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Powerpoint 2007 Quick Reference Guide
This 6 page, tri-fold, full-color, guide is an invaluable resource for anyone who
uses PowerPoint 2007! In a clear, user-friendly format, it provides step-by-step
instructions, short cuts, and tips on how to execute the basic commands of the
software. It includes how to customize the Quick Access toolbar and how to open
and save a presentation. It covers working with slides including creating a new
slide, changing the layout of a slide and changing slide properties. It also
includes working with themes, creating text, and formatting text on a slide. It
includes inserting illustrations, working with animation features, and inserting
multimedia files. It covers how to work with slide shows and the many ways to
output your presentation. It also includes a guide to keyboard shortcuts and
getting help in PowerPoint. An excellent instructional tool for a user new to
PowerPoint 2007, it also serves as a handy reference tool for the more
experienced PowerPoint user.
Topics include: Shortcuts: Word - Text Selection Shortcuts, Movement Shortcuts,
Special Characters, Switching Views, Formatting Shortcuts, Deleting Words, and
Other Shortcuts. Excel - Selection Shortcuts, Movement Shortcuts, Formatting
Shortcuts, Date & Time Shortcuts, Copying Shortcuts, Formula Shortcuts, Print
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Preview Shortcuts, Special Characters, and Other Shortcuts. PowerPoint - Slide
Show Shortcuts, Rehearsing Shortcuts, Outline View Shortcuts, and Other
Shortcuts. Common Shortcuts for Word, Excel and PowerPoint. Also includes
instructions for customizing the Quick Access Toolbar and the Status Bar.
A new handbook not only covers the basics and new features of PowerPoint
2007, but also teaches users how to combine multimedia, animation, and
interactivity into a presentation; how to take full advantage of advanced functions;
and how to create reusable
Examines the new features and enhancements of the presentation software,
describing the new user interface and explaining how to combine text, animation,
video, photographs, sound effects, narration, and other features into a
professional-looking presentation.
"Microsoft Office PowerPoint 2007 merupakan program aplikasi pengolah kata
terbaik dan tercanggih saat ini. Tampilan PowerPoint 2007 berbeda
dibandingkan versi sebelumnya. Menu, toolbar, dan taskpane diganti dengan
tampilan ribbon yang lebih simpel dan efisien. Tampilan baru ini dirancang untuk
memudahkan Anda bekerja. Buku Quick Reference Microsoft Office PowerPoint
2007 merupakan panduan cepat menggunakan PowerPoint 2007. Pembahasan
diberikan berdasarkan ikon-ikon yang tersedia dan cara cepat mengakses suatu
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ikon. Materi dikelompokkan berdasarkan kebutuhan penggunaan."
7 books in 1—your key to PowerPoint success! Your one-stop guide to perfect
presentations with PowerPoint 2007 Everybody uses PowerPoint, right? How can
you make your presentations pop? Check this handy reference with its easy-touse minibooks! Once you get going with all the cool new stuff in PowerPoint
2007, you find out how to jazz up your presentations with charts, transitions,
photos, animation, and even some ultra-cool power-user tricks. Discover how to
Plan and create a presentation Use speed techniques Handle master slides and
master styles Customize slides with themes and templates Make diagrams and
charts Create video slides
Moving to Excel 2007 is not a routine upgrade. Microsoft's radical redesign of the
application's user interface has led to confusion among many who people who
have relied on Excel for years. Our new edition of the Excel 2007 Pocket Guide
has been written from the ground up to help newcomers and longtime users alike
find their way around without getting lost. With this book in hand, you'll be able to
find your favorite Excel tools quickly. It's packed with information to guide
beginners through the basics of creating spreadsheets and entering data, while
providing advanced users with information on formulas, pivot tables, and more.
Inside, you'll find: A visual guide to the new "Ribbon" interface that helps users
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find familiar tools A section designed to give beginners enough information to
dive right in and start creating rich Excel workbooks immediately Quick answers
about how to perform specific tasks in Excel, such as working with files, editing
data, formatting, summarizing and displaying data Convenient techniques for
connecting data across worksheets and projects Help for moving from the basics
of spreadsheet construction to more advanced features This edition also includes
an extensive reference on commonly used formulas, which reveal at a glance the
many possibilities Excel 2007 provides for easy calculation. Tasks in the book
are presented as answers to "How do I..." questions -- such as "How do I change
the formatting of part of a cell's contents?" -- followed by concise instructions for
performing the task. You'll learn ways to customize Excel to fit your needs, and
how to share workbooks and collaborate with others. And much more. Don't let
Excel 2007 baffle you. Pick up this convenient pocket guide and learn to navigate
this redesigned application with ease.
Office 2013 For Dummies is the key to your brand newOffice! Packed with
straightforward, friendly instruction, this updateto one of the bestselling Office
books of all time gets youthoroughly up to speed and helps you learn how to take
fulladvantage of the new features in Office 2013. After coverage of
thefundamentals, you'll discover how to spice up your Word documents,edit
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Excel spreadsheets and create formulas, add pizazz to yourPowerPoint
presentation, and much more. Helps you harness the power of all five Office
2013applications: Word, Excel, PowerPoint, Outlook, and Access Discusses
typing and formatting text in Word and easy ways todress up your documents
with color, graphics, and more Demonstrates navigating and editing an Excel
spreadsheet,creating formulas, and charting and analyzing Excel data Walks you
through creating a PowerPoint presentation and addingsome punch with color,
sound, pictures, and videos Explores Outlook, including configuring e-mail,
storingcontacts, organizing tasks, scheduling your time, and settingappointments
Delves into designing Access databases, including editing,modifying, searching,
sorting, and querying; also covers viewingand printing reports, and more The fun
and friendly approach of Office 2013 For Dummiesmakes doing Office work easy
and efficient!
Laminated quick reference guide showing step-by-step instructions and shortcuts
for how to use advanced features of Microsoft Office PowerPoint 2007. The
following topics are covered: Reusing Slides from Other, Presentations, Adding
Placeholders to a Slide Master, Adding a Customized Layout, Switching from
Color to Black & White, Making Changes to a Template, Using a Theme from
Another Office Document, Inserting Tables, WordArt, The Selection and Visibility
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Pane, Ungrouping Clip Art, Recoloring Pictures, Placing an Excel Object on the
Slide, Editing an Excel Object Hiding/Showing Slides, Creating a Button to Jump
to Another Slide or File During a Slide Show, Adding Custom Animations,
Modifying Previewing the Effect, Annotations during a Slide Show, Self Running
Presentations, Setting Timings, Recording Narration, Creating a Photo Slide
Show, Saving Different Slide Orders, Packaging Presentations on a CD,
Packaging Multiple Presentations on a CD. This guide is suitable as a training
handout, or simply an easy to use reference guide, for any type of user. This
guide is one of two titles available for PowerPoint 2007: PowerPoint 2007
Introduction, PowerPoint 2007 Advanced.
Focusing on how computers can make paralegals and legal professionals more
productive on the job, this updated Seventh Edition of the #1 book on the market
offers comprehensive treatment of computer concepts, including coverage of
both basic software programs like Word, Excel, and PowerPoint, to more
advanced applications using AbacusLaw, CaseMap, Clio, DiscoverFY, HotDocs,
Tabs3, TimeMap, and TrialDirector. Real-life examples, pertinent tutorials, ethical
considerations, and up-to-date coverage of the most popular software used in all
types of legal organizations help students develop key knowledge and skills.
Each topic is presented in a clear and organized manner and includes examples
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of how the software is actually used on the job. The detailed Hands-on Exercises
include Basic, Intermediate, and Advaned assignments to allow for a variety of
skill levels. These extensive exercises allow students to apply their knowledge
and practice using computers to complete realistic legal work.This edition reflects
the ever-changing rules and decisions affecting the legal process (gathering
evidence, managing files, filing with courts, working on electronic copyright
issues, presenting exhibits, billing, etc.) and covers the most up-to-date
technology available to help paralegals comply to new rules and better handle
complex records and files. Important Notice: Media content referenced within the
product description or the product text may not be available in the ebook version.
Now in full color! Easy lessons for essential tasks Big full-color visuals Skillbuilding practice files The quick way to learn PowerPoint! This is learning made
easy. Get productive fast with PowerPoint 2016 and jump in wherever you need
answers--brisk lessons and colorful screen shots show you exactly what to do,
step by step. Create compelling presentations Customize themes and templates
Design professional looking charts and graphs for your slides Work with
PowerPoint on your PC or touch device
'Windows Vista in a Nutshell' documents everything there is to know about the
newest version of the world's most widely used operating system. This desktop
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reference is dedicated to making the computer safer, easier and more fun.
Get ready to add punch and pizzazz to your presentations and wow your
audience using the latest PowerPoint techniques. This friendly book/CD-ROM
combo covers all of the new features of Microsoft PowerPoint 2007, including
interface changes, presentation themes, multimedia, the Slide Library, and more.
The guide introduces you to the elements of PowerPoint: text; background,
images, and info-graphics; shapes; fills, lines, and effects; sound and video;
animations and transitions; and interactivity, flow, and navigation. Packed with
numerous tips, shortcuts, workarounds, and timesaving techniques, it shows you
step-by-step how to: Dress up your text by using fonts creatively and using
WordArt to create artistic effects Work with masters and layouts, templates and
themes, and fills, lines, and effects Maximize visual appeal by combining
Photoshop with PowerPoint Add transitions, photos, motion, sound (narration and
music), video, and animation Use SmartArt to create diagrams Create dynamic
charts, equations, maps, and more Use PowerPoint’s extensive clip art collection
Test and set up your presentation Link to Flash, Acrobat, Word, and Excel Print
presentation materials and create helpful handouts The CD includes templates,
textures, backgrounds, background music scores, images, alpha channel
equipped graphics, maps, illustrations, and more, so this combo gives you the
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know-how and the tools. An 8-page color insert shows you how to use color
effectively. With this friendly guide, you’re ready to bring your presentation to life
with PowerPoint 2007. Note: CD-ROM/DVD and other supplementary materials
are not included as part of eBook file.
Laminated quick reference guide showing instructions for the new and changed
features of Microsoft Office 2010 for Word, Excel, and PowerPoint for users
upgrading from Office 2007. Also includes a command reference, showing Office
2007 commands and their Office 2010 equivalents. The following topics are
covered: Office: Customizing the Ribbon, Backstage View (The File Menu),
Protected View, Recovering Unsaved Versions, Pasting with Live Preview,
Inserting a Screenshot, Saving to Sharepoint or Windows Live SkyDrive, Work
Anywhere (Office Web Apps), Co-authoring (Word/PowerPoint), Removing a
Picture's Background, Cropping a Picture, Other New or Changed Picture
Features, Other New or Changed Features, Features No Longer Available. Word:
Navigating and Reorganizing Using Headings, Searching Using the Navigation
Pane, Other New or Changed Features, Features No Longer Available. Excel:
Renamed Functions, Filtering Pivot Tables and Charts with Slicers, Inserting a
Chart in a Cell (Sparklines), Filter Improvements, Conditional Formatting
Changes, Other New or Changed Features. PowerPoint: Organizing Slides with
Page 9/22

Get Free Powerpoint 2007 Quick Reference Guide
Sections, Using the Animation Painter, Video Improvements, Linking to a Web
Video, Syncing Animation/Text Overlays with Audio/Video, Creating a Video File,
Broadcasting Using the Internet, Merging/Comparing Presentations, Other New
or Changed Features, Features No Longer Available. Also included is a
command reference showing the Office 2007 command and the 2010 equivalent.
This guide is suitable as a training handout, or simply an easy to use reference
guide, for any type of user.
Web 2.0 provides dynamic and comprehensive coverage of the most current
information available on Web 2.0 today. Students will gain a solid understanding
of the current trends in technology and concepts associated with interactive
information sharing and new web applications. Students will gain knowledge of
web-based communities, social-networking, video and filing sharing sites as well
as blogging, wikis and more. Important Notice: Media content referenced within
the product description or the product text may not be available in the ebook
version.
A fully updated guide to creating dynamic presentations with PowerPoint 2010
PowerPoint dominates the presentation landscape. With the changes in
PowerPoint 2010, including the availability of an online version, PowerPoint users
need this comprehensive reference to make the most of the program. PowerPoint
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2010 All-in-One For Dummies features in-depth coverage of the elements and
the process involved in creating knockout presentations. Seven minibooks cover
all the new 2010 features, providing a great education for beginners and showing
PowerPoint veterans lots of new tricks. PowerPoint is the leading presentation
software used in business and education; new features in PowerPoint 2010
include an online version and expanded audiovisual capabilities Seven selfcontained minibooks cover getting started; building a presentation; tables, charts,
and diagrams; graphics and shapes; adding audio, video, and animation; giving
the presentation; and PowerPoint for power users Explains how to use the
interface and tools and shows how to represent data visually for greater impact
Provides important tips on adding the human element when making a
presentation Gives advanced users advice on creating templates, collaboration,
automation, and more PowerPoint 2010 All-in-One For Dummies gets novices up
to speed and helps experienced users take their skills to the next level.
4-page laminated quick reference guide showing instructions for the new and
changed features of Microsoft Office 2007 for Word, Excel, and PowerPoint. Also
includes a command reference for each product, showing Office 2003 commands
and their 2007 equivalents. Topics include: Office: The Ribbon; The Office
Button; The Quick Access Toolbar; Status Bar; Mini Toolbar; Using Themes to
Page 11/22

Get Free Powerpoint 2007 Quick Reference Guide
Format a Document; SmartArt; Shape Styles; Showing the Developer Tab;
Saving as PDF; Emailing a PDF; Compatibility with Previous Versions; New File
Formats; Features No Longer Available. Word: Spacing between Paragraphs;
Showing the Ruler; Contextual Spelling; Creating and Using Quick Styles;
Displaying the Styles Pane; Using the Apply Styles Window; The Style Inspector;
Mail Merge; Building Blocks; Creating a Quick Part Building Block; Inserting a
Quick Part; Using Cover Page Building Blocks; Adding a Watermark Building
Block; The Reviewing Pane; Tracking Moved Text; Improved Compare and
Combine; Features No Longer Available; New Word File Types. Excel: Limit
Changes; Resizing the Formula Bar; Formula AutoComplete; Improvements to
Named Ranges; Inserting a Sheet; Page Layout View; Showing Invalid Data;
Changes to Excel Tables (Lists); Enhanced Filtering; Structured References in
Excel Tables; New Conditional Formatting; Conditional Formatting Rules
Manager; Sorting by Icon, Cell Color, or Font Color; Changes to PivotTables;
New Excel File Types. PowerPoint: The Selection and Visibility Pane; Converting
to SmartArt; Adding Placeholders to a Slide Master; Resetting Placeholders;
Adding a Customized Layout; Converting a Shape to Freeform; Improvements to
Gradients; Background Styles; New or Changed Text Features: Text Wrapping,
Text Direction, Columns, Selecting Separate Areas of Text, Indents & Tabs by
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Paragraph, and more; New PowerPoint File Types; Features No Longer
Available. This guide is suitable as a training handout, or simply an easy to use
reference guide, for any type of user.
Experience learning made easy—and quickly teach yourself how to create
impressive documents with Word 2007. With Step By Step, you set the
pace—building and practicing the skills you need, just when you need them! Apply
styles and themes to your document for a polished look Add graphics and text
effects—and see a live preview Organize information with new SmartArt diagrams
and charts Insert references, footnotes, indexes, a table of contents Send
documents for review and manage revisions Turn your ideas into blogs, Web
pages, and more Your all-in-one learning experience includes: Files for building
skills and practicing the book’s lessons Fully searchable eBook Bonus quick
reference to the Ribbon, the new Microsoft Office interface Windows Vista
Product Guide eBook—plus more resources and extras on CD For customers who
purchase an ebook version of this title, instructions for downloading the CD files
can be found in the ebook.
How to Use • Create powerful presentations faster using ready-made templates
and Smart Tags • Organize information and add impact with clip art, SmartArt
diagrams, tables, and charts • Make your presentation come alive with custom
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animations • Add narration, animation, 3-D effects, and movie • Add comments
and e-mail your presentation to others for review and collaboration • Deliver your
presentation in a meeting room on multiple screens • Use Groove and
SharePoint Team Services to collaborate and share documents and information •
Prepare for the Microsoft Certified Application Specialist exam. • Practice your
new skills with the useful workshops inside On the Web This book uses realworld examples to give you a context in which to use the task. This book also
includes workshops to help you put together individual tasks into projects. The
PowerPoint example files that you need for project tasks are available at
www.perspection.com. Perspection has written and produced books on a variety
of computer software–including Microsoft Office 2003 and XP, Microsoft Windows
XP, Apple Mac OS X Panther, Adobe Photoshop CS2, Macromedia Flash 8,
Macromedia Director MX, and Macromedia Fireworks–and Web publishing. In
1991, after working for Apple Computer and Microsoft, Steve Johnson founded
Perspection, Inc. Perspection is committed to providing information and training
to help people use software more effectively. Perspection has written more than
80 computer books, and sold more than 5 million copies. Includes MCAS Exam
Objectives! This courseware meets the objectives for the Microsoft Certified
Application Specialist (MCAS). Upon completion of this courseware, you may be
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prepared to take the exam for MCAS qualification. To learn more about becoming
a Microsoft Certified Application Specialist, visit www.microsoft.com. Chapter 1
Getting Started with PowerPoint 1 Chapter 2 Developing Presentation Content 31
Chapter 3 Designing a Look 73 Chapter 4 Drawing and Modifying Shapes 105
Chapter 5 Inserting Pictures and Multimedia 151 Chapter 6 Inserting Charts and
Related Material 189 Chapter 7 Creating a Web Presentation 243 Chapter 8
Finalizing a Presentation and Its Supplements 267 Chapter 9 Preparing a Slide
Show 299 Chapter 10 Starting a Slide Show 321 Chapter 11 Reviewing and
Securing a Presentation 335 Chapter 12 Working Together on Office Documents
363 Chapter 13 Customizing the Way You Work 391 Chapter 14 Expanding
PowerPoint Functionality 401 W Workshops: Putting It All Together 425 New
Features 439 Microsoft Certified Applications Specialist 444
Experience learning made easy—and quickly teach yourself how to manage your
communications with Outlook 2007. With Step By Step, you set the pace—building
and practicing the skills you need, just when you need them! Send e-mail,
schedule meetings, and organize tasks for easy follow-up Manage your inbox
with rules, folders, and search filters Share your calendar with anyone via e-mail
or on the Web Manage RSS feeds and newsgroups—without leaving your inbox
Learn ways to block spam and protect your sensitive messages Personalize the
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way Outlook 2007 looks and works Your all-in-one learning experience includes:
Files for building skills and practicing the book’s lessons Fully searchable eBook
Bonus quick reference to the Ribbon, the new Microsoft Office interface Windows
Vista Product Guide eReference—plus other resources on CD For customers who
purchase an ebook version of this title, instructions for downloading the CD files
can be found in the ebook.
The Quick Start Reference Guide provides an overview of the installation and
evaluation process, and additional resources.
Updated to incorporate the latest features, tools, and functions of the new version of the
popular word processing software, a detailed manual explains all the basics, as well as how to
create sophisticated page layouts, insert forms and tables, use graphics, and create booklength documents with outlines and Master Documents. Original. (All Users)
Laminated quick reference guide specializing in keyboard shortcuts for Microsoft Office 2010
and 2007 products Word, Excel, and PowerPoint. This guide is suitable as a training handout,
or simply an easy to use reference guide for any type of user. Shortcuts for the following
topics: Word - Text Selection Shortcuts, Movement Shortcuts, Special Characters, Switching
Views, Formatting Shortcuts, Deleting Words, and Other Shortcuts. Excel - Selection
Shortcuts, Movement Shortcuts, Formatting Shortcuts, Date & Time Shortcuts, Copying
Shortcuts, Formula Shortcuts, Print Preview Shortcuts, Special Characters, and Other
Shortcuts. PowerPoint - Slide Show Shortcuts, Media Shortcuts, Rehearsing Shortcuts, Outline
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View Shortcuts, and Other Shortcuts. Common Shortcuts for Word, Excel and PowerPoint.
Also includes instructions for customizing the Quick Access Toolbar and the Status Bar.
4-page laminated quick reference guide showing instructions for the new and changed features
of Microsoft Office 2013 for Word, Excel, and PowerPoint for users upgrading from Office
2007. Also includes a command reference for each product, showing changed Office 2007
commands and their Office 2013 equivalents. This guide is suitable as a training handout, or
simply an easy to use reference guide, for any type of user. Topics include: Office: The Start
Screen; Customizing the Ribbon; Backstage View (The File Menu); Chagnes to Templates;
Using Touch in Office 2013; Opening and Saving; Exiting All Open Windows; New or Changed
Picture Features: Cropping a Picture; Integration with Online Services: Switching Online
Accounts, Adding a Service Such as Flickr, YouTube, SkyDrive, Office 365 SharePoint; Inviting
People to Collaborate; Using Apps for Office; Recovering Unsaved Versions; Other New or
Changed Features. Word: Resumed Reading; Read Mode; Quickly Inserting Tables
Rows/Columns; Navigate and Organize Using Headings; Search Using the Navigation Pane;
Using the Border Painter; Tracking Changes: Locking Track Changes On; Marking Comments
as Done; Other New or Changed Features. PowerPoint: Zoom and Pan While Presenting;
Jumping to a Slide While Presenting; Smart Guides and Fixed Guides; Merging/Comparing
Presentations; Organizing Slides with Sections; Changes to Animations; Video Improvements:
Linking to a Web Video, Syncing Animation/Text Overlays With Audio/Video, Fading In/Out
and Trimming Audio/Video, Create a Video File of a Presentation; Other New or Changed
Features; Features No Longer Available. Word & PowerPoint: Presenting Online;
Communicating with a Commenter; Replying to a Comment. Excel: Excel Windows; Using
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Flash Fill; Using Quick Analysis; Inserting a Chart in a Cell (Sparklines); Filtering with Slicers;
New Functions; Using Chart Recommendations; Combining Chart Types; Changes to Chart
Data Labels; PivotTable and PivotChart Changes: Adding a Timeline, Using a Timeline,
Creating a PivotChart with or without a PivotTable; Other New or Changed Features; Features
No Longer Available. For each product there is a command reference showing changed Office
2007 commands and their 2013 equivalent.
Excel, the top number-crunching tool, now offers a vastly improved charting function to help
you give those numbers dimension and relativity. John Walkenbach, a.k.a. Mr. Spreadsheet,
clearly explains all these charting features and shows you how to choose the right chart for
your needs. You’ll learn to modify data within the chart, deal with missing data, format your
chart, use trend lines, construct “impossible” charts, create charts from pivot tables, dress
them up with graphics, and more. Note: CD-ROM/DVD and other supplementary materials are
not included as part of eBook file.
The smart way to learn Office PowerPoint 2007—one step at a time! Work at your own pace
through the easy numbered steps, practice files on CD, helpful hints, and troubleshooting help
to master the fundamentals of working with the latest version of PowerPoint, including how to
navigate the new, easy-to-use user interface. You will discover how to create presentation
outlines, work with slide masters and slide designs, add graphics and drawings, and publish
your presentations to the Web. You’ll even learn how to add narrations and custom
animations—and more! With STEP BY STEP, you can take just the lessons you need or work
from cover to cover. Either way, you drive the instruction—building and practicing the skills you
need, just when you need them! Includes a companion CD with hands-on practice files. For
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customers who purchase an ebook version of this title, instructions for downloading the CD
files can be found in the ebook.
Laminated quick reference guide specializing in keyboard shortcuts for Microsoft Office 2013,
2010 and 2007 products Word, Excel, and PowerPoint. See topics below.Shortcuts for the
following topics:Word: Text Selection Shortcuts; Movement Shortcuts; Special Characters;
Switching Views; Formatting Shortcuts; Deleting Words and Other Shortcuts.PowerPoint: Slide
Show Shortcuts; Media Shortcuts; Rehearsing Shortcuts; Outline View Shortcuts, and Other
Shortcuts.Excel: Selection Shortcuts; Movement Shortcuts; Formatting Shortcuts; Copying
Shortcuts; Formula Shortcuts; Print Preview Shortcuts; Special Characters and Other
Shortcuts.Common Shortcuts for Word, Excel and PowerPoint.Also includes instructions for
customizing the Quick Access Toolbar and the Status Bar.
Gain fast, easy visual access to the problems most often encountered in practice! This
resource combines hundreds of exquisite Netter images – including several new paintings
created especially for this book - with concise summaries of the most current medical thinking
on common diseases/conditions, diagnostics, treatments, and protocols - for a single easy-touse quick-reference guide. Instructive and memorable Netter plates provide a rich visual
understanding of every concept. The result is a superb source for ongoing clinical reference as
well as patient and staff education. Offers quick access to expert medical thinking on common
diseases/conditions, diagnostics, treatments, and protocols. Presents more than 500 exquisite
illustrated plates by master illustrator Frank H. Netter and other artists working in the Netter
tradition to enhance your understanding of the material. Presents nearly 40 new chapters,
many expanded chapters, and several new images to reflect the state of internal medicine
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today—including increasingly common issues like bariatric surgery and posttraumatic stress
syndrome. Offers more tables and algorithms for enhanced “at-a-glance guidance. Features
annotated citations for additional resources, including websites and other key sources for
practice guidelines and patient education and support. Presents annotated evidence from key
studies that have shaped the current standard of care.

Looks at the updates, changes, and enhancements of the 2007 Microsoft Office
system, with information on Word, Excel, PowerPoint, Publisher, OneNote, Access,
Outlook, and Groove.
Forget huge manuals or expensive computer training, these reference guides give you
just what you need to know without the fluff.
Microsoft PowerPoint 2007 Advanced Quick Reference Guide (Cheat Sheet of
Instructions, Tips and Shortcuts - Laminated Card)
Give your students the tools they need to succeed! Course Technology's CourseNotes
are a six-panel quick reference card that reinforces the most important and widely used
features of a software application in a visual and user-friendly format. CourseNotes will
serve as a great reference tool during and after the student completes the course.
Laminated quick reference guide showing step-by-step instructions and shortcuts for
how to use Microsoft Office PowerPoint 2007. The following topics are covered:
Creating a New Presentation, Adding a New Slide, Changing a Slide's Layout and
Orientation, Slide Size, Entering Text, Starting a Line without a Bullet, Adding Other
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Text on the Slide, Changing Level of Indention, Using Outline View, Rearranging
Points. Text Formatting: Font, Size, Enhancements, Bullets, Formatting Text with the
Mini Toolbar. Viewing Many Slides at Once, Rearranging Slides, Applying Design
Themes, Changing Background of a Slide, Footers, Using the Slide Master,
Suppressing Slide Master Elements on Certain Slides, Adding Clip Art and Other
Graphics, Resizing Graphics. Creating Graphs, Creating Org Charts, Drawing Shapes,
Resizing and Moving Shapes, Selecting Shapes, Duplicating Shapes, Speaker's Notes,
Printing. Running a Slide Show, Transition, Timing, Animating an Object, Previewing
Object and Page Animations, Changing Slide Show Settings. Also includes: Lists of
Selection, Movement, and Slide Show Shortcuts.
This is the only book that will help an intermediate PowerPoint user improve their skills
to an advanced level. In doing so, they can benefit both professionally and personally.
This is not a comprehensive book that will bore you with every detail of PowerPoint, but
a guide to specific actions you can take to create the ultimate presentation. The book
covers the powerful formatting engine new to PowerPoint 2007, and how it can be used
for applying soft shadows, reflection, and glows to make a presentation look attractive.
It also covers PowerPoint's new 3D engine. The book goes into deep technical detail
about the Office 2007 theme engine and how color schemes, effect schemes, and font
schemes work; as well as the new PowerPoint XML file format, showing you how to edit
PowerPoint files without using PowerPoint at all. The authors walk through
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programming a macro and explain how to format shapes, diagrams, charts, text, tables
with gradient and picture fills and different kinds of lines (e.g. a beveled compound line
with a diamond arrowhead). Also covered are those all important slide show shortcuts
that few people know about like -- seeing your private notes while presenting on a
projector, starting the slide show from the current slide without fumbling through the
user interface, and how to black out the slide show screen with one key press.
New to Microsoft Office 2016 or 2013? Upgrading from a previous version? Designed
with the busy professional in mind, this two-page quick reference guide provides stepby-step instructions in the shared, basic features of Microsoft Excel, Word and
PowerPoint. When you need an answer fast, you will find it right at your fingertips.
Simple and easy-to-use, quick reference guides are perfect for individuals, businesses
and as supplemental training materials. With 28 topics covered, this guide is ideal for
someone new to Microsoft Office or upgrading from a previous version.
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