
New Perspectives Series Video List 
 
Welcome 
Downloading Student Data Files 
Touring the Windows Vista Desktop 
Exploring Your Computer 
Organizing Files and Folders 
Working with Folders and Files 
Browser and E-mail Basics 
The Internet and the World Wide Web 
Exploring E-mail 
Getting Started with Microsoft Office 2007 
Exploring Common Window Elements 
Using Contextual Tools 
Word Tutorial 1: Creating a Document 
Exploring the Word Window 
Correcting Errors 
Understanding Line and Paragraph Spacing 
Previewing and Printing a Document 
Word Tutorial 2: Editing and Formatting a Document 
Moving Text in a Document 
Changing Margins 
Aligning Text 
Working with Themes and Fonts 
Word Tutorial 3: Creating a Multiple-Page Report 
Organizing Information in Tables 
Setting Tab Stops 
Formatting a Document in Sections 
Adding Headers and Footers 
Word Tutorial 4: Desktop Publishing and Mail Merge 
Elements of Desktop Publishing 
Inserting Graphics 
Performing a Simple Mail Merge 
Creating a Blog Postcel 
Understanding Spreadsheets 
Planning a Workbook 
Working with Formulas 
Introducing Functions 
Formatting Data 
Formatting Worksheet Cells 
Working with Table Styles 
Introducing Conditional Formats 
Understanding Cell References When Copying Formulas 
Understanding Function Syntax 
Working with AutoFill 
Working with Logical Functions 
Working with Financial Functions 
Creating Charts 
Working on Chart Design 
Creating a Column Chart 
Creating a Line Chart 
Integration Tutorial 1: Integrating Word and Excel 
Object Linking and Embedding 
Introduction to Database Concepts 
Creating a Table in Datasheet View 
Entering Records 



Managing a Database 
Guidelines for Setting Field Properties 
Creating a Table in Design View 
Specifying the Primary Key 
Defining Table Relationships 
Introduction to Queries 
Defining Record Selection Criteria for Queries 
Defining Multiple Selection Criteria for Queries 
Creating a Calculated Field 
Creating a Form Using the Form Wizard 
Creating a Form with a Main Form and a Subform 
Creating a Report Using the Report Wizard 
Using Conditional Formatting in a Report 
Integration Tutorial 2: Integrating Word, Excel, and Access 
Using Excel Data in Access 
PowerPoint Tutorial 1: Creating a Presentation 
Switching Views and Navigating a Presentation 
Modifying a Presentation 
Adding a New Slide and Choosing a Layout 
Promoting, Demoting, and Moving Outline Text 
PowerPoint Tutorial 2: Applying and Modifying Text and Graphic Objects 
Applying a New Theme 
Understanding Graphics 
Creating a Table in a Slide 
Creating a Diagram on a Slide 
Integration Tutorial 3: Integrating Word, Excel, Access, and PowerPoint 
Linking an Excel Chart to a PowerPoint Presentation 
Creating Web Pages with Microsoft Office 2007 
Sharing Office Files Online 
Appendix A: Windows XP, Exploring the Basics of Microsoft Windows XP 
Touring the Windows XP Desktop 
Exploring Your Computer 
Appendix A: Windows XP, Managing Your Files with Windows XP 
Organizing Files and Folders 
Working with Folders and Files 
 


