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0072260327 * US$ 16.99 

240 pp * Mar 2005 

Adobe Acrobat 7.0   
Marty Matthews 
 
We know a picture is worth a thousand words--so we went heavy on pictures and 
light on words in this easy-to-use guide. Color screenshots and brief instructions 
show you how to use all of Acrobat’s powerful features in no time. Follow along and 
learn to create, view, edit, search, and print PDFs, use Distiller, create interactive 
forms, mark up, and index documents, add links and multimedia, ensure document 
security, and much more. Each chapter’s “How to” list and color-coded tabs make it 
easy to flip straight to the tasks you need to do. Get the book that gets you started 
using Adobe Acrobat right away. 

 
 

 
0072261617 * US$ 16.99 

224 pp * July 2005 

Build an eBay Business  
Carole Matthews 
 
Based on courses for eKnowledge Institute, a training company run by longtime 
eBay insiders, this highly visual guide explains how to set up and operate a thriving 
eBay business. Full-color, step-by-step instructions show you how to develop a 
business plan, implement a sales strategy, create great listings, run successful 
auctions, set up an eBay store, and much more. Each chapter’s “How to” list and 
color coded tabs make it easy to flip straight to specific topics right away.  
 
 

 
 

 
0072255064 * US$ 16.99 

224 pp * Aug 2004 

eBay 
Carole Matthews 

Brace youself, because here comes QuickSteps: The fast, easy, accessible 
information on eBay in a full-color cookbook-style format. Provides answers to all of 
your How-do-I questions in a concise and meaningful way. Lengthwise page layout 
allows for easy page viewing. Useful tips and cautions are displayed in the margins 
so that they don’t break the flow of the quick steps themselves. 

 

 
 

 
0072258950 * US$ 16.99 

240 pp * Nov 2004 

HTML 
Guy Hart-Davis 

The reader learns how to create HTML using a range of tools, from basic text 
editors (such as Notepad on Windows or TextEdit on the Mac) to HTML editors 
(Macromedia HomeSite for Windows, BBEdit for the Mac), to the Microsoft Office 
applications (Word, Excel, PowerPoint, and Access), to leading web-authoring tools 
(Dreamweaver, FrontPage, and GoLive).. 

 

 
 
 
 
 
 



 
 
 

 

iPod and iTunes 
Elliot Van Buskirk 
 
The best-selling, full-color QuickSteps series now covers the world's favorite MP3 
player. Users will learn to get up and running with the iPod and iTunes, download 
and play music, use the iPod's calendar, to do list, contacts, and notes functions, edit 
and display photos, play games, and use the iPod as an external hard drive.  
 
 

0072262532 * US$ 16.99 
224 pp * Oct 2005 

 
 

 

Mac OS X Panther 
Guy Hart-Davis 
 
Short and to the point at about 200 pages, and priced at an affordable price, the 
book concisely covers everything the beginning to intermediate user needs to know 
about Mac OS X. More than 100 essential tasks will be explained. Focuses on just 
the steps users need to immediately accomplish their goals with a combination of 
ready reference and simplified tutorials, like a recipe book for computer users. Inside 
front cover features a jump table that quickly identifies the location of hot topics 
inside the book. The inside back cover features a handy command list and quick tips. 
Clear, legible layout is thoroughly contemporary in design. Tabs provide a handy 
reference to the action being discussed on that page. The lengthwise layout of the 
book provides for a more open, visual display of the material and helps the book lay 
flat on the reader’s desk.  

0072255056 * US$ 16.99 
224 pp * Jul 2006 

 
 

 

Microsoft Office Access 2003 
John Cronan 
 
Brace youself, because here comes QuickSteps: The fast, easy, accessible 
information on Access 2003 in a full-color cookbook-style format. Provides answers 
to all of your How-do-I questions in a concise and meaningful way. Lengthwise page 
layout allows for easy page viewing. Useful tips and cautions are displayed in the 
margins so that they don’t break the flow of the quick steps themselves. 
 
 0072232293 * US$ 16.99 

224 pp * Feb 2004 
 
 

 

Microsoft Office Excel 2003 
Martin Matthews 
 
Answers How-do-I questions with instant, easy recipes illustrated in full color. Here 
comes QuickSteps: Fast, easy, accessible information on Excel 2003 in a full-color 
cookbook-style format. You’ll learn about: Stepping into Excel, Entering and Editing 
Data, Formatting a Worksheet, Using Formulas and Functions, Printing Data, 
Charting Data, Working with Graphics, Managing Data, Analyzing and Sharing Data, 
Extending Excel. 

0072232285 * US$ 16.99 
224 pp * Feb 2004 
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0072258748 * US$ 16.99 

240 pp * Dec 2004 

Microsoft Office FrontPage 2003 
Marty Matthews 
 
This book full of shortcuts for accomplishing common tasks, Need-to-know facts in 
concise narrative, helpful reminders or alternate ways of doing things. And also 
have a bonus information related to the topic being covered, errors and pitfalls to 
avoid. Another great feature is screenshots with callouts show and explains exactly 
what you’ll see on your computer screen while you’re doing a task, really a step by 
step guide book to FronPage 2003. 
 

 

 
 

 
0072232277 * US$ 16.99 

224 pp * Feb 2004 

Microsoft Office Outlook 2003 
Marty Matthews 

We know a picture is worth a thousand words--so we went heavy on pictures and 
light on words in this easy-to-use guide. Color screenshots and brief instructions 
show you how to use all the powerful Outlook features in no time. Follow along and 
learn to handle e-mail, digitally sign messages, use Business Contact Manager, 
update your calendar, schedule appointments, use Outlook with PDAs, and so 
much more. Each chapter’s “How to” list and color-coded tabs make it easy to flip 
straight to the tasks you need to do. Get the book that gets you started using 
Outlook right away. 

 
 

 
0072232307 * US$ 16.99 

224 pp * Jan 2004 

Microsoft Office PowerPoint 2003 
Carole Matthews 
 
You’ll learn: Stepping into PowerPoint, Creating the Presentation, Working with 
Slides, Notes, and Masters, Modifying Slides Text, Creating Tables in Slides, 
Working with Clip Art and Graphs, Working with Organization Charts and 
Diagrams, Special Effects and Drawing in PowerPoint, Working with Multimedia 
and the Internet, Printing and Running a Slide Show 

�
�

 
0072258608 * US$ 16.99 

224 pp * Dec 2004 

Microsoft Office Word 2003 
Martin Matthews 
 
Full-color “How-To” guide book to Microsoft Office Word 2003. With this book 
customer will learn how to work with Documents, Formatting a Document and 
Customizing a Document. Also you’ll learn how to use Printing and Using Mail 
Merge function. In addition this book will discuss about: Using Tables, Working 
with Graphics, Using Special Features, even Creating Web Pages and Using Word 
with Other People. 
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PC  
Guy Hart-Davis 
 
Content: Getting to Know Your PC, Working with Windows XP, Connecting to and 
Using the Internet, Installing and Using Programs, Installing and Using Audio and 
Video, Upgrading, Installing, and Configuration Hardware, Securing Your PC, Setting 
Up a Home Network, Getting Maximum Use out of Your Laptop PC, Troubleshooting 
Hardware. 
 
 0072258721 * US$ 16.99 

240 pp * Aug 2004 
 
 

 

PC Upgrading and Troubleshooting 
Kirk Steers 

This low-priced, fast reference uses color screenshots and brief instructions show 
and explain how to fix all kinds of PC problems. Each chapter’s “How to” list and 
color coded tabs make it easy to flip straight to specific tasks, such as routine 
maintenance, start-up issues, drive, monitor, and peripheral problems, Internet 
connections, upgrading, and more. Useful tips, reminders, shortcuts, and cautions 
are displayed in the margins so they don’t break the flow of the book. Learn instantly 
from the step-by-step graphics that cover: Desktop and laptop PCs, windows XP, 
Multimedia and gaming functions, Printers, monitors, CD and DVD drives. 

 
  

0072259612 * US$ 16.99 
208 pp * May 2003 

 
 

 

Photoshop Elements 3 
Carole Matthews 
 
PhotoShop Elements X QuickSteps is a combination of ready reference and 
simplified tutorials, like a recipe book for computer users. Introductory and 
explanatory texts are reduced to a minimum. The books focus instead on just the 
steps users need to immediately accomplish their goals. 3D icons alert the reader to 
useful notes, tips and cautions that are displayed in the margins so that they don’t 
break the flow of information in the quick steps themselves. Captions and pointers 
ensure that the reader is never confused about what part of the screen shot is being 
discussed.  

0072258594 * US$ 16.99 
256 pp * Mar 2005 

�
�

 

Photoshop  
Marty Matthews 
 
Here is the fastest, easiest way to learn Photoshop--all in full color. Inside, color 
screenshots and brief instructions show and explain how to use Photoshop. Follow 
along and learn to use the drawing and painting tools, retouch photos, add and 
manipulate text, use layers, create special effects, and more. Preparing art for print 
and the Web is also covered. Each chapter’s “How to” list and color-coded tabs 
make it easy to flip straight to specific tasks. Learn instantly from the step-by-step 
graphics that cover: Creating, importing, and saving images, Using paths, shapes, 
and painting, Color correcting, retouching, and repairing images, Saving time with 
actions and automations. 

0072261595 * US$ 16.99 
256 pp * June 2005 
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0072262958 * US$ 16.99 

240 pp * May 2006 

QuickBooks 2006: Financial Software for Small Business 
Cindy Fox 
 
This full-color, step-by-step guide explains how to use QuickBooks, the number 
one small business management software. Nearly every page features 
screenshots with numbered callouts that show and explain how to use all of the 
program’s powerful features to set up a customized small business management 
system. Learn to track funds, manage payroll, process invoices, monitor inventory, 
create budgets, develop fiscal reports, handle bookkeeping, and much more. Each 
chapter’s “How to” list and color-coded tabs make it easy to flip straight to specific 
tasks and get to the information you need right away. 

 

 

 
0072262664 * US$ 16.99 

240 pp * Oct 2005 

Quicken 2006 
Marty Matthews 
 
Nearly every page features of this invaluable guide screenshots with numbered 
callouts that show and explain how to use all of Quicken’s powerful features. You’ll 
learn to balance checkbooks, pay bills, master online banking, track investments, 
handle budgeting, manage taxes, create reports, and much more. Sidebars 
throughout provide alternate methods and further explanations, and each chapter’s 
“How to” list and color-coded tabs make it easy for you to flip straight to specific 
tasks and get to the information you need right away. 

  

 
 

 
0072232188 * US$ 16.99 

240 pp * Jan 2004 

Windows XP 
Marty Matthews 
 
Brace youself, because here comes QuickSteps: The fast, easy, accessible 
information on Windows XP in a full-color cookbook-style format. Provides 
answers to all of your How-do-I questions in a concise and meaningful way. 
Lengthwise page layout allows for easy page viewing. Useful tips and cautions are 
displayed in the margins so that they don’t break the flow of the quick steps 
themselves. 
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Windows Vista 
Marty Matthews 
 
In Windows Vista QuickSteps, full-color graphics and visual step-by-step instructions 
lead you through the operating system, from a basic tour of the new interface to 
mastery of advanced user features. Anyone looking to get started using Windows 
Vista will learn to install and run programs, browse the Internet, organize data, play 
music, watch movies, set up a network, and much more. Each chapter's "how to" list 
and color-coded tabs make it easy for you to flip straight to the tasks you need to do 
right away. 0072263822 * US$ 16.99 

256 pp * Dec 2006 
 
 

 

Microsoft Office Access 2007 
John Cronan 
 
Using step-by-step instructions, Microsoft Office Access 2007 QuickSteps guides 
you through the new interface and powerful features of the latest release of 
Microsoft's popular database software. Even experienced users of earlier versions of 
Microsoft Access will find this book to be an invaluable quick reference tool for 
finding commands and procedures. Full-color screenshots with callouts show and 
explain exactly what you'll see on your computer screen while you're doing a task.  

0072263717 * US$ 16.99 
240 pp * Dec 2006 

 
 
 

 

Microsoft Office Excel 2007 
John Cronan 
 
Microsoft Office Excel 2007 QuickSteps leads you step by step through the new 
interface, new features, and most important functions of Excel 2007. You will learn to 
enter and format data, calculate with functions and formulas, create charts and 
graphs, analyze data, and more. Full-color screenshots with callouts show and 
explain exactly what you'll see on your computer screen while you're doing a task.  

0072263725 * US$ 16.99 
240 pp * Dec 2006 

 
 

 

Microsoft Office Outlook 2007 
Marty Matthews 
 
Microsoft Office Outlook 2007 QuickSteps takes you step by step through the new 
interface and latest features and functions of this popular software. The book 
explains how to set up an e-mail account, take maximum advantage of Outlook's 
powerful organizing and scheduling features, share documents with work groups, 
and much more. Full-color screenshots with callouts show and explain exactly what 
you'll see on your computer screen while you're doing a task. 

0072263733 * US$ 16.99 
240 pp * Dec 2006 
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ISBN Title Author Pub Date  USD  Qty  

0072260327          ADOBE ACROBAT 7.0 QUICKSTEPS             MATTHEWS                                29-Mar-05 16.99  

0072261617          BUILD AN EBAY BUSINESS QUICKSTEPS        MATTHEWS                                21-Jul-05 16.99  

0072255064          eBAY QUICKSTEPS                          MATTHEWS                                03-Aug-04 16.99  

0072258950          HTML QUICKSTEPS                          HART-DAVIS                              15-Nov-04 16.99  

0072262532          iPOD AND iTUNES QUICKSTEPS               VAN BUSKIRK                             25-Oct-05 16.99  

0072255056          MAC OS X PANTHER QUICKSTEPS              HART-DAVIS                              27-May-04 16.99  

0072263717          MICROSOFT OFFICE ACCESS 12 QUICKSTEPS    CRONAN                                  01-Dec-06 16.99  

0072232293          MICROSOFT OFFICE ACCESS 2003 QUICKSTEPS  CRONAN                                  25-Feb-04 16.99  

0072263725          MICROSOFT OFFICE EXCEL 12 QUICKSTEPS     CRONAN                                  01-Dec-06 16.99  

0072232285          MICROSOFT OFFICE EXCEL 2003 QUICKSTEPS   CRONAN                                  27-Jan-04 16.99  

0072258748          MICROSOFT OFFICE FRONTPAGE 03 QUICKSTEPS MATTHEWS                                12-Sep-04 16.99  

0072263733          MICROSOFT OFFICE OUTLOOK 12 QUICKSTEPS   MATTHEWS                                01-Dec-06 16.99  

0072232277          MICROSOFT OFFICE OUTLOOK 2003 QUICKSTEPS MATTHEWS                                26-Feb-04 16.99  

0072232307          MICROSOFT OFFICE PWRPOINT 2003 QUICKSTEP MATTHEWS                                27-Jan-04 16.99  

0072258608          MICROSOFT OFFICE WORD 2003 QUICKSTEPS    MATTHEWS                                07-Dec-04 16.99  

0072258721          PC QUICKSTEPS                            HART-DAVIS                              17-Aug-04 16.99  

0072259612          PC UPGRADING N TROUBLESHOOTING QUICKSTEP STEERS                         03-May-05 16.99  

0072258594          PHOTOSHOP ELEMENTS X QUICKSTEPS          MATTHEWS                                15-Mar-05 16.99  

0072261595          PHOTOSHOP QUICKSTEPS 2E                  MATTHEWS                                10-Jun-05 16.99  

0072262958          QUICKBOOKS 2006 QUICKSTEPS               FOX                                     01-Apr-06 16.99  

0072262664          QUICKEN 2006 QUICKSTEPS                  MATTHEWS                                20-Oct-05 16.99  

0072263822          WINDOWS VISTA QUICKSTEPS                 MATTHEWS                                01-Dec-06 16.99  

0072232188          WINDOWS XP QUICKSTEPS                    MATTHEWS                                27-Jan-04 16.99  

 
 
 
 

 


