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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:
Raymond Llamas:

Spent afree the perfect time to be fun activity to complete! A lot of people spent their free time with their
family, or their friends. Usually they undertaking activity like watching television, planning to beach, or
picnic in the park. They actually doing ditto every week. Do you fed it? Do you want to something different
to fill your personal free time/ holiday? Can be reading a book might be option to fill your no cost time/
holiday. The first thing you will ask may be what kinds of guide that you should read. If you want to test
look for book, may be the reserve untitled Keyboarding & Word Processing, Complete Course, Lessons 1-
120 can be fine book to read. May be it can be best activity to you.



William Martin:

Beside thiskind of Keyboarding & Word Processing, Complete Course, Lessons 1-120 in your phone, it
could possibly give you away to get closer to the new knowledge or info. The information and the
knowledge you are going to got here is fresh from your oven so don't possibly be worry if you feel like an
previous people live in narrow town. It is good thing to have Keyboarding & Word Processing, Complete
Course, Lessons 1-120 because this book offers to you readable information. Do you occasionally have book
but you rarely get what it's interesting features of. Oh come on, that would not happen if you have thisin
your hand. The Enjoyable set up here cannot be questionable, such as treasuring beautiful island. Use you
still want to miss the item? Find this book and also read it from currently!

William Oden:

Do you like reading a reserve? Confuse to looking for your selected book? Or your book seemed to be rare?
Why so many problem for the book? But just about any people fedl that they enjoy for reading. Some people
likes reading, not only science book and also novel and Keyboarding & Word Processing, Complete Course,
Lessons 1-120 or others sources were given knowledge for you. After you know how the fantastic a book,
you feel want to read more and more. Science publication was created for teacher or perhaps students
especially. Those textbooks are hel ping them to increase their knowledge. In various other case, beside
science publication, any other book likes Keyboarding & Word Processing, Complete Course, Lessons 1-120
to make your spare time far more colorful. Many types of book like this one.

AudraYoder:

Reading a publication make you to get more knowledge from the jawhorse. Y ou can take knowledge and
information from the book. Book is prepared or printed or descriptive from each source which filled update
of news. On this modern eralike today, many waysto get information are available for you actually. From
media socia including newspaper, magazines, science book, encyclopedia, reference book, book and comic.
Y ou can add your knowledge by that book. Are you hip to spend your spare time to open your book? Or just
trying to find the Keyboarding & Word Processing, Complete Course, Lessons 1-120 when you required it?

Download and Read Online Keyboarding & Word Processing,
Complete Course, Lessons 1-120 By Susie VanHuss, Connie Forde,
Donna Woo #W XM 01PUGQHL



Read Keyboarding & Word Processing, Complete Cour se, L essons
1-120 By Susie VanHuss, Connie Forde, Donna Woo for online
ebook

Keyboarding & Word Processing, Complete Course, Lessons 1-120 By Susie VanHuss, Connie Forde,
Donna Woo Free PDF dOwnlOad, audio books, books to read, good books to read, cheap books, good books,
online books, books online, book reviews epub, read books online, books to read online, online library,
greatbooks to read, PDF best books to read, top books to read Keyboarding & Word Processing, Complete
Course, Lessons 1-120 By Susie VanHuss, Connie Forde, Donna Woo books to read online.

Online Keyboarding & Word Processing, Complete Cour se, L essons 1-120 By Susie
VanHuss, Connie Forde, Donna Woo ebook PDF download

Keyboarding & Word Processing, Complete Cour se, L essons 1-120 By Susie VanHuss, Connie Forde,
Donna Woo Doc

Keyboarding & Word Processing, Complete Cour s, L essons 1-120 By Susie VanHuss, Connie Forde, Donna Woo
M obipocket

Keyboarding & Word Processing, Complete Coursg, L essons 1-120 By Susie VanHuss, Connie For de, Donna Woo EPub

WXMO01PUBQHL: Keyboarding & Word Processing, Complete Course, L essons 1-120 By Susie VanHuss, Connie Forde,
Donna Woo



