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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.
For the past three decades, the Shelly Cashman Series has effectively introduced computers
to millions of students, consistently providing the highest quality, most up-to-date, and
innovative materials in computer education. We are proud of the fact that our series of
Microsoft Office 4.3, Microsoft Office 95, Microsoft Office 97, Microsoft Office 2000, and
Microsoft Office XP textbooks have been the most widely used books in computer education.
With each new edition of our Office books, we have made significant improvements based on
software changes and comments made by both instructors and students. Our Microsoft Office
2003 books continue with the innovation, quality, and reliability that you have come to expect
from the Shelly Cashman Series.
This is supposed to be the age of instant and constant communication, right? And if you have a
business, belong to an organization, or have a cause you want to promote, a great-looking
flyer or brochure can say a lot. If you have Microsoft Office Professional, Small Business, or
Ultimate on your PC, you already have a great communication tool hidden inside—Publisher
2007. Use it to promote your organization with newsletters, cards, and brochures. This book
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gets you started with Publisher basics so you can start communicating with your public.
Chances are you’re not planning to become a Publisher guru; you just want to use Publisher
to get some things done. Then Microsoft Office Publisher 2007 For Dummies is just the book
for you! It has just what you need to know to Understand design basics and plan a page Set up
a flyer or publication and place text and pictures where they work best Use various Publisher
templates Incorporate images and files from other programs Build Web sites with Publisher
Prepare your creations for printing or posting online Whether you’re selling a product or
service, getting the word out about a not-for-profit organization, or helping out your church,
synagogue, or school, Microsoft Office Publisher 2007 For Dummies makes it easy.
Appropriate for all introductory-to-intermediate level courses in Microsoft Office Publisher 2003.
Designed for students at a wide variety of skill levels, Learning Microsoft Office Publisher 2003
provides a total-immersion, hands-on tutorial that walks students step by step, mouse-click by
mouse-click, keystroke by keystroke through each of Publisher 2003's most important features.
The well-illustrated, spiral-bound manual contains easy-to-read, appealingly formatted
procedural explanations, step-by-step exercises, and many screen shots- all in a carefully
organized multi-part lesson format. Each lesson is comprised of several exercises built around
using Publisher in real-life business settings.Most exercises consist of seven key elements: a
brief On the Job description of how the student would use this feature in the workplace; a
realistic exercise scenario; definitions of key terms; concise notes describing and outlining
important concepts; hands-on mouse and keyboard procedures; step-by-step instructions for
putting the skills to work; and an On Your Own critical-thinking activity students can work
through on their own, for reinforcement, practice, or to test skills proficiency. Each lesson ends
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with additional Critical Thinking exercises that call upon students to rely on the skills they've
learned. Coverage in this edition includes: getting started with Publisher; changing designs and
layouts; working with fonts, styles, pictures, and WordArt; and more. Coverage also includes:
creating a wide range of publications, ranging from fliers and newsletters to greeting cards and
envelopes; as well as both Web and e-mail content.
Produce professional publications after studying this guide while gaining the knowledge to help
you achieve the requirements set by the New CLAIT Unit 4 assessment. New publications are
produced along with those edited from the supplied data files. Endorsed by OCR.
Enjoy the proven step-by-step style and improved Access 2003 updates of the Shelly
Cashman Seriesr and enhance your Office application skills today! Benefits: * Nine projects, an
Integration Feature, a Web Feature, SQL Feature, and six appendices offer a comprehensive
presentation of Access 2003. Includes material for a ten- to fifteen-week period in a course that
teaches Access 2003 as the primary component. * We've made our Access textbook easier
than ever to follow! With a more streamlined design, easy to follow steps and screen shots,
your students will find this book to be an essential learning reference. * Includes coverage of
the new features of Microsoft Access, such as: automatic error checking, using smart tags,
importing and linking SharePoint lists to Access databases, setting macro security, and
changing the font size for SQL queries. * Extensive end-of-project exercises, including the
unique Learn It Online activities, reinforce the concepts and skills learned. * NEW! Free
perforated Access 2003 CourseCard back cover provides students a quick reference to Office
2003 skills at their fingertips.
Microsoft Office Excel 2003 provides powerful new tools with which to create, analyze, and
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share spreadsheet information. Excel 2003 takes advantage of the latest technologies such as
XML and Microsoft SharePoint to extend desktop productivity and workspace collaboration
over an intranet or the Internet. This book covers these changes, as well as smart tags, which
are far more flexible in Excel 2003, and several statistical functions that have been improved to
make data analysis easier. Show Me's visual format highlights these usability features for new
or upgrading users, especially those upgrading from Office 97 or Office 2000. Though Excel
2003 has the fewest changes of all the Office applications, new and upgrading users will need
a resource to quickly get them working with the software. This book's succinct yet complete
coverage does just that! Additional features of this book include a "Troubleshooting Guide" to
help solve common problems and a "Project Guide" with a listing of real-world projects by
feature, as well as a "MOS Exam Guide" with a complete listing of MOS objectives and page
numbers to locate the objectives. This feature gives the series a definite advantage over
competing visual titles.
For Introductory Computer courses in Microsoft Office 2003 or courses in Computer Concepts
with a lab component for Microsoft Office 2003 applications. Master the Skills of Office 2003!
With the hands-on approach and conceptual framework students will master the skills and
apply them in their personal and professional lives.
This training manual provides full syllabus coverage for unit 028 of the Level 2 City & Guilds
qualification e-Quals. Designed to gradually build up your knowledge taking a step by step
exercise based approach. Useful data files are supplied with the manual which allow you to
practise the different software features.
A simple guidebook to the use of Microsoft Office Publisher 2003.
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Comprised of short, easy-to-follow tasks, this book shows the reader how to accomplish basic
Word tasks quickly and efficiently.
Produce professional publications after studying this guide while gaining the knowledge to help
you achieve the requirements set by the New CLAIT Unit 6 assessment. The guide will teach
you how to use appropriate software to import, crop and resize images, enter, amend and
format text, manipulate and format page items, manage and print publications. Titles of a
similar nature are availabel for other New CLAIT 2006 products. Endorsed by OCR.
Master all the new features in Office 2003 such as file security, XML integration, working with
the Tablet PC, OneNote, InfoPath, and many more. This comprehensive resource provides
extensive coverage of Word, Outlook, Excel, PowerPoint, Publisher, and FrontPage and
explains how to fully integrate all the programs to work together seamlessly.
The 4th guide in the CLAIT Plus 2006 series helps you to understand design briefs, house
styles and the elements that compose them. You will learn the skills necessary to create, edit
and print multiple page publications, including copyfitting techniques and the use of proof
correction symbols. You will be able to prepare files for an outside printing service and to print
composite and colour separated proofs. Endorsed by OCR.
Microsoft Office Publisher 2003Complete Concepts and TechniquesCourse Technology Ptr
Presents a guide to the applications found in Microsoft Office, including Excel, Access, Word,
PowerPoint, and Outlook.
Provides an introduction to Microsoft Excel, covering such topics as managing workbooks,
editing worksheets, formatting data, adding graphics, working with charts, using formulas and
functions, and using Web features.
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A guide to Microsoft Office provides instructions on using Word, Excel, PowerPoint, Outlook,
Access, and Publisher.
For the past three decades, the Shelly Cashman Series(r) has effectively introduced
computers to millions of students, consistently providing the highest quality, most up-to-date,
and innovative materials in computer education. Enjoy the proven step-by-step style and
improved Office 2003 updates of the Shelly Cashman Series(r) and enhance your Office
application skills today!
This A4 spiral bound manual has been specifically designed to provide the necessary
knowledge and techniques for the successful creation and manipulation of all your newsletters,
flyers, posters, etc. The accompanying data files on CD are designed to help demonstrate the
features you are learning using a step-by-step approach.

Part of the Illustrated series, this text offers a visual, flexible way to build
Microsoft Publisher 2003 skills. Lessons are presented in a clean, easy-to-follow
2-page spread layout that features action steps on the left-hand page and
colorful, large illustrations and screen shots on the right-hand page.
For the past three decades, the Shelly Cashman Series has effectively
introduced computers to millions of students - consistently providing the highest
quality, most up-to-date, and innovative materials in computer education. We are
proud of the fact that our series of Microsoft Office 4.3, Microsoft Office 95,
Microsoft Office 97, Microsoft Office 2000, and Microsoft Office XP textbooks
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have been the most widely used books in computer education. With each new
edition of our Office books, we have made significant improvements based on
software changes and comments made by both instructors and students. Our
Microsoft Office 2003 books continue with the innovation, quality, and reliability
that you have come to expect from the Shelly Cashman Series.
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