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This book covers introductory Word, Excel, Access, and PowerPoint, with additional sections on integrating
those applications, as well as a Windows 8 workshop. Ideal for business courses.

Real world problem solving for business and beyond
The  Your Office  series prepares students to use both technical and soft skills in the real world. Hands-on
technical content is woven into realistic business scenarios and focuses on using Microsoft Office® as a
decision-making tool. The series features a unique running business scenario that connects all of the cases
together and exposes students to using Office to solve problems relating to business areas like finance and
accounting, production and operations, sales and marketing.
 
Each chapter introduces a realistic business case for students to complete via hands-on steps that are easily
identified in blue shaded boxes.  Each blue box teaches a skill and comes complete with video and
interactive support. Chapters are grouped into Business Units, which collectively illustrate a specific set of
business concepts to achieve AACSB-related outcomes.  Each Business Unit ends with a Capstone section,
testing students' ability to apply concepts and skills beyond a single chapter.
 
Note: You are purchasing a standalone product; MyITLab does not come packaged with this content.
Students, if interested in purchasing this title with MyITLab, ask your instructor for the correct package
ISBN and Course ID. Instructors, contact your Pearson representative for more information.
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From reader reviews:

Miguel Willis:

Book is definitely written, printed, or illustrated for everything. You can learn everything you want by a e-
book. Book has a different type. We all know that that book is important factor to bring us around the world.
Next to that you can your reading expertise was fluently. A publication Your Office: Microsoft Office 2016
Volume 1 (Your Office for Office 2016 Series) will make you to possibly be smarter. You can feel more
confidence if you can know about anything. But some of you think that open or reading the book make you
bored. It is far from make you fun. Why they may be thought like that? Have you looking for best book or
suited book with you?

Ronald Adams:

What do you think of book? It is just for students since they're still students or this for all people in the
world, the particular best subject for that? Merely you can be answered for that query above. Every person
has diverse personality and hobby for every other. Don't to be pushed someone or something that they don't
need do that. You must know how great along with important the book Your Office: Microsoft Office 2016
Volume 1 (Your Office for Office 2016 Series). All type of book is it possible to see on many sources. You
can look for the internet options or other social media.

Lorri Nicholson:

In this 21st century, people become competitive in every way. By being competitive today, people have do
something to make them survives, being in the middle of the actual crowded place and notice by
surrounding. One thing that oftentimes many people have underestimated this for a while is reading. Sure, by
reading a book your ability to survive raise then having chance to remain than other is high. For yourself
who want to start reading a new book, we give you this specific Your Office: Microsoft Office 2016 Volume
1 (Your Office for Office 2016 Series) book as starter and daily reading reserve. Why, because this book is
more than just a book.

Patricia Rivera:

Reading a reserve tends to be new life style in this particular era globalization. With reading through you can
get a lot of information which will give you benefit in your life. With book everyone in this world can easily
share their idea. Ebooks can also inspire a lot of people. Plenty of author can inspire their very own reader
with their story or perhaps their experience. Not only the storyline that share in the textbooks. But also they
write about the information about something that you need illustration. How to get the good score toefl, or
how to teach your children, there are many kinds of book which exist now. The authors on this planet always
try to improve their ability in writing, they also doing some study before they write to their book. One of
them is this Your Office: Microsoft Office 2016 Volume 1 (Your Office for Office 2016 Series).
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