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PART ONE: LEARNING THE BASICS
1 Getting Started 2

As you write a simple business letter, you learn techniques for creating and
saving documents, giving instructions using the mouse and the keyboard,
and applying formatting. Then we show you how to get help and quit Word.

2 Creating Letter-Perfect Documents 46
You learn how to use AutoText and AutoCorrect, and you explore more edit-
ing techniques. Then you organize the document in outline view. You search
for and replace text, check spelling, and see how to track editing changes.

3 Creating Eye-Catching Documents 86
You explore Word’s built-in templates and wizards, and then you combine two
documents to demonstrate some of Word’s more complex formatting capabili-
ties, including styles. Then you print the document and publish it as a web
document.

PART TWO: BUILDING PROFICIENCY
4 Creating Tables and Forms 102

We show you how to use tabs to create simple tabular lists. Then you create
and format more complex tables using Word’s tables feature. Finally, you cre-
ate and fill in a simple form.

5 Adding Visual Effects 136
You use WordArt to create fancy text as you develop a letterhead template
and a masthead template. Then you import and manipulate a graphic. You
create a graph with Microsoft Graph and import a spreadsheet from Microsoft
Excel as a table.

6 Creating Form Letters and Labels 166
You create a small client database and use it to print form letters. Then you
create more complex form letters using conditional statements. Finally,
you create mailing labels.
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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 
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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 
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