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Microsoft Office 2010: Introductory provides a project-based, step-by-step approach to teaching the Office
2010 applications.

About This Edition

Introduce your students to the new generation of Microsoft Office with the new generation of Shelly
Cashman Series books! For the past three decades, the Shelly Cashman Series has effectively introduced
computer skills to millions of students. With Office 2010, we're continuing our history of innovation by
enhancing our proven pedagogy to reflect the learning styles of today's students. In Microsoft Office 2010:
Introductory, you'll find features that are specifically designed to engage students, improve retention, and
prepare them for future success. Our trademark step-by-step, screen-by-screen approach now encourages
students to expand their understanding of the Office 2010 software through experimentation, exploration,
and planning ahead. Brand-new end-of-chapter exercises prepare students to become more capable software
users by requiring them to use critical thinking and problem-solving skills to create real-life documents.

New Features

Expanded coverage of PowerPoint and Outlook to provide a thorough introduction to these applications●

and give exposure to the numerous enhancements made with Office 2010.
Chapter topic redistribution offering concise chapters that ensure complete skill coverage and lead to more●

manageable chapters.
New pedagogical elements that enrich material, creating an accessible and user-friendly approach, allowing●

easy navigation through the skills in each chapter.

Additional Features

A step-by-step, screen-by-screen approach allows educators to successfully teach to all learning styles and●

make sure that students retain information to be used in their personal and professional lives.
A new opening chapter presents essential Office 2010 and Windows® 7 skills, preventing repetitive●

coverage of basic skills in the applications chapters, and providing students with a strong base for further
learning.
Expanded coverage of PowerPoint and Outlook to provide a thorough introduction to these applications●

and give exposure to the numerous enhancements made with Office 2010.
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From reader reviews:

Minerva Gagliano:

Book is actually written, printed, or illustrated for everything. You can recognize everything you want by a
publication. Book has a different type. As you may know that book is important thing to bring us around the
world. Beside that you can your reading ability was fluently. A reserve Microsoft Office 2010: Introductory
(Available Titles Skills Assessment Manager (SAM) - Office 2010) will make you to possibly be smarter.
You can feel far more confidence if you can know about every thing. But some of you think in which open
or reading any book make you bored. It is not necessarily make you fun. Why they are often thought like
that? Have you in search of best book or ideal book with you?

Janet Smith:

The experience that you get from Microsoft Office 2010: Introductory (Available Titles Skills Assessment
Manager (SAM) - Office 2010) will be the more deep you excavating the information that hide inside words
the more you get serious about reading it. It doesn't mean that this book is hard to recognise but Microsoft
Office 2010: Introductory (Available Titles Skills Assessment Manager (SAM) - Office 2010) giving you
excitement feeling of reading. The writer conveys their point in specific way that can be understood simply
by anyone who read that because the author of this reserve is well-known enough. This particular book also
makes your own personal vocabulary increase well. Making it easy to understand then can go together with
you, both in printed or e-book style are available. We suggest you for having this Microsoft Office 2010:
Introductory (Available Titles Skills Assessment Manager (SAM) - Office 2010) instantly.

Joseph Dolezal:

Hey guys, do you would like to finds a new book to study? May be the book with the title Microsoft Office
2010: Introductory (Available Titles Skills Assessment Manager (SAM) - Office 2010) suitable to you?
Typically the book was written by popular writer in this era. The book untitled Microsoft Office 2010:
Introductory (Available Titles Skills Assessment Manager (SAM) - Office 2010)is the main of several books
in which everyone read now. This kind of book was inspired a lot of people in the world. When you read this
e-book you will enter the new dimension that you ever know prior to. The author explained their strategy in
the simple way, consequently all of people can easily to be aware of the core of this book. This book will
give you a large amount of information about this world now. To help you see the represented of the world in
this particular book.

Glen Hall:

The actual book Microsoft Office 2010: Introductory (Available Titles Skills Assessment Manager (SAM) -
Office 2010) will bring one to the new experience of reading the book. The author style to clarify the idea is
very unique. When you try to find new book to study, this book very acceptable to you. The book Microsoft
Office 2010: Introductory (Available Titles Skills Assessment Manager (SAM) - Office 2010) is much



recommended to you to learn. You can also get the e-book from your official web site, so you can more
easily to read the book.
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