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1 Adobe Acrobat X Pro Creating & Working with PDF Documents Overview Creating PDF documents is useful when you want to maintain the format of your document(s). As a PDF document, your file maintains its original format no matter the device used by the enduser receiving the document as long as the user has Adobe Acrobat Reader to view the document. Additionally, PDF format ensures your file is stagnant and prevents users from editing or changing the document. There are two ways files can be converted to PDF documents. The first is by performing a Save As while in Microsoft Word, Excel, or PowerPoint. The second is using Adobe Acrobat X Pro to create PDF documents. Convert Files to PDF Using Microsoft Office 1. Open your document. 2. Click File tab. 3. Click Save As. 4. Choose destination to where you want to save your file. 5. In Save As Type, choose PDF. 6. Click Save. Note: The rest of the quick reference card will focus on Adobe Acrobat X Pro. Convert Files to PDF Using Adobe Acrobat X Pro Adobe Acrobat X Pro can be used for converting Microsoft Word documents, Excel spreadsheets, and PowerPoint presentations into PDF documents. 2. Click Create PDF. 3. Locate and Open your file. Your file has now been converted into a PDF document and will open in Adobe Acrobat X Pro. 4. Click the File menu. 5. Click Save As. Your file will be saved as a PDF. 6. Choose destination to where you want to save your file. 7. Name your file. 8. Click Save. Technology Training Services July, 2014
                                            










                                                                                                

2 Convert PDF Documents Back to Microsoft Word or Excel Converting PDF documents back to their original Microsoft Word or Excel documents enables you to make edits to those documents in those applications. Note: Adobe Acrobat Pro X cannot convert PDF documents to PowerPoint presentations. Edit PDF Documents You can perform basic editing functions to PDF documents using Adobe Acrobat X Pro. You can add, delete, or edit text. You can also make minor edits to images/objects within your PDF document. Note: If you are going to make major edits to your document, make these changes in the document s native application (Microsoft Work or Excel), as those applications are intended for that purpose. Please see previous section for converting PDF files back to Microsoft Word and Excel. Edit Text 3. Locate and Open File. 4. Click File. 5. Click Save As. 6. Click on the native file type such as Microsoft Word or Excel. 7. In the new window, edit file name if necessary, choose where to save, and click Save. 4. Click Tools on the far right of the toolbar. Technology Training Services 2
                                            

                                                                                                

3 6. Click Edit Document Text. 6. Click Edit Object. Note: You may receive an error message indicating that your original font type is not available. Click Ok. 7. Click the text areas of your document and begin typing. 8. Click the File menu. 9. Click Save. Edit Objects 4. Click Tools on the far right of the toolbar. 7. Using the cursor, click and drag over object to highlight. 8. Right click on object to choose editing options. 9. Make edits. 10. Click the File menu. 11. Click Save. Add a Text Box Technology Training Services 3
                                            

                                                                                                

4 4. Click Tools on the far right of the toolbar. 6. Click Add or Edit Text Box. Combining Files Into One PDF Document Combining several files into one PDF document is useful when creating one document that contains several different files with different file formats. For example, you can combine Microsoft Word, Excel, and PowerPoint files into one PDF document. By combining files into one PDF document, all files selected are merged to create a single PDF document. 2. Click Combine Files into PDF. 7. Click in the desired area of where you want to place your text box. 8. Select your desired text settings (font color, size, style). 3. Click Add Files>Add Files. 9. Type your text. 10. Click the File menu. 11. Click Save. 4. Locate and Open your file. 5. Repeat Steps 3-4 to add additional files. Technology Training Services 4
                                            

                                                                                                
                                                    

5 6. To arrange your file into a specific order, click a file, then click the Move Up and/or Move Down arrow buttons. Deleting Pages from a PDF Document You can delete certain pages from a PDF document. For example, if you have a 28 page PDF document but only need to send pages 1-4, you can use Adobe Acrobat X Pro to delete pages Click Combine Files. 3. Locate and Open your PDF file. 4. Scroll to the page you want to delete. Page numbers will display in the tool bar. Files will now merge. This can take a minute or two. You now have one PDF document that includes all the files you merged. 8. Click the File menu. 9. Name the file and choose the location of where the file will be saved. 10. Click Save. 5. Click on Delete Page icon. A window will display showing the page you wish to delete. If you need to delete more than one page, in consecutive order, place those numbers in the appropriate fields. 6. Click Ok. 7. Click Yes. 8. Click File. 9. Click Save. Technology Training Services 5
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        Create a PDF File Now that you ve seen what an ETD looks like and how to browse the contents, it s time to learn how to convert your own thesis or dissertation into a PDF file. There are several different    
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        Creating Fill-able Forms using Acrobat 8.0: Part 1 The first step in creating a fill-able form in Adobe Acrobat is to generate the form with all its formatting in a program such as Microsoft Word. Then    
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        [Type here] Preparing files for submission to Turnitin FOR MAC USERS This document provides guidance on preparing your files for online submission to Turnitin if you are using a MAC and Microsoft Office    
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        Creating and Using Links and Bookmarks in PDF Documents After making a document into a PDF, there may be times when you will need to make links or bookmarks within that PDF to aid navigation through the    
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        Adobe Acrobat Professional DC Tutorial ADOBE ACROBAT Adobe Acrobat is a software program used to create forms, manuals, online book pages, maps and drafted images, that can be uploaded to a website, and    
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        Business Analytics Enhancements June 03 Enhancement Summary June 03 Item # Site Location Enhancement Welcome Page New style - Fonts and colors have changed as a result of the enhanced reporting engine    
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        Introduction to Word 2007 You will notice some obvious changes immediately after starting Word 2007. For starters, the top bar has a completely new look, consisting of new features, buttons and naming    
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        5 COMBINING FILES IN PDF PORTFOLIOS Lesson Overview In this lesson, you ll learn how to do the following: Quickly and easily combine files of different types into one PDF Portfolio. Customize the look    
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        6. If you want to enter specific formats, click the Format Tab to auto format the information that is entered into the field.
    

    
        
        Adobe Acrobat Professional X Part 3 - Creating Fillable Forms Preparing the Form Create the form in Word, including underlines, images and any other text you would like showing on the form. Convert the    
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        Maximizing the Use of Slide Masters to Make Global Changes in PowerPoint This document provides instructions for using slide masters in Microsoft PowerPoint. Slide masters allow you to make a change just    
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        BU Digital Print Service High Resolution PDFs Introduction As part of the BU Digital Print service files can be uploaded to the Web to Print (W2P) portal for printing however the quality of the print is    
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        Working with Tables in Microsoft Word The purpose of this document is to lead you through the steps of creating, editing and deleting tables and parts of tables. This document follows a tutorial format    
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        Generating lesson plans with Adobe Acrobat Introduction Being a teacher requires so many non-teaching administrative tasks that sometimes just teaching gets lost in the paper shuffle. You can automate    
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        To Begin Customize Office Each of us needs to set up a work environment that is comfortable and meets our individual needs. As you work with Office 2007, you may choose to modify the options that are available.    
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        Click on various options: Publications by Wizard Publications by Design Blank Publication Select the Blank Publications Tab: Choose a blank full page Click on Create New Page Insert > Page Select the number    
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        Administrative Services Operating Procedures Supporting Instructions Email Retention Methods Step by Step Examples Quick Links to Examples: Windows XP Office 007 Adobe Pro version 8 and above o Converting    
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        Microsoft Office PowerPoint 2003. Creating a new presentation from a design template. Creating a new presentation from a design template
    

    
        
        Microsoft Office PowerPoint 2003 Tutorial 2 Applying and Modifying Text and Graphic Objects 1 Creating a new presentation from a design template Click File on the menu bar, and then click New Click the    
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        Why Use OneNote? OneNote is the ultimate virtual notebook that enables users to create notes in various formats, shares those notes, sync those notes with the cloud and collaborate with others. You can    
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        3. Locate the different selections of Styles from the Home Tab, Styles Group
    

    
        
        Outlining in MS Word 2007 Microsoft Word 2007 provides users with an Outline View and Outlining toolbar, which allows us to create outlines. Outlines in Word are based on Styles. For instance if a line    
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        Job Aid: Create the Executive Development Plan (EDP) Creating the Developmental Plan Step 1: From within your performance plan, navigate to the Developmental Plan tool bar in the left column Step 2: Click    
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        MS Excel. Handout: Level 2. elearning Department. Copyright 2016 CMS e-learning Department. All Rights Reserved. Page 1 of 11
    

    
        
        MS Excel Handout: Level 2 elearning Department 2016 Page 1 of 11 Contents Excel Environment:... 3 To create a new blank workbook:...3 To insert text:...4 Cell addresses:...4 To save the workbook:... 5    
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        Creating a Poster in PowerPoint 2010. A. Set Up Your Poster
    

    
        
        View the Best Practices in Poster Design located at http://www.emich.edu/training/poster before you begin creating a poster. Then in PowerPoint: (A) set up the poster size and orientation, (B) add and    
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        Adobe Acrobat 6.0 Professional Manual Adobe Acrobat 6.0 Professional Manual Purpose The will teach you to create, edit, save, and print PDF files. You will also learn some of Adobe s collaborative functions,    
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        TABLE OF CONTENTS I. MAIL MERGING...1 II. MAIL MERGE WIZARD...1 III. MAIL MERGE TOOLBAR...4 PRINTING LABELS AND ENVELOPES...4
    

    
        
        TABLE OF CONTENTS I. MAIL MERGING...1 II. MAIL MERGE WIZARD...1 1. CREATING A NEW LETTER AND DATA LIST...1 2. CREATING A NEW LETTER USING AN EXISTING DATA LIST...3 III. MAIL MERGE TOOLBAR...4 MERGING EXISTING    
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        Acrobat PDF Forms - Part 2 PDF Form Fields In this lesson, you will be given a file named Information Request Form that can be used in either Word 2003 or Word 2007. This lesson will guide you through    
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        Microsoft Office 2007 Orientation Objective 1: Become acquainted with the Microsoft Office Suite 2007 Layout Microsoft Suite 2007 offers a new user interface. The top portion of the window has a new structure    
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        1 Microsoft Office Publisher 2010 Microsoft Publisher is a desktop publishing application which allows you to create artistic documents as brochures, flyers, and newsletters. To open Microsoft Office Publisher:    
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        1. Click the Site Actions dropdown arrow and select Show Page Editing Toolbar. 2. Click Edit Page to begin changing the page layout
    

    
        
        SharePoint Tools Create a Custom List Show Page Editing Tool Bar (If your Editing toolbar is not displaying) 1. Click the Site Actions dropdown arrow and select Show Page Editing Toolbar. 2. Click Edit    
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        MicroStrategy Desktop Quick Start Guide MicroStrategy Desktop is designed to enable business professionals like you to explore data, simply and without needing direct support from IT. 1 Import data from    
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        Email Basics. a. Click the arrow to the right of the Options button, and then click Bcc.
    

    
        
        Email Basics Add CC or BCC You can display the Bcc box in all new messages that you compose. In a new message, do one of the following: 1. If Microsoft Word is your e-mail editor a. Click the arrow to    
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        How to Format a Spreadsheet provided by the OpenOffice.org Documentation Project OpenOffice.org Documentation Project How-To Table of Contents 1. Applying a style...3 2. Using the AutoFormat feature...6    
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        How to Create a PDF Document PDF Budget Book for SVPAA Meetings Steps Summarized #1. Download Adobe Acrobat Professional [Page 1]. #2. Prepare Document for Print [Page 2]. #3. Use the Various Options to    
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        There are three features that you should remember as you work within PowerPoint 2007: the Microsoft Office Button, the Quick Access Toolbar, and the Ribbon. The function of these features will be more    
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        Using Microsoft Word to Create Your Theses or Dissertation
    

    
        
        Overview Using Microsoft Word to Create Your Theses or Dissertation MsWord s style feature provides you with several options for managing the creation of your theses or dissertation. Using the style feature    
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        MICROSOFT OUTLOOK 2010 WORK WITH CONTACTS Last Edited: 2012-07-09 1 Access to Outlook contacts area... 4 Manage Outlook contacts view... 5 Change the view of Contacts area... 5 Business Cards view... 6    
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        WHAT S NEW, COMMON FEATURES IN OFFICE 2010 2 Contents Section 1: Ribbon Customization... 4 Customizable Ribbon... 4 Section 2: File is back... 5 Info Tab... 5 Recent Documents Tab... 7 New Documents Tab...    

    
        More information 
    




    
        Microsoft Excel Basics
    

    
        
        COMMUNITY TECHNICAL SUPPORT Microsoft Excel Basics Introduction to Excel Click on the program icon in Launcher or the Microsoft Office Shortcut Bar. A worksheet is a grid, made up of columns, which are    
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        http://ipfw.edu Quick Guide for Accessible PDF July 2013 Training: http://ipfw.edu/training
    

    
        
        Accessible PDF Getting Started Types of Documents best suited for PDF on the Web Document is longer than 5 pages. You need to preserve the formatting or layout of the original document, e.g., for printing.    
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        WebEx Sharing Resources OTS PUBLICATION: WX0 REVISED: 4/8/06 04 TOWSON UNIVERSITY OFFICE OF TECHNOLOGY SERVICES =Shortcut =Advice =Caution Introduction During a WebEx session, the host has the ability    
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        Student manuals available at: www.learnit.com/manuals Username: manuals; Password: password Microsoft Office 2013 New Features Take this class home with you! Student Videos Available at: www.learnitanytime.com    
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        Microsoft PowerPoint 2010 Starting PowerPoint... 2 PowerPoint Window Properties... 2 The Ribbon... 3 Default Tabs... 3 Contextual Tabs... 3 Minimizing and Restoring the Ribbon... 4 The Backstage View...    
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        Instructions for using evitran / Budget Allocation Software General requirements for running running evitran / Budget Allocation software The application is best viewed In IE Explorer 5.0+ and 1024 X 768    
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        Software Application Tutorial Copyright 2005, Software Application Training Unit, West Chester University. No Portion of this document may be reproduced without the written permission of the authors. For    
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        Knowledge Base for Electronic Editing Tools
    

    
        
        2014 Knowledge Base for Electronic Editing Tools JOSHUA BLOUNT CAMMY HERMAN JOHN DRISCOLL TEXAS TECH UNIVERSITY 1 This document collects a series of tutorials designed to help editors get the most out    
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        Adobe Acrobat: Creating Interactive Forms
    

    
        
        Adobe Acrobat: Creating Interactive Forms This document provides information regarding creating interactive forms in Adobe Acrobat. Please note that creating forms requires the professional version (not    
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        PowerPoint 2013 Basics of Creating a PowerPoint Presentation
    

    
        
        Revision 4 (01-31-2014) PowerPoint 2013 Basics of Creating a PowerPoint Presentation MICROSOFT POWERPOINT PowerPoint is software that lets you create visual presentations. PowerPoint presentations are    
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        Get started with Jabber Cisco Jabber for Windows Cisco Jabber is a communication tool that allows you access to presence, instant messaging (IM), voice, video, voice messaging, desktop sharing, and conferencing.    
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        CREATING AN IMAGE FROM AUTOCAD CADD NOTE 16. MENU: AutoCAD, File, Plot COMMAND: plot ICON:
    

    
        
        CADD NOTE 16 This CADD Note provides instructions on creating an image from an AutoCAD drawing that can be pasted into another application (e.g., Word, Powerpoint, etc.). These instructions assume the    
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        Advanced Quote & Order Processing User Guide: Introduction Page 2 Creating a Quote Page 3 Adding Products/Line Items to your quote Page 5 Adding additional Products to your quote Page 5 Adjusting Price,    
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        Microsoft PowerPoint 2011 Starting PowerPoint... 2 Creating Slides in Your Presentation... 3 Beginning with the Title Slide... 3 Inserting a New Slide... 3 Adding an Image to a Slide... 4 Downloading Images    
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        Creating Forms With Adobe LiveCycle Designer 8.2 Instructional Media Center HCC Version 2 Modified Date 1/20/10 Learning Objectives: At the end of this training session the student will be able to use    
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        Suggestions and Tips for Managing and Uploading Files for the AEP Application Many agencies have found that creating an AEP folder with additional folders for each question works well for managing documents    
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        Adobe Acrobat X Pro Forms Course objectives: Create interactive forms Manage form fields and properties Use forms in Adobe Reader Use PDF Actions Digital Signatures This course does not cover LiveCycle.    
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        How to make a line graph using Excel 2007 Format your data sheet Make sure you have a title and each column of data has a title. If you are entering data by hand, use time or the independent variable in    

    
        More information 
    




    
        CB Advanced: Innovative Document Templates
    

    
        
        CB Advanced: Innovative Document Templates Sending personalized letters frequently helps build stronger relationships with clients. That's one of the things that ClientBase does best. A library of customizable    
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        Task Card #2 SMART Board: Notebook Objectives: Participants will learn how to utilize the SMART Notebook. Table of Contents: Launching The SMART Notebook Page 1 Entering Text Page 1 Top Toolbar Page 2    
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        Create a One-Page Website Using Microsoft Expression Web This tutorial uses Microsoft Expression Web 3 Part 1. Create the Site on your computer Create a folder in My Documents to house the Web files. Save    
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        Using PDF Files in CONTENTdm CONTENTdm uses the Adobe PDF Library to provide features for efficient processing of born-digital documents in Portable Document Format (PDF). PDF files and PDF compound objects    
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        Microsoft Excel 2013: Macro to apply Custom Margins, Titles, Gridlines, Autofit Width & Add Macro to Quick Access Toolbar & How to Delete a Macro. Do you need to always add gridlines, bold the heading    
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        Information used to create labels in the Client Data System (CDS) can be exported out of CDS and used to create labels in Microsoft Word, making it possible to customize the font style, size, and color.    
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        MICROSOFT ACCESS 2007 BOOK 2 4.1 INTRODUCTION TO ACCESS FIRST ENCOUNTER WITH ACCESS 2007 P 205 Access is activated by means of Start, Programs, Microsoft Access or clicking on the icon. The window opened    
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        Adobe Captivate Tips for Success
    

    
        
        Adobe Captivate Tips for Success Before you begin editing your Captivate project, make sure you create a back up copy of your.cp file in case you delete something you need later. 1 Before You Record Your    
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        WHAT S NEW IN WORD 2010 & HOW TO CUSTOMIZE IT The Ribbon... 2 Default Tabs... 2 Contextual Tabs... 2 Minimizing and Restoring the Ribbon... 3 Customizing the Ribbon... 3 A New Graphic Interface... 5 Live    
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        Creating Electronic Portfolios using Microsoft Word and Excel
    

    
        
        Step-by-Step Creating Electronic Portfolios using Microsoft Word and Excel The Reflective Portfolio document will include the following: A Cover Page for the portfolio - Include a Picture or graphic A    
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        Microsoft Office 2010: Introductory Q&As PowerPoint Chapter 1
    

    
        
        Microsoft Office 2010: Introductory Q&As PowerPoint Chapter 1 Are the themes displayed in a specific order? (PPT 6) Yes. They are arranged in alphabetical order running from left to right. If you point    

    
        More information 
    




    
        Introduction to Microsoft Word 2003
    

    
        
        Introduction to Microsoft Word 2003 Sabeera Kulkarni Information Technology Lab School of Information University of Texas at Austin Fall 2004 1. Objective This tutorial is designed for users who are new    
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        Version 8.1 User Guide By TechSmith Corp. User Guide User Guide Contents User s Guide 1 Overview...1 Word, PowerPoint, and Excel Add-Ins...2 Outlook Add-In...2 Internet Explorer / Windows Explorer Add-In...2    
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        SMART Sympodium and Notebook Software 9.5
    

    
        
        SMART Sympodium and Notebook Software 9.5 What is a SMART Sympodium? Equipped with the same software as SMART Board interactive whiteboards, SMART Sympodium interactive pen displays are perfect for presenting    
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        INTRODUCTION U2 Fax and SMS allow faxes and SMS to be sent directly from a user s workstation via the Internet using U2 Webservices. This improves staff efficiency by removing the need to physically fax    
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        Creating a PowerPoint Poster using Windows
    

    
        
        Creating a PowerPoint Poster using Windows Copyright 2001 Michael Dougherty (michael@nmsu.edu) Purpose The purpose of this tutorial is to illustrate how to create a 3 x 4 ft. poster using PowerPoint. This    
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        LEARNING RESOURCE CENTRE GUIDE TO OFFICE 365 LEARNING RESOURCE CENTRE OCTOBER 2014/2015 Table of Contents Explanation of One Drive and Microsoft Office Online... 3 How to create a document and folder...    
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        Hands-on Guide Using FileMaker Pro with Microsoft Office Making FileMaker Pro Your Office Companion page 1 Table of Contents Introduction... 3 Before You Get Started... 4 Sharing Data between FileMaker    
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        Word basics. Before you begin. What you'll learn. Requirements. Estimated time to complete:
    

    
        
        Word basics Word is a powerful word processing and layout application, but to use it most effectively, you first have to understand the basics. This tutorial introduces some of the tasks and features that    
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        Entrust Managed Services PKI Using Entrust certificates with Adobe PDF files and forms Document issue: 1.0 Date of issue: May 2009 Copyright 2009 Entrust. All rights reserved. Entrust is a trademark or    
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        Introduction to Visio 2003 By Kristin Davis Information Technology Lab School of Information The University of Texas at Austin Summer 2005
    

    
        
        Introduction to Visio 2003 By Kristin Davis Information Technology Lab School of Information The University of Texas at Austin Summer 2005 Introduction This tutorial is designed for people who are new    
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        VIRGINIA TECH Inking in MS Office 2013 Getting Started Guide Instructional Technology Team, College of Engineering Last Updated: Fall 2013 Email tabletteam@vt.edu if you need additional assistance after    
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