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Synopsis

Get ready for academic and workplace success with KEYBOARDING AND WORD PROCESSING,
COMPLETE COURSE, LESSONS 1-110, MICROSOFT 2013, 19th Edition. This market-leading text
provides the tools you need to develop expertise in keyboarding, document formatting, and word
processing skills using Microsoft Word 2013. To build proficiency in these critical job-ready skills,
lessons are structured for maximum efficiency in learning and to encourage productivity. When
coupled with Keyboarding Pro DELUXE Online (KPDO) web-based software you can work

independently at home or at school with this easy-to-use integrated system.
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lllustrations, photos, and tips reinforce correct techniques and encourage good habits. Drills and
timed writings provide extra practice to strengthen and refine skills. QuickCheck provides a
visual thumbnail solution to help you know if you are on track, and Trouble Shooting tips offer advice
on overcoming problems. Composition activities in each module reinforce workplace

communication skills and prepare you for academic and job success.
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Tennessee Business Education Association.

| really enjoyed taking this course, and my keyboarding skills really did improve. However, the
software included with this system was pretty buggy. | had to reinstall it nearly every time | logged
in. | tried talking to their customer support personnel a few times, but they didn’t know anymore
about solving the problem that | did. | just dealt with uninstalling/reinstalling every day just so could

get through the course. If they work the bugs out of their programs, this would be an excellent typing



course.

It was a good buy, but had to send it back because it did not have the software with it, and the

product code. But if you just want it to learn how to type without the extras, get it.

Is good

Not a big fan of this book. Not as detailed as | think it should have been.

Excelente

Good

good

Love this book.
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