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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:

Pedro Engle:

Information is provisions for folks to get better life, information nowadays can get by anyone with
everywhere. The information can be a understanding or any news even an issue. What people must be
consider when those information which isin the former life are challenging to be find than now is taking
seriously which oneis suitable to believe or which one the particular resource are convinced. If you obtain
the unstabl e resource then you have it as your main information you will see huge disadvantage for you. All
of those possibilities will not happen with you if you take Y our Office: Getting Started with Web 2.0 as your
daily resource information.

Gavin Wilkins:;

People livein this new day time of lifestyle always try and and must have the spare time or they will get
large amount of stress from both daily life and work. So , whenever we ask do people have free time, we will
say absolutely yes. People is human not really a huge robot. Then we request again, what kind of activity
have you got when the spare time coming to you of course your answer may unlimited right. Then ever try
this one, reading ebooks. It can be your alternative in spending your spare time, the particular book you have
read will be Y our Office: Getting Started with Web 2.0.

M atthew Seifert:

The book untitled Y our Office: Getting Started with Web 2.0 contain alot of information on this. The writer
explains her ideawith easy way. The language is very ssimple to implement all the people, so do not really
worry, you can easy to read this. The book was compiled by famous author. The author brings you in the
new period of time of literary works. Y ou can read this book because you can keep reading your smart
phone, or model, so you can read the book in anywhere and anytime. In a situation you wish to purchase the
e-book, you can open their official web-site and also order it. Have a nice go through.

John Yang:

What is your hobby? Have you heard that will question when you got learners? We believe that that problem
was given by teacher to their students. Many kinds of hobby, All people has different hobby. And aso you
know that little person just like reading or as looking at become their hobby. Y ou must know that reading is
very important as well as book as to be the point. Book isimportant thing to increase you knowledge, except
your teacher or lecturer. Y ou find good news or update in relation to something by book. Different categories
of books that can you decide to try be your object. One of them is actually Y our Office: Getting Started with
Web 2.0.
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