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Editorial Review

Review
Module I: BUSINESS DOCUMENTS WITH WORD. Essentials. Lesson 1: Block Letters. Lesson 2:
Memos. Lesson 3: Multiple-Page Documents. Lesson 4: Tables. Lesson 5: Unbound Reports with Track
Changes. Lesson 6: Left bound Reports with Cover Pages. Project 1-Creative Design and Production I:
Apply Word in a Business Setting. Beyond the Essentials. Lesson 7: Documents with Graphics. Lesson 8:
Reports with Sections and Table of Contents. Lesson 9: Reports with Citations. Lesson 10: Customize
Document Themes and Templates. Lesson 11: Mass Mailings. Project 2-Creative Design and Production II:
Apply Word in a Business Setting. Module II: PRESENTATIONS WITH POWERPOINT. Essentials.
Lesson 1: Create Presentations Using Designs. Lesson 2: Work with layouts, graphics, and tables. Lesson 3:
Add Transitions and Animations. Lesson 4: Prepare and Print Slides, Notes, and Handout. Project 3-
Riverfront Enterprises: Integrating PowerPoint and Word. Beyond the Essentials. Lesson 5: Customize
Presentations. Lesson 6: Link and Embed Files. Lesson 7: Manage and Deliver Presentations. Project 4-The
Leadership Group: Integrating PowerPoint and Word. Module III: SPREADSHEETS WITH EXCEL.
Essentials. Lesson 1: Create Worksheets. Lesson 2: Edit Worksheets. Lesson 3: Insert Formulas and
Functions. Lesson 4: Print Worksheets. Project 5-The Bookstore, Inc., Integrating Excel and Word. Beyond
the Essentials. Lesson 5: Create and Modify Charts. Lesson 6: Sort and Filter. Lesson 7: Pivot Tables.
Lesson 8: 3-D Cell References. Project 6- The Bookstore, Inc., Integrating Excel, Word, and PowerPoint.
Module IV: CAROLINAS ARTS FEDERATION: INTEGRATING WORD, POWERPOINT, AND
EXCEL. Module V: PUBLICATIONS WITH PUBLISHER. Essentials. Lesson 1: Create Publications Using
Templates. Lesson 2: Work with Text Boxes and Frames. Lesson 3: Customize Templates. Lesson 4: Create
Template from Blank Page. Project 7-Creative Design and Production III: Integrating Publisher and Word.
Module VI: Access. Essentials. Lesson 1: Work with Access. Lesson 2: Create and Modify Tables. Lesson 3:
Create Simple Queries. Lesson 4: Create and Customize Forms. Project 8-WorldWide Telecom, Inc.-
Integrating Access and Excel. Beyond the Essentials. Lesson 5: Create Simple Reports. Lesson 6: Create
Table Relationships. Lesson 7: Import and Export Data. Project 9- WorldWide Telecom, Inc.- Integrating
Access with Word and PowerPoint. Module VII: OUTLOOK. Essentials. Lesson 1: Getting Started with
Outlook and E-mail. Lesson 2: Create and Manage Contacts. Lesson 3: Use Calendar to Schedule
Appointments. Lesson 4: Create and Use Tasks. Lesson 5: Create and Use Notes. Lesson 6 Managing
Emails. Project 10-Aldrin Glenn Aircraft: Integrating Outlook and Word. Module VIII: DIGITAL
NOTEBOOKS WITH ONENOTE. Essentials. Lesson 1: Create Notebooks. Lesson 2: Collect and Organize
Content. Lesson 3: Access, Use, and Print Content. Project 11: VanHuss & VanHuss, Inc. Integrating Word,
PowerPoint, and OneNote. Module IX: WEB COMPUTING WITH OFFICE WEB APPS. Essentials.
Lesson 1: Word on the SkyDrive. Lesson 2: Excel and PowerPoint on the SkyDrive. Lesson 3: OneNote on
the SkyDrive. Project 12: VanHuss & VanHuss, Inc. Integrating Word, Excel, PowerPoint, OneNote and
Office Web Apps. Module X: INTEGRATED PROJECT 2, MARKETANALYSIS, INC.: INTEGRATING
ALL MICROSOFT OFFICE APPLICATIONS. Windows. Style Guide. Index.

About the Author
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Development at Mississippi State University, where she leads undergraduate programs in information
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dissertation research. Prior to her tenure at Mississippi State University, she was a business teacher at both
the community college and secondary levels. She earned her B.S. and M.Ed. degrees in business education
from the University of Southern Mississippi and her Ph.D. in higher education from the University of
Mississippi. Dr. Forde serves as coauthor of the COLLEGE KEYBOARDING series and a variety of word
processing and integrated applications textbooks and simulations. She is a recognized contributor to the
professional literature and a speaker at state, regional, and national conferences. Additionally, she has served
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National Council of Pi Omega Pi, and chair of the Foundation for the Future of Business Education.

Donna L. Woo is an instructor and department coordinator for Information Systems/Office Automation at
Cypress College and associate director of education at Pacific College. She received her B.A. and M.A.
degrees in business education from Michigan State University and earned her Ed.D. from Nova University.
Her industry experience includes work for both IBM and General Motors. A respected author, Dr. Woo has
written several word processing textbooks and has served as a coauthor on several editions of South-Western
COLLEGE KEYBOARDING textbooks.

Users Review

From reader reviews:

Jacqueline Kang:

As people who live in the actual modest era should be up-date about what going on or information even
knowledge to make these individuals keep up with the era that is certainly always change and make progress.
Some of you maybe will probably update themselves by reading through books. It is a good choice for you
personally but the problems coming to you is you don't know which you should start with. This Integrated
Computer Applications is our recommendation so you keep up with the world. Why, since this book serves
what you want and wish in this era.

Troy Ethridge:

This Integrated Computer Applications are generally reliable for you who want to be described as a
successful person, why. The explanation of this Integrated Computer Applications can be on the list of great
books you must have will be giving you more than just simple examining food but feed a person with
information that possibly will shock your before knowledge. This book is handy, you can bring it all over the
place and whenever your conditions at e-book and printed versions. Beside that this Integrated Computer
Applications forcing you to have an enormous of experience for instance rich vocabulary, giving you test of
critical thinking that could it useful in your day pastime. So , let's have it and revel in reading.

Gina Gregg:

Do you have something that you enjoy such as book? The e-book lovers usually prefer to pick book like
comic, brief story and the biggest one is novel. Now, why not trying Integrated Computer Applications that



give your enjoyment preference will be satisfied through reading this book. Reading practice all over the
world can be said as the opportinity for people to know world considerably better then how they react
towards the world. It can't be mentioned constantly that reading routine only for the geeky individual but for
all of you who wants to possibly be success person. So , for all you who want to start reading as your good
habit, you are able to pick Integrated Computer Applications become your personal starter.

Kayla Wilson:

What is your hobby? Have you heard in which question when you got pupils? We believe that that problem
was given by teacher on their students. Many kinds of hobby, Every individual has different hobby.
Therefore you know that little person like reading or as reading through become their hobby. You need to
understand that reading is very important along with book as to be the point. Book is important thing to
incorporate you knowledge, except your teacher or lecturer. You get good news or update with regards to
something by book. Numerous books that can you choose to use be your object. One of them is this
Integrated Computer Applications.
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