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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:
Angel Gardner:

The publication untitled Keyboarding & Word Processing, Complete Course, Lessons 1-120 is the book that
recommended to you to learn. Y ou can see the quality of the book content that will be shown to you actually.
The language that writer use to explained their ideas are easily to understand. The article writer was did alot
of analysis when write the book, to ensure the information that they share for you is absolutely accurate. Y ou
also might get the e-book of Keyboarding & Word Processing, Complete Course, Lessons 1-120 from the
publisher to make you considerably more enjoy freetime.



Ricardo Boddie:

Spent a free a chance to be fun activity to do! A lot of people spent their leisure time with their family, or
their particular friends. Usually they performing activity like watching television, planning to beach, or
picnic within the park. They actually doing ditto every week. Do you feel it? Do you need to something
different to fill your current free time/ holiday? Could be reading a book may be option to fill your no cost
time/ holiday. Thefirst thing you ask may be what kinds of publication that you should read. If you want to
test look for book, may be the publication untitled Keyboarding & Word Processing, Complete Course,
Lessons 1-120 can be good book to read. May be it could be best activity to you.

Shelia L opez:

Playing with family in avery park, coming to see the marine world or hanging out with buddiesis thing that
usually you have done when you have spare time, in that case why you don't try point that really opposite
from that. One activity that make you not sensation tired but still relaxing, trilling like on roller coaster you
have been ride on and with addition associated with. Even you love Keyboarding & Word Processing,
Complete Course, Lessons 1-120, you can enjoy both. It is fine combination right, you still want to missit?
What kind of hang typeisit? Oh occur its mind hangout fellas. What? Still don't have it, oh come on its
referred to as reading friends.

Christine Brooks:

Do you one of the book lovers? If yes, do you ever feeling doubt when you are in the book store? Try and
pick one book that you just dont know the inside because don't assess book by its cover may doesn't work
here is difficult job because you are frightened that the inside maybe not seeing that fantastic asin the
outside look likes. Maybe you answer may be Keyboarding & Word Processing, Complete Course, L essons
1-120 why because the great cover that make you consider with regards to the content will not disappoint
you actually. The inside or content is actually fantastic as the outside or cover. Y our reading 6th sense will
directly guide you to pick up this book.
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