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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 2010, we're continuing our history of innovation by enhancing our proven pedagogy to reflect
the learning styles of today's students. In Microsoft Office 2010: Introductory 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 the Office 2010 software through
experimentation, exploration, and planning ahead. Brand new end of chapter exercises prepare students to become more capable software users by requiring them to use critical
thinking and problem-solving skills to create real-life documents. Important Notice: Media content referenced within the product description or the product text may not be
available in the ebook version.
You're beyond the basics with Word, so dive right in and really put your documents to work! This supremely organized reference packs hundreds of timesaving solutions,
troubleshooting tips, and workarounds. It's all muscle and no fluff. Discover how the experts tackle Word 2010 -- and challenge yourself to new levels of mastery. Master the tools
to expertly organize, edit, and present your content Craft professional-looking documents with Themes, Quick Style Sets, and Building Blocks Add visual impact with SmartArt
diagrams, charts, pictures, and drawings Organize and clarify content with effective tables and charts Use cross-references, tables of contents, and indexes in your complex
documents Produce Web sites and publish blogs directly from Word Coauthor and collaborate on documents in real time -- and help keep them secure Customize documents
with macros, content controls, and other automation features Your book -- online! Get your fully searchable online edition -- with unlimited access on the Web.
Dan Gookin gets you up to speed so you can get down to work with all the new features of Word 2010! Bestselling and quintessential For Dummies author Dan Gookin employs
his usual fun and friendly candor while walking you through the spectrum of new features of Word 2010. Completely in tune with the needs of the beginning Word user, Gookin
shows you how to use Word quickly and efficiently so that you can spend more time working on your projects and less time trying to figure out how to make Word perform the
tasks you need it to do. This newest edition of Word For Dummies explains how to navigate the user interface and take advantages of file formats, and skips the unnecessary
jargon. Unparalleled author Dan Gookin applies his beloved For Dummies writing style to introduce you to all the features and functions of Word 2010 Escorts you through the
capabilities of Word 2010 without weighing you down with unnecessary technical jargon Deciphers the user interface and shows you how to take advantage of the file formats
The word on the street is that Word 2010 For Dummies is a must-read!
The complete book-and-video training package for Office 2010! This Microsoft Office 2010 book-and-video training package-from the same professional training experts who also
create many training materials for Microsoft-is like having your own personal instructor guiding you through each lesson, but you work at your own pace! The full-color book
includes 27 lessons that teach you the new features and quirks of Microsoft Office 2010. 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 jam-packed training package takes you well beyond the basics in a series of
easy-to-absorb, five-minute lessons. Shows you how to use Microsoft Office 2010, the new version of the Microsoft Office suite that is available in standard 32-bit and now also a
64-bit version Walks you through 27 lessons, each consisting of easy-to-follow, step-by-step instructions and lesson files in full color that make each task less intimidating
Includes all the lesson files from the book and video tutorials that clearly show you how to do tasks and reinforces what you're learning in the book Covers exciting new Office
2010 features such as Office Web apps that can be accessed from anywhere and a streamlined new Ribbon Provides the perfect, one-stop, robust learning package-with book
and supplementary video training on all the applications in Office 2010 Additional resources available on companion Web site: www.digitalclassroombooks.com Learn the ins-andouts of Office 2010 with this all-in-one, value-packed combo!
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.
Master the new version of Microsoft Office with this easy, visual guide The popular Microsoft Office suite has been revamped to provide new features, including Web applications
that can be accessed from anywhere and a new, streamlined Ribbon. If you learn better with visual instructions, this full-color guide is just what you need. Covering Word, Excel,
PowerPoint, Outlook, Access, and Publisher, this book is filled with step-by-step instructions and full-color screen shots that show you exactly what you'll see at each step. You'll
also get instruction on the new Office Internet and graphics tools, as well as how to tackle dozens of common tasks in each application. Ideal for visual learners, this guide covers
the entire Office suite: Word, Excel, PowerPoint, Outlook, Access, and Publisher Introduces the new Microsoft Office features, including Office Internet and graphics tools
Provides step-by-step instructions for common tasks in each application Full-color screen shots illustrate what you see on the screen every step of the way Teach Yourself
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VISUALLY Office 2010 gets you up and running with Office 2010 quickly and easily, so you can take advantage of all the enhanced features.
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. For use in the
Office Applications course. This book is also suitable for students and individuals seeking an introduction to Microsoft Word 2013. The primary goal of the GO! Series, aside from
teaching computer applications, is ease of implementation, with an approach that is based on clearly defined projects. Teaching and Learning Experience This program will
provide a better teaching and learning experience–for you and your students. Here’s how: Personalize Learning: MyITLab delivers proven results in helping students succeed,
provides engaging experiences that personalize learning, and comes from a trusted partner with educational expertise and a deep commitment to helping students and
instructors achieve their goals. Engage Students with a Project-Based Approach: GO!’s project-based approach teaches students to solve real problems as they practice and
learn the features. Motivate Students with Clear Instruction: Based on professor and student feedback, this text has been designed to offer clear instruction for full student
comprehension. Teach the Course You Want in Less Time: The GO! series’ one-of-a kind instructional system provides you with everything you need to prepare for class, teach
the material, and assess your students.
In-depth guidance on Word 2010 from a Microsoft MVP Microsoft Word 2010 arrives with many changes and improvements, and this comprehensive guide from Microsoft MVP
Herb Tyson is your expert, one-stop resource for it all. Master Word's new features such as a new interface and customized Ribbon, major new productivity-boosting
collaboration tools, how to publish directly to blogs, how to work with XML, and much more. Follow step-by-step instructions and best practices, avoid pitfalls, discover practical
workarounds, and get the very most out of your new Word 2010 with this packed guide.
Introduces the latest features of Microsoft Word 2010, with coverage of how to woth with graphic and text effects; how to organize data with tables and diagrams; how to create
web pages; and how to collaborate on documents.
Experience learning made easy-and quickly teach yourself how to create impressive documents with Word 2010. With STEP BY STEP, you set the pace-building and practicing
the skills you need, just when you need them! Topics include using styles and themes; sharing, printing, and publishing documents; editing images from within Word; using
SmartArt diagrams and charts; creating references, footnotes, indexes, and tables of contents; collaborating with multiple people at the same time on the same document; and
turning your ideas into blogs, Web pages, and more.
The quick way to learn Windows 10 This is learning made easy. Get more done quickly with Windows 10. Jump in wherever you need answers--brisk lessons and colorful
screenshots show you exactly what to do, step by step. Discover fun and functional Windows 10 features! Work with the new, improved Start menu and Start screen Learn about
different sign-in methods Put the Cortana personal assistant to work for you Manage your online reading list and annotate articles with the new browser, Microsoft Edge Help
safeguard your computer, your information, and your privacy Manage connections to networks, devices, and storage resources
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
If you want to learn how to use Word documents, then get the "How To Use Microsoft Word 2010" step by step guide. The tactics and techniques in this single guide are scripted
to aid the user in documenting their text material easily by using Microsoft Word 2010. With the handy step-by-step guidelines of this guide, it is easier to meet the diversified
textual file documentation requirement. Undoubtedly, this study guide will assist you to make standardized formatting and content scheduling of documents in minimum possible
time. This study guide offers the following substantial benefits to its booklovers: - This guide will assist you in using pre-defined and built-in document themes and templates. You will learn standard documentation from scratch to highly professional and featured document files. - Microsoft Word 2010 equips the user with the powerful set of editing
tools and commands for outlining the document. - Microsoft Word 2010 will also guide how to format a small portion of text, a whole paragraph, a full document and or an entire
long document file. - You will also learn to add several illustration types such as shapes, charts, tables, etc. to organize different text contents and therefore making the document
convey its main theme to the audience visually. - The guide will also help you to change the preface and formatting of your documents by employing a simple step-by-step
process. - You will also learn how pictures are formatted by using the new and cool tools of Microsoft Word 2010 such as background removal, artistic effect, etc. - Microsoft
Word 2010 also offers tools to customize the document file such as built-in styles, columns, and the creation of section and page breaks. - You can use header and footer to
display main ideas, document titles, page numbers, etc. on each document page. - Lastly, you can also measure the length of your document file by using the Count Characters
and words tool. This guide is organized into different chapters which present all-inclusive details of different tools, commands, features and functions of Microsoft Word 2010. It is
unquestionably a valuable service package for those who want to learn Microsoft Word 2010 and make use of it in their practical life to meet their documentation requirements.
Click "Buy Now" to get it now!
This is learning made easy. Get more done quickly with Office 2019. Jump in wherever you need answers - brisk lessons and colorful screenshots show you exactly what to do,
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step by step. Covers Word, Excel, PowerPoint and Outlook Format Word documents for maximum visual impact Build powerful, reliable Excel workbooks for analysis and
reporting Prepare highly effective PowerPoint presentations Use Outlook to organize your email, calendar, and contacts Includes downloadable practice files
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.
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
Microsoft Project 2010 offers flexibility and choice for individuals, teams, and the enterprise to effectively manage all types of work - from simple tasks to complex projects and programs.
Experience learning made easy-and quickly teach yourself how to manage your communications with Outlook 2010. With STEP BY STEP, you set the pace-building and practicing the skills
you need, just when you need them! Topics include managing e-mail messages; organizing your inbox, contacts, and task lists; managing and sharing your calendar; scheduling meetings and
using collaboration features; working away from the office; customizing Outlook; and more.
Dive into the essential features in Microsoft Word 2010, Excel 2010, OneNote 2010, Outlook 2010, and PowerPoint 2010. This supremely organized reference is packed with hundreds of
timesaving solutions, troubleshooting tips, and workarounds. It's all muscle and no fluff. Let the experts help you become at ease and proficient with every program in the Office family. Create
great-looking documents using expert formatting tips. Build spreadsheets for complex calculations and data analysis. Save notes, clippings, web pages, and more in a notebook. Create
dynamic slides and video-powered presentations. Expertly manage your inbox and business information. Protect your security and safeguard private information. Collaborate with Windows
Live SkyDrive and SharePoint.
Teach yourself exactly what you need to know about using Microsoft Word, Excel, PowerPoint, and OneNote-one step at a time! With STEP BY STEP, you build and practice new skills handson, at your own pace. Topics include creating effective documents; using themes, templates, and other formatting tools; building spreadsheets to perform calculations and manage data;
producing and delivering compelling presentations; digitally organizing your notes and to-do lists; and other core topics.
Learn to use Microsoft Word 2010 the easy, visual way Word is the most popular application in the Microsoft Office suite, and Word 2010 has some exciting new features. If you learn best
when you can see how something is done, you'll find the step-by-step instructions and full-color screen shots make it quick and easy to learn this new version of Word. The visual format helps
you understand Word's new features, including Web Apps and the revised user interface. Learn to set up and format documents, work with graphics, use Mail Merge, post documents to the
Web, and more. Word 2010 includes support for typographic features that enable you to create more sophisticated documents This guide shows how to use the new features with step-by-step
instructions and full-color views of what you see on the screen at each step Perfect for visual learners who like to see how something is done Covers dozens of common tasks you will use
every day Teach Yourself VISUALLY Word 2010 gets you up to speed on the new version of Word quickly and easily.
Microsoft Office Word 2010: Comprehensive provides a project-based, step-by-step approach to successfully teach students Microsoft Word 2010 skills. Important Notice: Media content
referenced within the product description or the product text may not be available in the ebook version.
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 associate-level 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
Premachand kee sampoorn kahaaniyaan maanasarovar naamak sheershak mein sangraheet hai, jo aath khandon mein prakaashit hai. un kahaaniyon mein se vishisht 5 chunee huee
prasiddh kahaaniyon ko is pustak mein prakaashit kiya gaya hai. ye kahaaniyaan ek shailee aur drshtikon se prastut kee gayee hain. pratyek kahaanee ke poorv premachand kee rachana kee
vishesh baaten tatha ant mein unake sandesh evan unase milane vaalee shiksha ko diya gaya hai, jo is kahaanee sangrah ko anootha banaate hanai. 5 kahaaniyon ka yah sankalan
visheshatah bachchon ko dhyaan mein rakhate hue prakaashit kiya gaya hai. pratyek prshth par diye gaye kathin shabdon ke arth is kahaanee-sangrah ko bachchon ke lie aur bhee anukool
aur upayogee banaate hanai. chhaatr-chhaatraon, paathashaalaon va pustakaalayon ke lie atyant sangrahaneey. pratyek parivaar ke bachchon, boodhon, yuvaon evan mahilaon ke lie yah ek
aadarsh evan sangrahaneey pustak hai.( The book named 'Mansarovar' written by Premchand is in eight parts. Out of those, five stories are picked up in this book. His writings embody social
purpose and social criticism rather than mere entertainment. At the end of his stories, readers get the message he wants to give in order to transform their thinking for the good of the society.
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The meaning of the difficult words occurring on every page is given at the bottom so that even children can understand the meaning of each story. ) #v&spublishers
Maximize the impact and precision of your message! Now in its fourth edition, the Microsoft Manual of Style provides essential guidance to content creators, journalists, technical writers,
editors, and everyone else who writes about computer technology. Direct from the Editorial Style Board at Microsoft—you get a comprehensive glossary of both general technology terms and
those specific to Microsoft; clear, concise usage and style guidelines with helpful examples and alternatives; guidance on grammar, tone, and voice; and best practices for writing content for
the web, optimizing for accessibility, and communicating to a worldwide audience. Fully updated and optimized for ease of use, the Microsoft Manual of Style is designed to help you
communicate clearly, consistently, and accurately about technical topics—across a range of audiences and media.
Advance your expert-level proficiency with Word. And earn the credential that proves it! Demonstrate your expert-level competency with Microsoft Word! Designed to help you practice and
prepare for Microsoft Office Specialist: Word Expert (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 Document
Options and Settings Use Advanced Editing and Formatting Features Create Custom Document Elements Use Advanced Word Features About MOS: Expert Certification A Microsoft Office
Specialist (MOS): Expert certification validates your hands-on experience and competency with an Office product at an expert level. It demonstrates that you can apply the product’s principal
features at an advanced level, can complete expert tasks independently, and are ready to enter the job market. See full details at: microsoft.com/learn Practice Files Available at:
MicrosoftPressStore.com/MOSWordExpert101/downloads
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. Teach the course YOU want
in LESS TIME! In today's fast-moving, mobile environment, the GO! with Office 2016 series focuses on the job skills needed to succeed in the workforce. With job-related projects that put
Microsoft Office® into context, students learn the how and why at the moment they need to know, all in the appropriate Microsoft procedural syntax. For Office 2016, the hallmark guidedpractice to skill-mastery pathway is better than ever. Students have many opportunities to work live in Microsoft office to apply the skills they've learned. In addition, instructional projects are
now available as grader projects in MyITLab, so students can work live in Office while receiving auto-graded feedback. These high-fidelity simulations match the text and provide an effective
pathway for learning, practicing, and assessing their abilities. After completing the instructional projects, students can apply their skills with a variety of progressively challenging projects that
require them to solve problems, think critically, and create on their own. New GO! Collaborate with Google projects allow students to apply their skills to a new environment that is already
popular in many workplaces. Integrated Microsoft Office Specialist (MOS) objectives make GO! your one resource for learning Office, gaining critical productivity skills, and prepare for MOS
certification. Also available with MyITLab MyITLab ® is an online homework, tutorial, and assessment program designed for Information Technology (IT) courses, to engage students and
improve results. HTML5 Simulation exercises and Live-in-Application Grader projects come with the convenience of auto-grading and instant feedback, so students learn more quickly and
effectively, and build the critical skills needed for college and career success. Digital badges allow students to showcase their Microsoft Office or Computer Concepts competencies, keeping
them motivated and focused on their future careers. Note: You are purchasing a standalone product; MyITLab does not come packaged with this content. Students, if interested in purchasing
this title with MyITLab, ask your instructor for the correct package ISBN and Course ID. Instructors, contact your Pearson representative for more information.
Experience learning made easy—and quickly teach yourself how to create professional-looking business and technical diagrams with Visio 2010. With Step by Step, you set the pace—building
and practicing the skills you need, just when you need them! Build a variety of charts and diagrams with Visio templates Draw organization charts, floor plans, flowcharts, and more Apply
color, text, and themes to your Visio diagrams Use Visio shapes to link to, store, and visualize data Collaborate on diagrams with Microsoft SharePoint 2010 Create custom diagrams with your
own shapes and templates Your Step by Step digital content includes: All the book's practice files—ready to download and put to work. Fully searchable online edition of this book—with
unlimited access on the Web. Free online account required.
What you need, when you need it! Need answers quickly? Microsoft Word 2010 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. Includes Workshops MCAS Exam Prep More than 500 Essential Word Tasks 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
more themes, styles, and templates • Organize information and add impact with clip art, SmartArt diagrams, tables, and charts • Create customized letters, labels, and envelopes • Use Full
Reading view to comfortably read documents on screen • Use SharePoint to collaborate and share documents • Use the Word Web App to view and edit documents in a browser • Prepare
for the Microsoft Certified Applications Specialist (MCAS) exam Bonus Online Content Register your book at queondemand.com to gain access to: • Workshops and related files • Keyboard
shortcuts
Describes the fundamentals of working with the new features of the word processing program, including how to format text, create layouts and themes, use tables, insert references, and share
documents.
Did you ever consider self-publishing your own book but were daunted by the complex process of actually doing it? Self-published author and expert Carla King gives a simple step-by-step
guide to self-publishing your book as an e-book or print book. Plot your success by choosing the reputable tools and services recommended here, along with techniques that will help your
book succeed in the market that you choose.
Now in full color! Easy lessons for essential tasks Big full-color visuals Skill-building practice files The quick way to learn Microsoft Word! This is learning made easy. Get productive fast with
Word 2016 and jump in wherever you need answers--brisk lessons and colorful screen shots show you exactly what to do, step by step. Master core tools for designing and editing documents
Manage page layout, style, and navigation Learn how to review and mark-up documents to collaborate with others Insert pictures, graphics and video
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Step-by-Step, Full-Color Graphics! Start using Word 2010 right away--the QuickSteps way. Color screenshots and clear instructions make it easy to ramp up on the latest release of Microsoft's powerful word
processing application. Follow along and quickly learn how to create and format documents, add tables, charts, and graphics, use mail merge, collaborate with others, save Word documents as web pages,
and much more. Get up to speed on Word 2010 in no time with help from this practical, fast-paced guide. Use these handy guideposts: Shortcuts for accomplishing common tasks Need-to-know facts in
concise narrative Helpful reminders or alternate ways of doing things Bonus information related to the topic being covered Errors and pitfalls to avoid
Presents step-by-step instructions on the essentials of the word processing program, covering such topics as creating different types of documents, formatting, editing, working with styles and themes, and
merging documents.
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 step-by-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 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 title is also available as a free eBook. Take control—and put the built-in security and privacy features in Microsoft Office to work! Whether downloading documents, publishing a presentation, or
collaborating online—this guide offers concise, how-to guidance and best practices to help protect your documents and your ideas. Get practical, proactive guidance for using the security and privacy
management features in Office 2010 and Office 365 Walk through everyday scenarios, and discover everyday techniques that help you take charge Understand common risks and learn best practices you
can apply right away
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.
Teach yourself exactly what you need to know about using Office Professional 2010-one step at a time! With STEP BY STEP, you build and practice new skills hands-on, at your own pace. Covering Microsoft
Word, PowerPoint, Outlook, Excel, Access, Publisher, and OneNote, this book will help you learn the core features and capabilities needed to: Create attractive documents, publications, and spreadsheets
Manage your e-mail, calendar, meetings, and communications Put your business data to work Develop and deliver great presentations Organize your ideas and notes in one place Connect, share, and
accomplish more when working together"
Get the fast facts that make learning Office 2010 plain and simple! This colorful, no-nonsense guide uses easy-to-follow steps and screenshots, and clear, concise language to show the simplest ways to get
things done with Microsoft Word, Excel, Outlook, PowerPoint, Access, Publisher, and OneNote. Here's WHAT You'll Learn Create documents, Web pages, and other publications Organize your e-mail,
calendar, contacts and tasks Build spreadsheets to analyze and visualize data Set up a simple database Capture notes with ink, voice or text Here's HOW You'll Learn It Jump in wherever you need answers
Easy-to-follow STEPS and SCREENSHOTS show exactly what to do Handy TIPS teach new techniques and shortcuts Quick TRY THIS! Exercises help you apply what you learn right away
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