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Loved by instructors for its visual and flexible way to build computer skills, the
Ilustrated Seriesisideal for teaching Microsoft Office 2010 to both computer
rookies and hotshots. Each two-page spread focuses on a single skill, making
information easy to follow and absorb. Large, full-color illustrations represent
how the students' screen should look. Concise text introduces the basic principles
of the lesson and integrates a case study for further application.

Features of This Edition

o Easy to follow and easy to absorb, two-page-spread |essons appeal to a
wide variety of learning styles.

¢ Increased coverage of research in Word Unit D gives students hands-on
experience crafting research papers, helping students to retain and apply
skills outside of the classroom.

o End-of-chapter Independent Challenges and Visual Workshops make
concepts relevant for users and easier to understand through hands-on
applications and detailed explanations.

¢ Quick Tips and Trouble boxes within the step-by-step instructions help
students avoid typical errors and pitfalls.

¢ Cluesto Use boxes offer concise information that expands on the lesson
skill or describes arelated task, adding context to skills and concepts.
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Featuresof ThisEdition
o Easy to follow and easy to absorb, two-page-spread lessons appeal to awide variety of learning styles.

Increased coverage of research in Word Unit D gives students hands-on experience crafting research
papers, helping students to retain and apply skills outside of the classroom.

End-of-chapter Independent Challenges and Visual Workshops make concepts relevant for users and
easier to understand through hands-on applications and detailed explanations.
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and pitfalls.

Clues to Use boxes offer concise information that expands on the lesson skill or describes arelated
task, adding context to skills and concepts.

Microsoft Office 2010: Illustrated Introductory, First Course (Available Titles Skills Assessment
Manager (SAM) - Office 2010) By David W. Beskeen, Carol Cram, Jennifer Duffy, Lisa Friedrichsen,
Elizabeth Eisner Reding Bibliography

o Sales Rank: #510598 in Books
Brand: Brand: Cengage Learning
Published on: 2010-07-27
Original language: English
Number of items: 1



e Dimensions: 11.00" h x 9.00" w x .75" |, 2.95 pounds
¢ Binding: Spiral-bound
* 688 pages

i Download Microsoft Office 2010: Illustrated Introductory, F ...pdf

@ Read Online Microsoft Office 2010: Illustrated | ntroductory, ...pdf



http://ibooko.club/go/read.php?id=0538747153
http://ibooko.club/go/read.php?id=0538747153
http://ibooko.club/go/read.php?id=0538747153
http://ibooko.club/go/read.php?id=0538747153
http://ibooko.club/go/read.php?id=0538747153
http://ibooko.club/go/read.php?id=0538747153
http://ibooko.club/go/read.php?id=0538747153
http://ibooko.club/go/read.php?id=0538747153

Download and Read Free Online Microsoft Office 2010: Illustrated I ntroductory, First Course
(Available Titles Skills Assessment Manager (SAM) - Office 2010) By David W. Beskeen, Carol Cram,
Jennifer Duffy, Lisa Friedrichsen, Elizabeth Eisner Reding

Editorial Review

About the Author

David W. Beskeen has authored or co-authored numerous computer books since 1992, including more than
25 titlesfor Course Technology. He has guided readers in mastering PowerPoint, Word, Excel, Internet
Explorer, Outlook, Windows, Livemotion, and other leading proprietary software packages. An expert in
applied technology, Mr. Beskeen has a variety of teaching and consulting experience in today's computer
technology.

Carol M. Cram is the author of more than 35 textbooks on computer applications, business communications,
and Internet-related subjects. Carol is aso awell-recognized and respected faculty member at Capilano
College in North Vancouver, where she currently serves as the Convenor of the Executive Support Program,
the Program Consultant for Business and Computers in Continuing Education, and as an instructor of
business and computer-related courses.

Jennifer Duffy is afreelance author who lives and works in New Hampshire. She has been writing leading
texts for Course Technology for more than ten years and has authored previous editions of MICROSOFT
WORD ILLUSTRATED for the popular Office series. Ms. Duffy has worked successfully in the business
world as awriter, editor, and public relations liaison. She combines her strong business knowledge and
expertise in Word with exceptional writing skills that ensure the clarity of this and each of her other books.

Lisa Friedrichsen is a Professor at Johnson County Community College in Overland Park, Kansas, where she
teaches database and web development classes. As an author, she has written several prominent Access,
Office, and Web related textbooks. Ms. Friedrichsen combines her ability to teach with extensive industry
experience to create clear, practical presentations. Ms. Friedrichsen's undergraduate degree is in Engineering
from lowa State University and she has an MBA from Drake University. She worked for a decade at IBM
Corporation before becoming a consultant, author, and college professor.

Ms. Elizabeth Eisner Reding has authored numerous books for Delmar and Course Technology on a variety
of software programs, including Adobe Photoshop, Microsoft Office, and Microsoft Publisher. Living in
New Mexico with her husband, Ms. Reding spends her free time grilling, water gardening, road and
mountain biking, and collecting Southwestern art.

Users Review
From reader reviews:
Jennie Groth:

As people who live in the actual modest era should be up-date about what going on or information even
knowledge to make these people keep up with the erathat is always change and progress. Some of you
maybe will certainly update themselves by studying books. It isagood choice for you but the problems
coming to an individual is you don't know what one you should start with. This Microsoft Office 2010:
Ilustrated Introductory, First Course (Available Titles Skills Assessment Manager (SAM) - Office 2010) is
our recommendation to make you keep up with the world. Why, as this book serves what you want and wish
inthisera.



Bonnie Daves:

Playing with family in the park, coming to see the coastal world or hanging out with close friendsis thing
that usually you have done when you have spare time, after that why you don't try thing that really opposite
from that. Just one activity that make you not sensation tired but still relaxing, trilling like on roller coaster
you are ride on and with addition details. Even you love Microsoft Office 2010: Illustrated Introductory,
First Course (Available Titles Skills Assessment Manager (SAM) - Office 2010), it is possible to enjoy both.
It is good combination right, you still desire to missit? What kind of hang typeisit? Oh can occur its mind
hangout fellas. What? Still don't get it, oh come on its known as reading friends.

Donna Vandyne:

Reading a book being new life stylein this season; every people loves to examine a book. When you study a
book you can get agreat deal of benefit. When you read publications, you can improve your knowledge,
since book has alot of information upon it. The information that you will get depend on what sorts of book
that you have read. If you want to get information about your research, you can read education books, but if
you want to entertain yourself ook for afiction books, such us novel, comics, and also soon. The Microsoft
Office 2010: Illustrated Introductory, First Course (Available Titles Skills Assessment Manager (SAM) -
Office 2010) offer you a new experience in studying a book.

Harvey Lee:

Isit a person who having spare time and then spend it whole day by simply watching television programs or
just resting on the bed? Do you need something new? This Microsoft Office 2010: Illustrated Introductory,
First Course (Available Titles Skills Assessment Manager (SAM) - Office 2010) can be the response, oh how
comes? It's abook you know. Y ou are so out of date, spending your spare time by reading in this completely
new erais common not a nerd activity. So what these guides have than the others?
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