STUDENT’S GUIDE

As you begin each lab, take a few moments to read the Case Study and the Concept Pre-
view. The case study introduces a real-life setting that is interwoven throughout the entire
lab, providing the basis for understanding the use of the application. Also, notice the Ad-
ditional Information, Having Trouble?, and Another Method boxes scattered throughout the
book. These tips provide more information about related topics, help get you out of trou-
ble if you are having problems, and offer suggestions on other ways to perform the same
task. Finally, read the text between the steps. You will find the few minutes more it takes
you is well worth the time when you are completing the practice exercises.

Many learning aids are built into the text to ensure your success with the material and
to make the process of learning rewarding. The
pages that follow call your attention to the key
features in the text.
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e Objectives, Case Study

e Concept Preview, Another Method, Having Trouble?

Concept Preview
Provides an overview to
the concepts that will be
presented throughout
the lab.
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Another Method

Offers additional e
ways to perform a
procedure.
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e Numbered and Bulleted Steps,

Additional Information

Numbered and Bulleted Steps
Provide clear Step-by-Step l
Instructions on how to complete
a task, or series of tasks.

Additional Information

Offers brief asides with D T
expanded coverage of i
content. ;
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Figures and Callouts
Show how your screen
should look at the
completion of a step

P with callouts identifying
S o e S e e e e the important changes.
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summaries of = N e
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e Focus on Careers, Concept Summary
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Focus on Careers
Provides an example of
how the material
covered may be applied
in the “real world.”
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e Key Terms and Microsoft Office Specialist Skills,
Command Summary
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e Lab Exercises: Screen Identification, Matching,

Multiple Choice, True/False, Fill-in

lah exercises o o

Lah Exereises ° CoT— ﬁi

Reinforce the terminology and concepts e

presented in the lab through Screen g
Identification, Matching, Multiple - i W AN
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e Lab Exercises: Step-by-Step, On Your Own

| e e |
Lab Exercises  CoT Al
Provide hands-on practice and devel- TR T el e e
op critical thinking skills through b e © o e
step-by-step and on-your-own prac- B raaberd s e
tice exercises. These exercises have a i s
rating system from easy to difficult i 112
and test your ability to apply the e )
knowledge you have gained in each e L
lab. Exercises that build off of e
previous exercises are noted with a b e
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