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Microsoft Word 2007 Bible
Examines the new features and enhancements of the presentation software, describing the new user interface and explaining how to
combine text, animation, video, photographs, sound effects, narration, and other features into a professional-looking presentation.
Experience learning made easy—and quickly teach yourself how to create Web pages with the HTML5 specification. With Step by Step, you
set the pace—building and practicing the skills you need, just when you need them! Use a division-based layout to structure your Web pages
Include menu bars and hyperlinks for clear navigation Apply colors, font sizes, and other formatting with CSS Add graphics, sound, and video
to your pages Use the Canvas tag to render visual images on the fly Build user-input forms with buttons, boxes, and menus Your Step by
Step digital content includes: All the book's practice files—ready to download and put to work. See "Using the Practice Files," inside. Fully
searchable online edition of this book—with unlimited access on the Web. Free online account required; see inside book.
Each book in this series offers a comprehensive resource to a particular aspect of computing, packed with information for everyone from
beginning to advanced users.
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.
Provides information on using Microsoft SharePoint to create Office-compatible Web sites, intranets and portals, and manage business
records.
The most comprehensive guidebook available on the most popular spreadsheet program, fully updated to include all-new "X" features Written
by the leading Excel guru known as "Mr. Spreadsheet," John Walkenbach, who has written more than thirty books and 300 articles on related
topics and maintains the popular Spreadsheet Page at www.j-walk.com/ss The definitive reference book for beginning to advanced users,
featuring expert advice and hundreds of examples, tips, techniques, shortcuts, work-arounds, and more Covers expanded use of XML and
Web services to facilitate data reporting, analysis, importing, and exporting information Explores Excel programming for those who want
advanced information CD-ROM includes all templates and worksheets used in the book, as well as sample chapters from all Wiley Office "X"
related Bibles and useful third party software, including John Walkenbach's Power Utility Pak Note: CD-ROM/DVD and other supplementary
materials are not included as part of eBook file.
Top-to-bottom coverage of the top-selling Microsoft Officeapplication If you want to use Microsoft Word to create more than justsimple
documents, start with this ultimate Word guide. Packed withthe in-depth content that is the hallmark of all Wiley Bibles, thisbook covers it all.
You'll first find out what's new in Word 2013on the features level - formatting, styles, tables, and more -before you dive into the big stuff that
can help you become moreefficient. From document design to creating master documents toapplying security to collaborating in the Cloud,
you'll learn notjust how to do tasks, but the best ways to do them, and why. Details everything you need to know to get the most out of
Word2013 Walks you through new or refreshed basics, such as formatting,styles, charts, and tables Shows you how to use data sources,
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create envelopes and labels,and make forms Takes your Word skills up a notch with coverage of keyboardcustomization, security,
collaborating on the Cloud, comparingdocuments, and much more Start creating documents at a new level and wow your colleagues,with
Word 2013 Bible.
The best of the best from our Excel, Word, Access, and PowerPoint Bibles! Learn the sought-after features of the core applications from the
Office 2013 suite. This Office 2013 Bible features the best-of-the-best content from the Excel 2013 Bible, by "Mr. Spreadsheet" John
Walkenbach; the Word 2013 Bible, by Office expert Lisa A. Bucki; the PowerPoint 2013 Bible, by MOS Master Instructor and PowerPoint
expert Faithe Wempen; and the Access 2013 Bible from Microsoft Certified Application Developer Michael Alexander and Office and Access
expert Dick Kusleika. This major resource also covers Outlook, Publisher, OneNote, SkyDrive, and other important features in the Office 2013
suite. If you want to quickly and effectively use Office 2013, start in the experts' corner with this must-have book. Gives you the best-of-thebest content on Office 2013 from the leading experts, authors, and contributors to our Excel, Word, PowerPoint, and Access Bibles Includes
content from John Walkenbach, aka "Mr. Spreadsheet"; Word and Office expert Lisa A. Bucki; MOS Master Instructor and PowerPoint expert
Faithe Wempen; Microsoft Certified Application Developer Michael Alexander; and Office and Access expert Dick Kusleika Takes you beyond
creating simple text documents, spreadsheets, and presentations to help you use multiple Office applications at once to accomplish critical
business tasks Also covers Publisher, OneNote, SkyDrive, the Cloud, and other key features and topics for Office 2013 Get the best of four
Office 2013 books in one with this power-packed reference!
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)
Get up to speed on the newest version of Word with visual instruction Microsoft Word is the standard for word processing programs, and the
newest version offers additional functionality you'll want to use. Get up to speed quickly and easily with the step-by-step instructions and fullcolor screen shots in this popular guide! You'll see how to perform dozens of tasks, including how to set up and format documents and text;
work with diagrams, charts, and pictures; use Mail Merge; post documents online; and much more. Easy-to-follow, two-page lessons make
learning a snap. Full-color, step-by-step instructions show you how to perform all the essential tasks of Microsoft Word 2013 Explains how to
set up and format documents, edit them, add images and charts, post documents online for sharing and reviewing, and take advantage of all
the newest features of Word Previous editions have sold more than 220,000 copies The Visual learning system makes it easy to learn more
while reading less Teach Yourself VISUALLY Word 2013 helps you master the most popular word processing program quickly, easily, and
visually.
Microsoft’s Word 2007 rewrites the book on word processing and this book helps you soar over the hurdles and quickly brings you up to
speed. No matter what level user you are, Microsoft Word MVP Herb Tyson’s expert guidance puts you in charge, helping you choose the
best way to get your work done, and to get the most out of Word 2007. You’ll discover new ways to command legacy features, completely
new features to accomplish old tasks, and brand new native capabilities.
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,
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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.
This comprehensive reference by a Microsoft expert covers all aspects of the new Windows release The much-anticipated release of
Windows 7 will have numerous changes, and you'll need a complete guide to take full advantage of all it has to offer. Windows 7 Bible covers
navigation changes such as pinning to the task bar, full screen preview with invisible windows, Jump Lists, Home Group, Sticky Notes, and
many others. It shows you how to use Internet Explorer 8, including features like Web Slices and Network view changes, and guides you
through all the new desktop features. This reference thoroughly examines all three parts of the new platform: Windows 7 Core OS, the
Windows Live applications, and Windows Live Services. Windows 7 Bible shows you everything you need to know to make the most of
Microsoft's new operating system. Covers Windows Live Essentials, including Windows Live Family Safety, Mail, Messenger, Movie Maker,
Photo Gallery, Toolbar, Writer, and Microsoft Office Outlook Connector Shows how to use Windows Live Services, including Hotmail and
Spaces Explores new features including Desktop Gadgets Gallery, Desktop Windows manager, updated Fax and DVD Maker, an updated
"Devices and Printers" option, and Sticky Notes Explains new features in the Calculator, ribbon features in applets such as Paint and
WordPad, the new Media Center, and searching updates Fully covers the first complete overhaul of applets in a decade With Windows 7
Bible at your side, you can learn as much or as little as you need to know for the way you use Windows.
Whether you're designing a network, a business plan, or an office building, Visio 2007 can transform your vision into sophisticated diagrams
and drawings and this comprehensive reference shows you how. You'll discover how to use Visio for IT, architecture, engineering, and
business projects; explore the new features of Visio 2007; learn to publish Visio diagrams to the Web; and much more. If you want to develop
your skills in Visio, this is the book you need to succeed.
Beyond the Basics… Beneath the Surface…In Depth Do more in less time! Whatever your Microsoft Office experience, don’t let Office 2016
make you feel like a beginner! This book is packed with intensely useful knowledge, tips, and shortcuts you just won’t find anywhere else.
It’s the fastest, best way to master Office 2016’s full power, and the great new features built into Word, Excel, PowerPoint, Outlook,
Publisher, and OneNote. This friendly, expert guide will make you way more productive… whether you’re creating documents, analyzing data,
delivering presentations, designing newsletters, taking quick notes, or managing your life! Take full advantage of Office 2016’s cloud
integration Use Insights for Office to quickly access information Easily create complex Word documents, from books to mail merges Coauthor
Word documents with collaborators in real time Build flexible, reliable Excel workbooks with formulas and functions Transform data into
insight with Excel charts and PivotTables Discover best practices for creating great PowerPoint slides, handouts, and notes Take advantage
of the new Tell Me Box, which provides access to contextual and traditional Office help features including the new Insights pane Use Outlook
2016’s Clutter feature to clear away low-priority email Create visually compelling documents of all kinds with Publisher 2016 Gather,
organize, share, and use knowledge with OneNote 2016 Get more done faster by integrating OneNote with other Office 2016 components
Discover Microsoft’s new mobile Word, Excel, and PowerPoint apps for Windows 10 All In Depth books offer Comprehensive coverage, with
detailed solutions Practical, real-world examples with nothing glossed over or left out Troubleshooting help for tough problems you can’t fix
on your own This book is part of Que’s Content Update Program. As Microsoft updates features of Office, sections of this book will be
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updated or new sections will be added to match the updates to the software. See inside for details.
This book is a single reference that’s indispensable for Excel beginners, intermediate users, power users, and would-be power users
everywhere Fully updated for the new release, this latest edition provides comprehensive, soup-to-nuts coverage, delivering over 900 pages
of Excel tips, tricks, and techniques readers won’t find anywhere else John Walkenbach, aka "Mr. Spreadsheet," is one of the liworld’s
leading authorities on Excel Thoroughly updated to cover the revamped Excel interface, new file formats, enhanced interactivity with other
Office applications, and upgraded collaboration features Includes a valuable CD-ROM with templates and worksheets from the book Note:
CD-ROM/DVD and other supplementary materials are not included as part of eBook file.

The definitive translation by Dick Davis of the great national epic of Iran—now newly revised and expanded to be the most complete
English-language edition A Penguin Classic Dick Davis—“our pre-eminent translator from the Persian” (The Washington Post)—has
revised and expanded his acclaimed translation of Ferdowsi’s masterpiece, adding more than 100 pages of newly translated text.
Davis’s elegant combination of prose and verse allows the poetry of the Shahnameh to sing its own tales directly, interspersed
sparingly with clearly marked explanations to ease along modern readers. Originally composed for the Samanid princes of
Khorasan in the tenth century, the Shahnameh is among the greatest works of world literature. This prodigious narrative tells the
story of pre-Islamic Persia, from the mythical creation of the world and the dawn of Persian civilization through the seventh-century
Arab conquest. The stories of the Shahnameh are deeply embedded in Persian culture and beyond, as attested by their
appearance in such works as The Kite Runner and the love poems of Rumi and Hafez. For more than sixty-five years, Penguin
has been the leading publisher of classic literature in the English-speaking world. With more than 1,500 titles, Penguin Classics
represents a global bookshelf of the best works throughout history and across genres and disciplines. Readers trust the series to
provide authoritative texts enhanced by introductions and notes by distinguished scholars and contemporary authors, as well as upto-date translations by award-winning translators.
A must-have collection of Office 2010 application Bibles, written by the world?s leading experts Talk about a bargain! Office 2010
Library offers enormous savings on four invaluable resources that boast nearly 5,000 pages and cover the core Office programs:
Excel, Access, PowerPoint, and Word. The world?s leading experts of these applications provide you with an arsenal of
information on the latest version of each program. Three CDs are also included that feature bonus material, including helpful
templates, worksheets, examples, and more to enhance your Microsoft Office 2010 experiences. Features four essential books on
the most popular applications included in the Office 2010 suite: Excel, Access, PowerPoint, and Word Excel 2010 Bible?serves as
an indispensable reference for Excel users, no matter your level of expertise, and updates you on the latest Excel tips, tricks, and
techniques Access 2010 Bible?offers a thorough introduction to database fundamentals and terminology PowerPoint 2010
Bible?shows you how to use the new features of PowerPoint 2010 and make successful presentations Word 2010 Bible?begins
with a detailed look at all the new features in Word 2010 and then expends to cover more advanced, intricate topics Office 2010
Library presents you with all-encompassing coverage that you won?t find anywhere else!
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THE ONLY WORD 2007 BOOK YOU NEED This book will help you build solid skills to create the documents you need right now,
and expert-level guidance for leveraging Word’s most advanced features whenever you need them. If you buy only one book on
Word 2007, Special Edition Using Microsoft Office Word 2007 is the book you need. • Come up to speed quickly with the new
Word 2007 Ribbon interface • Streamline document formatting with styles, templates, and themes • Collaborate with others using
comments and tracked changes • Master mail merges, master documents, and other advanced features • Manage large
documents with indexes, TOCs, and automatically numbered references • Use fields and forms to collect and manage information
• Illustrate key concepts with SmartArt diagrams • Create and apply custom themes that control fonts, color schemes, and effects
• Manage academic research citations and generate bibliographies in any popular documentation format On the Web Includes
complete instructions and a command reference you can use to customize the Ribbon with RibbonX, even if you have little or no
previous XML experience. You can also download additional RibbonX examples and an easy-to-use RibbonCustomizer utility from
this book’s companion web site, www.quepublishing.com/usingword2007.
Excel at Excel with the help of this bestselling spreadsheet guide John Walkenbach's name is synonymous with excellence in
computer books that decipher the complexities of Microsoft Excel. Known as "Mr. Spreadsheet," Walkenbach shows you how to
maximize the power of Excel 2013 while bringing you up to speed on the latest features. This perennial bestseller is fully updated
to cover all the new features of Excel 2013, including how to navigate the user interface, take advantage of various file formats,
master formulas, analyze data with PivotTables, and more. Whether you're an Excel beginner who is looking to get more savvy or
an advanced user looking to become a power user, this latest edition provides you with comprehensive coverage as well as helpful
tips, tricks, and techniques that you won't find anywhere else. Shares the invaluable insight of Excel guru and bestselling author
"Mr. Spreadsheet" John Walkenbach as he guides you through every aspect of Excel 2013 Provides essential coverage of all the
newest features of Excel 2013 Presents material in a clear, concise, logical format that is ideal for all levels of Excel experience
Features a website that includes downloadable templates and worksheets from the book Chart your path to fantastic formulas and
stellar spreadsheets with Excel 2013 Bible!
Master PowerPoint and improve your presentation skills-with one book! It's no longer enough to have slide after slide of text,
bullets, and charts. It's not even enough to have good speaking skills if your PowerPoint slides bore your audience. Get the very
most out of all that PowerPoint 2010 has to offer while also learning priceless tips and techniques for making good presentations in
this new PowerPoint 2010 Bible. Well-known PowerPoint expert and author Faithe Wempen provides formatting tips; shows you
how to work with drawings, tables, and SmartArt; introduces new collaboration tools; walks you through five special presentation
labs; and more. Coverage includes: A First Look at PowerPoint What Makes a Great Presentation? Creating and Saving
Presentation Files Creating Slides and Text Boxes Working with Layouts, Themes, and Masters Formatting Paragraphs and Text
Boxes Correcting and Improving Text Creating and Formatting Tables Drawing and Formatting Objects Creating SmartArt
Diagrams Using and Organizing Clip Art Working with Photographic Images Working with Charts Incorporating Content from Other
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Programs Adding Sound Effects, Music, and Soundtracks Incorporating Motion Video Creating Animation Effects and Transitions
Creating Support Materials Preparing for a Live Presentation Designing User-Interactive or Self-Running Presentations Preparing
a Presentation for Mass Distribution Sharing and Collaborating Customizing PowerPoint Presenting Content Without Bulleted Lists
Adding Sound and Movement to a Presentation Creating a Menu-Based Navigation System Creating a Classroom Game It's the
book you need to succeed with PowerPoint 2010 and your next live presentation!
Learn how to tap the full potential of Access 2007 Transfer Access data seamlessly between Microsoft Office applications—and
that's just for starters. In this all-new, comprehensive guide by well-known Access expert Helen Feddema, you’ll learn to write
Visual Basic code that automates Access database tasks, creates standalone scripts, extracts and merges data, and allows you to
put together powerful solutions. Whether you’re a beginner or a power user, this is the book you need to succeed with Access
2007.
Did you ever consider self-publishing your own book but were daunted by the complex process of actually doing it? Self-published
author and expert Carla King gives a simple step-by-step guide to self-publishing your book as an e-book or print book. Plot your
success by choosing the reputable tools and services recommended here, along with techniques that will help your book succeed
in the market that you choose.
Covers the features and functions of Microsoft Exchange Server 2007, with information on such topics as utilizing the admin
console, managing email recipients, configuring wireless access, and securing Exchange Server.
Packed with examples, techniques, and tips from Microsoft MVP John Walkenbach, this perennial bestseller has been updated for
Excel 2007 and is equally valuable for beginners and power users. You’ll learn how to master Excel’s new “menuless” Ribbon
interface, develop custom functions, create UserForms, analyze data with external database files and PivotTables, and much
more. Here’s valuable comprehensive coverage of the fundamentals as well as advanced 2007 features like the new user
interface and wider use of XML and Web services.
Seniors who are new to computers can learn Office applications quickly and easily If you're over 50 and new to computers,
everything about them can seem intimidating. The most common applications you'll want to use are part of the Microsoft Office
suite - Word, Excel, PowerPoint, and Outlook. Microsoft Office 2007 For Seniors For Dummies shows you how to use each one in
a straightforward, fun manner that takes all the apprehension away. This plain-English guide shows you just what you need to
know to write letters with Word, keep a budget with an Excel spreadsheet, create fun slideshows with PowerPoint, and set up an email account using Outlook. Microsoft Office 2007 For Seniors For Dummies doesn't assume you were born knowing how to use a
computer; it starts at the beginning and makes learning easy and quick. Each chapter lists the tasks covered, with page references
to help you locate what you need Shows how to start each application and navigate the elements on the screen Covers how to
create documents in Word and provides templates for letters and faxes Explains how to create spreadsheets and includes a grid
for budgeting Guides you through creating a PowerPoint presentation Demonstrates how to set up an e-mail account with Outlook
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and communicate with others Microsoft Office 2007 For Seniors For Dummies will have you using basic Office applications in no
time, and boost your confidence too.
The quick way to learn Windows 10 This is learning made easy. Get more done quickly with Windows 10. Jump in wherever you
need answers--brisk lessons and colorful screenshots show you exactly what to do, step by step. Discover fun and functional
Windows 10 features! Work with the new, improved Start menu and Start screen Learn about different sign-in methods Put the
Cortana personal assistant to work for you Manage your online reading list and annotate articles with the new browser, Microsoft
Edge Help safeguard your computer, your information, and your privacy Manage connections to networks, devices, and storage
resources
Microsoft Word 2007 BibleJohn Wiley & Sons
SEE IT DONE. DO IT YOURSELF. It’s that Easy! Easy Microsoft Word 2010 teaches you all the fundamentals of working with
Microsoft’s newest version of Word. Fully illustrated steps with simple instructions guide you through every task, building the skills
you need to learn Word 2010 with ease. No need to feel intimidated—we’ll hold your hand every step of the way. Learn how to…
Make the most of Word 2010’s best new features Find the right Word tool for the job—instantly! Enter and format text faster and
more efficiently Create great-looking documents with new layouts and themes Use tables to quickly organize your content Insert
automated footnotes, captions, references, and tables of contents Easily manage changes from everyone who reviews your
documents Print documents and create easy-to-share PDFs Store, work with, and share your documents on the Web
The final book of the Bible, Revelation prophesies the ultimate judgement of mankind in a series of allegorical visions, grisly
images and numerological predictions. According to these, empires will fall, the "Beast" will be destroyed and Christ will rule a new
Jerusalem. With an introduction by Will Self.
More than a quarter of a million copies sold in previous editions! Freedom is a feature With Fedora's new Online Desktop, you are
free to shape your desktop environment to include the services, applications, and online friends you desire. As always, Fedora's
total dedication to freedom lets you draw on thousands of free software packages to create the exact desktop or server computer
you need. Fedora puts together the software (provided here on CD and DVD). This book acts as a guide to everything from
playing music and writing documents to configuring many powerful Web, file, print, DHCP, and database servers. Customize
Fedora or Red Hat Enterprise Linux to: Explore your computer or the Internet from GNOME®, KDE®, or Online Desktops Manage
and use documents, spreadsheets, presentations, music, and images Try the new advanced PulseAudio sound server Draw from
online software repositories with Package Manager and Package Updater Build an Internet server with e-mail, Web, DNS, FTP,
and database services Secure your computer with firewalls, password protection, and SELinux Try out cutting-edge Fedora 8
features: Use Codeina to get legal software to play MP3, Windows media, and other audio/video formats Organize photos, music,
friends, docs, and Web favorites in the new experimental Online Desktop Explore the latest in KVM and QEMU virtualization and
AIGLX 3D-desktop What's on the DVD and CD-ROM? Install Fedora 8 (8GB) from DVD Boot Fedora 8 GNOME Live CD, and then
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install its contents to your hard drive System Requirements: Please see the Preface and Appendix A for details and complete
system requirements. Open for more! Check out the new Online Desktop Find ten cool things to do with Fedora Run a Fedora 8
quick install Add pop and power with Online Desktop and 3D acceleration Organizing the people, places, and things you need on
your desktop is now easier with the new GNOME Online Desktop. Get organized, then pile on some bling with 3D-accelerated
desktop effects. Put friends, photos, and fun on your new Online Desktop Your favorite people and your online favorites are totally
accessible from the new GNOME Online Desktop. Play with 3D desktop animations Continued improvements in 3D software let
you rotate workspaces on a 3D cube, choose 3D minimize effects, and set 3D wobble effects.
With clear, step-by-step directions and practice files, Microsoft Office XP Step by Step offers complete coverage of this best selling
productivity suite. The easy to follow lessons enable students to quickly and efficiently learn how to use each of the major Office
XP applications. A CD included in the book contains practice files tightly integrated with the book's lessons, plus movie-style
demonstrations of key procedures
Covers the much-anticipated new features of Word 2007, including collaboration tools, XML tags in Word, and the Word 2007
facelift-the first redesigned UI since Office 97 Ideal for users migrating from older versions of Word and who want to get up to
speed on the changes in the application Filled with clear, step-by-step screen shots that show readers how to tackle dozens of
Word tasks, including new features like the Research Pane, side-by-side comparisons, smart tags, and maximizing the benefits of
the Task Pane Revised interior design offers readers a more sophisticated look with easier navigation
Take control of your projects with this in-depth guide Whether you're managing a project for a small team or supervising a
corporate assignment involving hundreds, the power of Microsoft Project 2007 and the detailed information in this comprehensive
guide can keep you on track. From setting budgets to allocating resources to tracking results, each of the book's seven parts
thoroughly focuses on key elements in a logical sequence so you can find what you need. Identify your goals and the scope of
your projects Manage projects across organizations and multiple locations Get the most out of Gantt charts and views Assign
tasks, check progress, and make adjustments Issue interim reports and look at the Big Picture Create a custom HTML page with
VBA and VBScript Import and export Project information What's on the CD-ROM? You'll find a wealth of trial versions, demo
software, sample projects, and bonus appendixes on the CD-ROM, including Milestones Professional(r) - Advanced formatting,
calculation, Web publishing, and reporting features PERT Chart Expert - Create eye-opening PERT chart project plans
PlanView(r) Project Portfolio Management - A comprehensive decision-making platform for enterprises WBS Chart Pro - Plan your
projects with these graphing tools System Requirements: See the CD-ROM Appendix for details and complete system
requirements. Note: CD-ROM/DVD and other supplementary materials are not included as part of eBook file.
(FULL COLOR PAPERBACK VERSION)35 Mini-Lessons to Work Smarter, Save Time and Increase ProductivityPlus Links to 35
Training Videos Things You Never Knew You Could Do in Microsoft Office!Tips, Tricks and Shortcuts You Can Start Using Right
Away!Get Your Job Done Better, Faster and Easier!Format Faster, Save Time and Be More Productive!TOPICS INCLUDE:*
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Section I: Microsoft Word For Beginners Only* Section II (Beginner to Intermediate): Typing and Formatting, Line Spacing, Text
Selection Tricks, Format Painter, Headers and Footers* Section III: Working with Tables, Rows and Columns (Beginner to
Intermediate)* Section IV: The Document Screen, Ruler, Tabs, and Split Screen (Intermediate)* Section V: Saving a Document as
a Template, Password Protecting a Document, and Customizing your Save Location (Beginner to Intermediate)* Section VI:
Getting Creative by Adding a Page Border, Drawing Lines, Adding Pictures, and Inserting Symbols (Intermediate)* Extras:
Keyboard and Mouse Shortcuts, Inserting the Date and Time, Customizing Your Initials for Comments, Adding Page Numbers and
Using Show/Hide (Beginner to Intermediate)
Market_Desc: Any Office user who needs to do more than create a simple text document, spreadsheet, or brief presentation and
needs to understand how to most effectively use several Office applications. Many Office users who haven't purchased books for
several versions should need new books again this version Special Features: " All new for Office 2010" Combines content from
best-selling books Excel Bible and Access Bible and authors John Walkenbach and Michael Alexander along with the content from
the Word, Outlook, and PowerPoint Bibles to create an Office Bible that is the best of the Office suite" This version of Office
features many changes to the user interfaces for all the applications. Even the most experienced users will be looking for a
thorough book to help them through the changes About The Book: Continuing with the successful format of the Office 2007 Bible,
the Office 2010 Bible is built around the expertise of the extremely successful Bible authors on the individual applications. This
Bible takes a best of the Bible approach and combines expert content from:" John Walkenbach's Excel 2010 Bible" Michael Groh's
Access 2010 Bible" The Word 2010 Bible from Word MVP Herb Tyson" Faith Wempen's PowerPoint 2010 Bible combining
PowerPoint technical how-to with business presentation strategyThe book presents expert coverage focused on the topics within
each application that the expert authors know readers need most.
Discover all the ways Outlook can make your life with this book. In the handy package that is Outlook, you get the tools you use
constantly: e-mail, a calendar and appointment book, a contacts list, a to-do list, and more. Learn to use them together, and you
have a sophisticated system for managing your day. This complete A-to-Z guide can teach you, whether you’re just venturing into
Outlook or are ready to customize and tweak it with VBA programming.
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