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Exploring Microsoft Word '97 33a9786ca1

Hands-on exercises in every lesson provide just the right amount of practice time. Concepts as well as key-strokes are emphasized. This best-selling author team's hands-on approach and conceptual framework helps students
master important concepts, as well as the features of the powerful Office 97 applications. All books in this series offer consistent presentation common design, pedagogy, writing style, and level. This book will appeal to
students in a variety of disciplines including liberal arts, business, and the sciences. For any course teaching application software using Microsoft Office 97 applications 33a9786ca1

MOUS Certification throughout the expert level for all individual applications and Office 2000. All books in this series offer consistent presentation-common design, pedagogy, and writing style. For anyone interested in
becoming more proficient in Microsoft Office 2000. Concepts as well as key-strokes are stressed. Three levels of chapter-ending exercises, multiple choice, practice, and case studies. Hands-on exercises in every lesson
provide just the right amount of practice time 33a9786ca1

Part of the Exploring Windows Series and the Right PHit Custom Binding Program 33a9786ca1

Intended for any course teaching application software using Microsoft Office 97 applications, this book is of interest to students in a variety of disciplines including liberal arts, business, and the sciences. It emphasizes
concepts as well as key-strokes 33a9786ca1

Take your students into the next millennium with the new Exploring Microsoft Office 2000 Professional series. Grauer and Barber's long established hands-on approach and conceptual framework helps students master
important concepts as well as the newest features of the powerful office 2000 environment 33a9786ca1

For Introductory Computer courses in Microsoft Office 2000 or courses in Computer Concepts with a lab component for Microsoft Office 2000 applications. Master the How and Why of Office 2000. Students master the
\"How and Why\" of performing tasks in Office and gain a greater understanding of how to use the individual applications together to solve business problems 33a9786ca1

Part of the Exploring Windows Series and the Right PHit Custom Binding Program 33a9786ca1

Quality, four-color, spiral bound - Exploring Office 2000 series covers Word 2000, Access 2000, Excel 2000, and PowerPoint 2000. Hands-on exercises in every lesson provide just the right amount of practice time. There
are three combined texts in the series, Exploring Microsoft Office 2000, Vol. This book will appeal to students in a variety of disciplines including liberal arts, business, and the sciences. I and II and Brief Office Pro. MOUS
Certification throughout the expert level for all individual applications and Office 2000. For any course teaching application software using Microsoft Office 2000 applications. Provides the necessary training to pass the
MOUS exam at the expert level, preparing students to enter todays job market. Concepts as well as key-strokes are stressed. This best-selling author teams hands-on approach and conceptual framework helps students master
important concepts, as well as the features of the powerful new Office 2000 applications. The Proficient Certification Edition provides training for the proficient level MOUS exam in all Office 2000 applications. All books in
this series offer consistent presentation - common design, pedagogy, and writing style 33a9786ca1

This book will appeal to students in a variety of disciplines including liberal arts, business, and the sciences. Concepts as well as key-strokes are emphasized. This best-selling author team's hands-on approach and conceptual
framework helps students master important concepts, as well as the features of the powerful Office 97 applications. For any course teaching application software using Microsoft Office 97 applications. All books in this series
offer consistent presentation common design, pedagogy, writing style, and level. Hands-on exercises in every lesson provide just the right amount of practice time 33a9786ca1



Business-oriented problems and cases are included. This work focuses on Microsoft Office Professional. Part of the Exploring Windows 3. 1 series, this text features tutorials which have numerous screen shots to guide the
student through each step of every exercise 33a9786ca1

Volume 2 consists of the advanced chapters for each application and was developed for the rapidly emerging second course in PC applications. -Pref. It is designed for the instructor who seeks to cover the basics of all Office
applications in a single course, but who does not need the extensive coverage that is provided in the individual books. Volume 1 contains the introductory chapters for each application, as well as supplementary modules on
Internet Explorer and Windows 95 33a9786ca1
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