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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. Introducing Microsoft Power BI enables you to evaluate when and how to
use Power BI. Get inspired to improve business processes in your company by
leveraging the available analytical and collaborative features of this environment.
Be sure to watch for the publication of Alberto Ferrari and Marco Russo's
upcoming retail book, Analyzing Data with Power BI and Power Pivot for Excel
(ISBN 9781509302765). Go to the book's page at the Microsoft Press Store here
for more details:http://aka.ms/analyzingdata/details. Learn more about Power BI
at https://powerbi.microsoft.com/.
The smart way to learn Microsoft Office Professional 2013—one step at a time!
Experience learning made easy—and quickly teach yourself how to get more done
with Microsoft Word, PowerPoint, Excel, Outlook, OneNote, Access, and
Publisher. With Step by Step, you set the pace—building and practicing the skills
you need, just when you need them! Determine the best Office tool for specific
tasks Use Office efficiently on touch-enabled devices Create attractive
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documents, publications, and presentations Manage your e-mail, calendar,
meetings, and communications Put your business data to work with Excel and
Access Organize and share your notes and ideas with OneNote
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 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
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and friendly approach of Office 2013 For Dummiesmakes doing Office work easy
and efficient!
Barnes & Noble Exclusive Edition Includes four bonus chapters, available
nowhere else! Efficiently collaborate, coauthor, and control document edits in
Word Solve business intelligence problems in Excel with Power Pivot and Power
Query Add media and movement to your PowerPoint slides Personalize email
message forms to save time and communicate more information Now in full
color! This is learning made easy. Get more done quickly with Office 2016. Jump
in wherever you need answers - brisk lessons and colorful screenshots show you
exactly what to do, step by step. Covers Word, Excel, PowerPoint and Outlook
Includes Office 365 subscription information Discover how to use cloud storage
with OneDrive and your Office 365 subscription Format Word documents for
maximum visual impact Build powerful, reliable Excel workbooks for analysis and
reporting Prepare highly effective PowerPoint presentations Use Outlook to
organize your email, calendar, and contacts Includes downloadable practice files
Experience learning made easy—and quickly teach yourself how to build your own
database with Access 2013. With Step by Step, you set the pace—building and
practicing the skills you need, just when you them! Includes downloadable
practice files and a companion eBook. Build a database from scratch or ready
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templates Create easy-to-use data-entry forms Write queries to extract and
manipulate data Design reports to summarize data in effective ways Import data
from other databases and documents
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"
Demonstrate your expertise with Microsoft Office! Designed to help you practice
and prepare for the 2013 Word Microsoft Office Specialist (MOS) exam, this all-inone study guide features: Full, objective-by-objective exam coverage Easy-tofollow procedures and illustrations to review essential skills Hands-on practice
tasks to apply what you've learned Includes downloadable practice files
The quick way to learn Microsoft Excel 2019! This is learning made easy. Get
more done quickly with Microsoft Excel 2019. Jump in wherever you need
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answers–brisk lessons and detailed screenshots show you exactly what to do,
step by step. Quickly set up workbooks, enter data, and format it for easier
viewing Perform calculations and find and correct errors Create sophisticated
forecast worksheets, key performance indicators (KPIs), and timelines Visualize
data with 3D maps, funnel charts, and other powerful tools Import, process,
summarize, and analyze huge datasets with Excel’s improved PowerPivot and
Power Query Build powerful data models and use them in business intelligence
Look up just the tasks and lessons you need
Describes the features of the software program, including writing formulas,
presenting data visually, linking worksheets, using PivotTables, and collaborating
online.
Expert Paul McFedries helps you master key Excel 2019 and Office 365 tools for
building more powerful spreadsheets. Use Excel 2019 and Office 365 core
features to build spreadsheets that solve business problems and deliver reliable
answers. Drawing on his unsurpassed experience, Paul McFedries helps you
make the most of formulas and functions, including the latest improvements to
arrays, formula error handling, and statistics. McFedries’ step-by-step projects
walk you through handling key tasks, from building timesheets to projecting cash
flow and aging receivables. His practical examples and clear instructions
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demystify intermediate- to advanced-level formula construction, and help you
leverage Excel’s most useful functions in your everyday work. Becoming an
Excel expert has never been easier! By reading this book, you will: • Improve
business analyses by adding intelligence and knowledge to your models •
Replace cumbersome formulas with convenient predefined functions • Radically
simplify complex calculations with Office 365’s new dynamic arrays • Use
conditional formatting to reveal anomalies, problems, or opportunities • Calculate
loan payments, interest costs, terms, and amortization schedules • Project the
future value of investments, and plan to achieve investment goals • Master
essential discounting and cash-flow analysis tools, including net present value
and internal rate of return • Sort, filter, and analyze tabular data, from customers
to inventory • Easily analyze huge data sets with PivotTable calculations About
This Book • For everyone who wants to get more done with Microsoft Excel in
less time • For business and financial professionals, entrepreneurs, students,
and others who need to efficiently manage and analyze data
A guide to the presentation graphics program covers such topics as using readymade templates, creating charts and graphs, adding animation and sound, and emailing presentations.
The quick way to learn Microsoft Project 2019! This is learning made easy. Get
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more done quickly with Microsoft Project 2019. Jump in wherever you need
answers–brisk lessons and informative screenshots show you exactly what to do,
step by step. Other Project users will want to grab this book as well. Quickly start
new plans, build task lists, and assign resources View resource capacity and
track progress Capture and fine-tune work and cost details Visualize schedules
with Gantt charts and other views and reports Consolidate projects, and share
resources across plans Manage modern Agile projects (James Mills, Jr.,
contributor) Customize Project to maximize your efficiency Leverage
improvements to task linking, timelines, and accessibility Master PM best
practices while you learn Project Look up just the tasks and lessons you need
Experience learning made easy-and quickly teach yourself how to build database
solutions with Access 2010. With STEP BY STEP, you set the pace-building and
practicing the skills you need, just when you need them! Topics include building
an Access database from scratch or from templates; publishing your database to
the Web; exchanging data with other databases and Microsoft Office documents;
creating data-entry forms; using filters and queries; designing reports; using
conditional formatting; preventing data corruption and unauthorized access; and
other core topics.
Visual QuickStart Guides, designed in an attractive tutorial and reference format,
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are the quickest, easiest, and most thorough way to learn applications, tasks, and
technologies. The Visual QuickStart Guides are a smart choice and guide the
learner in a friendly and respectful tone. Visually presented with copious
screenshots, the focused discussions by topic and tasks make learning a breeze
and quickly take you to exactly what you want to learn. Microsoft Office 2013:
Visual QuickStart Guide, written by best-selling author Steve Schwartz, has been
extensively rewritten to provide expanded coverage of the core Office
applications: Word, Excel, PowerPoint, and Outlook, provides in-depth
instructions on many of the new features and changes introduced in Office 2013,
and offers a thorough introduction to the Office Web Apps. Coverage of each
application is jam-packed with information and tips that not only explain HOW to
perform a task, but WHY you need this procedure and WHEN it's best to use it.
Includes eBook In addition to concise, step-by-step explanations of core tools
and tasks, with plenty of helpful screen shots to keep you on track as you work,
Microsoft Office 2013 for Windows: Visual QuickStart Guide includes the eBook.
You can download digital versions of this book to load on the mobile device of
your choice so that you can continue learning whenever and wherever you are.
We provide you with EPUB, PDF, and MOBI eBook formats to ensure that you
get the experience that best suits your viewing needs.
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A step-by-step guide to using Microsoft Visual Basic, covering such topics as
building and customizing the user interface, managing data, Visual Studio web
development with ASP.NET 4, and working with Windows Phone SDK 8.0.
The smart way to learn Microsoft Office Home and Student 2013--one step at a
time! Experience learning made easy--and quickly teach yourself how to get
more done with Microsoft Word, Excel, PowerPoint, and OneNote. With Step by
Step, you set the pace--building and practicing the skills you need, just when you
need them! Use Office anywhere with touch-enabled devices Save time and work
more easily with templates Make professional-looking documents and
presentations Build spreadsheets to calculate and visualize data Organize and
share your best ideas with OneNote Work with friends using social media and the
cloud.
The go-to reference for the new Office Home & Student2013 The Home &
Student version of Microsoft Office targets thehome and education markets,
covering the four applications mostused outside the workplace: Word, Excel,
PowerPoint, and OneNote.The minibooks in this essential All-in-One guide
includereal-world examples and projects that cover the new features
andcapabilities of Office 2013. Straightforward advice and beneficialprojects help
you to learn the basics of creating a resume in Word,establishing a home budget
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in Excel, developing a dynamic schoolpresentation with PowerPoint, and taking
notes in OneNote. Targets home and school users of Office 2013, who primarily
useWord, Excel, PowerPoint, and OneNote Walks you through how to use Office
2013 for everyday projects,such as creating a cover letter in Word or reusable
templates inExcel Demonstrates how to jazz up a school presentation
withPowerPoint Provides you with straightforward instructions for taking notesin
OneNote Shares common Office 2010 tools and details the basics of theOffice
ribbon Office Home & Student 2013 All-in-One For Dummies isan easy-tounderstand guide to the essentials of Office 2013!
Provides timesaving tips, tricks, shortcuts, solutions, and troubleshooting
guidelines for Microsoft Excel, Outlook, Word, PowerPoint, and other
applications, and explores new features and capabilities of Office 2013.
Experience learning made easy—and quickly teach yourself how to stay organized and stay
connected using Outlook 2013. With Step by Step, you set the pace—building and practicing
the skills you need, just when you them! Includes downloadable practice files and a companion
eBook. Set up your email and social media accounts Send, search, filter, and organize
messages Manage one or more calendars, and share your schedule Help protect your inbox
and outbox Create and track tasks, to-do lists, and appointments
Experience learning made easy—and quickly teach yourself how to format, publish, and share
your content using Word 2013. With Step by Step, you set the pace—building and practicing the
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skills you need, just when you them! Includes downloadable practice files and a companion
eBook. Work with Word on your PC or touch-enabled device Master the core tools for
designing and editing documents Manage page layout, style, and navigation Use tables and
charts to organize information Insert pictures, graphics, and video Use collaboration and
review features
Microsoft Office Professional 2013 Step by StepPearson Education
Learn the simplest ways to get things done with Microsoft Office 2013 Get the full-color, visual
guide that makes learning Microsoft Office 2013 plain and simple! Follow the book’s easy
steps and screenshots and clear, concise language to learn the simplest ways to get things
done with Microsoft Word, Excel, Outlook, PowerPoint, Access, Publisher, and OneNote.
Here’s WHAT you’ll learn: Navigate with mouse, keyboard, or touch Create documents,
reports, databases, and presentations Share your desktop, worksheets, and files Manage your
email and organize your calendar Stay connected with online meetings and instant messaging
Access your programs and your documents via 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
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
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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.
Your text simplified as the essential facts to prepare you for your exams. Over 2,000 higly
probable test items.
Experience learning made easy—and quickly teach yourself how to create impressive
documents with Word 2007. With Step By Step, you set the pace—building and practicing the
skills you need, just when you need them! Apply styles and themes to your document for a
polished look Add graphics and text effects—and see a live preview Organize information with
new SmartArt diagrams and charts Insert references, footnotes, indexes, a table of contents
Send documents for review and manage revisions Turn your ideas into blogs, Web pages, and
more Your all-in-one learning experience includes: Files for building skills and practicing the
book’s lessons Fully searchable eBook Bonus quick reference to the Ribbon, the new
Microsoft Office interface Windows Vista Product Guide eBook—plus more resources and
extras on CD For customers who purchase an ebook version of this title, instructions for
downloading the CD files can be found in the ebook.
The smart way to learn Microsoft SharePoint 2013—one step at a time! Experience learning
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made easy—and quickly teach yourself how to boost team collaboration with SharePoint 2013.
With Step by Step, you set the pace—building and practicing the skills you need, just when you
need them! Customize your team site’s layout, features, and apps Manage and share ideas,
documents, and data Capture and organize content into lists and libraries Automate business
processes with built-in workflows Use social features to communicate and collaborate Publish
content using enhanced web content management
Presents a guide to Office Professional 2013, describing such tasks as creating documents,
spreadsheets, and slide presentations; managing email; and organizing notes, covering the
Microsoft programs Word, Excel, Access, OneNote, Publisher, Outlook, and PowerPoint.

With clear, step-by-step directions and practice files, Microsoft Office XP Step by
Step offers complete coverage of this best selling productivity suite. The easy to
follow lessons enable students to quickly and efficiently learn how to use each of
the major Office XP applications. A CD included in the book contains practice
files tightly integrated with the book's lessons, plus movie-style demonstrations of
key procedures
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 skills to 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.
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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-bystep, 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. Important Notice: Media content referenced within the
product description or the product text may not be available in the ebook version.
Learn the simplest ways to get things done with Microsoft Access 2013 Get the
full-color, visual guide that makes learning Microsoft Access 2013 plain and
simple! Follow the book’s easy steps and screenshots and clear, concise
language to learn the simplest ways to build a database and sort information.
Here’s WHAT you’ll learn: Build and manage your own database Apply
professional designs across your databases Create presentations and publish
reports online Secure your database with passwords and encryption Exchange
data with other databases and documents Interact with your data easier using
macros 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
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right away
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)
Get the fast facts that make learning Office 2010 plain and simple! This colorful,
no-nonsense 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
Easy-to-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
Home and business users around the globe turn to Microsoft Office and its core
applications every day. Whether you're a newcomer or a veteran Office user, this
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friendly-but-informative guide provides in-depth coverage on all the newest
updates and enhancements to the Office 2013 suite. With an overview of tools
common to all Office applications and self-contained minibooks devoted to each
Office application, Office 2013 All-in-One For Dummies gets you up to speed and
answers the questions you'll have down the road. Explores the new Office
interface and explains how it works across the applications Features eight
minibooks that cover Word, Excel, PowerPoint, Outlook, Access, Publisher,
OneNote, common Office tools, and ways to expand Office productivity Highlights
the new online versions of Word, Excel, and PowerPoint as well as changes to
the interface and new tools and techniques Office 2013 All-in-One For Dummies
makes it easy to learn to use Office and gets you up and running on all the
changes and enhancements in Office 2013.
This is learning made easy. Get more done quickly with Office 2019. Jump in
wherever you need answers - brisk lessons and colorful screenshots show you
exactly what to do, step by step. Covers Word, Excel, PowerPoint and Outlook
Format Word documents for maximum visual impact Build powerful, reliable
Excel workbooks for analysis and reporting Prepare highly effective PowerPoint
presentations Use Outlook to organize your email, calendar, and contacts
Includes downloadable practice files
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The smart way to learn Microsoft Office Professional 2013--one step at a time!
Experience learning made easy--and quickly teach yourself how to get more
done with Microsoft Word, PowerPoint, Excel, Outlook, OneNote, Access, and
Publisher. With Step by Step, you set the pace--building and practicing the skills
you need, just when you need them! Determine the best Office tool for specific
tasks Use Office efficiently on touch-enabled devices Create attractive
documents, publications, and presentations Manage your e-mail, calendar,
meetings, and communications Put your business data to work with Excel and
Access Organize and share your notes and ideas with OneNote.
The smart way to learn Microsoft Visio 2013—one step at a time! Experience
learning made easy—and quickly teach yourself how to create professionallooking business and technical diagrams with Visio 2013. With Step by Step, you
set the pace—building and practicing the skills you need, just when you need
them! Create dynamic organization charts with Visio Make charts with wizards or
build them by hand Build drawings using Visio themes and effects Use datadriven drawings in Microsoft SharePoint Import, manipulate, and visualize
business data Draw and then execute SharePoint 2013 workflows
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
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book. This is learning made easy! Get productive fast with SharePoint 2016, and
jump in wherever you need answers: brisk lessons and colorful screen shots
show you exactly what to do, step by step – and practice files help you build your
skills. Fully updated for today's powerful new version of SharePoint, Microsoft
SharePoint 2016 Step by Step shows you how to do all this: Customize your
team site's layout, features, and apps Manage and share ideas, documents, and
data Capture and organize content into lists and libraries Automate business
processes with built-in workflows Use social features to communicate and
collaborate Work with SharePoint's business intelligence features Publish content
using enhanced web content management Use SharePoint with Excel, Access,
Outlook, and Lync And much more…
The smart way to learn Excel 2013—one step at a time! Experience learning made
easy—and quickly teach yourself how to manage, analyze, and present data with
Excel 2013. With Step by Step, you set the pace—building and practicing the skills
you need, just when you them! Includes downloadable practice files and
companion eBook. Discover how to: Work with Excel 2013 in touch mode Write
formulas, create macros, and organize data Present data visually and add
images to worksheets Consolidate multiple sets of data into a single workbook
Analyze data using the Quick Analysis Lens Collaborate with colleagues and
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present workbooks online
Now in full color! Easy lessons for essential tasks Big full-color visuals Skillbuilding practice files The quick way to learn PowerPoint! This is learning made
easy. Get productive fast with PowerPoint 2016 and jump in wherever you need
answers--brisk lessons and colorful screen shots show you exactly what to do,
step by step. Create compelling presentations Customize themes and templates
Design professional looking charts and graphs for your slides Work with
PowerPoint on your PC or touch device
A guide to the project management tool covers such topics as creating tasks and
assign constraints, estimating project costs, resolving scheduling problems,
creating project reports, and consolidating projects.
Get the guide that makes learning Microsoft Access 2010 plain and simple! This
full color, no-nonsense book shows you the quickest ways to build a database
and sort information, using easy-to-follow steps and concise, straightforward
language. You'll learn how out-of-the-box templates and reusable components
make Access 2010 a fast and simple database solution. Here's WHAT you'll
learn: Design and build your own database quickly Use Access forms to collect
information with ease Create and modify tables to organize your data Store files
such as documents and images Exchange data with other databases and
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documents Bring your data alive with colorful reports 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
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