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The inside scoop... for when you want more than the
official line! Microsoft Office Word 2007 may be the top
word processor, but to use it with confidence, you'll need
to know its quirks and shortcuts. Find out what the
manual doesn't always tell you in this insider's guide to
using Word in the real world. How do you use the new
Ribbon? What's the best way to add pictures? From
deciphering fonts to doing mass mailings, first get the
official way, then the best way from an expert. Unbiased
coverage on how to get the most out of Word 2007, from
applying templates and styles to using new collaboration
tools Savvy, real-world advice on creating document for
the Web, saving time with macros, and punching up docs
with SmartArt. Time-saving techniques and practical
guidance on working around Word quirks, avoiding
pitfalls, and increasing your productivity. Tips and hacks
on how to customize keyboard shortcuts, how to embed
fonts, and quick ways to get to Help. Sidebars and tables
on TrueType versus Printer fonts, World 2007 View
modes, and tabs in Word 2007. Watch for these graphic
icons in every chapter to guide you to specific practical
information. Bright Ideas are smart innovations that will
save you time or hassle. Hacks are insider tips and
shortcuts that increase productivity. When you see
Watch Out! heed the cautions or warnings to help you
avoid common pitfalls. And finally, check out the Inside
Scoops for practical insights from the author. It's like
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having your own expert at your side!
Microsoft Word is one of the most used applications in
the Microsoft Office suite. This handy reference includes
clear explanations, legal-specific descriptions, and timesaving tips for getting the most out of Microsoft Word and
customizing it for the needs of today's legal professional.
Focusing on the tools and features that are essential for
lawyers in their practice, this book explains the key
components to help make lawyers more effective, more
efficient, and more successful.
SharePoint provides a cost-effective, easy-to-implement
solution for organizations interested in enhancing team
collaboration, document management, and search
functionality and in providing a portal to access corporate
resources and intranet/extranet environments. The
SharePoint 2007 family (consisting of Windows
SharePoint Service 3.0 and Microsoft Office SharePoint
Server 2007) build upon these features and toolsets and
introduce a staggering array of new tools and capabilities
that undeniably make SharePoint 2007 an enterpriseclass solution. This new edition walks IT professionals,
website designers, SharePoint administrators, and
SharePoint power users through the design,
implementation, and customization process. Exciting
new capabilities such as workflow, records management,
web content management, business processes, and
business intelligence features are covered in depth. Best
practices are provided for planning the architecture,
scaling to meet the organization’s needs, migrating from
SharePoint 2003, and managing the farm or multi-farm
environment.
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Microsoft’s Word 2007 rewrites the book on word
processing and this book helps you soar over the hurdles
and quickly brings you up to speed. No matter what level
user you are, Microsoft Word MVP Herb Tyson’s expert
guidance puts you in charge, helping you choose the
best way to get your work done, and to get the most out
of Word 2007. You’ll discover new ways to command
legacy features, completely new features to accomplish
old tasks, and brand new native capabilities.
See How To • Create documents more efficiently using a
new results-oriented interface • Use formatting, editing,
reviewing, and publishing tools to create documents in
print and online • Create great-looking documents faster
using themes, styles, and templates • Organize
information and add impact with clip art, SmartArt
diagrams, tables, and charts • Create customized letters,
labels, and envelopes • Use the Full Reading view to
comfortably read documents on screen • Use the Outline
and Draft views to develop your documents • Use
Groove and SharePoint Team Services to collaborate
and share documents and information • Prepare for the
Microsoft Certified Applications Specialists exam This
book uses real-world examples to give you a context in
which to use the task. This book also includes
workshops to help you put together individual tasks into
projects. The Word example files that you need for
project tasks are available at www.perspection.com This
courseware meets the objectives for the Microsoft
Certified Application Specialist (MCAS). Upon
completion of this courseware, you may be prepared to
take the exam for MCAS qualification. To learn more
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about becoming a Microsoft Certified Application
Specialist, visit www.microsoft.com.
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)
This book is a no-nonsense guide for Office users who
have a SharePoint environment deployed. Written by the
person responsible for large SharePoint deployment –
his role is helping desktop users integrate and use SP
features seamlessly – our author takes users through
working with their familiar Office applications and
leveraging SharePoint on the backend. This is different
than using SharePoint; it’s about putting Office to work
and integrating it with SharePoint in such a way that
even more benefits and synergies are realized. It’s
about using Office and SharePoint as a platform, and
there is no other book on the market combining the two
products.
While liquid drugs do not share the compression problems of
solid dosage forms, the filling problems of powder dosage
forms, or the consistency problems of semisolid dosage
forms, they do have their own set of considerations in the
formulation and manufacturing stages.Highlights from Liquid
Products, Volume Three include:practical details invo
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
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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.
Key Benefit:DDC Learning Microsoft Office Word
2007simplifies the new Office 2007 user interface and
powerful new features of Word. Hands-on exercises and
applications provide a practical, effective approach to learning
software skills. Key Topics: Covers the features of the
application, step-by-step, including expanded coverage of
graphics and integration with other Office applications, as well
as all Microsoft Certified Application Specialist objectives.
Market: For anyone looking to learn MS Office Word.
Get the most out of the all-new release of Outlook Centralize
communications and schedule management with Outlook
2007 using this easy-to-use guide. Get a quick tour of new
and updated Outlook features, including the redesigned
interface, then dig into managing your e-mail; recording and
tracking appointments and upcoming events; integrating with
other Office applications; and much more. With valuable tips
on customization, security, and mobilizing your Outlook data,
this is a must-have resource for every Outlook 2007 user.
Navigate the new interface and learn keyboard shortcuts
Manage multiple e-mail accounts, create folders, and
automate mail handling Learn advanced e-mail management
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strategies, such as intelligent grouping, filtering, and Color
Categories Create Tasks and To-Do items and use the To-Do
Bar Create search folders, plus manage and archive
information Navigate the Notes and Journal functions
Customize the user interface, including toolbars and menus
Secure your account and block junk mail and spam Mobilize
your Outlook data so you can stay connected while on the
road Use Outlook with Microsoft Exchange and SharePoint
Services Connect Hotmail and Gmail accounts to Outlook
I started teaching computer classes a couple of years ago. It
seemed that almost all of my students were generally saying
the same thing: I bought a book on how to use this program
but I just don't understand what is in the book. I thing you
have to be a computer nerd to understand this stuff. Microsoft
Office Word 2007 is a very powerful word processor program,
but it doesn't have to be complicated or hard to use. I decided
to write an easy to understand book on how to use the
Microsoft Office Word 2007. This book has easy to follow step
by step directions on how to use word 2007.
Get to grips with Programming Office 2007 using Visual
Studio Tools for Office
THE ONLY WORD 2007 BOOK YOU NEED This book will
help you build solid skills to create the documents you need
right now, and expert-level guidance for leveraging Word’s
most advanced features whenever you need them. If you buy
only one book on Word 2007, Special Edition Using Microsoft
Office Word 2007 is the book you need. • Come up to speed
quickly with the new Word 2007 Ribbon interface •
Streamline document formatting with styles, templates, and
themes • Collaborate with others using comments and
tracked changes • Master mail merges, master documents,
and other advanced features • Manage large documents with
indexes, TOCs, and automatically numbered references •
Use fields and forms to collect and manage information •
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Illustrate key concepts with SmartArt diagrams • Create and
apply custom themes that control fonts, color schemes, and
effects • Manage academic research citations and generate
bibliographies in any popular documentation format On the
Web Includes complete instructions and a command
reference you can use to customize the Ribbon with RibbonX,
even if you have little or no previous XML experience. You
can also download additional RibbonX examples and an easyto-use RibbonCustomizer utility from this book’s companion
web site, www.quepublishing.com/usingword2007.
Comdex Professional Edition is specially designed for
software explorers who want to take next higher step towards
mastering Windows Vista and MS Office 2007. Simple
language, easy to read layout, tooltips and detailed
description of minute settings set this book at par. Not this
much, the self learning tutorial (world acclaimed) test your
skills and correct whenever you made a mistake.
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 crystalclear 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
This all-new, information-packed guide explores the most
useful and powerful features of Microsoft Word 2007. Created
for serious users of Word who need to learn the new interface
quickly, the book shows how to control document sharing and
security and how to manage multi-user revisions.
This extensive reference manual covers the whole of
Microsoft Office Word 2007 in exquisite detail: every dialog
box is illustrated and every command (whether or not it it
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available through the Ribbon) is described and fully crossreferenced. This is not a "how to" guide, but a serious
reference for power users for whom the online help is not
detailed enough. Buy this book if you need quick answers to
tricky questions about Word 2007.
First Look 2007 Microsoft Office SystemMicrosoft Press
We're getting the word out on how to get the most out of
Word 2007 This up-to-date guide makes it easy for both
beginners and experienced users to master the powerful
features and new interface of Word 2007. You will learn to
create professional-looking documents effortlessly. Practical
examples and step-by-step instructions make even the most
complex features simple to grasp, while workarounds show
you how to circumvent common problems.
Brilliant guides allow you to find the info you need easily and
without fuss and guide you through the task using a highly
visual, step-by-step approach - providing exactly what you
need to know, when you need it !! Brilliant Word 2007 will
show you how to .... · Create documents more efficiently
using the new results-oriented interface · Use formatting,
editing, reviewing and publishing tools to create documents in
print and online · Create great-looking documents faster using
themes, styles and templates · Organize information and add
impact with clip art, SmartArt diagrams, tables and charts ·
Create customized letters, labels and envelopes · Use the
Full Reading view to comfortably read documents on screen ·
Use Outline and Draft views to develop your documents · Use
Groove and SharePoint Team Services to collaborate and
share documents and information

MS Office 2007 in a Nutshell teaches the basic
operations of Microsoft Office 2007 (officially called 2007
Microsoft Office System) which is a Windows version of
the Microsoft Office System. Microsoft Office 2007
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contains a number of new features, the most notable of
which is the entirely new graphical user interface, initially
referred to as the Ribbon User Interface, replacing the
menus and toolbars. It features a central menu button,
widely known as the 'Office Button'. This book will help
the reader in understanding the core Microsoft Office
applications in detail, such as Microsoft Word, Microsoft
Excel, Microsoft PowerPoint and Microsoft Access. It
also teaches the reader to create or edit individual items
in Microsoft Outlook. This book covers the basics of
Windows Vista, the Internet and viruses. All the basic
operations of Windows Vista, the Internet and MS Office
2007 are explained in a simple manner covering the key
functions of each package along with the details of
menus, commands, toolbars and icons.
One Book…All the Answers In just a short time you will be
up and running with Microsoft Office 2007, including
Word, Excel, PowerPoint, Outlook, and OneNote. Using
a straightforward, step-by-step approach, each lesson
builds upon a real-world foundation, allowing you to learn
the essentials of Office 2007 from the ground up.
Thorough instructions walk you through the most
common tasks and show you extra features that make
your Office 2007 documents stand apart from the crowd.
Notes present interesting pieces of information, extra
features you can use, and warnings to protect your data.
Tips offer extra advice or teach an easier way to do
something. Learn how to… Leverage New Features to Do
More Work in Less Time Master Office 2007’s New
Ribbon Use Live Preview to See How Changes Will
Affect Your Documents Create Online Web Pages from
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Your Office Documents, Worksheets, and Presentations
Apply a Consistent Theme to All Your Documents,
Worksheets, and Presentations Format Word
Documents to Grab Attention Without Taking Away from
the Message You Want to Convey Perform Mail Merging
with Ease Set Up Powerful Worksheet Page Formats
Drop Audio and Video into Your PowerPoint
Presentations Organize Your Email to Work Smarter
Locate Outlook Contacts on a Global Map Maximize
Note Taking with OneNote Part I: Introducing Microsoft
Office 2007 1 Chapter 1: Start Here 3 PART II: Writing
with Word 29 Chapter 2: Learning Word’s Basics 31
Chapter 3: Making Your Words Look Good 69 Chapter 4:
Adding Lists, Tables, and Graphics 107 Chapter 5: Using
Word’s Advanced Features 147 PART III: Working with
Excel Worksheets 201 Chapter 6: Getting to Know Excel
203 Chapter 7: Working with Excel Data 243 Chapter 8:
Formatting Worksheets with Excel 273 Chapter 9:
Creating Advanced Worksheets 303 Chapter 10: Using
Excel as a Simple Database 329 PART IV: Impressing
Audiences with PowerPoint 347 Chapter 11: Learning
About PowerPoint 349 Chapter 12: Adding Flair to Your
Presentations 371 Chapter 13: Making More Impressive
Presentations 393 PART V: Organizing with Outlook 429
Chapter 14: Introducing Outlook 431 Chapter 15: Making
Contact 475 Chapter 16: Living with Outlook 497 PART
VI: Enhancing Your Work with Other Office Features 517
Chapter 17: Making Notes with OneNote 519 Chapter
18: Automatic Office 541 Chapter 19: Sharing Data
Among Office Applications 563 Chapter 20: Combining
Office and the Internet 581
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Special Edition Using Microsoft® Office 2007 THE ONLY
OFFICE BOOK YOU NEED We crafted this book to grow
with you, providing the reference material you need as
you move toward Office proficiency and use of more
advanced features. If you buy only one book on Office
2007, Special Edition Using Microsoft® Office 2007 is
the only book you need. If you own a copy of Office
2007, you deserve a copy of this book! Although this
book is aimed at the Office veteran, Ed and Woody’s
engaging style will appeal to beginners, too. Written in
clear, plain English, readers will feel as though they are
learning from real humans and not Microsoft clones.
Sprinkled with a wry sense of humor and an amazing
depth of field, this book most certainly isn’t your run-ofthe-mill computer book. You should expect plenty of
hands-on guidance and deep but accessible reference
material. This isn’t your Dad’s Office! For the first time
in a decade, Microsoft has rolled out an all-new user
interface. Menus? Gone. Toolbars? Gone. For the core
programs in the Office family, you now interact with the
program using the Ribbon—an oversize strip of icons and
commands, organized into multiple tabs, that takes over
the top of each program’s interface. If your muscles
have memorized Office menus, you’ll have to unlearn a
lot of old habits for this version.
How to Use • Office: Organize information and add
impact with clip art, SmartArt diagrams, tables, and
charts with a new results-oriented interface • Word:
Create great-looking documents faster using themes,
styles, and templates • Excel: Use organizing,
processing, and presenting tools to create data in Excel
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• PowerPoint: Create powerful presentations faster using
ready-made design templates and themes • Outlook:
Use tools for creating and managing your e-mail,
calendar, contacts, and tasks • Publisher: Use task
panes to quickly create a brochure or a newsletter
without being a designer • SharePoint: Collaborate and
share documents and information • Prepare for the
Microsoft Certified Application Specialist exam • Practice
your new skills with the useful workshops inside On the
Web This book uses real-world examples to give you a
context in which to use a task. This book also includes
workshops to help you put together individual tasks into
projects. The Office example files that you need for
project tasks are available at www.perspection.com
Includes MCAS Exam Objectives! This courseware
meets the objectives for the Microsoft Certified
Application Specialist (MCAS). Upon completion of this
courseware, you may be prepared to take the exam for
MCAS qualification. To learn more about becoming a
Microsoft Certified Application Specialist, visit
www.microsoft.com.
Are you a visual learner? Do you prefer instructions that
show you how to do something - and skip the longwinded explanations? If so, then this book is for you.
Open it up and you'll find clear, step-by-step screen
shots that show you how to tackle more than 220 Office
2007 tasks. Each task-based spread includes easy,
visual directions for performing necessary operations,
including: * Using Galleries and Live Preview * Finding
hidden files * Creating a blog post * Assembling and
presenting slideshows * Developing a publication *
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Building a spreadsheet * Helpful sidebars offer practical
tips and tricks * Full-color screen shots demonstrate
each task * Succinct explanations walk you through step
by step * Two-page lessons break big topics into bitesized modules
Quickly learn the most useful features of Microsoft Office
2007 with our easy to read four-in-one guide. This fastpaced book gives you the basics of Word, Excel,
PowerPoint and Access so you can start using the new
versions of these major Office applications right
away.Unlike every previous version, Office 2007 offers a
completely redesigned user interface for each program.
Microsoft has replaced the familiar menus with a new
tabbed toolbar (or "ribbon"), and added other features
such as "live preview" that lets you see exactly what
each option will look like in the document before you
choose it. This is good news for longtime users who
never knew about some amazing Office features
because they were hidden among cluttered and outdated
menus.Adapting to the new format is going to be a shock
-- especially if you're a longtime user. That's where
Office 2007: The Missing Manual comes in. Rather than
present a lot of arcane detail, this quick & friendly primer
teaches you how to work with the most-used Office
features, with four separate sections covering the four
programs. The book offers a walkthrough of Microsoft's
redesigned Office user interface before taking you
through the basics of creating text documents,
spreadsheets, presentations, and databases with: Clear
explanations Step-by-step instructions Lots of
illustrations Plenty of friendly advice It's a great way to
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master all 4 programs without having to stock up on a
shelf-load of different books. This book has everything
you need to get you up to speed fast. Office 2007: The
Missing Manual is truly the book that should have been
in the box.
WORD 2007 IN SIMPLE STEPS is a book that helps you
to learn WORD 2007, the latest offering from Microsoft.
Being precise and complete, it offers the reader a cutting
edge in the field of Microsoft Office. With an easy to
understand style, lots of examples to support the
concepts, and use of practical approach in presentation
are some of the features that make the book not only
unique but also provides a sort of limited-edition look to
the book.
You’re beyond the basics, so dive right in and really put your
database skills to work! This supremely organized reference
is packed with hundreds of timesaving solutions,
troubleshooting tips, and workarounds. It’s all muscle and no
fluff. Discover how the experts tackle Access 2007—and
challenge yourself to new levels of mastery! Create tables
that support your database design strategy Import and link to
data from spreadsheets, text files, databases, and other
ODBC data sources Build simple to complex queries to
manipulate data Learn advanced techniques for building and
customizing user interface forms Design attractive reports to
calculate and analyze large sets of data Automate your
application with Microsoft Visual Basic(R) for Applications
Customize the Office Fluent Ribbon Explore using XML and
Windows(R) SharePoint(R) Services to create Web-based
applications CD includes: Fully searchable eBook—plus bonus
chapters Sample database applications—including query,
form, and report examples Articles from the experts:
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designing databases, understanding SQL, exporting data,
and more Links to demos, blogs, and user communities
References for finding Access 2003 commands in Access
2007 Windows Vista(R) Product Guide eReference and other
eBooks For customers who purchase an ebook version of this
title, instructions for downloading the CD files can be found in
the ebook.
Looks at the updates, changes, and enhancements of the
2007 Microsoft Office system, with information on Word,
Excel, PowerPoint, Publisher, OneNote, Access, Outlook, and
Groove.
Advance your proficiency with Word. And earn the credential
that proves it! Demonstrate your expertise with Microsoft
Word! Designed to help you practice and prepare for
Microsoft Office Specialist: Word Associate (Word and Word
2019) certification, this official Study Guide delivers: • Indepth 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 • Readymade practice files Sharpen the skills measured by these
objectives: • Manage Documents • Insert and Format Text,
Paragraphs, and Sections • Manage Tables and Lists •
Create and Manage References • Insert and Format Graphic
Elements EXAM MO-100 About the MOS: Associate
Certification A Microsoft Office Specialist (MOS): Associate
certification validates your hands-on competency in the
correct application of the principal features of an Office
product. It demonstrates that you can apply these features to
complete associate-level tasks independently and are ready
to enter the job market. See full details at:
microsoft.com/learn Practice Files Available at:
MicrosoftPressStore.com/MOSWord100/Downloads
Aimed at end users who face the daunting task of mastering
MOSS 2007 in the enterprise business environment, this
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book shows you how to make effective use of what can be a
confusing array of features. You?ll review how SharePoint is
central to the Microsoft Office platform because organizations
use it to organize workflow, integrate Office documents with
line of business applications, provide search capabilities
across all types of documents and data, and distribute these
tools internally and externally on Web sites for end users.
Plus, the book offers you well-designed examples and
explanations that can be easily applied in real-world
situations. Martin WP Reid (Belfast, Ireland) is an analyst for
The Queens University of Belfast, Northern Ireland. He is the
author and technical editor of more than a dozen technical
books. He is a regular contributor to the Microsoft Office
SharePoint blog Get the Point
(http://sharepoint.microsoft.com/blogs/getthepoint )
This book focuses on innovative ways to create customized
Word documents and templates. It contains an in-depth
introduction to VBA (Visual Basic for Applications), which is
the embedded programming language in the Microsoft Office
2007. VBA provides a complete integrated development
environment (IDE) that allows for document automation, the
process of using an automated template for creating
documents. The book also includes coverage of the new
features of Word 2007 including Content Controls,
programming the Ribbon, and more.
Are you new to computers? Does new technology make you
nervous? Relax! You're holding in your hands the easiest
guide ever to Office 2007 -- a book that skips the long-winded
explanations and shows you how things work. All you have to
do is open the book, follow Chip, your friendly guide -- and
discover just how easy it is to get up to speed. "The Simplified
series is very accessible to beginners and provides useful
information for more experienced users. For visual learners
(like myself), the illustrations are a great help. It's challenging
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to take a complex subject and express it simply, clearly,
concisely, and comprehensively. This book meets the
challenge." --John Kelly (Anchorage, AK) "Simplify It"
sidebars offer real-world advice A friendly character called
Chip introduces each task Full-color screen shots walk you
through step by step Self-contained, two-page lessons make
learning a snap
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.
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