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Office Productivity - 630 Courses and vLabs, 9,751 Topics
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Look) New!

Readers) New!

Look) New!

New!

New!

New!

- Create Legal Forms Using Microsoft® Office Word 2007 New!

& Microsoft® Office 2007: New Features New!

& Microsoft® Office Access 2003: Level 1 (For Use with Screen Readers) New!
&' Microsoft® Office Access 2003: Level 2 (For Use with Screen Readers) New!
' Microsoft® Office Access 2003: Level 3 (For Use with Screen Readers) New!
' Microsoft® Office Access 2003: Level 4 (For Use with Screen Readers) New!
&' Microsoft® Office Access® 2007: Level 1 (Second Edition) New!

&' Microsoft® Office Access® 2007: Level 2 (Second Edition) New!

& Microsoft® Office Access® 2007: Level 3 (Second Edition) New!

&' Microsoft® Office Access® 2010: Transition from Access® 2003 (First

&' Microsoft® Office Access™ 2007: Level 4 (Second Edition) New!
&' Microsoft® Office Excel 2003: Introduction to VBA (For Use with Screen

&' Microsoft® Office Excel 2003: Level 1 (For Use with Screen Readers) New!
&' Microsoft® Office Excel 2003: Level 2 (For Use with Screen Readers) New!
& Microsoft® Office Excel 2003: Level 3 (For Use with Screen Readers) New!
&' Microsoft® Office Excel® 2007: Level 1 (Second Edition) New!

& Microsoft® Office Excel® 2007: Level 2 (Second Edition) New!

&' Microsoft® Office Excel® 2007: Level 3 (Second Edition) New!

&' Microsoft® Office Excel® 2007: Level 4 New!

&' Microsoft® Office Excel® 2007: VBA New!

&' Microsoft® Office Excel® 2008 : Level 2 (Macintosh) New!

&' Microsoft® Office Excel® 2008: Level 1 (Macintosh) New!

&' Microsoft® Office Excel® 2010: Transition from Excel® 2003 (Eirst

& Microsoft® Office FrontPage 2003: Level 1 (For Use with Screen Readers)

&' Microsoft® Office FrontPage 2003: Level 2 (For Use with Screen Readers)

&/ Microsoft® Office InfoPath® 2007: Creating InfoPath Forms New!

&' Microsoft® Office Outlook 2003: Level 1 (For Use with Screen Readers) New!
&' Microsoft® Office Outlook 2003: Level 2 (For Use with Screen Readers) New!
&' Microsoft® Office Outlook 2003: Level 3 (For Use with Screen Readers) New!
& Microsoft® Office Outlook® 2007: Level 1 (Second Edition) New!

& Microsoft® Office Outlook® 2007: Level 2 (Second Edition) New!

& Microsoft® Office Outlook® 2007: Level 3 (Second Edition) New!

& Microsoft® Office Outlook® 2007: New Features New!

& Microsoft® Office PowerPoint 2003: Level 2 (For Use with Screen Readers)




New!

& Microsoft® Office PowerPoint® 2003: Level 1 (For Use with Screen Readers)

&' Microsoft® Office PowerPoint® 2007: Level 1 (Second Edition) New!

&' Microsoft® Office PowerPoint® 2007: Level 2 (Second Edition) New!

&/ Microsoft® Office PowerPoint® 2008 : Level 1 (Macintosh) New!

&/ Microsoft® Office PowerPoint® 2008: Level 2 (Macintosh) New!

&' Microsoft® Office Publisher 2007 New!

&' Microsoft® Office SharePoint® Designer 2007: Level 1 New!

&' Microsoft® Office Word 2003: Level 1 (For Use with Screen Readers) New!
&' Microsoft® Office Word 2003: Level 2 (For Use with Screen Readers) New!
& Microsoft® Office Word 2003: Level 3 (For Use with Screen Readers) New!
& Microsoft® Office Word 2007: Level 1 (Second Edition) New!

& Microsoft® Office Word 2007: Level 2 (Second Edition) New!

& Microsoft® Office Word 2007: Level 3 (Second Edition) New!

& Microsoft® Office Word 2010: Transition from Word 2003 (First Look) New!
&' Microsoft® Office Word® 2008: Level 1 (Macintosh) New!

&' Microsoft® Office Word® 2008: Level 2 (Macintosh) New!

& Microsoft® SharePoint® Designer 2007: Level 2 New!

&' Microsoft® Windows Vista™: Level 1 New!

&/ Microsoft® Windows Vista™: Level 2 New!

& Microsoft® Windows® 7: Level 1 New!

& Microsoft® Windows® 7: Level 2 New!

& Windows® 7: Transition from Windows® XP New!

&/ Microsoft® Office InfoPath™ 2003: Creating InfoPath Forms

&' Microsoft® Office Access® 2007: New Features

&/ Microsoft® Office Access 2003: Level 1

&/ Microsoft® Office Access 2003: Level 2

&/ Microsoft® Office Access 2003: Level 3

&' Microsoft® Office Access 2003: Level 4

& Access 2003: Improving the Effectiveness of an Access Database

&' Access 2003: Optimizing and Securing Access Database Applications

& Access 2003: Designing a Database

& Access 2003: Creating Queries

& Access 2003: Maintaining Existing Databases

& Access 2003: Working with Forms

& Access 2003: Working with Reports

& Access 2003: Improving Usability with Access Macros

& Access 2003: Integrating Access with the Web, XML, and Office Applications
&/ Access 2003: Structure and Analyze Data with Advanced Queries
& Access 2002 (Office XP): Level 1

& Access 2002 (Office XP): Level 2

& Access 2002 (Office XP): Level 3

& Access 2002 (Office XP): Level 4

& Access 2002 (Office XP): Level 1 (For use with Screen Readers)
& Access 2002 (Office XP): Level 2 (For use with Screen Readers)
& Access 2002 (Office XP): Advanced (For use with Screen Readers)




& Access 2000: Level 1

& Access 2000: Level 2

& Access 2000: Advanced

&' Access 2000: Introduction to Application Development

&' Access 2000: Level 1 (For use with Screen Readers)

&' Access 2000: Level 2 (For use with Screen Readers)

& Access 2000: Advanced (For use with Screen Readers)
& Access 97: Level 1

& Access 97: Level 2

& Access 97: Advanced

&' Access 97: Introduction to Application Development

& Access 7.0: Introduction

&/ Microsoft® Office Excel® 2007: New Features

&/ Microsoft® Office Word 2004 for Macintosh: Level 1
&' Microsoft® Office Word 2004 for Macintosh: Level 2
&/ Microsoft® Excel 2004 for Macintosh: Level 1

&/ Microsoft® Excel 2004 for Macintosh: Level 2

&' Microsoft® PowerPoint® 2004 for Macintosh: Level 1
&' Microsoft® PowerPoint® 2004 for Macintosh: Level 2
&' Microsoft® Office Excel 2003: Level 1

&' Microsoft® Office Excel 2003: Level 2

&' Microsoft® Office Excel 2003: Level 3

& Microsoft® Office Excel 2003: Introduction to VBA

& Excel 2003: Working with Existing Workbooks

& Excel 2003: Writing Formulas

& Excel 2003: Analyzing and Managing Data

& Excel 2003: Collaborating with Workbooks

& Excel 2003: Manipulating Workbooks

& Excel 2003: Formatting Excel

&' Excel 2002 (Office XP): Level 1

&' Excel 2002 (Office XP): Level 2

& Excel 2002 (Office XP): Advanced

& Excel 2002 (Office XP): Level 1 (For use with Screen Readers)
& Excel 2002 (Office XP): Level 2 (For use with Screen Readers)
& Excel 2002 (Office XP): Advanced (For use with Screen Readers)
& Excel 2001: Level 1 for Macintosh

& Excel 2001: Level 2 for Macintosh

& Excel 2001: Level 3 for Macintosh

& Excel 2000: Level 1

#' Excel 2000: Level 2

& Excel 2000: Advanced

& Excel 2000: Level 1 (For use with Screen Readers)
& Excel 2000: Level 2 (For use with Screen Readers)
& Excel 2000: Advanced (For use with Screen Readers)
& Excel 98: Introduction for Macintosh

&' Excel 98: Advanced for Macintosh




Edition 2003

Readers)

& Excel 97: Level 1

& Excel 97: Level 2

&' Excel 97: Advanced

&/ Business Statistics in Excel 97

&' Excel 7.0: Introduction

& Excel 7.0: Advanced

&/ Microsoft® Office FrontPage 2003: Level 1

& Microsoft® Office FrontPage 2003: Level 2

& FrontPage 2003: Creating a Basic Web Page

& FrontPage 2003: Enhancing Webpages

& FrontPage 2003: Structuring and Publishing a Web Page
& FrontPage 2003: Creating an Interactive Web Page
& FrontPage 2003: Managing a Web Page

& FrontPage 2002 (Office XP): Introduction

& FrontPage 2002 (Office XP): Advanced

& FrontPage 2000: Introduction

& FrontPage 2000: Advanced

&' FrontPage 98: Introduction

-#' FrontPage 98: Advanced

&/ Microsoft Office 2003: Transition from Office 2000
-#/ Integrating Your Business Systems With Microsoft® Office Professional

& Microsoft Office 2000 to Office XP: New Features
-& Microsoft Office 2000 to Office XP: New Features (For use with Screen

&/ Microsoft Office 2000: Document Integration

&/ Microsoft Office 2000: Macro Programming Using VBA

&/ Microsoft Office 2000: New Features

&' Microsoft Office 2000: Small Business Tools

& Microsoft Office 2000: Web Components and Collaboration

&' Microsoft Office 2000: New Features (For use with Screen Readers)

&/ Microsoft Office 97: Document Integration

& Microsoft® Office Outlook 2003: Level 1

& Microsoft® Office Outlook 2003: Level 2

& Outlook 2003: Optimizing Outlook

& Outlook 2003: Working with Messages

& Outlook 2003: Managing your Schedule

& Outlook 2003: Organizing your Work

&/ Microsoft® Office Outlook 2003: Level 3

& Outlook 2003: Communicating, Customizing and Organizing

& Outlook 2003: Working Offline and with Items

& Outlook 2002 (Office XP): Introduction

- Outlook 2002 (Office XP): Advanced

& Outlook 2002 (Office XP): Level 1 (For use with Screen Readers)
& Outlook 2002 (Office XP): Level 2 (For use with Screen Readers)
& Outlook 2000: Introduction

& Outlook 2000: Advanced




Web Sites

&' Outlook 2000: Introduction (For use with Screen Readers)
& Outlook 98: Introduction

& Outlook 98: Advanced

& Outlook 97: Introduction

&' Outlook 97: Advanced

& Microsoft® Office PowerPoint® 2007: New Features

& Microsoft® Office PowerPoint 2003: Level 1

& Microsoft® Office PowerPoint 2003: Level 2

& PowerPoint 2003: Creating a Basic Presentation

& PowerPoint 2003: Delivering Presentations

-& PowerPoint 2003: Modifying Presentations

& PowerPoint 2003: Working with Tables, Charts, and Diagrams

& powerPoint 2002 (Office XP): Introduction

& powerPoint 2002 (Office XP): Advanced

& pPowerPoint 2002 (Office XP): Introduction (For use with Screen Readers)
& powerPoint 2002 (Office XP): Advanced (For use with Screen Readers)
& PowerPoint 2001: Introduction for Macintosh

& powerPoint 2001: Advanced for Macintosh

& powerPoint 2000 Introduction

& powerPoint 2000: Advanced

& powerPoint 98 for Macintosh

& powerPoint 97: Introduction

& powerPoint 97: Advanced

& powerPoint 7.0: Introduction

& Microsoft® Publisher 2003: Level 1

-4/ publisher 2002 (Office XP): Introduction

&/ Microsoft Publisher 2000: Introduction

& Windows SharePoint Services Administration

& Windows SharePoint Services Installation

& Windows SharePoint Services Web Workspace

& Windows SharePoint Services: Building Collaborative Solutions with Team

&' Microsoft Office 97: Small Business Tools

& Microsoft® Windows Vista™: New Features
&/ Microsoft® Office Word 2007: New Features
&' Word 2003: Working with Tables and Data

&' Word 2003: Creating Document Templates
&' Word 2003: Formatting Documents

&' Word 2003: Creating Basic Documents

& Word 2003: Graphic Elements in Documents
& Word 2003: Making Information Accessible
& Word 2003: Making Documents More Readable
&' Word 2003: Controlling Document Information
&' Microsoft® Office Word 2003: Level 1

& Microsoft® Office Word 2003: Level 2

& Microsoft® Office Word 2003: Level 3




- Word 2002 (Office XP): Level 1

- Word 2002 (Office XP): Level 2

& Word 2002 (Office XP): Advanced

& Word 2002 (Office XP): Level 1 (For use with Screen Readers)
& Word 2002 (Office XP): Level 2 (For use with Screen Readers)
& Word 2002 (Office XP): Level 3 (For use with Screen Readers)
&' Word 2001: Level 1 for Macintosh

&' Word 2001: Level 2 for Macintosh

& Word 2001: Level 3 for Macintosh

-4’ Word 2000: Level 1

-’ Word 2000: Level 2

& Word 2000: Advanced

& Word 2000: Level 1 (For use with Screen Readers)

& Word 2000: Level 2 (For use with Screen Readers)

& Word 2000: Advanced (For use with Screen Readers)

& Word 98: Introduction for Macintosh

&/ Word 98: Advanced For Macintosh

& Word 97: Level 1

& Word 97: Level 2

& Word 97: Advanced

& Word 7.0: Level 2

&' word 7.0: Level 1
L

" Administering a Windows SharePointServices Web Site
VI Applying Security to an InfoPath Form

V'l Creating a Windows SharePoint Services Installations
VI Creating Forms Using InfoPath

* Customizing Form Layout

' Establishing a Workspace

** Modifying Web Site Appearance

** Monitoring Usage

V'l Removing Windows SharePoint Services Components

¥ Using FrontPage to Modify Web Components
Additional Office Productivity English-Only Products - 382 Courses and vLabs, 4,651 Topics

& Acrobat® 8.0: Level 2 New!

4! ACT!2007: Level 1 New!

4! ACT!2007: Level 2 New!

4! ACT!2008: Level 1 New!

4! ACT!2008: Level 2 New!

# ACTI® 2009: Level 1 New!

4 ACTI® 2009: Level 2 New!

& Adobe® Acrobat® 9.0 Pro: Level 1 New!

& Adobe® Acrobat® 9.0 Pro: Level 2 New!

& Adobe® Acrobat® 9.0: Pro Extended New!

& An Introduction to Tablet PCs New!

& Apple Safari v 4.0: Introduction New!

& Corel® WordPerfect® X4: Level 1 New!




Edition) New!

& Corel® WordPerfect® X4: Level 2 New!

&' Crystal Reports® 2008: Level 1 New!

#' Crystal Reports® 2008: Level 2 New!

&' FileMaker® Pro 10: Level 1 New!

&' FileMaker® Pro 10: Level 2 New!

& FileMaker® Pro 9: Level 1 (Macintosh) New!

&' FileMaker® Pro 9: Level 1 New!

& FileMaker® Pro 9: Level 2 (Macintosh) New!

&' FileMaker® Pro 9: Level 2 New!

& Get Going With Quicken 2004 New!

& Getting Productive with Google™ New!

& Getting Started with IBM® Lotus® Symphony™ Documents New!
& Getting Started with IBM® Lotus® Symphony™ Presentations New!
& Getting Started with IBM® Lotus® Symphony™ Spreadsheets New!
& Google™ Chrome: Introduction New!

¢ |BM® Lotus Notes® 8.5: Databases New!

& |BM® Lotus Notes® 8.5: Mail and Calendars New!

4 |BM® Lotus Notes® 8: Databases New!

-4 |BM® Lotus Notes® 8: Mail and Calendars New!

& Internet Explorer 7: Introduction New!

& |nternet Explorer 8: Introduction New!

& |ntroduction to Personal Computers: Using Windows 7 New!

¢ Introduction to Personal Computers: Using Windows Vista™ New!
& Mac OS® X v10.5 (Leopard): Introduction New!

4/ Mac 0S® X v10.6: Introduction New!

& Microsoft® Entourage®: Mac 2008 New!

& Microsoft® Expression® Web 2007: Level 1 New!

& Microsoft® Expression® Web 2007: Level 2 New!

&' Microsoft® Office OneNote® 2007 New!

& Microsoft® Office Project 2007: Level 1 New!

& Microsoft® Office Project 2007: Level 2 New!

& Microsoft® Office Project 2007: Professional New!

&/ Microsoft® Office Project 2007: Web Access New!

&/ Microsoft® Office Sharepoint® Server 2007: Introduction New!

&/ Microsoft® Office Visio® Professional 2007: Level 1 New!

&/ Microsoft® Office Visio® Professional 2007: Level 2 New!

& Microsoft® Windows® SharePoint® Services 3.0: Level 1 New!
&' Microsoft® Windows® SharePoint® Services 3.0: Level 2 (Second

& Microsoft® Windows® SharePoint® Services 3.0: Level 2 New!
& Mozilla® Firefox 3: Introduction New!

& Novell GroupWise® 8.0: Level 1 New!

& Novell GroupWise® 8.0: Level 2 New!

& Open Office 3.0: New features New!

&' OpenOffice Base 2.3 New!

&' OpenOffice Calc 2.3 New!




&' OpenOffice Impress 2.3 New!

& OpenOffice Writer 2.3 New!

%' OpenOffice.org 3.1 Base New!

& OpenOffice.org 3.1 Calc New!

&' OpenOffice.org 3.1 Writer New!

#' QuickBooks® 2009 for Windows: Advanced New!
& QuickBooks® 2009 for Windows: Introduction New!
& QuickBooks® 2010 for Windows: Advanced New!
& QuickBooks® 2010 for Windows: Introduction New!
& Relational Database Design (Third Edition) New!
& Security Awareness (Third Edition) New!

& Using Adobe® Acrobat® Connect™ Professional 7 New!
& Using IBM® Lotus® Connections 2.0 New!

4! Using IBM® Lotus® Quickr™ 8.1 New!

& Using IBM® Lotus® Symphony 1.0 New!

& What's New in IBM® Lotus Notes® 8 New!

& Windows XP Professional: An Introduction New!
&/ Xcelsius 2008: Essentials New!

-&' Maximizing Your Productivity with IBM® Lotus® Notes® 7
&/ Notes 4.5: Introduction

&/ Notes 5.0: Advanced Features

&/ Notes 6.5: Mail and Calendars

&/ Notes 4.6: Database Features

&/ Notes 5.0: Database Features

& Notes 6.5: Databases

&/ Notes 7 Databases (Part 1): Manipulating Documents

& Using IBM® Lotus® Sametime® 7.5

&' Notes 4.6: Mail Features

&' Notes 5.0: Mail Features

&' Notes 7 Databases (Part 2): Managing Documents

&' Notes 5.0: New Features

&/ Notes 7 Mail and Calendars (Part 1): Working with Notes Malil

& Security Awareness (Second Edition) (Part 1): Protecting Information and

Counteracting
Social Engineering

& Microsoft® Office Live Meeting 2005: Next Steps for Organizers (2910)
& Notes 7 Mail and Calendars (Part 2): Scheduling with the Calendar and Using

the To-Do List
& Security Awareness (Second Edition) (Part 2): Maintaining Computer and File

Security
& Security Awareness (Second Edition) (Part 3): Promoting Email Security and

Proper
Responses to Security Incidents

& Acrobat 8.0: New Features
& Acrobat 8.0: Level 1

& Acrobat 7.0: New Features
& Acrobat® 7.0: Level 1 (Part 1)
& Acrobat® 7.0: Level 1 (Part 2)




& Acrobat® 7.0:

Level 2 (Part 1)

& Acrobat® 7.0:

Level 2 (Part 2)

& Acrobat® 6.0:

Standard

& Acrobat® 6.0:

& Acrobat® 6.0:

Professional for Engineering Professionals

& Acrobat® 6.0:

&' Acrobat 5.0: Introduction

&' Adobe Acrobat 5.0: Advanced

& ACT! 2006:

Working with Contact Databases

& ACT! 2006:

Managing Contacts

& ACT! 2006:

Scheduling Activities

& ACT! 2006

. Creating Word Processor Documents

& ACT! 2006:

Working with Templates

& ACT! 2006:

Querying and Manipulating Data

& ACT! 2006

. Customizing the ACT! Environment

& ACT! 2006:

Administrating ACT! and Using Internet Features

& ACT! 2005:

Working with Contact Databases

& ACT! 2005:

Managing Contacts

& ACT! 2005:

Scheduling Activities

& ACT! 2005:

Creating Word Processor Documents

& ACT! 2005:

Querying and Manipulating Data

& ACT! 2005:

Customizing the ACT! Environment

& ACT! 2005:

Working with Templates

& ACT! 2005:

Administrating ACT! and Using Internet Features

& ACT!6.0: Level 1
& ACT!16.0 Level 2

& ACT! 2000:

Introduction

& ACT! 2000:

Advanced

Professional for Creative and Print Professionals (Windows)

Professional for Creative and Print Professionals (Macintosh)

& Approach Millennium Edition 9.5: Introduction
& Approach Millennium Edition 9.5: Advanced
& Approach Millennium Edition 9.0: Introduction

& Netscape Communicator 4.7: Introduction

& Netscape Communicator 4.5: Introduction
& Crystal Reports XI:
& Crystal Reports XI:
& Crystal Reports XI:
&' Crystal Reports XI:
&' Crystal Reports XI:

Creating Reports

Arranging and Displaying Report Data

Formatting Reports

Charting and Distributing Data
Report Manipulation in Crystal Reports Xl
&/ Crystal Reports XI: Data Access Techniques

&/ Crystal Reports XI: Report Enhancements

& Crystal Reports 10: Level 1

& Crystal Reports 10: Level 2

& Crystal Reports 9.0: Level 1

& Crystal Reports 9.0: Level 2

& Crystal Reports 8.5: Basic Skills

& Crystal Reports 8.5: Advanced




& Crystal Reports 8.0: Basic Skills
& Crystal Reports 8.0: Advanced
& Relational Database Design (Second Edition)

&' Relational Database Design: A Practical Approach

& Intranets and Extranets: An Introduction

& Overview of Encarta Encyclopedia 2001

&/ Microsoft Encarta 2000: Overview

& FileMaker Pro 7.0: Level 2 (Windows)

&' FileMaker Pro 7.0: Level 1 (Windows)

&' FileMaker Pro 6.0: Level 2 (Windows)

&' FileMaker Pro 6.0: Level 1 (Windows)

& Freelance Graphics Millennium Edition 9.0: Introduction

& Freelance Graphics Millennium Edition 9.5: Introduction

& Freelance Graphics Millennium Edition 9.5: Advanced

& E-Commerce Profitability: Online Merchandising Using Microsoft® Office

FrontPage® 2003 (4010)

GroupWise

& GroupWise 7.0 Level 1-1: Using GroupWise Email
& GroupWise 7.0 Level 1-2: Organizing Emails and Address Book in

& GroupWise 7.0 Level 1-3: Using GroupWise Calendar and Resources

& GroupWise 7.0 Level 2-1: Exploring Advanced Mail and Message Features

& GroupWise 7.0 Level 2-2: Exploring WebAccess, Rules and Access Rights
& GroupWise 6.5: Level 1

& GroupWise 6.5: Level 2

& GroupWise 6.0: Level 1

& GroupWise 6.0: Level 2

& GroupWise 5.5: Introduction

& GroupWise 5.5: Advanced

& Home Publishing 2000: Overview

& iGrafx FlowCharter 2003: Level 1

&' Microsoft Internet Information Server 4.0

& Internet Explorer 6.0: Introduction

& Internet Explorer 5.5: Introduction

& Internet Explorer 5.0: Introduction

# Internet Explorer 4.0: Introduction

&' | otus 1-2-3 Millennium Edition 9.0: Level 1
& | otus 1-2-3 Millennium Edition 9.0: Level 2
& | otus 1-2-3 Millennium Edition 9.0: Advanced
& | otus 1-2-3 Millennium Edition 9.5: Level 1
¢ | otus 1-2-3 Millennium Edition 9.5: Level 2
¢ | otus 1-2-3 Millennium Edition 9.5: Advanced
& Mac OS X v10.3: Introduction

& Mac OS X v10.2: Introduction

& Mac OS X: Transition

-4 Mac OS X: Introduction

& Macintosh OS 9.0: Introduction

& Macintosh OS 9.0: Advanced




(2912)

& Microsoft Money 2001
& Microsoft Money 2000
& NetMeeting 3.0: Internet Conferencing

& Introduction to Networks and the Internet

& Notes 6: Databases

&/ Notes 6: Mail and Calendars

&' What's New in Microsoft® Office OneNote® 2007 (4625)

& Getting Started with Microsoft® Office Live Meeting 2005 (2909)

& Microsoft® Office Live Meeting 2005: Getting Started for Administrators

& Microsoft® Office Live Meeting 2005: Next Steps for Presenters (2911)
-& What's New in Microsoft® Office Outlook® 2007 (4626)

&' paradox 10: Level 1

&' paradox 10: Level 2

&' paradox 9.0: Introduction

&' paradox 9.0: Advanced

-&/ Microsoft PhotoDraw 2000 Version 2.0: Introduction

- Ppicture It! Express 2000

- Ppicture It! Publishing 2001

&' presentations 12: Creating a Slide Show

& presentations 12: Enhancing a Slide Show
& presentations 12: Working With Charts
& Corel Presentations 11: Level 1

& presentations 10: Level 1

& presentations 9.0: Introduction

& Microsoft Project 2003: Working with an Implemented Project Plan

&' Microsoft Project 2003: Creating and Modifying a Project Plan
&/ Microsoft Project 2003: Professional

& Microsoft Project 2003: Web Access

&' Microsoft Project 2002: Level 1

& Microsoft Project 2002: Level 2 (Revised)

& Microsoft Project 2000: Level 1

& Microsoft Project 2000: Level 2

& Microsoft Project 2000: Advanced

& Microsoft Project 98: Introduction

& Microsoft Project 98: Advanced

& Quattro Pro 12: Creating a Spreadsheet

& Quattro Pro 12: Finalizing a Spreadsheet

& Quattro Pro 12: Creating Charts and Databases
& Quattro Pro 11: Level 1

&/ Quattro Pro 10: Spreadsheets

&/ Quattro Pro 10: Charts and Databases

&' Quattro Pro 9.0: Spreadsheets

&/ Quattro Pro 9.0: Charts and Databases

& Quicken 2001: Introduction

&' SAP R/3 V4.0: User Basics




& SAP R/3 V4.6: User Basics

&/ Team Collaboration Using Microsoft Windows SharePoint Services (4001)
&/ StarOffice 5.1: Transition from Microsoft Office

& Streets & Trips 2001

& Streets and Trips 2000: Overview

&' What's New in Microsoft® Office Visio® 2007 (4629B)
-4 Visio® 2003 Professional

&' Visio 2002 Professional: Level 1

- Visio 2002 Professional: Level 2

&' Microsoft Vizact 2000: Introduction

-& Windows XP Home: Introduction

& Windows 2000 to Windows XP: New Features

& Windows XP Professional: Level 1

& Windows XP: Transition from Windows 98

& Windows XP Professional Level 2

¢/ Introduction to Personal Computers: Using Windows XP

& Windows XP Professional: Introduction (For use with Screen Readers)
& Windows 2000: Introduction

& Windows 2000: Transition from Windows 98

- Introduction to Personal Computers: Using Windows 2000

&' Windows 2000: Introduction (For use with Screen Readers)

& Windows 2000: Transition from Windows 98 (For use with Screen Readers)

&' Windows Millennium Edition: Introduction

& Windows 98: Transition from Windows 95

-# Introduction to Personal Computers: Using Windows 98
& Windows 98: Introduction

& Windows 98: Selected Features and Internet Options
& Windows 95: Introduction

& Windows 95: Advanced

& Windows NT Workstation 4.0: Introduction

& Word Pro Millennium Edition 9.5: Introduction

-& Word Pro Millennium Edition 9.5: Advanced

& Word Pro Millennium Edition 9.0: Introduction

& WordPerfect® 12: Merging Data

& WordPerfect® 12: Advanced Formatting

& WordPerfect® 12: Creating a Document

&' WordPerfect® 12: Making WordPerfect Work for You
& WordPerfect® 12: Modifying a Document

& WordPerfect® 12: Advanced Document Management
& WordPerfect® 12: Advanced Documents

& WordPerfect® 12: Organizing and Proofing a Document
& WordPerfect® 12: Using Documents in the Workplace
& WordPerfect 11: Level 1

& WordPerfect 11: Level 2

& WordPerfect 11: Level 3

& WordPerfect 10: Level 1




& WordPerfect 10: Level 2

& WordPerfect 10: Advanced

-& WordPerfect 10: Transition to Word 2002
&' WordPerfect 9.0: Level 1

&' WordPerfect 9.0: Level 2

& WordPerfect 9.0: Advanced

&' WordPerfect 8.0: Level 1

&' WordPerfect 8.0: Level 2
L'

Adding Criteria to Queries
V'l Adding Criteria to Select Queries
V'l Adding Subreports

-

Applying the Five Techniques
Applying Various Formatting
Brainstorming in a Virtual Environment
Building a Forecast Formula

Building Cross-tabs in Your Report
Building Dictionaries

Calculating and Charting a Moving Average
Calculating Internal Rate of Return
Calculating Net Present Value
Calculating the Conversion Rate
Cleaning Up the Calendar
Communicating Project Information
Configuring the Navigation Pane
Configuring the TaskPad

ey Yoty oty Loy oty Loy oy Ty T2y Ly Ty ey ey 1

Create a Word Document and Creating Tables for a Page Layout

-

Create and Apply Categories

-

Creating a Crosstab Query

Creating a Custom Toolbar for Office Links

Creating a Data List

Creating a Form and Examining a VBA Structure

Creating a Macro to Run an Update Query And Hide Notifications
Creating a Message Using an Address Book and Forwarding a Message
Creating a Pie Chart

Creating a PivotTable

Creating a PowerPoint Presentation that Adheres to the Objectives of the
Audience and
the Presenter

Creating a Product Page Template
Creating a Project Plan Template

Creating a Report

Creating a Table of Contents

Creating a Virtual Team Environment
Creating an Effective Filing System
Creating an Interactive Chart

Creating and Enhancing an Access Report
Creating and Replying to a Message



* Creating and Working with Macros

* Creating Communicating Phases, Milestones, and Deliverables
* Creating Contacts

* Creating Event Routines without Using Command Button Wizard
* Creating Forecasts Based on Scenarios

* Creating Multiple Data Series Charts

* Creating Running Totals

* Creating Select and Totals Queries

* Creating the Main Switchboard

* Creating the Necessary Input Forms

* Creating Various Types of Queries

* Creating VBA Code That Creates an Excel Worksheet
* Determining Optimal Project Mixes

* Displaying Data By Using a PivotChart View

* Displaying Data By Using a PivotTable View Report

* Documenting Work Packages

* Enhancing a Report

* Establishing Targets Using Goal Seek

* Exporting a Report to Excel

 Exporting Reports and creating Report Definitions

* Filtering a Data List

* Generate a Base Report

* Import Data from a Text File and from an Excel File into an Access Database
* Importing From Excel

* Improving Report Processing Speed

* Loading a Recordset into Excel from Access

* Managing Mail

* Managing Professional Graphics with Ease

* Managing Team Documents

* Mastering Tricky Resource Assignments

* Maximizing Sales Opportunities

 Maximizing the Use of the Notes Page View

* Measuring Traffic with FrontPage

* Performing Mail Merge with Word

* Publishing Information Using Word and Excel

* Reporting on Excel Data

* Responding to Client Needs

* Scheduling Meetings

* Solving Problems

* Sorting and Filtering Data

* Streamlining and Improving Processes

* Structuring an E-Commerce Site to Present Products
 Summarizing the Main Idea of a Slide

* Updating a Report with Grouping

* Using and Customizing Labels

* Using Forms and Controls for Criteria



* Using Macros to Display or Hide Sections of a Report
* Using Styles Effectively

* Using the Calendar to Schedule Appointments

* Using the Slide Area to Display Graphics

* Using the TaskPad

 Working with a PivotTable

* Working with a PivotTable and PivotChart

- Working with Collaboration Features

* Working with Formulas



