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The Eighteenth Edition of KEYBOARDING AND WORD PROCESSING
COMPLETE COURSE, LESSONS 1-120 uses proven techniques to help readers
master the keyboarding and word processing skills they need for career success--
from initial new-key learning to expertise in creating business documents with
Microsoft Word 2010. South-Western College Keyboarding offers a proven,
time-tested approach that helps readers develop a strong foundation in basic
keyboarding, steadily improve their skills, and rapidly become proficient in
document formatting, proofreading, and business communication. Each lesson is
clearly focused, well structured, and designed to provide step-by-step training
and reinforcement to help readers quickly acquire and apply new skills. This
proven, comprehensive book provides everything readers need within a space-
saving easel-back format.
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Editorial Review

Review
"I am very satisfied with the proposed new text. The scope and sequence of lessons are appropriate and
logical. The additional software is a plus. The WebReporting is very valuable." - Martha Harpole, Hinds
Community College

"I really love the books. They are easy to read, easy to teach from. Course content can be increased or
decreased depending on student ability."- Kay Holcomb, Eastern New Mexico University-Roswell

About the Author
Dr. Susie H. VanHuss received her B.S. degree from the University of Southwestern Louisiana and her MBA
and Ph.D. degrees from Indiana University. Her teaching specialties include business communications,
administrative systems, and personnel management. Her work, includes textbooks in communications,
keyboarding and word processing, and office technology. She has written numerous journal articles and has
served on the editorial review boards of several leading business education journals.

Dr. Connie M. Forde is a full professor and head of the Department of Instructional Systems and Workforce
Development at Mississippi State University, where she leads undergraduate programs in information
technology services, business technology teacher education, and industrial technology, as well as graduate
programs in instructional technology. Dr. Forde also continues to advise doctoral students on their
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
as president of the National Business Education Association, Southern Business Education Association, and
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:

Stevie Mozingo:

The event that you get from Keyboarding and Word Processing, Complete Course, Lessons 1-120: Microsoft
Word 2010: College Keyboarding (Available Titles Keyboarding Pro Deluxe) could be the more deep you



looking the information that hide inside the words the more you get serious about reading it. It does not mean
that this book is hard to recognise but Keyboarding and Word Processing, Complete Course, Lessons 1-120:
Microsoft Word 2010: College Keyboarding (Available Titles Keyboarding Pro Deluxe) giving you thrill
feeling of reading. The writer conveys their point in particular way that can be understood simply by anyone
who read the idea because the author of this e-book is well-known enough. This kind of book also makes
your current vocabulary increase well. So it is easy to understand then can go along, both in printed or e-
book style are available. We suggest you for having this kind of Keyboarding and Word Processing,
Complete Course, Lessons 1-120: Microsoft Word 2010: College Keyboarding (Available Titles
Keyboarding Pro Deluxe) instantly.

Nancy Mitchell:

Reading a book to get new life style in this 12 months; every people loves to examine a book. When you
learn a book you can get a lot of benefit. When you read books, you can improve your knowledge, simply
because book has a lot of information upon it. The information that you will get depend on what sorts of
book that you have read. If you would like get information about your analysis, you can read education
books, but if you want to entertain yourself look for a fiction books, these kinds of us novel, comics, along
with soon. The Keyboarding and Word Processing, Complete Course, Lessons 1-120: Microsoft Word 2010:
College Keyboarding (Available Titles Keyboarding Pro Deluxe) will give you new experience in reading
through a book.

Amanda Acuna:

Beside this Keyboarding and Word Processing, Complete Course, Lessons 1-120: Microsoft Word 2010:
College Keyboarding (Available Titles Keyboarding Pro Deluxe) in your phone, it may give you a way to
get closer to the new knowledge or data. The information and the knowledge you might got here is fresh in
the oven so don't end up being worry if you feel like an outdated people live in narrow commune. It is good
thing to have Keyboarding and Word Processing, Complete Course, Lessons 1-120: Microsoft Word 2010:
College Keyboarding (Available Titles Keyboarding Pro Deluxe) because this book offers to you readable
information. Do you sometimes have book but you rarely get what it's exactly about. Oh come on, that will
not end up to happen if you have this within your hand. The Enjoyable blend here cannot be questionable,
similar to treasuring beautiful island. Techniques you still want to miss the idea? Find this book and also read
it from now!

Jimmy Dolce:

Some individuals said that they feel uninterested when they reading a e-book. They are directly felt the idea
when they get a half areas of the book. You can choose the particular book Keyboarding and Word
Processing, Complete Course, Lessons 1-120: Microsoft Word 2010: College Keyboarding (Available Titles
Keyboarding Pro Deluxe) to make your reading is interesting. Your current skill of reading proficiency is
developing when you including reading. Try to choose simple book to make you enjoy to study it and mingle
the opinion about book and examining especially. It is to be very first opinion for you to like to available a
book and learn it. Beside that the book Keyboarding and Word Processing, Complete Course, Lessons 1-120:
Microsoft Word 2010: College Keyboarding (Available Titles Keyboarding Pro Deluxe) can to be your
brand new friend when you're truly feel alone and confuse with what must you're doing of this time.
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