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Present the computer concepts and Microsoft Office 2013 skills perfect for your Introduction to Computing course with the latest ENHANCED COMPUTER CONCEPTS AND MICROSOFT OFFICE 2013
ILLUSTRATED. This all-in-one book makes the computer concepts and skills your students need to know easily accessible. Key application skills are clearly demonstrated using the user-friendly two-page
spread found in the popular Microsoft Office 2013 Illustrated Introductory, First Course. Today’s most up-to-date technology developments and concepts are clarified using the distinctive step-by-step
approach from the Computer Concepts Illustrated Brief book. This edition highlights updated Office 365 content with Integrated Applications Projects and a Student Success Guide. Important Notice: Media
content referenced within the product description or the product text may not be available in the ebook version.
Now readers can develop the Microsoft Excel 2016 skills needed to be successful in college or the business world beyond with the emphasis on critical-thinking, problem-solving, and in-depth coverage found
in NEW PERSPECTIVES MICROSOFT OFFICE 365 & EXCEL 2016: INTERMEDIATE. Updated with all-new case scenarios, this complete book clearly applies the skills readers are learning to real-world
situations, making the concepts even more relevant. All content and activities throughout NEW PERSPECTIVES MICROSOFT OFFICE 365 & EXCEL 2016: INTERMEDIATE help readers understand the
importance of what they’re learning. This edition focuses on strengthening learning outcomes and transferring skills to other applications and disciplines for further success. Important Notice: Media content
referenced within the product description or the product text may not be available in the ebook version.
Experience learning made easy—and quickly teach yourself how to stay organized and stay connected using Outlook 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. Set up your email and social media accounts Send, search, filter, and organize messages Manage one or more calendars, and
share your schedule Help protect your inbox and outbox Create and track tasks, to-do lists, and appointments
Develop the Microsoft Office 365 and Office 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 & OFFICE 2019 ADVANCED. Updated with all-new case scenarios, this edition clearly applies the skills students are learning to real-world 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 &
OFFICE 2019 ADVANCED 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. Important Notice: Media content
referenced within the product description or the product text may not be available in the ebook version.
Introduce your students to the latest that Microsoft Office has to offer with the new generation of Shelly Cashman Series books! For the past three decades, the Shelly Cashman Series has effectively
introduced computer skills to millions of students. With Microsoft Office 2013, we're continuing our history of innovation by enhancing our proven pedagogy to reflect the learning styles of today's students. In
this text you'll find features that are specifically designed to engage students, improve retention, and prepare them for future success. Our trademark step-by-step, screen-by-screen approach now
encourages students to expand their understanding of Microsoft Office 2013 software through experimentation, critical thought, and personalization. With these enhancements and more, the Shelly Cashman
Series continues to deliver the most effective educational materials for you and your students. Important Notice: Media content referenced within the product description or the product text may not be
available in the ebook version.
Part of the New Perspectives series, this text offers a case-based, problem-solving approach and innovative technology for meaningful learning of Microsoft Excel 2002.
Get Synched! Learning happens when students and instructors effectively connect and communicate. NEW PERSPECTIVES ON COMPUTER CONCEPTS 2013 INTRODUCTORY, 15E, International Edition
makes it possible. This edition goes beyond the computer basics and covers relevant technical and practical information that matter to students' daily lives.

With proven pedagogy that emphasizes critical-thinking, problem-solving, and in-depth coverage, New Perspectives helps students develop the Microsoft Office 2013 skills they need to be
successful in college and beyond. Updated with all new case-based tutorials, New Perspectives Microsoft PowerPoint 2013 continues to engage students in applying skills to real-world
situations, making concepts relevant. A new Troubleshoot case problem enhances critical thinking, and a new tutorial on Managing Your Files helps students navigate Windows 8. As always,
New Perspectives improves learning outcomes and transference of skills by helping students understand why what they’re learning is important. Important Notice: Media content referenced
within the product description or the product text may not be available in the ebook version.
Full-color, step-by-step guide to the new release of the world’s most popular productivity suite of applications Get up and running with Office 2013 right away--the QuickSteps way. Full-color
screenshots on every page with clear instructions make it easy to use the latest release of Microsoft's powerful productivity suite. Follow along and quickly learn how to create Word
documents; build Excel spreadsheets; manage Outlook email, contacts, and schedules; design PowerPoint presentations; and much more. This practical, fast-paced guide gets you started in
no time! Use these handy guideposts: Shortcuts for accomplishing common tasks Need-to-know facts in concise narrative Helpful reminders or alternate ways of doing things Bonus
information related to the topic being covered Errors and pitfalls to avoid The unique, landscape-oriented layout of the QuickSteps series mimics your computer screen, displays graphics and
explanations side by side, and lays flat so you can easily refer to the book while working on your computer.
Projects include preparing business letters brochures newsletters blogs PDF documents invoices pivot tables inventory databases and business presentations; Review questions and
exercises reinforce new concepts offer practice in critical-thinking and present opportunities to conduct integrated and collaborative research; Bonus coverage of Internet Explorer SkyDrive
Outlook PowerPoint Publisher and OneNote develops skills in web research emailing creating multimedia presentations sharing documents preparing marketing documents and using a digital
notebook.
With proven pedagogy that emphasizes critical-thinking, problem-solving, and in-depth coverage, New Perspectives helps students develop the Microsoft Office 2013 skills they need to be
successful in college and beyond. Updated with all new case-based tutorials, NEW PERSPECTIVES MICROSOFT ACCESS 2013 continues to engage students in applying skills to real-world
situations, making concepts relevant. A new Troubleshoot case problem enhances critical thinking, and a new tutorial on Managing Your Files helps students navigate Windows 8. As always,
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New Perspectives improves learning outcomes and transference of skills by helping students understand why what they're learning is important. Important Notice: Media content referenced
within the product description or the product text may not be available in the ebook version.
Readers develop the Microsoft PowerPoint 2013 skills for academic and career success with this latest edition from the popular New Perspectives Series. Updated with all-new case-based
tutorials, NEW PERSPECTIVES MICROSOFT POWERPOINT 2013, COMPREHENSIVE ENHANCED EDITION continues to apply MS PowerPoint 2013 skills to real situations that fully
demonstrate the relevance of concepts. A proven learning approach emphasizes critical thinking, problem-solving, and in-depth coverage. A new Troubleshoot case problem enhances
analytical skills, while a new tutorial on Managing Your Files helps readers navigate Windows 8. Readers discover success with MS PowerPoint 2013 as NEW PERSPECTIVES MICROSOFT
POWERPOINT 2013 emphasizes the value and application of what they are learning. Important Notice: Media content referenced within the product description or the product text may not be
available in the ebook version.
DISCOVERING COMPUTERS& MICROSOFT OFFICE 2010: A FUNDAMENTAL COMBINED APPROACH, International Edition is designed to provide you with everything you need for your
Intro to Computers course in ONE book. This new offering from the Shelly Cashman Series® combines the best selling Discovering Computers, computer concepts material with the step-bystep Microsoft Office 2010 applications content to provide you and your students with a single offering for your Intro to Computers course.
With the New Perspectives' critical-thinking, problem-solving approach, students will gain a comprehensive understanding of MICROSOFT OFFICE EXCEL 2010 and will learn how to take
advantage of the flexibility it offers. Case-based tutorials challenge students to apply what they are learning to real-life tasks, preparing them to easily transfer skills to new situations. With New
Perspectives, students understand why they're learning what they're learning and are better situated to retain skills beyond the classroom. Important Notice: Media content referenced within
the product description or the product text may not be available in the ebook version.
Develop the Microsoft Office 365 and Office 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 & OFFICE 2019: INTRODUCTORY. Updated with all-new case scenarios, this edition clearly applies the skills students are learning to real-world 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 & OFFICE 2019: INTRODUCTORY 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. Important Notice:
Media content referenced within the product description or the product text may not be available in the ebook version.
With proven pedagogy that emphasizes critical-thinking, problem-solving, and in-depth coverage, New Perspectives helps students develop the Microsoft Office 2013 skills they need to be successful in
college and beyond. Updated with all new case-based tutorials, New Perspectives Microsoft Office 2013 continues to engage students in applying skills to real-world situations, making concepts relevant. A
new Troubleshoot case problem enhances critical thinking, and a new tutorial on Managing Your Files helps students navigate Windows 8. As always, New Perspectives improves learning outcomes and
transference of skills by helping students understand why what they?re learning is important.
Office 2013 For Dummies is the key to your brand newOffice! Packed with straightforward, friendly instruction, this updateto one of the bestselling Office books of all time gets youthoroughly up to speed and
helps you learn how to take fulladvantage of the new features in Office 2013. After coverage of thefundamentals, you'll discover how to spice up your Word documents,edit Excel spreadsheets and create
formulas, add pizazz to yourPowerPoint presentation, and much more. Helps you harness the power of all five Office 2013applications: Word, Excel, PowerPoint, Outlook, and Access Discusses typing and
formatting text in Word and easy ways todress up your documents with color, graphics, and more Demonstrates navigating and editing an Excel spreadsheet,creating formulas, and charting and analyzing
Excel data Walks you through creating a PowerPoint presentation and addingsome punch with color, sound, pictures, and videos Explores Outlook, including configuring e-mail, storingcontacts, organizing
tasks, scheduling your time, and settingappointments Delves into designing Access databases, including editing,modifying, searching, sorting, and querying; also covers viewingand printing reports, and more
The fun and friendly approach of Office 2013 For Dummiesmakes doing Office work easy and efficient!
SUCCEEDING IN BUSINESS WITH MICROSOFT OFFICE EXCEL 2013 prepares your students to solve business problems by moving beyond the basic point and click skills to think critically about realistic
business situations. When students combine software analysis with their own decision making abilities, they are more likely meet any business challenge with success. The Succeeding in Business Series
emphasizes problem-solving, critical thinking, and analysis - challenging students to find efficient and effective solutions. Important Notice: Media content referenced within the product description or the
product text may not be available in the ebook version.
Provides timesaving tips, tricks, shortcuts, solutions, and troubleshooting guidelines for Microsoft Excel, Outlook, Word, PowerPoint, and other applications, and explores new features and capabilities of
Office 2013.
With proven pedagogy that emphasizes critical-thinking, problem-solving, and in-depth coverage, New Perspectives helps students develop the Microsoft Office 2013 skills they need to be successful in
college and beyond. Updated with all new case-based tutorials, New Perspectives Microsoft Excel 2013 continues to engage students in applying skills to real-world situations, making concepts relevant. A
new Troubleshoot case problem enhances critical thinking, and a new tutorial on Managing Your Files helps students navigate Windows 8. As always, New Perspectives improves learning outcomes and
transference of skills by helping students understand why what they're learning is important. Important Notice: Media content referenced within the product description or the product text may not be available
in the ebook version.
Now readers can develop the higher-level Microsoft Access 2016 skills needed to be successful in college or the business world beyond with the emphasis on critical-thinking, problem-solving, and in-depth
coverage found in NEW PERSPECTIVES MICROSOFT OFFICE 365 & ACCESS 2016: INTERMEDIATE. Updated with all new case-based modules, this edition clearly applies the basic and more advanced
skills readers are learning to real-world situations, making the concepts even more relevant. New Productivity Apps for the Work and School module visually introduce Microsoft OneNote, Sway, Office Mix
and Edge with fun, hands-on activities. NEW PERSPECTIVES MICROSOFT OFFICE 365 & ACCESS 2016: INTERMEDIATE immediately demonstrates the importance of the advanced skills highlighted
within each module. This edition focuses on strengthening learning outcomes and transferring skills to other applications and disciplines for further success. Important Notice: Media content referenced within
the product description or the product text may not be available in the ebook version.
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With proven pedagogy that emphasizes critical-thinking, problem-solving, and in-depth coverage, New Perspectives helps students develop the Microsoft Office 2013 skills they
need to be successful in college and beyond. Updated with all new case-based tutorials, New Perspectives Microsoft Word 2013 continues to engage students in applying skills
to real-world situations, making concepts relevant. A new Troubleshoot case problem enhances critical thinking, and a new tutorial on Managing Your Files helps students
navigate Windows 8. As always, New Perspectives improves learning outcomes and transference of skills by helping students understand why what they're learning is important.
Important Notice: Media content referenced within the product description or the product text may not be available in the ebook version.
With proven pedagogy that emphasizes critical-thinking, problem-solving, and in-depth coverage, New Perspectives helps students develop the Microsoft Office 2013 skills they
need to be successful in college and beyond. Updated with all new case-based tutorials, New Perspectives Microsoft Office 2013 continues to engage students in applying skills
to real-world situations, making concepts relevant. A new Troubleshoot case problem enhances critical thinking, and a new tutorial on Managing Your Files helps students
navigate Windows 8. As always, New Perspectives improves learning outcomes and transference of skills by helping students understand why what they're learning is important.
Important Notice: Media content referenced within the product description or the product text may not be available in the ebook version.
Now readers can develop the complete Microsoft Access 2016 skills needed to be successful in college or the business world beyond with the emphasis on critical-thinking,
problem-solving, and in-depth coverage found in NEW PERSPECTIVES MICROSOFT OFFICE 365 & ACCESS 2016: COMPREHENSIVE. Updated with all-new case-based
modules, this thorough edition clearly applies the basic and more advanced skills readers are learning to real-world situations, making the concepts even more relevant. A new
Productivity Apps for School and Work module visually introduces Microsoft OneNote, Sway, Office Mix and Edge with fun, hands-on activities. NEW PERSPECTIVES
MICROSOFT OFFICE 365 & ACCESS 2016: COMPREHENSIVE immediately demonstrates the importance of the extensive skills highlighted within each module. This edition
focuses on strengthening learning outcomes and transferring the complete skills readers are mastering to other applications and disciplines for further success. Important Notice:
Media content referenced within the product description or the product text may not be available in the ebook version.
With proven pedagogy that emphasizes critical-thinking, problem-solving, and in-depth coverage, New Perspectives helps students develop the Microsoft Office 2013 skills they
need to be successful in college and beyond. Updated with all new case-based tutorials, New Perspectives Microsoft Access 2013 continues to engage students in applying skills
to real-world situations, making concepts relevant. A new Troubleshoot case problem enhances critical thinking, and a new tutorial on Managing Your Files helps students
navigate Windows 8. As always, New Perspectives improves learning outcomes and transference of skills by helping students understand why what they're learning is important.
Important Notice: Media content referenced within the product description or the product text may not be available in the ebook version.
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.
New Perspectives on Microsoft Office 2013 First Course, Enhanced EditionCengage Learning
With proven pedagogy that emphasizes critical-thinking, problem-solving, and in-depth coverage, New Perspectives helps you develop the Microsoft Office 2013 skills you need
to be successful in college and beyond. Updated with all new case-based tutorials, New Perspectives Microsoft Office 2013 engages you in applying skills to real-world situations,
making concepts relevant. A new Troubleshoot type of case problem enhances critical thinking. As always, New Perspectives improves learning outcomes and transference of
skills by helping you understand the importance of what you're learning. Important Notice: Media content referenced within the product description or the product text may not be
available in the ebook version.
Visual QuickStart Guides, designed in an attractive tutorial and reference format, are the quickest, easiest, and most thorough way to learn applications, tasks, and technologies.
The Visual QuickStart Guides are a smart choice and guide the learner in a friendly and respectful tone. Visually presented with copious screenshots, the focused discussions by
topic and tasks make learning a breeze and quickly take you to exactly what you want to learn. Microsoft Office 2013: Visual QuickStart Guide, written by best-selling author
Steve Schwartz, has been extensively rewritten to provide expanded coverage of the core Office applications: Word, Excel, PowerPoint, and Outlook, provides in-depth
instructions on many of the new features and changes introduced in Office 2013, and offers a thorough introduction to the Office Web Apps. Coverage of each application is jampacked with information and tips that not only explain HOW to perform a task, but WHY you need this procedure and WHEN it's best to use it. Includes eBook In addition to
concise, step-by-step explanations of core tools and tasks, with plenty of helpful screen shots to keep you on track as you work, Microsoft Office 2013 for Windows: Visual
QuickStart Guide includes the eBook. You can download digital versions of this book to load on the mobile device of your choice so that you can continue learning whenever and
wherever you are. We provide you with EPUB, PDF, and MOBI eBook formats to ensure that you get the experience that best suits your viewing needs.
Now readers can develop the Microsoft Word 2016 skills needed to be successful in college or the business world beyond with the emphasis on critical-thinking, problem-solving,
and in-depth coverage found in NEW PERSPECTIVES MICROSOFT OFFICE 365 & WORD 2016: INTRODUCTORY. Updated with all-new case scenarios, this edition clearly
applies the skills readers are learning to real-world situations, making the concepts even more relevant. All content and activities throughout NEW PERSPECTIVES MICROSOFT
OFFICE 365 & WORD 2016 INTRODUCTORY help readers understand the importance of what they’re learning. This edition focuses on strengthening learning outcomes and
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transferring skills to other applications and disciplines for further success. Important Notice: Media content referenced within the product description or the product text may not
be available in the ebook version.
Develop the Microsoft® Office 365 and Word 2019 skills students need to be successful in college and beyond with the emphasis on critical-thinking, problem-solving, and indepth coverage found in NEW PERSPECTIVES MICROSOFT OFFICE 365 & WORD 2019 COMPREHENSIVE. Updated with all-new case scenarios, this edition clearly applies
the skills students are learning to real-world 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 & WORD 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.
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 real-world 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.
Readers develop the Microsoft Word 2013 skills for academic and career success with this latest edition from the popular New Perspectives Series. Updated with all-new casebased tutorials, NEW PERSPECTIVES MICROSOFT WORD 2013, COMPREHENSIVE ENHANCED EDITION continues to apply MS Word 2013 skills to real situations that fully
demonstrate the relevance of concepts. A proven learning approach emphasizes critical thinking, problem-solving, and in-depth coverage. A new Troubleshoot case problem
enhances analytical skills, while a new tutorial on Managing Your Files helps readers navigate Windows 8. Readers discover success with MS Word 2013 as NEW
PERSPECTIVES MICROSOFT WORD 2013 emphasizes the value and application of what they are learning. Important Notice: Media content referenced within the product
description or the product text may not be available in the ebook version.
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