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This is the eBook of the printed book and may not
include any media, website access codes, or print
supplements that may come packaged with the
bound book. Advance your everyday proficiency with
PowerPoint 2016. And earn the credential that
proves it! Demonstrate your expertise with Microsoft
PowerPoint! Designed to help you practice and
prepare for Microsoft Office Specialist (MOS):
PowerPoint 2016 certification, this official Study
Guide delivers: In-depth preparation for each MOS
objective Detailed procedures to help build the skills
measured by the exam Hands-on tasks to practice
what you’ve learned Practice files and sample
solutions Sharpen the skills measured by these
objectives: Create and manage presentations Insert
and format text, shapes, and images Insert tables,
charts, SmartArt, and media Apply transitions and
animations Manage multiple presentations About
MOS A Microsoft Office Specialist (MOS)
certification validates your proficiency with Microsoft
Office programs, demonstrating that you can meet
globally recognized performance standards. Handson experience with the technology is required to
successfully pass Microsoft Certification exams.
This is the eBook of the printed book and may not
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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 jobrelated 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 guided-practice 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 autograded 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
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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.
This book offers full, comprehensive coverage of
Microsoft PowerPoint. Beyond point-and-click The
goal of the Exploring series is to move students
beyond the point-and-click, to understanding the why
and how behind each skill. And because so much
learning takes place outside of the classroom, this
series provides learning tools that students can
access anywhere, anytime. Students go to college
now with a different set of skills than they did years
ago. With this in mind, the Exploring series seeks to
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move students beyond the basics of the software at
a faster pace, without sacrificing coverage of the
fundamental skills that everyone needs to know.
Also available with MyITLab MyITLab ® is an online
homework, tutorial, and assessment program
designed for Information Technology (IT) courses,
which engages students and improves results.
HTML5 Simulation exercises and Live-in-Application
Grader projects come with the convenience of autograding and instant feedback, helping students learn
more quickly and effectively. Digital badges lets
students showcase their Microsoft Office or
Computer Concepts competencies, keeping them
motivated and focused on their future careers.
MyITLab builds the critical skills needed for college
and career success. 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.
Get up and running with PowerPoint 2016 Does
using PowerPoint make you want to pull your hair
out? PowerPoint 2016 For Dummies takes the pain
out of working with PowerPoint, offering plainEnglish explanations of everything you need to know
to get up and running with the latest version of the
software. With full-color illustrations and step-by-step
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instructions, it shows you how to create and edit
slides, import data from other applications,
collaborate with other users in the Cloud, add charts,
clip art, sound, and video—and so much more.
PowerPoint is the world's de facto presentation
software, used and supported in over 60 countries.
The time has never been better to take advantage of
the latest software to make killer PowerPoint
presentations. From adding special effects to your
presentations to working with master slides and
templates, this hands-on friendly guide is the fast
and easy way to make PowerPoint work for you.
Presented in full color to better illustrate the powerful
presentation features of the software Helps you take
advantage of all of PowerPoint's new features
Available in conjunction with the release of the next
version of Microsoft Office Written by bestselling
author Doug Lowe If you're a new or inexperienced
PowerPoint user who spends more time trying to
figure out how the software works than you do
actually working on your presentations, PowerPoint
2016 For Dummies is just what you need to gain
back hours of your work day and make professional,
impactful presentations.
Your text simplified as the essential facts to prepare
you for your exams. Over 2,000 higly probable test
items.
Introduce your students to the important new
features that the latest version of Microsoft
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PowerPoint has to offer with the focused approach
found in Microsoft Office 365 & PowerPoint 2019
Comprehensive. Part of the acclaimed Shelly
Cashman Series, this edition continues the series'
strong history of innovation with an enhanced
learning approach designed to engage students,
improve retention and prepare learners for success
with Microsoft PowerPoint. A trademark step-bystep, screen-by-screen approach encourages
students to expand their understanding of the
software through experimentation, critical thought
and personalization while also engaging them in realworld scenarios to 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.
Discover how to fully utilize the latest version of Microsoft
Office with the focused approach found in Shelly Cashman
Series MICROSOFT OFFICE 365 & OFFICE 2016:
INTERMEDIATE. This new edition is part of the acclaimed
Shelly Cashman Series that has effectively introduced
computer skills to millions of students like you. Shelly
Cashman Series MICROSOFT OFFICE 365 & OFFICE 2016:
INTERMEDIATE continues the Series' strong history of
innovation with an enhanced learning approach designed to
address your needs, no matter what your learning style. A
trademark step-by-step, screen-by-screen approach helps
expand your understanding of Microsoft Office 2016 through
experimentation, critical thought, and personalization. This
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new edition delivers some of today's most effective
educational materials specifically designed to capture your
attention, improve retention, and prepare you for success in
working with Microsoft Office 2016.
A new handbook not only covers the basics and new features
of PowerPoint 2007, but also teaches users how to combine
multimedia, animation, and interactivity into a presentation;
how to take full advantage of advanced functions; and how to
create reusable
Presents an introduction to the new features of PowerPoint
2007 along with step-by-step instructions for eight
makeovers, including a corporate presentation, a school
project, a kiosk presentation, and a no bullets presentation.
Discover the most important new features that the latest
version of Microsoft Office has to offer with the concise
approach found in MICROSOFT OFFICE 365 & OFFICE
2016: BRIEF. This new edition is part of the acclaimed Shelly
Cashman Series that has effectively introduced computer
skills to millions. MICROSOFT OFFICE 365 & OFFICE 2016:
BRIEF continues the Series’ strong history of innovation with
an enhanced learning approach to address the varied
learning styles of today’s readers. A trademark step-by-step,
screen-by-screen approach encourages readers to expand
their understanding of Microsoft Office 2016 through
experimentation, critical thought, and personalization. This
new edition promises to engage, improve retention, and
prepare readers for success with MS Office 2016. Important
Notice: Media content referenced within the product
description or the product text may not be available in the
ebook version.
Discover the latest advancements that Microsoft Outlook
2016 has to offer with MICROSOFT OFFICE 365 &
OUTLOOK 2016: INTERMEDIATE -- the new edition in
today’s generation of acclaimed Shelly Cashman Series
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books. For more than three decades, the Shelly Cashman
Series has effectively introduced advanced computer skills to
millions. MICROSOFT OFFICE 365 & OUTLOOK 2016:
INTERMEDIATE continues the Series’ strong history of
innovation with a proven learning approach enhanced to
address the varied learning styles of today’s learners. A
trademark step-by-step, screen-by-screen approach
encourages readers to take their understanding of Microsoft
Outlook 2016 to the next level through experimentation,
critical thought, and personalization. This new edition delivers
effective educational materials specifically designed to
capture attention, improve retention, and prepare readers for
future success with Microsoft Outlook 2016. Important Notice:
Media content referenced within the product description or
the product text may not be available in the ebook version.
Discover all of the important new features that the latest
version of Microsoft PowerPoint 2016 has to offer with the
focused, complete approach found in MICROSOFT OFFICE
365 & POWERPOINT 2016: COMPREHENSIVE. This new
edition is part of the acclaimed Shelly Cashman Series that
has effectively introduced computer skills to millions.
MICROSOFT OFFICE 365 & POWERPOINT 2016:
COMPREHENSIVE continues the Series' strong history of
innovation with an enhanced learning approach that
addresses your needs, no matter what your learning style. A
trademark, step-by-step, screen-by-screen approach
encourages you to expand your understanding of both basic
and more advanced Microsoft PowerPoint 2016 skills through
experimentation, critical thought, and personalization. This
edition delivers the most effective and complete educational
materials specifically designed to engage, improve retention,
and prepare you for success in using Microsoft PowerPoint
2016.
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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 POWERPOINT 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-byscreen approach now encourages students to
expand their understanding of MICROSOFT
POWERPOINT 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.
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
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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.
Microsoft PowerPoint is a slide show presentation
program developed by Microsoft. It was officially
launched on May 22, 1990, as a part of the Microsoft
Office suite. PowerPoint presentations consist of a
number of individual pages or "slides." The "slide"
analogy is a reference to the slide projector. A better
analogy would be the "foils" (or
transparencies/plastic sheets) that are shown with
an overhead projector, although they are in decline
now. Slides may contain text, graphics, sound,
movies, and other objects, which may be arranged
freely. The presentation can be printed, displayed
live on a computer, or navigated through at the
command of the presenter. For larger audiences the
computer display is often projected using a video
projector. Slides can also form the basis of
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webcasts.
Discover the most important new features that the
latest version of Microsoft PowerPoint 2016 has to
offer with the focused approach found in
MICROSOFT OFFICE 365 & POWERPOINT 2016:
INTRODUCTORY. This new edition is part of the
acclaimed Shelly Cashman Series that has
effectively introduced computer skills to millions of
students like you. MICROSOFT OFFICE 365 &
POWERPOINT 2016: INTRODUCTORY continues
the Series' strong history of innovation with an
enhanced learning approach to address your needs,
no matter what your learning style. A trademark stepby-step, screen-by-screen approach encourages you
to expand your understanding of Microsoft
PowerPoint 2016 through experimentation, critical
thought, and personalization. This new edition
delivers the most effective educational materials
specifically designed to engage, improve retention,
and prepare you for success with Microsoft
PowerPoint 2016.
Discover the latest advancements in Microsoft Office
and Access 2016 with MICROSOFT OFFICE 365 &
ACCESS 2016: INTRODUCTORY -- the new edition
in today’s generation of acclaimed Shelly Cashman
Series books. For more than three decades, the
Shelly Cashman Series has effectively introduced
computer skills to millions. MICROSOFT OFFICE
365 & ACCESS 2016: INTRODUCTORY continues
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the Series’ strong history of innovation with a proven
learning approach enhanced to address the varied
learning styles of today’s learners. A trademark stepby-step, screen-by-screen approach encourages
readers to expand their understanding of Microsoft
Access 2016 through experimentation, critical
thought, and personalization. This new edition
delivers effective educational materials specifically
designed to introduce key features, improve
retention, and prepare readers for success with the
latest MS Office and Access 2016. Important Notice:
Media content referenced within the product
description or the product text may not be available
in the ebook version.
Readers discover the important new features that
the latest versions of Microsoft PowerPoint© 2016
have to offer with the focused approach found in
MICROSOFT OFFICE 365 & POWERPOINT 2016:
INTERMEDIATE. This new edition is part of the
acclaimed Shelly Cashman Series that has
effectively introduced computer skills to millions.
MICROSOFT OFFICE 365 & POWERPOINT 2016:
INTERMEDIATE continues the Series’ strong
history of innovation with an enhanced learning
approach that addresses readers’ needs, no matter
what their learning styles. A trademark step-by-step,
screen-by-screen approach encourages readers to
expand their understanding of basic and more
advanced Microsoft PowerPoint 2016 skills through
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experimentation, critical thought, and
personalization. This edition delivers the most
effective educational materials specifically designed
to engage, improve retention, and prepare readers
for success with Microsoft PowerPoint 2016.
Important Notice: Media content referenced within
the product description or the product text may not
be available in the ebook version.
The Advantage Series presents the Feature-MethodPractice approach to computer software applications to
today's technology and business students. This series
implements an efficient and effective learning model,
which enhances critical thinking skills and provides
students and faculty with complete application coverage.
Discover how to best utilize the latest version of
Microsoft Office with Shelly Cashman Series
MICROSOFT OFFICE 365 & OFFICE 2016:
INTERMEDIATE. 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:
INTERMEDIATE 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 Microsoft
Office 2016 through experimentation, critical thought,
and personalization. This new edition promises to
capture and hold readers’ attention, improve retention,
and prepare readers for success in working with
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Microsoft Office 2016. Important Notice: Media content
referenced within the product description or the product
text may not be available in the ebook version.
Timothy and Linda O'Leary Microsoft Office 2013: A
Case Approach Making Office Relevant Timothy and
Linda O'Leary and the Computer Information Technology
Team at McGraw-Hill Higher Education offer your
students a fully integrated learning program with timetested quality and reliability. Office 2013: A Case
Approach offers a running case study throughout the text
to help students understand the material in a consistent,
relevant environment. Through the theme ËMaking
Office Relevant,Ë this text helps students understand
why they need this course and skills. Updated for Office
2013, student success is assured through clear step-bystep instruction, plentiful screen captures, and
conceptual explanations. Each lab, designed to be
covered in 1 hour of class time, combines conceptual
coverage with detailed software-specific instructions. The
labs opens with a running case study that highlights realworld applications of each software program and leads
students from problem to solution. The O'Leary Series
helps students learn specific applications skills along
with skills that cross all Office applications, which is
especially important in mastering this version of Office.
The O'Leary Series correlates with SIMnet Online,
McGraw-HillËs online training and assessment program
for Microsoft Office skills and basic computer concepts.
Projects, however, are 1:1 within the SIMgrader
component and allow students to practice their skills live
in the Office application to receive immediate feedback
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via autograding. This integration with SIMnet helps meet
the diverse needs of students and accommodate
individual learning styles. Additional textbook resources
can be found on the textËs Online Learning Center:
www.mhhe.com/olearyoffice2013. For more information
on OËLeary; Microsoft Office 2013: A Case Approach
and SIMnet Online for Office 2013, please visit
www.simnetkeepitsimple.com or contact your McGrawHill representative.
Now in full color! Easy lessons for essential tasks Big fullcolor 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
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
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Microsoft Office 2016 skills through experimentation,
critical thought, and personalization. This new edition
promises to capture and hold readers’ attention,
improve 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.
Now students can master the nuances of Microsoft
Office quickly with ILLUSTRATED MICROSOFT OFFICE
365 & POWERPOINT 2019 COMPREHENSIVE, part of
today's popular Illustrated Series. This focused, userfriendly 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 realworld 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.

ILLUSTRATED MICROSOFT OFFICE 365 &
POWERPOINT 2016: COMPREHENSIVE engages
both computer rookies and hot shots as this edition
guides readers in mastering advanced Microsoft
PowerPoint 2016 skills quickly and efficiently.
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Praised for its concise, focused approach and userfriendly format, this book, like all others in the
Illustrated Series, incorporates a hallmark two-page
layout that allows readers to see an entire task in
one view. Each presentation is easy to follow with
Learning Outcomes that outline the complete skills
covered in each lesson and larger full-color screens
that reflect exactly what readers should see on their
own computers. Each module begins with a brief
overview of the lesson’s principles 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.
Discover the most important new features that the
latest version of Microsoft PowerPoint 2016 has to
offer with the focused approach found in
MICROSOFT OFFICE 365 & POWERPOINT 2016:
INTRODUCTORY. This new edition is part of the
acclaimed Shelly Cashman Series that has
effectively introduced computer skills to millions.
MICROSOFT OFFICE 365 & POWERPOINT 2016:
INTRODUCTORY continues the Series’ strong
history of innovation with an enhanced learning
approach to address the varied learning styles of
today’s readers. A trademark step-by-step, screenby-screen approach encourages readers to expand
their understanding of Microsoft PowerPoint 2016
through experimentation, critical thought, and
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personalization. This new edition promises to
engage, improve retention, and prepare readers for
success with Microsoft PowerPoint 2016. Important
Notice: Media content referenced within the product
description or the product text may not be available
in the ebook version.
Now readers can develop the Microsoft PowerPoint
2016 skills needed to be successful in college or the
business world beyond with the emphasis on criticalthinking, problem-solving, and in-depth coverage
found in NEW PERSPECTIVES MICROSOFT
OFFICE 365 & POWERPOINT 2016:
INTERMEDIATE. Updated with all-new case
scenarios, this edition clearly applies the skills
readers are learning to real-world situations, making
the concepts even more relevant. All content and
activities throughout NEW PERSPECTIVES
MICROSOFT OFFICE 365 & POWERPOINT 2016:
INTERMEDIATE help readers understand the
importance of what they’re learning. This edition
focuses on strengthening 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.
Shelly Cashman Series Microsoft Office 365 &
Powerpoint 2019 Comprehensive
Introduce your students to the important new
Page 18/21

Download Free I Series Microsoft Office
Powerpoint 2003 Introductory
features that the latest version of Microsoft Office
has to offer with the focused approach found in
Cable/Freund/Monk/Sebok/Starks/Vermaat's
MICROSOFT Office 365 & OFFICE 2019
INTRODUCTORY. Part of the acclaimed Shelly
Cashman Series, this edition continues the series'
strong history of innovation with an enhanced
learning approach designed to engage students,
improve retention and prepare learners for success
with Microsoft Office. A trademark step-by-step,
screen-by-screen approach encourages students to
expand their understanding of the software through
experimentation, critical thought and personalization
while also engaging them in real-world scenarios to
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.
For introductory courses in Microsoft (R) PowerPoint
(TM) . Seamless digital instruction, practice, and
assessment For over 17 years, instructors have
relied upon the GO! series to teach Microsoft Office
successfully. The series uses a project-¿based
approach that clusters learning objectives around
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projects, rather than software features, so students
can practice solving real business problems. Gaskin
uses easy-to-follow Microsoft Procedural Syntax so
students always know where to go on the ribbon;
she combines this with a Teachable Moment
approach that offers learners tips and instructions at
the precise moment they're needed. Updated to
Office 365, GO! with Microsoft(R) Office 365(R),
PowerPoint 2019 Comprehensive adds tips for Mac
users, revised instructional projects, and improved
coverage of the what, why, and how of skills
application. Also available with MyLab IT By
combining trusted author content with digital tools
and a flexible platform, MyLab personalizes the
learning experience and improves results for each
student. MyLab IT 2019 delivers trusted content and
resources through an expansive course materials
library, including new easy-to-use Prebuilt Learning
Modules that promote student success. Through an
authentic learning experience, students become
sharp critical thinkers and proficient in Microsoft
Office, developing essential skills employers seek.
Note: You are purchasing a standalone product;
MyLab IT does not come packaged with this content.
Students, if interested in purchasing this title with
MyLab IT, ask your instructor to confirm the correct
package ISBN and Course ID. Instructors, contact
your Pearson representative for more information. If
you would like to purchase both the physical text and
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MyLab IT, search for: 0135825008 / 9780135825006
GO! with Microsoft PowerPoint 2019
Comprehensive, 1/e + MyLab IT w/ Pearson eText,
1e Package consists of: 0135441056 /
9780135441053 GO! with Microsoft Office 365,
PowerPoint 2019 Comprehensive, 1/e 0135651263 /
9780135651261 MyLab IT with Pearson eText -Access Card -- for GO! with Microsoft Office 365,
2019 Edition Introductory, 1/e
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