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Give your students a connection to the future with
the best keyboarding and computer applications

LR el 4. St
CENTURY 21 CENTURY 21
Computer Skills Digital Information
and Applications Management

Hoggatt | Shallk | Smith

Computer Skills and Applications Digital Information Management
Lessons 1-90 Lessons 1-145
9781111571757 9781111571405

These latest editions of Century 21 Computer Skills and Applications and Century 21 Digital Information
Management help you prepare students for a lifetime of success with innovative technology and real-world
applications. Students can tap into the latest keyboarding software, practice Math and Communication skills,
learn to master computer applications using Microsoft® Office 2013, and apply their computer skills in a simulated
work environment.

New to this edition:

The new title of Computer Skills and Applications focuses on new key learning and basic computer
applications introduction with the right number of units that you need.

New second-course book with intermediate approach for Digital Information Management focuses on
intermediate computer skills with skill-building practice for keyboarding for a year-long course. The emphasis
is on critical thinking to solve problems that students will encounter in the classroom, at home, and in the
workplace.

New documents that utilize Office 2013 settings and features with Windows 8.

Assessment activities help place students at the right skill level.

New MicroType 6 with CheckPro with skill building, timed writings, document checking, and more!
New cleaner, design with instructions moved from left to right columns to ease readability.

New end of unit projects for Academic and Career for Language Arts and Math; Career Clusters; Winning Edge;
and School and Community to emphasize critical thinking and support Common Core Standards.

New features for 21st Century Learning Skills and Digital Citizenship discuss topical themes throughout.

800.354.9706 www.cengage.com/school



A Letter from the Century 21 Authors

Jack P. Hoggatt Jon A. Shank James R. Smith, Jr.

Dear Educator

The keyboarding curriculum continues to change as technology impacts what we can do and the rate at which we
can do it. This 10th edition of Century 21 captures that change by integrating Microsoft Office 2013 computer
applications into the lessons.

Century 21 Computer Skills and Applications, 10e retains a strong emphasis on keyboarding and skill building
because we recognize that touch typing is a life skill like reading and writing. Students who have this skill will be
better able to realize the full potential of technology and become more productive students and workers. Century
21 Digital Information Management will to help students become better writers and use more intermediate skills
with spreadsheet, presentation, and database software to enhance their learning for 21st century skills.

This text and accompanying MicroType software program continue to provide you with the flexibility you

need to meet the variety of skill and knowledge levels of your students. Select your starting point based upon
previous computer learning; build each student’s keystroking skill with appropriate drills; and integrate computer
applications in realistic documents.

As the definition of “keyboarding” expands from touch typing and documents to integrated and advanced
computer applications, Century 21 will be your students’ connection to the future.

Jack P. Hoggatt
Jon A. Shank
James R. Smith, Jr.

www.cengage.com/school  800.354.9706 3
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Computer Skills

Century 21 = o 4 Applications, 10e

Provide your students with the best in computing education from the
proven business education leader—now stronger than ever! ThisTenth
Edition of Century 21 Computer Skills and Applications helps students
prepare for a lifetime of keyboarding and computer success with innovative
solutions updated to reflect today’s business challenges. Trust the leader
who has taught more than 90 million people to type—bringing 100 years of
publishing experience and a century of innovations together in a complete

line of computing solutions. § w
The Right Approach, with the Right Coverage J

» A cleaner look with a new internal design Increased emphasis on
‘ introductory computer basics. ’

p Streamlined and more focused units
of instruction
» Emphasis on Ribbon Path (Tab/Group/

Command) enables students to
quickly navigate the software.

Home/Slides/New Slide/ ' " V| A ’
Layoet/Titha gac Lottt UNIT 1 Learn Computer Concepts

Insert Table -

The Application LESSON 1 Computer Basics
- = mw OUTCOMES « Analyze the importance of computers.
Guide Activities e e e It atont
* Describe hardware and software.
Evaluate technology for specific needs.
prepare students R e
for the lessons - S ————
Hardware and A computer is a machine that processes data and performs tasks according to a set of instructions.

that follow. Software Basics Computers are all around us, embedded in devices we use every day, including cell phones,

televisions, cars, and ATMs, as well as devices such as game systems and iPods.

Computer Basics
Application Software Basics
Using a Software Application
Managing Files and Folders
Computer Safety and the
Internet

" | P g

Computers are used in nearly every type of business or profession to create information and help
us get things done. Some common uses of computers are described in the following lst, but

Personal-Business Letters—Block there are literally millions of ways these tools are used to help us learn, work, and enjoy our lives.

Format and Open Punctuation
Personal-Business Letters—Mixed
Punctuation

¥ Additional Letter Parts
w0

Here are some of the most common uses for computers you may encounter in the course of
your day. Try to imagine how you would get through each day without the help of computers
in these situations:
+ A computer in your alarm clock or cell phone sounds the alarm that wakes you up in
the morning,
« Alarge, powerful mainframe computer controls the vast power grid that sends power
- to light and heat your home, as well as the water systems that bring you fresh water for
" Application fetter written by an individual to deal with business of a personal nature is called a personal- ’ ' your shower
¥ business letter. A personal-business letter s typically printed on personal stationery that + A microchip computer in the microwave oven, stove, or
uide does not have a preprinted return address. A busine: ¢ i typically printed on letterhead coffe maker helps monitr the temperature while cook-
stationery (stationery that has a preprinted return address). You compose letters using word ing your breakfast.

Letters processing software such as Microsoft Word (see Figure 7-1). Computers control the traffic lights that regulate the flow
of traffic at busy intersections on your way to school

Block Letter Format
Block letter format (see p. 138) is commonly used

Computers regulate the heating and cooling systems
in your home and schaalkssnina the buldings

letter arranged in block format begin at the left el

margin (tap Enter three times), default side m - -

specified below. WP For each feature, read and learn the
Basic Letter Parts Applications OUTCOMES

“The basic parts of a letter are described below
Wi h ts of -] ss lette

between the parts of a personal-business ettEg « Insert a Text Wrapping Break (Remove Space After Paragraph)

Return address, The return address o a pe Font Group * Use Spelling & Grammar, Synonyms, Hyphenation, Thesaurus, Envelope, Insert Learning Outcomes mapped

ate & Time, Decimal Tabs, and Bullets an

* Change Font attributes

consists of a line for the street address and one

Enter once after each line of the return address )
“The Font group contain many features that can be used tochange th appearance oftext i a to lesson activities.
The return address on LETIES document. For example, the font, font size, and font color can be changed. Text can be high-

city, state, and ZIP Code lighted, underlined, or have an effect applied to it. Numbers can be formatted in superscript or
tion, the company name, subscript formats. These features as well as others are contained in the Font group on the Home
of the letterhead. tab illustrated below in Figure 7-2.

Date. When kevi 1. Within the Font group, hover your mouse pointer over each of the 15 features to identify

ye:i‘;m pachucion | each feature and read the short description of it. B N

i 1o begi e e o wern —_— Short generic drills support
» The Font group

When keying abusiness s s ’\‘ Microsoft Office versions.
below the last line of the
to begin the letter mailing

UNIT 7 130

o comis Gogno

1 —

Word Processing: Letters

Word Process Letters

4 800.354.9706 www.cengage.com/school



= References/Communication
Skilks/Anhreviations
= References/Communication
Sklﬂim \isagn
ication

Sklltl?
* CheckPro/Word Cheice 7

Communication i

Leadership skills are key to personal and business

g Academlc and Career Connectlons

5 and Discounts

£ up for the discounts, how much wiuld Wil now have b mark ug his
N i gross profitst ™

Cumplete the folloving e introduge varinus topics that invalve
aredemic themes and careers,

atinns.
& Click Ruades and review the roles of using sbbrevigtions
. Then, under Abdwevianions, dick Postrest,
. Fulbow e instrections L complete the peatlest
. Repeat this process for Waord Usage,

1,
3,
4.
3,

New end-of-unit projects for Academic and
Career preparation provide the connection to
Common Core integration. The coverage of Career
Clusters and the NEW School and Community activities
emphasize critical thinking.

Optianal Activitics
1. Goto this path: CheckProd/Communication Skills 7,
I Consplete the sctivities as directed.
3. Lo o this path: CheekProfWord Clasdee 7.

Agoly lines, and chonse the crrmect wand

% df w08 communications. Read the document carefially, and then close

|hl. fibe. Cmn & pew presentation asd spply & design therne of your oo, Lisert a titke slide

and key the title Tlahitat for Tlumanity. Key your name 25 the subiitle. Insert a slide far each

af the fllowing questiens. Key the question on the slide. Below the question, key your answer

in a complele sentenice. Select an appropriate slide lapout. and apply formatting of your chaice.

I, Wha fnunded the arganizasion Hahiatat tor Flumanity Intemational?

2, What motivared the feander b start the organization?

3. Wt Is the basic mission of Habitat for Hunsanalg?

4. Habitat is nod 2 giveaway progrom, When Habstal works on o home, what are e partner
family's financial abligations? What ather abligation does the family hava?

5, Habatat for Humanity operates at the grassroots level, What does this meant

A, Bavee the presen itk as v communications.

1wl is o phasmacist who operates o soall drogstore, [n oedee e achieve o targeted level of
P proifits (sales revenue minus product costs) tn cover his fived expenses - such as rent,
wtilitice, and pavroll—he needs to decermine how much be should mark up his pradiecs,
Far example, i T expects o sl 52.5 million of products (based on cost) and be needs
produce gmss profits of §3I000 tr cover fived expenses. haw much does he have to mark
up his products, en average, to achleve thar target?

2, wWill's drugsnore Bas jugt sipoed up b paticipate in o heabth-care discount progran.
Althongh he does nat know yet exactly how many cstamers will sign up o be clab
members, he expects that purchases on average will carn a 4 percent discoant, How much
weill bt reduce the slore’s projectind sales revenue?

success, and students can develop these skills using the

material found in the New Leadership Appendix as
well as the teamwork and Winning Edge activities.

V

Leadership Development

Analyze the charactaristics of a good leader.
* Explore in school and pro |

I.end! ship

Reead abwout the charscieristios of leadenbip below.

Diexcribe in & paragraph ar two & stuation in which you swimed 2 keadership role and
describe your effectivenees us o leader in this situation.

Print your paragraphis) and save your e as opp b leader?.

The Characteristics of Leadership
Lesddership (s an important foundation for our society, Effective beadership s noeded in our
wchomd, homes. government, and places of worship, work and play. Therefore, much has been
written ubout the ariributes that many believe e esential for effective leadership.
Leadership Can Be Learmed

It Is & papular opinion that keaders are barn, not made
However, in reality, loadershigs is o set of charscteristics
that can be barned. You will have many opportunities
during your school yeans to develop kadership qualities.
You tnay have opportunities to be a leader in stident
government, a student clab or other extracurricalar
activity, and b your community or chunch. H vou wark,
yos weill have opportunities b develop keadership quall-
ties for the workplace

Leadership Defined

Lendership can be defined as getting other people 10
ol you toward @ common goal. For example, imag-
e that 12 students from your class, including yourself,
were anked 10 move W the front of the room. Once
there, the group is directed 1o line up in the order of
their agies from the youngest b the oldest by year, month, and day. Also, the group i tokd they
il this. W further instructions are given.

PR ———

who assumes that role? I so, would you do
e R

4
H
i
H

of hearing the tone of your voice or seeing your facial expressions. Don't flood

messages or cute pictures you've found online. And don't start flame wars—hosf

trouble rather than discuss issues.
e

Digital Citizenship and Ethics The rules governing appropri-

ate and courteous behavior while you are online are called netiquette. Think

of netiquette as online manners—the way you should behave as you suly

Web or correspond via e-mail, text messaging, and chats.

You might already know some netiquette rules. For example, you should not
send e-mails or text ges in all caps b

wordy postings on discussion groups

The addition of 215t Century Skills and
Digital Citizenship add interesting and
relevant topics for classroom discussion.

should be avoided because readers m:

w ine, As you process the Inform:

21st Century Skills: Media Lite,

warys you recelve information. In addition {
might watch a television show, listen to

Think about the various
Asseoom becrures and studies, you
o brondcast, browse the Web, or read
tan ynu mclw d-‘ulr. you funn llnprts

slons and make Interp lans and jud

Think Critically

the muany messages you process every day Jnﬂm:ncL the decisions you make and
have a significant impact on the way you live your life,

1. Think of an advertisement you have recently seen or hquL Where duJ you see or hear the ad? What was being

# Would

o make o purchase based on the adt
hing or shoes or @ favorit
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A Proven Approach for Mastering Keyboarding Skills

T .
istory is preserved forever. @

Triple control guidelines for Tested and proven P e
timed writings and skill building pedagogy provides — e o
include three factors—syllabic sound new key learning, I bear avare data gave edge states race great street
intensity, average word length, skill building, model For o i et s oy tron
and percentage of high—frequency document illustrations, ::T::';:fﬂ'.’;ﬁ" e e e e
words—for the most accurate and triple-controlled timed e hin i o case.
evaluation of students’ keying skills. writings to ensure that s M,
assessments are reliable and e 75 B ot ock formet it e rcnton
CO n s ISte nt - Begin ' from top or 0.5" below letterhead, whichever is lower

Top Enter twice

Date IﬂI.IA{

/
A all letters used

Computer Applications and Beyond! T

somior W |
2p Entor once

T s
Sk M Bt L 1 it ot o remove space

[RET—

Core computer application skills are taught and reinforced so
that students are prepared for life! Instead of teaching students
the entire application, the critical components are emphasized
and mastered.

* insert and modify shopes snd lext boxes 10 enhance the content of docy ‘
and make them stiractive and sasy 10 read.

Word processing skill is enhanced by the model documents
B e provided for letters, tables, reports, and special documents.

the compuny nate anel cobors sbmilar 1o these dhwn below. Yoo decide all other formar
eatures.
1 Saveas 67b letterheod

Presentations coverage includes creating slides,
graphics, tables, charts, and slide shows—and learning
the appropriate way to present.

Paragon Group

Spreadsheet activities include basic functions as well

OUTCOMES  * Describi how ta uso appropeiats graphic imanes, inos: and shaa, as working with formulas and charts to help resolve numeric
= Insarl, pasition, and size grophie imoges. photas, lines, and shapas. o o
. et 4Tt ke S, G PG problems for business, education, and personal use.
aas
rupies. Graph L el bl camvey: W, Gi
st Glp At R SR At re i ,
b e Database coverage includes
IraariOriine Piatures

enusle s protected by copreripla o, aod

@ the earsent

Ulwe prrapshics anly whet they are relevs
Charise graphics it will i distractd
creative, but use images b good st

adding/deleting records and
fields, sorting, and reports.

*  Use formulas and funations to parfarm caloulations In s werksheet.

Spreadshieet software can aded, siberact, nruleiply snd divide sumberns o cells. Tis perfonm
Koy Formulas calculations, activate the cell i which the resalis of the g
furinaiba i the fuensila bar (vee Figune 12-19),
wign [=), The us sufiware interpeets the feemuln w6
operationg (1} Cakeulations inshde parontheses are

n',"’“"“‘ e 12) Maliplication and divisiva are perfor
ormulis in cells. “ ¥
Talkw this path formla, (3 Addition and subtraction ane perfon

1. Learn how ta insert clip art on &
Clpen of 48b imsert phedat pp, Tos
i fram Offece.com Clip art on sbid
anal psition the clip ar atirac
Suve uw: 480 pp.

* Lear to creste single and multiple dats sorta.
= Leamn io create filers.
= Leam 1o creste queries.

I Review the Sart feature in the Application Guide (p. 208]; bearn haw o create sorts.
2 Open the FHS FELA Members table file
3. Perform the following sors.

Fermuma/Fermui
AudtrgShaw Formulag

Single Sorts - Ascending Order
1. Last Name

Figure 9-31 Sample <fip art

n'ln s the : 5
grman | SEm——)
Enow Forrues u i
]

2. ZIP Code
1o it It o
1 1. Last Name
g’ Flgure 12-14 Formisan 2. ZIP Coxe
Mu&';:mn-— 4. Print the single sort by Last Name in Descending order:

3. Save and dose the database.

L Open df 77c Softwns




For supporting software that is motivating, teaches new keys, checks documents
for speed and accuracy, and is built for student success, MicroType™ 6 and

MicroType 6 with CheckPro™ are your ideal solutions.

» MicroType 6 includes touch-typing instruction for alphabetic MicroType 6

and numeric keyboarding and the numeric keypad.

» MicroType 6 with CheckPro checks keystrokes and formatting in Microsoft
Word and Excel, providing the most comprehensive teaching and learning tool.

Alphabetic Keyboarding
Lesson 1

If you only need new-key learning and skill building, then MicroType 6 is your solution.
With either solution, textbook marginal references will indicate the appropriate points
for incorporating the software. Skill building lessons can be used throughout the
course to continue to build those essential productivity skills.

An Interactive eBook provides students with an interactive, online-only version of
the printed textbook to be used at school or at home with indexing, highlighting, and
quick navigation.

k.

For more information on this innovative textbook—as well as a wealth of teaching
and learning resources—visit today!

Data Files Flashcards PowerPoint® Presentations
Web Links Solutions Files And much more!
Assessments/Tests Lesson Plans




Provide your students with the best in computing education from the
proven business education leader—now stronger than ever! Century 21
Digital Information Management propels students into the realm of
computing education with innovative solutions updated to reflect today’s
business challenges. Trust the leader who has taught more than 90 million
people to type—bringing 100 years of publishing experience and a century
of innovations together in a complete line of computing solutions.

No Need to Repeat the Basics—Focus on the
Skills You Want Students to Master!

>

v

Century 21

An intermediate approach to computer applications to reflect changing trends
in computer applications instruction and to optimize learning time.

More units of instructions—two cycles for a full year—Essentials and Intermediate

Pre-assessments help place students within the lessons. Assessments cover

new topics covered in each Part.

21+t century skills approach organizes business documents and computer topics

Digital Information
Management, 10e

Contents—Emphasis on Intermediate Computer and Business Skills

Part I: ESSENTIAL PERSONAL, ACADEMIC, AND

BUSINESS INFORMATION MANAGEMENT SKILLS

Assessing Basic Computer Skills

1. Computer Concepts L1-6

Assessing Basic Word Processing Skills

2. Communicating Clearly L7-14 (WP)

3. Analyzing Table Information L15-19 (WP)

Assessing Basic Spreadsheet Skills

4. Making Economic Choices L20-26 (SP)

Assessing Basic Database Skills

5. Data Mining and Analyzing Records L27-32 (DB)
Assessing Basic Presentation Skills

6. Building Effective Presentations L33-38 (PP)

7. Real-World Applications | L39-43 (WP, SP, DB, PP)

8. Creating Effective Reports L44-50 (WP)

9. Using Design to Enhance Communication L51-55 (WP)
Assessing Basic Personal Information Management Skills
10. Managing Communications and Schedules L56-61 (OL)
11. Creating Web Sites L62-66 (WEB and WP)

12. Becoming a Successful Digital Citizen L67-71
(WP, SP, DB, PP)

13. Real-World Applications Il L72-76 (WP, SP, DB, PP)

14. Assessing Essential Information Management Skills
L77-80 (WP, SP, DB, PP)

Part IIl: INTERMEDIATE PERSONAL, ACADEMIC, AND
BUSINESS INFORMATION MANAGEMENT SKILLS

15. Manage Written Communication L81-86 (WP)

16. Preparing and Analyzing Financial Documents
L87-93 (SP)

17. Creating and Understanding Publications L94-100 (WP)

18. Analyzing Information Efficiently and Effectively
L101-106 (DB)

19. Real World Applications Il L107-111 (WP, SP, DB, PP)
20.Becoming an Entrepreneur L112-117 (WP, SP, DB, PP)

21. Enhancing Visuals to Communicate Effectively
L118-120 (PP, MM)

22.Understanding Our World L121-125 (WP, SP, DB, PP)
23. Preparing for the Workplace L126-131 (WP, SP, DB, PP)
24.Being an Effective Employee L132-134 (WP, SP, DB, PP)
25. Real-World Applications IV L135-140 (WP, SP, DB, PP)

26. Assessing Intermediate Information Management Skills
L141-145 (WP, SP, DB, PP)

Appendix A: Timed Writings
Appendix B: Reference Guide
Glossary, Index

WP =Word Processing, SP = Spreadsheet, DB = Database,
PP = Presentations, OL = Outlook, WEB =Web, MM = Multimedia

800.354.9706 www.cengage.com/school



An Instructional Design to Learn, Apply,
Reinforce, and Assess

LESSONS 1-83

)

o : -

> Intermediate Personal, Academic, and
O Business Information Management Skills

Cycles cover units of instruction, which are comprised of M
lessons and rotate computer topics.
Reference Guides present concepts before the lessons.

Unit 1 Managing Digital Information
Unit 2 Communicating Clearly n this cycle, you will strengthen your personal
Unit 3 Analyzing Table Information and interpersonal skills to help you transition

LESSON 20 . Format Cells and Columns -

it

ostsecondary

Learning outcomes are mapped

) - emerging
to lesson activities. Business OUTCOMES = Merge cells. cuments,
L ¢ Align text vertically. pase, and make
Documents are listed per lesson. * Wrap text. you will work
o Shrink text to fit in a cell. d learn how to
* Indent text in a cell.

rld scenarios
ting and usi

0
: Business Enrollment Report
Recycling Materials
Shareholder Distribution

Common Stock Fund Report

Home/Alignment/Select
Desired Vertical Alignment

Emphasis on Ribbon path (Tab/Group/Command) enables

‘__\\\\_,__‘/ . .
students to quickly navigate the software.

Intermediate Approach for Computer Applications

Chapter Topics I Sample from Chapter Quick Check or Lesson Documents

Managing Digital
9 9 .g . QuicK
Information is a review of
use online applications and shared files?

baSIC com pUter conce pts a nd . Who do you think should decide which team members get access to which documents

introduces hardware, software, online?
. . What disadvantages do you see to sharing information online with coworkers or
the Internet, operating

project team members?
systems, the Cloud, and
security issues.

-

. What factors do you need to consider when building a team for a project that might

N

w

te your ideas il

Word Processing skill is
fur‘thel’ enforced by fOIIOWing Your completed two-page letter should look like this:
the model documents for
letters, tables, reports, mail
merge, and special documents
such as agendas, minutes,
itineraries, newsletters,
purchase orders, invoices, and
other business documents.

www.cengage.com/school  800.354.9706



Chapter Topics

Presentations coverage
includes creating presentations
for businesses using

graphics, animations,
transitions, SmartArt, sound,
and delivering an effective
presentation.

Spreadsheet activities include
formatting, views, charting,
advanced functions, and other
intermediate tasks for various
financial and sales reports,
planning, and data analysis.
Integrating documents with
Word is also covered.

Your calculations should be the same as those in this worksheet:
JENNCD MONTHLY SALES REPORT

Same Month  Percen

Office This Menth LastYear _ Cha

Boston 51,540,000 51,444,975 $1,653,450
Baltimere 51562,675 51,375,755 1,345,870
Cleveland $2,143750  $2,307,450 $1,873,525
Chicago $1957,500 52,000,730 -2.6M|Memphis 52,769,200
Bolse 5780560 $755,050 3.4%|0maha $2,459,550
Seattle $2,289,570 52,185,525 4.8%|5an Diego 53,000,540

$10,278,055 510,079,485 $13,102,135

51,582,625
1,467,050
51,852,840
$2,652,810)
52,234,800
52,750,750
12,580,875

Database coverage includes
data mining and analyzing
records for use with queries,
computed fields, and mail
merge for letters, envelopes,
and labels.

1B Pt s By T |

July/August Sales by Territory

Aryona FIRET T -y Sut.an0 00 . mote
SI00A%) 80 e A, 7000 S, 73008
T80 i e SaL.2 00
o e S ETLOS
13K ann $9,1.00
£ ottt st ! L1 fan 1y e
FULL00 Dwile HLm N, w200
L BLTT il S5%.a00. 10 L mim
SLUE  Duneve aniten S7.m00 0309

Personal Information
Management Skills include
managing contacts, e-mail,
meetings, and other calendar
features.

Apply: Create Auto
Reply Message

Remember

to cancel

message when
completing this activity.

1. Create an Auto Reply message to be sent to contacts sending you an e-mail message.
2. Create the template with the following message:

Tam unavailable until April 15. If this is an emergency, please contact my assistant

at 919-555-8888.

[Your Name]

General Manager

Sweety Pie Bakery

3. Save template as: 59f outofoffice.

Websites cover creating web
pages in Word and Excel,
using graphics, hyperlinks,
bookmarks and Web
construction.

- X

Your web page text should look like this if your browser supports all of the
word processing features.

- e et T

10

800.354.9706

www.cengage.com/school



Integrated Approach Continued

Sample from Chapter Quick Check or Lesson Documents

Chapter Topics

Digital Citizenship has
projects for digital etiquette,
communications, law, security,
and online commerce.

Sample flyer on cyberbullying

Real World Applications ask
students to use all applications
while working for the “Hoops”
simulated business to create
basketball tournaments.

April 24

From the desk of:
Julia Kingsley
Greate a HotlInformation sheet
withthe information shown on
the attached sheet. Center the
informaion on the page. Note
the price changes since last
summer for the ollowing hotels:
Cauntry nn: $50-598
Cozy Cotage: $50-575
The nn: $69-5129
R Cedar n: $50-565
Also, inciudethe ollowing
e-mail adress for The i

in i

Mark your calendar for Apil 26

at2pm. 10 go over the final
copy with me.

3k

Hotel Information

Hotel and Addres Price Range

Features

i S T IO 1
o ot iR Wt
- whisipecd, ndoas poi Inres cove

o, B, sty .
e Ly Eofle
e, et
s Pt e e bevealen.
o
et o b

SN s, fwe sontiemtal

Entrepreneurship has several
lessons that cover all aspects
of creating a business plan.

Activity 6

1. Open df 112 busplan activitys.

2. Insert the table after the word assumptions: in the Financials
section. Center the table between the side margins.

3. Print the page on which the table appears.

3. Saveas: 112 busplan activity6

Quartar CI;I:;‘ :::: F:'e::s“mmn:zr Re‘::::lles
%’.‘i‘.‘;“L‘:’,’l‘f 2 Ll 855 5148500
ity 57 555 183,150

J'Edl'.:s i a2 555 $207,900
'sl:?um 14 55 565 SZ7Z.Z50

Global Issues has projects for
thinking and acting globally,
protecting the environment,
exploring legal and ethical
issues, and evaluating media
messages.

- O

Your chart should look like the one below.

WALABM 19942004 20082000

Workplace and Employment
covers preparing a career
portfolio and reference list,
print and digital resumes,
application letters, preparing for
an interview and post-interview.

Personal Digital
Resume

Open 127c my draft resume.

Y

o

. Saveas: 128c my digital resume.

. Review the information and make any desired changes, additions,
or deletions to the information you want to include in your resume.
Using the information, prepare an digital version of your resume.

www.cengage.com/school  800.354.9706
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Special

CORPORATE
View
An Integrated
Intranet
Application

Features

20A-26A

Key each line twice at the beginning of each lesson; first for control, then speed.

Warmu|
P aphavet 1 Zebb likely will be top judge for the exclusive quarter-mile run.

fiues 2 This association has 16,873 members in 290 chapters in 45 states.

Warmup drill lines and

Quick Checks begin
end a lesson.

speed 3 Jamel is proficient when he roams right field with vigor and pep.

o+ 2 | s | 4 | s |6 | 7 | 8 | 9 | 10 | 1 |

and

- l

A___-‘\_____/

) Monkey Business Images /Shutterstock.com

As part of your internship with Corporate View you have the opportunity to work in several
departments within the organization to see the overall operations. Your current assign

with Finance & Accounting. Because you have the expertise to create attractive and informa~
tive charts using Excel, the F&A Director would like you to create two charts that show changes
in income statement accounts and balance sheet accounts from last year to this year. He will
use them in a presentation to the corporate officers. The Director has provided you with the
following instructions. Complete each step before going on to the next step.

1. Our company website i dsworth

products

Dlg ital Cltlzenshlp and Ethics Bullying comes in many forms, from teasing
and name-calling to pushing and hitting to excluding others from a group. Now, technology

has provided new ways for people to bully each other. Cyberbullying—or using online
munications technology to harass or upset someone—has become increasingly ¢ as

more and more people gain access to cell phones and the Internet.

Cell phones and e-mail can be used to send hateful calls or messages or lo share humlhat—

ing images. Threatening messages can be sent via ch~*

networking sites. Name-calling and abusive remarks
What can you do about cyberbullying? As a class, dit

. Whaﬁ are three things you can do so that you do
ictim of cyberbullying, what

The addition of 215t Century Skills and
Digital Citizenship provide interesting
and relevant topics for classroom discussion.

21st Century Skills: Com
Spreadsheets are a powerful tool for calg/fating, managing, and analyzing numerical data.
Businesses use spreadsheets to recorg/harket research, measure performance, and create
financial documents. Another valfable use of spreadsheets is creating charts and graphs to
help illustrate complex numerical information and identify trends.

icate Clearly

Assume you are the production manager for a manufacturing company. You want
to analyze the productivity of workers on first shift (6 a.m.-2 p.m.), second shift

(2 p.m.-10 p.m.), and third shift (10 p.m.-6 a.m.). To do this, you have collected the
following information on the number of units produced per shift.

Shift 1 Shift 2 Shift 3
20

Corporate View projects provide a real-life work
simulation that evolves throughout the course using data
from an intranet business.

wp plefid= isbn_issn=07811117495 id=
Z6&altname=Corporate +View+Intranet

2. Find the Corporate View Quarterly Report Summary in the Finance & Accounting section
of the website.

3. Create a worksheet and chart for the Income Statement that compares the Net Revenues,
ome amounts in millons) or the current year tg

New End-of-Unit Academic/Career Connections

New end-of-unit projects for Academic and Career Preparation provide the connection to Common Core integration.
The coverage of Career Cluster and the NEVW School and Community Activities emphasize critical thinking.

ic and Career C

 Camplt thefolowing xrsiss that ntoduce varios oics
£ thatinvolve academic themes and car

MicroType 6

the s ofuingnambers.
postc,

Speaking

ouspend

Career Clusters

The Winning Edge

FBLAPIL
st his vt demonstse the skl necesry o vl e

Planninga Career I Finance.

Commission

ot e
What's It Like? oril | way | m\

Key the dts s shown i ncse worksest. Then dtheflloving

bysgen.

sk fen ok onger hours

s progam at hom AL school
2 Vo vt o s b

What About You?

School and Community s

bea
oul b bl 4 caree in i ek

uniT 4 154

End-of-unit projects also include Timed Writings, Grammar/\WWriting, Communications, Science, Social Studies, and Math.
Winning Edge provides activities for practice for competitive events such as with BPA and FBLA.

12
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Get Connected to MicroType

This sixth version of MicroType introduces keyboarding and
skill building reinforcement—and combines document checking
using CheckPro along with Microsoft® Office 2013.

Features

e Separate versions for Century 21 Computer Skills and
Application 10e and Century 21 Digital Information
Management 10e

Keyboarding Lessons—with timed writings, skill builders,
communication skills and textbook keying

New Reference Features for communications, Word 2013, document formats, and movies

New Document Checker in the CheckPro feature for Word, Excel, and PowerPoint® 2013 documents
Enhanced Teacher Utilities with reports and grade book

Web Site: www.cengage.com/school/keyboarding

Components

MicroType 6 Network Site License 9781111571207
MicroType 6 with CheckPro Network Site License—for C21 CSA 10e 9781111571825
MicroType 6 with CheckPro Network Site License—for C21 DIM 10e 9781285088198
MicroType 6 with CheckPro Demo CD-ROM 9781111573294

‘Select a Lesson or Type Number and Tap Enter




Century 21 Online

& o SOUTH-WESTERN

Web Reporter 2 CEMAABY i

Now you can use any computer at any

10 wwn

location to connect to the online Web WEB REPORTER

Reporter.

instructors to manage classes, set grading
parameters, and add comments to student

reports.

Those students’ reports are hyperlinked to
provide more detailed information about
performance. Instructors can even add
comments to student documents which
students will be able to view. Our Web
Reporter functionality makes teaching and
learning more effective. ' e T e T s TR I T LT e TR R T

mep HeLAMIeH
The Web Reporter allows

INFTRUCTOR

Experience Century 21 Online: www.cengage.com/keyboarding/c21key

7 Compuing & veenmon

Oweries  FrstssBowin = Teboof Cortanty  What's Nes

Provids yiu Sudens o e 5 oy
of CENTURY 21 COMPUTER SHILLS AND APPLICATIONS Saips sludents i'npary far & Batima Of kiyboary
v abve tauons it B reles! By § buosnes chalanged Srents U e B letel ]
anguter sppicalioes esky Microsol Ofice 20187011 e incewase commmunicstion shily with seevart sl oA MmE
Bt Trust e bnacer who e teug 8 g 150 yedrs of pusivring e

It Sige i W

NEW
Century 21™ Comp Skills and Apy
10th Edition

Juch P. Hoggen. Ed. D. Urivensily of Wacssain Eau Clare

oo A Shank, Edd. D, Flobest K Uriveesly Corsopols P4

Jumias B Senith. Jv . Fil [ North Camnbrs State Unbemally

ISON18: VITIETTTSE

SBT3 SN0 1 ETITET
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© 2015 Avallabie Mach 2914

et Pace 57100

Focas arw supwc! 10 Crge peate corlact pous Sales g b 8 e ol

Iratctod Saga b W

Cangage L aamung » H-12 +» DedchaOgla iumatin matay el
NEW
Century 21™ Digital Information Management, Lessons 1-150,

10th Edition SChOO' S »

Jack P'. Hogpatt. E4. D Univirsty of Whicorsie Eay Class

Jom A, Shark, Ed. 0. Rotert Mosris Univarsty. Corsopols. P4,

dumes R Smith, Jv., £, 0. Neort Camobng Stite Unbnrsty

ISANR TI11ETIE08

ISENAD: BT 111571408 For pricig inlormason o ©

40 Py Mas oo parcmme you ey e contact
Pravious ESsas. 20%0. 2905 2082 Cutnmme Sorvice [300) B-5179
& 2016 Avalable ks 2014

N Proe $62 75

CEWTURY 71
e

togutar

Sront e st 1D DR Dese ontact YU 308 D for 8 oo Quole

14

werview  FestewBesslty  Teble of Comtents  TWhaTS Ferw

Frovide your shadents with the besl In compuier applcation education bom B praven eder—nom ronger e gver Thin neer et
CENTURTY 21 DaGITAL INFORMATION WMANAGELENT hat stadents prepers bor o Metims of computer secrens woh mnavative sohsiom
APOIEE NS THRSOT IDCEY B DUl CRIBNQRL SIUSENTI LI T3 T NI LCVIS) AT TH MBS SSMERMY ERCHCINONS ung Mhoseat
Oficw st ncvess comwmrscation thils sith wiweart scivies frougbout Trust S esde sfo he Leught mose Sues 85 milan peoghs iz
Trpb-tainging 100 peddn of pubahing espedens snd 4 costury o INoealons logete & & Comphts ng of Compeie: UBnng RbScA
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Instructor Resources

Wraparound Instructor’s Edition

The wraparound Instructor’s Editions feature student pages with comprehensive, related teaching tips, and
support for Resources, Focus/Prepare, MicroType, and more.

Cognero® Web-based Assessment

The assessment tool provides the best in test creation and online testing software to produce reliable, balanced
tests quickly and reduce grading time.

Instructor’s Resource CD-ROM, with Manual, Style Manual, and Spanish Supplement

The instructor materials are available on a convenient and easy-to-use CD. Designed to help facilitate classroom
instruction, this CD has instructor files unique to the textbook, such as data files, solution files, PowerPoint® slides,
and assessment solutions. All of these tools can help motivate students and enhance their knowledge and course
appreciation. The Instructor’s Resources are also available online.

PC Keyboarding Wall Chart

This attractive chart shows a generic keyboard for the PC and indicates all main keys, along with function keys
and some special keys.

‘PC KEYBOARD

Esc F F2 F3 F4 F5

www.cengage.com/school  800.354.9706 15



Century 2',] .

Input Technologies &
Computer Applications

YRGB o
 APIBCH NRECERETION TERET | DAY

New edition coming soon!

Features new to this new edition include:

All new documents and screen captures

NEW! MicroType 6 with CheckPro for C21 Jr. 3e

Supports the Microsoft Office 2013 and Windows 8.1; also supports Office 365
New coverage of Digital Citizenship and 21st Century Skills




further enhance your students' keyboarding and computer skills!

Order your Century 21° 10e instructional tools now:
www.cengage.com/school or call us at 800.354.9706

& SOUTH-WESTERN
%~ CENGAGE Learning

4. RN c E N U RY 21
"= CENGAGE Learning 5 I

Computer Skills
and Applications

CENTURY 21

Digital Information
Management

NATIONAL : W ISBN-13: 978-1-111-57944-9

y ISBN-10: 1-111-57944-X
GEOGRAPHIC 90000
LEARNING |H ‘

To learn more about South-Western, visit
www.cengage.com/southwestern 9 9449
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