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Keep up with the latest Office technologies, and learn the fundamentals of Microsoft Office 2016! Office 2016 For Seniors For Dummies is the ideal resource for learning the fundamentals of the Microsoft
Office suite. You'll explore the functionality of Word, Excel, PowerPoint, and Outlook, establishing basic knowledge that you can build upon as you continue to experiment with Office's applications. Larger font
and image sizes mean you can easily read the content—and text that gets back to basics walks you through everything you need to know to use these programs in a variety of environments. Whether you want
to improve your Microsoft Office skills to stay competitive at work or to finally write that novel you've had simmering in your head for the last ten years, this is the resource you need to get started! Access clearcut, easy-to-read steps that show you how to get the most out of Microsoft Word, Excel, PowerPoint, and Outlook Learn the fundamentals of Microsoft Office 2016 -starting with the basics Establish good work
habits within the Microsoft Office suite to set yourself up for success Find the information you're looking for with short chapter openers that point you in the right direction Office 2016 For Seniors For Dummies
is essential to keeping your mind sharp and your computer skills on the cutting edge!!
Now readers can develop the Microsoft Office 2016 skills they 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 2016: INTRODUCTORY. Updated with all-new case scenarios, this edition engages readers by clearly applying skills to real-world situations to make
concepts more relevant. New Productivity Apps provide a visual introduction to Microsoft OneNote, Sway, Office Mix and Edge with fun, hands-on activities. All content and activities throughout NEW
PERSPECTIVES MICROSOFT OFFICE 365 & OFFICE 2016: INTRODUCTORY help readers understand the importance of what they’re learning. This edition focuses on improving 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.
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
Word 2016 a nd earn the credential that proves it! Demonstrate your expertise with Microsoft Word! Designed to help you practice and prepare for Microsoft Office Specialist (MOS): Word 2016 Core
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 documents • Format text, paragraphs, and sections •Create tables and lists •Create and
manage references • Insert and format graphic elements About MOS A Microsoft Office Specialist (MOS) certification validates your proficiency with Microsoft Office programs, demonstrating that you can
meet globally recognized performance standards. Hands-on experience with the technology is required to successfully pass Microsoft Certification exams.
Office 2016 For Dummies (9781119293477) was previously published as Office 2016 For Dummies (9781119077374). While this version features a new Dummies cover and design, the content is the same
as the prior release and should not be considered a new or updated product. The bestselling Microsoft Office book of all time Packed with straightforward, friendly instruction, this updated edition of the
bestselling Microsoft Office book gets you thoroughly up to speed on the latest version of the industry standard for office productivity suites. In no time, Office 2016 For Dummies will help you become a whiz
at Word, take your Excel skills to new heights, add pizzazz to your PowerPoint presentations, and make every part of your work day more organized and productive. Following alongside approachable, plainEnglish explanations, you'll quickly discover how to type, format text, and design documents in Word; navigate and edit spreadsheets, create formulas, and analyze data in Excel; configure email, store
contacts, organize tasks, and schedule your time with Outlook; create and edit well-designed and crowd-pleasing PowerPoint presentations; and design, edit, and modify an Access database. Even if the
mere thought of working with Microsoft Office makes you nervous, this fun and friendly guide makes it easy. Helps you make sense of word processing, email, presentations, data management and analysis,
and much more Covers the five main Office applications: Word, Excel, PowerPoint, Outlook, and Access Walks you through the new features of Microsoft Office 2016 Written by a veteran author who has
written more than 20 For Dummies books, which account for more than three million books in print If you're an uninitiated user looking to make the most of this powerful suite of applications, this hands-on,
friendly guide is the key to your brand new Office!
"It may seem like an eternity since your IT department upgraded you to the latest version of Microsoft Office. Prepare yourself, because Office 2016 is packed with updated features and new ways to increase
your productivity in the office! With Office 2016 at Work For Dummies, we make it easy by breaking the content down into over 300 of the most common tasks and operations, providing you with
straightforward, simple-to-navigate, approachable information. With four-color illustrations for visual support as your work through the tasks, and then nearly three hours of supporting video, you can choose
your path for learning the ins and outs of Office 2016."-Develop the Microsoft Office 2016 skills you 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 2016: BRIEF. Updated with all-new case scenarios, this edition clearly applies the skills you are learning to real-world situations to make concepts even more relevant.
New Productivity Apps visually introduce Microsoft OneNote, Sway, Office Mix and Edge with fun, hands-on activities for active learning. Companion Sways provide videos and step-by-step instructions to
help you learn to use each app. NEW PERSPECTIVES MICROSOFT OFFICE 365 & OFFICE 2016: BRIEF demonstrates the importance of what you're learning while strengthening your skills and helping
you transfer skills to other applications and disciplines for further success.
The quick way to get started with Microsoft Office 2016! This is learning made easy. Get more done quickly with Microsoft Word, Excel, PowerPoint, and Outlook. Jump in wherever you need answers--brisk
lessons and colorful screenshots show you exactly what to do, step by step. Covers Word, Excel, PowerPoint and Outlook Format documents for visual impact Quickly prepare personalized email messages
and labels Build powerful workbooks for analysis and reporting Analyze alternative data sets with Quick Analysis Lens, Goal Seek, and Solver Prepare highly effective presentations Strengthen your
presentations by adding tables and graphics Organize your email, scheduling, and contacts Look up just the tasks and lessons you need
Office 2010 In Depth is the beyond-the-basics, beneath-the-surface guide for everyone who wants to streamline their work with Office 2010, and get more done in less time. Best selling technology expert Joe
Habraken provides specific, tested, proven solutions to the problems Office users run into every day: challenges other books ignore or oversimplify. Habraken thoroughly covers all facets of working with
Office 2010's core features and techniques, and powerful new enhancements such as: " The updated customizable Ribbon and new Backstage full-screen options menu " Vastly improved image and
illustration tools " Live Preview for tasks like Paste, Insert, or Theme change " Improved integration with SharePoint services, Windows Live, and Office Web Apps " And much more Simply put, no other book
offers Office 2010 users this much simplicity, usable content, flexibility, and value. As with all In Depth books, Office 2010 In Depth presents comprehensive coverage, breakthrough techniques, exclusive
shortcuts, quick access to information, troubleshooting help for tough problems, and real-world examples with nothing glossed over or left out. This book is both a reference and a desk-side resource,
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providing in depth coverage of important Office 2010 applications features and tools. By Joe Habraken, an Office expert and best selling author Covers the hottest new features in Word, Excel, PowerPoint,
Outlook, Access, and Publisher For everyone who wants to get the most out of Office 2010, from hobbyists to power users to corporate developers
Beyond the Basics… Beneath the Surface…In Depth Do more in less time! Whatever your Microsoft Office experience, don’t let Office 2016 make you feel like a beginner! This book is packed with intensely
useful knowledge, tips, and shortcuts you just won’t find anywhere else. It’s the fastest, best way to master Office 2016’s full power, and the great new features built into Word, Excel, PowerPoint, Outlook,
Publisher, and OneNote. This friendly, expert guide will make you way more productive… whether you’re creating documents, analyzing data, delivering presentations, designing newsletters, taking quick
notes, or managing your life! Take full advantage of Office 2016’s cloud integration Use Insights for Office to quickly access information Easily create complex Word documents, from books to mail merges
Coauthor Word documents with collaborators in real time Build flexible, reliable Excel workbooks with formulas and functions Transform data into insight with Excel charts and PivotTables Discover best
practices for creating great PowerPoint slides, handouts, and notes Take advantage of the new Tell Me Box, which provides access to contextual and traditional Office help features including the new Insights
pane Use Outlook 2016’s Clutter feature to clear away low-priority email Create visually compelling documents of all kinds with Publisher 2016 Gather, organize, share, and use knowledge with OneNote
2016 Get more done faster by integrating OneNote with other Office 2016 components Discover Microsoft’s new mobile Word, Excel, and PowerPoint apps for Windows 10 All In Depth books offer
Comprehensive coverage, with detailed solutions Practical, real-world examples with nothing glossed over or left out Troubleshooting help for tough problems you can’t fix on your own This book is part of
Que’s Content Update Program. As Microsoft updates features of Office, sections of this book will be updated or new sections will be added to match the updates to the software. See inside for details.
If you’re currently a OneNote user or thinking about upgrading to the latest version, My OneNote 2016 is your must-have companion. This friendly, quick, full-color, 100% practical tutorial walks you through
the various tasks for building your own digital notebooks and filling them with notes, ideas, resources, artwork, lists, and more. If you’re ready to organize your note-taking projects, then My OneNote 2016 is
ready to help.
The fast and easy way to get things done with Office Perplexed by PowerPoint? Looking to excel at Excel? From Access to Word—and every application in between—this all-encompassing guide provides plainEnglish guidance on mastering the entire Microsoft Office suite. Through easy-to-follow instruction, you'll quickly get up and running with Excel, Word, PowerPoint, Outlook, Access, Publisher, Charts and
Graphics, OneNote, and more—and make your work and home life easier, more productive, and more streamlined. Microsoft Office is the leading productivity tool in the world. From word processing to
business communication to data crunching, it requires a lot of knowledge to operate it—let alone master it. Luckily, Office 2016 All-in-One For Dummies is here to deliver the breadth of information you need to
complete basic tasks and drill down into Office's advanced features. Create customized documents and add graphic elements, proofing, and citations in Word Build a worksheet, create formulas, and perform
basic data analysis in Excel Create a notebook and organize your thoughts in Notes Manage messages, tasks, contacts, and calendars in Outlook Clocking in at over 800 pages, Office 2016 All-in-One For
Dummies will be the singular Microsoft Office resource you'll turn to again and again.
Office 2016 For Dummies (9781119077374) is now being published as Office 2016 For Dummies (9781119293477). While this version features an older Dummies cover and design, the content is the same
as the new release and should not be considered a different product. The bestselling Microsoft Office book of all time Packed with straightforward, friendly instruction, this updated edition of the bestselling
Microsoft Office book gets you thoroughly up to speed on the latest version of the industry standard for office productivity suites. In no time, Office 2016 For Dummies will help you become a whiz at Word,
take your Excel skills to new heights, add pizzazz to your PowerPoint presentations, and make every part of your work day more organized and productive. Following alongside approachable, plain-English
explanations, you'll quickly discover how to type, format text, and design documents in Word; navigate and edit spreadsheets, create formulas, and analyze data in Excel; configure email, store contacts,
organize tasks, and schedule your time with Outlook; create and edit well-designed and crowd-pleasing PowerPoint presentations; and design, edit, and modify an Access database. Even if the mere thought
of working with Microsoft Office makes you nervous, this fun and friendly guide makes it easy. · Helps you make sense of word processing, email, presentations, data management and analysis, and much
more · Covers the five main Office applications: Word, Excel, PowerPoint, Outlook, and Access · Walks you through the new features of Microsoft Office 2016 · Written by a veteran author who has written
more than 20 For Dummies books, which account for more than three million books in print If you're an uninitiated user looking to make the most of this powerful suite of applications, this hands-on, friendly
guide is the key to your brand new Office!
Master the Microsoft Office 2016 skills necessary for success in any medical office or health-related career with the new, reader-friendly ILLUSTRATED MICROSOFT OFFICE 2016 FOR MEDICAL
PROFESSIONALS. This dynamic, visually focused book introduces the most important skills within Microsoft Office 2013 using step-by-step instructions and vibrant clear visuals. Readers examine actual
medical examples and complete timely projects. Intriguing case studies related to today’s medical industry prepare readers to meet contemporary medical office challenges. Beginner or experienced users
will find ILLUSTRATED MICROSOFT OFFICE 365 & 2016 FOR MEDICAL PROFESSIONALS filled with relevant information that’s essential now and ideal for long-term reference in any office
administration, medical assisting, or health care career. Important Notice: Media content referenced within the product description or the product text may not be available in the ebook version.
The deepest reference on Microsoft’s productivity service Office 365 offers the same productivity power as past versions of Microsoft Office along with tools designed to boost collaboration in the workplace
and instant access to the latest Office updates without buying a whole new software package. It’s an ideal solution for both the office and home use. The author of the bestselling Office All-in-One For
Dummies shares his advice on how to navigate the nuts and bolts of getting things done with Office 365. Look inside for step-by-step instructions on Excel, Outlook, Word, PowerPoint, Access, and OneNote
along with a dive into the cloud services that come with Office 365. Access Office 365 Make sense of common Office tasks Use Excel, Word, outlook, PowerPoint and more Take advantage of 365 online
services If you’re a home or business user interested in having a complete reference on the suite, this book has you covered.
Unlock the power of Office 2016 and get comfortable with its new features! Office 2016 For Dummies Book + Videos Bundle offers the instruction you need to create interesting and informative documents.
From the exploration of new features to the review of fundamental functions, this bundle prepares you to use the five main Microsoft Office applications: Word, Excel, PowerPoint, Outlook, and Access. With
two and a half hours of step-by-step video instruction and over 400 pages of content, this bundle is the ideal companion to help you leverage the latest Office applications! Microsoft Office is the world’s
leading suite of productivity software. With 1.1 billion users around the world, which translates into over 90% market share in the Windows-based productivity software segment, Microsoft Office is an essential
tool in the professional world. Taking advantage of the latest application features can help you bring a bit of excitement to your life—or at least to your workday. Explore the best new features of Microsoft
Office 2016 Improve your productivity by easily navigating your way around the Office suite—and deftly performing tasks in each of its applications Impress your boss with documents that look clean and
polished by adding color, pictures, sound, and more Enjoy the different learning environments provided by the text and the videos accessed online Office 2016 For Dummies Book + Videos Bundle is a mustread for anyone who uses the Microsoft Office suite—and who wants to spice things up at the office by breathing new life into their deliverables.
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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. This book covers introductory Microsoft
Word, Excel, Access, and PowerPoint, with an additional Windows 10 chapter. 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 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 auto-grading 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.

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.
Discover how to maximize the advantages that the latest version of Microsoft Office offers with MICROSOFT OFFICE 365 & OFFICE 2016: INTRODUCTORY. This new edition
is part of the acclaimed Shelly Cashman Series that has effectively introduced computer skills to millions. MICROSOFT OFFICE 365 & OFFICE 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 Office 2016 through experimentation, critical thought, and personalization. This new edition
promises to engage, improve retention, and prepare readers for success with Microsoft Office 2016. Important Notice: Media content referenced within the product description or
the product text may not be available in the ebook version.
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, Excel, Access, and PowerPoint, with additional sections on integrating those applications, as well as a Windows 8 workshop. Ideal for business
courses. Real world problem solving for business and beyond The Your Office series prepares students to use both technical and soft skills in the real world. Hands-on technical
content is woven into realistic business scenarios and focuses on using Microsoft Office® as a decision-making tool. The series features a unique running business scenario that
connects all of the cases together and exposes students to using Office to solve problems relating to business areas like finance and accounting, production and operations,
sales and marketing. Each chapter introduces a realistic business case for students to complete via hands-on steps that are easily identified in blue shaded boxes. Each blue box
teaches a skill and comes complete with video and interactive support. Chapters are grouped into Business Units, which collectively illustrate a specific set of business concepts
to achieve AACSB-related outcomes. Each Business Unit ends with a Capstone section, testing students' ability to apply concepts and skills beyond a single chapter. 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.
Barnes & Noble Exclusive Edition Includes four bonus chapters, available nowhere else! Efficiently collaborate, coauthor, and control document edits in Word Solve business
intelligence problems in Excel with Power Pivot and Power Query Add media and movement to your PowerPoint slides Personalize email message forms to save time and
communicate more information Now in full color! This is learning made easy. Get more done quickly with Office 2016. Jump in wherever you need answers - brisk lessons and
colorful screenshots show you exactly what to do, step by step. Covers Word, Excel, PowerPoint and Outlook Includes Office 365 subscription information Discover how to use
cloud storage with OneDrive and your Office 365 subscription 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
Both computer rookies and pros can master Microsoft Office 2016 applications quickly and efficiently with this new book in the popular Illustrated Series -- ILLUSTRATED
MICROSOFT OFFICE 365 & Office 2016: FUNDAMENTALS. Using a concise, focused approach and user-friendly format, the Illustrated Series features a hallmark two-page
layout that allows the reader to see an entire task without turning the page. Skills are accessible and easy to follow with Learning Outcomes that outline the key concepts in each
lesson. Larger full-color images reflect exactly what readers should see on their own computer screens. Each module begins with a brief overview of the principles of the lesson
and introduces an updated case study for further application. Readers can count on ILLUSTRATED MICROSOFT OFFICE 365 & Office 2016: FUNDAMENTALS to perfect the
skills they need now and on the job. 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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Both computer rookies and hot shots can master Microsoft Office 2016 applications quickly and efficiently with this new book in the acclaimed Illustrated Series’ newest book:
ILLUSTRATED MICROSOFT OFFICE 365 & Office 2016: INTRODUCTORY. Using a concise, focused approach and user-friendly format, the Illustrated Series incorporates a
hallmark two-page layout that allows readers to see an entire task without turning the page. Skills are accessible and easy to follow with Learning Outcomes that outline the skills
addressed in each lesson. Larger full-color images reflect exactly what readers should see on their own computer screens. Each module begins with a brief overview of the
principles of the lesson and introduces an updated case study for further application. Readers can count on ILLUSTRATED MICROSOFT OFFICE 365 & Office 2016:
INTRODUCTORY to perfect the skills they need now and on the job. Important Notice: Media content referenced within the product description or the product text may not be
available in the ebook version.
Word 2016 IN DEPTH Beyond the Basics… Beneath the Surface…In Depth Do more in less time! Are you ready to harness the full power of Word 2016 to create professional
documents? Then, you’re ready for Word 2016 In Depth. In this comprehensive guide to Word, you’ll learn the skills and techniques for efficiently building the documents you
need for both your professional and your personal life. Faithe Wempen delivers step-by-step instructions, troubleshooting advice, and insider tips to help you improve your written
image in business, academic, organizational, and personal settings. • Accelerate formatting by creating and applying themes and styles • Incorporate graphical content such as
clip art, photos, SmartArt, and charts • Save your work in a variety of formats, including backward-compatible Word files, PDF and XPS page layouts, graphics, HTML, and more
• Perform mail and data merges to generate catalogs, form letters, labels, and envelopes • Learn about the fields that drive many of Word’s most powerful features, and how to
look behind the scenes to customize field behaviors • Use indexing, tables of contents, and master documents to organize book-length works • Cite sources and document
references in a variety of formats, including APA and MLA • Collaborate with other people, even simultaneously, managing each person’s comments and changes • Create
complex math formulas without leaving Word • Write and edit macros that automate repeated tasks • Work with your Word documents anywhere via OneDrive® and Office
Online • Create user-interactive forms that include a variety of field types All In Depth books offer • Comprehensive coverage with detailed solutions • Troubleshooting help for
tough problems you can’t fix on your own • Outstanding authors recognized worldwide for their expertise and teaching style Learning, reference, problem-solving...the only Word
2016 book you need! This book is part of Que’s Content Update Program. As Microsoft updates features of Word, sections of this book will be updated or new sections will be
added to match the updates to the software. See inside for details.
Book + Content Update Program My Excel 2016 is your must-have companion for getting most out of Excel 2016. This friendly, quick, full-color, 100% practical tutorial walks you
through every task you'll want to do with Excel 2016. Get productive fast with Excel 2016’s updated interface Save time and make your data easier to work with Efficiently enter,
insert, move, and manage data Use templates to reuse work and get a jumpstart on new projects Format worksheets and charts to make them clearer and more useful Use
intuitive sparkline charts that fit in a single cell Build custom formulas using powerful built-in functions Sort, filter, and consolidate data and eliminate duplication Instantly group
data and generate subtotals Quickly summarize huge data sets with PivotTables Find, fix, and avoid errors that break spreadsheets or cause inaccuracies Communicate more
powerfully using visual tools such as SmartArt and WordArt Precisely control what you print and how it looks Securely share and distribute your workbooks Use Excel on the Web
wherever you have Internet access Every task is presented step-by-step, using carefully annotated, colorful screenshots, all numbered so there's no chance of getting lost or
confused. Everything's clearly organized in modular, self-contained chapters designed to help you get started quickly. Throughout, the book is packed with helpful tips, lists, and
quick solutions to the problems you're most likely to encounter. In addition, this book is part of Que’s exciting new Content Update Program. As Microsoft updates features of
Excel 2016, sections of this book will be updated or new sections will be added to match the updates to the software. The updates will be delivered to you via a FREE Web
Edition of this book, which can be accessed with any Internet connection. To learn more, visit www.quepublishing.com/CUP. How to access the web edition: Follow the
instructions in the book to learn how to register your book to access the FREE Web Edition.
Now readers can develop the Microsoft Word 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 & WORD 2016: INTRODUCTORY. 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 & WORD 2016 INTRODUCTORY 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.
Book + Content Update Program If you want to deliver truly attention-grabbing presentations with PowerPoint 2016, My PowerPoint 2016 is your must-have companion. Friendly, quick, and packed with realworld advice, it walks you through every task you'll want to perform, including: Choosing the right design Creating and inserting shapes and pictures Incorporating effective animations, transitions, and
multimedia content Finalizing and printing your presentation Setting up and delivering slide shows Modifying themes and templates to your precise needs And much more Every task is presented step-bystep, using carefully annotated, full-color screenshots, all numbered so there's no chance of getting lost of confused. Everything's clearly organized in modular, self-contained chapters designed to help you
get more powerful results from Microsoft's PowerPoint 2016, and get them faster. Throughout, the book is packed with helpful tips and lists - plus quick solutions to the problems you're most likely to
encounter. In addition, this book is part of Que’s exciting new Content Update Program. As Microsoft updates features of PowerPoint 2016, sections of this book will be updated or new sections will be added
to match the updates to the software. The updates will be delivered to you via a FREE Web Edition of this book, which can be accessed with any Internet connection. To learn more, visit
www.quepublishing.com/CUP. How to access the free web edition: Follow the instructions within the book to learn how to register your book to access the FREE Web Edition.
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Start learning the latest in Office Office Simplified is the quick, easy, full-color guide to the new features and tools of the latest version of Office. With a clear, highly visual, introductory style of instruction, this
book gives you step-by-step directions alongside illustrative screen shots to help you learn Microsoft's bestselling productivity software. You'll take a tour through all Office applications, and learn how the new
tools can make your workday easier. The simplified approach eliminates unnecessary information, focusing instead on the essentials you need to know to get things done. Organized for easy navigation, this
helpful guide is designed to be used both as a start-to-finish tutorial and as a handy desk reference when you run into unfamiliar territory. Whether you're upgrading from a previous version or using the Office
suite of applications for the first time, this book has you covered every step of the way. You'll find the answers you need, new tools you can use, and the step-by-step guidance that helps you get it right on the
first try. Get acquainted with the Office workflow Walk through Word, Excel, PowerPoint, Outlook, and Publisher Follow along with practical examples to tackle dozens of tasks Compose documents, create
spreadsheets, organize your email, and more This book provides the ideal rundown of Microsoft Office's full feature set and capabilities. Even experienced users may learn something they never realized they
were missing. If you need to get things done with minimal interruption to your workflow, Office Simplified will get you up to speed quickly and easily.
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 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 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.
ILLUSTRATED MICROSOFT OFFICE 365 & OFFICE 2016: INTERMEDIATE engages both computer rookies and hot shots as this edition guides readers in mastering both basic and more advanced
Microsoft Office 2016 skills quickly and efficiently. Praised for its concise, focused approach and user-friendly 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 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.
Satish Jain has obtained BSc Degree from Agra University in First Division and is a gold medal winner. He obtained B.E (Electronics) degree from Indian Institute of Science, Bangalore (I.I.Sc) with distinction.
He joined Air Force as Signals Officer and held different technical appointments during 21 years of service career. He was specially selected by the IAF to undergo Master of Engineering course in Aerospace
Science at the I.I.Sc, Bangalore and M.Teach course in Computer Engineering at Indian Institute of Technology, Kanpur.
Now readers can master the computer concepts and Microsoft Office 2016 skills perfect for success in the classroom or workforce with the latest ILLUSTRATED COMPUTER CONCEPTS AND MICROSOFT
OFFICE 365 & OFFICE 2016. This all-in-one book makes it simple to become proficient in both today’s computer concepts and the MS Office skills most needed for professional success. Key application
skills are clearly demonstrated using the user-friendly two-page spread found throughout this and all books in the popular Illustrated Microsoft Office 2016 Series. Today’s most up-to-date technology
developments and concepts are clarified using the distinctive step-by-step approach and material from COMPUTER CONCEPTS ILLUSTRATED BRIEF. This edition highlights updated Office 365 content
with a new module that addresses Productivity Apps. Important Notice: Media content referenced within the product description or the product text may not be available in the ebook version.
My Office 2016 (includes Content Update Program)Que Publishing

Book + Content Update Program My Office 2016 introduces readers to this new version of the suite and shows them how to get the most out of the apps. The book clearly explains what to
expect from the new version of Office, what the program limitations are, and discusses best practices for using the apps. My Office 2016 teaches readers how to use Word, Excel, PowerPoint,
Outlook, Access, and OneDrive in an easy-to-follow, task-based format. Topics covered include how to use the main features that come with each Office application, how to synchronize
documents between devices, and how to collaborate with others. • Master core skills you can use in every Office 2016 program • Quickly create visual documents with advanced formatting
and graphics • Build complex documents with columns, footnotes, headers, and tables • Enter and organize Excel data more accurately and efficiently • Quickly move, copy, delete, and
format large amounts of data with Excel ranges • Use charts to make data more visual, intuitively understandable, and actionable • Add pizzazz to PowerPoint slide shows with animations
and transitions • Use Outlook 2016 to efficiently manage your email, contacts, and calendar • Bring all your ideas and notes together in a OneNote notebook • Start building useful Access
2016 databases • Customize your Office applications to work the way you do • Store and share your Office files in the cloud with Microsoft OneDrive • Collaborate with others, including
people using other versions of Office In addition, this book is part of Que’s exciting new Content Update Program. As Microsoft updates features of Office 2016, sections of this book will be
updated or new sections will be added to match the updates to the software. The updates will be delivered to you via a FREE Web Edition of this book, which can be accessed with any
Internet connection. To learn more, visit www.quepublishing.com/CUP. How to access the free web edition: Follow the instructions within the book to learn how to register your book to access
the FREE Web Edition.
Office 2016 For Dummies (9781119077374) is now being published as Office 2016 For Dummies (9781119293477). While this version features an older Dummies cover and design, the
content is the same as the new release and should not be considered a different product. The bestselling Microsoft Office book of all time Packed with straightforward, friendly instruction, this
updated edition of the bestselling Microsoft Office book gets you thoroughly up to speed on the latest version of the industry standard for office productivity suites. In no time, Office 2016 For
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Dummies will help you become a whiz at Word, take your Excel skills to new heights, add pizzazz to your PowerPoint presentations, and make every part of your work day more organized and
productive. Following alongside approachable, plain-English explanations, you'll quickly discover how to type, format text, and design documents in Word; navigate and edit spreadsheets,
create formulas, and analyze data in Excel; configure email, store contacts, organize tasks, and schedule your time with Outlook; create and edit well-designed and crowd-pleasing PowerPoint
presentations; and design, edit, and modify an Access database. Even if the mere thought of working with Microsoft Office makes you nervous, this fun and friendly guide makes it easy. â [
Helps you make sense of word processing, email, presentations, data management and analysis, and much more â [ Covers the five main Office applications: Word, Excel, PowerPoint,
Outlook, and Access â [ Walks you through the new features of Microsoft Office 2016 â [ Written by a veteran author who has written more than 20 For Dummies books, which account for
more than three million books in print If you're an uninitiated user looking to make the most of this powerful suite of applications, this hands-on, friendly guide is the key to your brand new
Office!
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. GO! with Office 2016 Getting
Started is an Introductory text that offers a chapter on core Office 2016 features, and then one chapter for each of the four primary applications that introduces students to the basic features of
each. Using the scenario-based instructional projects students learn the basics and then apply them through mastery, problem-solving, and critical thinking projects. 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 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, these learning objectives are presented in project-based scenarios
that prompt students to prove mastery in the context of real-world application. NOTE: This is the standalone book(spiral bound), if you want the book/access card order the ISBN below;
0134582152 / 9780134582153 GO! with Microsoft Office 2016 Getting Started & MyITLab with Pearson eText -- Access Card -- for GO! 2016 with Technology In Action Package Package
consists of: 0134444957 / 9780134444956 MyITLab with Pearson eText -- Access Card -- for GO! 2016 with Technology In Action 0134497066 / 9780134497068 GO! with Microsoft Office
2016 Getting Started ALERT: Before you purchase, check with your instructor or review your course syllabus to ensure that you select the correct ISBN. Several versions of Pearson's MyLab
& Mastering products exist for each title, including customized versions for individual schools, and registrations are not transferable. In addition, you may need a CourseID, provided by your
instructor, to register for and use Pearson's MyLab & Mastering products.
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 Microsoft Office 2016. Important Notice: Media content referenced within the product description or the
product text may not be available in the ebook version.
Enhance productivity in any Office application with zero programming experience Mastering VBA for Microsoft Office 2016 helps you extend the capabilities of the entire Office suite using
Visual Basic for Applications (VBA). Even if you have no programming experience , you'll be automating routine computing processes quickly using the simple, yet powerful VBA programming
language. Clear, systematic tutorials walk beginners through the basics, while intermediate and advanced content guides more experienced users toward efficient solutions. This
comprehensive guide starts at the beginning to get you acquainted with VBA so you can start recording macros right away. You'll then build upon that foundation to utilize the full capabilities of
the language as you use loops and functions, message boxes, input boxes, and dialog boxes to design your own Office automation program. Add-ins, embedded macros, content controls, and
more give you advanced tools to enhance productivity, and all instruction is backed by real-world practice projects in Word, Excel, Outlook, and PowerPoint. Productivity is the name of the
game, and automating certain computing tasks is an easy solution with significant impact for any business. This book shows you how, with step-by-step guidance and expert insight. Expand
Office 2016 functionality with macros Learn how to work with VBA and the entire Office suite Create effective code, even with no programing experience Understand ActiveX, XML-based files,
the developer tab, and more VBA is designed to be understandable and accessible to beginners, but powerful enough to create specialized business applications. If you're ready to begin
exploring the possibilities, Mastering VBA for Microsoft Office 2016 gets you started right away.
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.
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