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Updated to incorporate the latest features, tools, and functions of the new version of the popular word processing software, a detailed manual explains all the basics, as well as how
to create sophisticated page layouts, insert forms and tables, use graphics, and create book-length documents with outlines and Master Documents. Original. (All Users)
Microsoft Office is the most widely used software suite in the world. The half-dozen programs in Office 2010 are packed with amazing features, but most people just know the basics.
This entertaining guide not only gets you started with Office, it reveals all kinds of useful things you didn't know the software could do -- with plenty of power-user tips and tricks
when you're ready for more. Create professional-looking documents. Learn everything you need to know to craft beautiful Word documents. Stay organized. Keep track of your email,
calendar, and contacts with Outlook. Crunch numbers with ease. Assemble data, make calculations, and summarize the results with Excel. Make eye-catching presentations. Build
PowerPoint slideshows with video and audio clips, animations, and more. Build Access databases quickly. Make your data easy to find, sort, and manage. Manage your files more
efficiently. Use the new Backstage view to quickly work with your Office files. Get to know the whole suite. Learn to use other handy Office tools: Publisher, OneNote, and Office Web
Apps.
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.
A Straightforward Introductory Text Ideal for Busy Students Clear, concise, and accessible, Microsoft Office 2010: Productivity Strategies for Today and Tomorrow walks learners
through the functions and features of the Microsoft Office 2010 platform and its applications. With straightforward explanations designed for a non-technical audience, Microsoft
Office 2010 is the perfect text for students looking to broaden their computer skills for an increasingly competitive job market. Hands-on projects, end-of-chapter exercises, and
emphasis on real-world skills throughout ensure students will be prepared to enter the twenty-first-century workplace. Easy-to-follow step-by-step instructions include practical
examples ideally suited for busy students. The text s inspiring and supportive approach will encourage learners to develop polished, professional-level projects. Engaging examples
and projects prompt students to immediately apply new skills, increasing retention and promoting learning. Straightforward exercises teach students to create work-related
documents, reports, and presentations. Microsoft Office 2010: Productivity Strategies for Today and Tomorrow is an ideal text for students re-entering the job market, new to
computers, uncomfortable with technology, or simply looking to transition to a more challenging and rewarding career. Key Features: Easy-to-follow step-by-step instructions for each
project and task Real-world-based, hands-on exercises after each instruction Screenshots that accompany all hands-on exercises Inspiring, applicable, and practical examples
Attractive, student-friendly, magazine-style format A project-based introduction to Microsoft Office 2010 Clear, concise language that makes objectives easy to learn, even for nontechnical users Full student access to the companion website, which features a variety of engaging, interactive study tools, including video tutorials, is packaged with every new copy"
A complete guide to the world's most popular word processing software Microsoft Word is the most popular word processing software on the planet, and the most-used application in
the Microsoft Office productivity suite. Along with the rest of Office, Word has been enhanced with new features and capabilities in the 2010 version. Word's many users will find new
things to learn and use in Word 2010, and this all-in-one guide gets them up to speed while providing a reference for taking Word to the next level. Word is the top-selling application
in the Microsoft Office suite and is the leading word processing software Both newcomers to Word and experienced users will need instruction in Word 2010's new features, including
online editing capabilities, online document collaboration, and an improved search function Nine minibooks cover Word basics, editing, formatting, inserting bits and pieces,
publishing documents, using reference features, mailings, customizing Word, and special features for developers Word 2010 All-in-One For Dummies makes it easier for Word users
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everywhere to get up and running with Word 2010 and its new features.
SEE IT DONE. DO IT YOURSELF. It’s that Easy! Easy Microsoft Word 2010 teaches you all the fundamentals of working with Microsoft’s newest version of Word. Fully illustrated steps
with simple instructions guide you through every task, building the skills you need to learn Word 2010 with ease. No need to feel intimidated—we’ll hold your hand every step of the
way. Learn how to… Make the most of Word 2010’s best new features Find the right Word tool for the job—instantly! Enter and format text faster and more efficiently Create greatlooking documents with new layouts and themes Use tables to quickly organize your content Insert automated footnotes, captions, references, and tables of contents Easily manage
changes from everyone who reviews your documents Print documents and create easy-to-share PDFs Store, work with, and share your documents on the Web
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!
The second edition of the Impact Evaluation in Practice handbook is a comprehensive and accessible introduction to impact evaluation for policy makers and development
practitioners. First published in 2011, it has been used widely across the development and academic communities. The book incorporates real-world examples to present practical
guidelines for designing and implementing impact evaluations. Readers will gain an understanding of impact evaluations and the best ways to use them to design evidence-based
policies and programs. The updated version covers the newest techniques for evaluating programs and includes state-of-the-art implementation advice, as well as an expanded set of
examples and case studies that draw on recent development challenges. It also includes new material on research ethics and partnerships to conduct impact evaluation. The handbook
is divided into four sections: Part One discusses what to evaluate and why; Part Two presents the main impact evaluation methods; Part Three addresses how to manage impact
evaluations; Part Four reviews impact evaluation sampling and data collection. Case studies illustrate different applications of impact evaluations. The book links to complementary
instructional material available online, including an applied case as well as questions and answers. The updated second edition will be a valuable resource for the international
development community, universities, and policy makers looking to build better evidence around what works in development.
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 safeguard private information.
Collaborate with Windows Live SkyDrive and SharePoint.
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"
You're beyond the basics, so dive right in and really take control of your communications and workday! This supremely organized reference packs hundreds of timesaving solutions,
troubleshooting tips, and workarounds. It's all muscle and no fluff. Discover how the experts manage Outlook 2010 -- and challenge yourself to new levels of mastery. Customize and
configure Outlook 2010 with advanced setup options Organize and share your calendar, tasks, and notes to optimize efficiency Learn expert ways to manage your contacts and other
critical data Extend the power of Outlook by using it with Microsoft Word, Access, and Excel Collaborate through Microsoft SharePoint 2010 libraries and files Implement virus
protection, encryption, spam filters, and other security features Perform Outlook tasks through a Web browser or with a mobile device Configure Outlook as a Microsoft Exchange
Server 2010 client The book website includes a fully searchable online edition of this book, with unlimited access on the Web.
Step-by-Step, Full-Color Graphics! Start using Office 2010 right away--the QuickSteps way. Color screenshots and clear instructions make it easy to ramp up the latest release of
Microsoft's powerful productivity suite. Follow along and quickly learn how to create Word documents; build Excel spreadsheets; manage Outlook email, contacts, and schedules;
design PowerPoint presentations; and use Office Web Apps. Get up to speed on Office 2010 in no time with help from this practical, fast-paced guide. Use these handy guideposts:
Shortcuts for accomplishing common tasks Need-to-know facts in concise narrative Helpful reminders or alternate ways of doing things Bonus information related to the topic being
covered Errors and pitfalls to avoid
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Beginning Microsoft Word 2010 is a visually stimulating introductory guide that teaches the complete Word newbie (as well as slightly experienced yet equally baffled users) what
they need to know to write that thesis or proposal tonight. From the absolute basics like installing the software and creating documents to more advanced features like adding images
and working with themes, this book is your one-stop source for using Word 2010 effectively. This books shows you what’s new in Word 2010—including advanced features for
collaboration on documents and updates to the user interface—while also providing a solid grounding in overall word processing skills. Using step-by-step instructions as well as visual
aids and screenshots, Beginning Microsoft Word 2010 will guide you from a no-nothing newbie to a proficient and knowledgeable Word user.
Microsoft® SharePoint 2010 Unleashed Michael Noel Colin Spence Using Microsoft SharePoint 2010 technologies, organizations can bring together, utilize, and collaborate with
information from virtually any source. Microsoft SharePoint 2010 Unleashed is the most complete, practical resource for all administrators, managers, architects, users, and power
users who want to make the most of this powerful platform. Drawing on their experience implementing SharePoint solutions in hundreds of organizations, Michael Noel and Colin
Spence cover all facets of succeeding with SharePoint: planning, deployment, migration, scalability, administration, security, Microsoft Office integration, workflow and dashboard
development, and more. Noel and Spence illuminate the newest SharePoint innovations, from new social networking features to improved search, helping you make the most of both
SharePoint Foundation and SharePoint Server 2010. Using easy-to-understand, step-by-step examples, the authors help you streamline administration, optimize performance, control
cost, and implement high-value solutions for collaboration, document management, and business intelligence. Architect and implement SharePoint 2010, and migrate from legacy
SharePoint servers Perform advanced installations that maximize scalability Monitor, back up, and restore SharePoint environments Maintain the SQL Server databases on which
SharePoint 2010 relies Systematically improve edge, transport, and content security Deploy SharePoint in extranets and alternative authentication scenarios Create highly efficient
virtualized SharePoint 2010 farms Customize and manage libraries and lists for your specific requirements Design and manage pages and sites for knowledge workers Effectively
manage metadata and content types Integrate content using Office Web Apps and Excel, Access, and Visio Graphics Services Create both out-of-the-box and customized SharePoint
workflows Develop custom solutions with SharePoint Designer 2010 and Visual Studio 2010 Create BI solutions with PerformancePoint and Business Connectivity Services Govern your
SharePoint ecosystem for maximum value Michael Noel, MS-MVP, MCITP, is an internationally recognized technology expert, bestselling author, and well-known public speaker on a
wide range of IT topics. He is the author of 17 books, including Exchange Server 2010 Unleashed, Windows Server 2008 R2 Unleashed, and Microsoft Forefront Unleashed. His books
have been translated into more than a dozen languages. Colin Spence, MCP, MCTS SharePoint, has worked with SharePoint technologies for nearly a decade, helping hundreds of
clients architect, implement, and manage customized SharePoint solutions. He speaks, publishes, and blogs regularly on SharePoint technologies. Noel and Spence are partners at
Convergent Computing, a leading Microsoft partner in the San Francisco Bay area, and co-authors of SharePoint 2007 Unleashed. ON THE WEB: Download all examples and source code
presented in this book from informit.com/title/9780672333255 Category: Microsoft Office 2010 Covers: Microsoft SharePoint 2010 User Level: Intermediate–Advanced
In-depth guidance on Word 2010 from a Microsoft MVP Microsoft Word 2010 arrives with many changes and improvements, and this comprehensive guide from Microsoft MVP Herb
Tyson is your expert, one-stop resource for it all. Master Word's new features such as a new interface and customized Ribbon, major new productivity-boosting collaboration tools,
how to publish directly to blogs, how to work with XML, and much more. Follow step-by-step instructions and best practices, avoid pitfalls, discover practical workarounds, and get the
very most out of your new Word 2010 with this packed guide.
Get the guide that makes learning Microsoft Word 2010 plain and simple! This full color, no-nonsense book shows you the quickest ways to solve a problem or learn new skills, using
easy-to-follow steps and concise, straightforward language. You'll create professional-quality documents in no time. Here’s WHAT you'll learn: Create professional-looking documents
with ease Organize, edit, and format text Apply themes, styles, and other design elements Work with graphics, tables, and charts Take advantage of pre-built templates, or make your
own Edit a document with others simultaneously -- online Here's HOW you’ll learn it: Jump in whenever you need answers Easy-to-follow STEPS and SCREENSHOTS show exactly what
to do Handy TIPS teach new techniques and shortcuts Quick TRY THIS! exercises help apply what you learn right away

This Microsoft Office 2010 Introductory text, part of the Origins Series, includes features that make learning easy and enjoyable, yet challenging for learners. Students receive a wide
range of learning experiences from activities with one or two commands to simulations and case studies that challenge and sharpen learners' problem-solving skills. This is a
hardcover text. Important Notice: Media content referenced within the product description or the product text may not be available in the ebook version.
Conquer Microsoft Excel formulas and functions—from the inside out! You’re beyond the basics, so dive right in and really put Excel formulas and functions 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 increase their data analysis
capabilities using Excel 2003, 2007, or 2010—and challenge yourself to new levels of mastery. Customize Excel formulas using 350+ built-in functions Create reusable formulas for
common calculations Learn smarter ways to calculate date and time values Systematically search worksheets with lookup and reference functions Perform advanced calculations using
mathematical, statistical, and financial functions Build complex formulas by nesting one function inside of another Analyze profit margins and more with new functions in Excel 2010
Develop your own functions with Visual Basic for Applications (VBA) NOTE: The sample Excel files that accompany the book were updated on 12/4/2012. Click the Companion Content
link to download the files.
Incorporating the latest features of the new version of the word processing software, a condensed manual intended for beginners explains the basic tools that can be used for creating
page layouts, inserting forms and tables, and including graphics.
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Beyond the Basics…Beneath the Surface…In Depth Microsoft Word 2010 IN DEPTH Advice and techniques that you need to get the job done. Looking for ways to streamline your work
so you can focus on maximizing your time? In Depth provides specific, tested, and proven solutions to the problems you run into every day—things other books ignore or oversimplify.
This is the one book you can rely on to answer the questions you have now and will have in the future. In Depth offers Comprehensive coverage with detailed solutions Breakthrough
techniques and shortcuts that are unavailable elsewhere Practical, real-world examples with nothing glossed over or left out Troubleshooting help for tough problems you can’t fix on
your own Outstanding authors recognized worldwide for their expertise and teaching style Quick information via sidebars, tips, reminders, notes, and warnings In Depth is the only
tool you need to get more done in less time!
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.
Teach yourself exactly what you need to know about using Microsoft Word, Excel, PowerPoint, and OneNote-one step at a time! With STEP BY STEP, you build and practice new skills
hands-on, at your own pace. Topics include creating effective documents; using themes, templates, and other formatting tools; building spreadsheets to perform calculations and
manage data; producing and delivering compelling presentations; digitally organizing your notes and to-do lists; and other core topics.
The Microsoft Official Academic Courseware (MOAC) Office 2010 Series is the only Official Academic Course Material. The new and enhanced MOAC/Microsoft Office Word 2010 by Linda
Silva features Enhanced Wiley Desktop Editions as well as many other enhanced features designed to re-enforce workforce skills. The addition of animated tutorials in the Enhanced
Wiley Desktop Editions and WileyPLUS courses, textbooks include additional materials on different skill levels to help users keep pace. WileyPLUS and an automatic Office assignment
grader provides immediate feedback on every assignment, to help users practice and hone skills at their own pace. MOAC/Microsoft Office Word 2010 is built from the ground-up
around the MOS® certification objectives- making it a great way to learn all the workforce-oriented tasks required for certification. The Test Bank now offers greater flexibility and
provides more than 75 questions and 3 projects per lesson, as well as automated grading via OfficeGrader. Furthermore, the latest edition's use of color in screen captures allows
users to follow on screen much easier, as screen captures will look the exact same as the application. Additional projects throughout the book helps users comprehend how a task is
applied on the job. OfficeGrader functionality added to WileyPLUS provides immediate feedback on all homework, assignments, and projects and additional animated tutorials on key
Office tasks provides additional help on difficult topics.

Explore the Microsoft Office software. Learn how to create, edit, save, print documents and formatting text, such as font type, bolding, underlining or italicizing. This manual will guide
you learn how to open Word, what the basic interface parts are, how to interact with objects and commands in Word, and how to close the program when we are finished using it.
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 must-read!
Explore the Microsoft Office software. Learn how to create, edit, save, print documents and formatting text, such as font type, bolding, underlining or italicizing. This manual designed
to provide skills and knowledge which will allow user to be able to use and operate the software at an advanced level especially as it relates to creating more complex documents and
also automating document procedures.
Learn to build custom Office applications with this new Microsoft development tool Designed to attract both VBA (Visual Basic for Applications) and Visual Studio developers, VSTO
(Visual Studio Tools for Office) is a Visual Studio add-in that makes it easy to create custom Office applications. This book shows developers step by step how to work with VSTO tools
to create real-world applications for Word, Outlook, and Excel. VSTO enables developers to easily create custom applications for Microsoft Office In the fun and friendly For Dummies
style, this book explains how to build effective user interfaces and integrate VSTO applications with Sharepoint and other Microsoft server products All code is presented in Visual
Basic, making the book accessible to both VB and VBA programmers VSTO For Dummies will get you up and running with this exciting technology quickly and easily.
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This book addresses the web services arena with a specific agenda of providing information right from covering the fundamental aspects to its deployment and implementation issues.
The content is introductory in nature, and covers not only the technology aspects, but also highlights the application scenarios across the industry. In order to illustrate the potential
of web services, a case study exemplifying the Financial and Banking Services industry has been chosen for presentation the book.

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.

Microsoft SharePoint 2013 Unleashed is the newest version of the best-selling SharePoint Unleashed series by Michael Noel and Colin Spence. Once again, Noel and Spence deliver
comprehensive, real-world coverage of everything you need to know to successfully design, implement, configure and use SharePoint 2013 solutions. Leveraging their experience with
hundreds of companies of all sizes and from many different industries, Noel and Spence present best practices and expert implementation and configuration methodologies, and focus
on the features and tools that provide the most value to busy professionals. This edition adds comprehensive coverage of SharePoint 2013's most valuable and productive new
features, including: Using PowerShell automation to streamline management Building virtualized SharePoint environments Strengthening authentication and security Improving user
experience via the ribbon interface; new lists, libraries, and templates; and enhanced metadata Integrating with the newest versions of Microsoft Office, Exchange, SQL Server,
ForeFront, and System Center Taking full advantage of key mobile and social improvements Using the newest Business Connectivity Services capabilities Improving records
management/compliance, web content management, and BI And much more Noel and Spence also offer indispensable guidance on migration, UI, and data store choices, and
dependencies; and present crucial infrastructure knowledge that most SharePoint guides ignore.
The perfect book-and-video training package for Word2010! This Word 2010 book-and-video training package-from the sameprofessional training experts who also create many
trainingmaterials for Adobe Systems-is like having your own personalinstructor guiding you through each lesson, but you work at yourown pace! The full-color ebook includes 8
lessons that teach youthe new features and quirks of Microsoft Word 2010. Each lesson includes step-by-step instructions and lesson files,and provides valuable video tutorials that
complement what you'relearning and clearly demonstrate how to do tasks. This jam-packedtraining package takes you well beyond the basics in a series ofeasy-to-absorb, five-minute
lessons. Walks you through 8 lessons, each consisting ofeasy-to-follow, step-by-step instructions and lesson files in fullcolor that make each task less intimidating Includes all the
lesson files from the book and video tutorialsthat clearly show you how to do tasks and reinforces what you'relearning in the book Covers exciting new Word 2010 features such as
Office Webapps that can be accessed from anywhere and a streamlined newRibbon Provides the perfect, one-stop, robust learning package-withbook and supplementary video
training Additional resources available on companion Web site:www.digitalclassroombooks.com Learn the ins-and-outs of Word 2010!
Use this step-by-step learning package to master Word 2010 Word 2010 is one of the core applications of Microsoft Office and if you're eager to get started using all it has to offer,
this value-packed eLearning Kit is essential to your learning process. This complete Word 2010 course includes a full-color printed book and a Dummies interactive eLearning course
on CD. You'll discover the basics of the Word interface, how to navigate it, how to get comfortable with the terminology, and how to use its many features. Detailed instructions walk
you through real-world exercises and help to make learning easier! 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 familiar with Word 2010 Walks you through creating and formatting a Word document, guiding you through the entire process so that you get a solid
understanding of the importance and potential of every step Includes an easy-to-follow, full-color book and an interactive Dummies eLearning Course that corresponds with the book
on CD Allows you to follow the material sequentially or choose separate sections at your own time and pace Offers chapter summaries, practice exercises, discussions of concepts and
essential terms, and much more Word 2010 eLearning Kit For Dummies helps you get the most the software has to offer, so you can start creating Word docs that wow in no time at
all! Note: CD-ROM/DVD and other supplementary materials are not included as part of the e-book file, but are available for download after purchase.

Experience learning made easy-and quickly teach yourself how to create impressive documents with Word 2010. With STEP BY STEP, you set the pace-building and practicing the skills
you need, just when you need them! Topics include using styles and themes; sharing, printing, and publishing documents; editing images from within Word; using SmartArt diagrams
and charts; creating references, footnotes, indexes, and tables of contents; collaborating with multiple people at the same time on the same document; and turning your ideas into
blogs, Web pages, and more.
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