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PREFACE

We are proud to announce the fourth edition of the Exploring Windows series in
conjunction with Microsoft® Office 2000. The series has expanded in two impor-
tant ways—recognition by the Microsoft Office User Specialist (MOUS) program,
and a significantly expanded Web site at www.prenhall.com/grauer. The Web site
provides password-protected solutions for instructors and online study guides
(Companion Web sites) for students. Practice files and PowerPoint lectures are
available for both student and instructor. The site also contains information about
Microsoft Certification, CD-based tutorials for use with the series, and Trainlt and
Assesslt software.

The organization of the series is essentially unchanged. There are separate
titles for each application—Word 2000, Excel 2000, Access 2000, and PowerPoint®
2000, a book on Windows® 98, and eventually, Windows 2000. There are also four
combined texts— Exploring Microsoft Office Professional, Volumes I and I,
Exploring Microsoft Office Proficient Certification Edition, and Brief Office.
Volume I is a unique combination of applications and concepts for the introduc-
tory computer course. The Volume I Revised Printing includes new sections on
Windows 2000, Essential Computing Concepts, Outlook, and an Extended Prob-
lem Set. The modules for Word and Excel satisfy the requirements for proficient
certification. The Proficient Certification Edition extends the coverage of Access
and PowerPoint from Volume I to meet the certification requirements, but
(because of length) deletes the units on Internet Explorer and Essential Computer
Concepts that are found in Volume I. Volume II includes the advanced features
in all four applications and extends certification to the expert level. Brief Office is
intended to get the reader “up and running,” without concern for certification
requirements.

The Internet and World Wide Web are integrated throughout the series.
Students learn Office applications as before, and in addition are sent to the Web
as appropriate for supplementary exercises. The sections on Object Linking and
Embedding, for example, not only draw on resources within Microsoft Office, but
on the Web as well. Students are directed to search the Web for information, and
then download resources for inclusion in Office documents. The icon at the left of
this paragraph appears throughout the text whenever there is a Web reference.

The Exploring Windows series 1s part of the Prentice Hall custom-binding
(Right PHit) program, enabling instructors to create their own texts by selecting
modules from Volume I, the Proficient Certification Edition, and/or Brief Office to
suit the needs of a specific course. An instructor could, for example, create a cus-
tom text consisting of the proficient modules in Word and Excel, coupled with the
brief modules for Access and PowerPoint. Instructors can also take advantage of
our ValuePack program to shrink-wrap multiple books together at a substantial
saving for the student. A ValuePack is ideal in courses that require complete cov-
erage of multiple applications.

Instructors will want to obtain the Instructor’s Resource CD from their Pren-
tice Hall representative. The CD contains the student data disks, solutions to all
exercises in machine-readable format, PowerPoint lectures, and the Instructor
Manuals themselves in Word format. The CD also has a Windows-based test gen-

erator. Please visit us on the Web at www.prenhall.com/grauer for additional
information.



FEATURES AND BENEFITS

Exploring Microsoft Office
Volume | is written for the
novice and assumes no previous

knowledge of the operating sys-
tem. A 64-page prerequisites

section introduces the reader to
the essentials of Microsoft Win-
dows 2000 and emphasizes the

file operations he or she will

need.

Our text emphasizes the benefits
of the common user interface,
which pertains to all applications
in Office 2000. Individuals
already familiar with one Office
application are encouraged to
leverage what they already know
to learn a new application more
quickly.
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HANDS-ON EXERCISE 2 STEP 2 Save the Picture
» Point 10 the picture of President Kennedy you want 1o use o your documeit

WOI'd 2000 Di'ld the WEb Click the right moose button to display & ahorteul menw. then chick the Save
Picture As command (0 display the Save As dialog box i Figure 390
Objective: To download o picture from the Infernet for use in & Word docw ¢ Click the drop-down srrow in the Save i fist box to specily the drive and
ment; jo insert o hyperink into @ Word document; 1o save o Word document folder in which you wan! to save the graphic
s a Web poge. The axercise requires on Internet connection * [ntermet Explorer supplics the file pame and Ale lype for vou. You may
change the name, but you cannot change the lle type
STEFP 1: Scarch the Web « Click the Save button to download the image. Remember the file name
> Start Internet Explorer, Click the Maximize button so that Internet Ixplorer and loeation, s you will need Lo access the file in e next step.
tnkes the entire serevn. » The Save As dialog box will close automatically after the picture has been
» Click the Search bulton on the Inmtermet Explorer toolbar 1o open the downlonded. Click the Minimize button in the Interncl Explorer window,
Explarer bar. The option button to find 2 Web page is selected by default since you are temporanily Nmshed using the brovwser
Enter Johm Kennedy 1n the text box, then click the Search hutton.
» The results of (he search are displaved in the ket pane, You can follow any Paint S0 pechure ond chick nght
of the links retumed by your scarch enging, or vou can atteropt 1o duplicate mouss bufon to dnploy
our results using Yaboo, (lick the dowa arrow on the Next button, then shorfout meny | -
sclect Yahoo as the scarch engine \\

| The History Place”

» The list of hits i displuyed a1 the bottom of the left pane as shown in Fig-
ure 389 (Your lst may be difforent from ours ) Click any link and the asso

ciated page i displayed im the nght pane. We chose the first eategory. The Click to select desired drive

Iinks for that cstegory are displayed in the right pane, whete we chose the and/or folder
link o Photo History of JFK. \ e v
» Close the lefl pane to give yoursell more room W browse through the site Erti Msicamsd » I -" [_"‘
conlmining the Kennedy pholographs. (You can click the Sesrch betion ut B ~ [ =~ = B
any titne to reopen the Explarer bar (0 choose a different site.) \-\\ beani S e S S8 T
r - A : 4
Click k& close Exploror bar ‘\\ \ |
ik dopdan coro on | RSN o | 8 LSS NS G s
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Elac:m:'?mﬁmm Rt TR ALITE T T Pkt s 2 b s o b MINIMIZING VERSUS CLOSING AN APPLICATION
1oy B -';--..t--;_.l... MIiN) .
» A limde bk’ :
Minimizing an application is different from closing it and you should
Y aeaed hvwewed 106 dmms 4.4 = e by el aemlowe [RJUET T g B WIHMMIM 1 mm h'ﬂ‘k“h‘
o - ton open 1 memaory, but shemks its window 1o 8 button on the Windows
| Emsies e s e e -| txkbar 80 thal you can return 1o it later i the sesston. Closing an apph-
: o : e ction removes e application from memory, so sl you bave to reslan
—_— MESR 9 wrive ] the application o you peed . The sdvantige o coung an application,
(o) Seatch the Web (ep 1) however, is that you frec system rescurces, so that your remasung appli-
cations will run more ¢fficiently.

FIGURE 3.9  Honds-on Exercisa 2
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A total of 45 in-depth tutorials
(hands-on exercises) guide the
reader at the computer and are
illustrated with large, full-color,
screen captures that are clear
and easy to read. This exercise
shows the reader how to down-
load resources from the Web for

inclusion in a Word document.

A unique 48-page section
acquaints the student with essen-
tial computing concepts that -
pertain to the PC as well as the
mainframe. The reader learns
about the CPU memory, auxiliary
storage, input and output
devices, operating systems, and
application software.
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When: June 21, 1999
8:00AM - 10:00PM

Where: 13640 South Dixie Highway

J7 .
Compuier World

Computers
Printers

| Fax/Modems

| CD-ROM drives
Sound Systems

Software

Computer World's Annual Pre-Inventory Sale |

FIGURE 3.13  loserfing Objects (Exarcise 1)

Etc.
+ _ MICROSOFT woRD 2000 /

Pre-Invenio|
/

Sales Associate. Bianca Coslo
Every chapter contains a large
number of practice exercises that
review the material and expose
the student to a wide range of
different documents. These exer-

cises are taken from Chapter 3
in Word.

Every chapter also contains a
number of less-structured case
studies to challenge the student.
The Web icon appears through-
out the text whenever the student
is directed to the World Wide
Web as a source of additional
material.

An extended problem set
has been added to the Revised
Printing of Volume |. These exer-
cises are entirely new and may
be used in conjunction with, or
in place of, the end-of-chapter
problems in the individual
chapters.
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Valentine’s Day

We'll serenade your sweetheart

Call 284-LOVE
VYVVYVVVVYVYVYVYYYYY

STUDENT COMPUTER LAB
Fall Semester Hours

2OAM - COPM

FGURE 314 Exploring TruaType (Exercise 7)
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The Exploring Windows series is
a unique combination of concepts
as well as hands-on exercises.
Chapter 1 in each section starts

with the basics of the application |

and assumes no previous knowl-
edge on the part of the reader.

Knowledge of search engines is
essential in order to use the
Internet effectively. This example
from Chapter 2 in the Internet
Explorer section shows the impor-
tance of using multiple engines
for the same query.
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