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Introduce your students to the latest that Microsoft Office hasto offer with the
new generation of Shelly Cashman Series books! For the past three decades, the
Shelly Cashman Series has effectively introduced computer skillsto millions of
students. With Microsoft Office 2013, we're continuing our history of innovation
by enhancing our proven pedagogy to reflect the learning styles of today's
students. In thistext you'll find features that are specifically designed to engage
students, improve retention, and prepare them for future success. Our trademark
step-by-step, screen-by-screen approach now encourages students to expand their
understanding of Microsoft Office 2013 software through experimentation,
critical thought, and personalization. With these enhancements and more, the
Shelly Cashman Series continues to deliver the most effective educational
materials for you and your students.
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Introduce your students to the latest that Microsoft Office has to offer with the new generation of Shelly
Cashman Series books! For the past three decades, the Shelly Cashman Series has effectively introduced
computer skillsto millions of students. With Microsoft Office 2013, we're continuing our history of
innovation by enhancing our proven pedagogy to reflect the learning styles of today's students. In this text
you'll find features that are specifically designed to engage students, improve retention, and prepare them for
future success. Our trademark step-by-step, screen-by-screen approach now encourages students to expand
their understanding of Microsoft Office 2013 software through experimentation, critical thought, and
personalization. With these enhancements and more, the Shelly Cashman Series continuesto deliver the
most effective educational materials for you and your students.
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Editorial Review

Review

Microsoft(R) Word 2013. 4. Creating a Document with a Title Page, Lists, Tables, and a Watermark. 5.
Using a Template to Create a Resume and Sharing a Finished Document. 6. Generating Form Letters,
Mailing Labels, and a Directory. 7. Creating a Newsletter with a Pull-Quote and Graphics. Microsoft(R)
PowerPoint(R) 2013. 4. Working with Information Graphics. 5. Collaborating on and Delivering a
Presentation. 6. Navigating Presentations Using Hyperlinks and Action Buttons. 7. Creating a Self-Running
Presentation Containing Animation. Microsoft(R) Excel(R) 2013. 4. Working with Multiple Worksheets and
Workbooks. 5. Financial Functions, Data Tables, and Amortization Schedules. 6. Creating, Sorting, and
Querying aTable. 7. Creating Templates, Manipulating Data, and Adding Enhancements to a Worksheet.
Microsoft(R) Access(c) 2013 4. Creating Reports and Forms. 5. Multitable Forms. 6. Advanced Report
Techniques. 7. Advanced Form Techniques. Microsoft(R) Outlook(R) 2013. 3. Managing Contacts and
Personal Contact Information with Outlook. Capstone Projects. Index. Quick Reference. Important Notes for
Windows 7 Users.

About the Author

Misty E. Vermaat has more than 25 years of experiencein the field of computer and information technology.
In addition to consulting in the field, she was an Associate Professor at Purdue University Calumet, teaching
or developing Microsoft Office, computer concepts, database management, systems analysis and design, and
programming courses. Since 1990, Ms. Vermaat has led the development of the Shelly Cashman Series and
has written or co-authored numerous Series textbooks, including many editions of DISCOVERING
COMPUTERS, DISCOVERING COMPUTERS FUNDAMENTALS, and Microsoft Word books.

Users Review
From reader reviews:
Dwight Bailey:

As people who live in often the modest era should be update about what going on or info even knowledge to
make these individuals keep up with the erawhich is always change and move forward. Some of you maybe
will certainly update themselves by looking at books. It is agood choice in your case but the problems
coming to a person is you don't know which you should start with. This Microsoft Office 2013: Advanced
(Shelly Cashman Series) is our recommendation so you keep up with the world. Why, since this book serves
what you want and need in this era.

Arthur McLaurin:

Nowadays reading books are more than want or need but also turn into alife style. This reading addiction
giveyou lot of advantages. Associate programs you got of course the knowledge the actual information
inside the book that improve your knowledge and information. The info you get based on what kind of
publication you read, if you want have more knowledge just go with training books but if you want really
feel happy read one together with theme for entertaining such as comic or novel. The actual Microsoft Office
2013: Advanced (Shelly Cashman Series) iskind of guide which is giving the reader unforeseen experience.



Charlie Seymour:

The reserve with title Microsoft Office 2013: Advanced (Shelly Cashman Series) has alot of information
that you can discover it. You can get alot of profit after read this book. This book exist new expertise the
information that exist in this reserve represented the condition of the world today. That isimportant to yo7u
to learn how the improvement of the world. That book will bring you within new era of the globalization.

Y ou can read the e-book with your smart phone, so you can read that anywhere you want.

Lloyd Gilbert:

Reading a e-book make you to get more knowledge from this. Y ou can take knowledge and information

from the book. Book is prepared or printed or descriptive from each source this filled update of news. On this
modern eralike now, many waysto get information are available for anyone. From media social just like
newspaper, magazines, science guide, encyclopedia, reference book, book and comic. Y ou can add your
knowledge by that book. Isn't it time to spend your spare time to open your book? Or just looking for the
Microsoft Office 2013: Advanced (Shelly Cashman Series) when you desired it?
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