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Microsoftr Office 2010: Essentials is an excellent survey of Office 2010 for introductory-level students.
Though written for beginning computer users, this text provides an in-depth look at computer concepts and
the Office 2010 applications. This full color solution offers: * New exercises incorporating work-readiness
skills that reflect SCANS competencies * Online concept review quizzes offering immediate student
feedback * Web simulations for Outlook and exercises that cannot always be done in the lab * Seamless
integration of video tutorials for every topic in every lesson * Four new case studies feature progressive
themes and focus on situations that learners are likely to encounter You'll find the same, relevant topics from
previous editions, along with plenty of features new to Office 2010. In the first lessons, students are
introduced to basic computer concepts, including components and computer types, hardware and software,
and computer security. The Windows lesson includes Windows XP, Vista, and 7, so you don't have to worry
if your lab or your student doesn't have a particular version. A new Online Collaboration lesson covers Web
2.0, cloud computing, social networking, and threaded discussions. The following lessons introduce the
major Office 2010 applications: Word, Excel, PowerPoint, and Access. The text concludes with a
comprehensive, Capstone Integration Project that incorporate all the skills learned in the book.
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From reader reviews:

Donna Gray:

Why don't make it to become your habit? Right now, try to ready your time to do the important act, like
looking for your favorite publication and reading a e-book. Beside you can solve your short lived problem;
you can add your knowledge by the guide entitled Microsoft Office 2010: Essentials: Textbook W/ Elab &
Trial Software. Try to face the book Microsoft Office 2010: Essentials: Textbook W/ Elab & Trial Software
as your close friend. It means that it can for being your friend when you experience alone and beside
associated with course make you smarter than before. Yeah, it is very fortuned for yourself. The book makes
you more confidence because you can know everything by the book. So , we need to make new experience
and also knowledge with this book.

Lauren Marine:

As people who live in the particular modest era should be up-date about what going on or data even
knowledge to make these keep up with the era which can be always change and move forward. Some of you
maybe will probably update themselves by examining books. It is a good choice for yourself but the
problems coming to you actually is you don't know what kind you should start with. This Microsoft Office
2010: Essentials: Textbook W/ Elab & Trial Software is our recommendation to help you keep up with the
world. Why, because book serves what you want and want in this era.

Victor Willis:

Often the book Microsoft Office 2010: Essentials: Textbook W/ Elab & Trial Software will bring one to the
new experience of reading a new book. The author style to clarify the idea is very unique. When you try to
find new book you just read, this book very suitable to you. The book Microsoft Office 2010: Essentials:
Textbook W/ Elab & Trial Software is much recommended to you to study. You can also get the e-book
from official web site, so you can easier to read the book.

Jeffrey Martinez:

Do you like reading a e-book? Confuse to looking for your selected book? Or your book seemed to be rare?
Why so many problem for the book? But any kind of people feel that they enjoy to get reading. Some people
likes reading, not only science book but also novel and Microsoft Office 2010: Essentials: Textbook W/ Elab
& Trial Software as well as others sources were given know-how for you. After you know how the fantastic
a book, you feel wish to read more and more. Science e-book was created for teacher or maybe students
especially. Those books are helping them to add their knowledge. In other case, beside science e-book, any
other book likes Microsoft Office 2010: Essentials: Textbook W/ Elab & Trial Software to make your spare
time much more colorful. Many types of book like here.
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