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CLASS OBJECTIVE:CLASS OBJECTIVE:

Provide an overview of the types of products Provide an overview of the types of products 
and documents that can be created using the and documents that can be created using the 

Microsoft Office suite of programs.Microsoft Office suite of programs.
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••WordWord
••ExcelExcel
••PowerPointPowerPoint
••PublisherPublisher
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PROGRAMS:PROGRAMS:



Hart Memorial Central LibraryHart Memorial Central Library

MICROSOFT WORDMICROSOFT WORD

Word ProcessorWord Processor: A program used to : A program used to 
create and print textual documents.create and print textual documents.
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MICROSOFT WORDMICROSOFT WORD

Word can be used to create the Word can be used to create the 
following types of documents:following types of documents:

••Letters and MemosLetters and Memos
••Papers and ReportsPapers and Reports
••ResumesResumes
••NewslettersNewsletters
••FlyersFlyers
••CalendarsCalendars
••Business CardsBusiness Cards
••Pamphlets and BrochuresPamphlets and Brochures
••Etc.Etc.



Example: Letter



Example: Resume



Example: Calendar



Example: Business Cards 
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MICROSOFT EXCELMICROSOFT EXCEL

SpreadsheetSpreadsheet: A program that lets you lay out : A program that lets you lay out 
numerical data in rows and columns numerical data in rows and columns 

for comparative purposes.for comparative purposes.
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MICROSOFT EXCELMICROSOFT EXCEL

Excel can be used to create the Excel can be used to create the 
following types of documents:following types of documents:

••BudgetsBudgets
••InvoicesInvoices
••Payroll SheetsPayroll Sheets
••Fitness ChartsFitness Charts
••Medication LogsMedication Logs
••Financial CalculatorsFinancial Calculators
••Financial StatementsFinancial Statements
••Sports ScorecardsSports Scorecards
••Etc.Etc.



Example: Budget



Example: Fitness Chart



Example: Financial Calculator
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MICROSOFT POWERPOINTMICROSOFT POWERPOINT

Presentation GraphicsPresentation Graphics: A program that allows : A program that allows 
you to incorporate multimedia features into you to incorporate multimedia features into 

your electronic presentations.your electronic presentations.
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MICROSOFT POWERPOINTMICROSOFT POWERPOINT

PowerPoint can be used to create and enhance PowerPoint can be used to create and enhance 
presentations in the following types of environments:presentations in the following types of environments:

••School/Classroom (Reports, etc.)School/Classroom (Reports, etc.)
••Office/Business (Project Proposals, etc)Office/Business (Project Proposals, etc)
••Home (Trip Slideshow, etc.)Home (Trip Slideshow, etc.)



Example PowerPoint presentation
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MICROSOFT PUBLISHERMICROSOFT PUBLISHER

A program that allows you to design and print A program that allows you to design and print 
a massive selection of high quality a massive selection of high quality 

publications.publications.
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MICROSOFT PUBLISHERMICROSOFT PUBLISHER

Publisher can be used to create the Publisher can be used to create the 
following types of documents:following types of documents:

••Brochures and BookletsBrochures and Booklets
••Business CardsBusiness Cards
••CalendarsCalendars
••Signs and PostersSigns and Posters
••Cards and EnvelopesCards and Envelopes
••NewslettersNewsletters
••Wedding Stationery SetsWedding Stationery Sets
••Labels and JacketsLabels and Jackets
••Etc.Etc.



Example: Brochure



Example: Poster



Example: Wedding Invitation
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ThatThat’’s a wrap!  Any questions?s a wrap!  Any questions?
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