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CLASS OBJECIIVIE

Provide an overview of the types of products
and documents that can be created using the
Microsoft Office suite of programs.
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PROGRANS;
*Word
osExcel

*PowerPoint
*Publisher
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Word Processor: A program used to
create and print textual documents.
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o| etters and Memos
*Papers and Reports
*Resumes

*Newsletters

°Flyers

*Calendars

*Business Cards
*Pamphlets and Brochures
°Etc.
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Example: Letter

fEi Docunment? - Microsoft Word — =] =]
File Edit Wiew Inserk Format Tools Table wWtindowe Help Type a queskion for help

J.__’}alﬂ_éﬂ_lf?&i ] = EGaramDnd

T

[CLICEKE HERE AND TYPE COMPANTYT NAME,]

June &, 200G
[Click here and type vecipiert’s addweess)

Dizar Sir or Madam:

Tirpe ywour letter here. For more details on modifigng this letter template, doubleclick on this icos: [
To return to this letter, use the Windosr men.

Sinceralsy,

Zlick here and 2 0L fatne
type 5
[Click here and type job nte]

Autoshapes = ™. ~w [ 0 23 Al 257 B] (& | S - - A== = @ JH
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Example: Resume

@Dncun‘nenlﬂ - Microsoft Word — =] =]
File Edit Wiew Inserk Format Tools Table wWtindowe Help Type a queskion for help - X
NS -HR S @& B = BRI~ Wss: [& ¢ arial

A T T T &. P R T TS

[Click here and type addre==] [Put Phone, Fax and Email here]

Ma>xx Benson

[Click here and type objective]

1990—1994 Arbor Shoe South Ridge, 3
Matiorsal Sales Mamsager

= Increased sales from $50 million to $100 million.

= [Doubled sales perrepresentative from $5 million to $10 million.

= Suggested new products that increased earnings by 23%.

1985—1990 Ferguson and Bardwell South Ridge, S

= 4| -t T - -
Lz | mutoshapes~ ™. ™~ [ 20 &l 22 8] (& | S -~ o~ A - = == = @ JH
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Example: Calendar

fEi Docunment? - Microsoft Word — =] =]
Wiew Inserk Format Tools Table wWtindowe Help
2| & AV i i - | &= =

[ -1

Twpe a queskion For help

l]anuary 20006

YWEDMESDMAY

L |
—
Ll
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Example: Business Cards

fEi Docunment? - Microsoft Word

File

Edit

Wiew Inserk Format Tools Table wWtindowe Help

Times Mew Roman

_ =] x|

Twpe a queskion For help

1 = - 23 &

v F =3 - | & =3

o 1 Lo e

MName of Business

Chris Meyer
FPogivon e

1234 Main Street
Glendale, Ca 28111

Phone (203) 555-0100
Fae (2033 555-0101

someons@example.com

MName of Business

Chris Meyer
FPogivon e

1234 Main Street
Glendale, Ca 28111

Phone (203) 555-0100
Fae (203) 555-0101

4

MName of Business

Chris Meyer
Position Hbe

1234 Main Strest
Glendale, CA 98111

Phone (Z03) 555-0100
Fa (203) 555-0101

sormeonai@example .com

MName of Business

Chris Meyer
Position Hbe

1234 Main Strest
Glendale, CA 98111

Phone (Z03) 555-0100
Fa (2030 555-0101
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Spreadsheet: A program that lets you lay out
numerical data in rows and columns
for comparative purposes.
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EXCEl Can e USEa e create the
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*Budgets
elnvoices

°Payroll Sheets
°Fitness Charts
*Medication Logs
°Financial Calculators
°Financial Statements
°Sports Scorecards
°Etc.
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Example: Budget

E Microsoft Excel - Personal budget1
B File  Edit Insert  Format T Dat: : wpe A For help

e

Tahoma

INCOME
Jes

A | =

Daily living

4 4 » »[%Personal budget /
Ready PLITA

E
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Example: Fithess Chart

Eﬂ' Microsoft Excel - Fitness chart for womenl

@ File Edit Wigw Inserk Format Tools Data ind o Help

0 EEH RS A G- 2 = -4l M @ [ century Gothic
k2 - A 5
A, | E | C | ] | E | =}

Fithess Progress Chart for Women

Instructions: Replace the sample data in the first seven columns, and in the Height boxes to the right. The last four (gray) columns syl e
calculated for you using formulas . Then, sees your progress by looking at the Messurements | Weight and B, and Weight and Body Fat
Charts on the ather worksheets . For more information on formulas or using data in charts, sese Excel Help.

NWe=ight Chest Waist Hips=s WNrist Forearm Esiimabed Lean | Esiimalbed Body

Date
[pounds] {incheas] inches]) nches) {inches] [inches) Body Weight Fat Weight

G 102004 14 S22 31 <0 6.5 11.5 1035.50 F6.20
G 1 FF2004 14 S22 31 =N 11.5 1035.59 36.11
S 24200 159 S22 31 a7 11.5 10316 35.54
2004 159 32 25 3% =] 11 105,41 35.59
FrEF 2004 159 a32 25 3% =] 11 105,41 35.59
FE1 42004 135 32 25 3% =] 11 102685 35.32
F22F2004 1537 a32 25 35 =] 11 10219 34.51
FE2PF2004 156 515 275 35 =] 11 101 .54 .48
SraF200d 13545 S51.4 2725 37 =] 105 10089 3431
SF1272004 13545 515 27 37 =] 105 10022 34085
8122004 154 31 27 37 =] 10 oeeF 3405
SF2 G 2004 155 31 27 37 6.2 10 e 2 33.7%
SRFR004 152 31 27 36 6.2 10 ®5.72 33.26
SR 200 150 31 28 36 6.2 10 @FA2 32.56
SF1 G 2004 150 31 28 36 6.2 10 @FA2 32.56

14 4 » M |»Data Measurements Zhark weight and BMI Chart weight and Body F| 4 |
Ready




Example: Financial Calculator

Eﬂ' MMicrosoft Excel - Buy vs. lease car calculatorl

B File Edit ¥ew Insert  Format  Tools  Daka  window  Help Tvpe a question For help
O E = (& | S [& il | B3 & - ?_._,. b -"'E¢ !ﬂ_ (7] = Yerdana

- - |[E]z u =]
B2 - B Buvy ws. Lease Car

) B [ C EE F G H]

[Buy vs. Lease Cair

Make 2 Model:

Suggested retail price

Tax, title, etc,

Refundable security deposit
First month's pavment

Capital cost reduction payment

Last month payment in advance?
Pavment (if yves)

Selling price at end of lease
Monthly lease pavment

Lease term

Discount for present value

Future walue of last payment
Initial costs

Fimancing costs
Present walue of refund

Suggested retail price
Tax, title, etc.

Cown payment

Resale value

Monthly loan payvment
Term of loan

Loan rate

Fresent value of resale

Initial costs
Fimancing costs

4 4 HP\BU? ws. Lease Car

Ready

(R
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Presentation Graphics: A program that allows
you to incorporate multimedia features into
your electronic presentations.

>
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POWERROInt Cantne USEd torcreaterancrenneance
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*School/Classroom (Reports, etc.)
*Office/Business (Project Proposals, etc)
*Home (Trip Slideshow, etc.)
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Example PowerPoint presentation

ﬁ MMicrosoft PowerPoint - [Microsoft OFfice Basics_ 1] — || |
) File  Edit X Insert nak : . Tvpe a queskion For help - X

RN=N= W= L | T i 2 @ J | ZE

Arial 5] ; ¢ Design -] Mews Slide
= E |y I—‘_I_ 1 - _I—' Im = ﬁ

slide Layout

Click to add text

when inserting new slide
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A program that allows you to design and print
a massive selection of high quality
publications.

3 (O 4
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*Brochures and Booklets
*Business Cards
*Calendars

*Signs and Posters
*Cards and Envelopes
*Newsletters

*Wedding Stationery Sets
o[ abels and Jackets

°Etc.
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Example: Brochure

E Publicationz - Microsoft Publisher - Prink Publication
File  Edit
1 = =

= Brochure Options

d‘h Fublic:







Example: Wedding Invitation

Publication? - Microsoft Publisher - Print Publication —_ |5| x|
File Edit Wiew Inserk Format Tools Table Arrange Windones Type a queskion for help -
NS - G AV B I L & | @

T i | : :

SO OF MF. AMND MES. GRO OM'S FPAREIMNTS

EE
=
<l
sl
M
“u
B
(]
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SATURDAY, THE T'WENTY-FIEST OF JUME

w

TWO THOUTS AMD AMD FOTR
ELEVEMN &ML E IN THE MOBMING
AT LoZ &'TIOR

CITY, STATE

=708, 1.285 in.




VIICIROSOET OFFICE BASICS

)

That's a wrap! Any questions?
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