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Content overview

Introduction ix

1 Microsoft Office Basics 2
After an overview of Microsoft Office XP, you write a letter in Word while learn-
ing the techniques used in all the applications for creating and saving files,
giving instructions, applying formatting, editing text, printing, and getting help.

2 Word Basics 28
You learn how to simplify typing by using AutoText and AutoCorrect. You also
learn Word-specific editing techniques and how to organize documents in
outline view. Then you search for and replace text and check your document’s
spelling.

3 More About Word 60
You explore Word’s built-in templates for creating common business docu-
ments, and then you combine two documents to demonstrate some of Word’s
formatting capabilities, including styles. Finally, you create and format a table.

4 Excel Basics 92
You build a simple worksheet as you learn how to enter, edit, and format in-
formation. Then you enter formulas that perform simple calculations, set up
a calculation area, and experiment with more complex formulas. Finally, you
print the worksheet.

5 More About Excel 124
You work with multiple workbooks and explore more advanced features such
as IF functions and consolidating data. You also set up a worksheet with links
to data on a different worksheet. Then you create, format, and print a graph.

6 PowerPoint Basics 154
You use the AutoContent Wizard to create a presentation and investigate ways
of refining the text the wizard provides. Next you use a design template to create
another presentation. Finally, you combine your two presentations.

7 More About PowerPoint 190
You add clip art to your presentation and learn how to import graphics from
other sources. Then you create a couple of graphs. You also see how to add
special effects to an electronic slide show and how to run it.



8 Access Basics 220
We show you how to create a database and enter records in a table in both table
and form views. Then you learn how to change the table’s structure by setting
its field properties, and how to find, move, and sort records.

9 More About Access 250
You create tables and establish relationships between them. Next, you design
a form to enter data and construct queries to extract information. Then you
share your data by creating printed reports and by creating data access pages
for Web viewing.

10 Communicating with Outlook 280
We show you how to use the Inbox to send and receive e-mail, and we discuss
how to organize your messages. Then you learn how to use Contacts to man-
age information about people in your life and to streamline your communi-
cations work.

11 Managing Your Time with Outlook 310
We show you how to use Outlook’s Calendar and Tasks components to man-
age your time more effectively. You learn how to track appointments and
meetings, send meeting requests to colleagues, keep a to-do list, and delegate
tasks.

12 More Office Techniques 340
We discuss how to recycle documents from one application to another and how
to use tools that are common to all the applications. Then you take a look at
the Web publishing capabilities available with Office XP.
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Microsoft Windows and Internet Explorer 
ISBN Textbooks Price each 5 or more 
1-58278-077-3 Quick Course in Microsoft Windows XP $17.95 $14.36 
1-58278-009-9 Quick Course in Microsoft Windows 2000 $17.95 $14.36 
1-879399-91-1 Quick Course in Microsoft Internet Explorer 5 $15.95 $12.76 

Microsoft Office XP Series 
ISBN Training Edition Textbooks Price each 5 or more 
1-58278-075-7 Quick Course in Microsoft Office XP* $27.95 $22.36 
1-58278-070-6 Quick Course in Microsoft Access 2002 $17.95 $14.36 
1-58278-069-2 Quick Course in Microsoft Excel 2002 $17.95 $14.36 
1-58278-072-2 Quick Course in Microsoft FrontPage 2002* $17.95 $14.36 
1-58278-074-9 Quick Course in Microsoft Outlook 2002 $17.95 $14.36 
1-58278-071-4 Quick Course in Microsoft PowerPoint 2002 $17.95 $14.36 
1-58278-073-0 Quick Course in Microsoft Publisher 2002* $17.95 $14.36 
1-58278-068-4 Quick Course in Microsoft Word 2002*

	 	
$17.95 $14.36 

Microsoft Office 2000 Series 
ISBN Textbooks Price each 5 or more 
1-58278-001-3 Quick Course in Microsoft Office 2000 $25.95 $20.76 
1-58278-005-6 Quick Course in Microsoft Access 2000 $15.95 $12.76 
1-58278-003-X Quick Course in Microsoft Excel 2000 $15.95 $12.76 
1-58278-008-0 Quick Course in Microsoft FrontPage 2000 $15.95 $12.76 
1-58278-006-4 Quick Course in Microsoft Outlook 2000 $15.95 $12.76 
1-58278-004-8 Quick Course in Microsoft PowerPoint 2000 $15.95 $12.76 
1-58278-007-2 Quick Course in Microsoft Publisher 2000 $15.95 $12.76 
1-58278-002-1 Quick Course in Microsoft Word 2000 $15.95 $12.76 

ISBN Workbooks and IRPs** Price each 5 or more 

1-58278-011-0 Quick Course in Microsoft Word 2000  $12.75 
1-58278-015-3 Quick Course in Microsoft Word 2000 IRP $16.95 

ISBN Single-User CD-ROMs Price each 

Office 2000 MOUS Study 4-Pack $79.95 

Quick Course   = 
Consistent Quality 
All the Quick Course 
books are written by 
the same team of 
authors, so if you like 
one, you’ll like them 
all! Detailed Tables of
Contents are available 
for your review on our 
web site. 

Backlist Titles 
Many backlist titles 
are available at a
discounted price, on 
a non-returnable basis. 
Please consult our 
web site for price and 
availability.

How to Order

 

We welcome orders via 
phone or fax. For the fastest 
service, place your order on
our web site. 

 

Please fax purchase 
orders to us at  
(425) 881-1642.

2217 152nd Avenue NE
Redmond, WA  98052

Tel: (425) 885-1441
Fax: (425) 881-1642
Toll free outside WA: (800) 854-3344 

Web site: www.otsi.com
E-Mail: QuickCourse@otsi.com

*Please call for availability. 
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1-58278-030-7 Quick Course in Microsoft Access 2000 $24.95 
1-58278-029-3 Quick Course in Microsoft Excel 2000 $24.95 
1-58278-031-5 Quick Course in Microsoft PowerPoint 2000 $24.95 
1-58278-028-5 Quick Course in Microsoft Word 2000 $24.95 

MOUS2K4PACK 

Visit our

web site at:

www.otsi.com

1-58278-010-2 Quick Course in Microsoft Office 2000  $15.95 
1-58278-014-5 Quick Course in Microsoft Office 2000 IRP $16.95 
1-58278-012-9 Quick Course in Microsoft Excel 2000   $12.75 
1-58278-016-1 Quick Course in Microsoft Excel 2000 IRP $16.95 

presented in eclecticClassroom™
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