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Microsoft Powerpoint 2016 Step By Step
Demonstrate your expertise with Microsoft Office! Designed to help you practice and prepare for the 2013 PowerPoint
Microsoft Office Specialist (MOS) exam, this all-in-one study guide features: Full, objective-by-objective exam coverage
Easy-to-follow procedures and illustrations to review essential skills Hands-on practice tasks to apply what you've learned
Includes downloadable practice files
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. 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 uncomplicated PowerPoint guide designed specifically for visual learners Are you a visual learner who wants to
spend more time working on your presentations than trying to figure out how to create them? Teach Yourself Visually
PowerPoint offers you an effortless approach to creating winning presentations with the latest version of PowerPoint.
This accessible resource features visually rich tutorials and step-by-step instructions that will help you understand all of
PowerPoint's capabilities—from the most basic to the most advanced. With Teach Yourself Visually PowerPoint, you'll
learn how to create slides, dress them up using templates and graphics, add sound and animation, present in a business
or Internet setting, and so much more. Covering the latest additions and changes in the new version of PowerPoint, a
series of easy-to-follow, full-color tutorials helps you to quickly get up and running using PowerPoint like a pro! Highly
visual tutorials and step-by-step screenshots make lessons easy to follow and understand Helps you learn the basic
functions of PowerPoint—and beyond Walks you through PowerPoint's latest features Demonstrates how to create
memorable and captivating presentations using PowerPoint Do you prefer instructions that show you how to do
something—and skip the long-winded explanations? If so, Teach Yourself Visually PowerPoint is for you.
Both computer rookies and hot shots can master Microsoft Office 2016 applications quickly and efficiently with this new
book in the acclaimed Illustrated Series’ newest book: ILLUSTRATED MICROSOFT OFFICE 365 & Office 2016:
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INTRODUCTORY. Using a concise, focused approach and user-friendly format, the Illustrated Series incorporates a
hallmark two-page layout that allows readers to see an entire task without turning the page. Skills are accessible and
easy to follow with Learning Outcomes that outline the skills addressed in each lesson. Larger full-color images reflect
exactly what readers should see on their own computer screens. Each module begins with a brief overview of the
principles of the lesson and introduces an updated case study for further application. Readers can count on
ILLUSTRATED MICROSOFT OFFICE 365 & Office 2016: INTRODUCTORY to perfect the skills they need now and on
the job. Important Notice: Media content referenced within the product description or the product text may not be
available in the ebook version.
Beyond the Basics… Beneath the Surface…In Depth Do more in less time! Whatever your Microsoft Office experience,
don’t let Office 2016 make you feel like a beginner! This book is packed with intensely useful knowledge, tips, and
shortcuts you just won’t find anywhere else. It’s the fastest, best way to master Office 2016’s full power, and the great
new features built into Word, Excel, PowerPoint, Outlook, Publisher, and OneNote. This friendly, expert guide will make
you way more productive… whether you’re creating documents, analyzing data, delivering presentations, designing
newsletters, taking quick notes, or managing your life! Take full advantage of Office 2016’s cloud integration Use
Insights for Office to quickly access information Easily create complex Word documents, from books to mail merges
Coauthor Word documents with collaborators in real time Build flexible, reliable Excel workbooks with formulas and
functions Transform data into insight with Excel charts and PivotTables Discover best practices for creating great
PowerPoint slides, handouts, and notes Take advantage of the new Tell Me Box, which provides access to contextual
and traditional Office help features including the new Insights pane Use Outlook 2016’s Clutter feature to clear away lowpriority email Create visually compelling documents of all kinds with Publisher 2016 Gather, organize, share, and use
knowledge with OneNote 2016 Get more done faster by integrating OneNote with other Office 2016 components
Discover Microsoft’s new mobile Word, Excel, and PowerPoint apps for Windows 10 All In Depth books offer
Comprehensive coverage, with detailed solutions Practical, real-world examples with nothing glossed over or left out
Troubleshooting help for tough problems you can’t fix on your own This book is part of Que’s Content Update Program.
As Microsoft updates features of Office, sections of this book will be updated or new sections will be added to match the
updates to the software. See inside for details.
Whether you're upgrading from a previous version or using it for the first time, this book will guide you through Microsoft
PowerPoint 2016 step by step, to help you understand the software more quickly and easily! Great for beginners, a
computing class, or as an update Step-by-step, visual approach to help you quickly master Microsoft PowerPoint Plenty
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of actionable, illustrated screenshots and photographs to help you Presented in an easy and simple to read format,
written in jargon free English Learn how to use and navigate PowerPoint 2016, the latest update to Microsoft's
Presentation Suite. With screen prints, photographs and illustrations, this guide explores... Starting PowerPoint, ribbon
menus and the BackStage Building presentations, inserting slides, adding text, animations, transitions, motion paths and
graphics Formatting presentations with borders, text orientations, colors and highlights Inserting and formatting charts
and tables to represent data Working with presentation documents; opening, saving presentations, and printing handouts
Adding sound, video and recording voiceovers for your presentations Exporting presentations as PDF, video and so on
Presenting wirelessly with projectors and tablets Setting up and giving presentations and broadcasting a presentation
online and more... Techniques are illustrated step-by-step, using photography and screen prints throughout, together with
concise, easy to follow text from an established expert in the field. Whether you are new to Microsoft PowerPoint,
upgrading, or an experienced user needing an update, this book will provide you with a firm grasp of the underpinning
foundations and equip you with the skills needed to use PowerPoint effectively and productively.
The quick way to get started with Microsoft Office 2016! This is learning made easy. Get more done quickly with
Microsoft Word, Excel, PowerPoint, and Outlook. 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 documents
for visual impact Quickly prepare personalized email messages and labels Build powerful workbooks for analysis and
reporting Analyze alternative data sets with Quick Analysis Lens, Goal Seek, and Solver Prepare highly effective
presentations Strengthen your presentations by adding tables and graphics Organize your email, scheduling, and
contacts Look up just the tasks and lessons you need
Now in full color! The quick way to learn Microsoft Excel 2016! This is learning made easy. Get more done quickly with
Excel 2016. Jump in wherever you need answers--brisk lessons and full-color screen shots 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 Filter, sort, summarize, and combine data Analyze data by using PivotTables, PivotCharts, scenarios, data
tables, and Solver Visualize data with charts and graphs, including new sunbursts, waterfalls, and treemaps Build data
models and use them in business intelligence analyses Create timelines, forecasts, and visualizations, including KPIs
and PowerMap data maps Look up just the tasks and lessons you need
Discover the most important new features that the latest version of Microsoft PowerPoint 2016 has to offer with the
focused approach found in MICROSOFT OFFICE 365 & POWERPOINT 2016: INTRODUCTORY. This new edition is
part of the acclaimed Shelly Cashman Series that has effectively introduced computer skills to millions of students like
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you. MICROSOFT OFFICE 365 & POWERPOINT 2016: INTRODUCTORY continues the Series' strong history of
innovation with an enhanced learning approach to address your needs, no matter what your learning style. A trademark
step-by-step, screen-by-screen approach encourages you to expand your understanding of Microsoft PowerPoint 2016
through experimentation, critical thought, and personalization. This new edition delivers the most effective educational
materials specifically designed to engage, improve retention, and prepare you for success with Microsoft PowerPoint
2016.
Now in full color! Easy lessons for essential tasks Big full-color visuals Skill-building 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
Get up and running with PowerPoint 2016 Does using PowerPoint make you want to pull your hair out? PowerPoint 2016
For Dummies takes the pain out of working with PowerPoint, offering plain-English explanations of everything you need
to know to get up and running with the latest version of the software. With full-color illustrations and step-by-step
instructions, it shows you how to create and edit slides, import data from other applications, collaborate with other users
in the Cloud, add charts, clip art, sound, and video—and so much more. PowerPoint is the world's de facto presentation
software, used and supported in over 60 countries. The time has never been better to take advantage of the latest
software to make killer PowerPoint presentations. From adding special effects to your presentations to working with
master slides and templates, this hands-on friendly guide is the fast and easy way to make PowerPoint work for you.
Presented in full color to better illustrate the powerful presentation features of the software Helps you take advantage of
all of PowerPoint's new features Available in conjunction with the release of the next version of Microsoft Office Written
by bestselling author Doug Lowe If you're a new or inexperienced PowerPoint user who spends more time trying to figure
out how the software works than you do actually working on your presentations, PowerPoint 2016 For Dummies is just
what you need to gain back hours of your work day and make professional, impactful presentations.
Now in full color! Easy lessons for essential tasks Big full-color visuals Skill-building practice files The quick way to learn
Microsoft Word! This is learning made easy. Get productive fast with Word 2016 and jump in wherever you need
answers--brisk lessons and colorful screen shots show you exactly what to do, step by step. Master core tools for
designing and editing documents Manage page layout, style, and navigation Learn how to review and mark-up
documents to collaborate with others Insert pictures, graphics and video
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Screenshots offer step-by-step instructions for tackling over one hundred PowerPoint 2016 tasks, including how to use
templates, format text, add charts, incorporate media, and organize slides
Learn the fundamentals of PowerShell to build reusable scripts and functions to automate administrative tasks with
Windows About This Book Harness the capabilities of the PowerShell system to get started quickly with server
automation Learn to package commands into a reusable script and add control structures and parameters to make them
flexible Get to grips with cmdlets that allow you to perform administration tasks efficiently Who This Book Is For This book
is intended for Windows administrators or DevOps users who need to use PowerShell to automate tasks. Whether you
know nothing about PowerShell or know just enough to get by, this guide will give you what you need to go to take your
scripting to the next level. What You Will Learn Learn to verify your installed version of PowerShell, upgrade it, and start
a PowerShell session using the ISE Discover PowerShell commands and cmdlets and understand PowerShell formatting
Use the PowerShell help system to understand what particular cmdlets do Utilise the pipeline to perform typical data
manipulation Package your code in scripts, functions, and modules Solve common problems using basic file input/output
functions Find system information with WMI and CIM Automate IIS functionality and manage it using the
WebAdministration module In Detail Windows PowerShell is a task-based command-line shell and scripting language
designed specifically for system administration. Built on the .NET Framework, Windows PowerShell helps IT
professionals and power users control and automate the administration of the Windows operating system and
applications that run on Windows. PowerShell is great for batch importing or deleting large sets of user accounts and will
let you collect a massive amount of detailed system information in bulk via WMI (Windows Management Instrumentation).
Getting Started with PowerShell is designed to help you get up and running with PowerShell, taking you from the basics
of installation, to writing scripts and web server automation. This book, as an introduction to the central topics of
PowerShell, covers finding and understanding PowerShell commands and packaging code for reusability, right through to
a practical example of automating IIS. It also includes topics such as installation and setup, creating scripts, automating
tasks, and using Powershell to access data stores, registry, and file systems. You will explore the PowerShell
environment and discover how to use cmdlets, functions, and scripts to automate Windows systems. Along the way, you
will learn to perform data manipulation and solve common problems using basic file input/output functions. By the end of
this book, you will be familiar with PowerShell and be able to utilize the lessons learned from the book to automate your
servers. Style and approach A practical learning guide, complete with plenty of activities, examples and screenshots.
Now in full color! The quick way to learn Microsoft PowerPoint 2016! This is learning made easy. Get more done quickly
with PowerPoint 2016. Jump in wherever you need answers--brisk lessons and colorful screenshots show you exactly
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what to do, step by step. Get easy-to-follow guidance from a certified Microsoft Office Specialist Master Learn and
practice new skills while working with sample content, or look up specific procedures Create attractive electronic
presentations and printed publications Incorporate professional design elements Use built-in tools to capture and edit
graphics Include audio, video, and animated elements Supercharge your efficiency by creating custom slide masters and
layouts Present data in tables, diagrams, and charts
Get up and running fast with the PowerPoint 2019 PowerPoint continues to be the go-to tool for business presentations.
The software helps anyone who needs to communicate clearly by creating powerful and effective slideshow
presentations featuring data in the form of charts, clip art, sound, and video. You can even use it to create presentations
for the Web. In PowerPoint 2019 For Dummies, expert Doug Lowe shows you how to use this popular tool to make showstopping presentations that will get your message across — and your audience excited. Create a slide presentation with
special effects Work with master slides and templates Collaborate with other users in the cloud Add charts, clip art,
sound, and video Want to learn to use PowerPoint quickly and efficiently? Look no further!
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. This book offers full, comprehensive coverage of Microsoft PowerPoint. Beyond point-and-click The goal of the
Exploring series is to move students beyond the point-and-click, to understanding the why and how behind each skill. And because so much
learning takes place outside of the classroom, this series provides learning tools that students can access anywhere, anytime. Students go to
college now with a different set of skills than they did years ago. With this in mind, the Exploring series seeks to move students beyond the
basics of the software at a faster pace, without sacrificing coverage of the fundamental skills that everyone needs to know. Also available with
MyITLab MyITLab ® is an online homework, tutorial, and assessment program designed for Information Technology (IT) courses, which
engages students and improves results. HTML5 Simulation exercises and Live-in-Application Grader projects come with the convenience of
auto-grading and instant feedback, helping students learn more quickly and effectively. Digital badges lets students showcase their Microsoft
Office or Computer Concepts competencies, keeping them motivated and focused on their future careers. MyITLab builds the critical skills
needed for college and career success. Note: You are purchasing a standalone product; MyITLab does not come packaged with this content.
Students, if interested in purchasing this title with MyITLab, ask your instructor for the correct package ISBN and Course ID. Instructors,
contact your Pearson representative for more information.
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,
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calendar, and contacts Includes downloadable practice files
A guide to the presentation graphics program covers such topics as using ready-made templates, creating charts and graphs, adding
animation and sound, and e-mailing presentations.
A handy resource for beginning, intermediate, or advanced PowerPoint users, this three-panel guide features helpful time-saving hints so that
you can get the most out of Microsoft's dynamic presentation software. Written to follow PowerPoint 2010 (and compatible with PowerPoint
2007), this guide includes helpful screen captures and icons, as well as clear and concise instructions.
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
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
Easy to follow, step-by-step lessons enable students to quickly and efficiently learn the features of Microsoft PowerPoint 2003 and how to use
them at school, at home, and in the workplace. This Microsoft Official Academic Course offers friendly, straightforward instruction with a focus
on real-world business scenarios. Included with the book is a 180-day trial version of Microsoft Office Professional 2003 and dynamic
interactive tutorials from the Microsoft eLearning Library. Skills covered in the book correspond to the objectives tested on the Microsoft
Office Specialist examination. A complete instructor support program is available with the text.
Microsoft PowerPoint 2016 Step by StepMicrosoft Press

Both computer rookies and hot shots can master Microsoft Office and Excel 2016 applications quickly and efficiently with
ILLUSTRATED MICROSOFT OFFICE 365 & Excel 2016: INTRODUCTORY. Skills are accessible and easy to follow with a
hallmark two-page layout that allows readers to see an entire task without turning the page. Using a concise, focused approach
and user-friendly format, this book incorporates Learning Outcomes that outline the skills addressed in each lesson. Larger fullcolor images reflect exactly what readers should see on their own computer screens. Each module begins with a brief overview of
the principles of the lesson and introduces an updated case study for further application. Important Notice: Media content
referenced within the product description or the product text may not be available in the ebook version.
Now readers can discover all of the important new features that the latest version of Microsoft PowerPoint© 2016 has to offer with
the focused, complete approach found in MICROSOFT OFFICE 365 & POWERPOINT 2016: COMPREHENSIVE. This new
edition is part of the acclaimed Shelly Cashman Series that has effectively introduced computer skills to millions. MICROSOFT
OFFICE 365 & POWERPOINT 2016: COMPREHENSIVE continues the Series’ strong history of innovation with an enhanced
learning approach that addresses readers’ needs, no matter what their learning styles. A trademark, step-by-step, screen-byscreen approach encourages readers to expand their understanding of both basic and more advanced Microsoft PowerPoint 2016
skills through experimentation, critical thought, and personalization. This edition delivers the most effective educational materials
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specifically designed to engage, improve retention, and prepare readers for success in working with Microsoft PowerPoint 2016.
Important Notice: Media content referenced within the product description or the product text may not be available in the ebook
version.
Now readers can develop the Microsoft PowerPoint 2016 skills needed to be successful in college or the business world beyond
with the emphasis on critical-thinking, problem-solving, and in-depth coverage found in NEW PERSPECTIVES MICROSOFT
OFFICE 365 & POWERPOINT 2016: INTERMEDIATE. Updated with all-new case scenarios, this edition clearly applies the skills
readers are learning to real-world situations, making the concepts even more relevant. All content and activities throughout NEW
PERSPECTIVES MICROSOFT OFFICE 365 & POWERPOINT 2016: INTERMEDIATE help readers understand the importance of
what they’re learning. This edition focuses on strengthening learning outcomes and transferring skills to other applications and
disciplines for further success. Important Notice: Media content referenced within the product description or the product text may
not be available in the ebook version.
Book + Content Update Program If you want to deliver truly attention-grabbing presentations with PowerPoint 2016, My
PowerPoint 2016 is your must-have companion. Friendly, quick, and packed with real-world advice, it walks you through every
task you'll want to perform, including: Choosing the right design Creating and inserting shapes and pictures Incorporating effective
animations, transitions, and multimedia content Finalizing and printing your presentation Setting up and delivering slide shows
Modifying themes and templates to your precise needs And much more Every task is presented step-by-step, using carefully
annotated, full-color screenshots, all numbered so there's no chance of getting lost of confused. Everything's clearly organized in
modular, self-contained chapters designed to help you get more powerful results from Microsoft's PowerPoint 2016, and get them
faster. Throughout, the book is packed with helpful tips and lists - plus quick solutions to the problems you're most likely to
encounter. In addition, this book is part of Que’s exciting new Content Update Program. As Microsoft updates features of
PowerPoint 2016, sections of this book will be updated or new sections will be added to match the updates to the software. The
updates will be delivered to you via a FREE Web Edition of this book, which can be accessed with any Internet connection. To
learn more, visit www.quepublishing.com/CUP. How to access the free web edition: Follow the instructions within the book to learn
how to register your book to access the FREE Web Edition.
Readers discover the important new features that the latest versions of Microsoft PowerPoint© 2016 have to offer with the focused
approach found in MICROSOFT OFFICE 365 & POWERPOINT 2016: INTERMEDIATE. This new edition is part of the acclaimed
Shelly Cashman Series that has effectively introduced computer skills to millions. MICROSOFT OFFICE 365 & POWERPOINT
2016: INTERMEDIATE continues the Series’ strong history of innovation with an enhanced learning approach that addresses
readers’ needs, no matter what their learning styles. A trademark step-by-step, screen-by-screen approach encourages readers to
expand their understanding of basic and more advanced Microsoft PowerPoint 2016 skills through experimentation, critical
thought, and personalization. This edition delivers the most effective educational materials specifically designed to engage,
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improve retention, and prepare readers for success with Microsoft PowerPoint 2016. Important Notice: Media content referenced
within the product description or the product text may not be available in the ebook version.
Discover the most important new features that the latest version of Microsoft PowerPoint 2016 has to offer with the focused
approach found in MICROSOFT OFFICE 365 & POWERPOINT 2016: INTRODUCTORY. This new edition is part of the acclaimed
Shelly Cashman Series that has effectively introduced computer skills to millions. MICROSOFT OFFICE 365 & POWERPOINT
2016: INTRODUCTORY continues the Series’ strong history of innovation with an enhanced learning approach to address the
varied learning styles of today’s readers. A trademark step-by-step, screen-by-screen approach encourages readers to expand
their understanding of Microsoft PowerPoint 2016 through experimentation, critical thought, and personalization. This new edition
promises to engage, improve retention, and prepare readers for success with Microsoft PowerPoint 2016. Important Notice: Media
content referenced within the product description or the product text may not be available in the ebook version.
If you're vexed and perplexed by PowerPoint, pick up a copy of Fixing PowerPoint Annoyances. This funny, and often opinionated,
guide is chock full of tools and techniques for eliminating all the problems that drive audiences and presenters crazy. There's
nothing more discouraging than an unresponsive audience--or worse, one that snickers at your slides. And there's nothing more
maddening than technical glitches that turn your carefully planned slide show into a car wreck. Envious when you see other
presenters effectively use nifty features that you've never been able to get to work right? Suffer no more! Fixing PowerPoint
Annoyances by Microsoft PowerPoint MVP Echo Swinford rides to the rescue. Microsoft PowerPoint is the most popular
presentation software on the planet, with an estimated 30 million presentations given each day. So no matter how frustrated you
get, you're not about to chuck the program in the Recycle Bin. Fixing PowerPoint Annoyances, presents smart solutions to a
variety of all-too-familiar, real-world annoyances. The book is divided into big categories, with annoyances grouped by topic. You
can read it cover to cover or simply jump to the chapter or section most relevant to you. Inside its pages you'll learn how to create
your own templates, work with multiple masters and slide layouts, and take advantage of various alignment and formatting tools.
You'll also learn how to import Excel data; insert graphics, PDF, and Word content; create, edit, and format organization charts
and diagrams; use action settings and hyperlinks to jump to other slides; and add sound, video, and other types of multimedia to
spark up your presentations. Entertaining and informative, Fixing PowerPoint Annoyances is filled with humorous illustrations and
packed with sidebars, tips, and tricks, as well as links to cool resources on the Web.
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. Advance your everyday proficiency with Excel 2016. And earn the credential that proves it!
Demonstrate your expertise with Microsoft Excel! Designed to help you practice and prepare for Microsoft Office Specialist (MOS):
Excel 2016 Core certification, this official Study Guide delivers: In-depth preparation for each MOS objective Detailed procedures
to help build the skills measured by the exam Hands-on tasks to practice what you’ve learned Practice files and sample solutions
Sharpen the skills measured by these objectives: Create and manage worksheets and workbooks Manage data cells and ranges
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Create tables Perform operations with formulas and functions Create charts and objects About MOS A Microsoft Office Specialist
(MOS) certification validates your proficiency with Microsoft Office programs, demonstrating that you can meet globally recognized
performance standards. Hands-on experience with the technology is required to successfully pass Microsoft Certification exams.

Demonstrates the role of self-esteem in psychological health and presents six action-based practices that provide a
foundation for daily life
Whether you are a beginner or experienced user, learn about new features in this version or discover and use some of
PowerPoint's functions for the first time. Joan Lambert, author of multiple books on the Microsoft Office Suite, creator of
many Lynda.com videos and an experienced corporate trainer used her experience and knowledge to cover the most
relevant functions for users at different levels. Look for "PowerPoint 2016 Tips & Tricks", and use the pair to become a
power user that can create exactly the presentation you want to give. Suggested uses: * Workplace - flat for easy storage
and access at a moments notice to find a function you need to use, or to jog your memory for a function you do not use
often * Company Training - reduce help-desk calls and keep productivity flowing for a team or for your entire company *
Students/Teachers/Parents -help with the learning curve in a classroom or for your child and any projects requiring
PowerPoint * College Professors/Students - give polished presentations to your classes that give your hard work the look
it deserves
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/.
Discover how to fully utilize the latest version of Microsoft Office with the focused approach found in Shelly Cashman
Series MICROSOFT OFFICE 365 & OFFICE 2016: INTERMEDIATE. This new edition is part of the acclaimed Shelly
Cashman Series that has effectively introduced computer skills to millions of students like you. Shelly Cashman Series
MICROSOFT OFFICE 365 & OFFICE 2016: INTERMEDIATE continues the Series' strong history of innovation with an
enhanced learning approach designed to address your needs, no matter what your learning style. A trademark step-bystep, screen-by-screen approach helps expand your understanding of Microsoft Office 2016 through experimentation,
critical thought, and personalization. This new edition delivers some of today's most effective educational materials
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specifically designed to capture your attention, improve retention, and prepare you for success in working with Microsoft
Office 2016.
Building PowerPointTemplates Supercharge your PowerPoint® presentations with custom templates and themes! Want
to create presentations that are more consistent and cost-effective? Presentations that fully reflect your branding? Then
don’t settle for Microsoft’s “out-of-the-box” templates and themes: create your own! In this easy, hands-on guide, two
PowerPoint MVPs teach you every skill and technique you’ll need to build the perfect template–from planning and
design, through theme building, custom layouts, colors, and deployment. Echo Swinford and Julie Terberg have distilled
their immense PowerPoint knowledge into simple, step-by-step techniques you can use right now, whether you’re using
PowerPoint 2010 or 2007 for Windows, or PowerPoint 2011 for Mac. Well-built templates are the backbone of great
presentations—whether building them for your own use or designing for thousands of users, this book will guide you
through the process of creating the most effective templates. Important Note: Upgrading from older versions of
PowerPoint, such as PowerPoint 2003? Your old templates may no longer work. This book will help you make the
transition painlessly! • Plan new templates and themes to maximize their business value for years to come • Understand
the differences between templates and themes, and how they work together • Make better choices about color, fonts,
and slide layouts • Create efficient templates for individual users, teams, and large organizations • Incorporate Notes
and Handout Masters into your presentation templates • Provide example slides and default settings that lead to better
presentations • Use Microsoft’s little-known Theme Builder to create effects and background styles • Work around
hidden quirks in PowerPoint’s advanced template and theme features Echo Swinford, a Microsoft PowerPoint MVP since
2000, has been a featured speaker at the Presentatio Summit (formerly PowerPoint Live) since its inception. She is the
expert voice and instructor behind PowerPoint 2010 LiveLessons (Video Training), the author of Fixing PowerPoint
Annoyances and co-author of The PowerPoint 2007 Complete Makeover Kit. Julie Terberg is a Microsoft PowerPoint
MVP and featured speaker at the Presentation Summit. She is the owner of Terberg Design and has been designing
presentations since the mid-1980s. She is co-author of Perfect Medical Presentations. As contributing author for
Presentations Magazine, she won awards for her Creative Techniques columns.
Advance your everyday proficiency with PowerPoint 2019, and earn the credential that proves it! Demonstrate your
expertise with Microsoft PowerPoint! Designed to help you practice and prepare for Microsoft Office Specialist (MOS):
PowerPoint 2019 certification, this official Study Guide delivers: In-depth preparation for each MOS objective Detailed
procedures to help build the skills measured by the exam Hands-on tasks to practice what you've learned Practice files
and sample solutions Sharpen the skills measured by these objectives: Create and manage presentations and slides
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Insert and format text, shapes, and images Create and manage references Insert and format graphic elements Manage
multiple presentations About MOS A Microsoft Office Specialist (MOS) certification validates your proficiency with
Microsoft Office programs, demonstrating that you can meet globally recognized performance standards. Hands-on
experience with the technology is required to successfully pass Microsoft Certification exams.
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. Advance your everyday proficiency with PowerPoint 2016. And earn the
credential that proves it! Demonstrate your expertise with Microsoft PowerPoint! Designed to help you practice and
prepare for Microsoft Office Specialist (MOS): PowerPoint 2016 certification, this official Study Guide delivers: In-depth
preparation for each MOS objective Detailed procedures to help build the skills measured by the exam Hands-on tasks to
practice what you’ve learned Practice files and sample solutions Sharpen the skills measured by these objectives:
Create and manage presentations Insert and format text, shapes, and images Insert tables, charts, SmartArt, and media
Apply transitions and animations Manage multiple presentations About MOS A Microsoft Office Specialist (MOS)
certification validates your proficiency with Microsoft Office programs, demonstrating that you can meet globally
recognized performance standards. Hands-on experience with the technology is required to successfully pass Microsoft
Certification exams.
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. Teach the course YOU want in LESS TIME! In today's fast-moving, mobile
environment, the GO! with Office 2016 series focuses on the job skills needed to succeed in the workforce. With jobrelated projects that put Microsoft Office® into context, students learn the how and why at the moment they need to
know, all in the appropriate Microsoft procedural syntax. For Office 2016, the hallmark guided-practice to skill-mastery
pathway is better than ever. Students have many opportunities to work live in Microsoft office to apply the skills they've
learned. In addition, instructional projects are now available as grader projects in MyITLab, so students can work live in
Office while receiving auto-graded feedback. These high-fidelity simulations match the text and provide an effective
pathway for learning, practicing, and assessing their abilities. After completing the instructional projects, students can
apply their skills with a variety of progressively challenging projects that require them to solve problems, think critically,
and create on their own. New GO! Collaborate with Google projects allow students to apply their skills to a new
environment that is already popular in many workplaces. Integrated Microsoft Office Specialist (MOS) objectives make
GO! your one resource for learning Office, gaining critical productivity skills, and prepare for MOS certification. Also
available with MyITLab MyITLab ® is an online homework, tutorial, and assessment program designed for Information
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Technology (IT) courses, to engage students and improve results. HTML5 Simulation exercises and Live-in-Application
Grader projects come with the convenience of auto-grading and instant feedback, so students learn more quickly and
effectively, and build the critical skills needed for college and career success. Digital badges allow students to showcase
their Microsoft Office or Computer Concepts competencies, keeping them motivated and focused on their future careers.
Note: You are purchasing a standalone product; MyITLab does not come packaged with this content. Students, if
interested in purchasing this title with MyITLab, ask your instructor for the correct package ISBN and Course ID.
Instructors, contact your Pearson representative for more information.
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