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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.

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.

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.

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.

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.

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.

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.
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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.

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.

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.

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.

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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