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For introductory computer courses on Microsoft Office 2010 or coursesin computer conceptswith a
lab component for Microsoft Office 2010 applications.

Your Office isthe Office Applications textbook written for instructors who want more than a ‘ skill & drill’
book that enables students to learn discreet tasks but failsto illustrate the big picture of how these skills work
together. Your Office bridges the gap between skill and application, and empowers students to master
Office 2010 as atoal to solve problems and make decisions.

Our cases progress students from learning the skillsin each Office Application to using the applications as
tools to make business decisions.

Our unique modular structure provides a strong foundation for students through practice in each workshop
and then synthesi zes the objectives covered over two workshops, challenging students to really retain what
they learned as opposed to learning and then forgetting soon after.

Our series scenario introduces alarge global business (the resort and spa) made up of smaller businesses
(golf pro shop, spa, restaurants, event planning, etc) featured in the cases that run throughout all four
applications. This approach gives students a solid understanding of how an organization works by exposing
them to how individualsin all facets of a business interact with tools like Microsoft Office and use
information to make decisions.
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From reader reviews:
Shari Yung:

Nowadays reading books are more than want or need but also get alife style. This reading behavior give you
lot of advantages. Advantages you got of course the knowledge your information inside the book this
improve your knowledge and information. The details you get based on what kind of reserve you read, if you
want have more knowledge just go with schooling books but if you want feel happy read one with theme for
entertaining including comic or novel. Typically the Y our Office: Microsoft Office 2010, Volume 1 (2nd
Edition) iskind of book which is giving the reader unforeseen experience.

Kristin Todd:

The actual book Y our Office: Microsoft Office 2010, Volume 1 (2nd Edition) will bring that you the new
experience of reading a book. The author style to explain the ideais very unique. In case you try to find new
book to study, this book very acceptable to you. The book Y our Office: Microsoft Office 2010, Volume 1
(2nd Edition) is much recommended to you to read. Y ou can also get the e-book from your official web site,
SO you can easier to read the book.

Mildred Duncan:

Playing with family in the park, coming to see the marine world or hanging out with friendsis thing that
usually you have done when you have spare time, after that why you don't try factor that really opposite from
that. A single activity that make you not experiencing tired but still relaxing, trilling like on roller coaster
you aready been ride on and with addition details. Even you love Y our Office: Microsoft Office 2010,
Volume 1 (2nd Edition), you are able to enjoy both. It is great combination right, you still desireto missit?
What kind of hang type isit? Oh come on its mind hangout guys. What? Still don't obtain it, oh come on its
called reading friends.

Misty Ware:

Asascholar exactly feel bored in order to reading. If their teacher asked them to go to the library or make
summary for some book, they are complained. Just little students that has reading's heart and soul or real
their interest. They just do what the professor want, like asked to the library. They go to there but nothing
reading significantly. Any students feel that looking at is not important, boring and also can't see colorful
photos on there. Y eah, it is being complicated. Book is very important to suit your needs. As we know that
on this period, many ways to get whatever we wish. Likewise word says, many ways to reach Chinese's
country. Therefore, this Y our Office: Microsoft Office 2010, Volume 1 (2nd Edition) can make you sense
more interested to read.
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