
Office 2015 Quick
Reference Guide

Microsoft Office 2016 Basics Quick
Reference Guide Laminated Cheat Sheet
Training Guide

New to Microsoft Office? Upgrading from a previous
version? Designed with the busy professional in mind,
this two-page laminated quick reference guide provides
step-by-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.
Durable and easy-to-use, quick reference cards 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.

Microsoft Office 2016 and 2013 Basics
Quick Reference Training Card Tutorial
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Guide Cheat Sheet (Instructions and Tips)

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 step-
by-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.

Microsoft Office 2013 Basics Quick
Reference Guide (Cheat Sheet of
Instructions and Tips - Laminated Card)

New to Microsoft Office? Upgrading from a previous
version? Designed with the busy professional in mind,
this two-page laminated quick reference guide provides
step-by-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.
Durable and easy-to-use, quick reference cards 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. Topics Include: Interface Basics,
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File Management, Working with Text, Shapes, SmartArt,
Formatting, Reviewing and Correcting, and Printing and
Sharing.

Office 365 and Sharepoint Web Apps Quick
Reference Guide (Cheat Sheet of
Instructions, Tips and Shortcuts -
Laminated Card)

Laminated quick reference card showing step-by-step
instructions and shortcuts as well as general document
management for the Word, Excel & PowerPoint web
apps available in Office 365 and SharePoint. Intended for
users familiar with the desktop Microsoft Office suite.
This guide is suitable as a training handout, or simply an
easy to use reference guide, for any type of user. The
following topics are covered: General: Creating a New
Document, Opening Existing Documents, Saving and
Closing Documents, Checking Documents In & Out,
Uploading Files, Creating Folders, Renaming Items,
Deleting & Restoring Documents, Web App Limitations,
Browser & Format Support. Word Web App: Using
Reading View, Using Edit View, Collaborating with
Others, Printing Documents. Excel Web App: Using
Reading View, Using Edit View, Collaborating with
Others. PowerPoint Web App: Using Reading View,
Using Edit View, Collaborating with Others. Also
includes a list of Word, Excel & PowerPoint keyboard
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shortcuts.

Microsoft Office Online Essentials Quick
Reference Guide (Cheat Sheet of
Instructions, Tips and Shortcuts -
Laminated Card)

Laminated quick reference guide showing instructions
for essential features of Microsoft Office Online, the web-
based version of Microsoft's Office suite. If you are an
Office 365 user or have a Microsoft account you will
have seen the online versions of Word, Excel,
PowerPoint, and Outlook. How do they work? What are
the benefits of using these versus their desktop cousins?
Guided by this reference card you can confidently dip
your toes into the online/cloud waters. Written with
Beezix's trademark focus on clarity, accuracy, and the
user's perspective, this guide will be a valuable resource
to improve your proficiency in using Microsoft Office
Online. This guide is suitable as a training handout, or
simply an easy to use reference guide, for any type of
user.

Quick Reference Guide for Microsoft Office
97

For Microsoft's latest Office Suite, this book includes
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Microsoft Word, Excel, PowerPoint and Access. It
includes integrating various types of documents. No
lengthy exposition, just illustrated keystrokes and brief
instruction, give readers the answers they need in
seconds instead of minutes. Unique hardcover spiral
allows the title to be displayed on the spine.

Office 2010 Common Features Quick
Reference Guide (Cheat Sheet of
Instructions, Tips and Shortcuts -
Laminated Card)

Laminated quick reference card showing step-by-step
instructions and shortcuts for how to use features of
Microsoft Office 2010 that are common to Word, Excel &
PowerPoint. Great companion product to Word, Excel &
PowerPoint Introduction guides. The following topics are
covered: Using the Ribbon, Using The File Menu
(Backstage View), Using the Quick Access Toolbar, Using
the Status Bar, File Formats, Compatibility with Previous
Versions, Formatting with the Mini Toolbar, Using
Themes to Format a Document, Adding SmartArt, Using
Shape Styles, The Research Task Pane, Creating an
Embedded Object from Another Office File, Creating an
Embedded Object from Another Office File, Creating a
Hyperlink, Showing Macro and Form Controls, Inserting
Comments, Deleting Comments, Removing Personal
Information, Mark as Final, Saving as PDF, E-mailing a



Office 2015 Quick Reference Guide

Office 2015 Quick Reference Guide
6

PDF, Restricting Distribution, Digital Signatures, Adding
a Signature Line (Word, Excel), Signing a Signature
Line, Viewing Digital Signatures, Working with Multiple
Windows. This guide is suitable as a training handout, or
simply an easy to use reference guide, for any type of
user.

Microsoft Office 2003 General Topics Quick
Reference Guide

Laminated quick reference guide showing step-by-step
instructions and shortcuts for the following topics
common to multiple Microsoft Office 2003 products: The
Research Task Pane, Restricting Distribution, Smart
Tags, Embedding One Office File in Another, Linking to
an Office Object, Hyperlinking Between Office Files,
Searching for Files, Outlook Items, and Web Pages,
Routing & Retrieving Word, Excel and PowerPoint Files,
Emailing for Review, Send to Reviewers One at a Time,
Sharing Outlook Attachments, Document Workspaces,
Save as Web Page, Adding Interactivity to a Web Page,
Publish Files, Web Page Preview, and Ensuring Browser
Compatibility. This guide is suitable as a training
handout, or simply an easy to use reference guide, for
any type of user.
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What's New in Microsoft Office 2003 (from
97) Quick Reference Guide

Laminated quick reference guide showing instructions
for the new features of Microsoft Office 2003 for Word,
Excel, and PowerPoint, as well as features common to all
the Office products, for users upgrading from Office 97.
Topics include: Word, Excel & PowerPoint: Task Panes,
Personalized Menus and Toolbars, The Research Task
Pane, Improved Copy and Paste, Improved AutoCorrect,
Improved Clip Art, Using Templates, Hyperlinks,
Creating Org Charts, Searching for Files and Web Pages,
Smart Tags, Compare and Merge and Features
Removed. Word: Reading Layout, Thumbnails,
Formatting and Editing Restrictions, Selecting Non-
Contiguous Areas, Hide Space in Print Layout View,
Editing Changes, Improved Table Menu, Comparing
Documents Side-by-Side, The Styles and Formatting Task
Pane, Improved Mail Merge, Improved Change Tracking,
Notable Menu Command Changes. Excel: Improved
AutoSum Tool, Improved Paste Tool, Many New List
Features. PowerPoint: Different Startup, Normal View,
Numbered Lists, Package for CD, Photo Album, Meeting
Minder Removed, Improved Print Preview, Improved
Grid, Accessing the Title Master, Notable Menu
Command Changes. This guide is suitable as a training
handout, or simply an easy to use reference guide, for
any type of user.
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What's New in Microsoft Office 2010 (from
2007) Quick Reference Guide (Cheat Sheet
of New Features and Instructions -
Laminated Ca

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 Sections, Using the Animation Painter, Video
Improvements, Linking to a Web Video, Syncing
Animation/Text Overlays with Audio/Video, Creating a
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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.

Microsoft Project 2010 Quick Reference
Guide

Laminated quick reference guide showing step-by-step
instructions and shortcuts for how to use Microsoft
Office Project 2010 at the intermediate level. This guide
is suitable as a training handout, or simply an easy to use
reference guide, for any type of user. The following
topics are covered: Indenting/\"Outdenting\" Tasks,
Hiding/Displaying Tasks under a Summary,
Understanding Precedence, Using the Network Diagram,
Creating/Deleting Relationships, Moving a Task in the
Network Diagram, Showing Slack, Hiding Negligible
Amounts of Slack, Examining the Critical Path. Filtering
Tasks, Adjusting Date Constraints, Using a Deadline,
Entering or Reading Task Notes. Using a Different
Relationship Type, Lag & Lead Time, Changing
Relationship Type or Lag, Recurring Tasks, Splitting
Tasks. Adding Resources on the Fly, Noting a Resource's
Vacation or Special Hours or Rate, Getting a Task Done
Faster. Changing Calculation of Task Values, Permitting
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Overtime, Booking Additional Resources to a Task, Using
Effort Driven Scheduling, Adjusting when a Resource
Works, Checking Resource Usage, Determining Resource
Load, Leveling Resources Quickly, Viewing Different
Field Collections. Showing or Deleting a Progress Line,
Monitoring Progress, Accessing a Subproject File,
Communicating Plans and Progress. This guide is one of
two titles available for Project 2010: Project 2010
Creating a Basic Project, Project 2010 Managing
Complexity.

Microsoft Office SharePoint 2010 Quick
Reference Guide

Laminated quick reference card showing step-by-step
instructions and shortcuts for how to use Microsoft
Office SharePoint 2010. The following topics are
covered: Accessing a SharePoint Site, Signing Out,
Navigating to a Parent Site, to a Subsite, and within a
Site; Creating a New List Item, Editing a List Item,
Deleting a List Item, Assigning a Task, Liking, Tagging,
and Adding Notes; Viewing Tags and Notes, Searching
for Documents, Searching for People, Creating a Subsite,
Creating a Meeting Workspace, Using Document
Libraries, Adding an Existing File to a Document Library,
Creating a Document Workspace, Checking Files Out/In.
List and Library Functions: Sorting, Filtering, Changing
View, Accessing SharePoint Lists and Libraries in
Outlook, Using Email Alerts, Using Datasheet View,
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Creating a List or Library, Deleting a List or Library.
Using the Recycle Bin. This guide is suitable as a
training handout, or simply an easy to use reference
guide, for any type of user.

Microsoft Office 2016 Essentials Quick
Reference Guide - Windows Version (Cheat
Sheet of Instructions, Tips and Shortcuts -
Lamina

Laminated quick reference card showing step-by-step
instructions and shortcuts for how to use features of
Microsoft Office 2016 (Windows Version) that are
common to Word, Excel & PowerPoint. Written with
Beezix's trademark focus on clarity, accuracy, and the
user's perspective, this guide will be a valuable resource
to improve your proficiency in using Microsoft Office
2016. This guide is suitable as a training handout, or
simply an easy to use reference guide, for any type of
user.Great companion product to Word 2016 (ISBN
978-1939791917); Excel 2016 (ISBN 978-1939791924);
PowerPoint 2016 (ISBN 978-1939791931), Introduction
Guides.The following topics are covered:The Excel,
Word, PowerPoint Start ScreenSigning in to an Online
AccountUsing the RibbonUsing the Quick Access
ToolbarUsing the File Menu: Creating, Opening, Saving,
Previewing & Printing DocumentsUsing the Status Bar
to Zoom and Change ViewsUsing the Shortcut
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MenuUndoing/Redoing/Repeating ActionsOptimizing for
TouchInserting/Deleting TextSelecting Text, Shapes, or
CellsMoving or Copying: Cut, Copy Paste; Drag &
DropChanging Text Font and SizeEnhancing Text: Bold,
ItalicFormatting with the Mini ToolbarChanging
AutoCorrect BehaviorAdding PicturesAdding
SmartArtWorking with Windows: Switching between
Open Windows, Arranging Multiple WindowsSaving a
PDFSending a Document as an E-mail Attachment, PDF
or LinkFile FormatsGetting Answers from Tell Me and
Smart LookupCompatibility with Previous VersionsAlso
includes a list of keyboard shortcuts common to Word,
Excel & PowerPoint.

Office 2016 for Mac Essentials Quick
Reference Guide (Cheat Sheet of
Instructions, Tips and Shortcuts -
Laminated Card)

Laminated quick reference card showing step-by-step
instructions and shortcuts for how to use features of
Microsoft Office 2016 for Mac that are common to Word,
Excel & PowerPoint. Written with Beezix's trademark
focus on clarity, accuracy, and the user's perspective,
this guide will be a valuable resource to improve your
proficiency in using Microsoft Office 2016 for Mac. This
guide is suitable as a training handout, or simply an easy
to use reference guide, for any type of user. The
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following topics are covered:Starting
Word/Excel/PowerPoint; Using the Ribbon; Creating,
Opening & Saving Documents; Using the Status Bar:
Zoom, Document Views.Changing Text Font & Size;
Enhancing Text: Bold, Italic, etc.; Undo, Redo, and
Repeat; Inserting/Deleting Text; Selecting Text;
Selecting Shapes or Excel Cells; Moving and Copying:
Cut Copy Paste, Paste Options, Drag and Drop; Copying
Formatting; Using Themes to Format a Document;
Adding SmartArt; Inserting and Formatting a Shape;
Shape Styles; Insert Pictures, Audio, or Video; Using
Smart Lookup; Using the Thesaurus.Sharing a
Document: Sending the Document via E-mail;
Collaboration Features; Saving as PDF; Working with
Multiple Windows; File Formats; Compatibility with
Previous Versions. Also includes a list of Common
Keyboard Shortcuts.

Office 2011 for Mac

Laminated quick reference card showing step-by-step
instructions and shortcuts for how to use features of Mac
Office 2011 that are common to Word, Excel, PowerPoint
& Outlook. Great companion product to Word, Excel &
PowerPoint Introduction guides. The following topics are
covered: Using the Ribbon, Opening a Recently Used
File, Customizing Toolbars, Copying Formatting, Quick
Access to Paste Options, Using Themes to Format a
Document, Adding SmartArt, Using Shape Styles, File
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Formats, Compatibility with Previous Versions, Working
Anywhere (Office Web Apps), Co-Authoring
(Word/PowerPoint), The Reference Tools Panel, Creating
an Embedded Object from Another Office File, Linking to
an Office Object, Creating a Hyperlink, Inserting
Comments, Deleting Comments, Removing Personal
Information, Saving as PDF, E-Mailing a PDF, Restricting
Distribution, Using the Media Browser, Reducing the
File Size, Showing Macro and Form Controls, Using the
Scrapbook, Working with Multiple Windows. Also
includes a list of keyboard shortcuts common to Word,
Excel, PowerPoint, and Outlook. This guide is suitable as
a training handout, or simply an easy to use reference
guide, for any type of user.

Microsoft Office 2013 Essentials Quick
Reference Guide (Cheat Sheet of
Instructions, Tips and Shortcuts -
Laminated Card)

Laminated quick reference card showing step-by-step
instructions and shortcuts for how to use features of
Microsoft Office 2013 that are common to Word, Excel &
PowerPoint. Great companion product to Word, Excel &
PowerPoint Introduction guides. Topics include: The
Excel, Word, PowerPoint Start Screen Using the Ribbon
Optimizing for Touch Using the File Menu (Backstage
View): Creating, Opening, Saving & Printing Documents
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The Quick Access Toolbar Using the Status Bar to Zoom
and Change Views Using the Shortcut Menu
Inserting/Deleting Text Selecting Text, Shapes, or Cells
Moving or Copying: Cut, Copy Paste; Drag & Drop
Changing Text Font and Size Enhancing Text: Bold, Italic
Formatting with the Mini Toolbar Undoing/Redoing
Actions Repeating an Action Changing AutoCorrect
Behavior Adding Pictures Adding SmartArt Working with
Windows: Switching between Open Windows, Arranging
Multiple Windows Saving a PDF Sending a Document as
an E-mail Attachment, PDF or Link File Formats
Compatibility with Previous Versions Also includes a list
of keyboard shortcuts common to Word, Excel &
PowerPoint.

QuickPro XP

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.
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PowerPoint - Slide Show Shortcuts, Media 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.

Office 2010 and 2007 Shortcuts Quick
Reference Guide (Cheat Sheet of Keyboard
Shortcuts- Laminated Card)

There is a need for comprehensive books that provide
crucial information in a clear and direct manner,
particularly in the medical field. Currently, there are
limited resources available to students and clinicians
that provide step-by-step procedures with pictures on
how to examine the eye in the pediatric population. The
Pediatric Eye Exam Quick Reference Guide: Office and
Emergency Room Procedures is a clinical procedure
book to provide step-by-step pediatric eye care
examination techniques and is an important addition to
the field of eye care. The chapters are written by leading
pediatric optometrists and ophthalmologists in the field.
Years of academic and clinical experiences from schools
of optometry, hospital-based eye care, and private
practice are all presented in a user-friendly format with
clinical pearls and insights that will help any clinician
perform a pediatric eye exam easily and efficiently.
Covering a range of critical topics such as pupil
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examination, visual field testing, refraction, and ocular
emergencies and providing pictures, it is ideal for all
students, residents, academicians, trainers, and novel
and seasoned clinicians who are interested in learning
how to examine a pediatric patient and staying on top of
the latest pediatric eye care procedures.

QuickPro 97

Laminated quick reference card showing step-by-step
instructions and shortcuts for how to use Microsoft
Office SharePoint 2013. This guide is suitable as a
training handout, or simply an easy to use reference
guide, for any type of user. The following topics are
covered: Accessing a SharePoint site Signing Out
Navigating SharePoint Expanding the Main Content Area
Creating a New List Item Editing a List Item Assigning a
Task Viewing Your Update Stream Following a Site
Following a Document/File Following a Person Engaging
in Newsfeed Conversations Using @ Mentions Using #
Tags Liking a Newsfeed Update Tagging and Adding
Notes to Documents and Pages Sharing Files with People
Viewing Tags and Notes Searching for Documents
Searching for People Creating a Subsite Community
Sites Using Document Libraries Adding Existing Files
List and Library Functions: Sorting, Filtering, Changing
View, Using Email Alerts, Creating a List or Library,
Deleting a List or Library. Checking Files Out/In Using
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the Recycle Bin Creating a Survey

The Pediatric Eye Exam Quick Reference
Guide: Office and Emergency Room
Procedures

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;
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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
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.

Microsoft Office SharePoint 2013 Quick
Reference Guide

Laminated quick reference card showing step-by-step
instructions and shortcuts for how to use Microsoft
Office SharePoint 2007. The following topics are
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covered: Accessing a SharePoint site, Signing Out,
Navigating to a Top-Level Site, to a Subsite, and within a
Site. Creating a New List Item, Editing a List Item,
Deleting a List Item Setting an Automatic Expiry for
Announcements, Assigning a Task Using the Recycle Bin,
Creating a Subsite, Creating a Meeting Workspace,
Creating a Document Workspace, Using Document
Libraries Adding an Existing File to a Document Library
& Checking Files Out/In. List and Library Functions:
Sorting, Filtering, Changing View, Accessing SharePoint
Lists and Libraries in Outlook, Using Email Alerts, Using
Datasheet View, Creating a List or Library, Deleting a
List or Library. Creating a Survey, Adding Questions to
an Existing Survey, Changing an Existing Survey, Using
Your Personal Site & Using Personal Links. This guide is
suitable as a training handout, or simply an easy to use
reference guide, for any type of user.

What's New in Microsoft Office 2013 (from
2007) Quick Reference Guide

Laminated quick reference card showing step-by-step
instructions and shortcuts for how to use features of
Microsoft Office 2007 that are common to Word, Excel &
PowerPoint. Great companion product to Word, Excel &
PowerPoint Introduction guides. Covers the following
topics: The Ribbon, The Office Button, The Quick Access
Toolbar, Using the Status Bar, File Formats,
Compatibility with Previous Versions, Formatting with
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the Mini Toolbar, Using Themes to Format a Document,
Adding SmartArt, Using Shape Styles, The Research
Task Pane, Smart Tags, Embedding an Object from
Another, Office File, Linking to an Office Object,
Hyperlinking Between Office Files, Showing the
Developer Tab, Inserting and Deleting Comments,
Removing Personal Information, Marking as Final,
Saving as PDF, E-mailing a PDF, Restricting Distribution,
Digital Signatures, Adding & Signing Signature Lines
(Word & Excel), Working with Multiple Windows. This
guide is suitable as a training handout, or simply an easy
to use reference guide, for any type of user.

Microsoft Office SharePoint 2007
Introduction Quick Reference Guide (Cheat
Sheet of Instructions, Tips and Shortcuts -
Laminated C

Microsoft Office 4 for Windows for Dummies Quick
Reference provides users with a quick and friendly way
to remember Microsoft Office tasks and features. The
book is loaded with helpful icons and plain English
explanations on Word for Windows 6, Excel 5, Paradox 4,
Access 2, and Mail. Cross-referenced to Microsoft Office
4 for Windows for Dummies.
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Microsoft What's New in Office 2007

Laminated quick reference guide showing step-by-step
instructions and shortcuts for how to use Microsoft
Office Access 2016. Written with Beezix's trademark
focus on clarity, accuracy, and the user's perspective,
this guide will be a valuable resource to improve your
proficiency in using Access 2016. This guide is suitable
as a training handout, or simply an easy to use reference
guide, for any type of user. Topics include: Working with
Database Files, Defining Access Objects. Creating a
Table, Entering/Editing Table Data: Adding a Record,
Editing Fields and Records, Undoing Changes, Deleting
Records. Sorting/Searching Table Data: Quickly Sorting
a Table, Searching for a Record. Table Design: Primary
Keys and Links, Using Design View to Modify a Table.
Creating/Modifying a Query, Query Grid Criteria
Examples. Creating Forms with a Wizard, Creating and
Modifying Forms Manually. Creating Reports with a
Wizard, Creating and Modifying Reports Manually,
Printing a Report. Backing Up and Compacting Database
Files, Customizing Access. Also includes lists of
Movement and Data Entry Shortcuts and Smart
Database Design Tips.

Office 2007 Common Features Quick
Reference Guide (Cheat Sheet of
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Instructions, Tips and Shortcuts -
Laminated Card)

This is a reference for the variety of applications of the
Microsoft Office suit. This guide contains alphabetical
listings of the essential commands of Word, Excel,
PowerPoint and Microsoft Mail.

Microsoft Office 4 for Windows for
Dummies

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.
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QuickPro 200

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 2010. Also includes a
command reference for each product, showing changed
Office 2010 commands and their Office 2013
equivalents. Topics: Office: The Start Screen; Local
(Custom) Templates; Changing the Look of Office;
Optimizing for Touch; Using the Touch Mini-Toolbar;
Integration with Online Services: Signing into an Online
Account (SkyDrive SharePoint), Switching Online
Accounts, Adding a Service Such As Flickr, YouTube,
SkyDrive, Office 365 SharePoint; Opening the Folder
Your Current Document is in; Opening and Saving;
Inviting People to Collaborate on a SkyDrive Document;
Viewing/Changing Access to a Document; Using On-
object Chart Tools; Presenting Online; Using Apps for
Office; Other New or Changed Features; Communicating
with a Commenter; Replying to a Comment; Features No
Longer Available. Word: Tracking Changes; Switching
Between Simple Markup and All Markup; Locking Track
Changes On; Expanding Collapsed Comments; Marking
Comments as Done; Resuming Reading; Read Mode;
Collapsing/Expanding Parts of a Document in Print
Layout View; Opening and Editing a PDF; Using
Alignment Guides; Text Wrapping with the Layout
Options Tool; Quickly Inserting Rows/Columns Within a
Table; Using the Border Painter; Copying Border Style
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(Border Sampler); Repeating Section Form Control;
Other New or Changed Features. PowerPoint: Creating
New Shapes (Merge Shapes); Zoom and Pan While
Presenting; Jumping to a Slide; Widescreen; Applying
Design Theme Variants; Changes to Guides; Using
Eyedropper to Match Colors; Using Smart Guides;
Paying Audio for Several Slides; Other New or Changed
Features; Features No Longer Available. Excel: Excel
Windows; Using Flash Fill; Using Chart
Recommendations; 3-D Pyramid and Cone Chart Types;
Combining Chart Types; Changes to Chart Data Labels;
New Data Label Formatting; Using Quick Analysis;
Filtering Tables with Slicers; Using PivotTable
Recommendations; PivotTable and PivotChart Changes:
Adding and Using a Timeline, Creating a PivotChart with
or without a Table, Using a PivotTable to Analyze
Multiple Data Sources; Advanced Data Analysis:
Creating a Power View Sheet, Adding a Visualization to
Power View; New Functions; Other New or Changed
Features; Features No Longer Available.

Microsoft Access 2016 Introduction Quick
Reference Guide - Windows Version

Laminated quick reference card showing step-by-step
instructions and shortcuts for how to use advanced
features of Microsoft Office Word 2013. This guide is
suitable as a training handout, or simply an easy to use
reference guide, for any type of user.The following topics
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are covered: Using Styles; Character, Paragraph, Linked
Styles; Applying Character and Paragraph Styles;
Creating a Style; Displaying the Styles Pane; Changing
Styles; Deleting a Style; Selecting All Text with Same
Style; Adding Styles to the Default Style List; Showing
Formatting as Styles to \"Clean Up\" a Document;
Importing Styles; Using Numbered Lists with Styles;
Applying Table Styles. Jumping to a Specific Element
(Page, Section, Comment, etc.) Creating Multilevel
Numbered Lists Expand/Collapse In Print Layout View
Viewing & Structuring your Document Using the
Navigation Pane Outlining Restricting Formatting
Finding and Replacing Formats Finding and Replacing
Special Characters (Tabs, Spaces, etc.) Options when
Pasting Inserting Entire Documents Creating a Table of
Contents; Updating a Table of Contents. Creating an
Index; Generating an Index; Updating an Index Creating
a Bookmark; Going to/Selecting Bookmarked Text; Using
Bookmarks to Refer to Pages. Section Breaks: Inserting a
Section Break; Changing Page Numbering Mid-
Document; Changing Headers and Footers; Changing
Page Setup in a Section. Inserting a Footnote/Endnote.

Microsoft Office Quick Reference

6-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 2003. Also includes a
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command reference for each product, showing changed
Office 2003 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; Local
(Custom) Templates; Changing the Look of Office;
Optimizing for Touch; Using the Touch Mini-Toolbar;
Integration with Online Services: Signing into an Online
Account (SkyDrive SharePoint), Switching Online
Accounts, Adding a Service Such As Flickr, YouTube,
SkyDrive, Office 365 SharePoint; Opening the Folder
Your Current Document is in; Opening and Saving;
Inviting People to Collaborate on a SkyDrive Document;
Viewing/Changing Access to a Document; Using On-
object Chart Tools; Presenting Online; Using Apps for
Office; Other New or Changed Features; Communicating
with a Commenter; Replying to a Comment; Features No
Longer Available. Word: Tracking Changes; Switching
Between Simple Markup and All Markup; Locking Track
Changes On; Expanding Collapsed Comments; Marking
Comments as Done; Resuming Reading; Read Mode;
Collapsing/Expanding Parts of a Document in Print
Layout View; Opening and Editing a PDF; Using
Alignment Guides; Text Wrapping with the Layout
Options Tool; Quickly Inserting Rows/Columns Within a
Table; Using the Border Painter; Copying Border Style
(Border Sampler); Repeating Section Form Control;
Other New or Changed Features. PowerPoint: Creating
New Shapes (Merge Shapes); Zoom and Pan While
Presenting; Jumping to a Slide; Widescreen; Applying
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Design Theme Variants; Changes to Guides; Using
Eyedropper to Match Colors; Using Smart Guides;
Paying Audio for Several Slides; Other New or Changed
Features; Features No Longer Available. Excel: Excel
Windows; Using Flash Fill; Using Chart
Recommendations; 3-D Pyramid and Cone Chart Types;
Combining Chart Types; Changes to Chart Data Labels;
New Data Label Formatting; Using Quick Analysis;
Filtering Tables with Slicers; Using PivotTable
Recommendations; PivotTable and PivotChart Changes:
Adding and Using a Timeline, Creating a PivotChart with
or without a Table, Using a PivotTable to Analyze
Multiple Data Sources; Advanced Data Analysis.

QuickPro 2000

This book is a spin-off of my dissertation on the federal
budget. I used the Statement of Cash Flow to help
readers understand the federal budget from a
managerial position of cash flow. The department
budgets are segregated into the three activities of a cash
flow statement to help the reader determine the proper
use of tax funds. The department budgets are further
detailed in this book to highlight the numerous budgets
and the complexities of each department’s budget.
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Shortcuts for Microsoft Office 2013, 2010
and 2007 Quick Reference Guide (Cheat
Sheet of Keyboard Shortcuts- Laminated
Card)

Prepare your students for the office workplace by
strengthening communication, document formatting,
retrieval and mailing, information processing, and job
search skills. This valuable reference guide includes
important fundamentals, and a section on international
business has been added to reflect the changing global
business environment.

What's New in Microsoft Office 2013 (from
2010) Quick Reference Guide (Cheat Sheet
of New Features and Instructions)

Laminated quick reference guide showing step-by-step
instructions and shortcuts for how to use Microsoft
Office Word 2016 (Windows Version). Written with
Beezix's trademark focus on clarity, accuracy, and the
user's perspective, this guide will be a valuable resource
to improve your proficiency in using Word 2016. This
guide is suitable as a training handout, or simply an easy
to use reference guide, for any type of user. The
following topics are covered:Margins, Orientation, and
Paper SizeMoving and Copying TextFormatting Text with
the Mini Toolbar & Touch MiniBarSpacing between
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ParagraphsCreating Bulleted ListsChanging Bullet
StyleCreating Numbered ListsTurning off Bullets or
NumberingParagraph AlignmentCopying
FormattingSearching using the Navigation PaneFinding
and Replacing TextJumping to Other PagesDifferent
Views of the Document: Read Mode, Print Layout, and
Draft ViewUsing the HighlighterProofreading Using
Smart Lookup and the ThesaurusCreating and Inserting
Quick Part Building BlocksInserting a Cover
PageCreating and Editing Headers and Footers;
Suppress/Change Header or Footer on the First
PageInserting a Page NumberInserting a Text Box:
Drawing a Text Box, Moving, Resizing, Formatting, and
Deleting a Text BoxInserting a Page BreakChecking
Spelling, Grammar, AutoCorrectPreviewing and Printing
DocumentsPrinting Envelopes and Labels.Also includes:
Lists of Touch Actions, Selection and Movement
Shortcuts, Editing and Formatting Shortcuts.

Microsoft Word 2013 Advanced Quick
Reference Guide (Cheat Sheet of
Instructions, Tips and Shortcuts -
Laminated Card)

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,
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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 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,
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Selecting Separate Areas of Text, Indents & Tabs by
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.

What's New in Microsoft Office 2013 (from
2003) Quick Reference Guide

Laminated quick reference guide showing step-by-step
instructions and shortcuts for how to use Microsoft
Office Access 2010. This guide is suitable as a training
handout, or simply an easy to use reference guide, for
any type of user. The following topics are covered:
Working with Database Files, Defining Access Objects,
Adding a Record, Editing Fields and Records, Undoing
Changes, Deleting Records, The Datasheet Window,
Quickly Sorting a Table, Searching for a Record,
Creating a Table, Primary Keys and Links, Using Design
View to Create or Modify a Table, Creating/Modifying a
Query, Creating Reports with a Wizard, Creating and
Modifying Reports Manually, Printing a Report, Creating
Forms with a Wizard, Creating and Modifying Forms
Manually, Working with Forms, Backing Up and
Compacting Database Files, Customizing Access. Also
includes a list of Movement and Data Entry Shortcuts,
Smart Database Design Tips, and Query Grid Criteria
Examples. This guide is one of two available titles for
Access 2010: Access 2010 Introduction and Access 2010
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Intermediate.

Constitution to Crisis

This is a kit of 3 pieces:1. Microsoft Office XP Quick
Reference Guide (ISBN 1-58205-051-1)2. Microsoft
Office XP Quick Reference Card (ISBN 1-58205-053-83.
Smart Tips and Quick Tricks for Microsoft Office XP
(ISSN 1539-946X)

Reference Manual for the Office

Microsoft Word 2016 Introduction Quick Reference
Guide - Windows Version (Cheat Sheet of Instructions,
Tips and Shortcuts - Lamina
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