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Get the fast facts that make learning Office 2010 plain and simple! This colorful, nononsense 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 Easyto-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
Pick your Excel task, find it fast, and get it done with Just the Steps! If you want to
see how to do a particular Excel task, this is the perfect book. Each page includes stepby-step instruction in one column and illustrations and screenshots in the other column,
so you have all the information you need in one place—no flipping pages! Improve your
Excel skills with just the steps for entering spreadsheet data, building formulas,
protecting excel data, formatting cells, designing spreadsheets with graphics, managing
workbooks, changing worksheet values, sorting and filtering data, creating charts,
creating PivotTables, building macros, integrating Excel into other Office programs,
and—whew!—still more. Explains essentials tasks for Excel 2010, the spreadsheet
application that is part of the Microsoft Office 2010 suite Shows you just the steps for
numerous Excel tasks using an easy-to-follow, two-column page layout, with step-by-step
instruction on one side and illustrations and screenshots on the other Covers entering
spreadsheet data, building formulas, protecting excel data, formatting cells, designing
spreadsheets with graphics, managing workbooks, changing worksheet values, sorting and
filtering data, creating charts, creating PivotTables, and building macros Walks you step
by step through collaborating in Excel and integrating or using Excel with Word,
PowerPoint, and Access Make your tasks easier, improve your Excel skills, and get better
results with this step-by-step guide.
A media tool bound in your book to help you work through the Cases and see the relevance
of the skills you learn to the real world includes the following: · Skills Videos provide
a step-by-step walkthrough similar to the Prepare Case in the Workshop, providing you
with a refresher on how to complete each step. · Real World Interview Videos feature real
business professionals discussing how they actually use Microsoft Office or similar tools
to be productive in their daily work. Interviewees come from many different industries
and provide relevance to what you learn in this class. · All Student Data Files that are
needed to complete the cases in the book.
What you need, when you need it! Need answers quickly? Microsoft Excel 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 500 Essential Excel Tasks Inside the Book • Create
workbooks more efficiently using the improved Ribbon interface • Use data-analysis tools
and techniques for better decision making • Use organizing, processing, and presenting
tools to create and analyze data • Integrate data from external sources and add
hyperlinks • Use conditional formatting and Sparklines to visualize results • Add impact
to your data with PivotTable and PivotChart reports • Organize information and add impact
with clip art, SmartArt diagrams, tables, and charts • Use SharePoint to collaborate and
share documents • Use the Excel Web App to view and edit documents in a browser • Prepare
for the Microsoft Certified Application Specialist (MCAS) exam Bonus Online Content
Register your book at queondemand.com to gain access to: • Workshops and related files •
Keyboard shortcuts
Microsoft Excel Step by Step
Microsoft Excel 2010 Step by Step
Microsoft Office Professional 2010 Step by Step
Office 2013 For Dummies
Using Microsoft Excel 2010
This package contains: 0132610442: Your Office: Microsoft Excel 2010 Comprehensive
0132666405: myitlab -- Access Card -- for Office 2010
Excel 2010 In Depth is the beyond-the-basics, beneath-the-surface guide for everyone who
wants to streamline their work with Excel 2010, and get more done in less time. Legendary
Excel expert Bill Jelen provides specific, tested, proven solutions to the problems Excel
users run into every day: challenges other books ignore or oversimplify. Jelen thoroughly
covers all facets of working with Excel 2010, and adds new chapters on Excel Web App
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which allows multiple users to edit a spreadsheet simultaneously. New coverage also
includes: Slicer, which offers dynamic filtering of PivotTables; Sparklines, which add
data visualization to any cell; Calculation engine which improves the speed and accuracy
of math, financial, and statistical functions; and the new version of Solver. As with all
In Depth books, Excel 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. Step-bystep instructions with icons guide readers through essential tasks such as designing
tables, entering data, importing external data, designing and executing queries, and
designing data entry forms and printed reports. Additional chapters on advanced form and
report design emphasize data entry efficiency and presentation clarity. By Bill Jelen,
aka MrExcel, an Excel MVP and the principal behind the leading Excel website, MrExcel.com
Covers all aspects of working with Excel 2010, from its updated Ribbon interface to its
breakthrough collaboration and improved business intelligence For everyone who wants to
get the most out of Excel 2010, from casual users to corporate professionals
Two complete e-books covering beginning- to intermediate-level Excel for one low price!
This unique value-priced e-book set brings together two bestselling For Dummies books in
a single e-book file. Including a comprehensive table of contents and the full text of
each book, complete with cover, this e-book set gives you in-depth information on Excel
from basic worksheet creation to data management, data analysis, and VBA programming for
custom applications. Best of all, you'll pay less than the cost of each book purchased
separately. You'll get the complete text of: Excel 2010 All-in-One For Dummies, which
covers Navigating the interface, customizing Excel, and using Backstage View Building,
formatting, editing, proofing, managing, and printing worksheets Using formulas and
functions Creating charts, sorting and filtering data, and performing what-if analysis
Excel 2010 VBA Programming For Dummies, 2nd Edition, which shows you how to Use the
essential tools and operations for Visual Basic for Applications Work with range objects
and control program flow Handle errors and eliminate bugs in your code Develop custom
user interfaces for your applications, including dialog boxes About the authors Greg
Harvey, author of Excel 2010 All-in-One For Dummies, is an experienced educator and the
author of all editions of Excel For Dummies. John Walkenbach, author of Excel 2010 VBA
Programming For Dummies, is a leading authority on spreadsheet software and the author of
more than 50 books on Excel, including Excel Bible.
The Microsoft Official Academic Courseware (MOAC) Office 2010 Series is the only Official
Academic Course Material. The new and enhanced MOAC/ Microsoft Office Excel features
Enhanced Wiley Desktop Editions as well as many other enhanced features designed to reenforce 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 Excel is built from the groundup 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.
Give Your Data Meaning
Security and Privacy For Microsoft Office 2010 Users
Microsoft Excel 2010 On Demand
Statistical Analysis
Skills for Success With Microsoft Office 2010
The workbook's 20 lessons, coordinated with the examples on the disk, teach users to
apply the basic techniques for creating spreadhseets, databases, charts, and macros. The
official courseware for Microsoft Excel for the IBM PC and compatibles.
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
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up your Word documents,edit Excel spreadsheets and create formulas, add pizazz to
yourPowerPoint presentation, and much more. Helps you harness the power of all five
Office 2013applications: Word, Excel, PowerPoint, Outlook, and Access Discusses typing
and formatting text in Word and easy ways todress up your documents with color, graphics,
and more Demonstrates navigating and editing an Excel 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!
The author shows how to use Excel 2013 to perform core statistical tasks. Using realworld examples, Carlberg helps you choose the right technique for each problem and get
the most out of Excel's statistical features, including recently introduced consistency
functions. Along the way, he clarifies confusing statistical terminology and helps you
avoid common mistakes. You'll learn how to use correlation and regression, analyze
variance and covariance, and test statistical hypotheses using the normal, binomial, t,
and F distributions. To help you make accurate inferences based on samples from a
population, this edition adds two more chapters on inferential statistics, covering
crucial topics ranging from experimental design to the statistical power of F tests.
Experience learning made easy-and quickly teach yourself how to organize, analyze, and
present data with Excel 2010. With STEP BY STEP, you set the pace-building and practicing
the skills you need, just when you need them! Topics include creating formulas,
calculating values, and analyzing data; presenting information visually with graphics,
charts, and diagrams; building PivotTable dynamic views; using the new Excel Web App;
reusing information from databases and other documents; creating macros to automate
repetitive tasks and simplify your work; and other core topics.
Excel 2010 All-in-One For Dummies
Your Office Microsoft Office 2010 Comprehensive
Excel 2010 For Dummies
Microsoft Excel 2010 Formulas and Functions Inside Out
Integrating SharePoint with Excel, Outlook, Access and Word
Beginning Microsoft Excel 2010 is a practical, step-by-step guide to getting started with
the world’s most widely-used spreadsheet application. The book offers a hands-on approach
to learning how to create and edit spreadsheets, use various calculation formulas, employ
charts/graphs, and get work done efficiently. Microsoft rolled out several new features
with Excel 2010—perhaps the most notable was the ability to use Excel 2010 online and
collaborate on a project in real time. Beginning Microsoft Office 2010 keeps you up-todate with all of these features and more.
Your OfficeMicrosoft Office 2010Pearson Higher Ed
Microsoftr Excel 2010: Comprehensive provides extensive, thorough training of Excel 2010.
This text covers introductory through advanced topics, and is ideal for the computer user
who wants to become well versed in using Excel 2010. This textbook is approved courseware
for preparing students for the Microsoft Office Specialist (MOS) certification exam.
Certification validates skills in the 2010 Microsoft Office suite, enabling students to
demonstrate that they have mastered the necessary skills. Topics introduced in Unit 1
include the Ribbon interface; entering and editing data; selecting cells and ranges;
printing worksheets; creating formulas and functions; formatting cell contents; inserting
and deleting columns, rows, and cells; charts; and more. Unit 2 covers such topics as
large worksheets and workbooks; tables; outlines; inserting clip art, pictures and
SmartArt; templates; digital signatures; and more. In Unit 3, students are introduced to
PivotTables and macros, financial functions, data analysis, auditing and additional
functions, advanced formatting and analysis tools, collaboration, and more. The text
concludes with an integration lesson.
Crunch numbers the easy way with Excel 2010 This handy mini guide is packed with the
information you need to become a spreadsheet superstar! You’ll learn to find your way
around Excel 2010, enter data on a worksheet, create simple formulas, format cells,
preview and print pages, and more. Whether you’re new to Excel 2010 or new to Excel
altogether, the basics are all here. Open the book and find: Ten cool Excel 2010 features
How to navigate the Ribbon A guide to formatting cells Where to turn for online help How
to make your spreadsheets look the way you want
MS Excel 2010 Plain & Simp _p1
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Teach Yourself VISUALLY Excel 2010
Exam 77-882 Microsoft Excel 2010 with Microsoft Office 2010 Evaluation Software
AARP Excel 2010 For Dummies
Microsoft Excel 2010 Inside Out
Get the guide that makes learning Microsoft Excel 2010 plain and simple! This full color,
no-nonsense book shows you the quickest ways to solve a problem or learn a skill, using
easy-to-follow steps and concise, straightforward language. You'll analyze, manage, and
share information in more ways than ever before. Here's WHAT you'll learn: Manage your
financial data and personal expenses Get started quickly with prebuilt templates Create
formulas and functions to do the hard work Sort, filter, update, and copy your data Use
charts and graphics to bring data to life Collaborate with colleagues by sharing
spreadsheets online Here's HOW you'll learn it: Jump in whenever you need answers Easy-tofollow 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
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.
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.
Get the guide that makes learning Microsoft Excel plain and simple! This full color, nononsense book shows you the quickest ways to solve a problem or learn a skill, using easyto-follow steps and concise, straightforward language. You'll analyze, manage, and share
information in more ways than ever before. Here’s WHAT You’ll Learn Manage your data
quickly and efficiently Filter, sort, summarize, and crunch your numbers Use formulas and
functions to do the heavy lifting Bring data to life with charts and graphics Share data
between Microsoft Office documents Work as a team, online and in the cloud Here’s HOW
You’ll Learn It Jump in wherever you need answers Follow easy STEPS and SCREENSHOTS to
see exactly what to do Get handy TIPS for new techniques and shortcuts Use TRY THIS!
exercises to apply what you learn right away
Excel 2010 Just the Steps For Dummies
Microsoft Office 2010 In Depth
Microsoft Office 2010 Plain & Simple
Microsoft Office 2010 Digital Classroom
Beginning Microsoft Excel 2010
Web sites, collaboration, document management, paperless offices—we want it all in business today, but how do we achieve all of these goals? More
importantly, if you work for one of the millions of small-to-medium-sized businesses, how do you find the time to build the expertise necessary to reach
these goals? Even the most powerful tool will not allow you to succeed unless you can get the majority of your staff to use it efficiently and effectively.
You need a guide that demonstrates a platform that small-to-medium-sized businesses can use to reach these goals. Office and SharePoint 2010 User’s
Guide demystifies the path that every Microsoft Office user can follow to benefit from the synergism of tools they are already familiar with. Together
with SharePoint 2010, users can achieve goals like web sites with a consistent single view, improved collaboration within their organization, and better
Page 4/7

Read Book Your Office Microsoft Excel 2010 Comprehensive
document management, and may even get one step closer to the paperless office we’ve been promised for years. This book has topics for Office users of
all skill levels, from those just starting to use Office tools to experienced power users. It examines each major Office tool and shows how it contributes to
the support and use of SharePoint in today’s increasingly electronic-based office environment.
Sick of seeing "#VALUE!" ? Have you never worked with Microsoft Excel before or do you already know basic functions and elements? Would you like
to master the most important features and functions of Microsoft Excel? Well, if you feel addressed by even one of these questions, this book is the right
choice for you! Learn the essential functions of Microsoft Excel (applicable for the versions: 2019, 2016, 2013, 2010 and Office 365). Whether you
want to create professional tables, charts, data sheets, analyses or forecasts you will literally master Excel with this guide in no time! The author of the
book is an engineer & Excel expert, who guides you from the basics such as: tables, charts and calculations to the more advanced Developer tools. Step by
step and with numerous illustrations as well as colored markings & other didactic hints, you will learn Excel ́s most important features. With this book
you can become an Excel professional with minimal (time) effort! After a short introduction to the basic terms, simple functions as well as advanced
features are explained in detail throughout this book. Although all functions of the Microsoft Excel ribbon are discussed in detail all features are
explained on about 90 pages, avoiding any unnecessary information in order to save your precious time! Content of the book (short form): 1) Excel
Interface & recommended settings 2) Start, Basics Tips & Shortcuts 3) Insert 4) Draw 5) Page Layout 6) Formulas 7) Data 8) Review 9) Developer 10)
Excel error messages This book is generally intended for all people who are interested in mastering Excel or who (have to) work with it in private or
professional life. No matter if you use Microsoft Excel 2019, 2016, 2013, 2010 or Excel from Microsoft Office 365, this book offers the essential
functions - the quintessence - of the spreadsheet and calculation program. Use this book to start or expand your private and professional (Excel) success.
Take a look at the book now and order your copy right away!
You're beyond the basics, so dive in and really put your spreadsheet skills to work! This supremely organized reference is packed with hundreds of
timesaving solutions, troubleshooting tips, and workarounds. It's all muscle and no fluff. Discover how the experts tackle Excel 2010-and challenge
yourself to new levels of mastery! Learn expert techniques for designing powerful spreadsheets Apply built-in functions-or write your own-and carry out
complex calculations Use rich charting and graphic capabilities to visualize data Perform sophisticated data analysis: financial, statistical, and "whatif" Design PivotTable reports to dynamically analyze data Share and collaborate with others-while managing sensitive data Link and embed Excel data
into other documents Create macros with Microsoft Visual Basic for Applications Sample spreadsheets from inside the book Add-ins and other resources
to help you extend Microsoft Office programs Links to demos, user communities, and product support
This book is a practical, step-by-step guide to getting started with Microsoft Office 2010. You’ll learn how to create and edit essential office
files—documents, spreadsheets, presentations, and more—quickly and efficiently. You’ll also learn about all of the new updates included with Office
2010. Collaborate on projects in the cloud and access your files from virtually anywhere—with Beginning Microsoft Office 2010, you’ll take a hands-on
approach to learning everything, new and old, that the world’s most popular productivity software suite has to offer. Get started with Office 2010 Basics.
Create, store, and share office documents. Use shared Office tools both online and offline. How to keep e-mail, contacts, appointments, notes, and tasks
organized.
Beginning Microsoft Office 2010
Student Video CD for Your Office
Microsoft Excel 2010: Comprehensive
Microsoft Excel 2013
Microsoft PowerPivot for Excel 2010
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 introductory computer courses on Microsoft Office 2010 or courses in computer
concepts with a lab component for Microsoft Office 2010 applications. Your Office is the Office Applications textbook
written for instructors who want more than a ‘skill & drill’ book that enables students to learn discreet tasks but fails to
illustrate the big picture of how these skills work together. Your Office bridges the gap between skill and application, and
empowers students to master Office 2010 as a tool to solve problems and make decisions. Our cases progress students
from learning the skills in each Office Application to using the applications as tools to make business decisions. Our
unique modular structure provides a strong foundation for students through practice in each workshop and then
synthesizes the objectives covered over two workshops, challenging students to really retain what they learned as opposed
to learning and then forgetting soon after. Our series scenario introduces a large global business (the resort and spa)
made up of smaller businesses (golf pro shop, spa, restaurants, event planning, etc) featured in the cases that run
throughout all four applications. This approach gives students a solid understanding of how an organization works by
exposing them to how individuals in all facets of a business interact with tools like Microsoft Office and use information to
make decisions.
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 deskside 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
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 full-color 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-toabsorb, 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-tofollow, 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
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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, one-stop, 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-in-one, value-packed combo!
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"
Microsoft Excel 2010 Comprehensive
Microsoft Excel 2010
Microsoft Excel 2010 Plain & Simple
Microsoft Excel 2013 Plain & Simple
Microsoft Office 2010

This package contains: 0131392557: myitlab with Pearson eText -- Access Card -- for Skills for
Success with Office 2010 0132840324: Skills for Success with Office 2010, Volume 1
The perfect book-and-video training package for Excel2010! This Excel 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 Excel 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 trainingpackage 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 new Excel 2010 features such as Office Web apps that canbe accessed from anywhere
and a streamlined new Ribbon Additional resources available on companion Web
site:www.digitalclassroombooks.com Learn the ins-and-outs of Excel 2010!
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
This package contains: 01032119560: myitlab with Pearson eText -- Access Card -- for Office 2010
0132610442: Your Office: Microsoft Excel 2010 Comprehensive
Microsoft Excel 2010 In Depth
Your Office
A Beginner's & Intermediate's Guide for Mastering the Quintessence of Microsoft Excel (2010-2019
& 365) in no time!
Excel 2010 For Dummies eBook Set
See your way to super spreadsheets with Excel 2010 and this visual guide! If you're always hearing
about the cool things that Excel can do, here's your chance to see how to do them! With pages of fullcolor, step-by-step instructions and crystal-clear screen shots, this guide shows you how to get the
most out of Excel 2010. The book covers all the basics as well as Excel 2010's new features and
functions, including a new interface and better collaboration tools. Crunch and chart your data over a
network, over the Web, or at home-helpful tips on every page will get you there even faster! Provides a
clear look at Excel 2010, the newest version of the world's leading spreadsheet application from
Microsoft, and part of the new Microsoft Office 2010 suite Demonstrates how to create spreadsheets and
charts, filter and sort data, work with PivotTable, and present your data-on a network, on the Web, or
on your laptop Explores all features and functions in full-color pages packed with screen shots and
other visual graphics that clearly show you how to accomplish tasks Includes practical examples, tips,
and advice on how to use all the tools more effectively Get the very most out of Excel 2010 with this
easy-to-follow guide!
Crunch numbers, create spreadsheets, and get up to speed on Excel 2010! This friendly book gets you
started with the basics of Excel 2010, such as creating a spreadsheet from scratch, selecting commands
from the Ribbon, customizing the Quick Access toolbar, creating simple formulas, moving and copying
data with drag and drop, using the AutoCorrect and AutoFill features, and more. Navigate effectively —
see how the Ribbon interface and the Backstage View give you access to all the tools you need for every
task Be a mover and a shaker — move and copy data with cut, copy, and paste or drag and drop Summing up
— total columns and rows of numbers with the AutoSum button Making it pretty — format data tables,
adjust column widths and row heights, hide columns and rows, and format with Styles or the Format
Painter Safety net — save your work and recover spreadsheets after a computer crash Open the book and
find: What's new in Excel 2010 How to surf an Excel 2010 worksheet and workbook Instructions for
entering data in a worksheet Tips for keeping your data secure How to enter and edit formulas with
built-in functions Tips for undoing or deleting data entry mistakes Learn to: Get comfortable with
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Excel 2010 and Backstage View Create and edit spreadsheets Format cells, create formulas, and fix data
entry errors Copy, cut, move, paste, or delete data
Get comfortable with the latest versions of Microsoft Excel, Microsoft Excel Starter, and the Excel Web
App. Don’t just read about it: see it, hear it, with step-by-step video tutorials and valuable audio
sidebars delivered through the Free Web Edition that comes with every USING book. For the price of the
book, you get online access anywhere with a web connection–no books to carry, updated content, and the
benefit of video and audio learning. Way more than just a book, this is all the help you’ll ever
need…where you want, when you want! learn fast, learn easy, using web, video, and audio Show Me video
walks through tasks you’ve just got to see–including bonus advanced techniques Tell Me More audio
delivers practical insights straight from the experts UNLOCK THE FREE WEB EDITION—To register your
USING book, visit quepublishing.com/using.
Microsoft PowerPivot for Excel 2010: Give Your Data Meaning introduces PowerPivot in Excel 2010 to
power users and data analysts who want to give their data meaning by creating their own Business
Intelligence models. And with Microsoft Excel 2010: Data Analysis and Business Modeling, you'll learn
the best ways to use Office Excel 2010 for data analysis and business modeling. Award-winning professor
and statistician Wayne Winston shares practical examples to help you transform data into bottom-line
results. Web site includes practice files. The two books included in this kit are: 9780735640580
Microsoft PowerPivot for Excel 2010 9780735643369 Microsoft Office Excel 2007: Data Analysis and
Business Modeling, 3E
Microsoft Xcl10 Comp&mil W/etx
Excel 2010 Workbook For Dummies
Excel 101
Microsoft® Office Excel 2010: A Case Approach, Introductory
Microsoft Access 2010 Comprehensive Student Video DVD and MyItLab Access Card

Reinforce your understanding of Excel with these Workbook exercises Boost your knowledge of important Excel tasks
by putting your skills to work in real-world situations. The For Dummies Workbook format provides more than 100
exercises that help you create actual results with Excel so you can gain proficiency. Perfect for students, people learning
Excel on their own, and financial professionals who must plan and execute complex projects in Excel, Excel 2010
Workbook For Dummies helps you discover all the ways this program can work for you. Excel is the world's most
popular number-crunching program, and For Dummies books are the most popular guides to Excel The Workbook
approach offers practical application, with more than 100 exercises to work through and plenty of step-by-step guidance
This guide covers the new features of Excel 2010, includes a section on creating graphic displays of information, and
offers ideas for financial planners Also provides exercises on using formulas and functions, managing and securing
data, and performing data analysis A companion CD-ROM includes screen shots and practice materials Excel 2010
Workbook For Dummies helps you get comfortable with Excel so you can take advantage of all it has to offer. Note: CDROM/DVD and other supplementary materials are not included as part of eBook file.
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 2010: A Case Approach offers
running case study throughout the text to help students understand the material in a consistent, relevant environment.
Through this theme of “Making Office Relevant,” this text helps students understand why they need this course and
these skills. Updated for Office 2010, student success is assured through clear step-by-step instruction, plentiful screen
captures and conceptual explanations. Each Lab, designed to be covered in 1 hour of class time, combines conceptual
coverage with detailed software-specific instructions. Each Lab opens with a running case study that highlights realworld applications of each software program and leads students from problem to solution. Moreover, 25-50% of all end of
chapter exercises are completely new. The O'Leary Series helps students learn specific applications skills along with
those that cross all Office applications, which is especially important in mastering this version of Office. The O'Leary
Series also correlates with SimNet Online, our online training and assessment program for Office 2010.
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. Your Office is ideal for introductory computer courses on Microsoft Office
2010 or courses in computer concepts with a lab component for Microsoft Office 2010 applications. Your Office is the
Office Applications textbook written for instructors who want more than a ‘skill & drill’ book that enables students to
learn discreet tasks but fails to illustrate the big picture of how these skills work together. Your Office bridges the gap
between skill and application, and empowers students to master Office 2010 as a tool to solve problems and make
decisions. The cases progress students from learning the skills in each Office Application to using the applications as
tools to make business decisions. The unique modular structure provides a strong foundation for students through
practice in each workshop and then synthesizes the objectives covered over two workshops, challenging students to
really retain what they learned as opposed to learning and then forgetting soon after. The series scenario introduces a
large global business (the resort and spa) made up of smaller businesses (golf pro shop, spa, restaurants, event
planning, etc) featured in the cases that run throughout all four applications. This approach gives students a solid
understanding of how an organization works by exposing them to how individuals in all facets of a business interact with
tools like Microsoft Office and use information to make decisions.
Microsoft Excel 2010 Digital Classroom
Office and SharePoint 2010 User's Guide
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