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Building Vocabulary from Word Roots provides a
systematic approach to teaching vocabulary using Greek
and Latin prefixes, bases, and suffixes. Over 90% of
English words of two or more syllables are of Greek or
Latin origin. Instead of learning words and definitions in
isolation, students learn key roots and strategies for
deciphering words and their meanings across all content
areas. Building Vocabulary from Word Roots: Level 10
kit includes: Teacher's Guide; Student Guided Practice
Book (Each kit includes a single copy; additional copies
may be ordered in quantities of 10 or more);
Assessments to support data-driven instruction; and
Digital resources including modeled lessons, 50 bonus
activities, and more.
Backed with over 20 years of writing, teaching and
professional experience with electronic spreadsheets,
the authors have perfected the format and presentation
of material for every type learning style. Comprehensive
information for students at many levels of experience
and a flexible binding make this a must-have series for
applications essentials. Areas covered include taking a
tour of Excel, creating a worksheet, improving worksheet
appearance, producing/printing well-designed worksheet,
working with functions, sorting and filtering lists, working
with charts, developing a multiple-sheet workbook,
creating special effects in a worksheet, changing data in
a workbook, formatting and displaying worksheets,
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documenting/protecting worksheets, integrating
applications, using functions to create/analyze data,
creating pivot tables and pivot charts and hyperlinks and
collaborative tools, designing online forms with Excel,
automating tasks with macros, using database functions,
expanding charting skills, auditing and customizing
worksheets, guiding cell entry--data validation, using
problem-solving tools and managing data from multiple
sources. For training professionals.
No other book better prepares students for the
innovations in Microsoft Office (2010 and 2007) and
living in today's digital world like the third edition of
DIGITOOLS! DIGITOOLS emphasizes computer
applications, such as word processing, presentations,
spreadsheets, and database while also providing
instruction on the proper way to key and format
documents using proven instructional methods, Students
learn to effectively use the Internet and input
technologies, including speech and handwriting
recognition. Important Notice: Media content referenced
within the product description or the product text may not
be available in the ebook version.
Building Vocabulary from Word Roots provides a
systematic approach to teaching vocabulary using Greek
and Latin prefixes, bases, and suffixes. Over 90% of
English words of two or more syllables are of Greek or
Latin origin. Instead of learning words and definitions in
isolation, students learn key roots and strategies for
deciphering words and their meanings across all content
areas. Building Vocabulary from Word Roots: Level 11
kit includes: Teacher's Guide; Student Guided Practice
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Book (Each kit includes a single copy; additional copies
may be ordered in quantities of 10 or more);
Assessments to support data-driven instruction; and
Digital resources including modeled lessons, 50 bonus
activities, and more.
Teach Yourself Excel 97 with the Software that Talks
You Through Every Step — On Demand See It! Watch
short, movie-style demos of over 100 key tasks Try It!
Two friendly experts guide you through every step of a
specific task in an interactive simulation Do It! Listen to
the instructions and follow the steps — while working in
your own Excel spreadsheets Learn Excel 97 — and get
your work done at the same time! Excel 97 One Step at
a Time introduces brand new interactive, soundenhanced software that allows you to call up the book's
step-by-step lessons right from your own Excel
spreadsheets. At home, at work, or in the classroom, this
unique, all-in-one book/software package is the perfect
resource for first-time learning or quick, on-the-fly
refreshers. http://www.idgbooks.com System
Requirements: IBM-compatible 386 or higher/Windows
95, or NT 4.0/8MB RAM recommended/150MB hard disk
space (for full/network install)/sound card
Building Vocabulary from Word Roots provides a systematic
approach to teaching vocabulary using Greek and Latin
prefixes, bases, and suffixes. Over 90% of English words of
two or more syllables are of Greek or Latin origin. Instead of
learning words and definitions in isolation, students learn key
roots and strategies for deciphering words and their meanings
across all content areas. Building Vocabulary from Word
Roots: Level 4 kit includes: Teacher's Guide; Student Guided
Practice Book (Each kit includes a single copy; additional
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copies may be ordered in quantities of 10 or more);
Assessments to support data-driven instruction; and Digital
resources including modeled lessons, 50 bonus activities, and
more.
Power Excel 2003 with MrExcel LiveLessons Mastering the
Smartest, Fastest Ways to Use Excel Bill Jelen DVD includes:
6+ hours of video instruction More than 80 tips and
techniques Features that can be learned in less than Five
minutes Bill Jelen ("MrExcel") presents focused, practical
videos that teach you powerful new ways to chart, calculate,
build PivotTables, automate workbooks, wrangle your data,
and more! Click play to follow along as Jelen walks you
through using Excel's most sophisticated features... all you
need to do is watch! You've got Microsoft Excel...now get the
most out of it, faster and more easily than ever before! In 85
quick video lessons, Bill Jelen ("MrExcel") shows you all you
need to maximize your productivity with Excel 2003, 2002
(XP), or 2000! Building on the live course he's taught to
thousands of financial professionals, Jelen walks you through
Excel's most powerful features and techniques. Just watch:
You'll master these powerful techniques at your own
pace--and get specific answers and solutions immediately,
whenever you need them! These practical, easy-to-use
videos cover charting, PivotTables, advanced calculations,
worksheet management, macros, and a whole lot
more--including tips and tricks that could save you hours
every single week! Looking for a better way to master today's
rapidly changing technologies? Want expert help but don't
have the time or energy to read a book? Can't find classroom
training worth the money? Discover LiveLessons: self-paced,
personal video instruction from the world's leading experts.
For anyone who wants to get more done in less time with
Excel 2003, 2002 (XP), or 2000--from entrepreneurs to
financial analysts, marketers to office managers! LiveLessons
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is an eight-hour video course organized into bite-sized, selfcontained sessions--you'll learn key skills in as little as five
minutes! Each session begins with well-defined learning
objectives and ends with comprehensive summaries, which
help you track your progress. Follow along as your instructor
shows exactly how to get great results in your real-world
environment. Bill Jelen is known worldwide as MrExcel. He
presents live Excel seminars to accountants throughout the
U.S. and has logged more than 60 appearances on The Lab
with Leo Laporte. Honored as a Microsoft MVP for Excel, he
has produced 500 episodes of his "Learn Excel from MrExcel"
video podcast. He writes the monthly Excel column for
Strategic Finance magazine. Microsoft Office
Spreadsheets/Desktop Applications mylivelessons.com
informit.com/que Contents: Part 1 Charting Lesson 1 Creating
a Chart Using the Wizard Lesson 2 Creating a Chart with One
Keystroke Lesson 3 Formatting a Chart Lesson 4 Adding
Chart Data Lesson 5 Noncontiguous Data Lesson 6
Interactive Chart Lesson 7 When to Choose Which Chart
Type Lesson 8 Charting Differing Orders of Magnitude
Lesson 9 Pie Chart Tricks Lesson 10 XY & Bubble Charts
Lesson 11 Histograms & Overlap Charts Lesson 12 Saving
Favorite Chart Settings Lesson 13 Chart Lies Part 2 Text
Lesson 14 Drag the Fill Handle to Extend a Series Lesson 15
Create Your Own Series Lesson 16 Joining Text Lesson 17
Rapid Formula Copy Lesson 18 Convert to Proper Case
Lesson 19 Joining Dates Lesson 20 Converting Formulas to
Values Lesson 21 Breaking Apart Text Lesson 22 Parsing
Fixed Width Part 3 Excel Customizations Lesson 23 Full
Menus Lesson 24 Toolbar Customization Lesson 25
Resetting Toolbars Lesson 26 Steve-O Toolbar Lesson 27
Close All Workbooks Lesson 28 Recently Used File List
Lesson 29 Data Entry Tricks Lesson 30 Customize All Future
Workbooks Lesson 31 Copy Worksheets Lesson 32 Change
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All Worksheets Lesson 33 Arranging Windows Part 4 Sorting
& Subtotals Lesson 34 Data Preparation Lesson 35 Sorting
Basics Lesson 36 Random Sort Lesson 37 Sorting by
Weekday Lesson 38 Rearranging Columns Lesson 39
Subtotals Lesson 40 Collapsing Subtotals Lesson 41 Copy
Subtotals Lesson 42 Formatting Subtotals Lesson 43 Multiple
Subtotals Lesson 44 Filling in Data on Subtotal Rows Lesson
45 Subtotal Tricks Part 5 Pivot Tables Lesson 46 Creating a
Pivot Table Lesson 47 Changing a Pivot Table Lesson 48
Pivot Gotchas Lesson 49 Pivot Sorting Lesson 50 Drill Down
Lesson 51 Summarizing Dates Lesson 52 Top 10 Report
Lesson 53 Pivot Calculations Lesson 54 Pivot Formatting
Lesson 55 Unique List Lesson 56 Ad-Hoc Queries Lesson 57
50 Reports in 5 Seconds Lesson 58 Making Reports
Pivotable Part 6 Formulas Lesson 59 AutoSum Tricks Lesson
60 Formula Auditing Lesson 61 Three Ways of Entering
Formulas Lesson 62 Relative Versus Absolute Formulas
Lesson 63 Discovering Functions Lesson 64 Goal Seek
Lesson 65 Unusual Functions Lesson 66 IF Formulas Lesson
67 VLOOKUP Lesson 68 Super Formulas Lesson 69 Date &
Time Part 7 Macros Lesson 70 Recording a Macro Lesson 71
Recording Navigation Lesson 72 How Many Rows? Lesson
73 Event Macros Part 8 Tips & Tricks Lesson 74 Finding
Records Lesson 75 Web Queries Lesson 76 Copying Column
Widths Lesson 77Floating Palettes Lesson 78 Page
Numbering Lesson 79 Turn Data Lesson 80 & in Header
Lesson 81 Choose from a List Lesson 82 Tool Tips for a Cell
Lesson 83 Word Processing in Excel Lesson 84 Mapping
Data Lesson 85 Have a Talk with Excel
Module 4 ECDL/ICDL Syllabus 4.0. This manual helps you
learn how to design spreadsheets, how to use basic functions
to perform calculations within your spreadsheet and how to
create and format charts. The manual comes with its own
data files which you use for practising the relevant exercises.
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Approved by the ECDL Foundation.
For courses in Microsoft Office for Windows and Excel for
Windows. Essentials are hands-on tutorials with a project
orientation designed to give students a thorough knowledge
of software applications in 8-12 contact hours. Most
Essentials are four color with oversized screen shots so
students can follow along. Essentials are available for most
Windows 3.1 and Windows 95 applications.* NEW - More endof-project exercises. * Helps students practice the skills
learned in the project and apply those skills in various
situations. * NEW - New Screen ID exercises for review. *
Helps students become familiar with the elements of the
various screens. * NEW - New Challenge exercises. *
Encourages students to use their problem solving skills. *
NEW - Why Would I Do This? overviews. * Helps students
understand the whys as well as the hows. * NEW - Running
marginal glossary. * Helps students understand unfamiliar
terms by defining complex terminology where they are first
encountered. * NEW - If You Have Problems... Boxes Anticipate common pitfalls. * Helps students learn the
processes correctly the first time. * NEW - Inside Stuff Provides tips and shortcuts. * Provides tips and sho
DigiTools: Communication, Information, and Technology
SkillsCengage Learning
Backed with over 20 years of writing, teaching and
professional experience with electronic spreadsheets, the
authors have perfected the format and presentation of
Microsoft applications material to suit every type of learning
style. Comprehensive information for users at various levels
of experience, hands-on exercises and a flexible binding
make this a must-have series for applications essentials.
Areas covered include designing online forms with Excel,
automating tasks with macros, using database functions,
expanding charting skills, auditing and customizing
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worksheets, guiding cell entry-data validation, using problemsolving tools and managing data from multiple sources. For
training professionals.
The Student books: Are in full-colour and designed for ease
of use whilst working at a PC. Include find-it-out sections to
encourage students to investigate and consider things from
different angles. Have explanations of key words. Are full of
step-by-step activities designed specifically for children of this
age to help them put theory into practice.
A personal training system teaches the basics of Microsoft
Office 97 Professional and Windows 95 easily and quickly,
and the companion CD includes practice files and visual clips
of the more complicated procedures. Original. (Intermediate)
Shows how to develop Office 2007 prowess with over 50
educational screencasts!
This book is the first in the series of four books that aims to
impro ve student's writing and give practical help with writing
tasks. The top ics and text types covered in the book are
designed to help students in their writing tasks for all school
subjects. In Excel En glish Workbook Year 7 you will find: a
focus on 15 differen t text types a wide variety of practice
exercises impo rtant grammar and punctuation information
vocabulary lists to m emorise a detailed answer section
Author: Jane Baker

This suite of straightforward, easy to manage suite of
resources comprises a Student Book and Teacher
Support Pack and CD-ROM for each of years 7, 8
and 9.
Provide a description about the book that does not
include any references to package elements. This
description will provide a description where the core,
text-only product or an eBook is sold. Please
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remember to fill out the variations section on the PMI
with the book only information. Just getting started in
the computer world? This introductory text,
CENTURY 21TM, JR. COMPUTER APPLICATIONS
WITH KEYBOARDING, 3E is the perfect companion
for navigation of computer basics, file management,
the Internet, keyboarding, word processing, desktop
publishing, spreadsheets, presentations, and
databases. CENTURY 21, JR. provides step-by-step
guidance, with engaging activities. Units are divided
into easy-to-manage chapters and projects will help
students learn the features of Microsoft Office 2013
and 365. Important Notice: Media content referenced
within the product description or the product text may
not be available in the ebook version.
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.
As well as comprehensively covering the
ECDL/ICDL Advanced AM4 syllabus, this manual is
useful for those wishing to increase their
spreadsheet knowledge. Designed to gradually build
up your knowledge the syllabus includes advanced
Functions, Scenarios and Pivot Tables. Data files
are supplied on CD which allow you to practise the
different features.Approved by the ECDL
Foundation.
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A complete package for learning Excel 2010! As the
leading spreadsheet application, Excel is an
essential data analysis and business tool. With this
dynamic combination of a full-color printed book and
a Dummies interactive eLearning course on CD,
you'll find a wealth of information on the latest
release of Excel. Featuring both written and
animated step-by-step how-tos, practice labs, helpful
videos, numerous examples, and a host of Dummies
hints and tips, this package makes your learning
process 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 master
Excel 2010, the leading spreadsheet application
used today 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 Excel
2010 eLearning Kit For Dummies helps you
maximize the potential of this data analysis tool so
you can work more efficiently. NOTE: CD-ROM/DVD
and other supplementary materials are not included
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as part of the e-book file, but are available for
download after purchase.
Part of our New Perspectives Series, this text offers
a case-oriented, problem-solving approach for
learning this powerful spreadsheet. This
Comprehensive title is a Microsoft-approved study
guide for the expert level certification in Microsoft
Excel 2000.
This book helps teachers get to grips with using
software and offers advice on the different classroom
management, differentiation and learning styles
issues involved in using a whiteboard in a classroom
context by: * Covering issues specific to Primary
school teachers integrating whiteboard teaching into
their classrooms * Providing cross-curricular
strategies that help teachers incorporate the board in
a range of subjects * Including screenshots and
photos that show what can be created and how to do
it * Offering innovative ways of presenting curriculum
topics * Including a CD packed full of resources that
teachers can develop for their own use.
Provides information on the features and functions of
Microsoft Excel and how to use Excel for financial
management of a small to medial business.
The Annotated Instructor's Edition provides the pointof-instruction assistance you need to enrich your
teaching with relevance and effectiveness. It's
designed to help you meet the diverse needs and
learning styles of your students.
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This collection of 77 teacher-developed and
approved activities gives you ready-to-use tools that
encourage positive behavior and are effective for all
students.
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