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This new tenth edition of this established text: Century 21 Computer Skills and Applications is a one
semester course that reflects a new direction being taken in keyboarding. It not only includes the
standard teaching methods for learning to type and format documents, but also covers computer
applications such as word processing, presentations, database and spreadsheet, and the Internet.
MicroType 6 with CheckPro supports the new key learning lessons and checks document solutions.

Features
e Content is generic, yet is supported by Microsoft® Office 2013 and some coverage of
Windows® 8 for new users of the software; also works with Microsoft Office 2010.
e New internal design with fresh new look creates interest and simplifies learning.
e New end of chapter sections include Academic Connections, Career Clusters, 215 Century

Skills, Digital Citizenship and more!

Components

9781111571757 Student Text, Hard Top-Bound Cover,
480 pages, 4-color

9781111580063 Wrap-around Instructor’s Edition, Hard
Top-Spiral Bound Cover, 496 pages

9781111987138 Instructor’s Resource DVD (manual,
style guide Spanish supplement incl.)

9781305265073 Cognero Assessment (Web)
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9781111989019 C21 Technology Software Demo
CD-ROM

9781133963561 K12 IAC INT eBook

9781133963523 K12 1YR PAC INT eBook

9781111579449 Sampler

9781111581305 PC Keyboard Wall Poster

Unit 1 Learn Computer Concepts

Unit 2 Alphabetic Keys (correlated with MicroType)
Unit 3 Enhance Input Skills

Unit 4 Help

Unit 5 E-Mail and Personal Information Management
Unit 6 Enhance Input Skills

Unit 7 Word Processing: Letters

Unit 8 Word Processing: Tables

Unit 9 Presentations: Slide Shows

Unit 10 Enhance Input Skills

Unit 11 Word Processing: Reports

Unit 12 Spreadsheets: Learn Spreadsheet Essentials
Unit 13 Word Processing: Special Documents

Unit 14 Learn Database

Unit 15 Enhance Input Skills

Unit 16 Integrated Project

Unit 17 Assessment
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Visit NGL/Cengage/South-Western online at http://ngl.cengage.com/keyboarding.
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