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Bring your computer literacy course back to the BASICS. COMPUTER
LITERACY BASICS: A COMPREHENSIVE GUIDE TO IC3 provides an
introduction to computer concepts and skills, which maps to the newest
Computing Core Certification (IC3) standards. Designed with new learners in
mind, this text covers Computing Fundamentals, Key Applications, and Living
Online - everything students need to pass the IC3 exam, and finish the course as
confident computer users. Important Notice: Media content referenced within the
product description or the product text may not be available in the ebook version.
In 1985, when all the world was young and dot-matrix printers stalked the
primeval swamps of computing, David Langford won his Hugo Award and began
a long-running column for 8000 Plus magazine (later PCW Plus). This notoriously
became the page readers turned to first. The magazine was devoted to the
Amstrad PCW, a bestselling home computer that pioneered affordable word
processing in Britain. Langford's popular column used this official subject as a
launch pad for witty coverage of life, the universe and everything. Freelancing
writing and how to survive it; science fiction (especially that); secrets of editors,
manuscripts, indexes, submission letters and padding; serious and spoof advice
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columns; parodies of Adventure games, legal proceedings, noir fiction and more;
causes, scams and literary horror stories; timeless satire on shabby practice in
the computer industry; awful "Thog's Masterclass" lines from SF . . . Langford
shows all the wit and skill that brought him 28 Hugo Awards.
A complete guide to the world's most popular word processing software Microsoft
Word is the most popular word processing software on the planet, and the mostused application in the Microsoft Office productivity suite. Along with the rest of
Office, Word has been enhanced with new features and capabilities in the 2010
version. Word's many users will find new things to learn and use in Word 2010,
and this all-in-one guide gets them up to speed while providing a reference for
taking Word to the next level. Word is the top-selling application in the Microsoft
Office suite and is the leading word processing software Both newcomers to
Word and experienced users will need instruction in Word 2010's new features,
including online editing capabilities, online document collaboration, and an
improved search function Nine minibooks cover Word basics, editing, formatting,
inserting bits and pieces, publishing documents, using reference features,
mailings, customizing Word, and special features for developers Word 2010 All-inOne For Dummies makes it easier for Word users everywhere to get up and
running with Word 2010 and its new features.
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This book provides all of the forms, instructions, guidance, and tips you'll need to
probate a simple estate in California. And even if you hire a lawyer to help, this
book will give you a solid understanding of the process and allow you to do much
of the work yourself.
Do you take the shortest route instead of the side roads whenyou’re trying to get
somewhere? Do you choose the streamlinedmodel instead of one loaded with
gizmos and gadgets? Do you valueease over extras? WordPerfect 12 is practical
software designed tohelp you create great-looking, readable documents.
Whetheryou’re a recent convert from longhand (welcome to the modernworld) or
a word processing pro, WordPerfect12 For Dummiescovers what you need to
know, including: The basics, like using menus and toolbars, saving, editing,
andprinting files, getting help, and more Editing and formatting text, adding page
numbers, charts, coolfonts, borders, backgrounds, and more Using templates to
make your life easier Creating envelopes and labels and doing multiple mailings
Using the compatibility toolbars, Workspace Manager, OfficeReady template
browser, and wireless office capabilities Creating and integrating columns, tables
and graphics Creating Web pages, Adobe Acrobat Documents, XML files,
andeven Microsoft Office documents Publishing your document as a Web Page
WordPerfect12 For Dummies was written by Margaret LevineYoung, David C.
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Kay, and Richard Wagner, all computer gurus whohave written or contributed to
other For Dummies books andnumerous computer books. After it shows you how
to do what you needto do, it inspires you to do things you probably didn’t
knowyou could do, such as: Changing Workspaces to the WordPerfect Legal
mode if you needto create legal documents Choosing from 26 different tool bars
to fit the way you workand what you’re working on Using WordPerfect Office
Ready for 40 additional templates Printing bar codes Using Microsoft Outlook
contact information in WordPerfect First you’ll get comfortable with WordPerfect
12, and thenyou’ll get confident and want to explore more. Whether youare a
beginner, need a quick refresher, or want to take advantageof the advanced
functions, with its complete index,WordPerfect12 For Dummies will be the
reference you relyon.
Go beyond computing basics with the award-winning NEW PERSPECTIVES ON
COMPUTER CONCEPTS. Designed to get you up-to-speed on essential
computer literacy skills, this market leading text goes deeper, providing technical
and practical information relevant to everyday life. NEW PERSPECTIVES ON
COMPUTER CONCEPTS 2014 incorporates significant technology trends that
affect computing and everyday life; such as concerns for data security, personal
privacy, online safety, controversy over digital rights management, interest in
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open source software and portable applications, and more. In addition, coverage
of Microsoft Windows 8 and Office 2013 will introduce you to the exciting new
features of Microsoft's next generation of software. Important Notice: Media
content referenced within the product description or the product text may not be
available in the ebook version.
Introduce your students to the new generation of Microsoft Office for Mac with the
new generation of Shelly Cashman Series books! For the past three decades, the
Shelly Cashman Series has effectively introduced computer skills to millions of
students. With Office 2011 for Mac, we're continuing our history of innovation by
enhancing our proven pedagogy to reflect the learning styles of today's students.
In Microsoft Office 2011 for Mac: Introductory you'll find features that are
specifically designed to engage students, improve retention, and prepare them
for future success. Our trademark step-by-step, screen-by-screen approach now
encourages students to expand their understanding of the Office 2011 software
through experimentation, exploration, and planning ahead. Brand new end of
chapter exercises prepare students to become more capable software users by
requiring them to use critical thinking and problem-solving skills to create real-life
documents. Important Notice: Media content referenced within the product
description or the product text may not be available in the ebook version.
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InfoWorld is targeted to Senior IT professionals. Content is segmented into
Channels and Topic Centers. InfoWorld also celebrates people, companies, and
projects.
Special Edition Using WordPerfect Office X3 is crammed full of tips, tricks, and
practical examples that you won’t find anywhere else! Covering all of the
applications within WordPerfect Office Standard including WordPerfect, Quattro
Pro, and Presentations, this is an all-inclusive reference for every user. Whether
you are just looking to learn the new features of the latest version or need to
know how to use the entire feature set more effectively, this book will answer all
the questions you have along the way.
Using Microsoft Word 2010 is a customized, media-rich learning experience
designed to help new users master Microsoft Word 2010 system quickly, and get
the most out of it, fast! It starts with a concise, friendly, straight-to-the-point guide
to Microsoft Word 2010. This exceptional book is fully integrated with an
unprecedented collection of online learning resources: online video, screencasts,
podcasts, and additional web content, all designed to reinforce key concepts and
help users achieve real mastery. The book and online content work together to
teach everything mainstream Microsoft Word 2010 users need to know. Practical,
approachable coverage that completely flattens the Microsoft Word 2010 learning
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curve Tightly integrated with online video, screencast tutorials, podcasts, and
more: the total learning experience for new Microsoft Word 2010 users A
companion website offers supplemental media including video, screencast
tutorials, podcasts, and more
With practical advice on topics ranging from writing effective essays, paragraphs,
and sentences to documenting sources and designing Web pages, THE
WADSWORTH HANDBOOK is the essential tool for any college student!
Tailored to the way students like you study and learn, this handbook is THE go-to
guide for every kind of writing--in and out of the classroom. THE WADSWORTH
HANDBOOK, Tenth Edition, helps you produce sound academic writing,
introducing you to the principles of college writing in the twenty-first century.
Available with InfoTrac Student Collections http://gocengage.com/infotrac.
Important Notice: Media content referenced within the product description or the
product text may not be available in the ebook version.
This book presents the generative rules for formal written communication, in an
engineering context, through the lens of mathematics. Aimed at engineering
students headed for careers in industry and professionals needing a “just in
time” writing resource, this pragmatic text covers all that engineers need to
become successful workplace writers, and leaves out all pedagogical piffle they
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do not. Organized into three levels of skill-specific instruction, A Math-Based
Writing System for Engineers: Sentence Algebra & Document Algorithms guides
readers through the process of building accurate, precise sentences to
structuring efficient, effective reports. The book’s indexed design provides
convenient access for both selective and comprehensive readers, and is ideal for
university students; professionals seeking a thorough, “left -brained” treatment of
English grammar and “go to” document structures; and ESL engineers at all
levels.
Provides a training manual on using Microsoft Office Word 2003, covering such
topics as working with tables, performing mail merge, using Document
collaboration, and working with forms.
Absolute Beginner's Guide to WordPerfect 11 teaches you how to create many
different types of documents. Letters, invoices, lists, financial reports,
newsletters, invitations, legal pleadings, mini-spreadsheets, presentation
materials with graphics, tables of contents and footnotes - WordPerfect can do all
this and more. This book takes you step-by-step through the most essential tasks
with plenty of illustrations that show you where you should be. It will seem as if
someone is sitting right next to you, explaining the features and telling you
exactly what to do. After working through this book, you'll graduate from an
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Absolute Beginner to a WordPerfect Expert.
This document provides detailed information about monitoring Japanese
technological developments, acquiring Japanese scientific and technical
information, and putting Japanese information to use.
An essential new guide for TEX users TEX is a powerful typesetting language
and processing environment developed by Professor Donald Knuth at Stanford
University in the early 1980s. Its machine-independence has made it a defacto
standard for text processing with microcomputers throughout the scientific and
engineering communities. While there have been several TEX-based macro
packages developed over the years, Modern TEX and its Applications focuses on
the original macro package designed by Knuth upon which all other TEX
programs are based-Plain TEX. All of the basic topics for understanding the TEX
user environment are covered, including fonts and characters, formatting, math
mode, macros, terminal and file operations, tables, and foreign language
capabilities. A PC-compatible disk containing examples, extra typefaces and
even a ready-to-run restricted version of TEX is included with the book. Modern
TEX and its Applications is an essential guide for all scientists, engineers,
technicians, and support staff who prepare technical text and documents using a
version of TEX.
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The full-color, visual way to learn how to get up-to-speed and productive with the
Office XP applications.
Highlights new features, provides tips and tricks, and shows readers how to get
the most out of WordPerfect 12.
Update to the most popular WordPerfect book on the market! Whether you just bought a
computer that has WordPerfect installed or you need to learn it for use at the office, Absolute
Beginner's Guide to WordPerfect X3 will have you up and running with the latest version of
WordPerfect in no time. Endorsed by Corel, the makers of WordPerfect, this is the best
beginning level guide available. It is organized in an easy-to-follow, progressive format,
teaching you the most common features so that you can easily navigate the program and build
complex documents.
Written by an expert in the field of technology training and author of nearly two dozen titles, this
complete guide offers readers thorough yet clear instruction on using the Microsoft Office suite:
Word, Excel, PowerPoint, and Entourage Apple has welcomed Microsoft Office into its world
and this reference is the ultimate resource for learning how to best capitalize on each
application of Office Reviews creating, editing, formatting, and sharing digital documents with
Word; gathering and analyzing information with Excel; creating dynamic presentations with
PowerPoint; and using the e-mail and calendar of Entourage
The book comprises of different chapters associated with methodology in Zoology all at one
place, describing in detail in a simple and comprehensive way. The importance of creativity
and motivation in research, the planning and proposal of research project, the description of
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different techniques involved in animal research are described in an elaborate way. The book
is also a source of different aspects of research methodology in animal science dealt with in a
comprehensive manner tailored to the needs of postgraduate students/research scholars for
easy understanding. The book is profusely illustrated. This book is intended for providing an
overall understanding about the basics of research methodology associated with research,
management of scientific information, and all about the communication of findings of research
in Zoology. The book also serves as a good reference as well as a text book for PG students
as well as research scholars in Animal Science working for their M.Phil. and Ph.D. for
understanding the different facets of the process of scientific research.
Fundamentals of objet-oriented databases; Object-oriented fundamentals; Semantic data
models and persistent languages; Object-oriented database systems; Implementation;
Transaction processing; Special features; Relational extensions and extensible databases;
Interfaces; Applications.
For those who want to master the intermediate and advanced features of WordPerfect in the
shortest possible time, this book includes nearly 500 expert tips, approximately 20 start-tofinish projects and troubleshooting guidance.
Collects solutions for expertly navigating the word processing program.
Revised to reflect recent advances in technology, this is a course for intermediate and
advanced typing / word-processing programmes. It includes photocopiable documents for
completion of the exercises, as well as displayed answers to all exercises not already set out in
the main text. In this edition extra information and exercises are included on language arts
skills which include a punctuation review, the use of prepositions, subject and verb agreement,
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word comparisons such as accept/except and advice/advise.
Since the advent of the Internet and since more and more people are making purchases
online, writers have had to adapt to composing copy for the Web. Contrary to what many
people think, writing for the Web and writing for print are not the same and involve very
different skill sets. Instead of struggling to find the right words, copywriters should read this
new book from cover to cover to discover how to write sales-generating copy. The Complete
Guide to Writing Web-based Advertising Copy to Get the Sale will teach you how to make your
copy readable and compelling, how to reach your target audience, how to structure the copy,
how to visually format the copy, how to forget everything you ever learned about writing, how
to pull in visitors, how to convince visitors to buy, how to outline and achieve your goals, how to
create a customer profile, how to create a unique selling position, how to include searchable
keywords in the copy, how to convert prospects to paying customers, and how to compose eyecatching headlines. In addition, you will learn about the trends in Web-based advertising; the
categories of advertising; the important information that needs to be included in your copy,
such as what you are selling, what sets your product apart from the competition s, where you
are located, what makes your product affordable, and why you yourself would buy the product;
writing in the inverted pyramid sty? the do's and don'ts of Web-based advertising; and key
phrases to incorporate in your copy. We will also provide you with some common mistakes to
avoid and tips for writing, revising, and proofreading. By incorporating the principles in this
book, you will take your Web-based advertising copy from boring to brilliant, while boosting
your sales and increasing your customer traffic. Atlantic Publishing is a small, independent
publishing company based in Ocala, Florida. Founded over twenty years ago in the company
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presidentâe(tm)s garage, Atlantic Publishing has grown to become a renowned resource for
non-fiction books. Today, over 450 titles are in print covering subjects such as small business,
healthy living, management, finance, careers, and real estate. Atlantic Publishing prides itself
on producing award winning, high-quality manuals that give readers up-to-date, pertinent
information, real-world examples, and case studies with expert advice. Every book has
resources, contact information, and web sites of the products or companies discussed.
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