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Master one of the most essential skill sets for the contemporary office As Microsoft Office
becomes ever more ubiquitous in modern offices across the world, competence and familiarity
with its intricacies is more important than ever. Now you can set yourself apart from the pack
and prove your skills with the Microsoft Office Specialist certification. The MCA Microsoft Office
Specialist (Office 365 and Office 2019) Complete Study Guide : Word Associate Exam
MO-100, Excel Associate Exam MO-200, and PowerPoint Associate Exam MO-300 delivers a
comprehensive roadmap to achieving the certification with easy-to-follow instruction for each of
the three required proficiencies: Word, Excel, and PowerPoint. You’ll enjoy access to chapter
review questions and Exam Essentials, a feature that identifies critical subject areas. Discover
practical, hands-on exercises that prepare you for real-world roles and jobs, and gain valuable
experience as you reinforce key Microsoft Office skills that you’ll be expected to demonstrate
in job interviews and your day-to-day professional life. Learn to manage and create text
documents in Word, perform operations with formulas in Excel, and create engaging
slideshows and presentations in PowerPoint. This practical book also provides: Fully updated
information for the latest Microsoft Office Specialist certification exams covering Microsoft
Office 365 Access to new career opportunities with a professional certification that’s relevant
to virtually any office environment Access to the Sybex online study tools, with chapter review
questions, full-length practice exams, hundreds of electronic flashcards, and a glossary of key
terms The MCA Microsoft Office Specialist (Office 365 and Office 2019) Complete Study Guide
offers crystal-clear organization, comprehensive coverage, and easy-to-understand instruction.
It’s perfect for anyone who hopes to prove their skills with the Microsoft Office Specialist
certification or to improve their mastery of Microsoft Office 365.
Advance your everyday proficiency with PowerPoint 2019, and earn the credential that proves
it! Demonstrate your expertise with Microsoft PowerPoint! Designed to help you practice and
prepare for Microsoft Office Specialist (MOS): PowerPoint 2019 certification, this official Study
Guide delivers: In-depth preparation for each MOS objective Detailed procedures to help build
the skills measured by the exam Hands-on tasks to practice what you've learned Practice files
and sample solutions Sharpen the skills measured by these objectives: Create and manage
presentations and slides Insert and format text, shapes, and images Create and manage
references Insert and format graphic elements Manage multiple presentations About MOS A
Microsoft Office Specialist (MOS) certification validates your proficiency with Microsoft Office
programs, demonstrating that you can meet globally recognized performance standards.
Hands-on experience with the technology is required to successfully pass Microsoft
Certification exams.
Textbooks are symbols of centuries-old education. They're often outdated as soon as they hit
students' desks. Acting "by the textbook" implies compliance and a lack of creativity. It's time to
ditch those textbooks--and those textbook assumptions about learning In Ditch That Textbook,
teacher and blogger Matt Miller encourages educators to throw out meaningless, pedestrian
teaching and learning practices. He empowers them to evolve and improve on old, standard,
teaching methods. Ditch That Textbook is a support system, toolbox, and manifesto to help
educators free their teaching and revolutionize their classrooms.
Demonstrate your expertise with Microsoft Office 365 by earning a MOS certification. This
Study Guide is designed to help you prepare for MOS Exam 77-891: Microsoft Office 365, and
features: Full objective-by-objective review Easy-to-follow procedures and hands-on tasks
Exam-discount offer from Certiport Use the in-depth exam prep, practice, and review to help
advance your proficiency with Office 365—and earn the credential that proves it.
Experience learning made easy-and quickly teach yourself how to create dynamic
presentations with PowerPoint 2010. With STEP BY STEP, you set the pace-building and
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practicing the skills you need, just when you need them! Topics include creating great-looking
slides using templates or your own designs; creating sophisticated charts and diagrams; using
animation, sound, and other special effects; creating presentations simultaneously with others
over the Web; delivering presentations; and other core topics.
This book is the second of a two-level book series covering the features of Microsoft
PowerPoint 2016, helping readers build on the skills learned in Part One. This book will give
readers further skills to create outstanding presentations. By the end of this book, students will
have mastered advanced skills, including: modifying the PowerPoint environment, customizing
template designs, adding SmartArt to a presentation, working with media and animations,
collaborating on a presentation, customizing a slide show, and securing and distributing a
presentation.
This book will give users a solid grasp of Microsoft PowerPoint Online basics. Topics covered
include: Getting started with the app; Creating and delivering a simple presentation; Using
formatting and editing tools; Adding images, shapes, tables, and SmartArt; Finalizing a
presentation.
Whether you are a beginner or experienced user, learn about new features in this version or
discover and use some of PowerPoint's functions for the first time. Joan Lambert, author of
multiple books on the Microsoft Office Suite, creator of many Lynda.com videos and an
experienced corporate trainer used her experience and knowledge to cover the most relevant
functions for users at different levels. Look for "PowerPoint 2016 Tips & Tricks", and use the
pair to become a power user that can create exactly the presentation you want to give.
Suggested uses: * Workplace - flat for easy storage and access at a moments notice to find a
function you need to use, or to jog your memory for a function you do not use often * Company
Training - reduce help-desk calls and keep productivity flowing for a team or for your entire
company * Students/Teachers/Parents -help with the learning curve in a classroom or for your
child and any projects requiring PowerPoint * College Professors/Students - give polished
presentations to your classes that give your hard work the look it deserves
MCA Microsoft Office Specialist Study Guide: Excel Associate Exam MO-200 is your roadmap
to preparing for taking the MO-200 exam and earning the Excel Associate (Excel and Excel
2019) certification. The following objectives are covered: Manage worksheets and workbooks
Manage data cells and ranges Manage tables and table data Perform operations by using
formulas and functions Manage charts Major topics include the fundamentals of creating and
managing worksheets and workbooks, creating cells and ranges, creating tables, applying
formulas and functions, and creating charts and objects. This Study Guide also covers the
ability to create and edit a workbook with multiple sheets and use a graphic element to
represent data visually. Workbook examples include professional-looking budgets, financial
statements, team performance charts, sales invoices, and data entry logs. Readers will also
have access to Sybex's superior online test bank, includng hundreds of practice questions,
flashcards, and a glossary of important terms.
Your text simplified as the essential facts to prepare you for your exams. Over 2,000 higly
probable test items.
Get to grips with the complete range of Office 2019 applications, explore solutions to common
challenges, and discover best practices for working productively Key Features Explore MS
Office to enhance productivity and boost your professional development Get up and running
with the new and improved features in Microsoft Office 2019 Discover how to overcome
common challenges when working with Office 2019 applications Book Description Learn
Microsoft Office 2019 provides a comprehensive introduction to the latest versions of Microsoft
Word, Excel, PowerPoint, Access, and Outlook. With the help of illustrated explanations, this
Microsoft Office book will take you through the updated Office 2019 applications and guide you
through implementing them using practical examples. You'll start by exploring the Word 2019
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interface and creating professional Word documents using elements such as citations and
cover pages, tracking changes, and performing mail merge. You'll then learn how to create
impressive PowerPoint presentations and advance to performing calculations and setting up
workbooks in Excel 2019, along with discovering its data analysis features. Later chapters will
focus on Access 2019, assisting you in everything from organizing a database to constructing
advanced queries. You'll then get up to speed with Outlook, covering how to create and
manage tasks, as well as how to handle your mail and contacts effortlessly. Finally, you'll find
solutions to commonly encountered issues and best practices for streamlining various
workplace tasks. By the end of this book, you'll have learned the essentials of Office business
apps and be ready to work with them to boost your productivity. What you will learn Use
PowerPoint 2019 effectively to create engaging presentations Gain working knowledge of
Excel formulas and functions Collaborate using Word 2019 tools, and create and format tables
and professional documents Organize emails, calendars, meetings, contacts, and tasks with
Outlook 2019 Store information for reference, reporting, and analysis using Access 2019
Discover new functionalities such as Translator, Read Aloud, Scalable Vector Graphics (SVG),
and data analysis tools that are useful for working professionals Who this book is for Whether
you’re just getting started or have used Microsoft Office before and are looking to develop
your MS Office skills further, this book will help you to make the most of the different Office
applications. Familiarity with the Office 2019 suite will be useful, but not mandatory.
This is the eBook version of the print title. Note that the eBook does not provide access to the
practice test software that accompanies the print book. Learn, prepare, and practice for
CompTIA A+ Core 1 (220-1001) and Core 2 (220-1002) exam success with this CompTIA Cert
Guide from Pearson IT Certification, a leader in IT Certification learning. Master CompTIA A+
Core 1 (220-1001) and Core 2 (220-1002) exam topics Assess your knowledge with chapterending quizzes Review key concepts with exam preparation tasks Practice with realistic exam
questions Get practical guidance for next steps and more advanced certifications CompTIA A+
Cert Guide Core 1 (220-1001) and Core 2 (220-1002), Fifth Edition is a best-of-breed exam
study guide. Leading IT certification instructor Rick McDonald shares preparation hints and testtaking tips, helping you identify areas of weakness and improve both your conceptual
knowledge and hands-on skills. Material is presented in a concise manner, focusing on
increasing your understanding and retention of exam topics. The book presents you with an
organized test preparation routine through the use of proven series elements and techniques.
Exam topic lists make referencing easy. Chapter-ending Exam Preparation Tasks help you drill
on key concepts you must know thoroughly. Review questions help you assess your
knowledge, and a final preparation chapter guides you through tools and resources to help you
craft your final study plan. Well-regarded for its level of detail, assessment features, and
challenging review questions and exercises, this CompTIA study guide helps you master the
concepts and techniques that will allow you to succeed on the exam the first time. The
CompTIA study guide helps you master all the topics on the A+ Core 1 (220-1001) and Core 2
(220-1002) exams, including: Core 1 (220-1001): Mobile devices, networking, hardware,
virtualization and cloud computing, and hardware and network troubleshooting Core 2
(220-1002): Operating systems, security, software troubleshooting, and operational procedures
Extensive improvements in this edition include: new content on Windows 10, Chrome OS,
security, scripting, and remote access; expanded coverage of troubleshooting, operational
procedures, laptop teardown, subassembly replacement, and virtualization; new coverage of
Linux and macOS troubleshooting; new MacBook coverage; updated coverage of processors,
BIOSes (including UEFI); USB 3.1 and USB-Type C; mobile device teardown; hardware
upgrades; dealing with prohibited content/activity; Windows features and upgrade paths; and
network and cloud computing.
Demonstrate your expertise with Microsoft Office 2010! This all-in-one guide is designed to
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help you practice and prepare for the four core Microsoft Office Specialist (MOS) exams. With
the MOS 2010 Study Guide, you get full, objective-by-objective coverage for: Exam 77-881:
Microsoft Word 2010 Exam 77-882: Microsoft Excel 2010 Exam 77-883: Microsoft PowerPoint
2010 Exam 77-884: Microsoft Outlook 2010 Use the book’s easy-to-follow procedures and
illustrations to review the essential skills measured by the MOS exams. And you can apply
what you’ve learned hands-on—using the downloadable files for all the book’s practice tasks.
MCA Microsoft Office Specialist Study Guide: PowerPoint Associate Exam MO-300 is your
roadmap to preparing for taking the MO-300 exam and earning the PowerPoint Associate
(PowerPoint and PowerPoint 2019) certification. The following objectives are covered: Manage
presentations Manage slides Insert and format text, shapes, and images Insert tables, charts,
smartArt, 3D models, and media Apply transitions and animations Major topics include
creating, editing, and enhancing presentations and slideshows, including the ability to create
and manage presentations, insert and format shapes and slides, create slide content, apply
transitions and animations, and manage multiple presentations. This Study Guide also covers
creating professional-grade sales presentations, employee training, instructional materials, and
kiosk slideshows. Readers will also have access to Sybex's superior online test bank, includng
hundreds of practice questions, flashcards, and a glossary of important terms.
FOREWORD BY GUY KAWASAKI Presentation designer and internationally acclaimed
communications expert Garr Reynolds, creator of the most popular Web site on presentation
design and delivery on the Net — presentationzen.com — shares his experience in a provocative
mix of illumination, inspiration, education, and guidance that will change the way you think
about making presentations with PowerPoint or Keynote. Presentation Zen challenges the
conventional wisdom of making "slide presentations" in today’s world and encourages you to
think differently and more creatively about the preparation, design, and delivery of your
presentations. Garr shares lessons and perspectives that draw upon practical advice from the
fields of communication and business. Combining solid principles of design with the tenets of
Zen simplicity, this book will help you along the path to simpler, more effective presentations.
Will Hobbs’s classic tale of whitewater adventure is back in print with an exciting new look. No
adults, no permit, no river map. After fifteen-year-old Jessie gets sent to Discovery Unlimited,
an outdoor education program, she and six companions “borrow” the company’s rafting gear
and take off down the Colorado River through the Grand Canyon on their own. Floating
beneath sheer red walls, camping on white sand beaches, and exploring caves and waterfalls,
Jessie and the others are having the time of their lives—at first. But when they’re pursued by
helicopters, they boldly push on into the black-walled inner gorge, the heart of the Grand
Canyon, only to encounter huge rapids, bone-chilling rain, injuries, and conflict within the
group. What will be the consequences of their reckless adventure? This riveting novel includes
an author’s note about his own rafting experiences and has been ranked by the American
Library Association as a “100 Best of the Best” for twenty-five years—a testament to the
enduring popularity of the action and adventure that await in Downriver.

Advance your expert skills in Word 2016. And earn the credential that proves it!!
Demonstrate your expertise with Microsoft Word! Designed to help you practice
and prepare for Microsoft Office Specialist (MOS): Word 2016 Expert
certification, this official Study Guide delivers: In-depth exam prep for each MOS
objective Detailed procedures to help build the skills measured by the exam
Hands-on tasks to apply what you've learned Practice and review questions
Ready-made practice files with solutions Sharpen the skills measured by these
MOS objectives: Manage Document Options and Settings Design Advanced
Documents Create Advanced References Create Custom Word Elements
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Advance your everyday proficiency with Excel! And earn the credential that
proves it! Demonstrate your expertise with Microsoft Excel! Designed to help you
practice and prepare for Microsoft Office Specialist: Excel Associate (Excel and
Excel 2019) certification, this official Study Guide delivers: In-depth preparation
for each MOS objective Detailed procedures to help build the skills measured by
the exam Hands-on tasks to practice what you’ve learned Ready-made practice
files Sharpen the skills measured by these objectives: Manage Worksheets and
Workbooks Manage Data Cells and Ranges Manage Tables and Table Data
Perform Operations by Using Formulas and Functions Manage Charts About
MOS A Microsoft Office Specialist (MOS) certification validates your proficiency
with Microsoft Office programs, demonstrating that you can meet globally
recognized performance standards. Hands-on experience with the technology is
required to successfully pass Microsoft Certification exams.
Jeffrey D. Sachs is one of the world's most perceptive and original analysts of
global development. In this major new work he presents a compelling and
practical framework for how global citizens can use a holistic way forward to
address the seemingly intractable worldwide problems of persistent extreme
poverty, environmental degradation, and political-economic injustice: sustainable
development. Sachs offers readers, students, activists, environmentalists, and
policy makers the tools, metrics, and practical pathways they need to achieve
Sustainable Development Goals. Far more than a rhetorical exercise, this book is
designed to inform, inspire, and spur action. Based on Sachs's twelve years as
director of the Earth Institute at Columbia University, his thirteen years advising
the United Nations secretary-general on the Millennium Development Goals, and
his recent presentation of these ideas in a popular online course, The Age of
Sustainable Development is a landmark publication and clarion call for all who
care about our planet and global justice. Visit
http://cup.columbia.edu/extras/supplement/sachs-9780231173148 for additional
teaching materials for students and instructors, including chapter summaries, key
concepts, problem sets, and slides.
This is the eBook of the printed book and may not include any media, website
access codes, or print supplements that may come packaged with the bound
book. Advance your everyday proficiency with Word 2016 a nd earn the
credential that proves it! Demonstrate your expertise with Microsoft Word!
Designed to help you practice and prepare for Microsoft Office Specialist (MOS):
Word 2016 Core certification, this official Study Guide delivers: •In-depth
preparation for each MOS objective •Detailed procedures to help build the skills
measured by the exam •Hands-on tasks to practice what you’ve learned
•Practice files and sample solutions Sharpen the skills measured by these
objectives: •Create and manage documents • Format text, paragraphs, and
sections •Create tables and lists •Create and manage references • Insert and
format graphic elements About MOS A Microsoft Office Specialist (MOS)
certification validates your proficiency with Microsoft Office programs,
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demonstrating that you can meet globally recognized performance standards.
Hands-on experience with the technology is required to successfully pass
Microsoft Certification exams.
Cisco expert Todd Lammle prepares you for the NEW Cisco CCNA certification
exam! Cisco, the world leader in network technologies, has released the new
Cisco Certified Network Associate (CCNA) exam. This consolidated certification
exam tests a candidate’s ability to implement and administer a wide range of
modern IT networking technologies. The CCNA Certification Study Guide:
Volume 2 Exam 200-301 covers every exam objective,including network
components, IP connectivity and routing, network security, virtual networking,
and much more. Clear and accuratechapters provide you with real-world
examples, hands-on activities, in-depth explanations, and numerous review
questions to ensure that you’re fully prepared on exam day. Written by the
leading expert on Cisco technologies and certifications, this comprehensive exam
guide includes access to the acclaimed Sybex online learning system—an
interactive environment featuring practice exams, electronic flashcards, a
searchable glossary, a self-assessment test, and video tutorials on critical Cisco
networking concepts and technologies. Covers 100% of all CCNA Exam 200-301
objectives Provides accurate and up-to-date information on core network
fundamentals Explains a broad range of Cisco networking and IT infrastructure
Features learning objectives, chapter summaries, ‘Exam Essentials’ and figures,
tables, and illustrations The CCNA Certification Study Guide: Volume 2 Exam
200-301 is the ideal resource for those preparing for the new CCNA certification,
as well as IT professionals looking to learn more about Cisco networking
concepts and technologies.
Demonstrate your expertise with Microsoft Office! Designed to help you practice
and prepare for the 2013 Word Microsoft Office Specialist (MOS) exam, this all-inone study guide features: Full, objective-by-objective exam coverage Easy-tofollow procedures and illustrations to review essential skills Hands-on practice
tasks to apply what you've learned Includes downloadable practice files
This is the eBook of the printed book and may not include any media, website
access codes, or print supplements that may come packaged with the bound
book. Advance your everyday proficiency with PowerPoint 2016. And earn the
credential that proves it! Demonstrate your expertise with Microsoft PowerPoint!
Designed to help you practice and prepare for Microsoft Office Specialist (MOS):
PowerPoint 2016 certification, this official Study Guide delivers: In-depth
preparation for each MOS objective Detailed procedures to help build the skills
measured by the exam Hands-on tasks to practice what you’ve learned Practice
files and sample solutions Sharpen the skills measured by these objectives:
Create and manage presentations Insert and format text, shapes, and images
Insert tables, charts, SmartArt, and media Apply transitions and animations
Manage multiple presentations About MOS A Microsoft Office Specialist (MOS)
certification validates your proficiency with Microsoft Office programs,
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demonstrating that you can meet globally recognized performance standards.
Hands-on experience with the technology is required to successfully pass
Microsoft Certification exams.
This guidebook is ideal for anyone who has ever had to stand up in front of a
group and make a presentation — novices and experts alike! This book is a
practical hands-on resource full of ideas and success-proven strategies that not
only put you at ease when you’re the focus of everyone’s attention, but actually
help you improve the effectiveness of your presentations.
A new handbook not only covers the basics and new features of PowerPoint
2007, but also teaches users how to combine multimedia, animation, and
interactivity into a presentation; how to take full advantage of advanced functions;
and how to create reusable
Presents a guide to preparing for certification exams for four Microsoft Office
programs, which includes overviews, step-by-step instructions, and practice
projects for each program.
Perhaps Dietrich Bonhoeffer’s most radical book, this reading of the Sermon on
the Mount has influenced many Christians throughout the world over the last 50
years.
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: • In-depth preparation for
each MOS objective • Detailed procedures to help build the skills measured by
the exam • Hands-on tasks to practice what you’ve learned • Ready-made
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 associatelevel 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
Learn the realities of being a Microsoft Office Specialist and efficiently prepare for
the Word Associate MO-100 Exam with a single, comprehensive study guide
MCA Microsoft Office Specialist Study Guide: Word Associate Exam MO-100
comprehensively prepares you for the MO-100 Exam. Accomplished and
experienced author Eric Butow provides readers with a one-stop resource for
learning the job responsibilities of a Microsoft Office Specialist and succeeding
on the MO-100 Exam. The study guide is written in a straightforward and
practical style which, when combined with the companion online Sybex
resources, allows you to learn efficiently and effectively. The online resources
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include hundreds of practice questions, flashcards, and a glossary of key terms.
In addition to preparing you for the realities of the Microsoft Office Specialist job
role, this study guide covers all the subjects necessary to do well on the certifying
exam, including: Managing documents Inserting and formatting text, paragraphs,
and sections Managing tables and lists Creating and managing references
Inserting and formatting graphics Managing document collaboration Perfect for
anyone seeking to begin a new career as a Microsoft Office Specialist, or simply
wondering what the job entails, the Study Guide also belongs on the bookshelf of
currently practicing professionals who want to brush up on the fundamentals of
their role.
Microsoft PowerPoint is a slide show presentation program developed by
Microsoft. It was officially launched on May 22, 1990, as a part of the Microsoft
Office suite. PowerPoint presentations consist of a number of individual pages or
"slides." The "slide" analogy is a reference to the slide projector. A better analogy
would be the "foils" (or transparencies/plastic sheets) that are shown with an
overhead projector, although they are in decline now. Slides may contain text,
graphics, sound, movies, and other objects, which may be arranged freely. The
presentation can be printed, displayed live on a computer, or navigated through
at the command of the presenter. For larger audiences the computer display is
often projected using a video projector. Slides can also form the basis of
webcasts.
Experience learning made easy—and quickly teach yourself how to create
impressive documents with Word 2007. With Step By Step, you set the
pace—building and practicing the skills you need, just when you need them! Apply
styles and themes to your document for a polished look Add graphics and text
effects—and see a live preview Organize information with new SmartArt diagrams
and charts Insert references, footnotes, indexes, a table of contents Send
documents for review and manage revisions Turn your ideas into blogs, Web
pages, and more Your all-in-one learning experience includes: Files for building
skills and practicing the book’s lessons Fully searchable eBook Bonus quick
reference to the Ribbon, the new Microsoft Office interface Windows Vista
Product Guide eBook—plus more resources and extras on CD For customers who
purchase an ebook version of this title, instructions for downloading the CD files
can be found in the ebook.
This is the eBook of the printed book and may not include any media, website
access codes, or print supplements that may come packaged with the bound
book. Advance your everyday proficiency with Excel 2016. And earn the
credential that proves it! Demonstrate your expertise with Microsoft Excel!
Designed to help you practice and prepare for Microsoft Office Specialist (MOS):
Excel 2016 Core certification, this official Study Guide delivers: In-depth
preparation for each MOS objective Detailed procedures to help build the skills
measured by the exam Hands-on tasks to practice what you’ve learned Practice
files and sample solutions Sharpen the skills measured by these objectives:
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Create and manage worksheets and workbooks Manage data cells and ranges
Create tables Perform operations with formulas and functions Create charts and
objects About MOS A Microsoft Office Specialist (MOS) certification validates
your proficiency with Microsoft Office programs, demonstrating that you can meet
globally recognized performance standards. Hands-on experience with the
technology is required to successfully pass Microsoft Certification exams.
Now in full color! Easy lessons for essential tasks Big full-color visuals Skill-building
practice files The quick way to learn PowerPoint! This is learning made easy. Get
productive fast with PowerPoint 2016 and jump in wherever you need answers--brisk
lessons and colorful screen shots show you exactly what to do, step by step. Create
compelling presentations Customize themes and templates Design professional looking
charts and graphs for your slides Work with PowerPoint on your PC or touch device
Advance your everyday proficiency with PowerPoint 2016. And earn the credential that
proves it! Demonstrate your expertise with Microsoft PowerPoint! Designed to help you
practice and prepare for Microsoft Office Specialist (MOS): PowerPoint 2016
certification, this official Study Guide delivers: In-depth preparation for each MOS
objective Detailed procedures to help build the skills measured by the exam Hands-on
tasks to practice what you've learned Practice files and sample solutions Sharpen the
skills measured by these objectives: Create and manage presentations Insert and
format text, shapes, and images Insert tables, charts, SmartArt, and media Apply
transitions and animations Manage multiple presentations About MOS A Microsoft
Office Specialist (MOS) certification validates your proficiency with Microsoft Office
programs, demonstrating that you can meet globally recognized performance
standards. Hands-on experience with the technology is required to successfully pass
Microsoft Certification exams.
Demonstrate your expertise with Microsoft Office! Designed to help you practice and
prepare for the 2013 PowerPoint Microsoft Office Specialist (MOS) exam, this all-in-one
study guide features: Full, objective-by-objective exam coverage Easy-to-follow
procedures and illustrations to review essential skills Hands-on practice tasks to apply
what you've learned Includes downloadable practice files
An essential resource for student and teacher clarity With the ever-changing landscape
of education, teachers and leaders often find themselves searching for clarity in a sea
of standards, curriculum resources, and competing priorities. Clarity for Learning offers
a simple and doable approach to developing clarity and sharing it with students through
five essential components: crafting learning intentions and success criteria coconstructing learning intentions and success criteria with learners creating opportunities
for students to respond effective feedback on and for learning students and teachers
sharing learning and progress The book is full of examples from teachers and leaders
who have shared their journey, struggles, and successes for readers to use to propel
their own work forward.
Quick and easy answers to the essentials of Outlook, handy enough to keep you
working without Internet searches or long videos. Joan Lambert is an accomplished
author and Senior Content Specialist creating courseware and training products that
include the Microsoft Office suite. Also a LinkedIn Learning video author (formerly
Lynda.com) and a Microsoft author, the ability to choose what is covered in this
reference comes from a vast experience of training material creation. This expertise is
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streamlined through clear and succinct answers provided to help accomplish tasks.
Also includes labeled screen grabs and icons in a color-coded design. Durable and
portable, this 6 page laminated guide can be stored and accessed quickly so you can
find what you need fast. Corporations ranging from Ford Motor Company to the FBI
have purchased QuickStudy software guides for their employee's workspace to improve
productivity and reduce support calls. 6 page laminated guide includes: Main Window
New Features About Outlook 365 Working Backstage with Accounts Connecting
Outlook to an Email Account Troubleshooting Email Connections While Traveling
Working with Multiple Email Accounts Sending Email Messages Personalizing Email
Messages Collecting Information through Email Emailing Office Files Emptying the
Trash Automatically Replying to & Processing Messages Creating Contact Records
Displaying Contact Images Editing Business Cards Accessing Organizational Contact
Information Personalizing Outlook Getting Help
Drawing upon decades of research and myriad authentic classroom experiences,
Kathleen M. Budge and William H. Parrett dispel harmful myths, explain the facts, and
urge educators to act against the debilitating effects of poverty on their students. They
share the powerful voices of teachers—many of whom grew up in poverty—to amplify the
five classroom practices that permeate the culture of successful high-poverty schools:
(1) caring relationships and advocacy, (2) high expectations and support, (3)
commitment to equity, (4) professional accountability for learning, and (5) the courage
and will to act. Readers will explore classroom-tested strategies and practices, plus
online templates and exercises that can be used for personal reflection or ongoing
collaboration with colleagues. Disrupting Poverty provides teachers, administrators,
coaches, and others with the background information and the practical tools needed to
help students break free from the cycle of poverty.
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