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Shelly Cashman Series Microsoft Office 365 Office 2016 Advanced is a comprehensive educational resource
designed to provide users with a deeper understanding of the advanced features and functionalities of Microsoft
Office 365 and Office 2016. The Shelly Cashman Series has long been recognized for its clear, step-by-step
approach to teaching technology, making it an essential tool for students, educators, and professionals alike.
This article will explore the key features of the series, the advanced topics covered, and the benefits of using
this resource for mastering Microsoft Office.

Overview of the Shelly Cashman Series

The Shelly Cashman Series is a widely respected educational program that focuses on teaching various
software applications, particularly Microsoft Office. The series is known for its engaging content, practical
exercises, and real-world applications, making it suitable for learners at all levels. The Microsoft Office 365
and Office 2016 Advanced edition is specifically tailored to help users navigate the more complex features of
these powerful productivity tools.

Key Features of the Shelly Cashman Series

The Shelly Cashman Series offers several key features that enhance the learning experience, including:

- Step-by-Step Instructions: Each chapter is structured to guide users through tasks in a logical manner,
making it easy to follow along.
- Real-World Scenarios: The series includes practical applications and examples that relate to real-world
situations, helping learners understand how to apply their skills.
- Hands-On Projects: Users have the opportunity to practice what they learn through hands-on projects that
reinforce concepts and skills.
- Online Resources: Many editions include access to online resources, such as quizzes, additional exercises, and
tutorial videos.
- User-Friendly Layout: The layout is designed with clear headings, bullet points, and visuals that make it easy
to locate information.

Advanced Features of Microsoft Office 365 and Office 2016

The advanced features covered in the Shelly Cashman Series for Microsoft Office 365 and Office 2016 are
designed to enhance productivity and efficiency. These features include:

Microsoft Word Advanced Features

1. Mail Merge: This powerful feature allows users to create personalized documents, such as letters and
labels, by combining a template with a data source.
2. Styles and Formatting: Advanced techniques for using styles to maintain consistency in documents, including
creating and modifying styles.
3. Collaboration Tools: Utilizing features like comments, track changes, and shared documents to facilitate
teamwork and improve communication.
4. Macros: An introduction to automating repetitive tasks using macros, which can save time and reduce
errors.



Microsoft Excel Advanced Features

1. Advanced Formulas and Functions: Exploring complex functions such as VLOOKUP, INDEX, MATCH, and
nested formulas that enable sophisticated data analysis.
2. PivotTables and PivotCharts: Utilizing PivotTables to summarize large datasets and create PivotCharts
for visual representations of data.
3. Data Validation: Implementing data validation techniques to ensure data integrity and accuracy within
spreadsheets.
4. What-If Analysis: Using tools like Goal Seek and Scenario Manager to forecast outcomes based on varying
input values.

Microsoft PowerPoint Advanced Features

1. Custom Animations and Transitions: Techniques for creating engaging presentations through advanced
animation effects and transitions between slides.
2. Slide Masters: Utilizing Slide Masters to create a consistent design and layout for presentations, making it
easier to manage multiple slides.
3. Embedding Multimedia: Integrating audio, video, and other multimedia elements to enhance presentations and
engage audiences.
4. Collaboration and Sharing: Exploring features that facilitate sharing presentations for collaborative
editing and feedback.

Microsoft Access Advanced Features

1. Database Design: Understanding how to design relational databases, including tables, queries, forms, and
reports.
2. Advanced Queries: Utilizing SQL and advanced query techniques to extract and analyze data more
efficiently.
3. Forms and Reports: Creating custom forms for data entry and designing reports for data presentation and
analysis.
4. Automating Tasks: Implementing macros and VBA (Visual Basic for Applications) to automate repetitive
tasks within Access.

Microsoft Outlook Advanced Features

1. Email Management: Techniques for organizing and managing emails effectively, including rules, categories, and
flags.
2. Calendar Sharing and Scheduling: Utilizing advanced calendar features for scheduling meetings and sharing
calendars with colleagues.
3. Task Management: Learning how to create and manage tasks, set reminders, and use the To-Do List
effectively.
4. Contacts and Groups: Managing contacts, creating distribution lists, and maintaining an organized address
book.

Benefits of Using the Shelly Cashman Series

The Shelly Cashman Series offers numerous benefits to learners, making it a valuable resource for anyone
looking to enhance their skills in Microsoft Office 365 and Office 2016. Some of the key advantages include:

- Comprehensive Coverage: The series provides in-depth coverage of advanced features, ensuring users gain a



thorough understanding of the software.
- Skill Development: By engaging with the material and completing hands-on projects, learners can develop
practical skills that are applicable in the workplace.
- Self-Paced Learning: The structured format allows users to learn at their own pace, accommodating
different learning styles and schedules.
- Preparation for Certification: For those seeking certification in Microsoft Office, the series serves as an
excellent preparatory tool, covering essential topics and skills required for exams.
- Increased Productivity: Mastery of advanced features can lead to increased productivity and efficiency in
personal and professional tasks.

Conclusion

In conclusion, the Shelly Cashman Series Microsoft Office 365 Office 2016 Advanced is an indispensable
resource for anyone looking to deepen their understanding of Microsoft Office applications. With its step-by-
step instructions, real-world scenarios, and hands-on projects, the series equips users with the skills
necessary to leverage advanced features effectively. Whether you are a student, educator, or professional,
this series can enhance your proficiency in Microsoft Office, ultimately leading to improved productivity and
success in your endeavors. By embracing the advanced functionalities offered in Office 365 and Office 2016,
users can unlock the full potential of these powerful tools and thrive in an increasingly digital world.

Frequently Asked Questions

What are some advanced features of Microsoft Office 365 that are
covered in the Shelly Cashman Series?

The Shelly Cashman Series covers advanced features such as collaborative tools in Office 365, advanced
data analysis in Excel, creating dynamic presentations in PowerPoint, and using cloud storage effectively with
OneDrive.

How does the Shelly Cashman Series approach teaching advanced Excel
functions?

The series uses a hands-on approach, providing step-by-step instructions and real-world examples to teach
advanced Excel functions like VLOOKUP, pivot tables, and data validation.

Can users of Office 2016 benefit from the training in the Shelly Cashman
Series?

Yes, users of Office 2016 can benefit as the series includes relevant content on advanced functionalities that
are applicable in both Office 2016 and Office 365, such as advanced formatting and automation techniques.

What types of projects are included in the Shelly Cashman Series to enhance
user learning?

The series includes various projects such as creating budget spreadsheets, developing marketing presentations,
and designing professional reports, all aimed at enhancing practical skills in Office applications.

Is the Shelly Cashman Series suitable for self-learners looking to master



Office 365?

Yes, the series is designed for self-learners, featuring clear instructions, practice exercises, and assessments
that help users progressively master advanced features of Office 365.

How does the Shelly Cashman Series integrate updates from Office 365 into
its curriculum?

The curriculum is regularly updated to include the latest features and improvements in Office 365, ensuring
learners are aware of new tools, functionalities, and best practices as they evolve.
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