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Subscribed
Praised by instructors for its concise, focused approach and user-friendly format, the Illustrated Series engages both
computer rookies and hot shots in mastering MICROSOFT OFFICE 2013 applications quickly and efficiently. Skills are
accessible and easy-to-follow thanks to the Illustrated Series' hallmark 2-page layout, which allows students to see an entire
task in one view. New Learning Outcomes outline the skills covered in each lesson, and larger full-color screens represent
exactly what students should see on their own computers. Each unit begins with a brief overview of the principles of the
lesson, 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.

MOS 2010 Study Guide for Microsoft Word, Excel, PowerPoint, and Outlook Exams
The best of the best from the bestselling authors of Excel, Word, and PowerPoint Bibles! Take your pick of applications from
the Office 2010 suite and your choice of leading experts to show you how to use them. This Office 2010 Bible features the
best-of-the-best content from the Excel 2010 Bible, by "Mr. Spreadsheet" John Walkenbach; the Word 2010 Bible by
Microsoft MVP Herb Tyson; the PowerPoint 2010 Bible, by PowerPoint expert Faithe Wempen; and coverage of Access 2010
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from Microsoft MVP Michael Alexander. If you want to quickly and effectively begin using Office 2010, start in the experts'
corner with this must-have book. Gives you the best-of-the-best content on Office 2010 from the leading experts, authors,
and contributors to our Excel, Word, PowerPoint, and Access Bibles Includes content from John Walkenbach, aka "Mr.
Spreadsheet"; Word expert and Microsoft MVP Herb Tyson; PowerPoint expert Faithe Wempen; and Excel and Access expert
and Microsoft MVP Michael Alexander Takes you beyond creating simple text documents, spreadsheets, and presentations
to help you use multiple Office applications at once to conquer critical business tasks Hones in with expert coverage of the
topics within each application that you need to know most Covers even more from Outlook and other key Office topics Get
the best of four books in one with this power-packed reference!

Microsoft Office Word Mail Merge
This easy-to-use guide covers troubleshooting tips and tricks for Mac hardware and software, written by the well-known
Macworld columnist and Macintosh guru Chris Breen. The book contains troubleshooting tips and techniques for both Mac
OS 9 and OS X, and additional projects for making a Macintosh more productive-sharing files, making Mac OS X work more
like Mac OS 9, and more.

Office 2016 For Seniors For Dummies
Keep up with the latest Office technologies, and learn the fundamentals of Microsoft Office 2016! Office 2016 For Seniors
For Dummies is the ideal resource for learning the fundamentals of the Microsoft Office suite. You'll explore the functionality
of Word, Excel, PowerPoint, and Outlook, establishing basic knowledge that you can build upon as you continue to
experiment with Office's applications. Larger font and image sizes mean you can easily read the content—and text that gets
back to basics walks you through everything you need to know to use these programs in a variety of environments.
Whether you want to improve your Microsoft Office skills to stay competitive at work or to finally write that novel you've
had simmering in your head for the last ten years, this is the resource you need to get started! Access clear-cut, easy-toread steps that show you how to get the most out of Microsoft Word, Excel, PowerPoint, and Outlook Learn the
fundamentals of Microsoft Office 2016 -starting with the basics Establish good work habits within the Microsoft Office suite
to set yourself up for success Find the information you're looking for with short chapter openers that point you in the right
direction Office 2016 For Seniors For Dummies is essential to keeping your mind sharp and your computer skills on the
cutting edge!!

Word 2016 In Depth (includes Content Update Program)
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Loved by instructors for the visual and flexible way to build computer skills, the Illustrated Course Guides are ideal for
teaching Microsoft Word 2013 to students across experience levels. Each two-page spread focuses on a single skill, making
information easy to follow and absorb. The Illustrated Course Guides split Microsoft Word 2013 concepts and skills into
three manageable levels - Basic, Intermediate, and Advanced - perfect for workshops or accelerated courses. Important
Notice: Media content referenced within the product description or the product text may not be available in the ebook
version.

Office 2010 Bible
Experience learning made easy—and quickly teach yourself how to create impressive documents with Word 2007. With
Step By Step, you set the pace—building and practicing the skills you need, just when you need them! Apply styles and
themes to your document for a polished look Add graphics and text effects—and see a live preview Organize information
with new SmartArt diagrams and charts Insert references, footnotes, indexes, a table of contents Send documents for
review and manage revisions Turn your ideas into blogs, Web pages, and more Your all-in-one learning experience includes:
Files for building skills and practicing the book’s lessons Fully searchable eBook Bonus quick reference to the Ribbon, the
new Microsoft Office interface Windows Vista Product Guide eBook—plus more resources and extras on CD For customers
who purchase an ebook version of this title, instructions for downloading the CD files can be found in the ebook.

Letter from a Stranger
In-depth guidance on Word 2010 from a Microsoft MVP Microsoft Word 2010 arrives with many changes and improvements,
and this comprehensive guide from Microsoft MVP Herb Tyson is your expert, one-stop resource for it all. Master Word's new
features such as a new interface and customized Ribbon, major new productivity-boosting collaboration tools, how to
publish directly to blogs, how to work with XML, and much more. Follow step-by-step instructions and best practices, avoid
pitfalls, discover practical workarounds, and get the very most out of your new Word 2010 with this packed guide.

Microsoft Word 2013: Illustrated Complete
Demonstrate your expertise with Microsoft Office 2010! This all-in-one guide is designed to help you practice and prepare
for the four core Microsoft Office Specialist (MOS) exams. With the MOS 2010 Study Guide, you get full, objective-byobjective coverage for: Exam 77-881: Microsoft Word 2010 Exam 77-882: Microsoft Excel 2010 Exam 77-883: Microsoft
PowerPoint 2010 Exam 77-884: Microsoft Outlook 2010 Use the book’s easy-to-follow procedures and illustrations to review
the essential skills measured by the MOS exams. And you can apply what you’ve learned hands-on—using the
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downloadable files for all the book’s practice tasks.

Mastering Mail Merge Using Microsoft Word 2003
Get up to speed on the revolutionary changes in Office for the Mac The 2011 version of the Microsoft Office productivity
suite for the Mac sports major changes from what Mac users are accustomed to. This soup-to-nuts guide gets the Mac
crowd up to date quickly and easily. Individual minibooks thoroughly cover the Project Gallery, Word, Excel, PowerPoint,
Outlook (new for Mac), and the Project Center. You’ll learn how the new Office integrates with the Windows version, how to
use and customize the new Ribbon interface, and much more. Office for Mac is the most popular office productivity suite for
the Mac, used by 1.5 to 2 million people The new version includes new features such as the Ribbon interface, Outlook
(which replaces Entourage), and greater integration with the Windows version Covers everything you’ll want to know about
the Project Gallery, Word, Excel, PowerPoint, Outlook, and the Project Center With Office 2011 for Mac All-in-One For
Dummies, you’ll be ready to use the newest version of Office like a pro.

Comdex Computer Course Kit: Windows Vista With Office 2007 (With Cd)
A practical, hands-on approach to using Office 2016 applications to create and edit documents and get work done
efficiently. You'll learn how to customize Office, design, create, and share documents, manipulate data in a spreadsheet,
and create lively presentations. You'll also discover how to organize your email, contacts, and tasks with the new Outlook
for Mac. Conveying information quickly and concisely, the book brings you from beginner or intermediate to an experienced
and confident user. Office for Mac remains the leading productivity suite for Mac, with Apple’s iWork and the free
OpenOffice.org trailing far behind. Now, it's been updated with a cleaner interface and more compatibility with Exchange
and SharePoint. This book provides the best combination of accessible and focused coverage of the Office 2016
applications. Rather than cover every seldom-used feature, the book covers real-world usage, putting emphasis on practical
tasks and troubleshooting common problems, such as sharing documents with Windows users and older versions of Office.
What You Will Learn Create professional documents for home and business using Word Edit documents collaboratively in
real time with your colleagues Record and manipulate data using spreadsheets Use your data to create powerful and
convincing charts Build persuasive multimedia presentations in PowerPoint Deliver presentations like an expert Keep your email under control with Outlook Stay on top of your schedule and your tasks Who This Book Is For Any Mac user who needs
to work with Word, Excel, PowerPoint, or Outlook either for business or for pleasure. Professionals, students, and home user
alike will benefit from straightforward explanations, step-by-step instructions, and effective workarounds for everyday
problems.
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Microsoft Word 2007 and 2010 for Law Professionals
Dan Gookin's For Dummies guides to Word have consistently led the pack, selling more than 1.7 million copies in previous
editions The author's irreverent sense of humor and crystal-clear prose make getting up to speed on Word a snap
Thoroughly updated to cover Word's new interface, new file format options, and new collaboration and connectivity features
An essential resource for everyone who wants to hit the ground running with Word 2007 and make the most of all the new
features

Word 2007
Updated to incorporate the latest features, tools, and functions of the new version of the popular word processing software,
a detailed manual explains all the basics, as well as how to create sophisticated page layouts, insert forms and tables, use
graphics, and create book-length documents with outlines and Master Documents. Original. (All Users)

MOS 2010 Study Guide for Microsoft Word Expert, Excel Expert, Access, and SharePoint Exams
Office 2011 for Macintosh: The Missing Manual
bull; Offers practical, business-focused coverage of Word's key enhancements, including real-time collaboration and XML
support. bull; Superior coverage of features that have always been essential to Word users such as Charts, DTP Software,
Field Codes, and Privacy and Security. bull; CD package is a super value, including WOPR and one hour of video training!

Access 2013 All-in-One For Dummies
This bestselling guide to Microsoft Word is the first and last word on Word 2013 It's a whole new Word, so jump right into
this book and learn how to make the most of it. Bestselling For Dummies author Dan Gookin puts his usual fun and friendly
candor back to work to show you how to navigate the new features of Word 2013. Completely in tune with the needs of the
beginning user, Gookin explains how to use Word 2013 quickly and efficiently so that you can spend more time working on
your projects and less time trying to figure it all out. Walks you through the capabilities of Word 2013 without weighing you
down with unnecessary technical jargon Deciphers the user interface and shows you how to take advantage of the file
formats Covers editing documents, working with text, using grammar and spelling tools, formatting, adding images and
other design elements, and more Get the word on the latest Word with Word 2013 For Dummies!
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Outlook 2013 Absolute Beginner's Guide
This handy reference includes clear explanations, legal-specific descriptions, and time-saving tips for getting the most out
of Microsoft Word(r)--and customizing it for the needs of today's legal professional. Focusing on the tools and features that
are essential for lawyers in their everyday practice, The Lawyer's Guide to Microsoft(r) Word 2010 explains in detail the key
components to help make you more effective, more efficient, and more successful

Word 2013 For Dummies
This bestselling guide to Microsoft Word is the first and last word on Word 2013 It's a whole new Word, so jump right into
this book and learn how to make the most of it. Bestselling For Dummies author Dan Gookin puts his usual fun and friendly
candor back to work to show you how to navigate the new features of Word 2013. Completely in tune with the needs of the
beginning user, Gookin explains how to use Word 2013 quickly and efficiently so that you can spend more time working on
your projects and less time trying to figure it all out. Walks you through the capabilities of Word 2013 without weighing you
down with unnecessary technical jargon Deciphers the user interface and shows you how to take advantage of the file
formats Covers editing documents, working with text, using grammar and spelling tools, formatting, adding images and
other design elements, and more Get the word on the latest Word with Word 2013 For Dummies!

Microsoft® Word 2010 Step by Step
Microsoft Office Word 2007 Step by Step
Office 2011 for Mac is easy to use, but to unleash its full power, you need to go beyond the basics. This entertaining guide
not only gets you started with Word, Excel, PowerPoint, and the new Outlook for Mac, it also reveals useful lots of things you
didn't know the software could do. Get crystal-clear explanations on the features you use most -- and plenty of power-user
tips when you're ready for more. Take advantage of new tools. Navigate with the Ribbon, use SmartArt graphics, and work
online with Office Web Apps. Create professional-looking documents. Use Word to craft beautiful reports, newsletters,
brochures, and posters. Crunch numbers with ease. Assemble data, make calculations, and summarize the results with
Excel. Stay organized. Set up Outlook to track your email, contacts, appointments, and tasks. Make eye-catching
presentations. Build PowerPoint slideshows with video and audio clips, animations, and other features. Use the programs
together. Discover how to be more productive and creative by drawing directly in Word documents, adding spreadsheets to
your slides, and more.
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Mastering Mail Merge Using Microsoft Word 2000
Experience learning made easy-and quickly teach yourself how to create impressive documents with Word 2010. With STEP
BY STEP, you set the pace-building and practicing the skills you need, just when you need them! Topics include using styles
and themes; sharing, printing, and publishing documents; editing images from within Word; using SmartArt diagrams and
charts; creating references, footnotes, indexes, and tables of contents; collaborating with multiple people at the same time
on the same document; and turning your ideas into blogs, Web pages, and more.

Mastering Mail Merge Using Microsoft Word 2007
After Justine Nolan discovers that her mother has been pretending that Justine's favorite grandmother has been dead for
ten years, she embarks on a search that takes her to Istanbul, where she discovers family secrets that go all the way back
to World War II--and a chance to follow the true desires in her heart.

Learn Office 2011 for Mac OS X
Visual FoxPro developers are used to building large, complex applications using only VFP as their programming
environment. But Windows users are demanding more—integration with other applications such as the Microsoft Office
suit—Word, Excel, PowerPoint and Outlook. Visual FoxPro can be used to automate—either visually or behind the
scenes—any task or process that you could do manually in Office, plus much more. In Microsoft Office Automation with
Visual FoxPro, users learn how to create powerful applications that span the entire Office suite, using Visual FoxPro in the
driver’s seat.

Mac 911
Get the full-color, visual guide that makes learning Microsoft Word 2013 plain and simple! Follow the book’s easy steps and
screenshots and clear, concise language to learn the simplest ways to create and share documents. Here’s WHAT you’ll
learn: Create, edit, format, and share text Add graphics, data, table, and charts Improve page layout to best present your
ideas Use and make templates for increased productivity Collaborate and present documents online Access your documents
from almost any browser Here’s HOW you’ll learn it: Jump in wherever you need answers Follow easy STEPS and
SCREENSHOTS to see exactly what to do Get handy TIPS for new techniques and shortcuts Use TRY THIS! Exercises to apply
what you learn right away
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Using Information Technology
Demonstrate your expertise with Microsoft Office! Designed to help you practice and prepare for four Microsoft Office
Specialist (MOS) exams, this all-in-one study guide features: Full, objective-by-objective exam coverage Easy-to-follow
procedures and illustrations to review essential skills Hands-on practice tasks to apply what you've learned Includes
downloadable practice files Use the in-depth exam prep, practice, and review to help advance your proficiency with
Microsoft Office–and earn the credential that proves it!

Word 2010 Bible
With this edition of Special Edition Using Office XP there is a continual emphasis on realistic applications and uses of the
program features. While there are many other big books in the Office market today, there are few that tailor coverage
uniquely for the intermediate to advanced Office user as Special Edition Using does, delivering more focused value for the
customer. It has been updated to reflect Office XP's Smart tags, collaboration features, speech and dictation tools, built-in
recovery features, "add network place" wizard and much more

Learn Office 2016 for Mac
Special Edition Using Microsoft Office Word 2003
Microsoft Office Automation with Visual FoxPro
Word 2016 IN DEPTH Beyond the Basics… Beneath the Surface…In Depth Do more in less time! Are you ready to harness
the full power of Word 2016 to create professional documents? Then, you’re ready for Word 2016 In Depth. In this
comprehensive guide to Word, you’ll learn the skills and techniques for efficiently building the documents you need for both
your professional and your personal life. Faithe Wempen delivers step-by-step instructions, troubleshooting advice, and
insider tips to help you improve your written image in business, academic, organizational, and personal settings. •
Accelerate formatting by creating and applying themes and styles • Incorporate graphical content such as clip art, photos,
SmartArt, and charts • Save your work in a variety of formats, including backward-compatible Word files, PDF and XPS page
layouts, graphics, HTML, and more • Perform mail and data merges to generate catalogs, form letters, labels, and
envelopes • Learn about the fields that drive many of Word’s most powerful features, and how to look behind the scenes to
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customize field behaviors • Use indexing, tables of contents, and master documents to organize book-length works • Cite
sources and document references in a variety of formats, including APA and MLA • Collaborate with other people, even
simultaneously, managing each person’s comments and changes • Create complex math formulas without leaving Word •
Write and edit macros that automate repeated tasks • Work with your Word documents anywhere via OneDrive® and
Office Online • Create user-interactive forms that include a variety of field types All In Depth books offer • Comprehensive
coverage with detailed solutions • Troubleshooting help for tough problems you can’t fix on your own • Outstanding authors
recognized worldwide for their expertise and teaching style Learning, reference, problem-solvingthe only Word 2016 book
you need! This book is part of Que’s Content Update Program. As Microsoft updates features of Word, sections of this book
will be updated or new sections will be added to match the updates to the software. See inside for details.

Using Microsoft Office XP
This clear, user-friendly text contains all the underpinning knowledge needed to complete the revised scheme at Level 3.
Chapters follow the unit order to enable candidates to check their knowledge against the requirements of each unit.The text
covers both the mandatory and the option units, so candidates only need one book for the whole course.There are plenty of
exercises in each chapter to reinforce candidates' learning.

Office 2011 for Mac All-in-One For Dummies
Get started with the new Access 2013 with this impressive all-in-one reference! Microsoft Access allows you to store,
organize, view, analyze, and share data; the new release enables you to build even more powerful, custom database
solutions that integrate with the web and enterprise data sources. This compilation of nine indispensible minibooks is
exactly what you need to get up to speed on the latest changes to Access. This easy-to-understand resource provides both
new and experienced Access users with invaluable advice for connecting Access to SQL Server, manipulating data locally,
getting up to speed on the latest features of Access 2013, creating queries and macros, and much more. From the basics to
advanced functions, this book is what you need to make Access more accessible. Shows you how to store, organize, view,
analyze, and share data using Access 2013 Includes nine minibooks that cover such topics as database design, tables,
queries, forms, reports, macros, database administration, securing data, programming with Visual Basic for Applications
(VBA), and using Access with the web Helps you build database solutions that integrate with the web and other enterprise
data solutions Offers plenty of techniques, tips, and tricks to help you get the most out of Access This all-in-one guide offers
you access to all things Access 2013!

Microsoft Word 2013 Plain & Simple
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Creating Letters, E-mails, and Mailing Labels Will Be Easy With The Mail Merge Wizard & This Illustrated Guide Imagine you
have letters or e-mails that you need to send to many, many people. Most of the content is the same, but you need to show
recipient specific information in each letter. You don’t want to type multiple documents and personalize each one. That
would take hours. You know there is a faster way than copying and pasting. That is where Mail Merge comes in! No longer
cringe when creating correspondences. Let Microsoft Office Word take care of most of the work for you and use the Mail
Merge Wizard. You provide: • the content • the recipient list and let the Wizard do the rest. Mailing labels and envelopes
are no problem for the Mail Merge Wizard. Use the Rules feature to further automate the mail merge. What will you learn?
After reading this manual, you will be able to customize form letters using merged fields, and connect Word to Excel lists,
and Outlook to define those fields. You will also learn to create your own lists. You will create mass e-mails, and mailing
labels. You will also be able to customize your merged documents with Fill-in fields, and text that only appears on
documents if that document meets certain conditions. Keyboard shortcuts and a cheat sheet at the end of this manual will
help you create mail merges even faster. Who should purchase this manual? This manual is for people whose job
responsibilities include working with labels, envelopes, form letters, and mass e-mails, and who want to save time, and
customize documents. What will you need to know before starting this manual? To ensure your success, knowledge of basic
features of Word, Outlook, and Excel is recommended. ˃˃˃ Examples & Exercises Use the hands-on activities in this guide as
a learning tool. Keep it close by when using Word as a reference tool. Exercises and examples apply to Microsoft Office
Word 2007, 2010 and 2013. Understand how mail merge works so you can get the results you want. Scroll up and grab a
copy today.

Word 2007 For Dummies
Office for Mac remains the leading productivity suite for Mac, with Apple’s iWork and the free OpenOffice.org trailing far
behind. Now, it's been updated with a cleaner interface and more compatibility with Exchange and SharePoint. Learn Office
2011 for Mac OS X offers a practical, hands-on approach to using Office 2011 applications to create and edit documents and
get work done efficiently. You'll learn how to customize Office, design, create, and share documents, manipulate data in a
spreadsheet, and create lively presentations. You'll also discover how to organize your email, contacts, and tasks with the
new Outlook for Mac. Conveying information quickly and concisely, the book brings you from beginner or intermediate to an
experienced and confident user. This book provides the best combination of accessible and focused coverage of the Office
2011 applications. Rather than cover every seldom-used feature, the book covers real-world usage, putting emphasis on
practical tasks and troubleshooting common problems, such as sharing documents with Windows users and older versions
of Office.

Produce Complex Business Documents (Word 2003)
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The book covers latest IT trends Microsoft Vista and Microsoft Office 2007. The content of the book is designed considering
the needs of people running business from home or office. The book covers all new features and programs of Windows Vista
like Windows Aero, Windows Meeting Space, Internet 7.0, Windows Mail, etc. For Internet savvy users, a separate section is
provided on Search Engine. The book does not end here. After mastering Windows Vista, the book introduces you to
Microsoft Office 2007 and helps you in preparing professional letters, personal accounting sheets, and presentations for the
masses. It Covers Microsoft Office applications such as Microsoft Word 2007, Microsoft Excel 2007, Microsoft Access 2007
and Microsoft Powerpoint 2007.The unique Tutor CD provided with this book is a true add-on. While other books rely on the
theory and long explanations, the tutor CD accompanying this book helps you build skills on the software you learnt while
reading this book.

Produce Simple Word Processed Documents (Word 2003)
The comprehensive guide to understanding the science of document production for the international law office.

Word 2013 For Dummies
Make the most of Outlook2013 -- without becoming a technical expert! Outlook 2013 Absolute Beginner's Guide is the
fastest way to get comfortable and productive with the newest version of Outlook, use its powerful new tools, and extend it
to the web and the latest mobile devices. Whether you're new to Outlookor you're one of the millions who've used previous
versions, this practical, approachable book will show you how to do exactly what you want, one incredibly clear and easy
step at a time. World-renowned Outlooktutorial author Diane Poremsky reveals Outlook2013's power, helps you quickly
master its updated interface, and teaches you how to do all this, and more: * Use Peeks to instantly find what you need
without changing views * Set up email just the way you want, and sync only your newest mail * Completely control
message flow, and regain control over your email life * Use advanced email features such as message tracking and
deferred delivery * Create and work with calendar appointments and meeting invitations * Publish and share your calendar
* Use Contacts, Tasks, and To-Do Lists more efficiently * Link Outlook to social networks * Sync and share Outlook data, and
use powerful Exchange and SharePoint sharing features * Track your life with Color Categories, Folders, and Outlook 2013's
improved Search * Run mail/email merges from within Outlook * Efficiently manage and protect your Outlook data files

Microsoft Office 2013: Illustrated, Second Course
A USA Today bestseller! Companies like Netflix, Spotify, and Salesforce are just the tip of the iceberg for the subscription
model. The real transformation--and the real opportunity--is just beginning. Subscription companies are growing nine times
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faster than the S&P 500. Why? Because unlike product companies, subscription companies know their customers. A happy
subscriber base is the ultimate economic moat. Today's consumers prefer the advantages of access over the hassles of
maintenance, from transportation (Uber, Surf Air), to clothing (Stitch Fix, Eleven James), to razor blades and makeup (Dollar
Shave Club, Birchbox). Companies are similarly demanding easier, long-term solutions, trading their server rooms for cloud
storage solutions like Box. Simply put, the world is shifting from products to services. But how do you turn customers into
subscribers? As the CEO of the world's largest subscription management platform, Tien Tzuo has helped hundreds of
companies transition from relying on individual sales to building customer-centric, recurring-revenue businesses. His core
message in Subscribed is simple: Ready or not, excited or terrified, you need to adapt to the Subscription Economy -- or risk
being left behind. Tzuo shows how to use subscriptions to build lucrative, ongoing one-on-one relationships with your
customers. This may require reinventing substantial parts of your company, from your accounting practices to your entire IT
architecture, but the payoff can be enormous. Just look at the case studies: * Adobe transitions from selling enterprise
software licenses to offering cloud-based solutions for a flat monthly fee, and quadruples its valuation. * Fender evolves
from selling guitars one at a time to creating lifelong musicians by teaching beginners to play, and keeping them inspired
for life. * Caterpillar uses subscriptions to help solve problems -- it's not about how many tractors you can rent, but how
much dirt you need to move. In Subscribed, you'll learn how these companies made the shift, and how you can transform
your own product into a valuable service with a practical, step-by-step framework. Find out how how you can prepare and
prosper now, rather than trying to catch up later.

The Lawyer's Guide to Microsoft Word 2010
Office 2010 In Depth is the beyond-the-basics, beneath-the-surface guide for everyone who wants to streamline their work
with Office 2010, and get more done in less time. Best selling technology expert Joe Habraken provides specific, tested,
proven solutions to the problems Office users run into every day: challenges other books ignore or oversimplify. Habraken
thoroughly covers all facets of working with Office 2010's core features and techniques, and powerful new enhancements
such as: " The updated customizable Ribbon and new Backstage full-screen options menu " Vastly improved image and
illustration tools " Live Preview for tasks like Paste, Insert, or Theme change " Improved integration with SharePoint
services, Windows Live, and Office Web Apps " And much more Simply put, no other book offers Office 2010 users this
much simplicity, usable content, flexibility, and value. As with all In Depth books, Office 2010 In Depth presents
comprehensive coverage, breakthrough techniques, exclusive shortcuts, quick access to information, troubleshooting help
for tough problems, and real-world examples with nothing glossed over or left out. This book is both a reference and a deskside resource, providing in depth coverage of important Office 2010 applications features and tools. By Joe Habraken, an
Office expert and best selling author Covers the hottest new features in Word, Excel, PowerPoint, Outlook, Access, and
Publisher For everyone who wants to get the most out of Office 2010, from hobbyists to power users to corporate
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developers

ICT Matters
There is a full-colour Pupil Book for every year of Key Stage 3.

Illustrated Course Guide: Microsoft Word 2013 Intermediate
Praised by instructors for its concise, focused approach and user-friendly format, the Illustrated Series engages both
computer rookies and hot shots in mastering MICROSOFT WORD 2013 quickly and efficiently. Skills are accessible and easyto-follow thanks to the Illustrated Series' hallmark 2-page layout, which allows students to see an entire task in one view.
New Learning Outcomes outline the skills covered in each lesson, and larger full-color screens represent exactly what
students should see on their own computers. Each unit begins with a brief overview of the principles of the lesson, 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 2010 In Depth
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