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Designed for self-instruction or classroom use, this book is the ideal choice for
beginners who want to move from hunting-and-pecking to typing with ease, and
for experienced typists who want to break bad habits and improve their accuracy.
Practice exercises focus on subjects pertinent to business professionals, so
keyboarders gain business-writing know-how as they learn to type with
maximum speed and efficiency. Users begin by typing simple words and proceed
through a wide array of practical applications, including charts, tables, and
columns; business letters, cover letters, and resumes; reports and manuscripts;
and electronic messaging. Embedded in the user-friendly exercises are helpful
tips on email etiquette, eight ways to get the results you want from your writing,
and a section on punctuation made easy. Spiral-bound at the top for ease of use,
Mastering Computer Typing is the only resource you'll need to perfect your
typing skills.
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Editorial Review

About the Author

SHERYL LINDSELL-ROBERTS runs business-writing and e-mail seminars throughout the country and is
the author of twenty-three books, including the popular Strategic Business Letters and E-mail, Mastering
Computer Typing, Revised Edition, and 135 Tips for Writing Successful Business Documents.

Users Review

From reader reviews:

Kerri Goodman:

Typically the book Mastering Computer Typing, Revised Edition will bring you to the new experience of
reading a book. The author style to elucidate the idea is very unique. Should you try to find new book to
read, this book very suitable to you. The book Mastering Computer Typing, Revised Edition is much
recommended to you you just read. You can also get the e-book through the official web site, so you can
quickly to read the book.

Nathan Wilson:

Reading a e-book tends to be new life style on this era globalization. With studying you can get a lot of
information that will give you benefit in your life. Together with book everyone in this world may share their
idea. Textbooks can also inspire a lot of people. Lots of author can inspire their reader with their story as
well as their experience. Not only the storyplot that share in the publications. But also they write about
advantage about something that you need case in point. How to get the good score toefl, or how to teach your
children, there are many kinds of book that exist now. The authors nowadays always try to improve their
proficiency in writing, they also doing some study before they write on their book. One of them is this
Mastering Computer Typing, Revised Edition.

Beth Kelly:

Do you have something that you want such as book? The guide lovers usually prefer to pick book like comic,
brief story and the biggest you are novel. Now, why not seeking Mastering Computer Typing, Revised
Edition that give your satisfaction preference will be satisfied by reading this book. Reading addiction all
over the world can be said as the method for people to know world much better then how they react when it
comes to the world. It can't be explained constantly that reading routine only for the geeky particular person
but for all of you who wants to be success person. So , for every you who want to start reading as your good
habit, it is possible to pick Mastering Computer Typing, Revised Edition become your personal starter.



Julie Slocum:

Reading a book to become new life style in this year; every people loves to examine a book. When you
examine a book you can get a lots of benefit. When you read textbooks, you can improve your knowledge,
due to the fact book has a lot of information on it. The information that you will get depend on what sorts of
book that you have read. If you wish to get information about your review, you can read education books,
but if you act like you want to entertain yourself read a fiction books, these kinds of us novel, comics, along
with soon. The Mastering Computer Typing, Revised Edition will give you new experience in reading a
book.
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