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Microsoft Office 2013: Advanced
Present the computer concepts and Microsoft Office
2013 skills perfect for your Introduction to Computing
course with the latest ENHANCED COMPUTER
CONCEPTS AND MICROSOFT OFFICE 2013
ILLUSTRATED. This all-in-one book makes the
computer concepts and skills your students need to
know easily accessible. Key application skills are
clearly demonstrated using the user-friendly two-page
spread found in the popular Microsoft Office 2013
Illustrated Introductory, First Course. Today’s most upto-date technology developments and concepts are
clarified using the distinctive step-by-step approach
from the Computer Concepts Illustrated Brief book.
This edition highlights updated Office 365 content
with Integrated Applications Projects and a Student
Success Guide. Important Notice: Media content
referenced within the product description or the
product text may not be available in the ebook
version.

Go! with Microsoft Office 2013
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The O'Leary Series: Microsoft Office 2013
Timothy and Linda O'Leary Microsoft Office 2013: A
Case Approach Making Office Relevant Timothy and
Linda O'Leary and the Computer Information
Technology Team at McGraw-Hill Higher Education
offer your students a fully integrated learning
program with time-tested quality and reliability. Office
2013: A Case Approach offers a running case study
throughout the text to help students understand the
material in a consistent, relevant environment.
Through the theme ËMaking Office Relevant,Ë this
text helps students understand why they need this
course and skills. Updated for Office 2013, student
success is assured through clear step-by-step
instruction, plentiful screen captures, and conceptual
explanations. Each lab, designed to be covered in 1
hour of class time, combines conceptual coverage
with detailed software-specific instructions. The labs
opens with a running case study that highlights realworld applications of each software program and
leads students from problem to solution. The O'Leary
Series helps students learn specific applications skills
along with skills that cross all Office applications,
which is especially important in mastering this version
of Office. The O'Leary Series correlates with SIMnet
Online, McGraw-HillËs online training and assessment
program for Microsoft Office skills and basic computer
concepts. Projects, however, are 1:1 within the
SIMgrader component and allow students to practice
their skills live in the Office application to receive
immediate feedback via autograding. This integration
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with SIMnet helps meet the diverse needs of students
and accommodate individual learning styles.
Additional textbook resources can be found on the
textËs Online Learning Center:
www.mhhe.com/olearyoffice2013. For more
information on OËLeary; Microsoft Office 2013: A Case
Approach and SIMnet Online for Office 2013, please
visit www.simnetkeepitsimple.com or contact your
McGraw-Hill representative.

GO! with Microsoft Office 2013
Timothy and Linda O'Leary Microsoft Office 2013: A
Case Approach Making Office Relevant Timothy and
Linda O'Leary and the Computer Information
Technology Team at McGraw-Hill Higher Education
offer your students a fully integrated learning
program with time-tested quality and reliability. Office
2013: A Case Approach offers a running case study
throughout the text to help students understand the
material in a consistent, relevant environment.
Through the theme ËMaking Office Relevant,Ë this
text helps students understand why they need this
course and skills. Updated for Office 2013, student
success is assured through clear step-by-step
instruction, plentiful screen captures, and conceptual
explanations. Each lab, designed to be covered in 1
hour of class time, combines conceptual coverage
with detailed software-specific instructions. The labs
opens with a running case study that highlights realworld applications of each software program and
leads students from problem to solution. The O'Leary
Series helps students learn specific applications skills
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along with skills that cross all Office applications,
which is especially important in mastering this version
of Office. The O'Leary Series correlates with SIMnet
Online, McGraw-HillËs online training and assessment
program for Microsoft Office skills and basic computer
concepts. Projects, however, are 1:1 within the
SIMgrader component and allow students to practice
their skills live in the Office application to receive
immediate feedback via autograding. This integration
with SIMnet helps meet the diverse needs of students
and accommodate individual learning styles.
Additional textbook resources can be found on the
textËs Online Learning Center:
www.mhhe.com/olearyoffice2013. For more
information on OËLeary; Microsoft Office 2013: A Case
Approach and SIMnet Online for Office 2013, please
visit www.simnetkeepitsimple.com or contact your
McGraw-Hill representative.

New Perspectives on Microsoft Access
2013, Comprehensive
Combining computer concepts material from the bestselling Discovering Computers and step-by-step
instruction on Office applications from Microsoft Office
2013, ENHANCED DISCOVERING COMPUTERS &
MICROSOFT OFFICE 2013: A COMBINED
FUNDAMENTAL APPROACH delivers the best of Shelly
Cashman Series in one book for your Introduction to
Computers course. For the past three decades, the
Shelly Cashman Series has effectively introduced
computer skills to millions of students. We're
continuing our history of innovation by enhancing our
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proven pedagogy to engage you in more critical
thought, personalization, and experimentation with
Office 2013 software. In addition, computer concepts
content has been fully updated and revised to reflect
the evolving needs of Introductory Computing
students, and focus solely on what you really need to
know to be a successful digital citizen in college and
beyond. Important Notice: Media content referenced
within the product description or the product text may
not be available in the ebook version.

The O'Leary Series: Microsoft Office
PowerPoint 2013
Timothy and Linda O'Leary Microsoft Office 2013: A
Case Approach Making Office Relevant Timothy and
Linda O'Leary and the Computer Information
Technology Team at McGraw-Hill Higher Education
offer your students a fully integrated learning
program with time-tested quality and reliability. Office
2013: A Case Approach offers a running case study
throughout the text to help students understand the
material in a consistent, relevant environment.
Through the theme ËMaking Office Relevant,Ë this
text helps students understand why they need this
course and skills. Updated for Office 2013, student
success is assured through clear step-by-step
instruction, plentiful screen captures, and conceptual
explanations. Each lab, designed to be covered in 1
hour of class time, combines conceptual coverage
with detailed software-specific instructions. The labs
opens with a running case study that highlights realworld applications of each software program and
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leads students from problem to solution. The O'Leary
Series helps students learn specific applications skills
along with skills that cross all Office applications,
which is especially important in mastering this version
of Office. The O'Leary Series correlates with SIMnet
Online, McGraw-HillËs online training and assessment
program for Microsoft Office skills and basic computer
concepts. Projects, however, are 1:1 within the
SIMgrader component and allow students to practice
their skills live in the Office application to receive
immediate feedback via autograding. This integration
with SIMnet helps meet the diverse needs of students
and accommodate individual learning styles.
Additional textbook resources can be found on the
textËs Online Learning Center:
www.mhhe.com/olearyoffice2013. For more
information on OËLeary; Microsoft Office 2013: A Case
Approach and SIMnet Online for Office 2013, please
visit www.simnetkeepitsimple.com or contact your
McGraw-Hill representative.

Microsoft Office Home and Student 2013
Step by Step
With proven pedagogy that emphasizes criticalthinking, problem-solving, and in-depth coverage,
New Perspectives helps you develop the Microsoft
Office 2013 skills you need to be successful in college
and beyond. Updated with all new case-based
tutorials, New Perspectives Microsoft Office 2013
engages you in applying skills to real-world situations,
making concepts relevant. A new Troubleshoot type
of case problem enhances critical thinking. As always,
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New Perspectives improves learning outcomes and
transference of skills by helping you understand the
importance of what you're learning. Important Notice:
Media content referenced within the product
description or the product text may not be available
in the ebook version.

Microsoft® Word 2013 QuickSteps
Timothy and Linda O'Leary Microsoft Office 2013: A
Case Approach Making Office Relevant Timothy and
Linda O'Leary and the Computer Information
Technology Team at McGraw-Hill Higher Education
offer your students a fully integrated learning
program with time-tested quality and reliability. Office
2013: A Case Approach offers a running case study
throughout the text to help students understand the
material in a consistent, relevant environment.
Through the theme “Making Office Relevant,” this
text helps students understand why they need this
course and skills. Updated for Office 2013, student
success is assured through clear step-by-step
instruction, plentiful screen captures, and conceptual
explanations. Each lab, designed to be covered in 1
hour of class time, combines conceptual coverage
with detailed software-specific instructions. The labs
opens with a running case study that highlights realworld applications of each software program and
leads students from problem to solution. The O'Leary
Series helps students learn specific applications skills
along with skills that cross all Office applications,
which is especially important in mastering this version
of Office. The O'Leary Series correlates with SIMnet
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Online, McGraw-Hill's online training and assessment
program for Microsoft Office skills and basic computer
concepts. Projects, however, are 1:1 within the
SIMgrader component and allow students to practice
their skills live in the Office application to receive
immediate feedback via autograding. This integration
with SIMnet helps meet the diverse needs of students
and accommodate individual learning styles.
Additional textbook resources can be found on the
text's Online Learning Center:
www.mhhe.com/olearyoffice2013. For more
information on O’Leary; Microsoft Office 2013: A Case
Approach and SIMnet Online for Office 2013, please
visit www.simnetkeepitsimple.com or contact your
McGraw-Hill representative.

The O'Leary Series: Microsoft Office
Word 2013
Learning Microsoft Office 2013 features a studentfriendly, step-by-step format with clear, full-screen
shots to engage readers and help them work
independently. This book is appropriate for
Introductory Computing courses on Microsoft Office
Applications or courses on Computer Concepts that
include coverage of Office 2013.This book is also
suitable for individuals interested in learning to use
Microsoft Office 2013 effectively in their home life and
career.

Enhanced Microsoft Office 2013:
Illustrated Introductory, First Course
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"Windows 7 and Windows 8 compatible"--Cover.

The O'Leary Series: Microsoft Office
Excel 2013, Introductory
With proven pedagogy that emphasizes criticalthinking, problem-solving, and in-depth coverage,
New Perspectives helps students develop the
Microsoft Office 2013 skills they need to be successful
in college and beyond. Updated with all new casebased tutorials, New Perspectives Microsoft Access
2013 continues to engage students in applying skills
to real-world situations, making concepts relevant. A
new Troubleshoot case problem enhances critical
thinking, and a new tutorial on Managing Your Files
helps students navigate Windows 8. As always, New
Perspectives improves learning outcomes and
transference of skills by helping students understand
why what they're learning is important. Important
Notice: Media content referenced within the product
description or the product text may not be available
in the ebook version.

Microsoft Office 2013: Illustrated
Introductory, First Course, Spiral bound
Version
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.
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New Perspectives on Microsoft Office
2013 First Course, Enhanced Edition
Introduce your students to the new generation of
Microsoft Office 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 Office
2013, we're continuing our history of innovation by
enhancing our proven pedagogy to reflect the
learning styles of today's students In Microsoft Office
2007: Introductory Concepts and Techniques,
Premium Video Edition you'll find exciting videos,
which correlate to the Table of Contents and mirror
the step-by-step pedagogy of the Microsoft Office
2013 text to reinforce the skills taught in each
chapter. Important Notice: Media content referenced
within the product description or the product text may
not be available in the ebook version.

Office 2010 All-in-One For Dummies
The leading book on Microsoft Office, now fully
updated for Office 2010 Microsoft Office, the world's
leading productivity suite, has been updated with new
tools. Veteran Office users as well as newcomers will
need the comprehensive information in this
bestselling All-in-One guide. With a self-contained
minibook devoted to each Office application plus
minibooks on how Office works together and how you
can expand its usefulness, Office 2010 All-in-One For
Dummies gets you up to speed and answers the
questions you'll have down the road. Microsoft Office
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is the office productivity suite used around the globe;
nearly every business worker encounters it daily The
2010 revision will affect all applications in the suite
Eight minibooks cover Word, Excel, PowerPoint,
Outlook, Access, Publisher, common Office tools, and
ways to expand Office productivity Also covers the
new online versions of Word, Excel, and PowerPoint as
well as changes to the interface and new tools and
techniques Office 2010 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 2010.

Microsoft Office Home and Student
Edition 2013 All-in-One For Dummies
Engage both computer rookies and hot shots in
mastering Microsoft Office 2013 applications quickly
and efficiently with the acclaimed Illustrated Series'
newest book: ENHANCED MICROSOFT OFFICE 2013:
ILLUSTRATED INTRODUCTORY, FIRST COURSE. Praised
by instructors for its concise, focused approach and
user-friendly format, the Illustrated Series
incorporates a hallmark two-page layout that allows
readers to see an entire task in one view. Skills are
accessible and easy-to-follow with new Learning
Outcomes that outline the skills covered in each
lesson and larger full-color screen images that reflect
exactly what readers should see on their own
computers. Each unit begins with a brief overview of
the principles of the lesson and introduces a case
study for further application. The Enhanced Edition
includes a new Student Success Guide that not only
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helps students prepare for success in their class, but
also guides them through the use of OneNote to
facilitate that. The Enhanced Edition also features
new and updated appendixes that offer a variety of
opportunities to explore cloud computing and other
developing applications in more depth. Important
Notice: Media content referenced within the product
description or the product text may not be available
in the ebook version.

Office 2013 All-In-One For Dummies
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. In MICROSOFT
OFFICE 2013: POST ADVANCED you'll find features
that are specifically designed to engage students,
improve retention, and prepare them for future
success. Our trademark step-by-step, screen-byscreen 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.
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Enhanced Microsoft Office 2013:
Introductory
This Microsoft Office 2013 textbook is the only
Microsoft Official Academic Course (MOAC) textbook.
This series includes a complete classroom
instructional program. The Office 2013 text is
designed to re-enforce workforce skills. Office 2013
certification can help students with classwork and
differentiate job hunters in todays competitive job
market. The Microsoft Official Academic Course
(MOAC) Office series also offers OfficeGrader. This
valuable tool corrects your students tasked-based
assignments. Students work on real-world problems
like the ones they will encounter in the workforce
ensuring they are ready for real professional
challenges. OfficeGrader allows for efficient and
consistent grading saving time for other important
teaching activities. Grading is easier than ever
allowing faster assignment turnaround to students.

Office 2013 Bible
Full-color, step-by-step guide to the new release of
the world’s most popular spreadsheet application Get
up and running with Excel 2013 right away--the
QuickSteps way. Full-color screenshots on every page
with clear instructions make it easy to use the latest
release of Microsoft's powerful spreadsheet
application. Follow along and quickly learn how to
create workbooks, enter and edit data, use formulas
and functions, create charts and tables, analyze data,
extend Excel, and more. This practical, fast-paced
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guide gets you started in no time! Use these handy
guideposts: Shortcuts for accomplishing common
tasks Need-to-know facts in concise narrative Helpful
reminders or alternate ways of doing things Bonus
information related to the topic being covered Errors
and pitfalls to avoid The unique, landscape-oriented
layout of the QuickSteps series mimics your computer
screen, displays graphics and explanations side by
side, and lays flat so you can easily refer to the book
while working on your computer.

Microsoft Office 2013: Introductory
A basic introduction to learn Office 2013 quickly,
easily,and in full color Office 2013 has new features
and tools to master, and whetheryou're upgrading
from an earlier version or using the Officeapplications
for the first time, you'll appreciate this
simplifiedapproach. Offering a clear, visual style of
learning, this bookprovides you with concise, step-bystep instructions and full-colorscreen shots that walk
you through the applications in theMicrosoft Office
2013 suite: Word, Excel, PowerPoint, Outlook,
andPublisher. Shows you how to tackle dozens of
Office 2013 tasks Shares practical examples and
beneficial advice to guide youthrough each
application Focuses on visual learners, with step-bystep instructionsillustrated with full-color screen shots
throughout Office 2013 Simplified makes the new
Office suite easy tounderstand, even if you are new to
the software.

Exploring Microsoft Office 2013, Volume
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2, First Canadian Edition,
Step-by-Step, Full-Color Graphics! Get up and running
on Microsoft Word 2013 right away--the QuickSteps
way. Full-color screenshots and clear instructions
make it easy to start using the latest release of the
leading word processing application. Take control and
learn how to create and format documents, apply
templates and themes, use mail merge, add tables
and illustrations, use special features such as forms
and translation, save Word documents as web pages,
and much more. Screenshots with callouts show and
explain exactly what you'll see on your computer
screen while you're doing a task. This practical, fastpaced guide gets you started in no time! Use these
handy guideposts: Shortcuts for accomplishing
common tasks Need-to-know facts in concise
narrative Helpful reminders or alternate ways of doing
things Bonus information related to the topic being
covered Errors and pitfalls to avoid

Microsoft Office 2013
Timothy and Linda O'Leary Microsoft Office 2013: A
Case Approach Making Office Relevant Timothy and
Linda O'Leary and the Computer Information
Technology Team at McGraw-Hill Higher Education
offer your students a fully integrated learning
program with time-tested quality and reliability. Office
2013: A Case Approach offers a running case study
throughout the text to help students understand the
material in a consistent, relevant environment.
Through the theme ËMaking Office Relevant,Ë this
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text helps students understand why they need this
course and skills. Updated for Office 2013, student
success is assured through clear step-by-step
instruction, plentiful screen captures, and conceptual
explanations. Each lab, designed to be covered in 1
hour of class time, combines conceptual coverage
with detailed software-specific instructions. The labs
opens with a running case study that highlights realworld applications of each software program and
leads students from problem to solution. The O'Leary
Series helps students learn specific applications skills
along with skills that cross all Office applications,
which is especially important in mastering this version
of Office. The O'Leary Series correlates with SIMnet
Online, McGraw-HillËs online training and assessment
program for Microsoft Office skills and basic computer
concepts. Projects, however, are 1:1 within the
SIMgrader component and allow students to practice
their skills live in the Office application to receive
immediate feedback via autograding. This integration
with SIMnet helps meet the diverse needs of students
and accommodate individual learning styles.
Additional textbook resources can be found on the
textËs Online Learning Center:
www.mhhe.com/olearyoffice2013. For more
information on OËLeary; Microsoft Office 2013: A Case
Approach and SIMnet Online for Office 2013, please
visit www.simnetkeepitsimple.com or contact your
McGraw-Hill representative.

Microsoft Office Professional 2013
Offers real-world examples and practical advice to
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walk users through all Microsoft Office programs,
including Word, Excel, Access, OneNote, PowerPoint,
SkyDrive, and SharePoint.

Learning Microsoft Office 2013, Level 2
For use in the Office Applications course Teach the
course YOU want in LESS TIME! The primary goal of
the GO! Series, aside from teaching computer
applications, is ease of implementation, with an
approach that is based on clearly defined projects for
students and a one-of-a-kind supplements package.
Teaching and Learning Experience This program will
provide a better teaching and learning experience--for
you and your students. Here's how: Personalize
Learning: MyITLab delivers proven results in helping
students succeed, provides engaging experiences
that personalize learning, and comes from a trusted
partner with educational expertise and a deep
commitment to helping students and instructors
achieve their goals. Engage Students with a ProjectBased Approach: GO!'s project-based approach
teaches students to solve real problems as they
practice and learn the features. Motivate Students
with Clear Instruction: Based on professor and student
feedback, this text has been designed to offer clear
instruction for full student comprehension. Teach the
Course You Want in Less Time: The GO! series' one-ofa kind instructional system provides you with
everything you need to prepare for class, teach the
material, and assess your students. NOTE: This is the
standalone book, the access code that is found in this
book gives you access to data files/student content
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that used to be on a CD that was bound into the book.
This content was all moved online and the CD was
discontinued. This is not the access card for MyITLab,
that comes with theISBN below. NOTE: If you want the
book/access card order the ISBN below: 0133820769 /
9780133820768 GO! with Office 2013 Volume 1 &
NEW MyITLab with Pearson eText -- Access Card -- for
GO! Package consists of: 0133142663 /
9780133142662 GO! with Office 2013 Volume 1
0133775062 / 9780133775068 NEW MyITLab with
Pearson eText -- Access Card -- for GO! with Office
2013 Volume 1 (Replacement Card)

The O'Leary Series: Microsoft Office
Excel 2013
Timothy and Linda O'Leary Microsoft Office 2013: A
Case Approach Making Office Relevant Timothy and
Linda O'Leary and the Computer Information
Technology Team at McGraw-Hill Higher Education
offer your students a fully integrated learning
program with time-tested quality and reliability. Office
2013: A Case Approach offers a running case study
throughout the text to help students understand the
material in a consistent, relevant environment.
Through the theme “Making Office Relevant,” this
text helps students understand why they need this
course and skills. Updated for Office 2013, student
success is assured through clear step-by-step
instruction, plentiful screen captures, and conceptual
explanations. Each lab, designed to be covered in 1
hour of class time, combines conceptual coverage
with detailed software-specific instructions. The labs
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opens with a running case study that highlights realworld applications of each software program and
leads students from problem to solution. The O'Leary
Series helps students learn specific applications skills
along with skills that cross all Office applications,
which is especially important in mastering this version
of Office. The O'Leary Series correlates with SIMnet
Online, McGraw-Hill's online training and assessment
program for Microsoft Office skills and basic computer
concepts. Projects, however, are 1:1 within the
SIMgrader component and allow students to practice
their skills live in the Office application to receive
immediate feedback via autograding. This integration
with SIMnet helps meet the diverse needs of students
and accommodate individual learning styles.
Additional textbook resources can be found on the
text's Online Learning Center:
www.mhhe.com/olearyoffice2013. For more
information on O’Leary; Microsoft Office 2013: A Case
Approach and SIMnet Online for Office 2013, please
visit www.simnetkeepitsimple.com or contact your
McGraw-Hill representative.

Discovering Computers & Microsoft
Office 2013: A Fundamental Combined
Approach
Learning Microsoft Office 2013
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
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bound book. Learning Microsoft Office 2013 features a
student-friendly, step-by-step format with clear, fullscreen shots to engage readers and help them work
independently. This book is appropriate for
Introductory Computing courses on Microsoft Office
Applications or courses on Computer Concepts that
include coverage of Office 2013.This book is also
suitable for individuals interested in learning to use
Microsoft Office 2013 effectively in their home life and
career.

Exploring Microsoft Office 2016
Timothy and Linda O'Leary Microsoft Office 2013: A
Case Approach Making Office Relevant Timothy and
Linda O'Leary and the Computer Information
Technology Team at McGraw-Hill Higher Education
offer your students a fully integrated learning
program with time-tested quality and reliability. Office
2013: A Case Approach offers a running case study
throughout the text to help students understand the
material in a consistent, relevant environment.
Through the theme ËMaking Office Relevant,Ë this
text helps students understand why they need this
course and skills. Updated for Office 2013, student
success is assured through clear step-by-step
instruction, plentiful screen captures, and conceptual
explanations. Each lab, designed to be covered in 1
hour of class time, combines conceptual coverage
with detailed software-specific instructions. The labs
opens with a running case study that highlights realworld applications of each software program and
leads students from problem to solution. The O'Leary
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Series helps students learn specific applications skills
along with skills that cross all Office applications,
which is especially important in mastering this version
of Office. The O'Leary Series correlates with SIMnet
Online, McGraw-HillËs online training and assessment
program for Microsoft Office skills and basic computer
concepts. Projects, however, are 1:1 within the
SIMgrader component and allow students to practice
their skills live in the Office application to receive
immediate feedback via autograding. This integration
with SIMnet helps meet the diverse needs of students
and accommodate individual learning styles.
Additional textbook resources can be found on the
textËs Online Learning Center:
www.mhhe.com/olearyoffice2013. For more
information on OËLeary; Microsoft Office 2013: A Case
Approach and SIMnet Online for Office 2013, please
visit www.simnetkeepitsimple.com or contact your
McGraw-Hill representative.

Enhanced Computer Concepts and
Microsoft Office 2013 Illustrated
Use Excel 2013’s radically revamped charting and
graphing tools to communicate more clearly,
powerfully, and quickly… so you drive your message
home, and get the decisions and actions you’re
looking for! This book reveals data visualization
techniques you won’t find anywhere else and shows
you how to use Excel 2013 to create designer-quality
charts and graphs that stand out from the crowd. It
will help you make the most of new features ranging
from Power View to Recommended Charts, and
Page 22/34

Acces PDF Microsoft Office 2013 Overview
Student Manual
instantly share your insights with anyone,
anywhere–even on the Web and social networks.
Learning advanced Excel techniques has never been
easier. You’ll find simple, step-by-step instructions,
real-world examples and case studies, and more than
a dozen YouTube videos, straight from MrExcel! •
Create stunning data visualizations instantly with
Excel 2013’s new Recommended Charts • Use charts
to instantly reveal trends, differences, and
relationships • Map your data with Excel 2013,
MapPoint, and the new GeoFlow add-in • Quickly
generate combo charts that once required complex,
frustrating procedures • Use sparklines to imbue
worksheets with more context and insight • Highlight
and clarify the meaning of data with DataBars, color
scales, icon sets, and other conditional formatting
tools • Post charts to Facebook, Twitter, or LinkedIn,
directly from Excel • Build stock charts that help you
make smarter investments • Solve “non-standard”
problems such as noncontiguous data or custom data
sequences • Generate new charts automatically with
Excel VBA • Uncover visual tricks that people use to
lie with Excel About MrExcel Library: Every book in the
MrExcel Library pinpoints a specific set of crucial
Excel tasks and presents focused skills and examples
for performing them rapidly and effectively. Selected
by Bill Jelen, Microsoft Excel MVP and mastermind
behind the leading Excel solutions website
MrExcel.com, these books will: • Dramatically
increase your productivity–saving you 50 hours a year
or more • Present proven, creative strategies for
solving real-world problems • Show you how to get
great results, no matter how much data you have •
Help you avoid critical mistakes that even
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experienced users make

Learning Microsoft Office 2013 Deluxe
Edition
With proven pedagogy that emphasizes criticalthinking, problem-solving, and in-depth coverage,
New Perspectives helps students develop the
Microsoft Office 2013 skills they need to be successful
in college and beyond. Updated with all new casebased tutorials, NEW PERSPECTIVES MICROSOFT
ACCESS 2013 continues to engage students in
applying skills to real-world situations, making
concepts relevant. A new Troubleshoot case problem
enhances critical thinking, and a new tutorial on
Managing Your Files helps students navigate Windows
8. As always, New Perspectives improves learning
outcomes and transference of skills by helping
students understand why what they're learning is
important. Important Notice: Media content
referenced within the product description or the
product text may not be available in the ebook
version.

Excel 2013 Charts and Graphs
Praised by instructors for its concise, focused
approach and user-friendly format, the Illustrated
Series engages both computer rookies and hot shots
in mastering MICROSOFT OFFICE 2013 applications
quickly and efficiently. Skills are accessible and easyto-follow thanks to the Illustrated Series' hallmark
2-page layout, which allows students to see an entire
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task in one view. New Learning Outcomes outline the
skills covered in each lesson, and larger full-color
screens represent exactly what students should see
on their own computers. Each unit begins with a brief
overview of the principles of the lesson, and
introduces a 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.

New Perspectives on Microsoft Access
2013, Brief
Praised by instructors for its concise, focused
approach and user-friendly format, the Illustrated
Series engages both computer rookies and hot shots
in mastering MICROSOFT OFFICE 2013 applications
quickly and efficiently. Skills are accessible and easyto-follow thanks to the Illustrated Series' hallmark
2-page layout, which allows students to see an entire
task in one view. New Learning Outcomes outline the
skills covered in each lesson, and larger full-color
screens represent exactly what students should see
on their own computers. Each unit begins with a brief
overview of the principles of the lesson, and
introduces a 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.

Microsoft Office 2013: Illustrated,
Second Course
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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. GO! with Office 2013 is the right solution
for students in today’s fast-moving, mobile
environment. The GO! Series content focuses on the
real-world job skills students need to succeed in the
workforce. They learn Office by working step-by-step
through practical job-related projects that put the
core functionality of Office in context. And, as has
always been true of the GO! Series, students learn the
important concepts when they need them, and they
never get lost in instruction, because the GO! Series
uses Microsoft procedural syntax. Students learn how
and learn why—at the teachable moment. After
completing the instructional projects, students are
ready to apply the skills in a wide variety of
progressively challenging projects that require them
to solve problems, think critically, and create projects
on their own. And, for those who want to go beyond
the classroom and become certified, GO! provides
clear MOS preparation guidelines so students know
what is needed to ace the Core exam! Teaching and
Learning Experience This program will provide a
better teaching and learning experience–for educators
and students. Here’s how: Personalize Learning:
MyITLab delivers proven results in helping students
succeed, provides engaging experiences that
personalize learning, and comes from a trusted
partner with educational expertise and a deep
commitment to helping students and instructors
achieve their goals. Engage Students with a ProjectBased Approach: GO!’s project-based approach
teaches students to solve real problems as they
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practice and learn the features. Motivate Learning
with Clear Instruction: Based on professor and student
feedback, this text has been designed to offer clear
instruction for full student comprehension. Note: You
are purchasing a standalone product; MyITLab does
not come packaged with this content. If you would
like to purchase both the physical text and MyITLab,
contact your Pearson representative. MyITLab is not a
self-paced technology and should only be purchased
when required by an instructor.

The O'Leary Series: Microsoft Office 2013
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 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
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and enhancements in Office 2013.

Office 2013 Simplified
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 O'Leary Series: Microsoft Office 2013
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 covers introductory Microsoft
Word, Excel, Access, and PowerPoint, with an
additional Windows 10 chapter. Beyond point-andclick 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
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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.

Microsoft® Excel® 2013 QuickSteps
Timothy and Linda O'Leary Microsoft Office 2013: A
Case Approach Making Office Relevant Timothy and
Linda O'Leary and the Computer Information
Technology Team at McGraw-Hill Higher Education
offer your students a fully integrated learning
program with time-tested quality and reliability. Office
2013: A Case Approach offers a running case study
throughout the text to help students understand the
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material in a consistent, relevant environment.
Through the theme “Making Office Relevant,” this
text helps students understand why they need this
course and skills. Updated for Office 2013, student
success is assured through clear step-by-step
instruction, plentiful screen captures, and conceptual
explanations. Each lab, designed to be covered in 1
hour of class time, combines conceptual coverage
with detailed software-specific instructions. The labs
opens with a running case study that highlights realworld applications of each software program and
leads students from problem to solution. The O'Leary
Series helps students learn specific applications skills
along with skills that cross all Office applications,
which is especially important in mastering this version
of Office. The O'Leary Series correlates with SIMnet
Online, McGraw-Hill's online training and assessment
program for Microsoft Office skills and basic computer
concepts. Projects, however, are 1:1 within the
SIMgrader component and allow students to practice
their skills live in the Office application to receive
immediate feedback via autograding. This integration
with SIMnet helps meet the diverse needs of students
and accommodate individual learning styles.
Additional textbook resources can be found on the
text's Online Learning Center:
www.mhhe.com/olearyoffice2013. For more
information on O'Leary; Microsoft Office 2013: A Case
Approach and SIMnet Online for Office 2013, please
visit www.simnetkeepitsimple.com or contact your
McGraw-Hill representative.

Guidelines for Microsoft Office 2013:
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Student resources
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. Learning Microsoft Office 2013 features a
student-friendly, step-by-step format with clear, fullscreen shots to engage readers and help them work
independently. This book is appropriate for
Introductory Computing courses on Microsoft Office
Applications or courses on Computer Concepts that
include coverage of Office 2013.This book is also
suitable for individuals interested in learning to use
Microsoft Office 2013 effectively in their home life and
career.

The O'Leary Series: Microsoft Office
Access 2013
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 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,
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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!

Enhanced Discovering Computers &
Microsoft Office 2013: A Combined
Fundamental Approach
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. 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-by-step, screenby-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
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referenced within the product description or the
product text may not be available in the ebook
version.

Microsoft Office 2013: Post Advanced
Combining computer concepts material from the bestselling Discovering Computers and step-by-step
instruction on Office applications from Microsoft Office
2013, DISCOVERING COMPUTERS & MICROSOFT
OFFICE 2013: A FUNDAMENTAL COMBINED APPROACH
delivers the best of Shelly Cashman Series in one
book for your Introduction to Computers course. For
the past three decades, the Shelly Cashman Series
has effectively introduced computer skills to millions
of students. We're continuing our history of innovation
by enhancing our proven pedagogy to engage
students in more critical thought, personalization, and
experimentation with Office 2013 software. In
addition, computer concepts content has been fully
updated and revised to reflect the evolving needs of
Introductory Computing students, and focus solely on
what they really need to know to be successful digital
citizens in college and beyond. 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.
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