assessment Manager)
online resources are available to guide additional study and ensure successful results.
  microsoft office textbooks: Microsoft Office 365 & Word 2016 Jennifer Duffy, Carol M. Cram,
2016-02-16 Engage both computer rookies and hot shots as you guide them in mastering Microsoft
Word 2016 applications quickly and efficiently with ILLUSTRATED MICROSOFT OFFICE 365 &
WORD 2016: INTRODUCTORY. Praised by instructors for its concise, focused approach and
user-friendly format, the Illustrated Series incorporates a hallmark two-page layout that allows



students to see an entire task in one view. Each presentation is easy to follow with Learning
Outcomes that outline skills covered in each lesson. Larger full-color images reflect exactly what
students should see on their own computer screens. Each module begins with a brief overview of the
lesson's principles and introduces a case study for further application. In addition, new Productivity
Apps visually introduce Microsoft OneNote, Sway, Office Mix and Edge using hands-on activities.
  microsoft office textbooks: Technology for Success and Shelly Cashman Series Microsoft
Office 365 & Office 2019 Sandra Cable, Jennifer Campbell, Mark Ciampa, Mark Frydenberg,
Barbara Clemens, 2019-03-15 Master the latest version of Microsoft Office and take advantage of
today's ever-changing world of technology with TECHNOLOGY FOR SUCCESS AND SHELLY
CASHMAN SERIES MICROSOFT OFFICE 365 & OFFICE 2019. Part of the highly acclaimed Shelly
Cashman Series that has introduced computer skills to millions of students like you, this edition
offers a proven approach that's effective, no matter what your learning style. Meaningful topics
within manageable lessons demonstrate how to apply concepts to your academic, professional, and
personal lives. A step-by-step, screen-by-screen approach guides you in expanding your
understanding of Microsoft Office 2019 through experimentation, critical thought and
personalization. Updated activities, case scenarios and an emphasis on employability demonstrate
the importance of what you're learning as you master the keys to using Microsoft Office 2019
effectively and become a user of today's technology.
  microsoft office textbooks: Illustrated Microsoft Office 365 & Word 2016: Intermediate,
Loose-Leaf Version Jennifer Duffy, Carol Cram, 2016-05-11 Whether you are a computer rookie or
hot shot, you can master basic and more advanced Microsoft Word 2016 skills quickly and efficiently
with ILLUSTRATED MICROSOFT OFFICE 365 & WORD 2016: INTERMEDIATE. Using a concise,
focused approach and user-friendly format, the Illustrated Series incorporates a hallmark two-page
layout that allows you to see an entire task in one view. Each presentation is easy to follow with
Learning Outcomes that outline the skills covered in each lesson and larger full-color screens that
reflect exactly what you should see on your own computer. Each module begins with a brief
overview of the lesson's principles and introduces a case study for further application. In addition,
new Productivity Apps visually introduce Microsoft OneNote, Sway, Office Mix and Edge using
hands-on activities.
  microsoft office textbooks: Illustrated Microsoft Office 365 & Office 2016: Intermediate David
W. Beskeen, Carol M. Cram, Jennifer Duffy, Lisa Friedrichsen, Lynn Wermers, 2016-03-14
ILLUSTRATED MICROSOFT OFFICE 365 & OFFICE 2016: INTERMEDIATE engages both computer
rookies and hot shots as this edition guides readers in mastering both basic and more advanced
Microsoft Office 2016 skills quickly and efficiently. Praised for its concise, focused approach and
user-friendly format, this book, like all others in the Illustrated Series, incorporates a hallmark
two-page layout that allows readers to see an entire task in one view. Each presentation is easy to
follow with Learning Outcomes that outline the skills covered in each lesson and larger full-color
screens that reflect exactly what readers should see on their own computers. Each module begins
with a brief overview of the lesson’s principles and introduces a case study for further application.
Important Notice: Media content referenced within the product description or the product text may
not be available in the ebook version.
  microsoft office textbooks: Using the Microsoft Office Web Apps Paul McFedries, 2010-06-24
Get comfortable with the newest way to use Microsoft Office 2010. Don’t just read about it: See it,
hear it, with step-by-step video tutorials and valuable audio sidebars delivered through the free Web
Edition that comes with every USING book. For the price of the book you get online access
anywhere with a web connection—no books to carry, updated content, and the benefit of video and
audio learning. Way more than just a book, this is all the help you’ll ever need...where you want,
when you want! Learn fast, learn easy, using web, video, and audio Show Me video walks through
tasks you’ve just got to see—including bonus advanced techniques Tell Me More audio delivers
practical insights straight from the experts UNLOCK THE FREE WEB EDITION—To register your
USING book, visit quepublishing.com/using.



  microsoft office textbooks: Microsoft Office 2007-Illustrated Second Course David W.
Beskeen, Carol M. Cram, Jennifer Duffy, Lisa Friedrichsen, Lynn Wermers, 2007-06-19 Part of the
Illustrated Series, this practical, easy to navigate book provides the essential knowledge of Microsoft
Office 2007 students need to succeed in both the classroom and beyond. Important Notice: Media
content referenced within the product description or the product text may not be available in the
ebook version.
  microsoft office textbooks: Illustrated Microsoft Office 365 & Word 2016: Introductory
Jennifer Duffy, Carol Cram, 2016-02-17 Both computer rookies and hot shots can master Microsoft
Word 2016 applications quickly and efficiently with ILLUSTRATED MICROSOFT OFFICE 365 &
WORD 2016: INTRODUCTORY. Skills are accessible and easy to follow with a hallmark two-page
layout that allows readers to see an entire task without turning the page. Using a concise, focused
approach and user-friendly format, this book incorporates Learning Outcomes that outline the Word
2016 skills addressed in each lesson. Larger full-color images reflect exactly what readers should
see on their own computer screens. Each module begins with a brief overview of the principles of
the lesson and introduces an updated case study for further application. Important Notice: Media
content referenced within the product description or the product text may not be available in the
ebook version.
  microsoft office textbooks: Shelly Cashman Series Microsoft Office 365 & Office 2016:
Introductory Misty E. Vermaat, Steven M. Freund, Corinne Hoisington, Eric Schmieder, Mary Z.
Last, 2016-02-19 Discover how to maximize the advantages that the latest version of Microsoft
Office offers with MICROSOFT OFFICE 365 & OFFICE 2016: INTRODUCTORY. This new edition is
part of the acclaimed Shelly Cashman Series that has effectively introduced computer skills to
millions. MICROSOFT OFFICE 365 & OFFICE 2016: INTRODUCTORY continues the Series’ strong
history of innovation with an enhanced learning approach to address the varied learning styles of
today’s readers. A trademark step-by-step, screen-by-screen approach encourages readers to expand
their understanding of Microsoft Office 2016 through experimentation, critical thought, and
personalization. This new edition promises to engage, improve retention, and prepare readers for
success with Microsoft Office 2016. Important Notice: Media content referenced within the product
description or the product text may not be available in the ebook version.
  microsoft office textbooks: Illustrated Microsoft Office 365 & Office 2016:
Fundamentals Marjorie S. Hunt, Barbara Clemens, 2016-04-10 Both computer rookies and pros can
master Microsoft Office 2016 applications quickly and efficiently with this new book in the popular
Illustrated Series -- ILLUSTRATED MICROSOFT OFFICE 365 & Office 2016: FUNDAMENTALS.
Using a concise, focused approach and user-friendly format, the Illustrated Series features a
hallmark two-page layout that allows the reader to see an entire task without turning the page.
Skills are accessible and easy to follow with Learning Outcomes that outline the key concepts in
each lesson. Larger full-color images reflect exactly what readers should see on their own computer
screens. Each module begins with a brief overview of the principles of the lesson and introduces an
updated case study for further application. Readers can count on ILLUSTRATED MICROSOFT
OFFICE 365 & Office 2016: FUNDAMENTALS to perfect the skills they need now and on the job.
Important Notice: Media content referenced within the product description or the product text may
not be available in the ebook version.
  microsoft office textbooks: Illustrated Microsoft Excel 2016 for Medical Professionals
Elizabeth Eisner Reding, Lynn Wermers, 2016-07-28 Master the Microsoft Excel 2016 skills essential
for success in today's medical office or health-related career with ILLUSTRATED MICROSOFT
OFFICE 365 AND EXCEL 2016 FOR MEDICAL PROFESSIONALS. This reader-friendly book
introduces Microsoft Excel 2016 using a clear, step-by-step format and visually focused approach.
You examine actual medical examples and complete timely projects. An engaging case study related
to the medical industry prepares you to meet contemporary medical office challenges. Whether you
are a beginning or experienced computer user, you benefit from the book's straightforward
approach. With ILLUSTARTED MICROSOFT OFFICE 365 AND EXCEL 2016 FOR MEDICAL



PROFESSIONALS, you quickly develop the critical spreadsheet skills necessary to support a front or
back office of a clinic, hospital, or medical practice with great success.
  microsoft office textbooks: Shelly Cashman Series Microsoft Office 365 & Excel 2016:
Comprehensive Steven M. Freund, Joy L. Starks, Eric Schmieder, 2016-01-15 Readers discover all of
the latest advancements in Microsoft Office and Excel 2016 with MICROSOFT OFFICE 365 &
EXCEL 2016: COMPREHENSIVE -- the new edition in the acclaimed Shelly Cashman Series. For
more than three decades, the Shelly Cashman Series has effectively introduced advanced computer
skills to millions. MICROSOFT OFFICE 365 & EXCEL 2016: COMPREHENSIVE provides an
enhanced learning approach to help readers master all aspects of Excel 2016, no matter what their
learning style. A trademark, step-by-step, screen-by-screen approach encourages readers to expand
their understanding of Microsoft Excel 2016 through experimentation, critical thought, and
personalization. This new edition delivers effective educational materials specifically designed to
introduce more advanced features, improve retention, and prepare readers for success with the
latest MS Office and Excel 2016. Important Notice: Media content referenced within the product
description or the product text may not be available in the ebook version.
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