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For introductory computer courses on Microsoft Office 2010 or coursesin computer conceptswith a
lab component for Microsoft Office 2010 applications.

Your Office isthe Office Applications textbook written for instructors who want more than a ‘ skill & drill’
book that enables students to learn discreet tasks but failsto illustrate the big picture of how these skills work
together. Your Office bridges the gap between skill and application, and empowers students to master
Office 2010 as atool to solve problems and make decisions.

The cases progress students from learning the skills in each Office Application to using the applications as
tools to make business decisions.

The unique modular structur e provides a strong foundation for students through practice in each workshop
and then synthesi zes the objectives covered over two workshops, challenging students to really retain what
they learned as opposed to learning and then forgetting soon after.

The series scenario introduces alarge global business (the resort and spa) made up of smaller businesses
(golf pro shop, spa, restaurants, event planning, etc) featured in the cases that run throughout all four
applications. This approach gives students a solid understanding of how an organization works by exposing
them to how individualsin all facets of a business interact with tools like Microsoft Office and use
information to make decisions.

For a behind-the-scenes ook at Y our Office, visit http://www.youtube.com/user/Y ourOffice2010

**Thisis a one-chapter supplement.**
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From reader reviews:

Margaret Clayton:

What do you think about book? It isjust for students because they are still students or it for al peoplein the
world, the actual best subject for that? Just you can be answered for that concern above. Every person has
distinct personality and hobby for every other. Don't to be obligated someone or something that they don't
wish do that. Y ou must know how great as well asimportant the book Y our Office: Getting Started with
Web 2.0. All type of book isit possible to see on many methods. Y ou can look for the internet methods or
other social media.

Kimberly Hopkins:

As people who live in the actual modest era should be update about what going on or facts even knowledge
to make all of them keep up with the erawhich can be aways change and move forward. Some of you
maybe can update themselves by studying books. It is agood choice for you but the problems coming to you
isyou don't know what type you should start with. This Y our Office: Getting Started with Web 2.0 is our
recommendation so you keep up with the world. Why, because book serves what you want and want in this
era

James Furlow:

Now aday folks who Living in the erajust where everything reachable by talk with the internet and the
resources included can be true or not require people to be aware of each information they get. How people
have to be smart in acquiring any information nowadays? Of course the solution is reading a book. Studying
abook can help individuals out of this uncertainty Information particularly this Y our Office: Getting Started
with Web 2.0 book since this book offers you rich data and knowledge. Of course the datain this book
hundred pct guarantees there is no doubt in it everbody knows.

Nancy Jones:

The particular book Y our Office: Getting Started with Web 2.0 has alot details on it. So when you check out
this book you can get alot of gain. The book was published by the very famous author. This articles author
makes some research previous to write this book. That book very easy to read you can get the point easily
after scanning this book.
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