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Make the most of PowerPoint 2013–without becoming a technical expert! This book is the fastest way to learn PowerPoint and use it to create
dynamic, eye-catching presentations that you can deliver in person or on the Web. Even if you’ve never used PowerPoint before, you’ll learn
how to do what you want, one incredibly clear and easy step at a time. PowerPoint has never, ever been this simple! Who knew how simple
PowerPoint® 2013 could be? This is the easiest, most practical beginner’s guide to using Microsoft’s incredibly powerful new PowerPoint
2013 presentation software…simple, reliable instructions for doing everything you really want to do! Here’s a small sample of what you’ll
learn: Quickly move from learning PowerPoint 2013 basics to creating and delivering polished, dynamic presentations Communicate data
visually using pictures, shapes, charts, and SmartArt Design sophisticated presentations even faster with themes, variants, and custom
layouts Enliven your presentations with animation, audio, and video, including online video from websites such as YouTube Collaborate on
presentations using SkyDrive, Microsoft’s online file-sharing solution Create MP4 and Windows Media videos from your PowerPoint
presentations Publish and deliver your presentations on the Web Create and edit PowerPoint presentations on the go, using the PowerPoint
Web App Access your presentations from a tablet or smartphone Expand the power of PowerPoint with third-party tools And much more…
Patrice-Anne Rutledgeis a business technology author and consultant who specializes in teaching others to maximize the power of new
technologies. Patrice has used–and has trained others to use–PowerPoint for many years, designing presentations for meetings, seminars,
trade shows, and worldwide audiences. She is also the author of five previous books about PowerPoint for Pearson Education. She can be
reached through her website at www.patricerutledge.com. Category: Microsoft Office Covers: PowerPoint 2013 User Level: Beginning
Is Nick Allen a troublemaker? He really just likes to liven things up at school -- and he's always had plenty of great ideas. When Nick learns
some interesting information about how words are created, suddenly he's got the inspiration for his best plan ever...the frindle. Who says a
pen has to be called a pen? Why not call it a frindle? Things begin innocently enough as Nick gets his friends to use the new word. Then
other people in town start saying frindle. Soon the school is in an uproar, and Nick has become a local hero. His teacher wants Nick to put an
end to all this nonsense, but the funny thing is frindle doesn't belong to Nick anymore. The new word is spreading across the country, and
there's nothing Nick can do to stop it.
Loved for its visual and flexible approach to building computer skills, the ILLUSTRATED COURSE GUIDE: MICROSOFT OFFICE 365 &
POWERPOINT 2016: INTRODUCTORY is the ideal resource for learning Microsoft PowerPoint 2016, regardless of the reader’s experience
level. Each two-page spread focuses on a single skill, making information easy to follow and absorb. The ILLUSTRATED COURSE GUIDE
divides Microsoft PowerPoint 2016 concepts and skills into three manageable levels -- Introductory, Intermediate, and Advanced -- making it
perfect for mastering critical PowerPoint skills in any learning environment. Important Notice: Media content referenced within the product
description or the product text may not be available in the ebook version.
A little girl and her canine assistant set out to make the most magnificent thing. But after much hard work, the end result is not what the girl
had in mind. Frustrated, she quits. Her assistant suggests a long walk, and as they walk, it slowly becomes clear what the girl needs to do to
succeed. A charming story that will give kids the most magnificent thing: perspective!
Presents one hundred words that middle school students will encounter, giving the pronunciation, part of speech, definition, and origin of
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each word, and using each in a sample sentence.
Integrates a dictionary and thesaurus in one volume by combining meanings and related words in one entry.
From the Forward by Michael Lesk: Google has now developed services far beyond text search. Google software will translate languages
and support collaborative writing. The chapters in this book look at many Google services, from music to finance, and describe how they can
be used by students and other library users. Going beyond information resources, there are now successful collaboration services available
from Google and others. You can make conference calls with video and shared screens using Google Hangouts, Writing documents with
small numbers of colleagues often involved delays while each author in sequence took over the writing and made edits. Today Google Docs
enables multiple people to edit the same document at once. An ingenious use of color lets each participant watch in real time as the other
participants edit, and keeps track of who is doing what. If the goal is to create a website rather than to write a report, Google Sites is now one
of the most popular platforms. Google is also involved in social networking, with services such as Google+ Other tools view social
developments over time and space. The Google Trends service, for example, will show you when and where people are searching for topics.
Not surprisingly, searches for “swimwear” peak in June and searches for “snowmobile” peak in January. The Complete Guide to Using
Google in Libraries, Volume 2: Research, User Applications, and Networking has 30 chapters divided into four parts: Research, User
Applications, Networking, Searching. The contributors are practitioners who use the services they write about and they provide how-to advice
that will help public, school, academic, and special librarians; library consultants, LIS faculty and students, and technology professionals.
Designed with the busy professional in mind, this 4-page quick reference guide provides step-by-step instructions in PowerPoint 2013. When
you need an answer fast, you will find it right at your fingertips with this Microsoft PowerPoint 2013 Quick Reference Guide. Simple and easyto-use, quick reference cards are perfect for individuals, businesses and as supplemental training materials. Includes touch gestures and
keyboard shortcuts.

New to Microsoft Office 2016 or 2013? Upgrading from a previous version? Designed with the busy professional in mind, this twopage quick reference guide provides step-by-step instructions in the shared, basic features of Microsoft Excel, Word and
PowerPoint. When you need an answer fast, you will find it right at your fingertips. Simple and easy-to-use, quick reference guides
are perfect for individuals, businesses and as supplemental training materials. With 28 topics covered, this guide is ideal for
someone new to Microsoft Office or upgrading from a previous version.
Grounded in research and practical expertise, this volume helps K–6 teachers skillfully support all of their English language
learners (ELLs)—from a single student to an entire classroom. Ideas for teaching ELLs across different grade and proficiency levels
include ways to link instruction to students’ lived experiences, use a variety of motivating print and electronic texts and materials,
engage families, and conduct effective assessments. Chapters are packed with tools and activities for promoting ELLs’
development in oral language, phonics, fluency, vocabulary, comprehension, writing, and grammar. Handy reproducibles and
“Voice from the Classroom” teacher vignettes enhance the utility of the book.
[This book] contains detailed information about using the PowerPoint presentation graphics program for the Windows operating
system and PowerPoint for Macintosh ... Minimum system requirements [are] Microsoft MS-DOS operating system version 3.1 or
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later (MS-DOS version 5.0 or later recommended), Microsoft Windows operating system version 3.1 or later ... personal computer
using 80386 or higher microprocessor; minimum 4MB of memory; hard disk; 3.5 high-density (1.44 MB) disk drive; VGA or any
video adapter supported by Microsoft Windows version 3.1 or later (except CGA); (256-color video adapter and compatible
Microsoft Windows version 3.1 driver recommended); Microsoft Mouse or compatible pointing device ... [any] printer supported by
Microsoft Windows version 3.1 -Before you begin. ... PowerPoint [is a] presentation graphics software package ... With PowerPoint
you can quickly create strong overhead, paper, 35mm slide, or on-screen presentations; augment your presentations with
speaker's notes, outline pages, and audience handouts ... Powerpoint ... gives you everything you need to produce a professionallooking presentation - text handling, outlining, drawing, graphing, clip art, and so on.-Overview of PowerPoint.
This collection provides a state-of-the-art survey of key issues and approaches in contemporary second language teaching.
The Gregg Reference Manual 9e by William Sabin is intended for anyone who writes, edits, or prepares material for distribution or
publication. For nearly fifty years, this manual has been recognized as the best style manual for business professionals and for
students who want to master the on-the-job standards of business professionals. Copyright © Libri GmbH. All rights reserved.
The second and final guide in the PowerPoint 2010 series improves the skills learned previously as well as introducing the use of
macros, hyperlinks, sound and custom animation into slides resulting in professional shows.
Loved by students for the visual and flexible way to build computer skills, the Illustrated Course Guides are ideal for learning
Microsoft Excel 2013 regardless of your experience level. Each two-page spread focuses on a single skill, making information
easy to follow and absorb. The Illustrated Course Guides split Microsoft Excel 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.
Information and insights into how to maximize PowerPoint's capabilities to create outstanding and effective presentations are
provided in this business user's reference for PowerPoint 2000.

Not just ordinary test preparation guides, the books in this series takes advantage of the powerful MOUS PinPoint
software (included in every text) to train and assess students on the activities covered by the MOUS exams. FEATURES:
*Microsoft Certified to the Expert Level Prentice Halls MOUS Test Preparation Guides are certified by Microsoft as
approved courseware for the MOUS exams. *Straightforward Coverage Concise explanations for each skill take a WhatWhy-How-Result approach. Students can quickly find answers, see how to perform a skill, and gain expertise. They are
then directed to the MOUS PinPoint CD-ROM for tutorials and self-assessment. *Tips from a Pro Students can see how
the skills they learn are used by experts through tips, timesaving hints, memory devices, and advice. This feature adds to
the students comprehension so he or she can handle tasks like a professional. *MOUS Exam Objectives For each
application there is coverage of each MOUS objective at the Core and Expert levels in one slim book. This means
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instruction on all required MOUS skills is close at hand. *MOUS PinPoint 2000 Software Included in every text, this
software is designed to work hand-in-hand wit
Microsoft PowerPoint is nearly ubiquitous in today's world--from business to schools to clubs to organizations,
PowerPoint presentations are everywhere you turn. To get up and running quickly and to learn to create the best-looking
presentations--the ones that stand out in terms of content and visual appeal--readers need Microsoft Office PowerPoint
2007 for Windows: Visual QuickStart Guide. PowerPoint presenter extraordinaire Tom Negrino steps readers through the
redesigned user interface and highlights the tools readers will use as they create their presentations. Trusted teacher
Tom Negrino gives step-by-step instruction on using all the new features in PowerPoint 2007, such as using the dynamic
SmartArt Diagrams, custom layouts, applying attractive new themes (change them in just one click!), and how to
manipulate and work with your text, tables, charts, and other presentation elements in much richer ways than ever
before. Readers learn about writing their presentation, gathering images and sound files, choosing a design, working with
text, and adding graphics and slide effects and transitions. In the end, users will have a professional-looking and visually
appealing presentation they can use anywhere! As with all Visual QuickSta rt Guide books, clear, concise instructions
and lots of visual aids make learning easy and painless.
Reviews the features of Microsoft Office, which includes spreadsheet, word processing, communications, and
presentation software
A guide to Microsoft Office provides information on the skills needed to pass the certification exams.
This A4 spiral bound manual has been specifically designed to provide the necessary knowledge and techniques for the
successful creation and manipulation of a PowerPoint presentation. The accompanying data files on CD are designed to
help demonstrate the features you are learning as you work through the manual using a step-by-step approach.
"Exciting and engaging vocabulary instruction can set students on the path to a lifelong fascination with words. This book
provides a research-based framework and practical strategies for vocabulary development with children from the earliest
grades through high school. The authors emphasize instruction that offers rich information about words and their uses
and enhances students' language comprehension and production. Teachers are guided in selecting words for instruction;
developing student-friendly explanations of new words; creating meaningful learning activities; and getting students
involved in thinking about, using, and noticing new words both within and outside the classroom. Many concrete
examples, sample classroom dialogues, and exercises for teachers bring the material to life. Helpful appendices include
suggestions for trade books that help children enlarge their vocabulary and/or have fun with different aspects of words"-Thoroughly revised edition of the bestselling resource for new teachers--complete with discussion questions,
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downloadable handouts, and a staff development guide This award-winning book gives beginning educators everything
they need to survive and thrive in the classroom. The third edition covers new material including working as a part of a
professional learning community (PLC), teaching media literacy and social responsibility, incorporating Common Core
State Standards, handling "homework push-back" from parents, changes in classroom technology, techniques for
motivating students, seeking feedback, and much more. A fully revised edition of a trusted resource, offering solutions to
challenges and typical scenarios encountered by new teachers Bonus CD features downloadable versions of the book's
checklists, forms, worksheets, and self-assessments Includes Discussion Questions and a handy training guide for
Professional Development providers This popular resource offers teachers an essential guide for knowing what to expect
when they begin their career and ideas for solving classroom problems.
Baked, stewed, or mashed, pumpkins remind Rebecca Estelle of the Great Depression when that was all her family had
to eat. When an enormous pumpkin falls off a truck and smashes in her yard, Rebecca Estelle devises a clever way to
get rid of the unwanted crop that sprouts.
The Ultimate Guide to Business Writing is a comprehensive guide on how to write any kind of business document. Written clearly
in an engaging voice, it explains in depth the whole process: from determining objectives to establishing readers’ needs,
conducting research, outlining, and designing a template; to writing the first draft; to editing for meaning, accuracy, concision, style
and emotional impact; to creating glossaries and indices; to proofreading and working with reviewers. The book also explains how
to exploit the psychology of perception and motivation, collaborate effectively with business colleagues, manage documents
holistically across an organisation, and deal with the other everyday practicalities of managing knowledge in a corporate
environment. Every section of the book is packed with questions to stimulate thinking and generate meaningful answers, and
dozens of examples of what works and why. The book’s also rich in practical examples drawn from real life, anecdotes, humour,
and visual aids. But the advice isn’t just practical and anecdotal: it’s also rigorously supported by scientific evidence from notable
linguists and psychologists such as Steven Pinker, Daniel Goleman and Yellowlees Douglas. And anyone keen to explore further
will benefit from the bibliography and links to videos and other online resources. The book is ideal not just for professional
business writers, such as editors, technical writers, copywriters and creative directors; it’s also suitable for anyone whose job
requires them to write, whether it’s something as simple as an email or as complex as a set of policies or a handbook.
Maximize the impact and precision of your message! Now in its fourth edition, the Microsoft Manual of Style provides essential
guidance to content creators, journalists, technical writers, editors, and everyone else who writes about computer technology.
Direct from the Editorial Style Board at Microsoft—you get a comprehensive glossary of both general technology terms and those
specific to Microsoft; clear, concise usage and style guidelines with helpful examples and alternatives; guidance on grammar, tone,
and voice; and best practices for writing content for the web, optimizing for accessibility, and communicating to a worldwide
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audience. Fully updated and optimized for ease of use, the Microsoft Manual of Style is designed to help you communicate clearly,
consistently, and accurately about technical topics—across a range of audiences and media.
Here's the book you need to prepare for the seven MOUS exams employers are demanding the most--Word 2002 Core, Word
2002 Expert, Excel 2002 Core, Excel 2002 Expert, PowerPoint 2002 Core, Outlook 2002 Core, and Access 2002 Core. * In-depth
coverage of official exam objectives * Clear explanations of complex Office tasks * Practical examples and detailed instructions
Authoritative coverage of all exam objectives, including: Word Core and Expert Inserting and Modifying Text Creating and
Modifying Paragraphs and Tables Formatting and Managing Documents Creating and Modifying Graphics Using Mail Merge Excel
Core and Expert Working with Cells and Cell Data Managing and Modifying Workbooks Creating and Revising Formulas Importing
and Exporting Data Analyzing and Summarizing Data PowerPoint Core Creating and Modifying a Presentation Inserting and
Modifying Text and Visual Elements Working with Data from Other Sources Managing and Delivering Presentations Workgroup
Collaboration Access Core Creating and Using Databases and Tables Creating and Modifying Queries Creating and Modifying
Forms Defining Relationships Producing Reports Outlook Core Creating and Viewing Messages Scheduling Managing Messages
Creating and Managing Contacts, Tasks, and Notes
Demonstrate your expertise with Microsoft Office! Designed to help you practice and prepare for the 2013 PowerPoint Microsoft
Office Specialist (MOS) exam, 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
This is the eBook of the printed book and may not include any media, website access codes, or print supplements that may come
packaged with the bound book. Advance your everyday proficiency with PowerPoint 2016. And earn the credential that proves it!
Demonstrate your expertise with Microsoft PowerPoint! Designed to help you practice and prepare for Microsoft Office Specialist
(MOS): PowerPoint 2016 certification, this official Study Guide delivers: In-depth preparation for each MOS objective Detailed
procedures to help build the skills measured by the exam Hands-on tasks to practice what you’ve learned Practice files and
sample solutions Sharpen the skills measured by these objectives: Create and manage presentations Insert and format text,
shapes, and images Insert tables, charts, SmartArt, and media Apply transitions and animations Manage multiple presentations
About MOS A Microsoft Office Specialist (MOS) certification validates your proficiency with Microsoft Office programs,
demonstrating that you can meet globally recognized performance standards. Hands-on experience with the technology is
required to successfully pass Microsoft Certification exams.
Shows how to use each component of Microsoft Office, and offers advice on creating documents, spreadsheets, databases,
graphics, and presentations
A comprehensive and invaluable guide prepares professionals for the Microsoft PowerPoint 97 Expert User exam and contains
tested concepts and tasks, practice sections, tips on importing and exporting data, and more, along with a CD-ROM featuring
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Instructor's Resources Center and PowerPoint slides. (Advanced)
Shows how to use PowerPoint to create business presentations, including charts, graphs, hidden speaker's notes, backgrounds
for overheads, and matching handouts

This updated edition features nearly 200 new entries added to the more than 30,000 words with clear, understandable
definitions that invite readers to interact with the words and definitions. Features a pronunciation guide and boxes offering
extra facts.
Explains how to use PowerPoint to create business presentations, including charts, graphs, hidden speaker's notes,
backgrounds for overheads, and matching handouts
A guide to the business presentation software explains how to combine text, animation, video, photographs, sound
effects, and narration into a professional-looking presentation.
Absolute Beginner's Guide to Microsoft Office PowerPoint 2003Que Publishing
This new addition to the Field Guide series will be a big hit with the more than one million PowerPoint users. With
illustrations, excellent navigational aids, and more information than you could imagine, this title is a must-have for anyone
who wants quick answers on Microsoft PowerPoint. The guide also covers sharing information with other applications in
Microsoft Office.
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