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Excel 2002
With a completion time of 75+ hours, this book features extensive step-by-step
instructions combined with numerous screen illustrations to enable users to learn
by doing. Solid end-of-chapter materials provide a strong reinforcement tool for
learning. Case profiles show the reader the real world applications of the material
they have covered while case projects emphasize the practical applications of the
skills they have learned. Special sections with Internet, Caution, Notes and
software TIPS provide helpful insights and enrichment information. SCANS
competencies are clearly identified as well.

Microsoft Office 2000
Through instructor-led or self-paced step-by-step instruction, individuals learn how
to build, edit, format, and manage worksheets and charts.

Upgrading to Microsoft Office 2007
Through instructor-led or self-paced step-by-step instruction, individuals learn how
to work with formulas and functions, automate tasks, use and analyze list data,
enhance charts and worksheets, and work with Excel and the Internet.

Mastering and Using Microsoft Access 2000
Excel 2013: The Missing Manual
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Enhanced Microsoft Office 2013: Illustrated Introductory, First
Course
Written by two well-respected authors, this book is designed to be completed in 35
hours. Focusing on business, it has been field tested by organizations including
Arthur Andersen, Conoco, and the Texas Society of CPAs. Microsoft Certified at the
Proficient level, Excel 2000 Intermediate gives numerous business-based exercises
and instructions that cover the required skills of most employers.

Microsoft PowerPoint 2002
With a completion time of 75+ hours, this text features extensive step-by-step
instructions and numerous screen illustrations that enable users to learn beginning
to more advanced features of Microsoft Word 2000. Solid end-of-chapter materials
provide a strong reinforcement tool for learning. Case profiles show the reader the
real world applications of the material while case projects emphasize the practical
application of the skills.

Enhanced Computer Concepts and Microsoft Office 2013
Illustrated
The Illustrated Series offers a highly-visual, easy-to-follow approach to learning
Office 2003 skills. This Premium Edition offers an integrated training solution to
help students learn and reinforce key Office skills.

Mastering and Using Microsoft Excel 2000 Intermediate Course
Glencoe Comprehensive Approach Series, Excel 7, Student
Edition
"This first book in the highly visual new design offers new users a hands-on
introduction to Microsoft Office 97 and also serves as an excellent reference for
future use Each skill is presented on two facing pages, with the step-by-step
instructions on the left page, and large screen illustrations on the right"--Preface.

Microsoft Windows 3.1, Microsoft Word 6.0 for Windows,
Microsoft Excel 5.0 for Windows, Microsoft Access 2.0 for
Windows
Part of the Illustrated Series, this text offers a quick, visual way to build Microsoft
Office 97 skills. Covers intermediate skills for each Office 97 application.

Microsoft Office 2003
This text teaches basic Microsoft Office 2000 skills in a highly visual, step-by-step
format. A continuous case study addresses the integration of the new versions of
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Word, Excel, Access, PowerPoint, and Outlook. It includes coverage of Microsoft
Internet Explorer and Creating a Web document.

Excel 97 Exam Prep
An essential resource furnishes professionals with all the data needed for taking
the Certified Microsoft Office User (CMOU) Excel 97 exam, and contains interactive
exercises, applications valuable for real-world situations, step-by-step tutorials,
and fully illustrated instructions. Original. (Advanced)

Microsoft Excel 2002 Basic
Prepare your students to transition their Office 2003 skills to the Office 2007
software with Upgrading to Microsoft Office 2007. Benefits: * NEW! Offers an
essential guide for experienced Office 2003 users to help them transition to Office
2007. * NEW! Features a "Getting Started with Microsoft Office 2007" unit that
introduces students to features that are common to all Office 2007 applications. *
Includes a unit each on Word, Excel, Access, and PowerPoint that highlights the
important changes within each application. * Provides reference tables at the end
of each unit showing comparisons between commands in Office 2003 and Office
2007 to help students make the transition. * Includes End-of-Unit material with
reinforcement exercises to encourage students to practice the skills presented.

Microsoft Excel 97 - Illustrated Standard Edition
Microsoft Word 97
Core Statistical Concepts with Excel® connects statistical concepts to applications
with Excel® using practical research examples. The text jointly promotes an
understanding of Excel® and a deeper knowledge of core concepts through
practice. Authors Gregory J. Privitera and Darryl Mayeaux provide students step-bystep instruction for using Excel® software as a useful tool not only to manage but
also analyze data—all through the use of key themes, features, and pedagogy: an
emphasis on student learning, a focus on current research, and integration of
Excel® to introduce statistical concepts.

Microsoft Excel 2002 - Illustrated Brief
Provides instruction in using the commands, features, and applications of
WordPerfect 8.

Office 2000
Microsoft Office 2003
Part of the Illustrated Series, this text offers a quick, visual way to build Microsoft
PowerPoint 97 skills. Covers the basic skills.
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Microsoft Office
Loved by instructors for its visual and flexible way to build computer skills, the
Illustrated Series is ideal for teaching Microsoft Office 2010 to both computer
rookies and hotshots. Each two-page spread focuses on a single skill, making
information easy to follow and absorb. Large, full-color illustrations represent how
the students' screen should look. Concise text introduces the basic principles of the
lesson and integrates 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.

Mastering and Using Microsoft Excel 2000
Getting started with Windows 95 - Using the mouse - Starting a program - Using
menus and toolbars - Dialog boxes - Scroll bars - Closing a program - Managing
files, folders and shortcuts - Formatting a disk - Creating a paiint file Understanding file management - Viewing files - Moving and copying files Deleting and restoring files - Managing files on the desktop; Getting started with
Word 97 - Editing and proofing documents - Formatting a document - Working with
tables - Formatting pages - AutoFormat and Styles - Merging Word documents Graphics - Sharing information - Creating a Web site with Word - Larger documents
- Using forms - Charts - Text and text objects - AutoText and Macros.

Microsoft Excel 2000
Core Statistical Concepts With Excel®
Instructor's Resource Kit(Electronic Instructor's Manual with lecture notes,
Teaching Tips, Upgradeer's Guide, Sample Syllabus, Extra Independent Challenges
and solutions, Figure Files, Solution Files, Course Test Manager and Testbank,
Learning Microsoft Outlook 2000 E-Mail): ISBN 0-7600-6112-2; Review Pack (Project
Files, Learning Microsoft Outlook E-Mail): ISBN 0-7600-6113-0; Faculty and Student
Online Companions

Mastering and Using Microsoft Office 2000
Napier and Judd train students to become office professionals by bringing their
experience as educators and corporate trainers to their latest text on Excel 97.

Mastering and Using Microsoft Word 2000
Microsoft Excel 97
The Annotated Instructor's Edition provides the point-of-instruction assistance you
need to enrich your teaching with relevance and effectiveness. It's designed to
help you meet the diverse needs and learning styles of your students.
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Microsoft Excel 2000 Instructors Resource
Part of the Illustrated Series, this text offers a quick, visual, step-by-step approach
for learning Microsoft Office 2000 applications.

Excel 97
Enhance your course with numerous new features in Microsoft Office
2003-Illustrated Introductory, Second Edition. This new edition is designed to give
students a fuller introduction to Office skills with a new chapter on Essential
Computer Concepts and new reinforcement material to keep your course lively and
current.

Microsoft Office 97 Professional Edition
Mastering and Using Microsoft Excel 97
Illustrated Course Guide: Microsoft Excel 2013 Intermediate
Through instructor-led or self-paced step-by-step instruction, individuals learn how
to create and modify a presentation, enhance a presentation with pictures and
charts, and customize a presentation with slide masters.

Microsoft Office 2000
Microsoft Office 2010: Illustrated Introductory, First Course
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.

Microsoft Excel 97
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Part of the Illustrated series, this text offers a visual and flexible way to build
Microsoft Excel 2002 skills.

Microsoft Office 97
This highly visual training manual contains five units that cover Basic Microsoft
Excel skills. Through instructor-led or self-paced step-by-step instruction,
individuals learn how to work with charts, formulas, and functions. Each unit
concludes with a Concept and Skills Review, World Wide Web work, and
Independent Challenges providing individuals with hands-on practice of every skill
they learned in the unit.

Microsoft Excel 97 - Illustrated Brief Edition
Loved by students for the visual and flexible way to build computer skills, the
Illustrated Course Guides are ideal for learning Microsoft Excel 2013 regardless of
your experience level. Each two-page spread focuses on a single skill, making
information easy to follow and absorb. The Illustrated Course Guides split Microsoft
Excel 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.

Microsoft PowerPoint 97
Mastering and Using Microsoft Excel 7 for Windows 95
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.

Microsoft Excel 2003 - Illustrated Introductory
A guide to learning basic skills using applications in Microsoft Offce XP, such as
Word, Excel, Access, PowerPoint, and Integration.

Microsoft Office 2000
The world’s most popular spreadsheet program is now more powerful than ever,
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but it’s also more complex. That’s where this Missing Manual comes in. With crystalclear explanations and hands-on examples, Excel 2013: The Missing Manual shows
you how to master Excel so you can easily track, analyze, and chart your data.
You’ll be using new features like PowerPivot and Flash Fill in no time. The
important stuff you need to know: Go from novice to ace. Learn how to analyze
your data, from writing your first formula to charting your results. Illustrate trends.
Discover the clearest way to present your data using Excel’s new Quick Analysis
feature. Broaden your analysis. Use pivot tables, slicers, and timelines to examine
your data from different perspectives. Import data. Pull data from a variety of
sources, including website data feeds and corporate databases. Work from the
Web. Launch and manage your workbooks on the road, using the new Excel Web
App. Share your worksheets. Store Excel files on SkyDrive and collaborate with
colleagues on Facebook, Twitter, and LinkedIn. Master the new data model. Use
PowerPivot to work with millions of rows of data. Make calculations. Review
financial data, use math and scientific formulas, and perform statistical analyses.
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