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Microsoft Office 2010  

• Consistent Step-by-Step, Screen-by-Screen Instruction. Skills 
are learned using a step-by-step, screen-by-screen approach 
providing a clear direction and visual representation of the 
skills students are learning. 

• Project Oriented Approach. Students discover the relevancy of 
Microsoft® Office skills by learning tasks in the context of 
building a document or project. 

• New Office 2010 and Windows 7: Essential Concepts and 
Skills chapter prevents repetitive coverage of basic skills in the 
application chapters. New opening chapter presents essential 
Office 2010 and Windows® 7 skills such as how to start a 
program, save a document, and open a file. 
 



• Break Point  identifies 
logical stopping points 
in each chapter and 
gives students 
instructions regarding 
what they should do 
before taking a break, 
such as saving.  

Break Point 



Generic Whys 
describes our 
modified presentation 
for our step-by-step 
instructions. Our steps 
now tell the student 
what to do and 
provide the generic 
reason why they are 
completing the 
specific task.  
 

Step-by-Step - Generic Whys 



Meta-Callout and 
Redesigned Callouts 
are special meta-callout 
providing instruction to 
students on how they 
should use the red 
(action) callouts found 
with the step-by-step 
screens to enhance their 
learning of a skill or 
task. 
 

Screenshot Callouts 



In the Lab are three in-
depth assignments per 
chapter require students 
to utilize the chapter 
concepts and 
techniques to solve real-
world problems. 

End of Chapter – In the Lab 



Instructor Resources 

Instructor’s Resource CD Includes 
•  Lecture notes summarizing the chapter sections, 

figures, and boxed elements found in every chapter 
•  Teacher tips 
•  Classroom actives 
•  Lab activities  
• Quick quizzes in Microsoft® Word files. 
• Solutions  
• Test Banks 
• eBook available 
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