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Are you daunted by the prospect of doing a presentation or just keen to improve your presentation skills? This book gives you a detailed guide to the preparation and delivery of both individual and group
presentations. It takes you through all the practical stages necessary to complete a presentation and obtain excellent marks. Key features include: Real life examples illustrating effective presentation
techniques Helpful tips and illustrations throughout A 10 step guide to preparing your presentation Tips on using PowerPoint effectively A companion website complete with a student resource centre. Written
in a clear and accessible style this book is essential reading for both undergraduate and postgraduate students who have to conduct graded presentations. Visit the companion website at
www.sagepub.co.uk/chiversandshoolbred for free online support resources. SAGE Study Skills are essential study guides for students of all levels. From how to write great essays and succeeding at
university, to writing your undergraduate dissertation and doing postgraduate research, SAGE Study Skills help you get the best from your time at university. Visit the SAGE Study Skills website for tips,
quizzes and videos on study success!
A beginner's guide to the latest version of the Quicken financial management software uses a visual approach to teach readers how to set up and track checking and savings accounts, manage personal
investments, pay bills online, track credit card debt, and develop a short- and long-term financial plan to suit individual needs. Original. (Beginner)
Like every other application in Microsoft Office suite, PowerPoint is loaded with features. So many, in fact, that even veterans don't know where to find them all. Microsoft solved this problem in PowerPoint
2007 by redesigning the user interface with a tabbed toolbar that makes features easy to locate and use. PowerPoint 2007 also boasts improved graphics, additional templates, the ability to save custom
layouts, and improved collaboration through SharePoint. One thing Microsoft hasn't improved is its poor documentation. To learn the ins and outs of all the features in PowerPoint 2007, Microsoft merely
offers online help. If you're familiar with previous versions of the program, you may be lost the first time you fire up the new PowerPoint; or you would be if it weren't for PowerPoint 2007: The Missing Manual.
This book, written specifically for this version of the software, not only offers the basics of how to create, save, set up, run, and print a basic bullets-and-background slideshow, but takes you into the world of
multimedia, animation, and interactivity. You'll learn how to add pictures, sound, video, animated effects, and controls (buttons and links) to their slides, along with ways to pull text, spreadsheets, and
animations created in other programs. You can also create your own reusable design templates and learn to automate repetitive tasks with macros. Learn how to take advantage of advanced functions (such
as adding custom background images) that existed in previous PowerPoint versions, but were so cleverly hidden that few people ever found them.
This task-based guide gets down to business fast, taking readers step by step through all of the key features of the Microsoft Office 2004 suite for Mac OS X: Word( 2004, Excel( 2004, PowerPoint( 2004,
Entourage( 2004 and MSN Messenger Version 4.0.
* Straight-forward task descriptions * Succinct explanations * Full-color screen shots * Numbered steps Learn How To: * Create PivotTables and PivotCharts * Create a Button to Run a Macro * Publish an
Interactive Workbook
A guide to the business presentation software explains how to combine text, animation, video, photographs, sound effects, and narration into a professional-looking presentation.
The Illustrated Series offers a highly-visual, easy-to-follow approach to learning Office 2003 skills. This Premium Edition offers an integrated training solution to help students learn and reinforce key Office
skills.

A guide to Microsoft Office provides shortcuts, tips, and tricks for Word, Outlook, Excel, PowerPoint, and Access.
The visual and flexible way to learn Microsoft PowerPoint skills.
This project-based guide, written by Maria Langer and Tom Negrino, shows users how to create common Microsoft Office projects in no time at all.
Excel 2003 Visual Quick TipsVisual
"Office 2003 for Windows" gets readers quickly up to speed on all of the suite's new features so that they can do their best work without getting slowed down by the software. Uses clear, stepby-step instructions illustrated with hundreds of helpful screenshots.
A guide to Microsoft Office provides instructions on using Word, Excel, PowerPoint, Outlook, Access, and Publisher.
Help users master computer skills quickly and easily with this colorful, highly-visual Illustrated Course Guide for PowerPoint 2003. Lessons are presented in an easy-to-follow 2-page spread
that introduces step-by-step instructions on the left page and large screenshots and illustrations on the right. This signature, streamlined approach allows continuing education students learn
quickly, while also serving as an excellent reference tool.
An introduction to the Microsoft Office 2003 suite describes the latest features and functions of the various applications--Word, Excel, Access, PowerPoint, Exchange, FrontPage and
Publisher.
Describes the functions of all the Microsoft Office programs, including Excel, Outlook, PowerPoint, and Access.
Contains an introduction to Microsoft PowerPoint 2003 for Windows, including a visual guide to the basic elements of the software, providing information on creating slides, tables, and charts,
importing graphics, applying animation, and producing a slide show. Includes index.
Microsoft Office is the worldwide leading office productivity suite, featuring Word, Excel, PowerPoint, Access, Outlook, and FrontPage. This two-color, step-by-step consumer guide features
screen shots with specific, numbered instructions showing the actions one needs to perform to execute certain tasks. This book is perfect for visual learners who want a straightforward "show
me, don't tell me why" approach.
* Straight-forward task descriptions * Succinct explanations * Full-color screen shots * Numbered steps Learn How To: * Choreograph Effects to Make a Multimedia Presentation * Collaborate
on Presentations with a Document Workspace
Written by an experienced trainer, this guide gives insight on the best ways to perform tasks as well as nontraditional uses of PowerPoint.
& PowerPoint 2003 provides powerful new tools with which to create presentations more easily, illustrate ideas more powerfully, and share it all in any setting, from meeting rooms to the Web.
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& & Based on a proven, successful series format, this book uses a visual page design with easy-to-read text to teach beginning to intermediate level PowerPoint tasks. & & Troubleshooting
guides, & "see also & " referencing, sample projects, and MOS objectives add even more for the ambitious learner. & & Author Steve Johnson is a professional trainer and author of several
best-selling books.
* Teaches readers who already know how to use PowerPoint 100 cool and surprising techniques to make them even more productive * Provides a visual reference showing how to captivate
an audience with PowerPoint bells and whistles * Full-color screen shots and step-by-step instructions, together with a completely revamped interior, make visual learning quick and easy
For the past three decades, the Shelly Cashman Series has effectively introduced computers to millions of students - consistently providing the highest quality, most up-to-date, and innovative
materials in computer education. We are proud of the fact that our series of Microsoft Office 4.3, Microsoft Office 95, Microsoft Office 97, Microsoft Office 2000, and Microsoft Office XP
textbooks have been the most widely used books in computer education. With each new edition of our Office books, we have made significant improvements based on software changes and
comments made by both instructors and students. Our Microsoft Office 2003 books continue with the innovation, quality, and reliability that you have come to expect from the Shelly Cashman
Series.
When you are working on your PC and come up against a problem that you are unsure how to solve or want to accomplish something in application that you aren't sure how to do, where do
you look ? Manuals and traditional training guides are too unwieldy and make it hard to get to the info you need right away, and help-lines are rarely that helpful ! Brilliant guides allow you to
find the info you need easily and without fuss and guide you through the task using a highly visual, step-by-step approach - providing exactly what you need to know when you need it !!
Brilliant guides provide with the quick, easy-to-access information that you need, using .... · Detailed index and troubleshooting guide to help you find exactly what you need to know · Each
task is presented on one or two pages · Numbered steps guide you through each task or problem · Numerous screenshots illustrate each step · "See Also ..." boxes point you to realted tasks
and information in the book · "Did you know '..." sections alert you to relevant expert tips, tricks and advice
SEE IT DONE. DO IT YOURSELF. It’s that Easy! Easy Microsoft Office 2010 teaches you the basics of working with Excel, PowerPoint®, Outlook®, Word, OneNote®, and Office Web Apps.
Fullyillustrated steps with simple instructions guide you through each task, building the skills you need to create and share documents, spreadsheets, presentations, email, calendars, and
more. No need to feel intimidated–we’ll hold your hand every step of the way. Learn how to… • Get started quickly with Word to format and print great looking documents using new
QuickStyles, Cover Pages, and Quick Parts • Include tables, graphics, pictures, and diagrams in Word documents that improve the appearance and impact of your documents • Build flexible
spreadsheets with charts, functions, Sparklines, and PivotTables • Use Excel to make calculations and analyze data in spreadsheets • Create, format, fine-tune, and deliver great PowerPoint
presentations • Use the new Web Apps to safely share, review, and revise Office documents online • Keep track of important information from the Web with OneNote search and tagging
features • Integrate your to-do lists, tasks, and appointments between OneNote and Outlook • Use Outlook’s new features including conversation view to track email and stay in touch with
colleagues and clients Easy steps guide you through each task. Items you select or click are shown in bold. Each step is fully illustrated. Category: Office Applications/Office 2010 Covers:
Microsoft Office 2010 User Level: Beginner
Help users master computer skills quickly and easily with this colorful, highly-visual Illustrated Course Guide for PowerPoint 2003.
As a training and development or human resource professional, doyou have the knowledge, skills, and experience you need to becomean indispensable strategic partner within your
organization?Building Business Acumen for Trainers providesstep-by-step practical advice on business practices guaranteedto win the support, respect, and attention of yourorganization.
Written for both new and seasoned professionals, thisessential resource will show how to put into practice the threecritical areas of business acumen: Finance skills Partnering skills
Communication skills
Offers an easy-to-navigate design featuring a two-column landscape layout loaded with step-by-step instructions and illustrations to help readers get up to speed fast on key PowerPoint tasksand create effective and striking presentations Covers creating a new presentation, resizing or moving an object, duplicating a slide, using the outlining toolbar, and adding notes to a slide
Shows how to print a presentation, set up a slide show, work with pictures and clip art, color text and objects, modify the slide master, create a template, insert a diagram or chart, add sound
and video, and much more

Rather than cover each and every option available in PowerPoint, this concise guide takes users through a single presentation and demonstrates the quickest, easiest, most
effective way to communicate their ideas, starting with creating a slide and continuing through formatting charts and tables, incorporating sound and video, creating transitions,
and adding a bit of panache to the final result. Beginner.
This meticulously organized book dwells on fundamentals that one must learn in order to pursue any venture in the computer field. This book has 13 chapters, each chapter
covering basic as well as advanced concepts. Designed for undergraduate students of commerce and management as per the syllabus of different Indian universities,
Fundamentals of Computers may also be used as a textual resource in training programmes offered by computer institutes and as a self-study guide by professionals who want
to improve their proficiency with computers.
A new handbook not only covers the basics and new features of PowerPoint 2007, but also teaches users how to combine multimedia, animation, and interactivity into a
presentation; how to take full advantage of advanced functions; and how to create reusable
Offers advice on using the business presentation software to create transparencies and handouts, publish presentations on the Internet, and create timesaving macros.
Get more done in Office 2010 in less time with these Quick Tips! Whether you're new to Microsoft Office or updating from older versions, this is the perfect resource to get you
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quickly up to speed on Office 2010. Every application is covered, including Word, Excel, PowerPoint, Outlook, and Publisher. Full-color screenshots and numbered steps clearly
explain dozens of features and functions-while quick shortcuts, tips, and tricks help you save time and boost productivity. You'll also find great new ways to access and use some
Office apps right from the Web. Walks you through dozens of new features and functions of Microsoft Office 2010 Covers Word, Excel, PowerPoint, Outlook, and Publisher Uses
straightforward descriptions and explanations, full-color screenshots, and easy-to-follow numbered steps to help you glean what you need, fast Boosts your productivity with
shortcuts, tips, and tricks that help you work smarter and faster Put Office 2010 to work for you in no time with the invaluable quick tips in Office 2010 Visual Quick Tips.
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