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Editorial Review

Review

1 Alphabetic Keys. 2 Numeric and Symbol Keys. 3 Word Processing Basics. 4 Business Letter Formats. 5
Simple Reports. 6 Table Basics. 7 Edit Business Documents. 8 Newsletter and Electronic Documents. 9
Selkirk Communications Project. 10 Document Review. 11 Mail Merge. 12 Enhancing Document
Formatting. 13 Table Mastery. 14 Report Mastery. 15 Pacific Newport Medical Group Project. 16 Macros
and Forms. 17 Styles and Master Documents. 18 Workgroup Collaboration. 19 Employment and Online
Documents. 20 Horace Mann Associ ates.

About the Author

Susie H. VanHuss, Ph.D., received her B.S. degree from the University of Southwestern Louisianaand her
MBA and Ph.D. degrees from Indiana University. Her teaching specialties include business communications,
administrative systems, and personnel management. She has authored numerous best-selling textbooks in
communications, keyboarding and word processing, and office technology. In additional, Dr. VanHuss has
written numerous journal articles and has served on the editorial review boards of several leading business
education journals.

Dr. Connie M. Fordeisafull professor in the Department of Instructional Systems, L eadership, and
Workforce Development at Mississippi State University where she teaches and advises in the technology
teacher education and information technology services degree programs and the master's and doctoral
programs in technology. She has served as co-author on the College Keyboarding team for several editions
aswell as co-authored a number of word processing and integrated applications simulations. Dr. Fordeisa
recognized speaker and contributor to the professional literature. Additionally, she has served as president of
both the National Business Education Association and the Southern Business Education Association.

Dr. Donna L. Woo is an Instructor and Department Coordinator for Information Systems/Office Automation
for Cypress College and Associate Director of Education at Pacific College. Shereceived her B.A. and M .A.
in Business Education at Michigan State University and has her Ed.D. from Nova University. Donnaisa
Kellogg Fellow, amember of Phi Kappa Phi, and Delta Pi Epsilon. Her industry experience includes
working for IBM and General Motors. She authored several word processing textbooks and has worked on
severa editions of College Keyboarding.

Users Review
From reader reviews:
Gary Kruse:

Have you spare time for just a day? What do you do when you have far more or little spare time? Y ep, you
can choose the suitable activity intended for spend your time. Any person spent their particular spare timeto
take awalk, shopping, or went to the actual Mall. How about open as well as read a book allowed
Keyboarding & Word Processing, Complete Course, Lessons 1-120? Maybe it is to become best activity for
you. You aready know beside you can spend your time with your favorite's book, you can more intelligent
than before. Do you agree with its opinion or you have various other opinion?



Stephen Hawkins:

What do you in relation to book? It is not important to you? Or just adding material when you need
something to explain what your own problem? How about your time? Or are you busy particular person? If
you don't have spare time to do others business, it is make you feel bored faster. And you have free time?
What did you do? Everybody has many questions above. They must answer that question simply because just
their can do in which. It said that about reserve. Book isfamiliar in each person. Yes, it isright. Because start
from on kindergarten until university need this particular Keyboarding & Word Processing, Complete
Course, Lessons 1-120 to read.

Beverly Bell:

Aswe know that book is very important thing to add our information for everything. By a guide we can
know everything you want. A book is a set of written, printed, illustrated or maybe blank sheet. Every year
seemed to be exactly added. This book Keyboarding & Word Processing, Complete Course, Lessons 1-120
was filled with regards to science. Spend your free time to add your knowledge about your technol ogy
competence. Some people has various feel when they reading a book. If you know how big benefit of abook,
you can truly feel enjoy to read a publication. In the modern eralike now, many waysto get book that you
just wanted.

Sherry Nicholson:

Asascholar exactly feel bored to help reading. If their teacher requested them to go to the library in order to
make summary for some reserve, they are complained. Just minor students that has reading's heart or real
their passion. They just do what the teacher want, like asked to the library. They go to there but nothing
reading significantly. Any students feel that reading through is not important, boring and can't see colorful
photographs on there. Yeah, it isfor being complicated. Book is very important for you personally. Aswe
know that on this period of time, many ways to get whatever we wish. Likewise word says, many ways to
reach Chinese's country. Therefore this Keyboarding & Word Processing, Complete Course, Lessons 1-120
can make you experience more interested to read.
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