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Focus on the keyboarding and formatting skills most important for career success! KEYBOARDING AND
WORD PROCESSING 17E, LESSONS 1-60, uses proven techniques to guide users from the basics of new-
key learning to business documents using the commands of Microsoft Word 2007. Lessons are clearly
focuses on needs with skill building, communication skills, proofreading activities, and document
formatting. Lessons 1-25 concentrate on developing keyboarding skill by learning the alphabetic
keyboarding, top-row numbers, symbols, and the numeric keypad. Lessons 26-60 teach the basics of
document and word processing formats including block and modified block letters, memos, e-mails, tables,
review and edit documents, and graphics and newsletters.
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From reader reviews:

Aaron Mullen:

In other case, little persons like to read book Keyboarding & Word Processing, Lessons 1-60 (College
Keyboarding). You can choose the best book if you'd prefer reading a book. As long as we know about how
is important a book Keyboarding & Word Processing, Lessons 1-60 (College Keyboarding). You can add
know-how and of course you can around the world by just a book. Absolutely right, mainly because from
book you can learn everything! From your country till foreign or abroad you will be known. About simple
point until wonderful thing it is possible to know that. In this era, we can open a book or even searching by
internet gadget. It is called e-book. You can use it when you feel bored stiff to go to the library. Let's learn.

Candy Yazzie:

Reading a book can be one of a lot of task that everyone in the world likes. Do you like reading book
therefore. There are a lot of reasons why people enjoy it. First reading a e-book will give you a lot of new
details. When you read a publication you will get new information mainly because book is one of several
ways to share the information or maybe their idea. Second, looking at a book will make you actually more
imaginative. When you looking at a book especially hype book the author will bring you to definitely
imagine the story how the personas do it anything. Third, you are able to share your knowledge to some
others. When you read this Keyboarding & Word Processing, Lessons 1-60 (College Keyboarding), you may
tells your family, friends and also soon about yours reserve. Your knowledge can inspire others, make them
reading a book.

David Colon:

Are you kind of hectic person, only have 10 or maybe 15 minute in your day time to upgrading your mind
talent or thinking skill actually analytical thinking? Then you have problem with the book compared to can
satisfy your short time to read it because all of this time you only find guide that need more time to be study.
Keyboarding & Word Processing, Lessons 1-60 (College Keyboarding) can be your answer as it can be read
by you actually who have those short time problems.

Elda Ornelas:

Reading a book for being new life style in this calendar year; every people loves to go through a book. When
you examine a book you can get a large amount of benefit. When you read ebooks, you can improve your
knowledge, simply because book has a lot of information in it. The information that you will get depend on
what sorts of book that you have read. If you need to get information about your analysis, you can read
education books, but if you want to entertain yourself you can read a fiction books, these kinds of us novel,
comics, in addition to soon. The Keyboarding & Word Processing, Lessons 1-60 (College Keyboarding)
provide you with a new experience in looking at a book.
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