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Laminated quick reference card showing step-by-step instructions and shortcuts for how to use Microsoft Office Word
2013. The following topics are covered: Margins, Orientation, and Paper Size Moving and Copying Text Formatting Text
with the Mini Toolbar & Touch MiniBar Spacing between Paragraphs Creating Bulleted Lists Changing Bullet Style
Creating Numbered Lists Turning off Bullets or Numbering Paragraph Alignment Copying Formatting Searching using the
Navigation Pane Finding and Replacing Text Jumping to Other Pages Resuming Reading Read Mode, Print Layout, and
Draft View Using the Highlighter Using the Dictionary and Thesaurus Creating and Inserting Quick Part Building Blocks
Inserting a Cover Page Creating and Editing Headers and Footers; Suppress/Change Header or Footer on the First Page
Inserting a Page Number Inserting a Text Box: Drawing a Text Box, Moving, Resizing, Formatting, and Deleting a Text
Box Inserting a Page Break Checking Spelling, Grammar, AutoCorrect Previewing and Printing Documents Printing
Envelopes and Labels. Also includes: Lists of Touch Actions, Selection and Movement Shortcuts, Editing and Formatting
Shortcuts.
????:??,??,???
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.
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
“Making Office Relevant,” 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
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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-Hill's 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
integration with SIMnet helps meet the diverse needs of students and accommodate individual learning styles. Additional
textbook resources can be found on the text's Online Learning Center: www.mhhe.com/olearyoffice2013. For more
information on O'Leary; Microsoft Office 2013: A Case Approach and SIMnet Online for Office 2013, please visit
www.simnetkeepitsimple.com or contact your McGraw-Hill representative.
CD containing all Microsoft Office 2013 student data files.
SERIES TAGLINE: THE “HOW and WHY”, PRACTICAL APPROACH TO LEARNING APPLICATIONS.
Your text simplified as the essential facts to prepare you for your exams. Over 2,000 higly probable test items.
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-bystep, 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.
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 PowerPoint. Move students beyond the 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, 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,
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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.
The Video Companion allows students the opportunity to reinforce Microsoft Office 2013 skills with multi-media videos. These videos offer an
audio-visual presentation of the skills in the text and further reinforce what is taught in the book.
"This course is designed to introduce students to the basic functionality and user interface of Microsoft Word 2013. In this course, students
will learn the basics of saving and opening documents and review the interface. Students will practice text navigation, selection, entry, and
various other text formatting and editing commands and features. Additionally, students will work with bulleted and numbered lists, tables,
and their various features and options. Students will also work with graphics and the various tools available in Word 2013 to format and edit
them. Lastly, this course will cover various options for viewing documents, proofing options for documents, and settings to prepare
documents for distribution and publication."--Resource description page.
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 POWERPOINT 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.
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.
Combining computer concepts material from the best-selling Discovering Computers and step-by-step instruction on Office applications from
Microsoft Office 2013, ENHANCED DISCOVERING COMPUTERS & MICROSOFT OFFICE 2013: A COMBINED FUNDAMENTAL
APPROACH delivers the best of Shelly Cashman Series in one book for your Introduction to Computers course. For the past three decades,
the Shelly Cashman Series has effectively introduced computer skills to millions of students. We're continuing our history of innovation by
enhancing our proven pedagogy to engage you in more critical thought, personalization, and experimentation with Office 2013 software. In
addition, computer concepts content has been fully updated and revised to reflect the evolving needs of Introductory Computing students,
and focus solely on what you really need to know to be a successful digital citizen in college and beyond. 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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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.
Enhanced Microsoft Office 2013: IntroductoryCengage Learning

Learning Microsoft Word 2013 features a student-friendly, step-by-step format with clear, full-screen shots to engage readers and
help them work independently. This book is appropriate for Introductory Computing courses on Microsoft Office Applications or
courses on Computer Concepts that include coverage of Word 2013.This book is also suitable for individuals interested in learning
to use Microsoft Word 2013 effectively in their home life and career.
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-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, 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.
???????? ??????????? ?????????????? ????400?? ????????????????? ------------------------------ ?????????? ?????????????????
????????????????????????? ?????????????????? ???????????????????????????????????????????????????????????????????
????????????????????????????????????????????????????????????????????????????????????????K??????????????????????
???????????????????????????????????????????????????????????????????????????????????????????????????????????????
?????????????????????????????
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
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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.
???????????? ????????????????????????? ???????????????????? ?????????????????? ?????????????????????? ???????????
???????????????????????????????????????????????????????????????????????????????????????????????????????????????
??????????????????????? ???????????????????????????????????????????????????????????????????????????????????????
???????????????????????????????????????????????????????????????????????? ??????????????????????????????????????
???????????????????????????????????????????????????????????????????????????????????????????????????????????????
???????……???????????????????????????????????????????????????
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 casebased 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.
This is the eBook of the printed book and may not include any media, website access codes, or print supplements that may come packaged
with the bound book. For use in the Office Applications course. This book is also suitable for students and individuals seeking an introduction
to Microsoft Word 2013. The primary goal of the GO! Series, aside from teaching computer applications, is ease of implementation, with an
approach that is based on clearly defined projects. Teaching and Learning Experience This program will provide a better teaching and
learning experience–for you and your students. Here’s how: Personalize Learning: MyITLab delivers proven results in helping students
succeed, provides engaging experiences that personalize learning, and comes from a trusted partner with educational expertise and a deep
commitment to helping students and instructors achieve their goals. Engage Students with a Project-Based Approach: GO!’s project-based
approach teaches students to solve real problems as they practice and learn the features. Motivate Students with Clear Instruction: Based on
professor and student feedback, this text has been designed to offer clear instruction for full student comprehension. Teach the Course You
Want in Less Time: The GO! series’ one-of-a kind instructional system provides you with everything you need to prepare for class, teach the
material, and assess your students.
This ILT Series course covers the basic skills and concepts students need to use Microsoft Word 2013 productively and efficiently. After an
introduction to Word's window components, students will learn how to create and save documents and how to navigate documents. Then
they will edit, copy and paste, and find and replace text. They will also learn how to enhance the appearance of a document by using various
formatting options. In addition, they will create tables, adjust page layout, work with graphics, use styles and outlines, and proof and print
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documents. The Axzo Edition of this course focuses solely on the skills real users need to be productive immediately in Microsoft Word.
We?ve listened carefully to customer feedback on the content, and redesigned the course to flow better in the classroom. Setup is clean and
simple, examples relevant, and extraneous content gone.
Combining two books in one, Microsoft Word Introduction and Certification Study Guide serves as a training guide for Microsoft Word and a
study guide for the Word Certification Exam. Students, professionals, beginners and more experienced users alike can all benefit from this
manual. Learn how to create well-formatted, high-quality documents by following along with chapters that focus on six exam topics. These
topics closely follow what is needed to ace the exam but also provide comprehensive information for everyday Word users. Careful
descriptions and helpful tips for when and how to use important features are provided. Images and screenshots make the steps easy to follow
and remember. Each topic starts out with the basics and builds to more complicated steps. Those taking the exam will find practical tips on
how to locate a testing center, register for the exam, and get the best score possible, along with study materials including practice exam
software and video tutorials for every outcome in the book. Whatever your reason for studying Word, this manual will develop your skills,
bolster gaps in your knowledge, and give you the confidence to get certified. Why certification is important Microsoft Word Certification is an
easily verifiable way to showcase your willingness to learn new skills and software, and it provides a myriad of other benefits as well. Not only
can certification enhance your Word skills, it can help you get hired, boost academic performance, prepare for the demands of a job, open
doors to career opportunities, and be more productive and confident working on projects at school, home, or work. Microsoft Word (Microsoft
365 Apps and Office 2019) certification is the first step to prove your skill level and open doors to career opportunities. Outline of the book
The dual nature of this book helps you build a strong foundation in Word and prepares you for the exam. The first chapter gets you started
right away opening Word and learning about the user interface and important terminology. For those interested in taking the exam, it includes
how to register for the exam and find an exam center, tips on using your time wisely during the exam, and information on scores and retaking
the exam. The next six chapters cover all of the topics you need to become proficient in Word and coincide with the objective domain
categories in the Microsoft Word Certification Exam: Manage Documents; Insert and Format Text, Paragraphs, and Sections; Manage Tables
and Lists; Create and Manage References; Insert and Format Graphic Elements; and Manage Document Collaboration. Short video tutorials
are included for every single outcome in the book, 95 in all, for when you need extra help or learn best by observation. Word practice exam
software included Unlike any other Word exam manual available, this book includes Word practice exam software. The final chapter focuses
on the practice exam software, which closely mimics the format of the real exam. Custom-built and specially designed by SDC Publications,
this practice exam software can be taken multiple times so you are comfortable with the real test software, how to mark and return to
questions, question format, live in-application steps, and how the results are presented. Study materials for all learning styles • Custom-made
Practice Exam Software • 95 short narrated video tutorials for every outcome in the book • End-of-chapter self-exam and review questions •
75 Flashcards • Exam Day Study Guide About the author Daniel John Stine AIA, CSI, CDT, is a registered architect with over twenty years of
experience in the field of architecture. Throughout these years of professional practice, Stine has leveraged many of the Microsoft Office
products to organize and manage complex projects. In addition to Microsoft Office certification study guides, Stine has written multiple books
on architectural design software, all written using Microsoft Word and published by SDC Publications
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
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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 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.
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
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