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Both an unparalleled reference and an exceptionally practical deskside resource, Office 2013 In Depth is the beyond-thebasics, beneath-the-surface guide for Office 2013 users who wants to maximize their productivity. ¿ Renowned Office
2013 expert and college instructor Joe Habraken delivers specific, proven solutions through a task-based approach that
introduces features within the context of how they are used in the real world. Throughout, Habraken illuminates the most
valuable new features in Word, Excel, PowerPoint, Outlook, and Publisher. ¿ Straightforward and conversational, Office
2013 In Depth presents comprehensive coverage, breakthrough techniques, exclusive shortcuts, quick access to
information, troubleshooting help for tough problems, and real-world examples with nothing glossed over or left out.
Packed with insights, techniques, tips, and shortcuts, it’s all you need to master all these programs: Word 2013, Excel
2013, PowerPoint 2013, Outlook 2013, Publisher 2013, and OneNote 2013! ¿
This manual will show you the step-by-step using of MS Word 2013 for word processing purposes, the manual will show
you how to choose the right tool in tool bow for the job at hand, and how to use each tool quickly and efficiently.
Experience learning made easy—and quickly teach yourself how to format, publish, and share your content using Word
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. Work with Word on your PC or touch-enabled device Master the
core tools for designing and editing documents Manage page layout, style, and navigation Use tables and charts to
organize information Insert pictures, graphics, and video Use collaboration and review features
Combining computer concepts material from the best-selling Discovering Computers and step-by-step instruction on
Office applications from Microsoft Office 2013, ENHANCED DISCOVERING COMPUTERS & MICROSOFT OFFICE
2013: A COMBINED FUNDAMENTAL APPROACH delivers the best of Shelly Cashman Series in one book for your
Introduction to Computers course. For the past three decades, the Shelly Cashman Series has effectively introduced
computer skills to millions of students. We're continuing our history of innovation by enhancing our proven pedagogy to
engage you in more critical thought, personalization, and experimentation with Office 2013 software. In addition,
computer concepts content has been fully updated and revised to reflect the evolving needs of Introductory Computing
students, and focus solely on what you really need to know to be a successful digital citizen in college and beyond.
Important Notice: Media content referenced within the product description or the product text may not be available in the
ebook version.
Loved by instructors for the visual and flexible way to build computer skills, the Illustrated Course Guides are ideal for
teaching Microsoft Word 2013 to students across experience levels. Each two-page spread focuses on a single skill,
making information easy to follow and absorb. The Illustrated Course Guides split Microsoft Word 2013 concepts and
skills into three manageable levels - Basic, Intermediate, and Advanced - perfect for workshops or accelerated courses.
Important Notice: Media content referenced within the product description or the product text may not be available in the
ebook version.
Visually learn the latest version of Word Are you a visual learner who prefers to see how Word works instead of hear a
long-winded explanation?Teach Yourself Visually Word offers you a straightforward 'show me, don't tell me' approach to
working with the newest version of the top-selling application in the Microsoft Office suite. Packed with visually rich
tutorials and step-by-step instructions that will help you come to grips with all of Word's capabilities, this accessible
resource will quickly and easily get you up and running on using the world's most widely used word processing program.
With Teach Yourself Visually Word, you'll learn how to perform dozens of tasks, including how to set up and format
documents and text in Word; work with diagrams, charts, and pictures; use Mail Merge; post documents online; and
much more. Covering the newest additions and changes to the latest version of Word, a series of easy-to-follow, full-color
tutorials helps you to quickly get up and running with Word like a warrior! Tutorials and step-by-step screenshots make
lessons easy to follow and understand Helps you grasp the basic functions of Word—and beyond Walks you through
Word's new features Demonstrates how to set up, format, and edit Word documents If you're new to the world of Word
and want a highly visual roadmap to help you put it to use for you, Teach Yourself Visually Word has you covered.
Get up to speed on the newest version of Word with visual instruction Microsoft Word is the standard for word processing
programs, and the newest version offers additional functionality you'll want to use. Get up to speed quickly and easily
with the step-by-step instructions and full-color screen shots in this popular guide! You'll see how to perform dozens of
tasks, including how to set up and format documents and text; work with diagrams, charts, and pictures; use Mail Merge;
post documents online; and much more. Easy-to-follow, two-page lessons make learning a snap. Full-color, step-by-step
instructions show you how to perform all the essential tasks of Microsoft Word 2013 Explains how to set up and format
documents, edit them, add images and charts, post documents online for sharing and reviewing, and take advantage of
all the newest features of Word Previous editions have sold more than 220,000 copies The Visual learning system makes
it easy to learn more while reading less Teach Yourself VISUALLY Word 2013 helps you master the most popular word
processing program quickly, easily, and visually.
Learn the simplest ways to get things done with Microsoft Office 2013 for Tablets Get the full-color, visual guide that
makes learning Microsoft Office 2013 on your touch-enabled devices plain and simple! Follow the book’s easy steps and
screenshots and clear, concise language to learn the simplest ways to get things done with Microsoft Word, Excel,
Outlook, PowerPoint, Access, Publisher, and OneNote—all in touch mode. Here’s WHAT you’ll learn: Tap the power of
Office on your touch device Stay in the loop with Ims, social media, and email Create, share, and collaborate on
documents Put together professional-looking publications Analyze your worksheet data on the fly Set up an online
meeting with your team Here’s HOW you’ll learn it: Jump in wherever you need answers Follow easy STEPS and
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SCREENSHOTS to see exactly what to do Get handy TIPS for new techniques and shortcuts Use TRY THIS! Exercises
to apply what you learn right away
Praised by instructors for its concise, focused approach and user-friendly format, the Illustrated Series engages both
computer rookies and hot shots in mastering MICROSOFT OFFICE 2013 applications quickly and efficiently. Skills are
accessible and easy-to-follow thanks to the Illustrated Series' hallmark 2-page layout, which allows students to see an
entire task in one view. New Learning Outcomes outline the skills covered in each lesson, and larger full-color screens
represent exactly what students should see on their own computers. Each unit begins with a brief overview of the
principles of the lesson, and introduces a case study for further application. Important Notice: Media content referenced
within the product description or the product text may not be available in the ebook version.
This manual will show you what are the new tools and functions are available in the new version of the entire MS Office
2013, It allows you to pick up quickly those refined functions as well as new uses of the entire applications.
Master the Microsoft Word 2013 skills essential for success in today's medical office or health-related career with
MICROSOFT WORD 2013 FOR MEDICAL PROFESSIONALS. This reader-friendly book introduces Microsoft Word
2013 using a clear step-by-step format and visually driven approach. Actual medical examples and timely projects within
a case study related to the medical industry prepare readers to meet contemporary medical office challenges. Both
beginning and experienced computer users benefit from the book's straightforward approach and ongoing value as a
reference tool. MICROSOFT WORD 2013 FOR MEDICAL PROFESSIONALS ensures readers quickly develop the Word
skills necessary to support a front or back office of a clinic, hospital, or medical practice with great success. Important
Notice: Media content referenced within the product description or the product text may not be available in the ebook
version.
Make the most of Word2013 -- without becoming a technical expert! Word 2013 Absolute Beginner's Guide is the fastest
way to get comfortable and productive with the newest version of Word, use its powerful new tools, and extend it to the
web and the latest mobile devices. Whether you're new to Wordor you're one of the millions who've used previous
versions, this practical, approachable book will show you how to do exactly what you want, one incredibly clear and easy
step at a time. World-renowned Wordtutorial author Sherry Kinkoph Gunter reveals Word2013's power, helps you quickly
master and customize its updated interface, and covers everything you need to know to create, edit, format, build, review,
and share documents. You'll find easy, practical coverage of new Word features and techniques, including: * Using New
Live Layout and alignment grids * Running Word from Windows RT/Windows 8 tablets and the web * Inserting Web
pictures and video into documents * Editing PDF files * Saving documents to SkyDrive cloud storage * Using Word's
simplified new markup tools * Taking advantage of Word's improved Reading Mode * And much more
Top-to-bottom coverage of the top-selling Microsoft Officeapplication If you want to use Microsoft Word to create more
than justsimple documents, start with this ultimate Word guide. Packed withthe in-depth content that is the hallmark of all
Wiley Bibles, thisbook covers it all. You'll first find out what's new in Word 2013on the features level - formatting, styles,
tables, and more -before you dive into the big stuff that can help you become moreefficient. From document design to
creating master documents toapplying security to collaborating in the Cloud, you'll learn notjust how to do tasks, but the
best ways to do them, and why. Details everything you need to know to get the most out of Word2013 Walks you through
new or refreshed basics, such as formatting,styles, charts, and tables Shows you how to use data sources, create
envelopes and labels,and make forms Takes your Word skills up a notch with coverage of keyboardcustomization,
security, collaborating on the Cloud, comparingdocuments, and much more Start creating documents at a new level and
wow your colleagues,with Word 2013 Bible.
A basic introduction to learn Office 2013 quickly, easily,and in full color Office 2013 has new features and tools to master,
and whetheryou're upgrading from an earlier version or using the Officeapplications for the first time, you'll appreciate this
simplifiedapproach. Offering a clear, visual style of learning, this bookprovides you with concise, step-by-step instructions
and full-colorscreen shots that walk you through the applications in theMicrosoft Office 2013 suite: Word, Excel,
PowerPoint, Outlook, andPublisher. Shows you how to tackle dozens of Office 2013 tasks Shares practical examples and
beneficial advice to guide youthrough each application Focuses on visual learners, with step-by-step
instructionsillustrated with full-color screen shots throughout Office 2013 Simplified makes the new Office suite easy
tounderstand, even if you are new to the software.
Need answers quickly? Word 2013 on Demand provides those answers in a visual step-by-step format. We will show you
exactly what to do through lots of full color illustrations and easy-to-follow instructions. Inside the Book • Create
documents more efficiently using the improved Ribbon interface • Use formatting, editing, reviewing, and publishing tools
to create documents in print and online • Create great-looking documents faster using document themes, styles, and
templates • Organize information and add impact with online clip art, videos, SmartArt diagrams, tables, and charts •
Create customized letters, labels, and envelopes • Use Read Mode view to comfortably read documents on screen •
Use SkyDrive and SharePoint to collaborate and share documents • Use the Word Web App to view and edit documents
in a browser • Prepare for the Microsoft Office Specialist (MOS) exam Illustrations with matching steps Tasks are
presented on one or two pages Numbered Steps guide you through each task Did You Know? alerts you to tips and
techniques See Also points you to related information in the book
Introduce your students to the new generation of Microsoft Office 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 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 2007: Introductory Concepts and Techniques, Premium Video
Edition you'll find exciting videos, which correlate to the Table of Contents and mirror the step-by-step pedagogy of the
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Microsoft Office 2013 text to reinforce the skills taught in each chapter. Important Notice: Media content referenced within
the product description or the product text may not be available in the ebook version.
Do more in less time! Are you ready to harness the full power of Word 2013 to create professional documents? Then, you’re
ready for Word 2013 In Depth. In this comprehensive guide to Word, you’ll learn the skills and techniques for efficiently building
the documents you need for both your professional and your personal life. Faithe Wempen delivers step-by-step instructions,
troubleshooting advice, and insider tips to help you improve your written image in business, academic, organizational, and
personal settings. • Accelerate formatting by creating and applying themes and styles • Incorporate graphical content such as clip
art, photos, SmartArt, and charts • Save your work in a variety of formats, including backward-compatible Word files, PDF and
XPS page layouts, graphics, HTML, and more • Perform mail and data merges to generate catalogs, form letters, labels, and
envelopes • Learn about the fields that drive many of Word’s most powerful features, and how to look behind the scenes to
customize field behaviors • Use indexing, tables of contents, and master documents to organize book-length works • Cite sources
and document references in a variety of formats, including APA and MLA • Collaborate with other people, managing each
person’s comments and changes • Create complex math formulas without leaving Word • Write and edit macros that automate
repeated tasks • Work with your Word documents anywhere via SkyDrive and the Office Web Apps • Create user-interactive
forms that include a variety of field types All In Depth books offer • Comprehensive coverage with detailed solutions •
Troubleshooting help for tough problems you can’t fix on your own • Outstanding authors recognized worldwide for their expertise
and teaching style Learning, reference, problem-solving...the only Word 2013 book you need!
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.
Make the most of Office 2013–without becoming a technical expert! This book is the fastest way to create, edit, format, build,
review, and share virtually any form of Office content! Even if you’ve never used Office before, you’ll learn how to do what you
want, one incredibly clear and easy step at a time. Office has never, ever been this simple! Who knew how simple Microsoft®
Office 2013 could be? This is the easiest, most practical beginner’s guide to using Microsoft’s incredibly powerful new Office
2013 productivity suite…simple, reliable instructions for doing all you really want to do with the brand-new versions of Word, Excel,
PowerPoint, Outlook, and OneNote! Here’s a small sample of what you’ll learn: Explore Office 2013’s updated interface and
most efficient shortcuts Use Microsoft Office on the Web and mobile devices Streamline Word document creation with templates,
tables, and more Efficiently build and review longer documents–by yourself or with teams Quickly create reliable, sophisticated
Excel workbooks Analyze and visualize Excel data with charts, sparklines, pivot tables, and slicers Create high-impact
presentations with PowerPoint 2013’s newest tools Supercharge presentations with audio, video, animations, and transitions Set
up email accounts and personalize Outlook to your own workstyle Manage your life with Outlook contacts, tasks, to-do lists, and
notes Use Social Connector to simplify activities on Facebook, LinkedIn, and beyond Organize research more efficiently with
OneNote notebooks Integrate text, links, files, media, screen clips, and handwriting into your OneNote notebooks And much more…
Develop the Microsoft Office 2013 skills necessary for success in any medical office or health-related career with the new, readerfriendly MICROSOFT OFFICE 2013 FOR MEDICAL PROFESSIONALS ILLUSTRATED. This dynamic, visually-driven book
introduces the most important skills within Microsoft Office 2013 using step-by-step instructions and vibrant, clear visuals. Actual
medical examples, timely projects and intriguing case studies related to today’s medical industry prepare readers to meet
contemporary medical office challenges. Both beginner and experienced users will find MICROSOFT OFFICE 2013 FOR
MEDICAL PROFESSIONALS ILLUSTRATED filled with relevant information that’s essential now and ideal for long-term reference
in any office administration, medical assisting, or health care career. Important Notice: Media content referenced within the product
description or the product text may not be available in the ebook version.
A comprehensive set of four Microsoft program guides for a range of users This set comes with the Excel 2013 Bible, PowerPoint
2013 Bible, Access 2013 Bible, and Word 2013 Bible. Tips, tricks, and techniques help you use four popular programs effectively.
You'll be guided into Excel, Word, Access and PowerPoint 2013 insights. Get help creating Excel formulas and spreadsheets.
Then use the Access guide so you're ready to organize, present, analyze, and share data. Learn how to create tables, manipulate
datasheets, and build databases that suit your specific needs. You'll also find out the features of Word 2013 - from document
design to producing master documents. Collaborate in the Cloud, format like a pro, and create forms and labels more easily. In the
PowerPoint 2013 guide, you'll know the features and tools that make an impact. You'll also learn to work with photos and charts in
the program.
This complete training package makes learning the new Office 2013 even easier! Featuring both a video training DVD and a fullcolor book, this training package is like having your own personal instructor guiding you through each lesson of learning Office
2013, all while you work at your own pace. The self-paced lessons allow you to discover the new features and capabilities of the
new Office suite. Each lesson includes step-by-step instructions and lesson files, and provides valuable video tutorials that
complement what you're learning and clearly demonstrate how to do tasks. This essential training package takes you well beyond
the basics in a series of short, easy-to-absorb lessons. Takes you from the basics through intermediate level topics and helps you
find the information you need in a clear, approachable manner Walks you through numerous lessons, each consisting of easy-tofollow, step-by-step instructions in full color that make each task less intimidating Covers exciting new features of Office 2013
applications: Word, Excel, PowerPoint, Outlook, and Publisher Features a companion DVD that includes lesson files and video
tutorials for a complete training experience Shares additional resources available on companion website:
www.digitalclassroombooks.com This all-in-one, value-packed combo teaches you all you need to know to get confidently up and
running with the new Office 2013 suite!
Introduce your students to the latest that Microsoft Office has to offer with the new generation of Shelly Cashman Series books!
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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.
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 bestselling 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 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. 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.
Learn the new Microsoft Office suite the easy, visual way Microsoft Office 2013 is a power-packed suite of office productivity tools
including Word, Excel, PowerPoint, Outlook, Access, and Publisher. This easy-to-use visual guide covers the basics of all six
programs, with step-by-step instructions and full-color screen shots showing what you should see at each step. You'll also learn
about using Office Internet and graphics tools, while the additional examples and advice scattered through the book give you tips
on maximizing the Office suite. If you learn best when you can see how things are done, this book is for you. Shows you how to
use Microsoft Office 2013 with easy-to-follow, step-by-step instructions illustrated with full-color screen shots Covers Word, Excel,
PowerPoint, Outlook, Access, and Publisher Includes additional information on using Office Internet and graphics tools Designed
to help visual learners read less and learn more Teach Yourself VISUALLY Office 2013 shows you how to use all six tools in the
Office suite, step by step.
Loved by instructors for the visual and flexible way to build computer skills, the Illustrated Series is the ideal solution for students
with a variety of skill levels and learning styles. MICROSOFT OFFICE 2013 ILLUSTRATED PROJECTS allows students to get
hands-on with the Microsoft Office 2013 concepts and skills through engaging projects built from scratch. Students will retain more
knowledge after applying what they've learned in a meaningful way. Important Notice: Media content referenced within the product
description or the product text may not be available in the ebook version.
Readers discover the latest advantages that Microsoft Word has to offer with this new book in the next generation of the Shelly
Cashman Series. For three decades, the Shelly Cashman Series has effectively introduced essential computer skills to millions of
learners. ENHANCED MICROSOFT WORD 2013: COMPREHENSIVE continues the history of innovation with new features that
accommodate a variety of learning styles. Specially refined learning tools help improve retention and prepare readers for future
success. A step-by-step, screen-by-screen approach guides readers in expanding their understanding of Word through
experimentation, critical thought, and personalization. ENHANCED MICROSOFT WORD 2013: COMPREHENSIVE helps readers
succeed with today’s most effective educational approach. 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 WORD 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 WORD 2013 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.
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 WORD 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 WORD 2013 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.
Praised by instructors for its concise, focused approach and user-friendly format, the Illustrated Series engages both computer
rookies and hot shots in mastering MICROSOFT WORD 2013 quickly and efficiently. Skills are accessible and easy-to-follow
thanks to the Illustrated Series’ hallmark 2-page layout, which allows students to see an entire task in one view. New Learning
Outcomes outline the skills covered in each lesson, and larger full-color screens represent exactly what students should see on
their own computers. Each unit begins with a brief overview of the principles of the lesson, and introduces a case study for further
application. 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!
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For the past three decades, the Shelly Cashman Series has effectively introduced computer skills to millions of students. With
MICROSOFT PUBLISHER 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 PUBLISHER 2013 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.
This bestselling guide to Microsoft Word is the first and last word on Word 2013 It's a whole new Word, so jump right into this book
and learn how to make the most of it. Bestselling For Dummies author Dan Gookin puts his usual fun and friendly candor back to
work to show you how to navigate the new features of Word 2013. Completely in tune with the needs of the beginning user,
Gookin explains how to use Word 2013 quickly and efficiently so that you can spend more time working on your projects and less
time trying to figure it all out. Walks you through the capabilities of Word 2013 without weighing you down with unnecessary
technical jargon Deciphers the user interface and shows you how to take advantage of the file formats Covers editing documents,
working with text, using grammar and spelling tools, formatting, adding images and other design elements, and more Get the word
on the latest Word with Word 2013 For Dummies!
Get the full-color, visual guide that makes learning Microsoft Word 2013 plain and simple! Follow the book’s easy steps and
screenshots and clear, concise language to learn the simplest ways to create and share documents. Here’s WHAT you’ll learn:
Create, edit, format, and share text Add graphics, data, table, and charts Improve page layout to best present your ideas Use and
make templates for increased productivity Collaborate and present documents online Access your documents from almost any
browser Here’s HOW you’ll learn it: Jump in wherever you need answers Follow easy STEPS and SCREENSHOTS to see
exactly what to do Get handy TIPS for new techniques and shortcuts Use TRY THIS! Exercises to apply what you learn right away
The best of the best from our Excel, Word, Access, and PowerPoint Bibles! Learn the sought-after features of the core applications
from the Office 2013 suite. This Office 2013 Bible features the best-of-the-best content from the Excel 2013 Bible, by "Mr.
Spreadsheet" John Walkenbach; the Word 2013 Bible, by Office expert Lisa A. Bucki; the PowerPoint 2013 Bible, by MOS Master
Instructor and PowerPoint expert Faithe Wempen; and the Access 2013 Bible from Microsoft Certified Application Developer
Michael Alexander and Office and Access expert Dick Kusleika. This major resource also covers Outlook, Publisher, OneNote,
SkyDrive, and other important features in the Office 2013 suite. If you want to quickly and effectively use Office 2013, start in the
experts' corner with this must-have book. Gives you the best-of-the-best content on Office 2013 from the leading experts, authors,
and contributors to our Excel, Word, PowerPoint, and Access Bibles Includes content from John Walkenbach, aka "Mr.
Spreadsheet"; Word and Office expert Lisa A. Bucki; MOS Master Instructor and PowerPoint expert Faithe Wempen; Microsoft
Certified Application Developer Michael Alexander; and Office and Access expert Dick Kusleika Takes you beyond creating simple
text documents, spreadsheets, and presentations to help you use multiple Office applications at once to accomplish critical
business tasks Also covers Publisher, OneNote, SkyDrive, the Cloud, and other key features and topics for Office 2013 Get the
best of four Office 2013 books in one with this power-packed reference!
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 casebased 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.
Engage both computer rookies and hot shots in mastering Microsoft Office 2013 applications quickly and efficiently with the
acclaimed Illustrated Series' newest book: ENHANCED MICROSOFT OFFICE 2013: ILLUSTRATED INTRODUCTORY, FIRST
COURSE. Praised by instructors for its concise, focused approach and user-friendly format, the Illustrated Series incorporates a
hallmark two-page layout that allows readers to see an entire task in one view. Skills are accessible and easy-to-follow with new
Learning Outcomes that outline the skills covered in each lesson and larger full-color screen images that reflect exactly what
readers should see on their own computers. Each unit begins with a brief overview of the principles of the lesson and introduces a
case study for further application. The Enhanced Edition includes a new Student Success Guide that not only helps students
prepare for success in their class, but also guides them through the use of OneNote to facilitate that. The Enhanced Edition also
features new and updated appendixes that offer a variety of opportunities to explore cloud computing and other developing
applications in more depth. 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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