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"Elementary Exercises in Word Processing: Student's Book" is the companion text to "Elementary Exercises
in Word Processing: Teacher's Book". The main objective of the books is to provide students with practice
material on basic word processing functions. They are particularly useful for those people studying for Stage
1 Word Processing examinations such as RSA or Pitman, or where word processing is taught as part of a
course. It is assumed that students have already mastered the keyboard. The books also aim to show students
the usefulness and versatility of the printer and to develop an economy of stationery. Students are instructed
to print documents in either elite or pica type to enable them to recognize the difference in pitch. The
chapters in both books have been structured systematically to enable the student to learn gradually. Also, a
set of numbered "help points" are given at the beginning of each book. These are intended to remind readers
of current typewriting conventions and to provide other useful guidelines.
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From reader reviews:

Bernice Fugate:

The book Elementary Exercises in Word Processing (Macmillan modern office series) make one feel enjoy
for your spare time. You may use to make your capable considerably more increase. Book can to get your
best friend when you getting tension or having big problem together with your subject. If you can make
examining a book Elementary Exercises in Word Processing (Macmillan modern office series) to be your
habit, you can get much more advantages, like add your own personal capable, increase your knowledge
about a few or all subjects. You can know everything if you like available and read a e-book Elementary
Exercises in Word Processing (Macmillan modern office series). Kinds of book are a lot of. It means that,
science reserve or encyclopedia or other people. So , how do you think about this e-book?

Aaron Powers:

Are you kind of hectic person, only have 10 or even 15 minute in your time to upgrading your mind ability
or thinking skill possibly analytical thinking? Then you have problem with the book than can satisfy your
short time to read it because pretty much everything time you only find guide that need more time to be go
through. Elementary Exercises in Word Processing (Macmillan modern office series) can be your answer as
it can be read by a person who have those short spare time problems.

Christopher Gonzalez:

Beside this Elementary Exercises in Word Processing (Macmillan modern office series) in your phone, it
could possibly give you a way to get nearer to the new knowledge or info. The information and the
knowledge you will got here is fresh from oven so don't possibly be worry if you feel like an outdated people
live in narrow community. It is good thing to have Elementary Exercises in Word Processing (Macmillan
modern office series) because this book offers for your requirements readable information. Do you often
have book but you would not get what it's facts concerning. Oh come on, that won't happen if you have this
inside your hand. The Enjoyable arrangement here cannot be questionable, similar to treasuring beautiful
island. Techniques you still want to miss this? Find this book in addition to read it from currently!

John Bonilla:

What is your hobby? Have you heard in which question when you got scholars? We believe that that
problem was given by teacher to their students. Many kinds of hobby, Every person has different hobby. And
you also know that little person just like reading or as examining become their hobby. You must know that
reading is very important in addition to book as to be the matter. Book is important thing to include you
knowledge, except your own personal teacher or lecturer. You find good news or update about something by
book. Amount types of books that can you go onto be your object. One of them is Elementary Exercises in
Word Processing (Macmillan modern office series).
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