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Gateway to Computer Studies Class 05
Beginning Microsoft Word 2010 is a visually stimulating introductory guide that teaches the
complete Word newbie (as well as slightly experienced yet equally baffled users) what they
need to know to write that thesis or proposal tonight. From the absolute basics like installing
the software and creating documents to more advanced features like adding images and
working with themes, this book is your one-stop source for using Word 2010 effectively. This
books shows you what’s new in Word 2010—including advanced features for collaboration on
documents and updates to the user interface—while also providing a solid grounding in overall
word processing skills. Using step-by-step instructions as well as visual aids and screenshots,
Beginning Microsoft Word 2010 will guide you from a no-nothing newbie to a proficient and
knowledgeable Word user.
Discover how to utilize the most advanced features within the latest version of Microsoft Office
with Shelly Cashman Series MICROSOFT OFFICE 365 & OFFICE 2016: ADVANCED. This
new edition is part of the acclaimed Shelly Cashman Series that has effectively introduced
computer skills to millions. Shelly Cashman Series MICROSOFT OFFICE 365 & OFFICE
2016: ADVANCED continues the Series’ strong history of innovation with an enhanced
learning approach designed to address the varied learning styles of today’s readers. A
trademark step-by-step, screen-by-screen approach helps readers expand their understanding
of higher-level Microsoft Office 2016 skills through experimentation, critical thought, and
personalization. This new edition promises to capture and hold readers’ attention, improve
Page 1/19

Read Online Microsoft Word Document Cover Page
retention, and prepare readers for success in working with the most advanced aspects of
Microsoft Office 2016. Important Notice: Media content referenced within the product
description or the product text may not be available in the ebook version.
Microsoft's Office 2008 is packed with new tools that will help users work smarter and more
efficiently, such as the new Elements Gallery, Word's publication-layout tools, Excel's ledger
sheets (templates for common financial tasks), Entourage's improved Exchange Server
support, and My Day for tracking appointments and to-do items. In this latest, updated edition
of the bestselling Visual Quick Start Guid e for Microsoft Office, veteran author Steve Schwartz
guides the user along with clear, concise instructions and loads of visual aids that make
learning easy and painless. Table of Contents: Part 1: Introduction Chapter 1: Essential Office
Techniques Part 2: Microsoft Word Chapter 2: Introducing Word 2008 Chapter 3: Document
Formatting Chapter 4: Text Formatting Chapter 5: Adding Graphics Chapter 6: Creating Tables
Chapter 7: Working in Other Views Chapter 8: Other Word Features Part 3: Microsoft Excel
Chapter 9: Spreadsheet Essentials Chapter 10: Modifying Worksheets Chapter 11: Formulas
and Functions Chapter 12: Working with Lists Chapter 13: Charts and Graphs Chapter 14:
Database Techniques Chapter 15: Data Analysis Chapter 16: Sharing Workbooks Part 4:
Microsoft PowerPoint Chapter 17: Creating a Presentation Chapter 18: Charts and Tables
Chapter 19: The Presentation Part 5: Microsoft Entourage Chapter 20: Introducing Entourage
Chapter 21: Email Chapter 22: Address Book Chapter 23: Calendar Chapter 24: Tasks
Chapter 25: Notes Chapter 26: Newsgroups Chapter 27: My Day Chapter 28: Entourage and
Exchange Server Part 6: Integrating Applications Chapter 29: Combining Office Data Chapter
30: The Project Center Chapter 31: Office 2008 and the Internet Index
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ANYONE, ANYTIME, ANYWHERE This is not any other content writing book. This is THE
CONTENT WRITING BOOK! ‘Content Writing Handbook is the outcome of spending over
200,000+ man hours in seeking interest and understanding challenges of 36,514 individuals
over a period of 6 years towards writing. This was further boiled down to spending 5,500+ man
hours in imparting content writing training to individuals from diverse backgrounds via a
popular offering from Henry Harvin Education namely Certified Digital Content Writer (CDCW)
course. Converting vast experiences into nuggets of wisdom ‘Content Writing Handbook’
incorporates tips, tricks, templates, strategies and best practices that can help anyone who
wants to write just by devoting 1-hour to each subsection. And if you spend 1-hour daily for the
next 32 days, you can complete the book! This book starts with 2 basic raw materials to write
any form of content, language skills and internet skills. Once we gain insight on these two
skills, we move towards developing skills to write 30+ content types, followed by learning about
content strategy and then finally how to earn online work from home through content writing.
From Creative Writing, Technical Writing, Research Writing, SEO Writing to writing E-Books,
Emails & White Papers. This book covers them all! YOU WILL GET ANSWERS TO (in less
than one hour each): What is content writing What skills are required to do content writing
What are the tips and best practices to do content writing effectively What are the various
formats of content writing What are various content writing tools & how to use them What are
the most important content writing interview questions How to get content writing jobs online
This is just a glimpse… for an exhaustive list, check the content table inside!
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
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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 realworld 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.
Comdex Computer Course Kit: Windows Vista With Microsoft Office 2007, Professional Ed
(With Cd)Dreamtech Press
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 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
Present the computer concepts and Microsoft Office 2013 skills perfect for your Introduction to
Computing course with the latest ENHANCED COMPUTER CONCEPTS AND MICROSOFT
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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.
With this book, I bring to you a bundle of my popular and fast selling Microsoft Office step by
step guides on Microsoft Excel, Microsoft PowerPoint, and Microsoft Word. You now have the
complete Microsoft Office productivity pack that will greatly enhance your skills in these
programs, so that you can use those skills to improve the management of your business
operations and productivity in your official duties. It is a complete Step by Step Guide on the
Following: *Microsoft Excel *Microsoft PowerPoint *Microsoft Word
Written by an expert in the field of technology training and author of nearly two dozen titles, this
complete guide offers readers thorough yet clear instruction on using the Microsoft Office suite:
Word, Excel, PowerPoint, and Entourage Apple has welcomed Microsoft Office into its world
and this reference is the ultimate resource for learning how to best capitalize on each
application of Office Reviews creating, editing, formatting, and sharing digital documents with
Word; gathering and analyzing information with Excel; creating dynamic presentations with
PowerPoint; and using the e-mail and calendar of Entourage
Page 5/19

Read Online Microsoft Word Document Cover Page
An overview of the latest version of the word processing application describes the new features
and capabilities of Word 2007 and furnishes guidance and tips on how to work with data to set
up complicated macros, integrating graphics and tables, and working with collaboration tools.
Now students can master the nuances of Microsoft Office quickly with ILLUSTRATED
MICROSOFT OFFICE 2019 & OFFICE 365 INTERMEDIATE, part of today's popular Illustrated
Series. This focused, user-friendly approach uses a proven two-page layout that allows
students to work through an entire task without turning the page. Clear Learning Outcomes
outline the skills for each lesson, while large full-color screen images reflect exactly what
students see on their own computers. Each module begins with a brief overview of the
principles covered in the lesson and introduces a real-world case scenario to engage students
and reinforce critical skills to make them successful in their educational and professional
careers. 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.
Describes the functions of all the Microsoft Office programs, including Excel, Outlook,
PowerPoint, and Access.
Make the most of Word 2013–without becoming a technical expert! This book is the fastest
way to learn Word and use it quickly to prepare powerfully effective documents! Even if you’ve
never used Word before, you’ll learn how to do what you want, one clear and easy step at a
time. Word has never, ever been this simple! Who knew how simple Word 2013 could be? This
is the easiest, most practical beginner’s guide to using Microsoft’s incredibly powerful new
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Word 2013 word processing program…simple, reliable instructions for doing everything you
really want to do! Here’s a small sample of what you’ll learn: • Navigate Word 2013’s
updated interface and make the most of the Ribbon, Quick Access toolbar, and other handy
tools • Quickly develop any document, from reports to résumés, brochures to calendars–even
web pages • Control margins, indents, alignment, columns, and spacing • Improve document
appearance with themes and style sets • Organize and present data attractively with Word
tables and charts • Build professional-quality visuals with SmartArt and WordArt • Use images
from multiple sources, including screen captures and Bing Image Search • Master long
documents, tables of contents, cross-references, and footnotes • Collaborate with others using
Word’s tracking and revision tools • Easily create personalized mailings and email • And
much more…
Where other books concentrate on simplistic descriptions of a technology, In Depth tackles the
problems and frustrations that serious users encounter every day, with in-depth solutions,
practical advice, and undocumented shortcuts that enhance the users productivity and skills.
Summary: This book has been crafted to grow with intermediate to advanced Office users,
providing the reference material needed as you move toward Office 2007 proficiency and use
of more advanced features. If you buy only one book on Office 2007, Microsoft® Office 2007 In
Depth 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, the authors' 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 humour and an
amazing depth of field, this book most certainly isn't your run-of-the-mill computer book. You
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should expect plenty of hands-on guidance and deep but accessible reference material. 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. Authors: Ed Bottis an award-winning
computer journalist and one of the most widely recognized voices in the computing world, with
nearly two decades of experience as a writer and editor at leading magazines, such as PC
World, PC Computing, and Smart Business. Ed has written many of Que's all-time bestsellers,
including Special Edition Using Office 2000, Special Edition Using Windows 98, and Special
Edition Using Windows Me. Curmudgeon, critic, and perennial "Office Victim," Woody
Leonhard runs the fiercely independent AskWoody.com website with up-to-the-nanosecond
news, observations, tips and help for both Office and Windows. In the past 15 years, Woody
has written more than three dozen books, drawing an unprecedented six Computer Press
Association awards and two American Business Press awards. Woody was one of the first
Microsoft Consulting Partners and is a charter member of the Microsoft Solutions Provider
organization.
The authoritative guide for advanced Outlook users and Outlook administrators. Microsoft
Outlook 2000 E-mail and Fax Guide teaches advanced users and administrators, especially
those within networked organizations using Exchange Server, how to manage and optimize
Microsoft Outlook, the industry's leading messaging client, and use it as an effective tool for
organizational communications. Written by one of the industry's leading experts on Outlook,
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Microsoft MVP-recognition winner Sue Mosher, the book concentrates on features, techniques
and troubleshooting vital to advanced users and administrators but which are covered lightly, if
at all, by other books on Outlook. Rather than offering only basic instruction or, like mammoth
tomes on the topic, surveying every Outlook feature for every conceivable Outlook user,
administrator, and developer, Microsoft Outlook 2000 E-mail and Fax Guide provides extensive
instruction and best practices on the Outlook e-mail, fax and workgroup capabilities considered
critical by sophisticated and frequent users of Outlook. Important new addition to Digital
Press's Exchange Server and Outlook Cluster Author's Web site is one of the leading
independent sites for Exchange and Outlook professionals Book targets Outlook advanced
users and administrators
The perfect book-and-video training package for Word2010! This Word 2010 book-and-video
training package-from the sameprofessional training experts who also create many
trainingmaterials for Adobe Systems-is like having your own personalinstructor guiding you
through each lesson, but you work at yourown pace! The full-color ebook includes 8 lessons
that teach youthe new features and quirks of Microsoft Word 2010. Each lesson includes stepby-step instructions and lesson files,and provides valuable video tutorials that complement
what you'relearning and clearly demonstrate how to do tasks. This jam-packedtraining package
takes you well beyond the basics in a series ofeasy-to-absorb, five-minute lessons. Walks you
through 8 lessons, each consisting ofeasy-to-follow, step-by-step instructions and lesson files
in fullcolor that make each task less intimidating Includes all the lesson files from the book and
video tutorialsthat clearly show you how to do tasks and reinforces what you'relearning in the
book Covers exciting new Word 2010 features such as Office Webapps that can be accessed
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from anywhere and a streamlined newRibbon Provides the perfect, one-stop, robust learning
package-withbook and supplementary video training Additional resources available on
companion Web site:www.digitalclassroombooks.com Learn the ins-and-outs of Word 2010!
This Microsoft Office 2010 Introductory text, part of the Origins Series, includes features that
make learning easy and enjoyable, yet challenging for learners. Students receive a wide range
of learning experiences from activities with one or two commands to simulations and case
studies that challenge and sharpen learners' problem-solving skills. This is a hardcover text.
Important Notice: Media content referenced within the product description or the product text
may not be available in the ebook version.
*Includes tear-out QUICK REFERENCE sheet with step-by-step instructions MICROSOFT
WORD 2019 IN 90 PAGES guides you through the process of creating professional-looking
documents. The cut-the-fluff, get-right-to-the-stuff approach includes step-by-step instructions,
screenshots, and tables detailing Word commands and features to get you immediately on
track to making the most impact. Look inside to learn how to: Create and format a document
using practices that optimize layout and design. Improve your message with Word's spelling
checker and thesaurus. Clarify your ideas with bulleted and numbered lists. Use tables to
easily sort data and make calculations. Display page numbers, titles, and other information in
headers and footers. Learn about using outlines and the Navigation pane for making document
development easier. Insert pictures and then size, rotate, crop, and edit images. Convey your
message through shapes, WordArt, SmartArt, charts, and text boxes. Master mail merge to
generate personalized documents, envelopes, and labels. Include long document features
such as a table of contents, bookmarks, cover pages, and bibliographies. Add Ink annotations
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and LaTeX math to your document. Use Track Changes and sharing to collaborate with others
on document development. Quick Reference guide is keyed to text.
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.
This practical guide to Microsoft® Word 2007 will enable you to make full use of the new
version of this popular word processing programme. After becoming familiar with the new
environment of the 2007 version, you will learn how to create and save your documents, how
to enter and edit text, and how to format and print your documents. The following sections
teach you how to format text (character, paragraph and page formatting). To be able to take
full advantage of Word's formatting possibilities, you will then learn how to apply a theme to a
document and create styles and templates. You will then go to the next step of text
management by learning how to use the Find and Replace feature, the automatic spell check,
the synonym dictionary, and the translation feature. Section 8 discusses working with lengthy
documents and teaches you how to create a note or a bookmark, an outline, a table of
contents, an index, a bibliography, or a master document. As a Word document can contain
much more than just text, you will also learn how to work with tables, graphic objects, and
pictures. The last part teaches you how to create forms, mail-merges, macro commands, and
how multiple users can work on a single document by using the Track Changes feature.
Comdex Professional Edition is specially designed for software explorers who want to take
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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.
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

Now readers can develop the Microsoft Office 2016 skills they 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 & OFFICE
2016: INTRODUCTORY. Updated with all-new case scenarios, this edition engages
readers by clearly applying skills to real-world situations to make concepts more
relevant. New Productivity Apps provide a visual introduction to Microsoft OneNote,
Sway, Office Mix and Edge with fun, hands-on activities. All content and activities
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throughout NEW PERSPECTIVES MICROSOFT OFFICE 365 & OFFICE 2016:
INTRODUCTORY help readers understand the importance of what they’re learning.
This edition focuses on improving 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.
The Microsoft Official Academic Courseware (MOAC) Office 2010 Series is the only
Official Academic Course Material. The new and enhanced MOAC/Microsoft Office
Word 2010 by Linda Silva features Enhanced Wiley Desktop Editions as well as many
other enhanced features designed to re-enforce workforce skills. The addition of
animated tutorials in the Enhanced Wiley Desktop Editions and WileyPLUS courses,
textbooks include additional materials on different skill levels to help users keep pace.
WileyPLUS and an automatic Office assignment grader provides immediate feedback
on every assignment, to help users practice and hone skills at their own pace.
MOAC/Microsoft Office Word 2010 is built from the ground-up around the MOS®
certification objectives- making it a great way to learn all the workforce-oriented tasks
required for certification. The Test Bank now offers greater flexibility and provides more
than 75 questions and 3 projects per lesson, as well as automated grading via
OfficeGrader. Furthermore, the latest edition's use of color in screen captures allows
users to follow on screen much easier, as screen captures will look the exact same as
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the application. Additional projects throughout the book helps users comprehend how a
task is applied on the job. OfficeGrader functionality added to WileyPLUS provides
immediate feedback on all homework, assignments, and projects and additional
animated tutorials on key Office tasks provides additional help on difficult topics.
Demonstrate your expertise with Microsoft Office! Designed to help you practice and
prepare for the 2013 Word 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
bull; Offers practical, business-focused coverage of Word's key enhancements,
including real-time collaboration and XML support. bull; Superior coverage of features
that have always been essential to Word users such as Charts, DTP Software, Field
Codes, and Privacy and Security. bull; CD package is a super value, including WOPR
and one hour of video training!
The comprehensive guide to understanding the science of document production for the
international law office.
This is a practical and step by step Microsoft Word manual that guides you in learning
and perfecting your Microsoft Word skills in type setting and formatting your document.
It also contains a complete process of how to professionally format and prepare your
book manuscript for publishing as an eBook. What You will Learn: *Microsoft Word
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User Interface *Customizing The Quick Access Toolbar. *Microsoft Word Basics *Label
A Diagram *Equations *Underline Styles *Insert *Table *Page Layout *Formatting a
Document *Edit Manuscript *Publish as PDF or XPS *Preparing an eBook for
Publishing *General Tips to Increase Productivity *Shortcuts
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 realworld 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.
Words 2010 is a step-by-step instructions created by Pamphlet Master as a complete
guide on how to use Words 2010. This pamphlet will serve as your reference guide or
training handout for all Words 2010 users. Topics covered in the pamphlet are: Features of the Microsoft Word Ribbon - Adding, Formatting, and Removing Page
Numbers - Adding and Removing Line Numbers - Using the Spelling and Grammar
Check - Creating and Inserting Screenshots - Editing Margins - Turning off the
AutoFormat - Using, Formatting, and Removing Styles - Adding and Deleting
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Watermarks - Using the AutoSave - Adding and Deleting a Cover Page - Inserting and
Deleting Tables - Inserting, Editing, and Deleting Charts
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 2011 for Macintosh: 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 2011, and offers a thorough introduction to
the Office Web Apps. Coverage of each application is jam-packed 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. Table of Contents PART I: GETTING STARTED Chapter 1: Introducing Office
2011 Chapter 2: Office Basics Chapter 3: Working with Graphics PART II: MICROSOFT
WORD Chapter 4: Introducing Word 2011 Chapter 5: Document Formatting Chapter 6: Text
Formatting Chapter 7: Creating Tables Chapter 8: Working in Other Views Chapter 9: Other
Word Features PART III: MICROSOFT EXCEL Chapter 10: Spreadsheet Essentials Chapter
11: Modifying Worksheets Chapter 12: Formulas and Functions Chapter 13: Working with
Tables Chapter 14: Charts and Graphs Chapter 15: Database Techniques Chapter 16: Sharing
Workbooks PART IV: MICROSOFT POWERPOINT Chapter 17: Creating a Presentation
Chapter 18: Charts and Tables Chapter 19: Wrapping up a Presentation PART V:
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MICROSOFT OUTLOOK Chapter 20: Introducing Outlook Chapter 21: Email Chapter 22:
Contacts Chapter 23: Calendar Chapter 24: Tasks Chapter 25: Notes Chapter 26: My Day Part
VI: ADVANCED TOPICS Chapter 27: Combining Office Data Chapter 28: Office 2011 and the
Internet Chapter 29: The Office Web Apps Index
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.
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 MICROSOFT OFFICE 2013: POST ADVANCED 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
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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.
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, demonstrating that you can meet
globally recognized performance standards. Hands-on experience with the technology is
required to successfully pass Microsoft Certification exams.
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 case-based
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, problemPage 18/19
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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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