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Synopsis

Note: ltem does not include access code. Praised by instructors for its concise, focused approach
and user-friendly format, the lllustrated Series engages both computer rookies and hot shots in
mastering MICROSOFT WORD 2013 quickly and efficiently. Skills are accessible and easy-to-follow
thanks to the lllustrated Series’ hallmark 2-page layout, which allows students to see an entire task
in one view. New Learning Outcomes outline the skills covered in each lesson, and larger full-color
screens represent exactly what students should see on their own computers. Each unit begins with

a brief overview of the principles of the lesson, and introduces a case study for further application.
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Customer Reviews

| purchased this book as a required textbook for a college course. I've used MS Word for over a
decade, and took the course to prepare for the Microsoft Office Specialist exam. | learned a lot
about features that | didn’t know existed, and | was able to apply what | learned right away in my
job. The book is broken into units (aka chapters), and each unit has several topics. The topics are
broken down into components that can be covered on one page. There is text on the left page, and
illustrations on the right page. The text consists of steps to perform. (There is a large library of files
to download to use with the text and practice problems.) There is a summary on the top of each text
page about what you will be doing on the page. However, the steps tell you what to do, and don't tell

you what you are expecting to accomplish. In some cases, there will be a sentence after the step



indicating what should have happened (i.e. the word enterprise is bolded) but many times the
summary says something like "the changes are applied" and in other cases, the summary indicates
what you will need to do in the next step. | would have found the text much more useful if it said, to
bold the word enterprise, do this... That would have let me know what to expect, and would have
made the text useful as a reference guide. There are tips and tricks thrown in, but they are not
highlighted in the summaries at the top of the page, nor referenced in the index. At the end of each
unit, there are several practice assignments. One reviews all the material covered in the unit, in

order, which is a good way to review what was covered.
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