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College Keyboarding, Nineteenth Canadian Edition, Lessons 1-55, Microsoft Word 2013 uses proven techniques to guide
students from the basic skills to more advanced formatting of business documents. Lessons 1-25 concentrate on building
fundamental keyboarding skills by mastering the alphabetic keyboard, top-row numbers, and symbols. Lessons 26-55
teach the basics of document formats and word processing, including block and modified block letters, memos, tables,
and graphics. The integrated textbook and software solution provide ample opportunity for practice, skill building, and
remediation through well-designed lessons and practice exercises. Now available exclusively online, Keyboarding Pro
DELUXE Online is a robust, easy-to-use platform that provides students with additional practice to build their keyboarding
skills.
Help your students master the keyboarding and formatting skills most important for career success! The Eighteenth
Edition of KEYBOARDING AND WORD PROCESSING ESSENTIALS, LESSONS 1-55 uses proven techniques to guide
students from initial new-key learning to confident expertise in formatting business documents with Microsoft Word 2010.
South-Western College Keyboarding offers a time-tested pedagogy that helps students develop a strong foundation in
basic keyboarding, steadily improve their skills and rapidly become proficient in document formatting and business
communication. Each lesson is clearly focused, well structured, and designed to provide step-by-step training and
reinforcement to help students quickly acquire and apply new skills. Based on customer feedback, this semester-based
text includes 55 lessons in a one-book solution that includes both documents and instructions for using keyboarding
software (sold separately) within a space-saving easel-back format. Lessons 1-25 concentrate on building fundamental
keyboarding skills by mastering the alphabetic keyboard, top-row numbers, and symbols. Lessons 26-55 teach the basics
of document formats and word processing, including block and modified block letters, memos, tables, and graphics. A
separate, second-semester text is available with Lessons 56-110, and a single-volume complete course text includes
both semesters, plus a set of supplemental lessons related to Microsoft Office Specialist certification. Important Notice:
Media content referenced within the product description or the product text may not be available in the ebook version.
College Keyboarding is a winning combinations of a highly successful keyboarding textbook and Windows word
processing software. This new copyright update provides instructions for Microsoft Word 2000 and WordPerfect 9, the
industry standards. Lessons 61-120 cover the essentials of Word Processing and Document Formatting.
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If you are tired of begging or paying someone to type your basic reports for fun, interests, or personal use, this word
processing training is for you. Earn a word processing essentials certificate of completion by typing very short, simple,
easy report documents.
Keyboarding & Formatting Essentials, Complete Course, consists of Lessons 1-60, which teaches new key learning and
basic document formatting using the functions of Word 2002 or 2003! Lessons 1-25 are focused on teaching the
alphabetic keyboard, top row numbers and symbols of the keyboard, and the numeric keyboard with the use of
Keyboarding Pro Version 4.0. The remaining lessons will focus on traditional skillbuilding, language arts, and document
formatting. Word processing skills are isolated and introduced prior to document formatting lessons and proofreading
skills are reinforced within the documents. The document formatting lessons are devoted solely to documents and teach
no additional word processing functions so users can focus on proper formatting techniques. This Complete Course also
includes Lessons 61-120, which focuses on mastery of formatting letters, memos, reports, and business documents
using the function of Word 2002 or 2003! Additional skillbuilding is included to increase keyboarding speed and
accurancy. Word processing skills are isolated and introduced prior to document formatting lessons, while proofreading
skills are reinforced within the documents. The document formatting lessons are devoted solely to documents and teach
no additional word processing so users can focus on formatting mastery.
The College Keyboarding series features a complete set of textbooks and software to support all courses, making it easy
to choose compatible components for every course structure and schedule?and across the entire keyboarding and word
processing curriculum. Correct keyboarding skills are emphasized with pictures and standard highlighted directions,
making it easier for students to understand and acquire the fundamentals necessary for success. Technique Tips provide
useful hints to help students increase their keying proficiency and continue to improve their basic keyboarding skills.
Communication activities provide extra practice and reinforce language arts skills such as proofreading, capitalization,
and composition. Supplemental drills and timed writings give students extra practice to strengthen important skills. An
extensive Style Guide provides convenient access to a range of model documents, giving students realistic examples to
use as templates and standards.
Prepare for academic and workplace success with KEYBOARDING AND WORD PROCESSING ESSENTIALS,
LESSONS 1-55, Microsoft Word 2013, 19th Edition. This market-leading text provides the tools you need to develop
expertise in keyboarding, document formatting, and essential word processing skills using Microsoft Word 2013.
Important Notice: Media content referenced within the product description or the product text may not be available in the
ebook version.
This interactive and engaging software combines new-key learning and skill building lessons with document production tools for
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Microsoft® Word 2010. An exciting addition to any keyboarding or word processing course, KEYBOARDING PRO DELUXE 2
builds skills, increases confidence, keeps students motivated to learn the essentials of keyboarding and word processing, and has
interactive videos and 3-D animations to review proper hand and finger positions. KEYBOARDING PRO DELUXE 2 includes
advanced features such as error diagnostics, error-checking of keystrokes and document formats, a reference guide with
presentations of Word 2010 commands, coverage of language arts skills and document formats, communications skills review and
activities, document format activities, and create a grade book. The Web Reporter feature enables you to create and manage
classes and view student reports easily using a simple browser.
Get ready for academic and workplace success! This comprehensive learning package integrates keyboarding, essential and
advanced word processing, document formatting and design, and communication skills within a single text, along with a strong
emphasis on honing skills by competing projects in a realistic office environment. Using Microsoft Word 2016, you will format
advanced business correspondence, tables, reports, mail merge files, graphics, and a broad range of common document types,
including meeting, travel, news, legal, medical, and human resources/employment. The text includes 15 modular projects and
three comprehensive projects to help you apply what you learn and prepare you to be productive from day one when beginning
your professional career. Important Notice: Media content referenced within the product description or the product text may not be
available in the ebook version.
Get ready for academic and workplace success! This robust learning package integrates keyboarding, essential word processing,
document formatting basics, and communication skills within a single text, along with a strong emphasis on honing skills by
competing projects in a realistic office environment . Using Microsoft Word 2016, you will format memos, letters, tables, and
reports; work with graphics; and practice real-time co-authoring on OneDrive. The text includes six modular projects and one
comprehensive project to help you apply what you learn and prepare you to be productive immediately when beginning your
professional career. Important Notice: Media content referenced within the product description or the product text may not be
available in the ebook version.
A Resource for Designing and Implementing Intervention Programs for At-Risk Learners This authoritative resource provides stepby-step procedures for planning, selecting, and tailoring interventions for at-risk learners with a unique focus on how to
individualize interventions using actual case examples. In addition, this volume offers guidelines for gathering and interpreting data
in a manner that assists in identifying targets for intervention and rich discussion and information relating to specific academic,
cognitive, and behavioral manifestations of students with learning difficulties in reading, math, writing, and oral language.
Practitioners will also recognize and learn how to intervene with students from underserved and mis-served populations who are at
risk for learning failure including English-language learners and students from impoverished environments. Each chapter describes
how specific difficulties interfere with classroom tasks and explain how to select, modify, or otherwise tailor an intervention based
on that information. As with all volumes in the Essentials of Psychological Assessment series, this volume includes callout boxes
highlighting key concepts, extensive illustrative material, and test questions. The companion CD-ROM provides additional
worksheets, case studies, and handouts.
Master basic document formatting and keyboarding with KEYBOARDING AND FORMATTING ESSENTIALS, LESSONS 1-60! This easy-touse keyboarding text teaches you the alphabetic keyboard, document formatting, and word processing skills using MS Word 2002 or Word
2003. Improve your proofreading skills as you go and use the skillbuilders to enhance your keyboard mastery!
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Bundle: Keyboarding and Word Processing Essentials, Lessons 1-55 + Keyboarding Pro Deluxe Online Lessons 1-55 Printed Access Card
PackageCengage LearningKeyboarding and Word Processing Essentials Lessons 1-55: Microsoft Word 2016, Spiral bound VersionCengage
Learning

KEYBOARDING & FORMATTING ESSENTIALS, LESSONS 1-60 teaches new-key learning and basic document formatting using
the functions of Microsoft Word 2007! Lessons 1-25 concentrate on developing keyboarding skill by learning the alphabetic
keyboard, top-row numbers, symbols, and the numeric keypad. Lessons 26-60 extend basic skills and teach the basics of
document and word processing formats including block and modified block letters, memos, e-mails, simple reports, references,
title pages, tables, and newsletters. This text is ideal for keyboarding programs that cover traditional skills and are devoted to
teaching proper formatting techniques. Important Notice: Media content referenced within the product description or the product
text may not be available in the ebook version.
Formatting & Document Processing Essentials, Lessons 61-120, focuses on mastery of formatting letters, memos, reports, and
business documents using the function of Word 2002 or 2003! Additional skillbuilding is included to increase keyboarding speed
and accuracy. Word processing skills are isolated and introduced prior to document formatting lessons, while proofreading skills
are reinforced within the documents. The document formatting lessons are devoted solely to documents and teach no additional
word processing so users can focus on formatting mastery.
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