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Office 2010 For Dummies
One book that does the work of nine! Knowing your way around Microsoft Office
requires you to be part mathematician, part storyteller, and part graphic
designer—with some scheduling wizard and database architect sprinkled in. So
what do you do if these talents don't come naturally to you? Fear not! Office 2019
All-in-One For Dummies fills in the gaps and helps you create easy-to-read Word
documents, smash numbers in Excel, tell your tale with PowerPoint, and keep it
all organized with Outlook. With additional books covering Access, OneNote, and
common Office tasks, this is the only Office book you need on your shelf. Get
insight into tools common to all Office applications Find full coverage of Word,
Excel, PowerPoint, Outlook, and Access Benefit from updated information based
on the newest software release Discover the tricks Office pros use to enhance
efficiency If you need to make sense of Office 2019and don’t have time to waste,
this is the all-in-one reference you’ll want to keep close by!
Office 2013 For DummiesJohn Wiley & Sons
Get more done and have more fun with Windows 7 Windows 7 is loaded with
features, tools, and shortcuts designed to make life easier for all users. This
handy guide is sure to make Windows as clear as can be. It helps you get
started, use folders and files, find handy gadgets, and search on your PC or
online. Open the book and find: Ways to find photos, music and video on your PC
Advice on jazzing up the Windows 7 interface Reasons for making the switch to
Windows 7 Tools for staying organized Steps for setting up your user accounts
and passwords
Start creating dynamite presentations with PowerPoint 2010 PowerPoint, the
number one presentation software, has been revised and improved with the
introduction of Microsoft Office 2010. More than 120 million people are using
PowerPoint to create business and educational presentations worldwide. Both
new and veteran PowerPoint users will improve their skills with the fun and
friendly advice in PowerPoint 2010 For Dummies. Bestselling author Doug Lowe
makes it easy to grasp the new features and shows you how to create
presentations with pizzazz. PowerPoint is used in more than 60 countries to
create visual presentations for business and educational settings The newest
revision to PowerPoint adds new features, an online version of the software, and
improved audiovisual and video editing capabilities This easy-to-follow guide
explains how to create and edit slides, import data from other applications, and
add charts, clip art, sound, and video Also covers working with hyperlinks,
creating Web pages with PowerPoint, video editing, and collaboration via online
access PowerPoint 2010 For Dummies helps you take full advantage of the
enhancements in the new version, so you can create more effective and
impressive presentations.
Get up to speed on the new features of Outlook 2010 with this fun and friendly
guide Although Microsoft Outlook is the number one most popular e-mail and
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productivity tool, many utilize only a fraction of its true potential. This easy-tounderstand guide walks you through an abundance of often-overlooked tips and
tricks so that you can take advantage of all that Outlook has to offer. Outlook
2010 For Dummies introduces you to the user interface, and explains how to use
the To-Do bar, filter junk email, and make the most of Outlook’s anti-phishing
capabilities. Before you know it, you'll be managing e-mail folders; sharing your
calendar; using RSS support; integrating tasks with OneNote, Project, Access,
and SharePoint Services; accessing data with two-way sync and offline access;
and more. Shares invaluable advice for taking advantage of the newest version
of the most popular e-mail and productivity tool: Outlook 2010 Reveals littleknown tips and tricks of underused features of Microsoft Outlook Presents
information in the beloved fun and friendly For Dummies style, showing you how
to manage your e-mail, share your calendar, use RSS support, access data, and
more Describes how to manage your day by filtering junk e-mail, using the To-Do
bar, taking advantage of anti-phishing capabilities, and much more This helpful
guide shows you how to work smart with Outlook 2010!
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!
A friendly, step-by-step guide to the Microsoft Office database application Access
may be the least understood and most challenging application in the Microsoft
Office suite. This guide is designed to help anyone who lacks experience in
creating and managing a database learn to use Access 2010 quickly and easily.
In the classic For Dummies tradition, the book provides an education in Access,
the interface, and the architecture of a database. It explains the process of
building a database, linking information, sharing data, generating reports, and
much more. As the Microsoft Office database application, Access may be the
least understood and most challenging part of the Office suite Access 2010 For
Dummies walks newcomers through building and using their first database
Covers linking information in a database, setting relationships, modeling data,
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and building tables Explores how to extract data from Access and get specific
answers, create forms, and export data in reports A section for more experienced
users looks at analyzing errors and creating an interface Fully updated for the
newest version, Access 2010 For Dummies gets new Access users up to speed
and helps veterans get the most from the Office database application.
The go-to reference for the new Office Home & Student2013 The Home &
Student version of Microsoft Office targets thehome and education markets,
covering the four applications mostused outside the workplace: Word, Excel,
PowerPoint, and OneNote.The minibooks in this essential All-in-One guide
includereal-world examples and projects that cover the new features
andcapabilities of Office 2013. Straightforward advice and beneficialprojects help
you to learn the basics of creating a resume in Word,establishing a home budget
in Excel, developing a dynamic schoolpresentation with PowerPoint, and taking
notes in OneNote. Targets home and school users of Office 2013, who primarily
useWord, Excel, PowerPoint, and OneNote Walks you through how to use Office
2013 for everyday projects,such as creating a cover letter in Word or reusable
templates inExcel Demonstrates how to jazz up a school presentation
withPowerPoint Provides you with straightforward instructions for taking notesin
OneNote Shares common Office 2010 tools and details the basics of theOffice
ribbon Office Home & Student 2013 All-in-One For Dummies isan easy-tounderstand guide to the essentials of Office 2013!
Everything you need to get productive in the Cloud with Office 365 With 70
million users worldwide, Microsoft Office 365 combines the familiar Office
desktop suite with cloud-based versions of Microsoft’s next-generation
communications and collaboration services. It offers many benefits including
security, reliability, compatibility with other products, over-the-air updates in the
cloud that don't require anything from the user, single sign on for access to
everything right away, and so much more. Office 365 For Dummies offers a basic
overview of cloud computing and goes on to cover Microsoft cloud solutions and
the Office 365 product in a language you can understand. This includes an
introduction to each component which leads into topics around using each
feature in each application. Get up to speed on instant messaging Use audio,
video, and web conferencing Get seamless access to the Office suite with Office
Web apps Access information anywhere, anytime Office 365 is the key to office
productivity — and now you can put it to use for you!
Get the fast facts that make learning Office 2010 plain and simple! This colorful,
no-nonsense guide uses easy-to-follow steps and screenshots, and clear,
concise language to show the simplest ways to get things done with Microsoft
Word, Excel, Outlook, PowerPoint, Access, Publisher, and OneNote. Here's
WHAT You'll Learn Create documents, Web pages, and other publications
Organize your e-mail, calendar, contacts and tasks Build spreadsheets to
analyze and visualize data Set up a simple database Capture notes with ink,
voice or text Here's HOW You'll Learn It Jump in wherever you need answers
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Easy-to-follow STEPS and SCREENSHOTS show exactly what to do Handy
TIPS teach new techniques and shortcuts Quick TRY THIS! Exercises help you
apply what you learn right away
You're beyond the basics with Word, so dive right in and really put your
documents to work! This supremely organized reference packs hundreds of
timesaving solutions, troubleshooting tips, and workarounds. It's all muscle and
no fluff. Discover how the experts tackle Word 2010 -- and challenge yourself to
new levels of mastery. Master the tools to expertly organize, edit, and present
your content Craft professional-looking documents with Themes, Quick Style
Sets, and Building Blocks Add visual impact with SmartArt diagrams, charts,
pictures, and drawings Organize and clarify content with effective tables and
charts Use cross-references, tables of contents, and indexes in your complex
documents Produce Web sites and publish blogs directly from Word Coauthor
and collaborate on documents in real time -- and help keep them secure
Customize documents with macros, content controls, and other automation
features Your book -- online! Get your fully searchable online edition -- with
unlimited access on the Web.
Home and business users around the globe turn to Microsoft Office and its core
applications every day. Whether you're a newcomer or a veteran Office user, this
friendly-but-informative guide provides in-depth coverage on all the newest
updates and enhancements to the Office 2013 suite. With an overview of tools
common to all Office applications and self-contained minibooks devoted to each
Office application, Office 2013 All-in-One For Dummies gets you up to speed and
answers the questions you'll have down the road. Explores the new Office
interface and explains how it works across the applications Features eight
minibooks that cover Word, Excel, PowerPoint, Outlook, Access, Publisher,
OneNote, common Office tools, and ways to expand Office productivity Highlights
the new online versions of Word, Excel, and PowerPoint as well as changes to
the interface and new tools and techniques Office 2013 All-in-One For Dummies
makes it easy to learn to use Office and gets you up and running on all the
changes and enhancements in Office 2013.
Presents a guide to preparing for certification exams for four Microsoft Office
programs, which includes overviews, step-by-step instructions, and practice
projects for each program.
Dive into the essential features in Microsoft Word 2010, Excel 2010, OneNote
2010, Outlook 2010, and PowerPoint 2010. This supremely organized reference
is packed with hundreds of timesaving solutions, troubleshooting tips, and
workarounds. It's all muscle and no fluff. Let the experts help you become at
ease and proficient with every program in the Office family. Create great-looking
documents using expert formatting tips. Build spreadsheets for complex
calculations and data analysis. Save notes, clippings, web pages, and more in a
notebook. Create dynamic slides and video-powered presentations. Expertly
manage your inbox and business information. Protect your security and
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safeguard private information. Collaborate with Windows Live SkyDrive and
SharePoint.
Microsoft Office is the most widely used productivity software in the world, but
most people just know the basics. This helpful guide gets you started with the
programs in Office 2013, and provides lots of power-user tips and tricks when
you’re ready for more. You’ll learn about Office’s new templates and themes,
touchscreen features, and other advances, including Excel’s Quick Analysis tool.
The important stuff you need to know: Create professional-looking documents.
Use Word to craft reports, newsletters, and brochures for the Web and desktop.
Stay organized. Set up Outlook to track your email, contacts, appointments, and
tasks. Work faster with Excel. Determine the best way to present your data with
the new Quick Analysis tool. Make inspiring presentations. Build PowerPoint
slideshows with video and audio clips, charts and graphs, and animations. Share
your Access database. Design a custom database and let other people view it in
their web browsers. Get to know the whole suite. Use other handy Office tools:
Publisher, OneNote, and a full range of Office Web Apps. Create and share
documents in the cloud. Upload and work with your Office files in Microsoft’s
SkyDrive.
Dan Gookin gets you up to speed so you can get down to work with all the new
features of Word 2010! Bestselling and quintessential For Dummies author Dan
Gookin employs his usual fun and friendly candor while walking you through the
spectrum of new features of Word 2010. Completely in tune with the needs of the
beginning Word user, Gookin shows you how to use Word quickly and efficiently
so that you can spend more time working on your projects and less time trying to
figure out how to make Word perform the tasks you need it to do. This newest
edition of Word For Dummies explains how to navigate the user interface and
take advantages of file formats, and skips the unnecessary jargon. Unparalleled
author Dan Gookin applies his beloved For Dummies writing style to introduce
you to all the features and functions of Word 2010 Escorts you through the
capabilities of Word 2010 without weighing you down with unnecessary technical
jargon Deciphers the user interface and shows you how to take advantage of the
file formats The word on the street is that Word 2010 For Dummies is a mustread!
A friendly reference guide to Microsoft Project, the leading enterprise project
management software As project management software, Microsoft Project allows
you to oversee your business activities effectively. You can manage resources,
share project info, perform modeling and scenario analysis, and standardize
reporting processes. This easy-to-understand guide is completely updated to
cover the latest changes and newest enhancements to Project 2010 and shows
you how to get Project 2010 to work for you. After an introduction to basic project
management concepts, you’ll discover the mechanics of using Project software
to create and manage projects. Other topics covered include working with
calendars, using and sharing resources, budgeting, formatting taskbars,
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gathering and tracking data, working with reports, and creating templates.
Microsoft Project allows you to manage resources, share project information,
perform scenario analysis, and standardize reporting processes Offers
completely updated coverage of the new Project 2010, which is expected to
implement the Office Ribbon Reviews formatting taskbars, gathering and tracking
data, and working with reports Addresses using and sharing resources, creating
templates, and managing projects Let the friendly For Dummies writing style
guide you through maximizing the new features of Project 2010.
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 plain-English 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.
Market_Desc: " Why this topic is hot: Microsoft Office is the industry standard for
Office Productivity suites, holding approximately 90% of the market for Windowsbased productivity suites. Since its launch there have been more than 120 million
licenses of Microsoft Office 2007 sold -- including a significant international
presence; 35 language specific versions are distributed worldwide." Who we are
targeting: New users, intermediate users, and experienced users who need to
learn how to harness the power of Microsoft Office, and its newest features,
quickly and easily so that they can spend more time working on their projects and
less time figuring out how to use the Office applications. Special Features: "
Previous Version: Office 2007 For Dummies ISBN: 9780470009239" Proven
track record. For more than fifteen years millions of readers worldwide have
turned to Office For Dummies to help them tame this complicated suite of
applications." Fully updated. This new edition has approximately 30-40% new
content covering the latest updates and enhancements made to Microsoft Office."
Published in conjunction with the release of the next version of Microsoft Office,
which Microsoft is projected to launch in Q2 2010." Covers the five main Office
applications: (1) Working with Word (2) Playing the numbers with Excel (3)
Making presentations with PowerPoint (4) Getting organized with Outlook and (5)
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Storing data in Access." Written by veteran technology author Wallace Wang who
has written more than 20 For Dummies titles, which account for more than 2.5
million books in print. About The Book: " What the book covers: Microsoft Office
basics, typing and formatting text in Word, spicing up your documents, navigating
an Excel spreadsheet, editing a spreadsheet, creating formulas, charting and
analyzing data, creating a PowerPoint presentation, adding color, sound, and
pictures to a presentation, configuring e-mail with Outlook, storing contacts and
organizing tasks, scheduling your time and setting appointments, designing an
Access database, editing and modifying a database, searching, sorting, and
querying a database, viewing and printing reports, and more." Series features:
Information presented in the straightforward but fun language that has defined
the Dummies series for more than eighteen years.
The latest edition of one of the bestselling Microsoft Office books of all time!
Spend less time figuring out Word, Excel, PowerPoint, Outlook, and Access and
more time working on actual projects with this new edition of Office 2010 For
Dummies. Filled with straightforward, friendly instruction, this book gets you
thoroughly up to speed, and it actually makes doing Office work fun! First learn all
the basics, then how to add more bells and whistles, including how to spice up
your Word documents, edit Excel spreadsheets and create formulas, add sound
to your PowerPoint presentation, and much more. Helps you harness the power
of Microsoft Office 2010 and all of its new functionality; the book covers Word,
Excel, PowerPoint, Outlook, and Access Explains and instructs in the
straightforward, friendly, For Dummies style that makes instruction more
accessible and skill-building easier Covers typing and formatting text in Word and
spicing up your documents Shows you how to navigate and edit an Excel
spreadsheet, create formulas, and chart and analyze Excel data Demonstrates
how to create a PowerPoint presentation and add color, sound, and pictures
Explores Outlook, including configuring e-mail, storing contacts, organizing tasks,
scheduling your time, and setting appointments Delves into designing Access
databases, including editing, modifying, searching, sorting, and querying; also
covers viewing and printing reports, and more Be ready to take full advantage of
Microsoft Office 2010 with this fun and easy guide.
Microsoft Office 2010 suite is not just for business applications. So many different
kinds of people and companies, including engineering, find use of Microsoft
Office. Increased digitization of workplace content, a user-friendly and easy-touse interface, and tight integration with other Windows applications have fueled
the demand for Microsoft Office Suite. Technical documents (or other
documents) are required in the Microsoft Word format with very few exceptions.
With reduced time for reading, most readers are now focused on learning the
basics of the Microsoft Office and some of its high points in minimum possible
time. This book provides a comprehensive introduction of Microsoft Office 2010
applications in engineering discipline. The book offers coverage of essential
Microsoft applications (MS Word, PowerPoint, Excel, and Project) in a single
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package. This book has been written keeping in view the needs of both
engineering students and professionals. This book covers all the popular features
of Microsoft Office Suite in a focused and succinct manner with a visual approach
avoiding lengthy text. This approach allows readers to efficiently utilize their
reading time and master the basics of Microsoft Office in minimum possible time.
Teach yourself exactly what you need to know about using Office Professional
2010-one step at a time! With STEP BY STEP, you build and practice new skills
hands-on, at your own pace. Covering Microsoft Word, PowerPoint, Outlook,
Excel, Access, Publisher, and OneNote, this book will help you learn the core
features and capabilities needed to: Create attractive documents, publications,
and spreadsheets Manage your e-mail, calendar, meetings, and communications
Put your business data to work Develop and deliver great presentations Organize
your ideas and notes in one place Connect, share, and accomplish more when
working together"
What you need, when you need it! Need answers quickly? Microsoft Office 2010
on Demand provides those answers in a visual step-by-step format. We will show
you exactly what to do through lots of full color illustrations and easy-to-follow
instructions. Includes Workshops MCAS Exam Prep More than 700 Essential
Office Tasks Inside the Book • Office: Organize information and add impact with
clip art, SmartArt diagrams, tables, and charts with an improved results-oriented
interface and File tab • Word: Create great-looking documents faster using
themes and templates • Excel: Use organizing, processing, and presenting tools
to create data in Excel Workbooks • PowerPoint: Create powerful presentations
faster using readymade design templates and themes • Access: Use full-featured
templates and application parts to create regular and web databases. • Outlook:
Use tools for creating and managing your e-mail, calendar, contacts, and tasks •
Publisher: Use the File tab and Ribbon to quickly create a brochure or a
newsletter without being a designer • Office Web Apps: View and edit your Office
documents in a browser • MCAS: Prepare for the Microsoft Certified Application
Specialist exam Bonus Online Content Register your book at queondemand.com
to gain access to: • Workshops and related files • Keyboard shortcuts
A clear, visual way to learn Office 2010 quickly and easily If you're looking for a
way to get up to speed quickly on the newest version of Microsoft Office, these
400 pages of step-by-step instructions and full-color screen shots make it easy.
Office 2010 has new features and tools to master, and whether you're upgrading
from an earlier version or encountering the Office applications for the first time,
you'll appreciate this simplified approach. This easy-to-follow guide covers Word,
Excel, PowerPoint, Outlook, and Publisher. Microsoft Office holds more than 90
percent of the market for Windows-based productivity suites. More than 90
percent of Windows users use Microsoft Office This guide covers all the Office
applications: Word, Excel, PowerPoint, Outlook, and Publisher Designed for
people who learn best visually, with step-by-step instructions illustrated with fullcolor screen shots throughout Revamped interior design makes it even easier to
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find and understand information Teaches dozens of common Office tasks Office
2010 Simplified makes this technology easy to understand, even for those who
are completely new to computers.
A quick guide to using Microsoft OneNote on tablets, online, or on your desktop
OneNote is the note-taking-and-sharing application that's part of Microsoft Office. It lets
you create notes by hand, as audio, or by clipping items from other electronic formats to
create a file that can be indexed and searched. With the release of Office 2013,
OneNote has been integrated with Windows 8-powered tablet platforms and offers
advanced mobile-enhanced features. This guide includes all the basic information,
guidance, and insight you need to take full advantage of everything OneNote can do for
you. OneNote is the Microsoft Office note-taking application that lets you make notes
and clip items from electronic media to create a searchable file This friendly, plainEnglish guide shows you how to use OneNote online, on your desktop PC, or on your
Windows-powered tablet Helps you take advantage of this highly useful and oftenoverlooked application OneNote 2013 For Dummies gets you up and running with
OneNote quickly and easily.
Dig into formulas, functions, and more to build your Excelskills Whether you're a
beginner or an Excel veteran, this friendlyguide provides the fundamental techniques to
help you create, edit,format, and print your own spreadsheets. You'll start from
scratchand quickly progress to manipulating data with formulas and usingExcel's
extensive formatting options to present your information inthe most powerful way. Open
the book and find: Ways to navigate Excel's Ribbon interface Data entry tips to start
your spreadsheet How to build formulas and edit workbooks Formatting steps to follow
Printing basics to present your data
This title is also available as a free eBook. Take control—and put the built-in security and
privacy features in Microsoft Office to work! Whether downloading documents,
publishing a presentation, or collaborating online—this guide offers concise, how-to
guidance and best practices to help protect your documents and your ideas. Get
practical, proactive guidance for using the security and privacy management features in
Office 2010 and Office 365 Walk through everyday scenarios, and discover everyday
techniques that help you take charge Understand common risks and learn best
practices you can apply right away
Here's the bestselling guide on SharePoint 2010, updated tocover Office 365
SharePoint Portal Server is an essential part of the enterpriseinfrastructure for many
businesses. The Office 365 version includessignificantly enhanced cloud capabilities.
This second edition ofthe bestselling guide to SharePoint covers getting a
SharePointsite up and running, branded, populated with content, and more. Itexplains
ongoing site management and offers plenty of advice foradministrators who want to
leverage SharePoint and Office 365 invarious ways. Many businesses today rely on
SharePoint Portal Server toaggregate SharePoint sites, information, and applications
into asingle portal This updated edition covers the enhanced cloud capacities ofOffice
365 and Microsoft SharePoint Online Shows how to use SharePoint to leverage data
centers andcollaborate with both internal and external customers, includingpartners and
clients Covers getting a site up and running, populating it withcontent, branding it, and
managing the site long term Administrators and small-business website managers will
findSharePoint 2010 For Dummies, 2nd Edition gives them theinformation they need to
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make the most of this technology.
A comprehensive, up-to-date, user-friendly guide to Excel 2010 Excel is the standard
for spreadsheet applications and is used worldwide, but it's not always user-friendly.
That makes it a perfect For Dummies topic, and this handy all-in-one guide covers all
the essentials, the new features, how to analyze data with Excel, and much more. Eight
minibooks address Excel basics, worksheet design, formulas and functions, worksheet
collaboration and review, charts and graphics, data management, data analysis, and
Excel and VBA. Excel is the leading spreadsheet/data analysis software and is used
throughout the world; the newest revision includes upgraded tools and a redesigned
interface For Dummies books are the bestselling guides to Excel, with more than three
million copies sold Excel 2010 All-in-One For Dummies covers the changes in the
newest version as well as familiar tasks, such as creating and editing worksheets,
setting up formulas, and performing statistical functions Eight self-contained minibooks
cover the basics, worksheet design, formulas and functions, worksheet collaboration,
presenting data in charts and graphics, data management, data analysis, and creating
macros with VBA. Newcomers to Excel as well as veterans who just want to learn the
latest version will find Excel 2010 All-in-One For Dummies has everything they need to
know.
Unlock your new Office with this one-of-a-kind learning package! Whether you're
meeting Office 2013 for the first time or upgrading your knowledge from an earlier
version, this value-packed eLearning kit makes it easy to learn 2013 at your own pace.
This complete learning package includes a full-color printed book and an access code
for one year of online self-paced training. You'll learn the basics of the Office interface,
how to navigate it, and how to use the features common to all Office programs. Then
you'll get detailed instructions for working with Word, Excel, PowerPoint, and Outlook.
Follow the material sequentially or jump in and out as you wish - it's set up so you can
learn at your own pace. Throughout, you will benefit from illustrations, animations,
voiceover explanations, and the option of closed captioning if you find you learn better
when you can read the instructions. Helps self-motivated learners get going with Office
2013 and its new features Walk you through creating and formatting a Word document,
setting up and working with an Excel spreadsheet, managing e-mail and calendars with
Outlook, building a powerful PowerPoint presentation with graphics and sound, and
more Includes an easy-to-follow, full-color book and an interactive Dummies eLearning
Course that corresponds with book and is unlocked via online access code Allows you
to follow the material sequentially or choose separate sections at your own time and
pace Office 2013 eLearning Kit For Dummies is the key to unlocking all Office 2013 has
to offer.
Master the new version of Microsoft Office with this easy, visual guide The popular
Microsoft Office suite has been revamped to provide new features, including Web
applications that can be accessed from anywhere and a new, streamlined Ribbon. If
you learn better with visual instructions, this full-color guide is just what you need.
Covering Word, Excel, PowerPoint, Outlook, Access, and Publisher, this book is filled
with step-by-step instructions and full-color screen shots that show you exactly what
you'll see at each step. You'll also get instruction on the new Office Internet and
graphics tools, as well as how to tackle dozens of common tasks in each application.
Ideal for visual learners, this guide covers the entire Office suite: Word, Excel,
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PowerPoint, Outlook, Access, and Publisher Introduces the new Microsoft Office
features, including Office Internet and graphics tools Provides step-by-step instructions
for common tasks in each application Full-color screen shots illustrate what you see on
the screen every step of the way Teach Yourself VISUALLY Office 2010 gets you up
and running with Office 2010 quickly and easily, so you can take advantage of all the
enhanced features.
The leading book on Microsoft Office, now fully updated for Office 2010 Microsoft
Office, the world's leading productivity suite, has been updated with new tools. Veteran
Office users as well as newcomers will need the comprehensive information in this
bestselling All-in-One guide. With a self-contained minibook devoted to each Office
application plus minibooks on how Office works together and how you can expand its
usefulness, Office 2010 All-in-One For Dummies gets you up to speed and answers the
questions you'll have down the road. Microsoft Office is the office productivity suite
used around the globe; nearly every business worker encounters it daily The 2010
revision will affect all applications in the suite Eight minibooks cover Word, Excel,
PowerPoint, Outlook, Access, Publisher, common Office tools, and ways to expand
Office productivity Also covers the new online versions of Word, Excel, and PowerPoint
as well as changes to the interface and new tools and techniques Office 2010 All-inOne For Dummies makes it easy to learn to use Office and gets you up and running on
all the changes and enhancements in Office 2010.
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, 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
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
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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 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!
A must-have collection of Office 2010 application Bibles, written by the world?s leading
experts Talk about a bargain! Office 2010 Library offers enormous savings on four
invaluable resources that boast nearly 5,000 pages and cover the core Office
programs: Excel, Access, PowerPoint, and Word. The world?s leading experts of these
applications provide you with an arsenal of information on the latest version of each
program. Three CDs are also included that feature bonus material, including helpful
templates, worksheets, examples, and more to enhance your Microsoft Office 2010
experiences. Features four essential books on the most popular applications included in
the Office 2010 suite: Excel, Access, PowerPoint, and Word Excel 2010 Bible?serves
as an indispensable reference for Excel users, no matter your level of expertise, and
updates you on the latest Excel tips, tricks, and techniques Access 2010 Bible?offers a
thorough introduction to database fundamentals and terminology PowerPoint 2010
Bible?shows you how to use the new features of PowerPoint 2010 and make
successful presentations Word 2010 Bible?begins with a detailed look at all the new
features in Word 2010 and then expends to cover more advanced, intricate topics
Office 2010 Library presents you with all-encompassing coverage that you won?t find
anywhere else!
Wanting to make the most of Microsoft Office 2010? But not sure exactly what is has to
offer? Then look no further as this clear, concise guide is the ideal companion for fast
and efficient learning. Simply Office 2010 runs you through the main features of the
Office applications with simple, step-by-step instructions that show you how to tackle
dozens of Microsoft Office tasks, whilst offering practical examples and advice. The
simple, yet elegant design features a multitude of images as well as tips & tricks to
make this a perfect reference for all ages and abilities. If you are new to Microsoft
Office you will find the gentle approach to the software provides a non-intimidating and
easy to follow resource that helps you to get to grips with the application quickly - just
follow all instructions on screen at your own speed. Each application in the Office suite
is covered, including: Word Excel Outlook Publisher PowerPoint Using Office Internet
and graphics tools Packed with advice and screen shots, this full-colour visual tutorial is
excellent value for money. Learn something new today – read it, try it and become your
own expert with Simply Office 2010!
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.
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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.
It's EASIER than ever to get started with Microsoft Office 2010! Navigate your way
around the Microsoft Office 2020 suite without getting lost in too many details. Microsoft
Office 2010 Demystified shows you the ropes and explains the new, handy, and most
popular functions of each application. Written in a step-by-step, tutorial format, this
practical guide begins with an overview of the suite and the universal features that can
be used in all of the individual programs. Then, you'll drill down into the specifics of
Word, Excel, PowerPoint, Outlook, and Access. Detailed explanations and screenshots
make it easy to understand the material, and end-of-chapter quizzes and a final exam
help reinforce key concepts. It's a no-brainer! You'll learn how to: Create great-looking
Word documents Crunch numbers and get graphical in Excel spreadsheets Develop
persuasive PowerPoint presentations Manage your email, tasks, calendar, and contacts
with Outlook Build and manage Access databases Simple enough for a beginner, but
challenging enough for an advanced student, Microsoft Office 2010 Demystified helps
you master this powerful suite of applications.
The complete book-and-video training package for Office 2010! This Microsoft Office
2010 book-and-video training package-from the same professional training experts who
also create many training materials for Microsoft-is like having your own personal
instructor guiding you through each lesson, but you work at your own pace! The fullcolor book includes 27 lessons that teach you the new features and quirks of Microsoft
Office 2010. Each lesson includes step-by-step instructions and lesson files, and
provides valuable video tutorials that complement what you're learning and clearly
demonstrate how to do tasks. This jam-packed training package takes you well beyond
the basics in a series of easy-to-absorb, five-minute lessons. Shows you how to use
Microsoft Office 2010, the new version of the Microsoft Office suite that is available in
standard 32-bit and now also a 64-bit version Walks you through 27 lessons, each
consisting of easy-to-follow, step-by-step instructions and lesson files in full color that
make each task less intimidating Includes all the lesson files from the book and video
tutorials that clearly show you how to do tasks and reinforces what you're learning in
the book Covers exciting new Office 2010 features such as Office Web apps that can
be accessed from anywhere and a streamlined new Ribbon Provides the perfect, onestop, robust learning package-with book and supplementary video training on all the
applications in Office 2010 Additional resources available on companion Web site:
www.digitalclassroombooks.com Learn the ins-and-outs of Office 2010 with this all-inone, value-packed combo!
Enhance your Microsoft Office 2010 experience with Office 2010 Web Apps! Office
Web Apps complement Office, making it easy to access and edit files from anywhere. It
also simplifies collaboration with those who don’t have Microsoft Office on their
computers. This helpful book shows you the optimum ways you can use Office Web
Apps to save time and streamline your work. Veteran For Dummies author Peter
Weverka begins with an introduction to Office Web Apps and then goes on to clearly
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explain how Office Web Apps provide you with easier, faster, more flexible ways to get
things done. Walks you through Office 2010 Web Apps and shows you the many ways
they can save you time and help streamline your work Separates the individual
elements of Office Web Apps to provide you with a look at each: Word Web App,
PowerPoint Web App, Excel Web App, OneNote Web App, and managing your files on
SharePoint 2010 or Windows Live Shows you the ways in which Office 2010 Web apps
complements Office by allowing you to access and edit files from anywhere Office 2010
Web Apps For Dummies helps you discover how to save time and effort when you use
Office Web Apps.
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