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Excel & Word

The most realistic, interactive & complete training!

For Versions of Office 2007 & 2003

Teach Yourself:
Excel 2007

Excel 2007 Advanced
Word 2007

Word 2007 Advanced
Excel 2003

Excel 2003 Advanced
Word 2003

Word 2003 Advanced
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System Requirements

= Pantium® PC or Highar

= ficrosalt® Windows® Vista, XP or 2000

= 200-250 ME Hard Drive space
avallable per application

= Douhle Spead CO-ROM Orive

= 10024 % 768, 16-Bit Cobor Display

= Sound Card

* Spaakers or Headphones

* Mouse
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The maost realistic, interactive & complete training!
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Realistic
Realistic simulations provide
an accurate learning environ-
ment so your transition to
Excel & Word is fast & easy.

Interactive E{%

More than just videos, you!'ll
- interact to perform the correct
action during each exercize for
better learning & retention.

Complete |
Hundreds of learning toplcs for
beginner through advanced

subjects are included. No other
training is more complete.

Learn to use the features of Microsoft Excel & Word to quickly o
create great-looking documents, spreadsheets, and presentations. =
Now, you can build your skills quickly and easily and unlock the power of

Excel & Word to improve your productivity at home or wark. This Professor
Teaches product contains 8 tutorials covering Excel & Word 2007 and 2003,
including beginner, intermediate, and advanced courses.

Excel 2007 & 2003 — over 130 lessons

= - NavigatingaWorkbook - Entering Data
i +Formatting Data « Editing Data
" « Customizing Page Layout - Changing Cell Alignment
Word 2007 & 2003 — over 120 lessons « Finding & Replacing Data - Inserting Graphics
- + Creating SmartArt™ + Using AutoFilter
= Applying Quick Stfes + Inserting Images, Tables, - Sorting & Filtering - Inserting Functions
+ Adding SmartArt™ Diagrams & Charts « Formatting Spreadsheets  « Using Financial Functions
« Publishing Documents as Web Pages - Printing Envelopes & Labels - Creating Charts - Number Formatting
» Creating Bulleted & Numbered Lists - Adding Headers & Footers I - Entering Formulas - Working with AutoComplete
- Correcting Spelling & Grammar «Working with Tabs  — - - __J « Creating Workbook « Chanaina Sty
= Working with the Document - Using the Format Painter = — il e Agig RS
Information Panel + Tracking Document Changes thuut‘!;nw;n :mmm
« Using the Document Inspector « Reviewing Documents analyze data & share informa . ;
- Using Templates - Navigating Documents aitical business decisions! The fa.stest, easiest way to % |
» Applying Borders & Shading + Adding Section & Page Breaks  Discover how to create professional- learn Microsoft Excel & Word! g
« Creating Columns + Finding & Replacing Text laoking documents quickly! |

Increase your productivity
at work or home!

Word 2007 & 2003 Advanced — over 90 lessons
+ Creating Styles « Linking to Worksheets '

- Formatting Sections + Working with Graphics

= Rligning Text with Graphics « Creating Charts

= Navigating with the Document Map - Using Mail Merge

« Adding an Index & Using Bookmarks - Creating the Main Document

= Building a Table of Contents & a Data Source

= Creating Footnotes = Sorting & Filtering Records Learn toprint labels, envelopes
= Creating a Master Document « Merging the Data Source & mail-merge documents.

« Inserting a Cross-Reference « Generating Mailing Labels

= Performing Calculations in a Table

LR LA E  Over 400 Lessons!
Beginner, Intermediate & Advanced Topics

Excel 2007 & 2003 Advanced — over 90 Jessons

« Creating Custom Number Formats - Using XML to Share Data =2
+ Using Conditional Formulas + Creating PivotTables ey
« Naming Ranges & Using Formulas = Using PivotChart Reports | —
= Linking between Workbooks = Using Charts & Trendlines |
- Importing Data =« Working with Scenarios
« Publishing to the Web « Using IF Functions e
- Validating Data Entries = Using Templates w
+Sorting Data = Using Query L e
« Subtotaling & Outlining Data « Using Macros
; 5 = Learn the advanced topies of
Using Advanced Filters Auditing Workbooks Bwal o becoure du expert.

Sits on Your
Desktop
One Easy

Click Away!

Get Quick Assistance with Professor Answers
Find answers to your questions faster and easier
than Office Help. Search and Browse are just one
click away to help you locate specific topic training
you need, right when you need it.
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Excel & Word

The most realistic, interactive & complete training!
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No Other Training

'is More Complete!

| ¢ Hundreds of Learning Topics

v 5 to 10 Hours of Training per Course
v Beginner to Advanced Topics

v Self-Paced Learning Objectives

v Introductions & Summaries

v Interactive Exercises
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?I)'O eﬁ,—%cheﬁ

Professor Teaches®, the leading brand of training,
provides realistic, interactive, and complete training for
Excel & Word. Build your skills and learn everything you
need, from beginning to advanced topics. Each interactive
tutorial is organized for fast and easy learning with
practical exercises that build skills quickly and effectively.
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v Professional Vioice Marration

¢ Realistic Simulation of Software

v End-of-Chapter Quiz Questions

v Checkmarks for Completed Topics

v Glossary, Index & Search

v Professor Answers for Instant Training

summaries &
ﬁ-ﬂf—dnﬂuqﬂ:mm — Sef paced in z
s allow you to practice in a realistic
simulation of the software.

The Most Complete Training Available
from the #1 Best-Selling Brand! Start Learning Today!

Be the first to learn the new features of Excel & Word
2007 and stay current with the latest technology!
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KPD Techworld

#1 Recommended #1 in Innovation

This is my chaice for best buy 14 with Office 2007 and
award” - Micracomputer Journal lust-in-Time training
“... Professor can be used even i you t
don't yet own a copy of Office. 14 in Interactivity S
... And it comes at a great price.”
—The Herald News 14 in Accurate Simulations

Discover how to create professional-
looking documents quickly!




