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Series
This book covers introductory Word, Excel, Access, and PowerPoint, with additional sections on integrating those applications, as well as a
Windows 8 workshop. Ideal for business courses. Real world problem solving for business and beyond The Your Office series prepares
students to use both technical and soft skills in the real world. Hands-on technical content is woven into realistic business scenarios and
focuses on using Microsoft Office® as a decision-making tool. The series features a unique running business scenario that connects all of the
cases together and exposes students to using Office to solve problems relating to business areas like finance and accounting, production and
operations, sales and marketing. Each chapter introduces a realistic business case for students to complete via hands-on steps that are
easily identified in blue shaded boxes. Each blue box teaches a skill and comes complete with video and interactive support. Chapters are
grouped into Business Units, which collectively illustrate a specific set of business concepts to achieve AACSB-related outcomes. Each
Business Unit ends with a Capstone section, testing students' ability to apply concepts and skills beyond a single chapter. Note: You are
purchasing a standalone product; MyITLab does not come packaged with this content. Students, if interested in purchasing this title with
MyITLab, ask your instructor for the correct package ISBN and Course ID. Instructors, contact your Pearson representative for more
information.
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. The book offers full, comprehensive coverage of Microsoft Word. Beyond point-and-click The goal of the Exploring
series is to move students beyond the point-and-click, to understanding the why and how behind each skill. And because so much learning
takes place outside of the classroom, this series provides learning tools that students can access anywhere, anytime. Students go to college
now with a different set of skills than they did years ago. With this in mind, the Exploring series seeks to move students beyond the basics of
the software at a faster pace, without sacrificing coverage of the fundamental skills that everyone needs to know. Also available with MyITLab
MyITLab ® is an online homework, tutorial, and assessment program designed for Information Technology (IT) courses, which engages
students and improves results. HTML5 Simulation exercises and Live-in-Application Grader projects come with the convenience of autograding and instant feedback, helping students learn more quickly and effectively. Digital badges lets students showcase their Microsoft
Office or Computer Concepts competencies, keeping them motivated and focused on their future careers. MyITLab builds the critical skills
needed for college and career success. Note: You are purchasing a standalone product; MyITLab does not come packaged with this content.
Students, if interested in purchasing this title with MyITLab, ask your instructor for the correct package ISBN and Course ID. Instructors,
contact your Pearson representative for more information.
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. This book covers introductory Microsoft Word, Excel, Access, and PowerPoint, with an additional Windows 10 chapter.
Beyond point-and-click The goal of the Exploring series is to move students beyond the point-and-click, to understanding the why and how
behind each skill. And because so much learning takes place outside of the classroom, this series provides learning tools that students can
access anywhere, anytime. Students go to college now with a different set of skills than they did years ago. With this in mind, the Exploring
series seeks to move students beyond the basics of the software at a faster pace, without sacrificing coverage of the fundamental skills that
everyone needs to know. Also available with MyITLab MyITLab ® is an online homework, tutorial, and assessment program designed for
Information Technology (IT) courses, which engages students and improves results. HTML5 Simulation exercises and Live-in-Application
Grader projects come with the convenience of auto-grading and instant feedback, helping students learn more quickly and effectively. Digital
badges lets students showcase their Microsoft Office or Computer Concepts competencies, keeping them motivated and focused on their
future careers. MyITLab builds the critical skills needed for college and career success. Note: You are purchasing a standalone product;
MyITLab does not come packaged with this content. Students, if interested in purchasing this title with MyITLab, ask your instructor for the
correct package ISBN and Course ID. Instructors, contact your Pearson representative for more information.
The quick way to learn Microsoft Outlook 2016! This is learning made easy. Get more done quickly with Outlook 2016. Jump in wherever you
need answers--brisk lessons and colorful screenshots show you exactly what to do, step by step. Get easy-to-follow guidance from a certified
Microsoft Office Specialist Master Learn and practice new skills while working with sample content, or look up specific procedures Manage
your email more efficiently than ever Organize your Inbox to stay in control of everything that matters Schedule appointments, events, and
meetings Organize contact records and link to information from social media sites Track tasks for yourself and assign tasks to other people
Enhance message content and manage email security
ALERT: Before you purchase, check with your instructor or review your course syllabus to ensure that you select the correct ISBN. Several
versions of Pearson's MyLab & Mastering products exist for each title, including customized versions for individual schools, and registrations
are not transferable. In addition, you may need a CourseID, provided by your instructor, to register for and use Pearson's MyLab & Mastering
products. Packages Access codes for Pearson's MyLab & Mastering products may not be included when purchasing or renting from
companies other than Pearson; check with the seller before completing your purchase. Used or rental books If you rent or purchase a used
book with an access code, the access code may have been redeemed previously and you may have to purchase a new access code. Access
codes Access codes that are purchased from sellers other than Pearson carry a higher risk of being either the wrong ISBN or a previously
redeemed code. Check with the seller prior to purchase. -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 Excel 2016. And earn the credential that proves it! Demonstrate your expertise
with Microsoft Excel! Designed to help you practice and prepare for Microsoft Office Specialist (MOS): Excel 2016 Core 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 worksheets and workbooks Manage data cells and ranges Create tables Perform operations with formulas and functions Create
charts and objects 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.
Provides an overview of general deep learning methodology and its applications to a variety of signal and information processing tasks
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. Introducing Microsoft Power BI enables you to evaluate when and how to use Power BI. Get inspired to improve
business processes in your company by leveraging the available analytical and collaborative features of this environment. Be sure to watch
for the publication of Alberto Ferrari and Marco Russo's upcoming retail book, Analyzing Data with Power BI and Power Pivot for Excel (ISBN
9781509302765). Go to the book's page at the Microsoft Press Store here for more details:http://aka.ms/analyzingdata/details. Learn more
about Power BI at https://powerbi.microsoft.com/.
The most comprehensive guide to Microsoft Word 2016 If you're a professional who uses Word, but aren't aware of its many features or get
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confused about how they work best, Word 2016 For Professionals For Dummies answers all your burning questions about the world's
number-one word processing software. Offering in-depth coverage of topics you won't find in Word 2016 For Dummies, this guide focuses on
the professional's needs, giving you all you need to know not only do your job well, but to do it even better. As Microsoft continues to hone
Word with each new release, new features are added beyond basic word processing. From using Word to create blog posts to importing data
from Excel to expertly flowing text around objects, it covers the gamut of Word's more advanced capabilities—including those you probably
don't know exist. Whether you're looking to use Word to build a master document, collaborate and share, publish an ebook, or anything in
between, the thorough, step-by-step guidance in Word 2016 For Professionals For Dummies makes it easier. Discover neat Word editing tips
and tricks to create complex documents Share documents and collaborate with others Format text, paragraphs, and pages like never before
Add Excel charts and graphics to Word documents Create an ebook Essential reading for the Word power user who wants to be more
productive and efficient at work, this handy guide gives you the boost to take your skills to the next level.
Presents a guide to Office Professional 2013, describing such tasks as creating documents, spreadsheets, and slide presentations; managing
email; and organizing notes, covering the Microsoft programs Word, Excel, Access, OneNote, Publisher, Outlook, and PowerPoint.
The book offers full, comprehensive coverage of Microsoft Word. Beyond point-and-click The goal of the Exploring series is to move students
beyond the point-and-click, to understanding the why and how behind each skill. And because so much learning takes place outside of the
classroom, this series provides learning tools that students can access anywhere, anytime. Students go to college now with a different set of
skills than they did years ago. With this in mind, the Exploring series seeks to move students beyond the basics of the software at a faster
pace, without sacrificing coverage of the fundamental skills that everyone needs to know. Also available with MyITLab MyITLab ® is an online
homework, tutorial, and assessment program designed for Information Technology (IT) courses, which engages students and improves
results. HTML5 Simulation exercises and Live-in-Application Grader projects come with the convenience of auto-grading and instant
feedback, helping students learn more quickly and effectively. Digital badges lets students showcase their Microsoft Office or Computer
Concepts competencies, keeping them motivated and focused on their future careers. MyITLab builds the critical skills needed for college
and career success. Note: You are purchasing a standalone product; MyITLab does not come packaged with this content. Students, if
interested in purchasing this title with MyITLab, ask your instructor for the correct package ISBN and Course ID. Instructors, contact your
Pearson representative for more information.
The quick way to learn Microsoft Word 2016! This is learning made easy. Get more done quickly with Word 2016. Jump in wherever you need
answers--brisk lessons and colorful screenshots show you exactly what to do, step by step. Get easy-to-follow guidance from a certified
Microsoft Office Specialist Master Learn and practice new skills while working with sample content, or look up specific procedures Create
visually appealing documents for school, business, community, or personal purposes Use built-in tools to capture and edit graphics Present
data in tables, diagrams, and charts Track and compile reference materials Manage document collaboration and review Fix privacy,
accessibility, and compatibility issues Supercharge your efficiency by creating custom styles, themes, and templates
Easy to follow, step-by-step lessons enable students to quickly and efficiently learn the features of Microsoft PowerPoint 2003 and how to use
them at school, at home, and in the workplace. This Microsoft Official Academic Course offers friendly, straightforward instruction with a focus
on real-world business scenarios. Included with the book is a 180-day trial version of Microsoft Office Professional 2003 and dynamic
interactive tutorials from the Microsoft eLearning Library. Skills covered in the book correspond to the objectives tested on the Microsoft
Office Specialist examination. A complete instructor support program is available with the text.
Designed for a new generation of learners "Skills for Success" teaches students the way they prefer to learn software instead of reading big
blocks of text, they'd rather see and do. Using the hallmark visual layout, students complete an entire skill in just two pages. Step-by-step
instructions are aligned with full size screens image to guide students as they progress through each new skill. No matter what device they
are using desktop or tablet or their current skill level, students will learn what they need to get started quickly. Note: You are purchasing a
standalone product; MyMathLab does not come packaged with this content. Students, if interested in purchasing this title with MyMathLab,
ask your instructor for the correct package ISBN and Course ID. Instructors, contact your Pearson representative for more information. "
Experience learning made easy—and quickly teach yourself how to build database solutions with Access 2007. With Step By Step, you set the
pace—building and practicing the skills you need, just when you need them! Build databases from scratch or from templates Exchange data
with other databases and Office documents Create forms to simplify data entry Use filters and queries to find and analyze information Design
rich reports that help make your data meaningful Help prevent data corruption and unauthorized access 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 eReference—plus other resources on CD For customers who purchase an ebook
version of this title, instructions for downloading the CD files can be found in the ebook.
Discover how to fully utilize the latest version of Microsoft Office with the focused approach found in Shelly Cashman Series MICROSOFT
OFFICE 365 & OFFICE 2016: INTERMEDIATE. This new edition is part of the acclaimed Shelly Cashman Series that has effectively
introduced computer skills to millions of students like you. Shelly Cashman Series MICROSOFT OFFICE 365 & OFFICE 2016:
INTERMEDIATE continues the Series' strong history of innovation with an enhanced learning approach designed to address your needs, no
matter what your learning style. A trademark step-by-step, screen-by-screen approach helps expand your understanding of Microsoft Office
2016 through experimentation, critical thought, and personalization. This new edition delivers some of today's most effective educational
materials specifically designed to capture your attention, improve retention, and prepare you for success in working with Microsoft Office
2016.

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. Teach the course YOU want in LESS TIME! In today's fast-moving, mobile environment, the GO!
with Office 2016 series focuses on the job skills needed to succeed in the workforce. With job-related projects that put Microsoft
Office® into context, students learn the how and why at the moment they need to know, all in the appropriate Microsoft procedural
syntax. For Office 2016, the hallmark guided-practice to skill-mastery pathway is better than ever. Students have many
opportunities to work live in Microsoft office to apply the skills they've learned. In addition, instructional projects are now available
as grader projects in MyITLab, so students can work live in Office while receiving auto-graded feedback. These high-fidelity
simulations match the text and provide an effective pathway for learning, practicing, and assessing their abilities. After completing
the instructional projects, students can apply their skills with a variety of progressively challenging projects that require them to
solve problems, think critically, and create on their own. New GO! Collaborate with Google projects allow students to apply their
skills to a new environment that is already popular in many workplaces. Integrated Microsoft Office Specialist (MOS) objectives
make GO! your one resource for learning Office, gaining critical productivity skills, and prepare for MOS certification. Also available
with MyITLab MyITLab ® is an online homework, tutorial, and assessment program designed for Information Technology (IT)
courses, to engage students and improve results. HTML5 Simulation exercises and Live-in-Application Grader projects come with
the convenience of auto-grading and instant feedback, so students learn more quickly and effectively, and build the critical skills
needed for college and career success. Digital badges allow students to showcase their Microsoft Office or Computer Concepts
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competencies, keeping them motivated and focused on their future careers. Note: You are purchasing a standalone product;
MyITLab does not come packaged with this content. Students, if interested in purchasing this title with MyITLab, ask your
instructor for the correct package ISBN and Course ID. Instructors, contact your Pearson representative for more information.
Develop the Microsoft Office 365 and Excel 2019 skills students need to be successful in college and beyond with the emphasis
on critical-thinking, problem-solving, and in-depth coverage found in NEW PERSPECTIVES MICROSOFT OFFICE 365 & EXCEL
2019 COMPREHENSIVE. Updated with all-new case scenarios, this edition clearly applies the skills students are learning to realworld situations to make concepts even more relevant across the applications and reinforces critical skills to make them successful
in their educational and professional careers. NEW PERSPECTIVES MICROSOFT OFFICE 365 & EXCEL 2019
COMPREHENSIVE demonstrates the importance of what students are learning while strengthening your skills and helping
students transfer those skills to other applications and disciplines for further success. In addition, MindTap and updated SAM
(Skills Assessment Manager) online resources are available to guide additional study and ensure successful results.
Teach the course YOU want in LESS TIME! In today's fast-moving, mobile environment, the GO! with Office 2016 series focuses
on the job skills needed to succeed in the workforce. With job-related projects that put Microsoft Office® into context, students
learn the how and why at the moment they need to know, all in the appropriate Microsoft procedural syntax. For Office 2016, the
hallmark guided-practice to skill-mastery pathway is better than ever. Students have many opportunities to work live in Microsoft
office to apply the skills they've learned. In addition, instructional projects are now available as grader projects in MyITLab, so
students can work live in Office while receiving auto-graded feedback. These high-fidelity simulations match the text and provide
an effective pathway for learning, practicing, and assessing their abilities. After completing the instructional projects, students can
apply their skills with a variety of progressively challenging projects that require them to solve problems, think critically, and create
on their own. New GO! Collaborate with Google projects allow students to apply their skills to a new environment that is already
popular in many workplaces. Integrated Microsoft Office Specialist (MOS) objectives make GO! your one resource for learning
Office, gaining critical productivity skills, and prepare for MOS certification. Also available with MyITLab MyITLab ® is an online
homework, tutorial, and assessment program designed for Information Technology (IT) courses, to engage students and improve
results. HTML5 Simulation exercises and Live-in-Application Grader projects come with the convenience of auto-grading and
instant feedback, so students learn more quickly and effectively, and build the critical skills needed for college and career success.
Digital badges allow students to showcase their Microsoft Office or Computer Concepts competencies, keeping them motivated
and focused on their future careers. Note: You are purchasing a standalone product; MyITLab does not come packaged with this
content. Students, if interested in purchasing this title with MyITLab, ask your instructor for the correct package ISBN and Course
ID. Instructors, contact your Pearson representative for more information.
Microsoft Word 16 ComprehensivePrentice Hall
Experience learning made easy—and quickly teach yourself how to format, publish, and share your content using Word 2013. With
Step by Step, you set the pace—building and practicing the skills you need, just when you them! Includes downloadable practice
files and a companion eBook. Work with Word on your PC or touch-enabled device Master the core tools for designing and editing
documents Manage page layout, style, and navigation Use tables and charts to organize information Insert pictures, graphics, and
video Use collaboration and review features
Personalize learning with MyLab By combining trusted author content with digital tools and a flexible platform, MyLab(TM)
personalizes the learning experience and improves results for each student. You are purchasing an access card only. Before
purchasing, check with your instructor to confirm the correct ISBN. Several versions of the MyLab(TM) and Mastering(TM)
platforms exist for each title, and registrations are not transferable. To register for and use MyLab or Mastering, you may also need
a Course ID, which your instructor will provide. If purchasing or renting from companies other than Pearson, the access codes for
the MyLab platform may not be included, may be incorrect, or may be previously redeemed. Check with the seller before
completing your purchase.
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. This book offers full, comprehensive coverage of Microsoft Access. Beyond point-and-click The
goal of the Exploring series is to move students beyond the point-and-click, to understanding the why and how behind each skill.
And because so much learning takes place outside of the classroom, this series provides learning tools that students can access
anywhere, anytime. Students go to college now with a different set of skills than they did years ago. With this in mind, the
Exploring series seeks to move students beyond the basics of the software at a faster pace, without sacrificing coverage of the
fundamental skills that everyone needs to know. Also available with MyITLab MyITLab ® is an online homework, tutorial, and
assessment program designed for Information Technology (IT) courses, which engages students and improves results. HTML5
Simulation exercises and Live-in-Application Grader projects come with the convenience of auto-grading and instant feedback,
helping students learn more quickly and effectively. Digital badges lets students showcase their Microsoft Office or Computer
Concepts competencies, keeping them motivated and focused on their future careers. MyITLab builds the critical skills needed for
college and career success. Note: You are purchasing a standalone product; MyITLab does not come packaged with this content.
Students, if interested in purchasing this title with MyITLab, ask your instructor for the correct package ISBN and Course ID.
Instructors, contact your Pearson representative for more information.
The quick way to learn Microsoft Project 2016! This is learning made easy. Get more done quickly with Project 2016. Jump in
wherever you need answers-brisk lessons and colorful screenshots show you exactly what to do, step by step. Quickly start a new
plan, build task lists, and assign resources Share your plan and track your progress Capture and fine-tune work and cost details
Use Gantt charts and other views and reports to visualize project schedules Share resources across multiple plans and
consolidate projects Master project management best practices while you learn Project Look up just the tasks and lessons you
need
Make workplace conflict resolution a game that EVERYBODY wins! Recent studies show that typical managers devote more than
a quarter of their time to resolving coworker disputes. The Big Book of Conflict-Resolution Games offers a wealth of activities and
exercises for groups of any size that let you manage your business (instead of managing personalities). Part of the acclaimed,
bestselling Big Books series, this guide offers step-by-step directions and customizable tools that empower you to heal rifts arising
from ineffective communication, cultural/personality clashes, and other specific problem areas—before they affect your
organization's bottom line. Let The Big Book of Conflict-Resolution Games help you to: Build trust Foster morale Improve
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processes Overcome diversity issues And more Dozens of physical and verbal activities help create a safe environment for teams
to explore several common forms of conflict—and their resolution. Inexpensive, easy-to-implement, and proved effective at Fortune
500 corporations and mom-and-pop businesses alike, the exercises in The Big Book of Conflict-Resolution Games delivers
everything you need to make your workplace more efficient, effective, and engaged.
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. This is learning made easy! Get productive fast with SharePoint 2016, and jump in wherever you
need answers: brisk lessons and colorful screen shots show you exactly what to do, step by step – and practice files help you build
your skills. Fully updated for today's powerful new version of SharePoint, Microsoft SharePoint 2016 Step by Step shows you how
to do all this: Customize your team site's layout, features, and apps Manage and share ideas, documents, and data Capture and
organize content into lists and libraries Automate business processes with built-in workflows Use social features to communicate
and collaborate Work with SharePoint's business intelligence features Publish content using enhanced web content management
Use SharePoint with Excel, Access, Outlook, and Lync And much more…
Designed for a new generation of learners Skills for Success teaches students the way they prefer to learn software-instead of
reading big blocks of text, they'd rather see and do. Using the hallmark visual layout, students complete an entire skill in just two
pages. Step-by-step instructions are aligned with full size screens image to guide students as they progress through each new
skill. No matter what device they are using-desktop or tablet-or their current skill level, students will learn what they need to get
started quickly. Note: You are purchasing a standalone product; MyMathLab does not come packaged with this content. Students,
if interested in purchasing this title with MyMathLab, ask your instructor for the correct package ISBN and Course ID. Instructors,
contact your Pearson representative for more information.
In-depth instruction and practical techniques for buildingwith the BeagleBone embedded Linux platform Exploring BeagleBone is a
hands-on guide to bringinggadgets, gizmos, and robots to life using the popular BeagleBoneembedded Linux platform.
Comprehensive content and deep detailprovide more than just a BeagleBone instructionmanual—you’ll also learn the underlying
engineeringtechniques that will allow you to create your own projects. Thebook begins with a foundational primer on essential
skills, andthen gradually moves into communication, control, and advancedapplications using C/C++, allowing you to learn at your
own pace.In addition, the book’s companion website featuresinstructional videos, source code, discussion forums, and more,
toensure that you have everything you need. The BeagleBone’s small size, high performance, low cost,and extreme adaptability
have made it a favorite developmentplatform, and the Linux software base allows for complex yetflexible functionality. The
BeagleBone has applications in smartbuildings, robot control, environmental sensing, to name a few;and, expansion boards and
peripherals dramatically increase thepossibilities. Exploring BeagleBone provides areader-friendly guide to the device, including a
crash coursein computer engineering. While following step by step, you can: Get up to speed on embedded Linux, electronics,
andprogramming Master interfacing electronic circuits, buses and modules, withpractical examples Explore the Internet-connected
BeagleBone and the BeagleBonewith a display Apply the BeagleBone to sensing applications, including videoand sound Explore
the BeagleBone’s Programmable Real-TimeControllers Hands-on learning helps ensure that your new skills stay withyou,
allowing you to design with electronics, modules, orperipherals even beyond the BeagleBone. Insightful guidance andonline peer
support help you transition from beginner to expert asyou master the techniques presented in Exploring BeagleBone,the practical
handbook for the popular computing platform.
Now in full color! Easy lessons for essential tasks Big full-color visuals Skill-building practice files The quick way to learn
PowerPoint! This is learning made easy. Get productive fast with PowerPoint 2016 and jump in wherever you need answers--brisk
lessons and colorful screen shots show you exactly what to do, step by step. Create compelling presentations Customize themes
and templates Design professional looking charts and graphs for your slides Work with PowerPoint on your PC or touch device
A surprisingly simple way for students to master any subject--based on one of the world's most popular online courses and the
bestselling book A Mind for Numbers A Mind for Numbers and its wildly popular online companion course "Learning How to Learn"
have empowered more than two million learners of all ages from around the world to master subjects that they once struggled
with. Fans often wish they'd discovered these learning strategies earlier and ask how they can help their kids master these skills
as well. Now in this new book for kids and teens, the authors reveal how to make the most of time spent studying. We all have the
tools to learn what might not seem to come naturally to us at first--the secret is to understand how the brain works so we can
unlock its power. This book explains: • Why sometimes letting your mind wander is an important part of the learning process •
How to avoid "rut think" in order to think outside the box • Why having a poor memory can be a good thing • The value of
metaphors in developing understanding • A simple, yet powerful, way to stop procrastinating Filled with illustrations, application
questions, and exercises, this book makes learning easy and fun.
Both computer rookies and hot shots can master Microsoft Office 2016 applications quickly and efficiently with this new book in the
acclaimed Illustrated Series’ newest book: ILLUSTRATED MICROSOFT OFFICE 365 & Office 2016: INTRODUCTORY. Using a
concise, focused approach and user-friendly format, the Illustrated Series incorporates a hallmark two-page layout that allows
readers to see an entire task without turning the page. Skills are accessible and easy to follow with Learning Outcomes that outline
the skills addressed in each lesson. Larger full-color images reflect exactly what readers should see on their own computer
screens. Each module begins with a brief overview of the principles of the lesson and introduces an updated case study for further
application. Readers can count on ILLUSTRATED MICROSOFT OFFICE 365 & Office 2016: INTRODUCTORY to perfect the
skills they need now and on the job. Important Notice: Media content referenced within the product description or the product text
may not be available in the ebook version.
Get to grips with the complete range of Office 2019 applications, explore solutions to common challenges, and discover best
practices for working productively Key Features Explore MS Office to enhance productivity and boost your professional
development Get up and running with the new and improved features in Microsoft Office 2019 Discover how to overcome common
challenges when working with Office 2019 applications Book Description Learn Microsoft Office 2019 provides a comprehensive
introduction to the latest versions of Microsoft Word, Excel, PowerPoint, Access, and Outlook. With the help of illustrated
explanations, this Microsoft Office book will take you through the updated Office 2019 applications and guide you through
implementing them using practical examples. You'll start by exploring the Word 2019 interface and creating professional Word
documents using elements such as citations and cover pages, tracking changes, and performing mail merge. You'll then learn how
to create impressive PowerPoint presentations and advance to performing calculations and setting up workbooks in Excel 2019,
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along with discovering its data analysis features. Later chapters will focus on Access 2019, assisting you in everything from
organizing a database to constructing advanced queries. You'll then get up to speed with Outlook, covering how to create and
manage tasks, as well as how to handle your mail and contacts effortlessly. Finally, you'll find solutions to commonly encountered
issues and best practices for streamlining various workplace tasks. By the end of this book, you'll have learned the essentials of
Office business apps and be ready to work with them to boost your productivity. What you will learn Use PowerPoint 2019
effectively to create engaging presentations Gain working knowledge of Excel formulas and functions Collaborate using Word
2019 tools, and create and format tables and professional documents Organize emails, calendars, meetings, contacts, and tasks
with Outlook 2019 Store information for reference, reporting, and analysis using Access 2019 Discover new functionalities such as
Translator, Read Aloud, Scalable Vector Graphics (SVG), and data analysis tools that are useful for working professionals Who
this book is for Whether you’re just getting started or have used Microsoft Office before and are looking to develop your MS Office
skills further, this book will help you to make the most of the different Office applications. Familiarity with the Office 2019 suite will
be useful, but not mandatory.
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
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.
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. This book offers full, comprehensive coverage of Microsoft Excel. Beyond point-and-click The goal of the Exploring
series is to move students beyond the point-and-click, to understanding the why and how behind each skill. And because so much learning
takes place outside of the classroom, this series provides learning tools that students can access anywhere, anytime. Students go to college
now with a different set of skills than they did years ago. With this in mind, the Exploring series seeks to move students beyond the basics of
the software at a faster pace, without sacrificing coverage of the fundamental skills that everyone needs to know. Also available with MyITLab
MyITLab ® is an online homework, tutorial, and assessment program designed for Information Technology (IT) courses, which engages
students and improves results. HTML5 Simulation exercises and Live-in-Application Grader projects come with the convenience of autograding and instant feedback, helping students learn more quickly and effectively. Digital badges lets students showcase their Microsoft
Office or Computer Concepts competencies, keeping them motivated and focused on their future careers. MyITLab builds the critical skills
needed for college and career success. Note: You are purchasing a standalone product; MyITLab does not come packaged with this content.
Students, if interested in purchasing this title with MyITLab, ask your instructor for the correct package ISBN and Course ID. Instructors,
contact your Pearson representative for more information.
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. GO! with Office 2016 Getting Started is an Introductory text that offers a chapter on core Office 2016 features, and then
one chapter for each of the four primary applications that introduces students to the basic features of each. Using the scenario-based
instructional projects students learn the basics and then apply them through mastery, problem-solving, and critical thinking projects. In today's
fast-moving, mobile environment, the GO! with Office 2016 series focuses on the job skills needed to succeed in the workforce. With jobrelated projects that put Microsoft Office® into context, students learn the how and why at the moment they need to know, all in the
appropriate Microsoft procedural syntax. For Office 2016, the hallmark guided-practice to skill-mastery pathway is better than ever. Students
have many opportunities to work live in Microsoft office to apply the skills they've learned. In addition, these learning objectives are presented
in project-based scenarios that prompt students to prove mastery in the context of real-world application. NOTE: This is the standalone
book(spiral bound), if you want the book/access card order the ISBN below; 0134582152 / 9780134582153 GO! with Microsoft Office 2016
Getting Started & MyITLab with Pearson eText -- Access Card -- for GO! 2016 with Technology In Action Package Package consists of:
0134444957 / 9780134444956 MyITLab with Pearson eText -- Access Card -- for GO! 2016 with Technology In Action 0134497066 /
9780134497068 GO! with Microsoft Office 2016 Getting Started ALERT: Before you purchase, check with your instructor or review your
course syllabus to ensure that you select the correct ISBN. Several versions of Pearson's MyLab & Mastering products exist for each title,
including customized versions for individual schools, and registrations are not transferable. In addition, you may need a CourseID, provided
by your instructor, to register for and use Pearson's MyLab & Mastering products.
For Introductory Computer courses in Microsoft Office 2003 or courses in Computer Concepts with a lab component for Microsoft Office 2003
applications. Master the How and Why of Office 2003! Students master the "How and Why" of performing tasks in Office and gain a greater
understanding of how to use the individual applications together to solve business problems.
Marquee Series: Microsoft Excel 2016 offers a highly visual, hands-on approach to learning Microsoft Excel. Ideal for 1 or 2 credit courses,
this text facilitates self-paced, accelerated, and traditional learning formats. Key Features Step-by-step, project-based instruction in two- and
four-page activities with screen visuals help students meet learning objectives quickly. Four progressive levels of case-based assessment,
including the popular Marquee Challenge, ensure software mastery at the introductory level. Teaches the key formulas and functions for
preparing budgets and analyzing common numerical problems. Model answers of in-section projects are shown in text. Individual Challenge
activity connects students' lives and interests to project goals.
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