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Excel: The Basics (2013 or 2010) Author: L.Maddy
This workbook has seven lessons and works perfectly in a 4 — 6 hour class. Your students will
gain a good grasp of the basics of Excel. They will learn to create formulas, format and print
worksheets, copy and move cell data, and generate attractive charts and graphs from your
Excel data.

Retail price: $9.95 Designed for courses 4 — 6 hours in length

Excel: Beyond The Basics (2013 or 2010) Author: L. Maddy
This workbook has six lessons and is designed for a 4 — 6 hour class. Your students will gain
a good grasp of the Excel features beyond the basic level. They will learn to create advanced
formulas using Excel functions like PMT(), IF(), VLookup() and more. They will also learn
about worksheet protection, data validation, creating and using workbook templates, advanced
charting features, and much more.

Retail price: $9.95 Designed for courses 4 — 6 hours in length

Excel: Database and Statistical Features (2013 or 2010) Author: L. Maddy
This workbook has eight lessons and is designed for a 4 — 6 hour class. Your students will
gain a good grasp of the Excel database features. They will learn to create and use Pivot
Tables and Charts. You'll also learn about database functions like DSum() and DAverage().
You'll also learn about filtering and subtotaling Excel data. Finally, you'll learn about performing
statistical analysis using the Analysis Toolpak.

Retail price: $9.95 Designed for courses 4 — 6 hours in length

Word: The Basics (2013 or 2010) Author: L. Maddy
This workbook has eight lessons and is designed for a 4 — 6 hour class. Your students will be
introduced to performing tasks the most efficient way possible to increase your productivity.
This workbook covers document creation and editing. Students will learn to copy and move
and enhance text. They will also learn about page a paragraph formatting, setting tabs,
creating tables and more.

Retail price: $9.95 Designed for courses 4 — 6 hours in length

Word: Enhancing Documents (2013 or 2010) Author: L. Maddy
This workbook has six lessons and is designed for a 4 — 6 hour class. Your students you will
learn some of the desktop publishing features of Word. They will learn to place text in
columns, use Autoshapes, enhance mailing labels, and use and create styles. They will also
learn to add hyperlinks to documents, how to use pre-defined templates, and much more.

Retail price: $9.95 Designed for courses 4 — 6 hours in length

PowerPoint: The Basics (2013 or 2010) Author: L. Maddy
This workbook has eight lessons and is designed for a 4 — 6 hour class. Your students you will
gain confidence creating PowerPoint presentations. They will learn to apply and modify design
themes. They will also learn to insert Audio and Video clips and clip art. They will also learn to
modify master slides, annotate slide presentations and print audience handouts and much
more.

Retail price: $9.95 Designed for courses 4 — 6 hours in length

Each workbook is approximately 100 pages in length



Purchase these wherever books are sold.
Ordering in quantity? Save 20% by ordering on our website
(use discount code shown)
www.LutherMaddy.com

If you’d like more information, visit our website or send an email to
LutherMaddy@gmail.com

Some comments from our users:

Dr. Maddy:

| have enjoyed the evaluation copy of
Excel 2013: The Basics that you sent me
Your [Excel 2010 Basics] workbook is last week. | would like to order 6 copies,
very easy to follow. | enjoy using it as an and an instructor version, if you have one.

Excel Basics training guide

From our clients

I've run all the exercises in the book to
make accurate reference copies of both

Sandra G. Barber spreadsheets at each lesson end point,
Training Specialist, Emory Healthcare, Atlanta GA and | found them effective, clearly written
and easy to follow; just what | was looking
for.
Thanks,

I purchased your Excel 2010 Database .
book because [ wanted to leamn to use Bill H.

Excel like a database {and was still Martin Marietta
clueless after online searches for quick

help). Up to this point in my life, | think |

have always learned 1o use software

through dabbling and never by formal

instruction such as this book. 7 { were

smart enough to use manuals ke this |

might actually be able to use software to

do something worthwhile! [ have just

finished the first three lessons. The book

is excellent. Regards,

Tammy G.
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