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Now readers can develop the Microsoft Excel 2016 skills needed to be successful in college or the business world
beyond with the emphasis on critical-thinking, problem-solving, and in-depth coverage found in NEW PERSPECTIVES
MICROSOFT OFFICE 365 & EXCEL 2016: INTERMEDIATE. Updated with all-new case scenarios, this complete book
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 & EXCEL 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.
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! For the past three decades, the Shelly Cashman Series has effectively introduced computer skills to millions of
students. With Microsoft Outlook 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 Outlook 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 EXCEL 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.
With proven pedagogy that emphasizes critical-thinking, problem-solving, and in-depth coverage, New Perspectives
helps students develop the Microsoft Office 2013 skills they need to be successful in college and beyond. Updated with
all new case-based tutorials, New Perspectives Microsoft Word 2013 continues to engage students in applying skills to
real-world situations, making concepts relevant. A new Troubleshoot case problem enhances critical thinking, and a new
tutorial on Managing Your Files helps students navigate Windows 8. As always, New Perspectives improves learning
outcomes and transference of skills by helping students understand why what they're learning is important. Important
Notice: Media content referenced within the product description or the product text may not be available in the ebook
version.
Introduce your students to the latest that Microsoft Office has to offer with the new generation of Shelly Cashman Series
books! For the past three decades, the Shelly Cashman Series has effectively introduced computer skills to millions of
students. With MICROSOFT ACCESS 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 ACCESS 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.
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 time-tested 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-by-step 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 real-world 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 via autograding. This
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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 McGraw-Hill representative.
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. This book covers introductory Word. Move students beyond the point-andclick. 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, any time. 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 move students beyond the basics of the software at a faster
pace, without sacrificing coverage of the fundamental skills that everyone needs to know. NOTE: Before purchasing,
check with your instructor to ensure you select the correct ISBN. Several versions of Pearson's MyLab & Mastering
products exist for each title, and registrations are not transferable. To register for and use Pearson's MyLab & Mastering
products, you may also need a Course ID, which your instructor will provide. Used books, rentals, and purchases made
outside of Pearson If purchasing or renting from companies other than Pearson, the access codes for Pearson's MyLab
& Mastering products may not be included, may be incorrect, or may be previously redeemed. Check with the seller
before completing your purchase.
Now students can master the nuances of Microsoft Office quickly with ILLUSTRATED MICROSOFT OFFICE 365 &
OFFICE 2019 INTRODUCTORY, part of today's popular Illustrated Series. This focused, user-friendly approach uses a
proven two-page layout that allows students to work through an entire task without turning the page. Clear Learning
Outcomes outline the skills for each lesson, while large full-color screen images reflect exactly what students see on their
own computers. Each module begins with a brief overview of the principles covered in the lesson and introduces a 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.
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.
Introduce your students to the latest that Microsoft Office has to offer with the new generation of Shelly Cashman
Series® books! For the past three decades, the Shelly Cashman Series® has effectively introduced computer skills to
millions of students. With Microsoft Office 2013, we're continuing our history of innovation by enhancing our proven
pedagogy to reflect the learning styles of today's students. In 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.
0134025512 / 9780134025513 Technology In Action, Complete & GO! with Windows 8 Getting Started & Exploring:
Microsoft PowerPoint 2013, Introductory& Exploring: Microsoft Excel 2013, Introductory & Exploring: Microsoft Access
2013, Introductory & Exploring: Microsoft Word 2013, Introductory & MyITLab with Pearson eText -- Access Card -- for
Exploring with Technology In Action Package Package consists of: 0133027651 / 9780133027655 GO! with Windows 8
Getting Started 0133406431 / 9780133406436 Exploring: Microsoft PowerPoint 2013, Introductory 0133412172 /
9780133412178 Exploring: Microsoft Excel 2013, Introductory 0133412199 / 9780133412192 Exploring: Microsoft
Access 2013, Introductory 0133412210 / 9780133412215 Exploring: Microsoft Word 2013, Introductory 0133802965 /
9780133802962 Technology In Action, Complete 0133880982 / 9780133880984 MyITLab with Pearson eText -- Access
Card -- for Exploring with Technology In Action
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 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-by-screen 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.
Designed with the busy professional in mind, this 4-page laminated quick reference guide provides step-by-step instructions in Word 2013.
When you need an answer fast, you will find it right at your fingertips with this Microsoft Word 2013 Quick Reference Guide. Durable and
easy-to-use, quick reference cards are perfect for individuals, businesses and as supplemental training materials. Includes touch gestures
and keyboard shortcuts.
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
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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.
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 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.
Microsoft Office 2013: IntroductoryCengage Learning

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 Excel 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 Excel 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.
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.
Part of the New Perspectives series, this text offers a case-based, problem-solving approach and innovative technology for
meaningful learning of Microsoft Excel 2002.
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 easyto-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.
Discover how to utilize the most advanced features within the latest version of Microsoft Office with Shelly Cashman Series
MICROSOFT OFFICE 365 & OFFICE 2016: ADVANCED. This new edition is part of the acclaimed Shelly Cashman Series that
has effectively introduced computer skills to millions. Shelly Cashman Series MICROSOFT OFFICE 365 & OFFICE 2016:
ADVANCED continues the Series’ strong history of innovation with an enhanced learning approach designed to address the
varied learning styles of today’s readers. A trademark step-by-step, screen-by-screen approach helps readers expand their
understanding of higher-level Microsoft Office 2016 skills through experimentation, critical thought, and personalization. This new
edition promises to capture and hold readers’ attention, improve 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.
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.
Develop the Microsoft Office 365 and Office 2019 skills students need to be successful in college and beyond with the emphasis
on critical-thinking, problem-solving, and in-depth coverage found in NEW PERSPECTIVES MICROSOFT OFFICE 365 & OFFICE
2019: INTRODUCTORY. Updated with all-new case scenarios, this edition clearly applies the skills students are learning to realworld situations to make concepts even more relevant across the applications and reinforces critical skills to make them successful
in their educational and professional careers. NEW PERSPECTIVES MICROSOFT OFFICE 365 & OFFICE 2019:
INTRODUCTORY demonstrates the importance of what students are learning while strengthening your skills and helping students
transfer those skills to other applications and disciplines for further success. 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.
Office 2013 For Dummies is the key to your brand newOffice! Packed with straightforward, friendly instruction, this updateto one of
the bestselling Office books of all time gets youthoroughly up to speed and helps you learn how to take fulladvantage of the new
features in Office 2013. After coverage of thefundamentals, you'll discover how to spice up your Word documents,edit Excel
spreadsheets and create formulas, add pizazz to yourPowerPoint presentation, and much more. Helps you harness the power of
all five Office 2013applications: Word, Excel, PowerPoint, Outlook, and Access Discusses typing and formatting text in Word and
easy ways todress up your documents with color, graphics, and more Demonstrates navigating and editing an Excel
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spreadsheet,creating formulas, and charting and analyzing Excel data Walks you through creating a PowerPoint presentation and
addingsome punch with color, sound, pictures, and videos Explores Outlook, including configuring e-mail, storingcontacts,
organizing tasks, scheduling your time, and settingappointments Delves into designing Access databases, including
editing,modifying, searching, sorting, and querying; also covers viewingand printing reports, and more The fun and friendly
approach of Office 2013 For Dummiesmakes doing Office work easy and efficient!
Now updated and revised to cover the latest features of Microsoft Office 2019 The world’s leading suite of business productivity
software, Microsoft Office helps users complete common business tasks, including word processing, email, presentations, data
management and analysis, and much more. Whether you need accessible instruction on Word, Excel, PowerPoint, Outlook, or
Access—or all of the above—this handy reference makes it easier. In Office X For Dummies, you’ll get help with typing and
formatting text in Word, creating and navigating an Excel spreadsheet, creating a powerful PowerPoint presentation, adding color,
pictures, and sound to a presentation, configuring email with Outlook, designing an Access database, and more. Information is
presented in the straightforward but fun language that has defined the Dummies series for more than twenty years. Get insight into
common tasks and advanced tools Find full coverage of each application in the suite Benefit from updated information based on
the newest software release Make your work life easier and more efficiently If you need to make sense of Office X and don’t have
time to waste, this is the trusted reference you’ll want to keep close at hand!
Introduce your students to the latest that Microsoft Office has to offer with the new generation of Shelly Cashman Series books!
For the past three decades, the Shelly Cashman Series has effectively introduced computer skills to millions of students. With
Microsoft Office 2013, we're continuing our history of innovation by enhancing our proven pedagogy to reflect the learning styles of
today's students. In 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.
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 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.
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.
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