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2.8.2 Illustration Formatting (4:00)
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2.8.7 Applied Lab: Insert Images for a Poster

2.8.8 Applied Lab: Insert Images for a Flyer

2.9 Creating and Formatting Tables
2.9.1 Word Tables (3:02)

2.9.2 Table Formatting (5:01)

2.9.3 Word Table Facts

2.9.4 Skills Lab: Create and Format Tables

2.9.5 Challenge Lab: Create and Format Tables

2.9.6 Word Table Tips
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2.10.1 Word Styles (3:44)

2.10.2 Themes and Style Sets (4:04)

2.10.3 Word Templates (2:58)
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2.11 Managing References
2.11.1 Citations and References (4:17)

2.11.2 Footnotes, Endnotes, and Advanced Citations (5:04)

2.11.3 Reference Facts

2.11.4 Skills Lab: Manage References

2.11.5 Challenge Lab: Manage References

2.11.6 Reference Tips

2.11.7 Applied Lab: Manage Essay References

2.11.8 Applied Lab: Add Sources and Footnotes for Research Report

2.12 Managing Headers, Footers, and Sections
2.12.1 Headers and Footers (4:09)
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2.12.2 Header and Footer Options (2:57)

2.12.3 Next Page Section Breaks (4:33)

2.12.4 Continuous Section Breaks (4:27)
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2.12.9 Applied Lab: Format a Research Paper with Sections
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3.0  MICROSOFT EXCEL

3.1 Introduction to Excel
3.1.1 Introduction to Excel (2:22)

3.1.2 Excel Tasks Overview

3.2 Creating and Managing Workbooks
3.2.1 Spreadsheet Basics (3:26)

3.2.2 Worksheet Management (1:51)
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3.2.7 Workbook Management Tips
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3.3 Organizing and Entering Data
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3.3.2 Copy and Paste Options (3:42)

3.3.3 Large Data Sets (4:04)

3.3.4 Data Entry Facts
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3.4 Changing Properties and Printing Worksheets
3.4.1 Data Protection (3:05)

3.4.2 Excel Printing Tips (3:17)
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3.8 Analyzing Data in Charts
3.8.1 Chart Formatting (2:38)

3.8.2 Chart Types (2:23)

3.8.3 Chart Facts
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4.0  MICROSOFT POWERPOINT
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4.1.1 Introduction to PowerPoint (3:07)
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4.1.3 PowerPoint Tasks Overview
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4.2.6 Presentation Management Tips

4.2.7 Applied Lab: Reorganize Presentation Slides

4.2.8 Applied Lab: Create a New Presentation Using a Template

4.3 Formatting Textual Content
4.3.1 Text and Content Placeholders (3:28)

4.3.2 Text Formatting (3:03)
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4.3.3 PowerPoint Text Formatting Facts

4.3.4 Skills Lab: Format Textual Content
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4.3.6 PowerPoint Text Formatting Tips

4.3.7 Applied Lab: Format Text for a Sales Presentation
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4.4.7 Applied Lab: Design a Business Plan Presentation

4.4.8 Applied Lab: Design a Class Presentation

4.5 Using the Slide Master
4.5.1 Slide Masters (4:11)
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4.5.3 Slide Master Facts
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4.5.5 Challenge Lab: Use the Slide Master

4.5.6 Slide Master Tips

4.5.7 Applied Lab: Create a New Slide Master Layout

4.5.8 Applied Lab: Customize a Slide Master Layout

4.6 Formatting Illustrations and Tables
4.6.1 SmartArt (3:09)

4.6.2 PowerPoint Tables (3:02)

4.6.3 Object Formatting (3:48)

4.6.4 Illustration and Table Formatting Facts
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4.6.6 Challenge Lab: Format Illustrations and Tables
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4.7 Formatting Pictures and Other Media
4.7.1 Media Formatting (2:58)

Copyright © 2017 TestOut Corporation. CompTIA, A+, Network+, Security+, Linux+ and related trademarks and trade names are 
the trademarks of CompTIA. Microsoft, MCITP, MSCA, MCTS, Office, and Windows are the trademarks of Microsoft. Cisco and   
CCNA are the trademarks of Cisco.  TestOut has no affiliation with any of these companies and the products and services  
advertised herein are not endorsed by any of them.



4.7.2 Media Formatting Facts
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4.8.1 Animation (2:56)

4.8.2 Transitions (3:10)
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4.9.5 Challenge Lab: Deliver Presentations

4.9.6 Presentation Delivery Tips

4.9.7 Applied Lab: Prepare for a Presentation

4.9.8 Applied Lab: Deliver a PowerPoint Lecture

5.0  MICROSOFT ACCESS

5.1 Introduction to Access
5.1.1 Introduction to Relational Databases (3:50)

5.1.2 Access Tasks Overview

5.2 Managing Databases
5.2.1 Tour of Access (2:59)

5.2.2 Database Terminology (2:23)

5.2.3 Database Management Facts

5.2.4 Skills Lab: Managing Databases

5.2.5 Challenge Lab: Managing Databases

5.2.6 Database Management Tips

Copyright © 2017 TestOut Corporation. CompTIA, A+, Network+, Security+, Linux+ and related trademarks and trade names are 
the trademarks of CompTIA. Microsoft, MCITP, MSCA, MCTS, Office, and Windows are the trademarks of Microsoft. Cisco and   
CCNA are the trademarks of Cisco.  TestOut has no affiliation with any of these companies and the products and services  
advertised herein are not endorsed by any of them.



5.3 Designing and Creating Tables
5.3.1 Database Planning (3:19)

5.3.2 Table Design (3:26)

5.3.3 Default Values (2:22)
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5.4.1 Introduction to Queries (2:25)
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5.4.4 Query Facts
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5.5 Creating Forms
5.5.1 Access Forms (2:20)

5.5.2 Form Formatting (3:22)

5.5.3 Form Facts

5.5.4 Skills Lab: Create Forms

5.5.5 Challenge Lab: Create Forms

5.5.6 Form Tips

5.5.7 Applied Lab: Creating Forms for a School

5.5.8 Applied Lab: Creating Forms for a Library

5.6 Creating Reports
5.6.1 The Report Wizard (2:48)

5.6.2 Reports with Totals (2:39)

5.6.3 Report Formatting (4:38)

5.6.4 Report Facts

5.6.5 Skills Lab: Create Reports
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5.6.6 Challenge Lab: Create Reports

5.6.7 Report Tips

5.6.8 Applied Lab: Creating Reports for a School

5.6.9 Applied Lab: Creating Reports for a Library

A.0  DESKTOP PRO PRACTICE EXAMS

A.1 Preparing for Certification
A.1.1 Preparing for the Desktop Pro Certification Exam (4:35)

A.1.2 Taking the Desktop Pro Certification Exam (1:43)

A.1.3 Desktop Pro Exam Objectives

A.1.4 Desktop Pro Certification FAQs

A.2 Desktop Pro Domain 1: Microsoft Word

A.3 Desktop Pro Domain 2: Microsoft Excel

A.4 Desktop Pro Domain 3: Microsoft PowerPoint

A.5 Desktop Pro Certification Practice Exam

B.0  COMPUTER AND INTERNET BASICS
Computer Basics End-of-Chapter Exam (Pro v4)

C.0  MICROSOFT WORD
Word End-of-Chapter Exam (Pro v4)

D.0  MICROSOFT EXCEL
Excel End-of-Chapter Exam (Pro v4)

E.0  MICROSOFT POWERPOINT
PowerPoint End-of-Chapter Exam (Pro v4)

F.0  MICROSOFT ACCESS
Access End-of-Chapter Exam (Pro v4)

G.0  CHALLENGE EXAM QUESTIONS
TestOut Challenge Exam
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