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100 ways to save time with Microsoft Office brings together some of the best ideas for making your use of Microsoft 
Office more effective. We have used our years of experience of working with accountants and other professionals to 
compile this 140 page plus document. Some of the tips are very simple, others more involved, but we have chosen all 
of them to provide real, practical benefits and save you hours of time. After all, how many hours do we need to save 
you for you to recover the £30 cost? 
Applications covered include Excel, Word, PowerPoint, Outlook and Access. Each tip includes step-by-step 
instructions with appropriate screen shots, many of them with animated examples. If you have any queries please call 
us on 01403 270970 or email simonh@tkb.co.uk. 
The fully-indexed PDF file includes many animations demonstrating how to make the most of the hints and tips.
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tick 

Personal copy Animated PDF - for individual use only 35.25  

10 user edition Animated PDF - permission to copy to up to 9 
further members of your organisation 70.50

 

Unlimited access 
(single location) 

Animated PDF - permission to copy to any 
members of your organisation as long as they are all 
at the same location 105.75
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Text Box
Either: tick the appropriate box and return to us – we will send you an invoice OR: SEND WITH REMITTANCE TO: The Knowledge Base, Birchfield, Winterpit Lane, Mannings Heath, Horsham, West Sussex, RH13 6LZ.(We will send a VAT invoice on receipt of your remittance). 
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