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Everything you need for your Introduction to Computing course! COMPUTER
CONCEPTS AND MICROSOFT OFFICE 2013 ILLUSTRATED delivers the
most up-to-date computer concepts and Microsoft Office 2013 skills in an
accessible, easy-to-follow format. The Illustrated Series has been praised by
instructors for its concise, focused approach and user-friendly layout, which
engages both computer rookies and hot shots in mastering application skills and
computer concepts quickly and efficiently. Thanks to the Illustrated Series'
hallmark 2-page layout, each task is presented in a single view, enabling students
to work through an entire process without turning a page. New Learning
Outcomes outline the skills covered in each lesson, and larger full-color screens
represent exactly what students should see on their own computers. With
COMPUTER CONCEPTS AND MICROSOFT OFFICE 2013 ILLUSTRATED,
everything your students need is at their fingertips.
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Editorial Review

Review
"I like the very user-friendly approach and layout of the Illustrated book, as well as the pedagogy - the
review skills and concepts. The students are reading and using the extra tips and information in the margins,
which is a surprise to me because with the previous book I used they were overwhelmed by too much
information. This 'hits it'."

"My custom Illustrated books cover the material well. My students tell me that they are written in a way they
can understand. The books give excellent material but leaves the instructor room for innovative projects. The
exercises are great learning tools. When the students tell me they are reading the text, I know we have made
a good choice."

"Very user-friendly for students. Good graphics and activities. Provides the concepts in a way students
understand."

About the Author
June Parsons purchased her first computer, an Apple II+, in 1981 and quickly became fluent in BASIC,
dBASE II, Lotus 123, WordStar, and a variety of accounting programs. The next year she opened a
successful small computer retail store with Dan Oja that also offered software instruction to children and
adults. Dr. Parsons taught at the university level for more than 20 years. She holds a doctorate in Educational
Technology and was certified by the ICCP in 1995. Dr. Parsons began writing and creating educational
software for Course Technology in 1992. She contributed to the Windows for Business and Illustrated Series
and developed the New Perspectives, e-Course, and Practical series. She works via the Internet with a team
of highly skilled media specialists and desktop publishers located in various states and provinces.

An esteemed professional and respected author, Dan Oja, along with June Parsons, purchased an Apple II+
in 1981 and quickly became fluent in BASIC, dBASE II, Lotus 123, WordStar, and a variety of accounting
programs. The next year, he and Dr. Parsons opened a successful small computer retail store that offered
software instruction to children and adults. With Dr. Parsons, Mr. Oja began writing and creating educational
software for Course Technology in 1992. Together, they contributed to the leading success of the Windows
for Business and Illustrated Series. They also developed the New Perspectives, e-Course, and Practical
series. Today, Mr. Oja's and Dr. Parson's team of highly skilled media specialists and desktop publishers
located in various states and provinces work together via the Internet to deliver exceptional texts.

David W. Beskeen has authored or co-authored numerous computer books since 1992, including more than
25 titles for Course Technology. He has guided readers in mastering PowerPoint, Word, Excel, Internet
Explorer, Outlook, Windows, Livemotion, and other leading proprietary software packages. An expert in
applied technology, Mr. Beskeen has a variety of teaching and consulting experience in today's computer
technology.

Carol M. Cram is the author of more than 35 textbooks on computer applications, business communications,
and Internet-related subjects. Ms. Cram was also a long-time faculty member at Capilano College in North
Vancouver, where she served as the Convenor of the Executive Support Program, the Program Consultant
for Business and Computers in Continuing Education, and an instructor of business and computer-related
courses.



Jennifer Duffy is a freelance author who lives and works in New Hampshire. She has been writing leading
texts for Course Technology for more than ten years and has authored previous editions of MICROSOFT
WORD ILLUSTRATED for the popular Office series. Ms. Duffy has worked successfully in the business
world as a writer, editor, and public relations liaison. She combines her strong business knowledge and
expertise in Word with exceptional writing skills that ensure the clarity of this and each of her other books.

Users Review

From reader reviews:

Frank Craver:

A lot of people always spent their particular free time to vacation as well as go to the outside with them
household or their friend. Are you aware? Many a lot of people spent they free time just watching TV, or
perhaps playing video games all day long. If you need to try to find a new activity that is look different you
can read the book. It is really fun for you personally. If you enjoy the book that you simply read you can
spent all day every day to reading a reserve. The book Computer Concepts and Microsoft Office 2013:
Illustrated it doesn't matter what good to read. There are a lot of those who recommended this book. They
were enjoying reading this book. Should you did not have enough space to create this book you can buy the
e-book. You can m0ore very easily to read this book through your smart phone. The price is not to fund but
this book features high quality.

Tommie Payton:

Do you have something that you enjoy such as book? The guide lovers usually prefer to opt for book like
comic, brief story and the biggest one is novel. Now, why not seeking Computer Concepts and Microsoft
Office 2013: Illustrated that give your satisfaction preference will be satisfied by reading this book. Reading
addiction all over the world can be said as the opportinity for people to know world considerably better then
how they react to the world. It can't be said constantly that reading addiction only for the geeky man but for
all of you who wants to end up being success person. So , for every you who want to start examining as your
good habit, you could pick Computer Concepts and Microsoft Office 2013: Illustrated become your own
personal starter.

Paul Mendosa:

Beside this Computer Concepts and Microsoft Office 2013: Illustrated in your phone, it may give you a way
to get more close to the new knowledge or information. The information and the knowledge you will got
here is fresh from oven so don't possibly be worry if you feel like an older people live in narrow community.
It is good thing to have Computer Concepts and Microsoft Office 2013: Illustrated because this book offers
to your account readable information. Do you occasionally have book but you do not get what it's facts
concerning. Oh come on, that won't happen if you have this within your hand. The Enjoyable set up here
cannot be questionable, similar to treasuring beautiful island. Use you still want to miss it? Find this book as
well as read it from right now!



Joyce Francois:

A lot of e-book has printed but it differs from the others. You can get it by net on social media. You can
choose the most effective book for you, science, comic, novel, or whatever by means of searching from it. It
is identified as of book Computer Concepts and Microsoft Office 2013: Illustrated. You can add your
knowledge by it. Without making the printed book, it may add your knowledge and make you actually
happier to read. It is most essential that, you must aware about publication. It can bring you from one spot to
other place.
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