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See How To
 

•    Create documents more efficiently using a new results-oriented interface

•    Use formatting, editing, reviewing, and publishing tools to create documents in print and online

•    Create great-looking documents faster using themes, styles, and templates

•    Organize information and add impact with clip art, SmartArt diagrams, tables, and charts

•    Create customized letters, labels, and envelopes

•    Use the Full Reading view to comfortably read documents on screen

•    Use the Outline and Draft views to develop your documents 

•    Use Groove and SharePoint Team Services to collaborate and share documents and information

•    Prepare for the Microsoft Certified Applications Specialists exam

 

This  book uses real-world examples to give you a context in which to use the  task. This book also includes workshops to help you put together  individual tasks into projects. The Word example files that you need  for project tasks are available at www.perspection.com

 

Perspection  has written and produced books on a variety of computer  software–including Microsoft Office 2003 and XP, Microsoft Windows XP,  Apple Mac OS X Panther, Adobe Photoshop CS2, Macromedia Flash 8,  Macromedia Director MX, and Macromedia Fireworks–and Web publishing. In  1991, after working for Apple Computer and Microsoft, Steve Johnson  founded Perspection, Inc. Perspection is committed to providing  information and training to help people use software more effectively.  Perspection has written more than 80 computer books, and sold more than  5 million copies.

 

This  courseware meets the objectives for the Microsoft Certified Application  Specialist (MCAS). Upon completion of this courseware, you may be  prepared to take the exam for MCAS qualification. To learn more about  becoming a Microsoft Certified Application Specialist, visit www.microsoft.com.

 

 

 

About the Author




Steve Johnson has written more than 35 books on a variety of computer software, including Microsoft Office 2007 and 2003, Microsoft Windows XP, Apple Mac OS X Panther, Macromedia Flash MX 2004 and 8, Macromedia Director MX 2004, Macromedia Fireworks, and Adobe Photoshop CS and CS2. In 1991, after working for Apple Computer and Microsoft, Steve founded Perspection, Inc., which writes and produces software training. When he is not staying up late writing, he enjoys playing golf, gardening, and spending time with his wife, Holly, and three children, JP, Brett, and Hannah. When time permits, he likes to travel to such places as New Hampshire in October, and Hawaii. Steve and his family live in Pleasanton, California, but can also be found visiting family all over the western United States. 
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Femtosecond Optical Frequency Comb: Principle, Operation and ApplicationsSpringer, 2004
This book provides an introductory description of mode-locked lasers, the connection between time and frequency descriptions of their output and the physical origins of the electric field dynamics, together with an overview of applications of femtosecond comb technology. Individual chapters go into more detail on mode-locked laser development,...
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Partial Differential Equations and the Finite Element MethodJohn Wiley & Sons, 2005
A systematic introduction to partial differential equations and modern finite element methods for their efficient numerical solution
    Partial Differential Equations and the Finite Element Method provides a much-needed, clear, and systematic introduction to modern theory of partial differential equations (PDEs) and...
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Expert C++ ProgrammingPackt Publishing, 2018

	C++ has ? ?come ? ?a ? ?long ? ?way ? ?and ? ?has ? ?now ? ?been ? ?adopted ? ?in ? ?several ? ?contexts. Its ? ?key ?strengths ? ?are ? ?its ?...
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Designing Storage Area Networks: A Practical Reference for Implementing Fibre Channel and IP SANs, Second EditionAddison Wesley, 2003
Storage Area Networks (SANs) are now recognized as the  preferred solution for fulfilling institutions' and enterprises' critical  data-storage needs. Whether powered by Fibre Channel or TCP/IP and Gigabit  Ethernet technology, SANs far exceed the capabilities of traditional storage  access methods. SANs are quickly becoming the solution of choice...
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Contemporary Cryptography (Artech House Computer Security503)Artech House Publishers, 2005
With the current ubiquity of computer networks and distributed systems in general,
and the Internet in particular, cryptography has become an enabling technology to
secure the information infrastructure(s) we are building, using, and counting on in
daily life. This is particularly true for modern cryptography.5 The important role...
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Spring Into PHP 5Addison Wesley, 2005
The fastest route to true PHP mastery! So...you've been asked to pitch in on a  PHP project...starting now. Or maybe one's on the horizon. Or maybe you need to  get real PHP skills onto your resume. You've done web stuff. Maybe used other  scripting languages. Now you want to get productive with PHP, fast.Welcome. We  wrote this book for you. We'll...
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