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John Wiley & Sons
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.
Absolute Beginner's Guide to Microsoft Office
OneNote 2003 Packt Publishing Ltd
Deliver world-class collaboration capabilities
through the cloud Use SharePoint Online to
provide today’s most advanced collaboration
capabilities--without managing your own
infrastructure! This concise reference will

help you configure and manage SharePoint Online
to meet your requirements for functionality,
performance, and compliance. Bill English covers
user profiles, security, search, records
management, App Catalogs, metrics, and more--to
derive maximum value from SharePoint Online.
Master the specific skills you need to deploy
and run SharePoint Online Choose the version of
SharePoint Online that is best for you Manage
profiles, properties, audiences, permissions,
policies, and MySite settings Use Business
Connectivity Services to make SharePoint Online
your central hub for all business information
Make the most of SharePoint search, indexing,
and records and document management Create and
manage security and App Catalogs Solve the core
issues of governance, risk, compliance,
taxonomies, and training

Getting Started with PowerShell Microsoft Press
Microsoft Azure Essentials from Microsoft Press is a series of free
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ebooks designed to help you advance your technical skills with Microsoft
Azure. The first ebook in the series, Microsoft Azure Essentials:
Fundamentals of Azure, introduces developers and IT professionals to
the wide range of capabilities in Azure. The authors - both Microsoft
MVPs in Azure - present both conceptual and how-to content for key
areas, including: Azure Websites and Azure Cloud Services Azure
Virtual Machines Azure Storage Azure Virtual Networks Databases
Azure Active Directory Management tools Business scenarios Watch
Microsoft Press’s blog and Twitter (@MicrosoftPress) to learn about
other free ebooks in the “Microsoft Azure Essentials” series.
Microsoft Excel 2019 Training Manual Classroom in a Book Microsoft
Press
This is the eBook of the printed book and may not include any media,
website access codes, or print supplements that may come packaged
with the bound book. This is learning made easy! Get productive fast
with SharePoint 2016, and jump in wherever you need answers: brisk
lessons and colorful screen shots show you exactly what to do, step by
step – and practice files help you build your skills. Fully updated for
today's powerful new version of SharePoint, Microsoft SharePoint
2016 Step by Step shows you how to do all this: Customize your team
site's layout, features, and apps Manage and share ideas, documents,
and data Capture and organize content into lists and libraries Automate
business processes with built-in workflows Use social features to
communicate and collaborate Work with SharePoint's business
intelligence features Publish content using enhanced web content
management Use SharePoint with Excel, Access, Outlook, and Lync
And much more…
MOS Study Guide for Microsoft Office 365 Packt Publishing Ltd
Prepare for Microsoft Exam 70-339–and help demonstrate your
real-world mastery of planning, configuring, and managing

Microsoft SharePoint 2016 core technologies in datacenters, in
the cloud, and in hybrid environments. Designed for experienced
IT pros ready to advance their status, this Exam Ref focuses on
the critical-thinking and decision-making acumen needed for
success at the MCSE level. Focus on the skills measured on the
exam: • Design SharePoint infrastructure • Plan authentication
and security • Plan workload optimization • Plan productivity
solutions • Manage search capabilities • Plan and configure
cloud services • Monitor and optimize a SharePoint environment
This Microsoft Exam Ref: • Organizes its coverage by the “Skills
measured” posted on the exam webpage • Features strategic,
what-if scenarios to challenge you • Provides exam preparation
tips • Points to in-depth material by topic for exam candidates
needing additional review • Assumes experience planning and
maintaining SharePoint and related core technologies, including
Windows Server 2012 R2 or later, Internet Information Services
(IIS), Microsoft SQL Server 2014 or later, Active Directory, and
networking infrastructure services
Adobe Acrobat DC Classroom in a Book Microsoft
SharePoint 2016 Step by Step
Prepare for Microsoft Exam MS-100–and help demonstrate
your real-world mastery of skills and knowledge needed to
effectively design, deploy, manage, and secure Microsoft
365 services. Designed for experienced IT professionals,
Exam Ref focuses on critical thinking and decision-making
acumen needed for success at the Microsoft Certified
Expert level. Focus on the expertise measured by these
objectives: Design and implement Microsoft 365 services
Manage user identity and roles Manage access and
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authentication Plan Office 365 workloads and applications
This Microsoft Exam Ref: Organizes its coverage by exam
objectives Features strategic, what-if scenarios to challenge
you Assumes you have working knowledge of Microsoft 365
workloads, networking, server administration, and IT
fundamentals; and have administered at least one Microsoft
365 workload About the Exam Exam MS-100 focuses on
knowledge needed to manage domains; plan a Microsoft
365 implementation; set up and manage Microsoft 365
tenancy and subscriptions; plan user and data migration;
design identity strategy; plan and manage identity
synchronization with Azure AD Connect; manage Azure AD
identities and user roles; manage authentication; implement
MFA; configure application access; implement access for
external users of Microsoft 365 workloads; and plan Office
365 workload and applications deployment. About Microsoft
Certification Passing this exam and Exam MS-101 Microsoft
365 Mobility and Security (and earning one Microsoft 365
workload administrator certification or the MCSE
Productivity certification) fulfills your requirements for the
Microsoft 365 Certified Enterprise Administrator Expert
certification credential. This demonstrates your ability to
evaluate, plan, migrate, deploy, and manage Microsoft 365
services.
SharePoint User's Guide TeachUcomp Inc.
Maximize the impact and precision of your message! Now in
its fourth edition, the Microsoft Manual of Style provides
essential guidance to content creators, journalists, technical

writers, editors, and everyone else who writes about
computer technology. Direct from the Editorial Style Board
at Microsoft—you get a comprehensive glossary of both
general technology terms and those specific to Microsoft;
clear, concise usage and style guidelines with helpful
examples and alternatives; guidance on grammar, tone, and
voice; and best practices for writing content for the web,
optimizing for accessibility, and communicating to a
worldwide audience. Fully updated and optimized for ease
of use, the Microsoft Manual of Style is designed to help you
communicate clearly, consistently, and accurately about
technical topics—across a range of audiences and media.
Office 365: Migrating and Managing Your Business in the Cloud
TeachUcomp Inc.
Complete classroom training manual for Microsoft Word 2019. 369
pages and 210 individual topics. Includes practice exercises and
keyboard shortcuts. You will learn document creation, editing,
proofing, formatting, styles, themes, tables, mailings, and much more.
Topics Covered: CHAPTER 1- Getting Acquainted with Word 1.1-
About Word 1.2- The Word Environment 1.3- The Title Bar 1.4- The
Ribbon 1.5- The “File” Tab and Backstage View 1.6- The Quick
Access Toolbar 1.7- Touch Mode 1.8- The Ruler 1.9- The Scroll Bars
1.10- The Document View Buttons 1.11- The Zoom Slider 1.12- The
Status Bar 1.13- The Mini Toolbar 1.14- Keyboard Shortcuts
CHAPTER 2- Creating Basic Documents 2.1- Opening Documents
2.2- Closing Documents 2.3- Creating New Documents 2.4- Saving
Documents 2.5- Recovering Unsaved Documents 2.6- Entering Text
2.7- Moving through Text 2.8- Selecting Text 2.9- Non-Printing
Characters 2.10- Working with Word File Formats 2.11- AutoSave
Online Documents CHAPTER 3- Document views 3.1- Changing
Document Views 3.2- Showing and Hiding the Ruler 3.3- Showing
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and Hiding Gridlines 3.4- Using the Navigation Pane 3.5- Zooming the
Document 3.6- Opening a Copy of a Document in a New Window 3.7-
Arranging Open Document Windows 3.8- Split Window 3.9-
Comparing Open Documents 3.10- Switching Open Documents 3.11-
Switching to Full Screen View CHAPTER 4- Basic Editing Skills 4.1-
Deleting Text 4.2- Cutting, Copying, and Pasting 4.3- Undoing and
Redoing Actions 4.4- Finding and Replacing Text 4.5- Selecting Text
and Objects CHAPTER 5- BASIC PROOFING Tools 5.1- The Spelling
and Grammar Tool 5.2- Setting Default Proofing Options 5.3- Using
the Thesaurus 5.4- Finding the Word Count 5.5- Translating
Documents 5.6- Read Aloud in Word CHAPTER 6- FONT Formatting
6.1- Formatting Fonts 6.2- The Font Dialog Box 6.3- The Format
Painter 6.4- Applying Styles to Text 6.5- Removing Styles from Text
CHAPTER 7- Formatting Paragraphs 7.1- Aligning Paragraphs 7.2-
Indenting Paragraphs 7.3- Line Spacing and Paragraph Spacing
CHAPTER 8- Document Layout 8.1- About Documents and Sections
8.2- Setting Page and Section Breaks 8.3- Creating Columns in a
Document 8.4- Creating Column Breaks 8.5- Using Headers and
Footers 8.6- The Page Setup Dialog Box 8.7- Setting Margins 8.8-
Paper Settings 8.9- Layout Settings 8.10- Adding Line Numbers 8.11-
Hyphenation Settings CHAPTER 9- Using Templates 9.1- Using
Templates 9.2- Creating Personal Templates CHAPTER 10- Printing
Documents 10.1- Previewing and Printing Documents CHAPTER 11-
Helping Yourself 11.1- The Tell Me Bar and Microsoft Search 11.2-
Using Word Help 11.3- Smart Lookup CHAPTER 12- Working with
Tabs 12.1- Using Tab Stops 12.2- Using the Tabs Dialog Box
CHAPTER 13- Pictures and Media 13.1- Inserting Online Pictures
13.2- Inserting Your Own Pictures 13.3- Using Picture Tools 13.4-
Using the Format Picture Task Pane 13.5- Fill & Line Settings 13.6-
Effects Settings 13.7- Alt Text 13.8- Picture Settings 13.9- Inserting
Screenshots 13.10- Inserting Screen Clippings 13.11- Inserting Online
Video 13.12- Inserting Icons 13.13- Inserting 3D Models 13.14-
Formatting 3D Models CHAPTER 14- DRAWING OBJECTS 14.1-

Inserting Shapes 14.2- Inserting WordArt 14.3- Inserting Text Boxes
14.4- Formatting Shapes 14.5- The Format Shape Task Pane 14.6-
Inserting SmartArt 14.7- Design and Format SmartArt 14.8- Inserting
Charts CHAPTER 15- USING BUILDING BLOCKS 15.1- Creating
Building Blocks 15.2- Using Building Blocks CHAPTER 16- Styles
16.1- About Styles 16.2- Applying Styles 16.3- Showing Headings in
the Navigation Pane 16.4- The Styles Task Pane 16.5- Clearing Styles
from Text 16.6- Creating a New Style 16.7- Modifying an Existing Style
16.8- Selecting All Instances of a Style in a Document 16.9- Renaming
Styles 16.10- Deleting Custom Styles 16.11- Using the Style Inspector
Pane 16.12- Using the Reveal Formatting Pane CHAPTER 17-
Themes and style sets 17.1- Applying a Theme 17.2- Applying a Style
Set 17.3- Applying and Customizing Theme Colors 17.4- Applying and
Customizing Theme Fonts 17.5- Selecting Theme Effects CHAPTER
18- PAGE BACKGROUNDS 18.1- Applying Watermarks 18.2-
Creating Custom Watermarks 18.3- Removing Watermarks 18.4-
Selecting a Page Background Color or Fill Effect 18.5- Applying Page
Borders CHAPTER 19- BULLETS AND NUMBERING 19.1- Applying
Bullets and Numbering 19.2- Formatting Bullets and Numbering 19.3-
Applying a Multilevel List 19.4- Modifying a Multilevel List Style
CHAPTER 20- Tables 20.1- Using Tables 20.2- Creating Tables 20.3-
Selecting Table Objects 20.4- Inserting and Deleting Columns and
Rows 20.5- Deleting Cells and Tables 20.6- Merging and Splitting
Cells 20.7- Adjusting Cell Size 20.8- Aligning Text in Table Cells 20.9-
Converting a Table into Text 20.10- Sorting Tables 20.11- Formatting
Tables 20.12- Inserting Quick Tables CHAPTER 21- Table formulas
21.1- Inserting Table Formulas 21.2- Recalculating Word Formulas
21.3- Viewing Formulas Vs. Formula Results 21.4- Inserting a
Microsoft Excel Worksheet CHAPTER 22- Inserting page elements
22.1- Inserting Drop Caps 22.2- Inserting Equations 22.3- Inserting Ink
Equations 22.4- Inserting Symbols 22.5- Inserting Bookmarks 22.6-
Inserting Hyperlinks CHAPTER 23- Outlines 23.1- Using Outline View
23.2- Promoting and Demoting Outline Text 23.3- Moving Selected
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Outline Text 23.4- Collapsing and Expanding Outline Text CHAPTER
24- MAILINGS 24.1- Mail Merge 24.2- The Step by Step Mail Merge
Wizard 24.3- Creating a Data Source 24.4- Selecting Recipients 24.5-
Inserting and Deleting Merge Fields 24.6- Error Checking 24.7-
Detaching the Data Source 24.8- Finishing a Mail Merge 24.9- Mail
Merge Rules 24.10- The Ask Mail Merge Rule 24.11- The Fill-in Mail
Merge Rule 24.12- The If…Then…Else Mail Merge Rule 24.13- The
Merge Record # Mail Merge Rule 24.14- The Merge Sequence # Mail
Merge Rule 24.15- The Next Record Mail Merge Rule 24.16- The Next
Record If Mail Merge Rule 24.17- The Set Bookmark Mail Merge Rule
24.18- The Skip Record If Mail Merge Rule 24.19- Deleting Mail Merge
Rules in Word CHAPTER 25- SHARING DOCUMENTS 25.1- Sharing
Documents in Word Using Co-authoring 25.2- Inserting Comments
25.3- Sharing by Email 25.4- Presenting Online 25.5- Posting to a Blog
25.6- Saving as a PDF or XPS File 25.7- Saving as a Different File
Type CHAPTER 26- CREATING A TABLE OF CONTENTS 26.1-
Creating a Table of Contents 26.2- Customizing a Table of Contents
26.3- Updating a Table of Contents 26.4- Deleting a Table of Contents
CHAPTER 27- CREATING AN INDEX 27.1- Creating an Index 27.2-
Customizing an Index 27.3- Updating an Index CHAPTER 28-
CITATIONS AND BIBLIOGRAPHY 28.1- Select a Citation Style 28.2-
Insert a Citation 28.3- Insert a Citation Placeholder 28.4- Inserting
Citations Using the Researcher Pane 28.5- Managing Sources 28.6-
Editing Sources 28.7- Creating a Bibliography CHAPTER 29-
CAPTIONS 29.1- Inserting Captions 29.2- Inserting a Table of Figures
29.3- Inserting a Cross-reference 29.4- Updating a Table of Figures
CHAPTER 30- CREATING FORMS 30.1- Displaying the Developer
Tab 30.2- Creating a Form 30.3- Inserting Controls 30.4- Repeating
Section Content Control 30.5- Adding Instructional Text 30.6-
Protecting a Form CHAPTER 31- MAKING MACROS 31.1- Recording
Macros 31.2- Running and Deleting Recorded Macros 31.3- Assigning
Macros CHAPTER 32- WORD OPTIONS 32.1- Setting Word Options
32.2- Setting Document Properties 32.3- Checking Accessibility

CHAPTER 33- DOCUMENT SECURITY 33.1- Applying Password
Protection to a Document 33.2- Removing Password Protection from a
Document 33.3- Restrict Editing within a Document 33.4- Removing
Editing Restrictions from a Document
Mastering Microsoft SharePoint Foundation 2010 Microsoft Press
Everything IT professionals need to create collaborative solutions
SharePoint Foundation 2010 is the newest version of a powerful
collaboration tool used in many Exchange-enabled organizations.
This book gets network professionals and business application
administrators up to speed on the updates, features, and installation
procedures, preparing them to create powerful collaboration
structures for their companies. Microsoft SharePoint Foundation 2010
is the successor to Windows SharePoint Services 3.0 and is used
with Microsoft Office SharePoint Server to enable collaboration; this
guide prepares IT professionals to install and service the newest
version Designed for administrators who are familiar with the previous
version, this book doesn’t waste time with basic instruction but
focuses directly on skills needed to manage the upgrade Covers
administration, customization, disaster recovery, and migrating from
Windows SharePoint Services 3.0 to Windows SharePoint Foundation
2010 Packed with real-world examples to support the instructions,
Mastering Microsoft SharePoint Foundation 2010 gets administrators
up to speed quickly on this essential technology.
Microsoft SharePoint Server 2019 and SharePoint Hybrid
Administration Apress
Aimed at end users who face the daunting task of mastering MOSS
2007 in the enterprise business environment, this book shows you
how to make effective use of what can be a confusing array of
features. You?ll review how SharePoint is central to the Microsoft
Office platform because organizations use it to organize workflow,
integrate Office documents with line of business applications, provide
search capabilities across all types of documents and data, and
distribute these tools internally and externally on Web sites for end
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users. Plus, the book offers you well-designed examples and
explanations that can be easily applied in real-world situations. Martin
WP Reid (Belfast, Ireland) is an analyst for The Queens University of
Belfast, Northern Ireland. He is the author and technical editor of more
than a dozen technical books. He is a regular contributor to the
Microsoft Office SharePoint blog Get the Point
(http://sharepoint.microsoft.com/blogs/getthepoint )
Microsoft Office SharePoint Designer 2007 Step by Step
John Wiley & Sons
Learn the art of leveraging PowerShell to automate Office
365 repetitive tasks About This Book Master the
fundamentals of PowerShell to automate Office 365 tasks.
Easily administer scenarios such as user management,
reporting, cloud services, and many more. A fast-paced
guide that leverages PowerShell commands to increase
your productivity. Who This Book Is For The book is aimed
at sys admins who are administering office 365 tasks and
looking forward to automate the manual tasks. They have
no knowledge about PowerShell however basic
understanding of PowerShell would be advantageous. What
You Will Learn Understand the benefits of scripting and
automation and get started using Powershell with Office 365
Explore various PowerShell packages and permissions
required to manage Office 365 through PowerShell Create,
manage, and remove Office 365 accounts and licenses
using PowerShell and the Azure AD Learn about using
powershell on other platforms and how to use Office 365
APIs through remoting Work with Exchange Online and
SharePoint Online using PowerShell Automate your tasks

and build easy-to-read reports using PowerShell In Detail
While most common administrative tasks are available via
the Office 365 admin center, many IT professionals are
unaware of the real power that is available to them below
the surface. This book aims to educate readers on how
learning PowerShell for Office 365 can simplify repetitive
and complex administrative tasks, and enable greater
control than is available on the surface. The book starts by
teaching readers how to access Office 365 through
PowerShell and then explains the PowerShell fundamentals
required for automating Office 365 tasks. You will then walk
through common administrative cmdlets to manage
accounts, licensing, and other scenarios such as automating
the importing of multiple users,assigning licenses in Office
365, distribution groups, passwords, and so on. Using
practical examples, you will learn to enhance your current
functionality by working with Exchange Online, and
SharePoint Online using PowerShell. Finally, the book will
help you effectively manage complex and repetitive tasks
(such as license and account management) and build
productive reports. By the end of the book, you will have
automated major repetitive tasks in Office 365 using
PowerShell. Style and approach This step by step guide
focuses on teaching the fundamentals of working with
PowerShell for Office 365. It covers practical usage
examples such as managing user accounts, licensing, and
administering common Office 365 services. You will be able
to leverage the processes laid out in the book so that you
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can move forward and explore other less common
administrative tasks or functions.
Enterprise Content Management with Microsoft SharePoint
Quickstudy
The quick way to learn Microsoft OneNote! This is learning made
easy. Get productive fast with OneNote and jump in wherever you
need answers. Brisk lessons and colorful screenshots show you
exactly what to do, step by step--and practice files help you build your
skills. Access local and online OneNote notebooks from any device
Create notes that include handwriting, drawings, screen clips, audio
clips, video clips, and structured equations Revise, reorganize, flag,
format, search, and share your notes Customize OneNote for the way
you like to work Get more done by integrating OneNote with Microsoft
Word, Excel, and Outlook Share notes by using email, Microsoft
OneDrive, and SharePoint Look up just the tasks and lessons you
need
Agile Practice Guide (Hindi) Microsoft Press
This is the eBook of the printed book and may not include any
media, website access codes, or print supplements that may
come packaged with the bound book. Introducing Microsoft
Power BI enables you to evaluate when and how to use Power
BI. Get inspired to improve business processes in your company
by leveraging the available analytical and collaborative features
of this environment. Be sure to watch for the publication of
Alberto Ferrari and Marco Russo's upcoming retail book,
Analyzing Data with Power BI and Power Pivot for Excel (ISBN
9781509302765). Go to the book's page at the Microsoft Press
Store here for more details:http://aka.ms/analyzingdata/details.
Learn more about Power BI at https://powerbi.microsoft.com/.
Microsoft Outlook for Lawyers Training Manual Classroom in a
Book Microsoft Press

A step-by-step guide that will help you create, share, and deploy
applications across your organization using MS PowerApps Key
Features • Create apps with rich user experiences without
paying for costly developers • Improve productivity with business
process automation using Microsoft Power Automate • Build
enterprise-grade apps with MS PowerApps’ built-in storage
space, Common Data Service Book Description Microsoft
PowerApps provides a modern approach to building business
applications for mobile, tablet, and browser. Learn Microsoft
PowerApps will guide you in creating powerful and productive
apps that will add value to your organization by helping you
transform old and inefficient processes and workflows. Starting
with an introduction to PowerApps, this book will help you set up
and configure your first application. You’ll explore a variety of
built-in templates and understand the key difference between
types of applications such as canvas and model-driven apps,
which are used to create apps for specific business scenarios. In
addition to this, you’ll learn how to generate and integrate apps
directly with SharePoint, and gain an understanding of
PowerApps key components such as connectors and formulas.
As you advance, you’ll be able to use various controls and data
sources, including technologies such as GPS, and combine them
to create an iterative app. Finally, the book will help you
understand how PowerApps can use several Microsoft Power
Automate and Azure functionalities to improve your applications.
By the end of this PowerApps book, you’ll be ready to
confidently develop lightweight business applications with
minimal code. What you will learn • Design an app by simply
dragging and dropping elements onto your canvas • Understand
how to store images within PowerApps • Explore the use of GPS
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and how you can use GPS data in PowerApps • Get to grips with
using barcodes and QR codes in your apps • Share your
applications with the help of Microsoft Teams and SharePoint •
Use connectors to share data between your app and Microsoft’s
app ecosystem Who this book is for This book is ideal for
business analysts, IT professionals, and both developers and
non-developers alike. If you want to meet business needs by
creating high productivity apps, this book is for you. Don’t worry
if you have no experience or knowledge of PowerApps, this book
simplifies PowerApps for beginners. Table of Contents •
Introducing PowerApps • Creating Your First Canvas PowerApp
• Creating Apps from SharePoint • Publishing and Leveraging
PowerApps • Exploring Controls • Exploring Formulas • Working
with Data • Introducing Connectors • Using GPS in PowerApps •
Working with Images and Barcodes • Securing Your PowerApps
• Working Offline • Using Power Automate with PowerApps •
Using Azure with PowerApps • Introducing Model-Driven Apps •
Creating Model-Driven Apps • Exploring Environments within
Our Tenancy
Beginning C# Object-Oriented Programming Packt
Publishing Ltd
Everything you need to get productive in the Cloud with
Office 365 With 70 million users worldwide, Microsoft Office
365 combines the familiar Office desktop suite with cloud-
based versions of Microsoft’s next-generation
communications and collaboration services. It offers many
benefits including security, reliability, compatibility with other
products, over-the-air updates in the cloud that don't require
anything from the user, single sign on for access to

everything right away, and so much more. Office 365 For
Dummies offers a basic overview of cloud computing and
goes on to cover Microsoft cloud solutions and the Office
365 product in a language you can understand. This
includes an introduction to each component which leads into
topics around using each feature in each application. Get up
to speed on instant messaging Use audio, video, and web
conferencing Get seamless access to the Office suite with
Office Web apps Access information anywhere, anytime
Office 365 is the key to office productivity — and now you can
put it to use for you!
Microsoft Word 2019 Training Manual Classroom in a
Book Apress
The smart way to learn Microsoft SharePoint 2013—one step
at a time! Experience learning made easy—and quickly
teach yourself how to boost team collaboration with
SharePoint 2013. With Step by Step, you set the
pace—building and practicing the skills you need, just when
you need them! Customize your team site’s layout,
features, and apps Manage and share ideas, documents,
and data Capture and organize content into lists and
libraries Automate business processes with built-in
workflows Use social features to communicate and
collaborate Publish content using enhanced web content
management
Microsoft OneNote Step by Step Pearson Education
Microsoft® SharePoint 2010 Unleashed Michael Noel Colin
Spence Using Microsoft SharePoint 2010 technologies,
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organizations can bring together, utilize, and collaborate with
information from virtually any source. Microsoft SharePoint
2010 Unleashed is the most complete, practical resource for
all administrators, managers, architects, users, and power
users who want to make the most of this powerful platform.
Drawing on their experience implementing SharePoint
solutions in hundreds of organizations, Michael Noel and
Colin Spence cover all facets of succeeding with
SharePoint: planning, deployment, migration, scalability,
administration, security, Microsoft Office integration,
workflow and dashboard development, and more. Noel and
Spence illuminate the newest SharePoint innovations, from
new social networking features to improved search, helping
you make the most of both SharePoint Foundation and
SharePoint Server 2010. Using easy-to-understand, step-by-
step examples, the authors help you streamline
administration, optimize performance, control cost, and
implement high-value solutions for collaboration, document
management, and business intelligence. Architect and
implement SharePoint 2010, and migrate from legacy
SharePoint servers Perform advanced installations that
maximize scalability Monitor, back up, and restore
SharePoint environments Maintain the SQL Server
databases on which SharePoint 2010 relies Systematically
improve edge, transport, and content security Deploy
SharePoint in extranets and alternative authentication
scenarios Create highly efficient virtualized SharePoint 2010
farms Customize and manage libraries and lists for your

specific requirements Design and manage pages and sites
for knowledge workers Effectively manage metadata and
content types Integrate content using Office Web Apps and
Excel, Access, and Visio Graphics Services Create both out-
of-the-box and customized SharePoint workflows Develop
custom solutions with SharePoint Designer 2010 and Visual
Studio 2010 Create BI solutions with PerformancePoint and
Business Connectivity Services Govern your SharePoint
ecosystem for maximum value Michael Noel, MS-MVP,
MCITP, is an internationally recognized technology expert,
bestselling author, and well-known public speaker on a wide
range of IT topics. He is the author of 17 books, including
Exchange Server 2010 Unleashed, Windows Server 2008
R2 Unleashed, and Microsoft Forefront Unleashed. His
books have been translated into more than a dozen
languages. Colin Spence, MCP, MCTS SharePoint, has
worked with SharePoint technologies for nearly a decade,
helping hundreds of clients architect, implement, and
manage customized SharePoint solutions. He speaks,
publishes, and blogs regularly on SharePoint technologies.
Noel and Spence are partners at Convergent Computing, a
leading Microsoft partner in the San Francisco Bay area,
and co-authors of SharePoint 2007 Unleashed. ON THE
WEB: Download all examples and source code presented in
this book from informit.com/title/9780672333255 Category:
Microsoft Office 2010 Covers: Microsoft SharePoint 2010
User Level: Intermediate–Advanced
SharePoint 2016 User's Guide Microsoft Press
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Complete classroom training manuals for Microsoft PowerPoint
2019 and 365. Contains 213 pages and 102 individual topics.
Includes practice exercises and keyboard shortcuts. You will
learn introductory through advanced concepts – from creating
simple yet elegant presentations to adding animation and video
and customization. Topics Covered: Getting Acquainted with
PowerPoint 1. The PowerPoint Environment 2. The Title Bar 3.
The Ribbon 4. The “File” Tab and Backstage View 5. The Quick
Access Toolbar 6. Touch/Mouse Mode 7. The Scroll Bars 8. The
Presentation View Buttons 9. The Zoom Slider 10. The Status
Bar 11. The Mini Toolbar 12. Keyboard Shortcuts Creating Basic
Presentations 1. Opening Presentations 2. Closing Presentations
3. Creating New Presentations 4. Saving Presentations 5.
Recovering Unsaved Presentations 6. Inserting New Slides 7.
Applying Slide Layouts 8. Slide Sections 9. Working with
PowerPoint File Formats 10. AutoSave Online Presentations 11.
Reuse Slides in PowerPoint Using Presentation Views 1. Normal
View 2. Outline View 3. Slide Sorter View 4. Notes Page View 5.
Slide Show View 6. Reading View Using Text 1. Adding Text to
Slides 2. Basic Object Manipulation 3. Font Formatting 4.
Paragraph Formatting 5. Applying Custom Bullets and
Numbering 6. Using Tabs 7. Setting Text Options 8. Checking
Spelling Using Pictures 1. Inserting Pictures Saved Locally 2.
Inserting Online Pictures 3. Basic Graphic Manipulation 4. Using
Picture Tools 5. Using the Format Picture Task Pane 6. Fill and
Line Settings 7. Effects Settings 8. Size and Properties Settings
9. Picture Settings 10. Alt Text Drawing Objects 1. Inserting
Shapes 2. Formatting Shapes 3. The Format Shape Task Pane
4. Inserting WordArt Using SmartArt 1. Inserting and
Manipulating SmartArt 2. Formatting SmartArt Inserting Charts,

Tables, and Objects 1. Inserting Charts 2. Inserting Tables 3.
Inserting Objects Inserting Video and Audio 1. Inserting Videos
2. Inserting Audio 3. Recording Audio 4. Screen Recording
Collaborating In PowerPoint 1. Collaborating on a Presentation
2. Using Classic Comments in PowerPoint 3. Using Modern
Comments in PowerPoint 4. Comparing Presentations Using
Themes 1. Applying Themes 2. Customizing Theme Colors 3.
Customizing Theme Fonts 4. Changing Theme Effects 5.
Customizing Theme Background Styles Applying Animation 1.
Adding Slide Transition Animation 2. Adding Object Animation 3.
Animating Multimedia Playback Slide Shows 1. Start a Slide
Show 2. Slide Show Pointer Options 3. Using Custom Shows 4.
Set Up Show 5. Record a Slide Show 6. Rehearsing Timings 7.
Subtitles in a Slide Show 8. Save a Slide Show as a Video 9.
Save as Show 10. Publish to Stream 11. Hide a Slide in a Slide
Show 12. Rehearse with Coach Zooms, Links, and Actions 1.
Using Zooms 2. Using Links 3. Using Actions Printing Your
Presentation 1. Changing Slide Size 2. Setting the Slide Header
and Footer 3. Previewing and Printing Presentations 4. Check
Accessibility 5. Create a PDF Document Using Presentation
Masters 1. Using Slide Masters and Slide Layouts 2. Using the
Notes Master 3. Using the Handout Master 4. Saving a
Presentation Template Helping Yourself 1. Using PowerPoint
Help 2. The Tell Me Bar and Microsoft Search PowerPoint
Options and Export Options 1. Setting PowerPoint Options 2.
Creating an Animated GIF 3. Package a Presentation for CD 4.
Exporting Handouts to Word
Introducing Microsoft Power BI John Wiley & Sons
Demonstrate your expertise with Microsoft Office 365 by
earning a MOS certification. This Study Guide is designed
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to help you prepare for MOS Exam 77-891: Microsoft Office
365, and features: Full objective-by-objective review Easy-to-
follow procedures and hands-on tasks Exam-discount offer
from Certiport Use the in-depth exam prep, practice, and
review to help advance your proficiency with Office 365—and
earn the credential that proves it.
Microsoft SharePoint 2013 Step by Step Adobe Press
The smart way to learn Office SharePoint Designer 2007—one step at
a time! Work at your own pace through the easy numbered steps,
practice files on CD, helpful hints, and troubleshooting tips to master
the fundamentals of building customized SharePoint sites and
applications. You’ll learn how to work with Windows SharePoint
Services 3.0 and Office SharePoint Server 2007 to create Web pages
complete with Cascading Style Sheets, Lists, Libraries, and
customized Web parts. Then, make your site really work for you by
adding data sources, including databases, XML data and Web
services, and RSS feeds. You’ll even learn how to create workflows
and applications with custom forms, templates, and dashboards to
enhance your team’s productivity. 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 an easy-search companion
CD with hands-on practice files, a complete eBook, and more! For
customers who purchase an ebook version of this title, instructions for
downloading the CD files can be found in the ebook.
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