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Completely updated to cover Apple's "Tiger" operating system, this visual, task-based reference includes step-by-step
explanations of Tiger's new Spotlight feature, which helps readers find anything on their Mac instantly, video iChat AV, enhanced
.Mac capabilities, and Tiger's ultra-useful desktop applications (known as "Dashboard widgets"). Veteran author Langer uses
plenty of visual aids and clear, concise instructions.
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
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.
The bestselling beginner's guide to Microsoft Word Written by the author of the first-ever For Dummies book, Dan Gookin, this new
edition of Word For Dummies quickly and painlessly gets you up to speed on mastering the world's number-one word processing
software. In a friendly, human, and often irreverent manner, it focuses on the needs of the beginning Word user, offering clear and
simple guidance on everything you need to know about Microsoft Word 2016, minus the chin-scratching tech jargon. Whether
you've used older versions of this popular program or have never processed a single word, this hands-on guide will get you going
with the latest installment of Microsoft Word. In no time, you'll begin editing, formatting, proofing, and dressing up your Word
documents like a pro. Plus, you'll get easy-to-follow guidance on mastering more advanced skills, like formatting multiple page
elements, developing styles, building distinctive templates, and adding creative flair to your documents with images and tables.
Covers the new and improved features found in the latest version of the software, Word 2016 Shows you how to master a word
processor's seven basic tasks Explains why you can't always trust the spell checker Offers little-known keyboard shortcuts If you're
new to Word and want to spend more time on your actual work than figuring out how to make it work for you, this new edition of
Word 2016 For Dummies has you covered.
"All managers want to hold their employees accountable for results, but few know how. Moving beyond the far-from-ideal annual
performance review -- which only evaluates what has already occurred, and not what the manager wants to achieve -- Keeping
Employees Accountable for Resultscontains checklists, how-tos, and other tools to manage performance on an ongoing basis. The
book gives busy managers quick, step-by-step advice on: * Setting expectations * Monitoring progress * Giving feedback *
Following through Light on theory and heavy on practical application, Keeping Employees Accountable for Results gives timepressed managers the proven, practical information they need to help their people accomplish more."
Ready to take your ebooks to the next level with EPUB 3? This concise guide includes best practices and advice to help you
navigate the format’s wide range of technologies and functionality. EPUB 3 is set to turn electronic publishing on its head with rich
multimedia reading experiences and scripted interactivity, but this specification can be daunting to learn. This book provides you
with a solid foundation. Written by people involved in the development of this specification, EPUB 3 Best Practices includes
chapters that cover unique aspects of the EPUB publishing process, such as technology, content creation, and distribution. Get a
comprehensive survey of accessible production features Learn new global language-support features, including right-to-left page
progressions Embed content with EPUB 3’s new multimedia elements Make your content dynamic through scripting and
interactive elements Work with publication and distribution metadata Create synchronized text and audio playback in reading
systems Learn techniques for fixed and adaptive layouts
Defines and simplifies the principles of document engineering and management.
From news and speeches to informal chatter on social media, natural language is one of the richest and most underutilized
sources of data. Not only does it come in a constant stream, always changing and adapting in context; it also contains information
that is not conveyed by traditional data sources. The key to unlocking natural language is through the creative application of text
analytics. This practical book presents a data scientist’s approach to building language-aware products with applied machine
learning. You’ll learn robust, repeatable, and scalable techniques for text analysis with Python, including contextual and linguistic
feature engineering, vectorization, classification, topic modeling, entity resolution, graph analysis, and visual steering. By the end
of the book, you’ll be equipped with practical methods to solve any number of complex real-world problems. Preprocess and
vectorize text into high-dimensional feature representations Perform document classification and topic modeling Steer the model
selection process with visual diagnostics Extract key phrases, named entities, and graph structures to reason about data in text
Build a dialog framework to enable chatbots and language-driven interaction Use Spark to scale processing power and neural
networks to scale model complexity
Much of the data available today is unstructured and text-heavy, making it challenging for analysts to apply their usual data
wrangling and visualization tools. With this practical book, you’ll explore text-mining techniques with tidytext, a package that
authors Julia Silge and David Robinson developed using the tidy principles behind R packages like ggraph and dplyr. You’ll learn
how tidytext and other tidy tools in R can make text analysis easier and more effective. The authors demonstrate how treating text
as data frames enables you to manipulate, summarize, and visualize characteristics of text. You’ll also learn how to integrate
natural language processing (NLP) into effective workflows. Practical code examples and data explorations will help you generate
real insights from literature, news, and social media. Learn how to apply the tidy text format to NLP Use sentiment analysis to mine
the emotional content of text Identify a document’s most important terms with frequency measurements Explore relationships and
connections between words with the ggraph and widyr packages Convert back and forth between R’s tidy and non-tidy text
formats Use topic modeling to classify document collections into natural groups Examine case studies that compare Twitter
archives, dig into NASA metadata, and analyze thousands of Usenet messages

Do you want to build web pages but have no prior experience? This friendly guide is the perfect place to start. You’ll
begin at square one, learning how the web and web pages work, and then steadily build from there. By the end of the
book, you’ll have the skills to create a simple site with multicolumn pages that adapt for mobile devices. Each chapter
provides exercises to help you learn various techniques and short quizzes to make sure you understand key concepts.
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This thoroughly revised edition is ideal for students and professionals of all backgrounds and skill levels. It is simple and
clear enough for beginners, yet thorough enough to be a useful reference for experienced developers keeping their skills
up to date. Build HTML pages with text, links, images, tables, and forms Use style sheets (CSS) for colors, backgrounds,
formatting text, page layout, and even simple animation effects Learn how JavaScript works and why the language is so
important in web design Create and optimize web images so they’ll download as quickly as possible NEW! Use CSS
Flexbox and Grid for sophisticated and flexible page layout NEW! Learn the ins and outs of Responsive Web Design to
make web pages look great on all devices NEW! Become familiar with the command line, Git, and other tools in the
modern web developer’s toolkit NEW! Get to know the super-powers of SVG graphics
Basics of Legal Document Preparation provides essential knowledge necessary for students to determine the appropriate
legal document required in any given situation. It also provides the technical skills required for students to prepare each
document. The book is divided into three sections with the first consisting of goals, forms, instruments, pleading and
general American jurisprudence. The second section focuses on instruments such as contracts, real estate transactions,
wills, and trusts. And the third section is comprised of legal pleadings for many specific areas of law such as bankruptcy,
criminal and appellate practices, federal practice, and domestic relations.
Among its many amazing applications, Google now has web-based alternatives to many of the applications in Microsoft
Office. This comprehensive and easy-to-follow new book enables you to explore Google's new office applications in
detail. Once you do, you'll be in good company -- more than 100,000 small businesses and some corporations are
already looking to take advantage of these free Google offerings. Google Apps: The Missing Manual teaches you how to
use three relatively new applications from Google: "Docs and Spreadsheets", which provide many of the same core tools
that you find in Word and Excel; and Google Calendar and Gmail, the applications that offer an alternative to Outlook.
This book demonstrates how these applications together can ease your ability to collaborate with others, and allow you
access to your documents, mail and appointments from any computer at any location. Of course, as remarkable as these
applications are, Google's office suite is definitely a work-in-progress. Navigating what you can and can't do and -- more
importantly -- understanding how to do it isn't always easy. And good luck finding enough help online. Google Apps: The
Missing Manual is the one book you need to get the most out of this increasingly useful part of the Google empire. This
book: Explains how to create, save and share each of Google's web-based office applications Offers separate sections
for Docs and Spreadsheets, Google Calendar, and Gmail Demonstrates how to use these applications in conjunction
with one another Gives you crystal-clear and jargon-free explanations that will satisfy users of all technical levels Many of
you already use Gmail, but do you know its full potential? Do you know how you can increase its power by using Gmail
with Doc and Spreadsheets and Google Calendar? You'll find out with Google Apps: The Missing Manual. You'll also
come to understand why large corporations such as General Electric and Proctor & Gamble are taking a long, hard look
at these applications.
Demonstrates the updated features of Microsoft Office 2003, while offering a clear, step-by-step tutorial that uses realworld solutions for all the applications included in the suite, including Microsoft Word, Excel, Access, Outlook,
PowerPoint, and FrontPage, as well as a host of helpful tips, tricks, shortcuts, and techniques. Original. (Beginner)
Dan Gookin gets you up to speed so you can get down to work with all the new features of Word 2010! Bestselling and
quintessential For Dummies author Dan Gookin employs his usual fun and friendly candor while walking you through the
spectrum of new features of Word 2010. Completely in tune with the needs of the beginning Word user, Gookin shows
you how to use Word quickly and efficiently so that you can spend more time working on your projects and less time
trying to figure out how to make Word perform the tasks you need it to do. This newest edition of Word For Dummies
explains how to navigate the user interface and take advantages of file formats, and skips the unnecessary jargon.
Unparalleled author Dan Gookin applies his beloved For Dummies writing style to introduce you to all the features and
functions of Word 2010 Escorts you through the capabilities of Word 2010 without weighing you down with unnecessary
technical jargon Deciphers the user interface and shows you how to take advantage of the file formats The word on the
street is that Word 2010 For Dummies is a must-read!
Word 2007The Missing Manual"O'Reilly Media, Inc."
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, 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.
R Markdown: The Definitive Guide is the first official book authored by the core R Markdown developers that provides a
comprehensive and accurate reference to the R Markdown ecosystem. With R Markdown, you can easily create
reproducible data analysis reports, presentations, dashboards, interactive applications, books, dissertations, websites,
and journal articles, while enjoying the simplicity of Markdown and the great power of R and other languages. In this
book, you will learn Basics: Syntax of Markdown and R code chunks, how to generate figures and tables, and how to use
other computing languages Built-in output formats of R Markdown: PDF/HTML/Word/RTF/Markdown documents and
ioslides/Slidy/Beamer/PowerPoint presentations Extensions and applications: Dashboards, Tufte handouts,
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xaringan/reveal.js presentations, websites, books, journal articles, and interactive tutorials Advanced topics:
Parameterized reports, HTML widgets, document templates, custom output formats, and Shiny documents. Yihui Xie is a
software engineer at RStudio. He has authored and co-authored several R packages, including knitr, rmarkdown,
bookdown, blogdown, shiny, xaringan, and animation. He has published three other books, Dynamic Documents with R
and knitr, bookdown: Authoring Books and Technical Documents with R Markdown, and blogdown: Creating Websites
with R Markdown. J.J. Allaire is the founder of RStudio and the creator of the RStudio IDE. He is an author of several
packages in the R Markdown ecosystem including rmarkdown, flexdashboard, learnr, and radix. Garrett Grolemund is the
co-author of R for Data Science and author of Hands-On Programming with R. He wrote the lubridate R package and
works for RStudio as an advocate who trains engineers to do data science with R and the Tidyverse.
The second edition of this best-selling Python book (over 500,000 copies sold!) uses Python 3 to teach even the
technically uninclined how to write programs that do in minutes what would take hours to do by hand. There is no prior
programming experience required and the book is loved by liberal arts majors and geeks alike. If you've ever spent hours
renaming files or updating hundreds of spreadsheet cells, you know how tedious tasks like these can be. But what if you
could have your computer do them for you? In this fully revised second edition of the best-selling classic Automate the
Boring Stuff with Python, you'll learn how to use Python to write programs that do in minutes what would take you hours
to do by hand--no prior programming experience required. You'll learn the basics of Python and explore Python's rich
library of modules for performing specific tasks, like scraping data off websites, reading PDF and Word documents, and
automating clicking and typing tasks. The second edition of this international fan favorite includes a brand-new chapter
on input validation, as well as tutorials on automating Gmail and Google Sheets, plus tips on automatically updating CSV
files. You'll learn how to create programs that effortlessly perform useful feats of automation to: • Search for text in a file
or across multiple files • Create, update, move, and rename files and folders • Search the Web and download online
content • Update and format data in Excel spreadsheets of any size • Split, merge, watermark, and encrypt PDFs • Send
email responses and text notifications • Fill out online forms Step-by-step instructions walk you through each program,
and updated practice projects at the end of each chapter challenge you to improve those programs and use your
newfound skills to automate similar tasks. Don't spend your time doing work a well-trained monkey could do. Even if
you've never written a line of code, you can make your computer do the grunt work. Learn how in Automate the Boring
Stuff with Python, 2nd Edition.
Unlock your new Office with this one-of-a-kind learning package! Whether you're meeting Office 2013 for the first time or
upgrading your knowledge from an earlier version, this value-packed eLearning kit makes it easy to learn 2013 at your
own pace. This complete learning package includes a full-color printed book and an access code for one year of online
self-paced training. You'll learn the basics of the Office interface, how to navigate it, and how to use the features common
to all Office programs. Then you'll get detailed instructions for working with Word, Excel, PowerPoint, and Outlook. Follow
the material sequentially or jump in and out as you wish - it's set up so you can learn at your own pace. Throughout, you
will benefit from illustrations, animations, voiceover explanations, and the option of closed captioning if you find you learn
better when you can read the instructions. Helps self-motivated learners get going with Office 2013 and its new features
Walk you through creating and formatting a Word document, setting up and working with an Excel spreadsheet,
managing e-mail and calendars with Outlook, building a powerful PowerPoint presentation with graphics and sound, and
more Includes an easy-to-follow, full-color book and an interactive Dummies eLearning Course that corresponds with
book and is unlocked via online access code Allows you to follow the material sequentially or choose separate sections
at your own time and pace Office 2013 eLearning Kit For Dummies is the key to unlocking all Office 2013 has to offer.
Get up and running with Office on your iPad or Mac! Weverka walks you through every facet, from installing the software
to working with the programs. You'll get tips for making the most of your iPad, and learn how to make great PowerPoint
presentations, or share content and collaborate online.
The bestselling beginner’s guide to Microsoft Word Whether you've used older versions of this popular program or have
never processed a single word, this hands-on guide gets you going with the latest version of Microsoft Word. In no time,
you'll begin editing, formatting, proofing, and dressing up your Word documents like a pro. In this leading book about the
world’s number one word processing application, Dan Gookin talks about using Microsoft Word in friendly, easy-to-follow
terms. Focusing on the needs of the beginning Word user, it provides everything you need to know about Word—without
any painful jargon. Covers the new and improved features found in the latest version of Word Create your own templates
Explains why you can’t always trust the spell checker Offers little-known keyboard shortcuts If you’re new to Word and
want to spend more time on your actual work rather than figuring out how to make it work for you, this new edition of
Word X For Dummies has you covered.
Who needs expensive, old-fashioned office software? Now, you can do everything online, free, with Google Docs!
Experts Steve and Nancy Holzner offer simple, step-by-step instructions and great insider tips for making the most of
Google’s powerful online word processing, spreadsheet, and presentation tools. You’ll get started fast... learn how to
create and format professional-quality documents of all kinds... collaborate with colleagues to build better proposals and
presentations... use advanced tools like revision history, templates, and charts... discover Google Docs’ latest features
and shortcuts... and a whole lot more! No matter what kind of documents you create, this book can help you do the job
better, faster, and more efficiently... and you’ll never pay for office software again! You’ll Learn How To • Get your free
Google account and set up iGoogle for instant access to your documents • Upload and use the documents you’ve
already created with Microsoft Office • Use Google Spreadsheet to create charts to display spreadsheet data • Master
Google Docs’ easy, powerful document-editing and formatting tools • Insert images into your documents and
presentations • Share documents securely with your colleagues • Back up your documents offline and edit them when
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you don’t have an Internet connection Steven Holzner, former contributing editor at PC Magazine, is author of 108
computer books that have sold more than 2.5 million copies. His most recent Pearson book is Facebook Marketing.
Nancy Holzner writes and edits technology books from her home in central New York state. Her recent publications
include books on Intuit QuickBase and Zoho. Nancy has also worked as a medievalist, a high school teacher, and a
corporate trainer. CATEGORY: Productivity Suites COVERS: Google Docs USER LEVEL: Beginning-Intermediate
Photoshop CC is truly amazing, but it can also be overwhelming if you’re just getting started. This book makes learning
Photoshop as easy as possible by explaining things in a friendly, conversational style—without technical jargon. After a
thorough introduction to the program, you’ll delve deep into Photoshop’s secrets with expert tips and practical editing
advice you can use every day. The important stuff you need to know: Learn your way around. Take a tour of
Photoshop’s workspace and learn how to customize it. Unlock the magic. Use layers, masks, and Smart Objects to
safely edit your images. Perfect your photos. Learn techniques for cropping, color-correcting, retouching, and combining
photos. Master color. Drain, change, and add color; create gorgeous black-and-whites, partial-color effects, and
duotones. Be artistic. Create illustrations, paintings, and pro-level text; use filters effectively, edit video, and create 3D art.
Share your work. Produce great-looking images for print, presentations, and the Web. Work smarter and faster.
Automate common chores and install plug-ins for complex tasks.
The technological revolution of the last ten years has radically changed document designers' materials, processes, and
tools of the trade. In short, choices about everything from typography and color to planning and production have changed
-- even multiplied. The first new text for the college market in ten years, Kimball and Hawkins' Document Design assumes
from the start that students are working online to produce a fuller range of print and online documents, designed and
delivered differently in a digital world. Through practical, accessible advice and examples, Kimball and Hawkins lay out
the array of elements and choices that document designers need to consider, all in the context of a rhetorical framework
that allows students to see the effects of those choices. The only text to integrate a range of theoretical perspectives,
visual perception, visual culture, and visual rhetoric, Document Design teaches students to think more critically about
their own design decisions and to keep usability in mind every step of the way. True to its message, this artfully designed
text practices the principles it teaches and is sure to become a reference that students will keep.
At last, here’s an approachable introduction to the widely used Portable Document Format. PDFs are everywhere, both
online and in printed form, but few people take advantage of the useful features or grasp the nuances of this format. This
concise book provides a hands-on tour of the world’s leading page-description language for programmers, power users,
and professionals in the search, electronic publishing, and printing industries. Illustrated with lots of examples, this book
is the documentation you need to fully understand PDF. Build a simple PDF file from scratch in a text editor Learn the
layout and content of a PDF file, as well as the syntax of its objects Examine the logical structure of PDF objects, and
learn how pages and their resources are arranged into a document Create vector graphics and raster images in PDF,
and deal with transparency, color spaces, and patterns Explore PDF operators for building and showing text strings Get
up to speed on bookmarks, metadata, hyperlinks, annotations, and file attachments Learn how encryption and document
permissions work in PDF Use the pdftk program to process PDF files from the command line
Presents a guide to RTF, the internal document markup language that is used by Microsoft Word.
bookdown: Authoring Books and Technical Documents with R Markdown presents a much easier way to write books and technical
publications than traditional tools such as LaTeX and Word. The bookdown package inherits the simplicity of syntax and flexibility
for data analysis from R Markdown, and extends R Markdown for technical writing, so that you can make better use of document
elements such as figures, tables, equations, theorems, citations, and references. Similar to LaTeX, you can number and crossreference these elements with bookdown. Your document can even include live examples so readers can interact with them while
reading the book. The book can be rendered to multiple output formats, including LaTeX/PDF, HTML, EPUB, and Word, thus
making it easy to put your documents online. The style and theme of these output formats can be customized. We used books and
R primarily for examples in this book, but bookdown is not only for books or R. Most features introduced in this book also apply to
other types of publications: journal papers, reports, dissertations, course handouts, study notes, and even novels. You do not have
to use R, either. Other choices of computing languages include Python, C, C++, SQL, Bash, Stan, JavaScript, and so on, although
R is best supported. You can also leave out computing, for example, to write a fiction. This book itself is an example of publishing
with bookdown and R Markdown, and its source is fully available on GitHub.
The Markdown markup language is one of the most popular plain-text formatting languages available. Now you can learn the
Markdown syntax with the book that's been called "the best Markdown reference." Designed for both novices and experts, The
Markdown Guide is a comprehensive reference manual that has everything you need to get started and master the Markdown
syntax.
This bestselling guide to Microsoft Word is the first and last word on Word 2013 It's a whole new Word, so jump right into this book
and learn how to make the most of it. Bestselling For Dummies author Dan Gookin puts his usual fun and friendly candor back to
work to show you how to navigate the new features of Word 2013. Completely in tune with the needs of the beginning user,
Gookin explains how to use Word 2013 quickly and efficiently so that you can spend more time working on your projects and less
time trying to figure it all out. Walks you through the capabilities of Word 2013 without weighing you down with unnecessary
technical jargon Deciphers the user interface and shows you how to take advantage of the file formats Covers editing documents,
working with text, using grammar and spelling tools, formatting, adding images and other design elements, and more Get the word
on the latest Word with Word 2013 For Dummies!
Dan Gookin's For Dummies guides to Word have consistently led the pack, selling more than 1.7 million copies in previous
editions The author's irreverent sense of humor and crystal-clear prose make getting up to speed on Word a snap Thoroughly
updated to cover Word's new interface, new file format options, and new collaboration and connectivity features An essential
resource for everyone who wants to hit the ground running with Word 2007 and make the most of all the new features
PDF is becoming the standard for digital documents worldwide, but it’s not easy to learn on your own. With capabilities that let you
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use a variety of images and text, embed audio and video, and provide links and navigation, there’s a lot to explore. This practical
guide helps you understand how to work with PDF to construct your own documents, troubleshoot problems, and even build your
own tools. You’ll also find best practices for producing, manipulating, and consuming PDF documents. In addition, this highly
approachable reference will help you navigate the official (and complex) ISO documentation. Learn how to combine PDF objects
into a cohesive whole Use PDF’s imaging model to create vector and raster graphics Integrate text, and become familiar with
fonts and glyphs Provide navigation within and between documents Use annotations to overlay or incorporate additional content
Build interactive forms with the Widget annotation Embed related files such as multimedia, 3D content, and XML files Use optional
content to enable non-printing graphics Tag content with HTML-like structures, including paragraphs and tables
The easy way to have fun with your iPhone - fully updated for iPhone 6 and iPhone 6 Plus! Are you all about your iPhone? You've
come to the right place! iPhone All-in-One For Dummies covers all the basics and beyond to give you hands-on, all-encompassing
coverage of your new smartphone. Written in plain English and packed with tons of full-color photographs that help bring the
information to life, this friendly guide shows you how to activate the iPhone, control the multi-touch and voice-recognition
interfaces, tour the iPhone's built-in apps and settings, set up security features, start sending texts, and configure e-mail. Next, it
moves on to tackling the iPhone's more advanced features, like capturing and sharing photos, tapping into maps, acquiring and
listening to music, creating and sharing notes and memos, making video calls with FaceTime, and much more. Fully updated to
reflect Apple's newest iPhone hardware and iOS software, along with the new iLife and iWork apps, this new edition of iPhone Allin-One For Dummies takes the guesswork out of making the most of your iPhone. If you're using your Apple smartphone at home,
at work, or on the go, everything you need to have fun and work smarter with your iPhone is right inside. Covers iPhone 6, iPhone
6 Plus, iPhone 5s, iPhone 5c, and older iPhone models Offers five full-color books of content that add up to nearly 600 pages of
material—big bang for your buck Provides steps for setting up your iPhone and synching with iCloud Includes complementary
online video course material Walks through troubleshooting and fixing common iPhone problems Whether this is your first iPhone
or an upgrade to the latest version, iPhone All-in-One For Dummies helps you unlock all of its incredible capabilities.
In 30 minutes learn this guide will show you how to get the most out of Microsoft Word, the world's most popular tool for writing
letters, reports, manuscripts, brochures, and more. You may have a handle on the basics, but Microsoft Word In 30 Minutes will
show you how to leverage powerful features and shortcuts that most people seldom use. Topics include:* Interface basics, from
ribbons to rulers* How to quickly format documents using styles and themes* Adding photos, charts, and other elements* Working
with headers and footers* How to create a table of contents* Collaboration basics, from tracking to sharing* Protecting sensitive
documents* Setting up footnotes and endnotes* Importing and exporting files and data* Printing and mailingsFor people who can't
afford Office 2016, Microsoft Word In 30 Minutes also includes a section on how to use Google Docs, a fully featured online word
processor and app available for free from Google, as well as Word Online, Microsoft's free online word processor with limited
capabilities. Microsoft Word In 30 Minutes is authored by Angela Rose, whose previous work includes LinkedIn In 30 Minutes, 2nd
Edition.

The must-have book on the leading suite of software for graphic and web designers Fully revised and updated this handson resource offers a one-stop learning opportunity through eight minibooks dedicated to each product inside Adobe's
Design & Web Premium Suite. The minibooks include Adobe Creative Suite Basics, InDesign, Illustrator, Photoshop,
Acrobat, Dreamweaver, Flash, Fireworks. The book contains information on new image enhancements to After Effects,
64-bit versions of Illustrator and Flash Professional, and a new tool, dubbed Helium, that will enable designers to create
content using HTML5 and CSS3. Offers the depth needed by novices and long-time professionals Covers the key
features and tools users need to master individual programs to their fullest capacities Helps designers to be more
creative and productive Filled with tips and techniques for using the 8 design programs This popular package gives
designers a full review of the most popular design and development tools on the market.
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)
Incorporating the latest features of the new version of the word processing software, a condensed manual intended for
beginners explains the basic tools that can be used for creating page layouts, inserting forms and tables, and including
graphics.
You can easily create a professional-looking website with nothing more than an ordinary computer and some raw
ambition. Want to build a blog, sell products, create forums, or promote an event? No problem! This friendly, jargon-free
book gives you the techniques, tools, and advice you need to build a site and get it up on the Web. The important stuff
you need to know: Master the basics. Learn HTML5, the language of the Web. Design good-looking pages. Use styles to
build polished layouts. Get it online. Find a reliable web host and pick a good web address. Use time-saving tools. Learn
free tools for creating web pages and tracking your visitors. Attract visitors. Make sure people can find your site through
popular search engines like Google. Build a community. Encourage repeat visits with social media. Bring in the cash.
Host Google ads, sell Amazon’s wares, or push your own products that people can buy via PayPal. Add pizzazz. Include
audio, video, interactive menus, and a pinch of JavaScript.
Creating E-books in epub format is very important to sell E-books in electronic book stores. Most publishing and
distribution E-book stores will not accept the epub format document for E-book if it includes any warnings or errors when
validated and that is a very big challenge to all authors. I devoted this book to evaluate some tools that can be used for
creating, validating and editing E-books to be in proper Epub format without errors. Personally, I suggest the following
guidelines for preparing E-book in Epub format. • Write the document in Microsoft word as .docx file. Make sure to
properly setup the h1headings and h2 headings and h3 headings on each section of the document as these data are the
most important data used by the Epub management software to convert the document to epub format. • Convert the
Microsoft document to Epub format using Calibre E-book management software. Add all required metadata and the cover
and also create a table of contents when converting the file. • Using any Epub reader, check if the layout of epub
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document according to the headings you made on the word document is good and comfortable to any reader. • Validate
the epub document to see if it has errors and warnings using the website http://validator.idpf.org. • Then try to
troubleshoot and identify the exact location of the errors detected by the epub validator on the epub document by tracing
the code view of the epub document using Sigil epub editor. Then, modify the word document to eliminate the errors. And
reconvert the word document to epub format using Calibre E-book management software. Validate the updated epub
document for any errors again. This book contains the following sections: 1. Some online publishing and distribution
stores 2. Epub Validators 3. Creation Epub file through online websites 4. Common software’s to convert a file to Epub
format 5. Converting document to Epub format using Calibre software 6. Editing Epub documents using Sigil Epub Editor
PROC DOCUMENT by Example Using SAS demonstrates the practical uses of the DOCUMENT procedure, a part of the
Output Delivery System, in SAS 9.3. Michael Tuchman explains how to work with PROC DOCUMENT, which is designed
to store your SAS procedure output for replay at a later time without having to rerun your original SAS code. You’ll learn
how to: save a collection of procedure output, descriptive text, and supporting graphs that can be replayed as a single
unit save output once and distribute that same output in a variety of ODS formats such as HTML, CSV, and PDF create
custom reports by comparing output from the same procedure run at different points in time create a table of contents for
your output modify the appearance of both textual and graphical ODS output even if the original data is no longer
available or easily accessible manage your tabular and graphical output by using descriptive labels, titles, and footnotes
rearrange the original order of output in a procedure to suit your needs After using this book, you’ll be able to quickly and
easily create libraries of professional-looking output that are accessible at any time. This book is part of the SAS Press
program.
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