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TEACH YOURSELF VISUALLY OFFICE 2003

Visual, 2005. Book Condition: New. Brand New, Unread Copy in Perfect Condition. A+ Customer Service!
Summary: OFFICE.Chapter 1: OCice Basics.Start and Exit OCice Applications.Navigate the Program
Windows.Work with Task Panes.Work with Menus and Toolbars.Display and Hide Toolbars.Customize
Toolbars.Find Help with OCice.Add and Remove OCice Components.Chapter 2: Working with Files.Start a New
File.Save a File.Open an Existing File.Close a File.Find a File.Preview a File.Print a File.Cut, Copy, and Paste
Data.Link and Embed Data.Assign a Password to a File.WORD.Chapter 3: Adding Text.Change Word's
Views.Type and Edit Text.Select Text.Move and Copy Text.Save Time with AutoText.Apply a Template.Insert
Symbols.Chapter 4: Formatting Text.Add Basic Formatting.Change the Font.Change the Font Size.Add Color to
Text.Add Text ECects.Align Text.Set Character Spacing.Copy Formatting.Indent Text.Set Tabs.Create Bulleted or
Numbered Lists.Set Margins.Set the Line Spacing.Format with Styles.Chapter 5: Working with Tables.Insert a
Table.Draw a Table.Select Table Cells.Adjust the Column Width or Row Height.Add Columns and Rows.Delete
Columns and Rows.Merge Table Cells.Split Table Cells.Apply Table Formatting.Reposition a Table.Resize a
Table.Chapter 6: Adding Extra Touches.Add Borders and Shading to Text.Create Columns.Add Headers and
Footers.Insert Comments.Insert Footnotes and Endnotes.Insert Page Numbers and Page Breaks.Add Drop
Caps.Add a Watermark.Chapter 7: Previewing and Printing Documents.Find and Replace Text.Check Spelling
and Grammar.Work with AutoCorrect.Use the Thesaurus.Change Text Case.Track and Review Document
Changes.E-Mail a Document.Change Paper Size.Print an Envelope.EXCEL.Chapter 8: Building
Spreadsheets.Enter Cell Data.Select Cells.Faster Data Entry with AutoFill.Add Columns and Rows.Delete Columns
and Rows.Resize Columns and Rows.Turn On Text Wrapping.Center Data Across Columns.Freeze a Column or
Row.Remove Data or Cells.Chapter 9: Worksheet Basics.Assign Worksheet Names.Delete a Worksheet.Add a
Worksheet.Move a Worksheet.Copy a Worksheet.Format the Worksheet Tab Color.Find and Replace Data.Sort
Data.Filter Data with AutoFilter.Insert a Comment.Track and Review Workbook Changes.Chapter 10: Working
with Formulas and Functions.Understanding Formulas.Create Formulas.Define a Range Name.Reference
Ranges in Formulas.Reference Cells from Other Worksheets.Apply Absolute and Relative Cell
References.Understanding Functions.Apply a Function.Total Cells...
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You May Also Like

Gran d p a Sp an ielso n 's C h icken  Po x Sto ries:  Sto ry  #1:  Th e Octo p u s ( I C an  Read                                 
Bo o k 2) 
HarperCollins, 2005. Book Condition: New. Brand New, Unread Copy in Perfect Condition. A+
Customer Service! Summary: Foreword by Raph Koster. Introduction. I. EXECUTIVE
CONSIDERATIONS. 1. The Market. Do We Enter the Market? Basic Considerations. How...
Sav e Bo o k »  

M aisy 's C h ristmas Tree   
Candlewick, 2014. Book Condition: New. Brand New, Unread Copy in Perfect Condition. A+
Customer Service! Summary: The final scene of the gang caroling around the tree, complete
with paper crowns from British Christmas crackers, is...
Sav e Bo o k »  

Th e Web  C o llectio n  Rev ealed ,  Premiu m Ed itio n :  A d o b e Dreamw eav er C S6,                            
Flash  C S6,  an d  Ph o to sh o p  C S6 ( Stay  C u rren t w ith  A d o b e C reativ e C lo u d )                            
Cengage Learning, 2012. Book Condition: New. Brand New, Unread Copy in Perfect Condition.
A+ Customer Service! Summary: You can now maximize and integrate the design and
development power of Adobe Creative Suite 6 with WEB...
Sav e Bo o k »  

Star Fligh ts Bed time Sp acesh ip :  J o u rn ey  Th ro u gh  Sp ace Wh ile DriPin g OC to                           
Sleep
CreateSpace Independent Publishing Platform, 2013. Book Condition: New. Brand New,
Unread Copy in Perfect Condition. A+ Customer Service! Summary: "Star Flights Bedtime
Spaceship" is a charming and fun story with the purpose to help children...
Sav e Bo o k »  

Do m's Drago n  -  Read  it  Y o u rself  w ith  L ad y b ird :  L ev el 2                   
Penguin Books Ltd. Paperback. Book Condition: new. BRAND NEW, Dom's Dragon - Read it
Yourself with Ladybird: Level 2, Mandy Ross, One day, Dom finds a little red egg and soon he is
the owner...
Sav e Bo o k »  
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A  Do g o f  Flan d ers:  U n ab rid ged ; In  Easy - to - Read  Ty p e ( Do v er C h ild ren 's Th riP                                     
C lassics)
Dover Publications, 2011. Paperback. Book Condition: New. No Jacket. New paperback book
copy of A Dog of Flanders by Ouida (Marie Louise de la Ramee). Unabridged in easy to read
type. Dover Children's Thrift Classic.
Sav e eBo o k »  

Th e Grav ed igger's Dau gh ter    
Ecco. Hardcover. Book Condition: New. 0061236829 Never Read-12+ year old Hardcover book
with dust jacket-may have light shelf or handling wear-has a price sticker or price written
inside front or back cover-publishers mark-Good Copy- I
Sav e eBo o k »  

M y  Frien d  H as Do w n 's Sy n d ro me           
Barron's Educational Series Inc.,U.S. Paperback. Book Condition: new. BRAND NEW, My Friend
Has Down's Syndrome, Jennifer Moore-Mallinos, Younger children are normally puzzled
when they encounter other kids who suffer from Down's Syndrome. Here is a
Sav e eBo o k »  

Th e Tale o f  J emima Pu d d le- Du ck -  Read  it  Y o u rself  w ith  L ad y b ird :  L ev el 2                         
Penguin Books Ltd. Paperback. Book Condition: new. BRAND NEW, The Tale of Jemima
Puddle-Duck - Read it Yourself with Ladybird: Level 2, This is a gentle adaptation of the classic
tale by Beatrix Potter. Jemima
Sav e eBo o k »  

Peter Rab b it:  Treeh o u se Rescu e -  Read  it  Y o u rself  w ith  L ad y b ird :  L ev el 2                       
Penguin Books Ltd. Paperback. Book Condition: new. BRAND NEW, Peter Rabbit: Treehouse
Rescue - Read it Yourself with Ladybird: Level 2, This is based on the new Peter Rabbit
animated TV series. Peter and Lily
Sav e eBo o k »  
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