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Get ready for academic and workplace success! This efficient, effective learning package integrates keyboarding and communication skills within a single text. Numerous keyboarding drills and engaging Skill Builder exercises help you learn keystrokes and quickly build speed and accuracy. Important Notice: Media content referenced within the product description or the product text may not be available in the ebook version.
Take a bite out of all your Mac has to offer with this bestselling guide So, you joined the cool kids club and bought a Mac. Kudos! Now, do you dare admit to your sophisticated Mac mates that you still need some help figuring out how it works? No worries, Macs For Dummies is here to help! In full color for the first time ever, the latest edition of this long-running bestseller takes the guesswork out of working with your new Mac, providing easy-to-follow, plain-English answers to every possible question in the book! Whether you're trying to figure out the basics of getting
around the OS X interface, learning the ins and outs of turning your Mac into a sleek productivity tool, or anything in between, Mac For Dummies makes it fast and easy to navigate your way around your new Apple computer. You'll get the know-how to rocket into cyberspace, browse the Web, send messages, back up files to the Cloud, deal with security issues, get productive with leading Mac apps, and have fun with one-stop shopping for music, movies, and media. Navigate OS X El Capitan with confidence and ease Use your Mac to power your audio and video
systems Add your Mac to your home network Troubleshoot common problems when your Mac starts misbehaving Fully updated to cover the latest hardware and software releases, Macs For Dummies offers everything you need to get your geek on—and make your Mac your minion.
GUIDE TO NETWORKING ESSENTIALS provides students with both the knowledge and hands-on skills necessary to work with network operating systems in a network administration environment. By focusing on troubleshooting and computer networking technologies, this book offers a comprehensive introduction to networking and to advances in software, wireless and network security. Challenge Labs and Hands-On Projects are directly integrated in each chapter to allow for a hands-on experience in the classroom. Updated content reflects the latest networking
technologies and operating systems including new Ethernet standards, cloud computing, Windows 10, Windows Server 2016, and recent Linux distributions. Important Notice: Media content referenced within the product description or the product text may not be available in the ebook version.
"It may seem like an eternity since your IT department upgraded you to the latest version of Microsoft Office. Prepare yourself, because Office 2016 is packed with updated features and new ways to increase your productivity in the office! With Office 2016 at Work For Dummies, we make it easy by breaking the content down into over 300 of the most common tasks and operations, providing you with straightforward, simple-to-navigate, approachable information. With four-color illustrations for visual support as your work through the tasks, and then nearly three hours of
supporting video, you can choose your path for learning the ins and outs of Office 2016."-Enhanced Discovering Computers ©2017, Essentials
Formatting Briefs in Word
Sports Medicine Essentials: Core Concepts in Athletic Training & Fitness Instruction
Keyboarding and Word Processing Complete Course Lessons 1-110: Microsoft Word 2016
Correlating with NATA Standards, SPORTS MEDICINE ESSENTIALS: CORE CONCEPTS IN ATHLETIC TRAINING & FITNESS INSTRUCTION, 3rd Edition introduces essential skills in Sports Medicine, along with its growing number of career choices. Key topics address fitness assessment, conditioning, emergency preparedness, injury management, therapeutic modalities, nutrition, ethical and legal considerations, and much more. Students will explore careers in fitness instruction, athletic training, exercise physiology, sports management, and even physical therapy, while practicing important, job-related skills.
More than a text, this unique hands-on learning tool asks students to perform essential skills, such as taping injuries, researching sports medicine supplies and their costs, and even forming a mock safety committee to mitigate injury risks to athletes. SPORTS MEDICINE ESSENTIALS: CORE CONCEPTS IN ATHLETIC TRAINING & FITNESS INSTRUCTION, 3rd Edition gives students VIP access to the fast-paced world of Sports Medicine in both print and interactive eBook formats. Important Notice: Media content referenced within the product description or the product text may not be available in the ebook
version.
Readers gain a full understanding of today s digital world with the cohesive framework and logical organization found only in NEW PERSPECTIVES ON COMPUTER CONCEPTS 2016, ENHANCED, INTRODUCTORY. This dynamic book provides the latest updates on emerging technology with engaging learning features, informative visuals and hands-on activities proven to increase learning effectiveness. An insightful introduction highlights today s digital evolution, while coverage of social media and online security examines concepts behind today s technology challenges and trends. Readers explore the
principles underlying the wide scope of digital devices in use today with the book s unique focus on the connectivity that pervades modern life. This Enhanced Edition includes a new hands-on programming chapter that lets even readers with no prior coding experience learn to program with instant success using PythonTM. Important Notice: Media content referenced within the product description or the product text may not be available in the ebook version.
Introduction to Computers for Health Care Professionals, Seventh Edition is a contemporary computer literacy text geared toward nurses and other healthcare students.
Explore Raspberry Pi's architecture through innovative and fun projects About This Book Explore Raspberry Pi 2's hardware through the Assembly, C/C++, and Python programming languages Experiment with connecting electronics up to your Raspberry Pi 2 and interacting with them through software Learn about the Raspberry Pi 2 architecture and Raspbian operating system through innovative projects Who This Book Is For Raspberry Pi Computer Architecture Essentials is for those who are new and those who are familiar with the Raspberry Pi. Each topic builds upon earlier ones to provide you with a
guide to Raspberry Pi's architecture. From the novice to the expert, there is something for everyone. A basic knowledge of programming and Linux would be helpful but is not required. What You Will Learn Set up your Raspberry Pi 2 and learn about its hardware Write basic programs in Assembly Language to learn about the ARM architecture Use C and C++ to interact with electronic components Find out about the Python language and how to use it to build web applications Interact with third-party microcontrollers Experiment with graphics and audio programming Expand Raspberry Pi 2's storage
mechanism by using external devices Discover Raspberry Pi 2's GPIO pins and how to interact with them In Detail With the release of the Raspberry Pi 2, a new series of the popular compact computer is available for you to build cheap, exciting projects and learn about programming. In this book, we explore Raspberry Pi 2's hardware through a number of projects in a variety of programming languages. We will start by exploring the various hardware components in detail, which will provide a base for the programming projects and guide you through setting up the tools for Assembler, C/C++, and Python.
We will then learn how to write multi-threaded applications and Raspberry Pi 2's multi-core processor. Moving on, you'll get hands on by expanding the storage options of the Raspberry Pi beyond the SD card and interacting with the graphics hardware. Furthermore, you will be introduced to the basics of sound programming while expanding upon your knowledge of Python to build a web server. Finally, you will learn to interact with the third-party microcontrollers. From writing your first Assembly Language application to programming graphics, this title guides you through the essentials. Style and
approach This book takes a step-by-step approach to exploring Raspberry Pi's architecture through projects that build upon each other. Each project provides you with new information on how to interact with an aspect of the Raspberry Pi and Raspbian operating system, providing a well-rounded guide.
English for Computer Users
Essentials Computing for Business: Microsoft Office 2010 (UUM Press)
Computed Wizard
New Perspectives Computer Concepts 2016 Enhanced, Comprehensive

Readers gain a full understanding of today’s digital world with the cohesive framework and logical organization found only in NEW PERSPECTIVES ON COMPUTER CONCEPTS 2016, ENHANCED, COMPREHENSIVE. This dynamic book provides the latest updates on emerging technology with engaging learning features, informative visuals and hands-on activities proven to increase learning effectiveness. An
insightful introduction highlights today’s digital evolution, while coverage of social media and online security examines concepts behind today’s technology challenges and trends. Readers explore the principles underlying the wide scope of digital devices in use today with the book’s unique focus on the connectivity that pervades modern life. This Enhanced Edition includes a new hands-on
programming chapter that lets even readers with no prior coding experience learn to program with instant success using PythonTM. Important Notice: Media content referenced within the product description or the product text may not be available in the ebook version.
Enhance productivity in any Office application with zero programming experience Mastering VBA for Microsoft Office 2016 helps you extend the capabilities of the entire Office suite using Visual Basic for Applications (VBA). Even if you have no programming experience , you'll be automating routine computing processes quickly using the simple, yet powerful VBA programming language. Clear,
systematic tutorials walk beginners through the basics, while intermediate and advanced content guides more experienced users toward efficient solutions. This comprehensive guide starts at the beginning to get you acquainted with VBA so you can start recording macros right away. You'll then build upon that foundation to utilize the full capabilities of the language as you use loops and
functions, message boxes, input boxes, and dialog boxes to design your own Office automation program. Add-ins, embedded macros, content controls, and more give you advanced tools to enhance productivity, and all instruction is backed by real-world practice projects in Word, Excel, Outlook, and PowerPoint. Productivity is the name of the game, and automating certain computing tasks is an
easy solution with significant impact for any business. This book shows you how, with step-by-step guidance and expert insight. Expand Office 2016 functionality with macros Learn how to work with VBA and the entire Office suite Create effective code, even with no programing experience Understand ActiveX, XML-based files, the developer tab, and more VBA is designed to be understandable
and accessible to beginners, but powerful enough to create specialized business applications. If you're ready to begin exploring the possibilities, Mastering VBA for Microsoft Office 2016 gets you started right away.
Combining computer concepts material from the best-selling 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 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.
Fully revised and updated, Essentials of Communication Sciences and Disorders, Second Edition is an accessible and engaging introductory resource for students new to communication sciences and disorders. This text covers basic information about speech disorders in both children and adults, while numerous case scenarios and personal stories paint a vivid picture of the profession.
Important Notice: The digital edition of this book is missing some of the images or content found in the physical edition.
Essentials of Modern Communications
BPB COMPUTER COURSE-WIN 10/OFFICE 2016
Windows Server 2016: Essentials for Administration
Advanced Word Processing Lessons 56-110, Microsoft Word 2016, Spiral bound Version
HANDS-ON MICROSOFT WINDOWS SERVER 2016 is the perfect resource for learning Windows Server 2016 from the ground up. Designed to build a foundation in basic server administration, this book requires no previous server experience. It covers all of the critical Windows Server 2016 features, including the advantages unique to this new server operating system. Readers learn how to choose the right server edition for their needs. They also learn to install, configure, customize, manage, and troubleshoot today’s servers most
effectively. If the reader is new to server administration, this book provides the background and knowledge needed to manage servers on small to large networks. If the reader is an experienced server administrator, this book provides a fast way to get up to speed on new Windows Server 2016 administration. Important Notice: Media content referenced within the product description or the product text may not be available in the ebook version.
In an easy-to-understand language, this step-by-step book provides detailed explanations of computer fundamentals, operating systems, the internet, and the Office 2016 software package. -Infotech, second edition, is a comprehensive course for intermediate level learners who need to be able to understand the English of computing for study and work. Thoroughly revised by the same author it offers up to date material on this fast moving area. The course does not require a specialist knowledge of computers on either the part of the student or the teacher. The 30 units are organized into seven thematically linked sections and cover a range of subject matter, from Input/output devices for the disabled to Multimedia and
Internet issues. Key features of the Teacher's Book: - exhausative support for the teacher, with technical help where needed - a photocopiable extra activities section - answer key and tapescripts
The bestselling guide to reporting writing, updated and reworked for today's practice Essentials of Assessment Report Writing offers effective solutions to the creation of reader-friendly, yet targeted, psychological, and educational assessment reports. Parents, clinicians, clients, and other readers need more than test-by-test descriptions—they need an accessible analysis of the entire situation to determine their next steps. This book provides clear guidance for busy practitioners seeking ways to improve their report writing skills. With
a focus on current practice, this new second edition covers DSM-5 updates and the latest assessment instruments including the WJ IV, WISC-V, WAIS-IV, KTEA-3, and the CAS2. New discussion includes advice on tailoring the report to the audience, and annotated case reports provide illustrative models of effective report styles, interpretation, and analysis. Key concepts are highlighted for quick reference throughout, and end-of-chapter questions help reinforce understanding. Reporting styles vary widely within the field, in both
content and style; there is no definitive "standard," but many reports fail to reflect best practices and therefore prove less than useful to the reader. This book provides expert guidance throughout the reporting process to help practitioners provide high-quality, accessible reports. Integrate assessment results to provide a person-centered report Identify and navigate critical decision points in the interpretive process Write efficiently yet effectively while enhancing the reader's experience Provide an accurate, informative, and readable
assessment report Incorporate practical recommendations to address the referral concerns Expertly-conducted assessments should culminate with a carefully constructed analysis that provides direction via clear communication. Because this report will be used to inform treatment, intervention, and ultimately, the client's quality of life—it is critical that it provides clear, informative guidance in a way that readers can understand. Essentials of Assessment Report Writing provides comprehensive guidelines for navigating through the
report writing process.
Raspberry Pi Computer Architecture Essentials
Essentials of Assessment Report Writing
New Perspectives on Computer Concepts 2016, Introductory
Guide to Networking Essentials
Whether you're upgrading from a previous version or using it for the first time, this book will guide you through Microsoft Word 2016 one step at a time, 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 Office Plenty of full color, 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 Word 2016, the latest update to Microsoft's Word Processing Suite. With full color screen prints, photographs and illustrations, this guide explores...
Starting Word, ribbon menus and the BackStage Formatting text, bold, italic, alignment, text colour, copy, paste and highlighting Headers, footers, columns, watermarks, and cover pages Page numbers, contents pages and indexes Working with documents, saving, printing, sharing and collaborating Working with SmartArt, charts, and tables Adding images, cropping, wrapping text and effects Using templates, building your own and using custom templates Mail merging letters and envelopes Getting started with office tools and add-ons Check spelling and grammar Improve your work with thesaurus and insights Insert equations and special characters 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 Word, 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 Word effectively and productively.
ESSENTIALS OF MARKETING RESEARCH, 6E, provides a concise, yet complete guide to the design, execution, analysis, and reporting of marketing research to support smart business decisions. Covering essential principles and techniques in a streamlined, engaging way, the text equips students with the core knowledge and skills needed to manage marketing research effectively. This proven text provides valuable business context while introducing both traditional research methods, such as designing questionnaires, and the latest technological advances, including current data collection devices, basic data analysis tools, practical approaches to data analytics, and the
impact of social media and artifactual online data. Designed specifically for instructors who prefer a concise introduction to marketing research topics, the Sixth Edition of this trusted text features updates based on recent trends and technology, including an increased emphasis on ethical and international issues, reflecting their growing importance in modern marketing research. Important Notice: Media content referenced within the product description or the product text may not be available in the ebook version.
Readers learn to maximize the use of mobile devices, make the most of online tools for collaboration and communications, and fully utilize today’s Internet capabilities with the latest edition of DISCOVERING COMPUTERS ESSENTIALS ENHANCED. Learners see how technology skills assist in gaining employment and advancing careers. This edition highlights the most recent developments with new emphasis on Web Development, creating a strong web presence, and the latest Windows 10 information. The authors emphasize actionable content with a proven learning structure and practice to reinforce key skills. Self-assessments open each chapter, enabling readers to
target study and learn more in less time. DISCOVERING COMPUTERS ESSENTIALS ENHANCED presents the content needed to succeed in a way that ensures understanding. Important Notice: Media content referenced within the product description or the product text may not be available in the ebook version.
Get ready for academic and workplace success! This robust learning package integrates advanced word processing, document formatting and design, and communication skills within a single text, along with a strong emphasis on honing skills by competing projects in a realistic office environment. Using Microsoft Word 2016, you will format advanced business correspondence, tables, reports, mail merge files, graphics, and a broad range of common document types, including meeting, travel, news, legal, medical, and human resources/employment, as well as practicing real-time co-authoring on OneDrive. The text includes nine modular projects and two comprehensive
projects to help you apply what you learn and prepare you to be productive immediately when beginning your professional career. Important Notice: Media content referenced within the product description or the product text may not be available in the ebook version.
Essentials of Evidence-Based Academic Interventions
Hands-On Microsoft Windows Server 2016
Discovering Computers ©2016
Introduction to Computers for Healthcare Professionals

Explore Modern Communications and Understand Principles of Operations, Appropriate Technologies, and Elements of Design of Communication Systems Modern society requires a different set of communication systems than has any previous generation. To maintain and improve the contemporary communication systems that meet ever-changing requirements, engineers need to know how to recognize and solve cardinal problems. In
Essentials of Modern Communications, readers will learn how modern communication has expanded and will discover where it is likely to go in the future. By discussing the fundamental principles, methods, and techniques used in various communication systems, this book helps engineers assess, troubleshoot, and fix problems that are likely to occur. In this reference, readers will learn about topics like: How
communication systems respond in time and frequency domains Principles of analog and digital modulations Application of spectral analysis to modern communication systems based on the Fourier series and Fourier transform Specific examples and problems, with discussions around their optimal solutions, limitations, and applications Approaches to solving the concrete engineering problems of modern communications based
on critical, logical, creative, and out-of-box thinking For readers looking for a resource on the fundamentals of modern communications and the possible issues they face, Essentials of Modern Communications is instrumental in educating on real-life problems that engineering students and professionals are likely to encounter.
Essentials of Evidence-Based Academic Interventions puts at your fingertips the successful instructional techniques and materials necessary for accurate and effective use of evidence-based interventions. Written by Barbara Wendling and Nancy Mather, two experts in educational assessment and intervention, this intervention-oriented reference presents clear descriptions of research-based interventions in the areas of:
phonological awareness and beginning reading phonics; phonics and sight word instruction; reading fluency; vocabulary and reading comprehension; spelling, handwriting, and written expression; basic math skills; and math problem-solving.
Each new print copy includes Navigate 2 Advantage Access that unlocks a comprehensive and interactive eBook, student practice activities and assessments, a full suite of instructor resources, and learning analytics reporting tools. Essentials of Patient Education, Second Edition prepares nurses for their increasing role in patient teaching, health education and health promotion. Highly revised, the Second Edition
focuses on the basic principles of teaching and learning by emphasizing the role of the professional nurse in educating patients and families effectively and efficiently in various healthcare settings. The Second Edition explores new topics of motor learning and gender differences in the brain as well as, the ethics of patient education and the legal role of the nurse as mandated by state practice. The text features
completely revised chapter content and updated references that provide evidence from research and theoretical foundations which substantiate content throughout the text. Key Features: Coverage of health literacy Chapters dedicated to gender, socioeconomics, culture and persons with disabilities Discussion of compliance and motivation issues Includes the determinants of learning which captures critical information on
the learner Case studies offer the opportunity to apply the teaching and learning principles featured in the chapter Instructor Resources: Lecture outlines in PowerPoint format Learning Activities Assessments
The popular DISCOVERING COMPUTERS ESSENTIALS is now revised, based on customer feedback, to reflect the evolving needs of today's Introductory Technology students. This exciting new edition maintains proven hallmarks that ensure students know what they need to be successful digital citizens in college and beyond. This edition offers the latest coverage of today's digital world with an emphasis on enterprise
computing, ethics, Internet search skills, mobile computing, various operating systems, browsers and security. Critical thinking and problem-solving exercises throughout the text reinforce key skills, while end-of-chapter activities provide hands-on practice. DISCOVERING COMPUTERS ESSENTIALS provides the content your students need, presented in a way that ensures their success. Important Notice: Media content
referenced within the product description or the product text may not be available in the ebook version.
Discovering Computers, Essentials ©2016
The Science of Renewable Energy
Macs For Dummies
Essential Excel 2016

Readers gain a full understanding of today’s digital world with the cohesive framework and logical organization found only in Parsons’ NEW PERSPECTIVES ON COMPUTER CONCEPTS 2016, COMPREHENSIVE. Newly revised and reorganized, this dynamic book provides the latest updates on emerging technology with engaging learning features, informative visuals and hands-on activities proven to increase
learning effectiveness. A new introduction highlights today’s digital evolution, while new coverage of social media and online security examines concepts behind the trends. Readers explore the principles behind the wide scope of digital devices in use today with the book’s enhanced focus on the connectivity that pervades modern life. Important Notice: Media content referenced within the
product description or the product text may not be available in the ebook version.
Get ready for academic and workplace success! This comprehensive learning package integrates keyboarding, essential and advanced word processing, document formatting and design, and communication skills within a single text, along with a strong emphasis on honing skills by competing projects in a realistic office environment. Using Microsoft Word 2016, you will format advanced business
correspondence, tables, reports, mail merge files, graphics, and a broad range of common document types, including meeting, travel, news, legal, medical, and human resources/employment. The text includes 15 modular projects and three comprehensive projects to help you apply what you learn and prepare you to be productive from day one when beginning your professional career. Important
Notice: Media content referenced within the product description or the product text may not be available in the ebook version.
Satish Jain has obtained BSc Degree from Agra University in First Division and is a gold medal winner. He obtained B.E (Electronics) degree from Indian Institute of Science, Bangalore (I.I.Sc) with distinction. He joined Air Force as Signals Officer and held different technical appointments during 21 years of service career. He was specially selected by the IAF to undergo Master of
Engineering course in Aerospace Science at the I.I.Sc, Bangalore and M.Teach course in Computer Engineering at Indian Institute of Technology, Kanpur.
Latest Edition Explores Fresh, New Alternatives to Fossil FuelsThe Science of Renewable Energy, Second Edition takes a look at ways to produce sustainable and reliable energy sources and presents practical examples along with scientific methods, models, observations, and tools. Developed by esteemed author Frank R. Spellman, this book includes inpu
New Perspectives Computer Concepts 2016 Enhanced, Introductory
Essential Office 365 Third Edition
Essentials of Communication Sciences & Disorders
New Perspectives on Computer Concepts 2016, Comprehensive
Get ready for academic and workplace success! This robust learning package integrates keyboarding, essential word processing, document formatting basics, and communication skills within a single text, along with a strong emphasis on honing skills by competing projects in a realistic office environment . Using Microsoft Word 2016, you will format memos, letters, tables, and reports; work with graphics; and practice real-time co-authoring on OneDrive. The text includes six modular projects and
one comprehensive project to help you apply what you learn and prepare you to be productive immediately when beginning your professional career. Important Notice: Media content referenced within the product description or the product text may not be available in the ebook version.
Formatting Briefs in Word explains how to create all the elements of a legal brief in Microsoft Word. Written by a lawyer for lawyers, paralegals and law students, readers will find this book invaluable for creating the best formatted briefs possible. While good formatting will not save a terrible brief, it will enhance a good one; and a good brief can be destroyed by poor formatting. Every page of this book is devoted towards solving the problems of formatting briefs. Topics include how to set up Word
for legal writing; font selection; page layout; formatting using styles; creating tables of contents and authorities; and creating cover pages. Conformance with court rules is stressed throughout. This is an intermediate to advanced book on Word. The reader is expected to know already Word basics. This book takes the reader to a higher skill level.
Whether you're upgrading from a previous version or using it for the first time, this book will guide you through Microsoft Excel 2016 one step at a time, 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 Excel Plenty of full color, 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 Excel 2016, the latest update to Microsoft's Spreadsheet Application. With full color screen prints, photographs and illustrations, this guide explores... Starting Excel, ribbon menus and the BackStage Building spreadsheets, entering data, importing data and formatting text Formatting spreadsheets with borders, text orientations, colors and highlights Conditional formatting Building formulas to manipulate data Using built in functions to add up, average and count data Using
Lookup and IF functions Creating charts from spreadsheet data and customising chart layouts. Working with workbooks, opening, saving, and printing Basic File Management Data analysis using goal seek, scenarios, forecasts, pivot tables and charts Data validation techniques to help keep entered data accurate 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 Excel, 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 Word effectively and productively.
The popular DISCOVERING COMPUTERS is now revised, based on customer feedback, to reflect the evolving needs of today's Introductory Technology students. This exciting new edition maintains proven hallmarks that ensure students know what they need to be successful digital citizens in college and beyond. This edition offers the latest coverage of today's digital world with an emphasis on enterprise computing, ethics, Internet search skills, mobile computing, various operating systems,
browsers and security. Critical thinking and problem-solving exercises throughout the text reinforce key skills, while end-of-chapter activities provide hands-on practice. DISCOVERING COMPUTERS provides the content your students need, presented in a way that ensures their success. Important Notice: Media content referenced within the product description or the product text may not be available in the ebook version.
The Essentials of Writing: Ten Core Concepts
Office 2016 at Work For Dummies
BPB's Computer Course Windows 10 with MS Office 2016
Keyboarding and Word Processing Essentials Lessons 1-55: Microsoft Word 2016, Spiral bound Version

Expert advice for Windows Server 2016 right at your fingertips. Practical and precise, this hands-on guide with ready answers is designed for architects, administrators, engineers and others working with Windows Server 2016. If you're an IT Pro responsible for configuring, managing and maintaining computers running Windows Server 2016, start with this well-organized and authoritative
resource. Inside you'll find expert insights, tips, tricks and workarounds that will save time and help you get the job done by giving you the right information right now. During the course of reading this book, you will master a number of complex topics, techniques, commands and functions. Topics covered include: Using containers, virtualization and nano server Configuring server roles,
services and features Managing and troubleshooting Active Directory Creating and managing user, group and computer accounts Monitoring and tuning performance Optimizing security settings, policies and templates And much, much more!!! Not only will this informative training manual help you become familiar with essential concepts, it'll help you reach new levels of mastery. This is the
ideal concise, immediate reference you’ll want with you at all times.
The twenty-first century offers more technology than we have ever seen before, but with new updates, and apps coming out all the time, it’s hard to keep up. Essential Office 365 is here to help. Along with easy to follow step-by-step instructions, illustrations, and photographs, this guide offers specifics in... Downloading and Installing Microsoft Office Suite Getting started with
Office Online: using Sway, OneDrive, Mail & Calendar Using Office Apps on your iPad or Android device Constructing professional looking documents with Microsoft Word Adding and using graphics, photographs, and clipart Changing fonts, creating tables, graphs, clipboard, sorting and formatting text, and mail merge Creating presentations for your lessons, lectures, speeches or business
presentations using PowerPoint. Adding animations and effects to PowerPoint slides Using 3D and cinematic transitions to spice up your presentations Using Excel to create spreadsheets that analyse, present and manipulate data Creating Excel charts, graphs, pivot tables, functions and formulas The basics of Microsoft Access databases Keeping in touch with friends, family and colleagues
using Outlook Maintaining calendars and keeping appointments with Outlook Taking notes with OneNote and more... Unlike other books and manuals that assume a computing background not possessed by beginners, Essential Office 365 tackles the fundamentals of Microsoft Office, so that everyone from students, to senior citizens, to home users pressed for time, can understand. So, if you’re
looking for an Office manual, a visual book, simplified tutorial, dummies guide, or reference, Essential Office 365 will help you maximize the potential of Microsoft Office to increase your productivity, and help you take advantage of the digital revolution.
Robert P. Yagelski's THE ESSENTIALS OF WRITING: TEN CORE CONCEPTS is designed for instructors who want a short, flexible writing guide using the core concepts as a framework. These ten fundamental lessons that students need to learn to become sophisticated writers are covered thoroughly in Chapters 2 through 4. The essentials version also offers practical advice about features of
analytical and argument writing, developing an academic writing style, synthesizing ideas, designing documents, conducting research, and evaluating and documenting sources. The second edition includes new chapters on analytical and argumentative writing, updated guidance on finding digital resources, thoroughly revised and updated coverage of MLA documentation, and more. Important
Notice: Media content referenced within the product description or the product text may not be available in the ebook version.
Take your students beyond the basics with the award-winning NEW PERSPECTIVES ON COMPUTER CONCEPTS. Designed to get all students up-to-speed on essential computer literacy skills, this market leading text goes deeper, providing students with the technical and practical information they need for academic and career success. NEW PERSPECTIVES ON COMPUTER CONCEPTS 2016 incorporates
significant technology trends that affect computing and everyday life; such as concerns for data security, personal privacy, online safety, controversy over digital rights management, interest in open source software and portable applications, and more. In addition, coverage of Microsoft Windows 8 and Office 2013 will introduce your students to the exciting new features of Microsoft's
next generation of software. Important Notice: Media content referenced within the product description or the product text may not be available in the ebook version.
Essentials of Marketing Research
Essential Word 2016
Keyboarding Course Lessons 1-25
Mastering VBA for Microsoft Office 2016
Essentials Computing for Business: Microsoft Office 2010 introduces basic computing technologies to accounting students and professionals who will find it relevant and useful. This book: - Helps you understand the actual theoretical and practical importance and relevance of Information Technology to the business community, particularly accounting practitioners. - Helps you acquire basic to advanced skills for operating office productivity programmess, including word processing,
presentation, spreadsheet and database. - Gives you a step-by-step understanding of how to complete a task by using well crafted “hands-on” project samples. - Enhances your skills and abilities to operate an accounting programme by comparing the samples provided in the book to your own completed projects. - Provides additional exercises at the end of each chapter to further enhance your understanding.
"Undergraduate students enrolled in Speech-Language Pathology or Audiology programs need a broad overview of the modalities of humans communication as well as an understanding of communication disorders in adults and children such as disorders of articulation, voice, cognition, fluency, hearing impairments as well as the social and emotional effects on the patient and their family. Essentials of Communication Sciences & Disorders provides an accessible and engaging
introduction for students new to communication and sciences disorders. It covers foundational information about speech disorders in both children and adults, as well as providing numerous key features to reinforce this learning. Overall, it provides a comprehensive overview of the profession as a whole"-Page 1/2
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