Study Guide Mos Powerpoint 2013
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This is likewise one of the factors by obtaining the soft documents of this
Study Guide Mos Powerpoint 2013 Exam by online. You might not require
more become old to spend to go to the books commencement as competently
as search for them. In some cases, you likewise do not discover the message
Study Guide Mos Powerpoint 2013 Exam that you are looking for. It will
categorically squander the time.
However below, in the same way as you visit this web page, it will be as a
result enormously easy to acquire as competently as download lead Study
Guide Mos Powerpoint 2013 Exam
It will not acknowledge many times as we run by before. You can accomplish it
even if perform something else at home and even in your workplace. suitably
easy! So, are you question? Just exercise just what we have enough money
below as capably as review Study Guide Mos Powerpoint 2013 Exam what
you when to read!

MOS 2013 Study Guide for Microsoft Excel Joan Lambert 2013-08-15
Demonstrate your expertise with Microsoft Office! Designed to help you
practice and prepare for the 2013 Excel 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
MOS 2013 Study Guide for Microsoft Word Joan Lambert 2013-07-15
Demonstrate your expertise with Microsoft Office! Designed to help you
practice and prepare for the 2013 Word 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
MOS Study Guide for Microsoft Office 365 John Pierce 2012-06-15

Demonstrate your expertise with Microsoft Office 365 by earning a MOS
certification. This Study Guide is designed to help you prepare for MOS Exam
77-891: Microsoft Office 365, and features: Full objective-by-objective review
Easy-to-follow procedures and hands-on tasks Exam-discount offer from
Certiport Use the in-depth exam prep, practice, and review to help advance
your proficiency with Office 365—and earn the credential that proves it.
MOS 2016 Study Guide for Microsoft Word Expert John Pierce 2016-11-30
Advance your expert skills in Word 2016. And earn the credential that proves
it!! Demonstrate your expertise with Microsoft Word! Designed to help you
practice and prepare for Microsoft Office Specialist (MOS): Word 2016 Expert
certification, this official Study Guide delivers: In-depth exam prep for each
MOS objective Detailed procedures to help build the skills measured by the
exam Hands-on tasks to apply what you've learned Practice and review
questions Ready-made practice files with solutions Sharpen the skills
measured by these MOS objectives: Manage Document Options and Settings
Design Advanced Documents Create Advanced References Create Custom
Word Elements
MOS 2013 Study Guide for Microsoft Excel Expert Mark Dodge 2013-09-15
Demonstrate your expertise with Microsoft Office! Designed to help you
practice and prepare for the 2013 Excel Expert Microsoft Office Specialist
(MOS) exams, this all-in-one study guide features: Full, objective-by-objective
exam coverage Easy-to-follow procedures and illustrations to review essential
skills Includes downloadable practice files
Beginning Guide to Microsoft PowerPoint 2013 Elizabeth Nofs 2014-06-01
Students who wish to prepare for Microsoft Certification Exam 77-422:
Microsoft Office PowerPoint 2013 will find beginning through advanced
lessons that demonstrate these required MOS topics.Learn basic to advanced
skills in the Microsoft PowerPoint 2013 online program, while you prepare for
certification. You'll discover how to create and format presentations, how to
apply Transitions and Animations, how to set up presentations, and more! The
Microsoft PowerPoint 2013 Certification Training Program is part of the
Microsoft Business Certification program: Microsoft Office Specialist (MOS).
MOS certification is the globally recognized standard for validating expertise
with the Microsoft Office 2013 suite.If you wish to prepare for Microsoft
Certification Exam 77-422: Microsoft Office PowerPoint 2013 course will help
you build the skills and knowledge you need.
MOS Study Guide for Microsoft Excel Expert Exam MO-201 Paul McFedries
2020-03-09 Advance your expert-level proficiency with Excel. And earn the
credential that proves it! Demonstrate your expert-level competency with
Microsoft Excel! Designed to help you practice and prepare for Microsoft Office
Specialist: Microsoft Excel Expert (Excel and Excel 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 Ready-made practice files Sharpen the
skills measured by these objectives: Manage Workbook Options and Settings
Manage and Format Data Create Advanced Formulas and Macros Manage
Advanced Charts and Tables About the MOS: Expert Certification A Microsoft
Office Specialist (MOS): Expert certification validates your hands-on
experience and competency with an Office product at an expert level. It
demonstrates that you can apply the product’s principal features at an
advanced level, can complete expert tasks independently, and are ready to
enter the job market. See full details at: microsoft.com/learn Practice Files
Available at: MicrosoftPressStore.com/ MOSExcelExpert201/downloads
The Administrative Professional Exam Study Guide 2013 Covering the CAP
Exam and the Technology Applications Specialty in PowerPoint Presentation
Examreview 2013-04-02 According to the International Association of
Administrative Professionals (IAAP), both the Certified Professional Secretary
(CPS) exam and the Certified Administrative Professional (CAP) exam are
multiple choice based. Starting from Nov 2011 the CAP exam will be offered
as a single part exam. The CAP Examination covers a wide range of topics.
The new exam covers: Communication Organization and Planning Information
Distribution Records Management Physical and Information Resources
Document Production Financial Functions Human Resources As a CAP
candidate, you are expected to know almost EVERYTHING. You do not have
to be an expert in everyting, but your peers will ell expect you to have
knowledge on almost everything. Keep in mind, the phrase administrative
professional is a general title associated with administrative support staff - you
need to provide support whenever requested. Support request can come from
different sources and may involve different disciplines. Even though you may
not always need to provide hands-on help, you do need to know how to
properly "redirect" and "allocate" the help requests to the proper places.
Administrative professionals are expected to greet and assist company visitors
and customers as well as managers, executives and their staff. They serve
BOTH as frontline personnel and as backend personnel. They need to be
good communicators. They need to be able to adapt to different personalities
and work styles of bosses and peers. There isn't any affordable "official" self
study pack in the market, so we fill the gap here by releasing the CAP
ExamEssentials Study Guide. The CAP ExamEssentials Study Guide provides
extensive and in-depth coverage on a wide variety of business and office
management topics to help you prepare for the exam. Our CAP Study Guide
goes the expert-advice way. Instead of just giving you the hard facts, we also
give you information that covers the best tricks and practices. With these

information, you will always be able to make the most appropriate expert
judgment in the exam. As of the time of this writing, after obtaining the CAP
rating you can apply for a TA Specialty by passing one of the Microsoft Office
certifications. This Study Guide provides full coverage on the Microsoft MOS
PowerPoint exam, which can satisfy the TA Specialty exam requirement. We
use PowerPoint 2013 for demonstration in this book.
Microsoft PowerPoint 2013: Illustrated Introductory David W. Beskeen 201305-10 Praised by instructors for its concise, focused approach and userfriendly format, the Illustrated Series engages both computer rookies and hot
shots in mastering MICROSOFT POWERPOINT 2013 quickly and efficiently.
Skills are accessible and easy-to-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.
MOS 2016 Study Guide for Microsoft Word Joan Lambert 2016-09-29 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 Word 2016 a nd earn the credential
that proves it! Demonstrate your expertise with Microsoft Word! Designed to
help you practice and prepare for Microsoft Office Specialist (MOS): Word
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 documents • Format text, paragraphs, and sections
•Create tables and lists •Create and manage references • Insert and format
graphic elements 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.
Microsoft Outlook 2013 Step by Step Joan Lambert 2013-03-15 Experience
learning made easy—and quickly teach yourself how to stay organized and
stay connected using Outlook 2013. With Step by Step, you set the
pace—building and practicing the skills you need, just when you them!
Includes downloadable practice files and a companion eBook. Set up your
email and social media accounts Send, search, filter, and organize messages

Manage one or more calendars, and share your schedule Help protect your
inbox and outbox Create and track tasks, to-do lists, and appointments
Microsoft PowerPoint 2013 Joyce Cox 2013 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.
Microsoft Office Specialist 2013 Study Guide for Microsoft Word Joan Lambert
2013 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. -MOS 2013 Study Guide for Microsoft Access John Pierce 2013-06-15
Demonstrate your expertise with Microsoft Office! Designed to help you
practice and prepare for the 2013 Access 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
MOS 2013 Study Guide for Microsoft Word Expert John Pierce 2013-09-15
Demonstrate your expertise with Microsoft Office! Designed to help you
practice and prepare for the 2013 Word Expert Microsoft Office Specialist
(MOS) exams, 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
Cap Administrative Professional Certification With Technology Applications
Specialty in Powerpoint Exam Study Guide 2014 Examreview 2013-10-20
According to the International Association of Administrative Professionals
(IAAP), both the Certified Professional Secretary (CPS) exam and the Certified
Administrative Professional (CAP) exam are multiple choice based. Starting
from Nov 2011 the CAP exam will be offered as a single part exam. The new
exam covers: Communication Organization and Planning Information
Distribution Records Management Physical and Information Resources
Document Production Financial Functions Human Resources As a CAP
candidate, you are expected to know almost EVERYTHING. You do not have
to be an expert in everything, but your peers will expect you to have
knowledge on almost everything. Keep in mind, the phrase administrative
professional is a general title associated with administrative support staff - you
need to provide support whenever requested. Support request can come from
different sources and may involve different disciplines. Even though you may
not always need to provide hands-on help, you do need to know how to

properly "redirect" and "allocate" the help requests to the proper places. In
fact, administrative professionals are expected to greet and assist company
visitors and customers as well as managers, executives and their staff. They
serve BOTH as frontline personnel and as backend personnel. They need to
be good communicators. They need to be able to adapt to different
personalities and work styles of bosses and peers. There isn't any affordable
"official" self study pack in the market, so we fill the gap here by releasing this
product, which provides extensive and in-depth coverage on a wide variety of
business and office management topics to help you prepare for the exam.
Also, as of the time of this writing, after passing the CAP exam you can apply
for a TA Specialty by passing one of the Microsoft Office certifications. This
Study Guide provides full coverage on the Microsoft MOS PowerPoint 2013
exam, which can satisfy the TA Specialty exam requirement. The exams are
not difficult provided that you are experienced in office administration. If you
are not, then lots of readings will have to be done.
MOS 2013 Study Guide for Microsoft PowerPoint Joan Lambert 2013
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. -MOS 2013 Study Guide for Microsoft Word Expert John Pierce 2013 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-byobjective exam coverage; easy-to-follow procedures and illustrations to review
essential skills; hands-on practice tasks to apply what you've learned. -Microsoft Office Specialist MOS Certification on Microsoft Office 2013 MS
Word, Excel and PowerPoint 2013 ExamFOCUS Study Notes ExamREVIEW
2013-03-24 With the MOS 2013 exams, you will be presented with a project to
build. Therefore, real world experience with the software is highly important.
You should start by learning how to perform individual tasks. Then you need to
"chain up" your skills and apply them on the project to produce a meaningful
outcome as required by the exam questions. The Word exam covers:- Create
and Manage Documents- Format Text, Paragraphs, and Sections- Create
Tables and Lists- Apply References- Insert and Format ObjectsThe Excel
exam covers:- Create and Manage Worksheets and Workbooks- Create Cells
and Ranges- Create Tables- Apply Formulas and Functions- Create Charts
and ObjectsThe PowerPoint exam covers:- Create and Manage PresentationsInsert and Format Shapes and Slides- Create Slide Content- Apply Transitions
and Animations- Manage Multiple PresentationsThe exams are all
performance based with a project-like style - you need to build up an Office

document or complete something according to the given specifications. There
is a simulated environment for you to get your job done. To prepare for the
exams, you need to know the various options available in the Office software.
You know the options and functions available, then you can choose the right
stuff and apply them in the correct order to achieve the project goal. You must
have hands-on experience! This ExamFOCUS book focuses on the more
difficult topics that will likely make a difference in exam results. We introduce
and explain the important options in the software that you cannot afford to
miss. The book is NOT intended to guide you through every single step in the
Office software. We assume that you already know the basics of using the
graphical interface - you know the difference between single mouse click,
double click, right click, drag and drop, press and hold ...etc, and you know
how to select and highlight text and objects. DO NOT TREAT THIS AS AN AB-C GUIDE TO MS OFFICE. You should use this book together with other
reference books for the best possible preparation outcome. In the Office
software you can usually achieve the same result using different methods. For
example, once you highlighted some text you can either right click on the
selection to access a small menu, or choose from the full blown menus (the
ribbons) and toolbars at the top of the interface. Throughout the book we may
use both methods for accessing functions and features. Also, keyboard
shortcuts are available in the software but for exam prep purpose we will not
use any of them unless required by the exams.
MOS Study Guide for Microsoft Excel Exam MO-200 Joan Lambert 2020-0330 Advance your everyday proficiency with Excel! And earn the credential that
proves it! Demonstrate your expertise with Microsoft Excel! Designed to help
you practice and prepare for Microsoft Office Specialist: Excel Associate
(Excel and Excel 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 Readymade practice files Sharpen the skills measured by these objectives: Manage
Worksheets and Workbooks Manage Data Cells and Ranges Manage Tables
and Table Data Perform Operations by Using Formulas and Functions
Manage Charts 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.
Exam 77-420 Microsoft Excel 2013 Microsoft Official Academic Course 201308-12 This Microsoft Excel 2013, Exam 77-420 book is the only Microsoft
Official Academic Course (MOAC) textbook. This series includes a complete
classroom instructional program. This Excel 2013 text is mapped to the Excel

2013 certification exam objectives and is designed to re-enforce workforce
skills. With this book students learn to create and edit professional-looking
spreadsheets for a variety of purposes and situations. It also covers such skills
as charting, creating analytical, financial reports, data entry, developing
budgets, formatting numerical (financial, statistical, etc.) reports, creating
forms, graphing, processing data, reporting, technical support, trending and
much more. The Microsoft Official Academic Course (MOAC) Office series
also offers OfficeGrader. This valuable tool corrects your students taskedbased 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. Excel 2013 certification can
help students with classwork and differentiate job hunters in todays
competitive job market. Students who have earned certification can broaden
their employment opportunities in such fields as accounting, office
administration, consulting, as executives and managers, help desk personnel,
instructors/trainers, program/project managers, and sales careers.
MOS 2013 Study Guide for Microsoft PowerPoint Joan Lambert 2013-10-15
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
Microsoft Office 2016 Step by Step Joan Lambert 2015-11-19 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
MOS Study Guide for Microsoft Access Expert Exam MO-500 Paul McFedries
2020-04-08 Advance your everyday proficiency with Access 2019. And earn
the credential that proves it! Demonstrate your expertise with Microsoft
Access! Designed to help you practice and prepare for Microsoft Office
Specialist (MOS): Access 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 databases Build tables Create queries
Create forms Create reports 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.
MOS 2013 Study Guide for Microsoft Excel Expert Mark Dodge 2013
"Designed to help you practice and prepare for Microsoft Office Specialist
(MOS): Excel 2013 Expert certification"--P.[4] of cover.
MOS 2016 Study Guide for Microsoft Excel Expert Paul McFedries 2016-11-04
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. Hone your advanced Excel 2016 skills. 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 Expert
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 Ready-made
practice files Sharpen the skills measured by these objectives: Create and
Manage Workbooks Apply Custom Formatting and Layouts Create Advanced
Formulas Perform Data Analysis Create Advanced Charts and PivotTables
MOS 2016 Study Guide for Microsoft Access John Pierce 2016-12-22 This
study guide helps readers prepare for the Microsoft Office Specialist Access
2016 certification.
Microsoft Office Specialist MOS Certification on Microsoft Office 2013 MS
PowerPoint 2013 ExamFOCUS Study Notes ExamREVIEW 2013-03-20 >With
the MOS 2013 exams, you will be presented with a project to build. Therefore,
real world experience with the software is highly important. You should start by
learning how to perform individual tasks. Then you need to "chain up" your
skills and apply them on the project to produce a meaningful outcome as
required by the exam questions. The PowerPoint exam covers:Create and
Manage PresentationsInsert and Format Shapes and SlidesCreate Slide
ContentApply Transitions and AnimationsManage Multiple PresentationsThe
exam is performance based with a project-like style - you need to build up an
Office document or complete something according to the given specifications.
There is a simulated environment for you to get your job done. To prepare for
the exam, you need to know the various options available in the Office
software. You know the options and functions available, then you can choose

the right stuff and apply them in the correct order to achieve the project goal.
You must have hands-on experience! This ExamFOCUS book focuses on the
more difficult topics that will likely make a difference in exam results. We
introduce and explain the important options in the software that you cannot
afford to miss. The book is NOT intended to guide you through every single
step in the Office software. DO NOT TREAT THIS AS AN A-B-C GUIDE TO
MS OFFICE. You should use this book together with other reference books for
the best possible preparation outcome.
Guía de estudio MOS 2013 para Microsoft Power Point Joan Lambert 2014
MOS 2010 Study Guide for Microsoft Word, Excel, PowerPoint, and Outlook
Exams Joan Lambert 2011-03-15 Demonstrate your expertise with Microsoft
Office 2010! This all-in-one guide is designed to help you practice and prepare
for the four core Microsoft Office Specialist (MOS) exams. With the MOS 2010
Study Guide, you get full, objective-by-objective coverage for: Exam 77-881:
Microsoft Word 2010 Exam 77-882: Microsoft Excel 2010 Exam 77-883:
Microsoft PowerPoint 2010 Exam 77-884: Microsoft Outlook 2010 Use the
book’s easy-to-follow procedures and illustrations to review the essential skills
measured by the MOS exams. And you can apply what you’ve learned handson—using the downloadable files for all the book’s practice tasks.
MOS 2016 Study Guide for Microsoft PowerPoint Joan Lambert 2016-11-15
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.
Advanced Guide to Microsoft PowerPoint 2013 Ellizabeth Nofs 2014-06-01
Students who wish to prepare for Microsoft Certification Exam 77-422:
Microsoft Office PowerPoint 2013 will find beginning through advanced
lessons that demonstrate these required MOS topics.Learn basic to advanced
skills in the Microsoft PowerPoint 2013 online program, while you prepare for
certification. You'll discover how to create and format presentations, how to
apply Transitions and Animations, how to set up presentations, and more! The

Microsoft PowerPoint 2013 Certification Training Program is part of the
Microsoft Business Certification program: Microsoft Office Specialist (MOS).
MOS certification is the globally recognized standard for validating expertise
with the Microsoft Office 2013 suite.If you wish to prepare for Microsoft
Certification Exam 77-422: Microsoft Office PowerPoint 2013 course will help
you build the skills and knowledge you need.
Building PowerPoint Templates Step by Step with the Experts Echo Swinford
2012-09-28 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.
Microsoft Office Specialist 2010 for Microsoft Word Expert, Excel Expert,
Access, and Sharepoint Exams John Pierce 2011 Presents a guide to
preparing for certification exams for four Microsoft Office programs, which
includes overviews, step-by-step instructions, and practice projects for each
program.
MOS 2013 Study Guide for Microsoft Outlook Joan Lambert 2013-10-15
Demonstrate your expertise with Microsoft Office! Designed to help you
practice and prepare for the 2013 Outlook 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
MOS 2010 Study Guide for Microsoft Word, Excel, PowerPoint, and Outlook
Joan Lambert 2011 Presents a guide to preparing for certification exams for
four Microsoft Office programs, which includes overviews, step-by-step
instructions, and practice projects for each program.
Microsoft Office Professional 2013 Mark Dodge 2013 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.
Office 365 For Dummies Rosemarie Withee 2018-10-25 Everything you need
to get productive in the Cloud with Office 365 With 70 million users worldwide,
Microsoft Office 365 combines the familiar Office desktop suite with cloudbased versions of Microsoft’s next-generation communications and
collaboration services. It offers many benefits including security, reliability,
compatibility with other products, over-the-air updates in the cloud that don't
require anything from the user, single sign on for access to everything right
away, and so much more. Office 365 For Dummies offers a basic overview of
cloud computing and goes on to cover Microsoft cloud solutions and the Office
365 product in a language you can understand. This includes an introduction
to each component which leads into topics around using each feature in each
application. Get up to speed on instant messaging Use audio, video, and web
conferencing Get seamless access to the Office suite with Office Web apps
Access information anywhere, anytime Office 365 is the key to office
productivity — and now you can put it to use for you!
Microsoft Office Specialist 2013 Study Guide for Microsoft Word Expert John
Pierce 2013
MOS 2016 Study Guide for Microsoft Excel Joan Lambert 2016-10-10 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 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.
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