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Provide students with the best in keyboarding education from the proven
keyboarding leader--now stronger than ever! This latest edition helps to prepare
students for a lifetime of keyboarding success with a complete family of proven
solutions updated for a new decade of business challenges. Students tap into the
latest keyboarding technology, learn to master computer applications, and
increase communication skills with the proven presentation from this best-selling
text. Trust the leader who has taught more than 85 million to type--now bringing
100 years of publishing experience and a century of innovations together in a
complete line of keyboarding solutions for you.
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Editorial Review

Review
CYCLE 1. ARTS AND LITERATURE, LESSONS 1-40 1. Review Letter Keys, Lessons 1-8. 2. Build
Keyboarding Skill, Lessons 9-12. 3. Learn/Review Figure Keys, Lessons 13-14. 4. Build Keyboarding Skill,
Lessons 15-16. 5. Learn/Review Symbol Keys, Lessons 17-19. 6. Build Keyboarding Skill, Lessons 20-21.
7. Learn to Format Memos and E-Mail, Lessons 22-24. 8. Learn to Format Unbound Reports, Lessons 25-27.
9. Learn to Format Personal Business Letters, Lessons 28-30. 10. Learn to Format Tables, Lessons 31-34. 11.
Prepare for Document Assessment, Lessons 35-37. 12. Assess Document Format Skills, Lessons 38-40.
Computer Applications 1. Using Help, Lessons 1-2. Computer Applications 2. Creating Electronic
Presentations, Lessons 1-7. CYCLE 2. SOCIAL STUDIES, LESSONS 41-75. 13. Build Basic Skill, Lessons
41-43. 14. Improve E-Mail and Memo Formatting Skills, Lessons 44-46. 15. Improve Report Formatting
Skills, Lessons 47-52. 16. Build Basic Skill, Lessons 53-54. 17. Improve Letter Formatting Skills, Lessons
55-59. 18. Improve Table Formatting Skills, Lessons 60-64. 19. Prepare for Assessment, Lessons 65-67. 20.
Assess Document Formatting Skills, Lessons 68-70. 21. Integrated Workplace Simulation: HPJ
Communication Specialists, Lessons 71-75. Computer Applications 3. Speech Recognition, Lessons 1-5.
Computer Applications 4. Personal Information Management (PIM), Lessons 1-2. CYCLE 3. SCIENCE
AND MATH, LESSONS 76-111. 22. Enhance Correspondence Formatting Skills (Review of 17), Lessons
76-80. 23. Improve Report Formatting Skills, Lessons 81-86. 24. Process Worksheets, Lessons 87-92. 25.
Build Basic Skills, Lessons 93-94. 26. Create Employment Documents, Lessons 95-100. 27. Prepare for
Assessment, Lessons 101-103. 28. Assess Document Formatting Skills, Lessons 104-106. 29. Integrated
Workplace Simulation: TSEA Science Conference, Lessons 107-111. Computer Applications 5. Extend
Spreadsheet Skills, Lessons 1-6. Computer Applications 6. Search the Web, Lessons 1-6. CYCLE 4.
ENVIRONMENT AND HEALTH, LESSONS 112-150. 30. Process Business Correspondence, Lessons
112-117. 31. Build Basic Skill, Lessons 118-119. 32. Using Desktop Publishing and Formatting Column
Documents, Lessons 120-125. 33. Improve Table Formatting Skills, Lessons 126-131. 34. Build Basic Skills,
Lessons 132-133. 35. Learn to Create a Business Plan, Lessons 134-139. 36. Prepare for Assessment,
Lessons 140-142. 37. Assess Information Skills, Lessons 143-145. 38. Integrated Simulation: SALK Alumni
Association, Lessons 146-150. Computer Applications 7. Database Overview and Develop Database Skills,
Lessons 1-8. Computer Applications 8. Design Web Pages, Lessons 1-4 . Extending Computer Applications.
Computer Applications 9. Enhance Spreadsheet Skills, Lessons 7-12. Computer Applications 10. Expand
Database Skills, Lessons 9-18. Computer Applications 11. Workgroups (WP and SP), Lessons 1-4.
Computer Applications 12. Presentations/Multimedia, Lessons 1-8. Computer Applications 13. Emerging
Technologies, Lessons 1-4. Capstone Integrated Simulation: ?Hoops?. New Key Learning and the 10-
Numeric Key Pad. RESOURCES. 1. Know Your Computer. 2. Windows Tutorial. 3. File Management in
Windows. 4. Language and Writing References. Capitalization. Numeric Expressions. Punctuation.
Grammar. Confusing Words. 5. Proofreader?s Marks. 6. Format References. Envelopes. Report
Documentation. 7. Repetitive Stress Injury. 8. MicroType Multimedia. Index. Software Features Index.

About the Author
Dr. Jack P. Hoggatt is Department Chair of the Department of Business Communications at the University of
Wisconsin-Eau Claire. He has taught courses in Business Writing, Advanced Business Communications, and
the communication component of the university's Master in Business Administration (MBA) program. Dr.
Hoggatt has held offices in professional organizations and has received the Outstanding Post-Secondary
Business Educator Award in Wisconsin. He has served as an advisor to local and state business
organizations. Dr Hoggatt is involved with his community and the school activities of his children.



Dr. Jon Shank is a retired Professor of Education (Emeritus) at Robert Morris University in Moon Township,
Pennsylvania. Dr. Shank served as Dean, School of Applied Sciences and Education for more than 20 years
before returning to the classroom. He taught keyboarding and word processing methods to undergraduate and
graduate students seeking business education certification. Over the years, he has served in numerous
leadership positions in business education professional associations, as a consultant to many school districts,
and on many advisory committees for school districts and the Pennsylvania Department of Education.

Users Review

From reader reviews:

Deborah Green:

Why? Because this Century 21™ Computer Applications and Keyboarding: Comprehensive, Lessons 1-150
(Available Titles CengageNOW) is an unordinary book that the inside of the e-book waiting for you to snap
the item but latter it will jolt you with the secret this inside. Reading this book adjacent to it was fantastic
author who else write the book in such amazing way makes the content within easier to understand,
entertaining method but still convey the meaning totally. So , it is good for you because of not hesitating
having this any longer or you going to regret it. This amazing book will give you a lot of benefits than the
other book get such as help improving your skill and your critical thinking technique. So , still want to hold
up having that book? If I were you I will go to the publication store hurriedly.

Megan Snyder:

Playing with family in a very park, coming to see the marine world or hanging out with close friends is thing
that usually you might have done when you have spare time, after that why you don't try thing that really
opposite from that. One particular activity that make you not sense tired but still relaxing, trilling like on
roller coaster you already been ride on and with addition associated with. Even you love Century 21™
Computer Applications and Keyboarding: Comprehensive, Lessons 1-150 (Available Titles CengageNOW),
it is possible to enjoy both. It is good combination right, you still wish to miss it? What kind of hang type is
it? Oh can happen its mind hangout folks. What? Still don't understand it, oh come on its known as reading
friends.

Audrey Thompson:

Can you one of the book lovers? If so, do you ever feeling doubt if you find yourself in the book store?
Attempt to pick one book that you just dont know the inside because don't judge book by its protect may
doesn't work here is difficult job because you are scared that the inside maybe not since fantastic as in the
outside appearance likes. Maybe you answer might be Century 21™ Computer Applications and
Keyboarding: Comprehensive, Lessons 1-150 (Available Titles CengageNOW) why because the amazing
cover that make you consider about the content will not disappoint you actually. The inside or content is
usually fantastic as the outside as well as cover. Your reading sixth sense will directly show you to pick up
this book.



Antoinette Hogg:

Are you kind of stressful person, only have 10 or maybe 15 minute in your day time to upgrading your mind
skill or thinking skill also analytical thinking? Then you are experiencing problem with the book when
compared with can satisfy your small amount of time to read it because all of this time you only find reserve
that need more time to be go through. Century 21™ Computer Applications and Keyboarding:
Comprehensive, Lessons 1-150 (Available Titles CengageNOW) can be your answer given it can be read by
anyone who have those short free time problems.
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