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Offers an in-depth discussion of the new version of the presentation graphics
program for Windows, providing both a tutorial and a reference that can bring
users up to speed in a short time. Original. (Intermediate).
Mr. Hatch is tall and thin and lonely, and he does not smile. On Valentine's Day,
he gets a surprise package in the mail. It is a heart-shaped, satin box filled with
chocolates. "Somebody loves you", the note reads. He leaps for joy, he talks with
his neighbors (something he has never done), and he even throws a party and
makes many new friends. Never mind that the package was delivered to the
wrong address!
Because there is more than one writing process How to Write Anything supports
students wherever they are in their writing process. Designed to be clear and
simple, the Guide lays out focused advice for writing common academic and realworld genres, while the Reference covers the range of writing skills that students
needs as they work across genres and disciplines. Genre-based readings —
including narratives, reports, arguments, evaluations, proposals and rhetorical,
causal, and literary analyses — are sure to engage students and inspire ideas.
The result is everything you need to teach composition in a flexible, highly visual
guide, reference and reader. This new edition gives students more support for
academic writing, more help choosing and working with genres, and more
emphasis on multimodal composing.
Instruction and practice in advanced Word features as well as important desktop
publishing terms and concepts; Applications designed to develop skills in critical
thinking, decision making, and creativity to reinforce collaborative learning as
students plan, design, and evaluate business documents; Instruction and practice
in creating Web pages and PowerPoint presentations; Guided, step-by-step
exercises leading to independent challenges. - Publisher.
Textbooks are symbols of centuries-old education. They're often outdated as
soon as they hit students' desks. Acting "by the textbook" implies compliance and
a lack of creativity. It's time to ditch those textbooks--and those textbook
assumptions about learning In Ditch That Textbook, teacher and blogger Matt
Miller encourages educators to throw out meaningless, pedestrian teaching and
learning practices. He empowers them to evolve and improve on old, standard,
teaching methods. Ditch That Textbook is a support system, toolbox, and
manifesto to help educators free their teaching and revolutionize their
classrooms.
Based on the premise that students can learn a great deal by reading and writing
a newspaper, this book was created by preservice instructors to teach upper
elementary students (grades 3-5) newspaper concepts, journalism, and how to
write newspaper articles. It shows how to use newspaper concepts to help
students integrate knowledge from multiple disciplines as they write about current
events and the lives of others in an unbiased and accurate way. Based on the
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Newspaper in Education program--a cooperative venture between newspaper
publishers and schools that offers newspaper activities to teach reading and
content skills and strategies--the book takes the concept further and incorporates
a focus on writing. The result of these lessons is an actual newspaper that
students can publish for their classroom or school. Following an Introduction, the
book's seven chapters are as follows: (1) Background Information for Teachers;
(2) Teaching Journalism Basics; (3) Interviewing, Writing Quotes, and Using
Figurative Language; (4) Elements and Organizational Structure of News Stories;
(5) Writing Different Types of Newspaper Stories; (6) The Final Steps: Revision,
Editing, Layout, and Publication; and (7) Student Evaluation of Concept Units.
Contains 12 references. Appendixes provide student worksheets, two sample
articles, a layout and design sheet, a glossary of newspaper terms, a stylebook,
and a listing of additional resources. (SR)
For the past three decades, the Shelly Cashman Series has effectively
introduced computers to millions of students-consistently providing the highest
quality, most up-to-date, and innovative materials in computer education. We are
proud of the fact that our series of Microsoft Office 4.3, Microsoft Office 95,
Microsoft Office 97, Microsoft Office 2000, and Microsoft Office XP textbooks
have been the most widely used books in computer education. With each new
edition of our Office books, we have made significant improvements based on
software changes and comments made by both instructors and students. Our
Microsoft Office 2003 books continue with the innovation, quality, and reliability
that you have come to expect from the Shelly Cashman Series.
Experience learning made easy—and quickly teach yourself how to create impressive
documents with Word 2007. With Step By Step, you set the pace—building and
practicing the skills you need, just when you need them! Apply styles and themes to
your document for a polished look Add graphics and text effects—and see a live preview
Organize information with new SmartArt diagrams and charts Insert references,
footnotes, indexes, a table of contents Send documents for review and manage
revisions Turn your ideas into blogs, Web pages, and more Your all-in-one learning
experience includes: Files for building skills and practicing the book’s lessons Fully
searchable eBook Bonus quick reference to the Ribbon, the new Microsoft Office
interface Windows Vista Product Guide eBook—plus more resources and extras on CD
For customers who purchase an ebook version of this title, instructions for downloading
the CD files can be found in the ebook.
Book Report Templates This book provides 25 templates for fiction book reports. Each
template spans 4 pages, and provides spaces for: Book Title Author Setting Main
Characters Main Idea Main Events Synopsis Conflict & Resolution Interpretation What
have you enjoyed the most about the story? why? What would you change? Why?
Quotes Vocabulary Full page free for notes Additional Book Details: Size - 8.5" x 11" (
21.6cm x 28cm ) Wide Ruled Lines - The spacing of lines in the writing sections uses
the "Wide Ruled" standard. Perfect for children and people with larger handwriting.
Matte Laminated Cover. Front page includes space for name. Last page includes space
for ranking of the books read.
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In A Couple After God's Own Heart Interactive Workbook, Jim and Elizabeth George
build on the content of their book, A Couple After God's Own Heart, to create a
companion guide that leads husbands and wives through a fascinating study on God's
plan for marriage. Through a unique blend of Bible study material, questions for
thought, and "What Can I Do Today?" applications, couples will grow a closer and
deeper union as they... learn from the successes and failures of key couples in the
Bible discover the essentials to a better marriage participate in discussions designed to
stimulate communication with each other set and apply goals that help husbands and
wives be all God designed them to be determine how to make the best of the strengths
and weaknesses in their relationship This friendly and practical study offers life lessons
from a variety of well-known couples in Scripture, and will equip spouses to experience
more and more of the incredible bliss only God can bring into a marriage.
Unlock the amazing story buried in your presentation—and forget boring, bullet-pointriddled slides forever! Guided by communications expert Cliff Atkinson, you’ll walk you
through an innovative, three-step methodology for increasing the impact of your
presentation. Discover how to combine classic storytelling techniques with the power of
visual media to create a rich, engaging experience with your audience. Fully updated
for PowerPoint 2010, and featuring compelling presentation examples from classroom
to boardroom, this book will help transform your presentations—and your business
impact!
Maximize the impact and precision of your message! Now in its fourth edition, the
Microsoft Manual of Style provides essential guidance to content creators, journalists,
technical writers, editors, and everyone else who writes about computer technology.
Direct from the Editorial Style Board at Microsoft—you get a comprehensive glossary of
both general technology terms and those specific to Microsoft; clear, concise usage and
style guidelines with helpful examples and alternatives; guidance on grammar, tone,
and voice; and best practices for writing content for the web, optimizing for accessibility,
and communicating to a worldwide audience. Fully updated and optimized for ease of
use, the Microsoft Manual of Style is designed to help you communicate clearly,
consistently, and accurately about technical topics—across a range of audiences and
media.
PCMag.com is a leading authority on technology, delivering Labs-based, independent
reviews of the latest products and services. Our expert industry analysis and practical
solutions help you make better buying decisions and get more from technology.
The O'Leary Series is the true step-by-step way to develop computer application skills.
The new design emphasizes the step-by-step visual approach with screen captures for
every concept introduced throughout the text.
All the techniques and artwork presented in this book are from my personal knowledge
accumulated over 18 years of practicing magic in many shapes and forms. I see no shame in
my craft and this work is a reflection upon these beliefs. This book demonstrates how to attach
to the energy of money through potions, sigils, oils and incantations using examples, recipes
and advice. Throughout, I add my own experiences as tips for you to enhance your own
techniques, explaining relevance and which areas to focus. By following such examples I
believe in your success towards your chosen dream and where the mental blocks will no
longer be obstacles. Please be aware no change takes place overnight and all suggestions
require work both in the physical and ethereal dimensions. Use this book to improve or change
your life.
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Includes index.
The quick way to learn Windows 10 This is learning made easy. Get more done quickly with
Windows 10. Jump in wherever you need answers--brisk lessons and colorful screenshots
show you exactly what to do, step by step. Discover fun and functional Windows 10 features!
Work with the new, improved Start menu and Start screen Learn about different sign-in
methods Put the Cortana personal assistant to work for you Manage your online reading list
and annotate articles with the new browser, Microsoft Edge Help safeguard your computer,
your information, and your privacy Manage connections to networks, devices, and storage
resources
Retells the tale of the little boy whose resourcefulness and courage saved his country from
being destroyed by the ocean.
Make workplace conflict resolution a game that EVERYBODY wins! Recent studies show that
typical managers devote more than a quarter of their time to resolving coworker disputes. The
Big Book of Conflict-Resolution Games offers a wealth of activities and exercises for groups of
any size that let you manage your business (instead of managing personalities). Part of the
acclaimed, bestselling Big Books series, this guide offers step-by-step directions and
customizable tools that empower you to heal rifts arising from ineffective communication,
cultural/personality clashes, and other specific problem areas—before they affect your
organization's bottom line. Let The Big Book of Conflict-Resolution Games help you to: Build
trust Foster morale Improve processes Overcome diversity issues And more Dozens of
physical and verbal activities help create a safe environment for teams to explore several
common forms of conflict—and their resolution. Inexpensive, easy-to-implement, and proved
effective at Fortune 500 corporations and mom-and-pop businesses alike, the exercises in The
Big Book of Conflict-Resolution Games delivers everything you need to make your workplace
more efficient, effective, and engaged.
Learn what it means to be a journalist in this fun, fast-paced new middle grade series about a
club of kid reporters by an award-winning author. Nellie Murrow -- the daughter of two (former)
newspaper reporters -- was named after one of the fiercest journalists who ever lived. When
she moves to sleepy Bear Creek, Maine, rumors of vandalism and attacks at the only park in
town are keeping her saddled to the house. Some townspeople say the attacks are gang
recruitments. Others blame a vagrant spotted on the hiking trails around town. But when Nellie
thinks like a reporter, none of those explanations make sense. Something is happening at the
park, but what? All of the fake online news and rumors are clouding the truth. Nellie wants to
break the story -- and break free from the front yard -- but she can't do it alone. She needs a
whole club if she's going to start the Cub Report, the town's first independent newspaper.
Creating a newspaper from scratch is going to be tough; but for Nellie, making friends is even
harder. Starred Kirkus Review
Introduce your students to the latest that Microsoft Office has to offer with the new generation
of Shelly Cashman Series books! For the past three decades, the Shelly Cashman Series has
effectively introduced computer skills to millions of students. With MICROSOFT
POWERPOINT 2013, we're continuing our history of innovation by enhancing our proven
pedagogy to reflect the learning styles of today's students. In this text you'll find features that
are specifically designed to engage students, improve retention, and prepare them for future
success. Our trademark step-by-step, screen-by-screen approach now encourages students to
expand their understanding of MICROSOFT POWERPOINT 2013 through experimentation,
critical thought, and personalization. With these enhancements and more, the Shelly Cashman
Series continues to deliver the most effective educational materials for you and your students.
Important Notice: Media content referenced within the product description or the product text
may not be available in the ebook version.
This hands-on text offers students a step-by-step approach to PowerPoint presentations. With
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an emphasis on real-world situations, this text is designed for an office professional.
Within this comprehensive, visual reference, succinctly captioned, step-by-step screen shots
show you how to accomplish more than 300 Office tasks. You’ll learn how to format text and
apply styles in Word, work with Excel formulas and functions, add animation to PowerPoint
slides, create an Access database, manage contacts with Outlook, collaborate with OneNote
and Live Meeting, and create publications with Publisher. A bonus CD-ROM includes demo
software, add-ins, sample files, and additional chapters.
Introduce your students to the latest that Microsoft Office has to offer with the new generation
of Shelly Cashman Series books! For the past three decades, the Shelly Cashman Series has
effectively introduced computer skills to millions of students. With Microsoft Office 2013, we're
continuing our history of innovation by enhancing our proven pedagogy to reflect the learning
styles of today's students. In MICROSOFT OFFICE 2013: POST ADVANCED you'll find
features that are specifically designed to engage students, improve retention, and prepare
them for future success. Our trademark step-by-step, screen-by-screen approach now
encourages students to expand their understanding of Microsoft Office 2013 software through
experimentation, critical thought, and personalization. With these enhancements and more, the
Shelly Cashman Series continues to deliver the most effective educational materials for you
and your students. Important Notice: Media content referenced within the product description
or the product text may not be available in the ebook version.
A user-friendly reference book provides separate sections covering each Office 2000 module
plus Windows 98 and includes pointers on getting the modules to work together.
With proven pedagogy that emphasizes critical-thinking, problem-solving, and in-depth
coverage, New Perspectives helps students develop the Microsoft Office 2013 skills they need
to be successful in college and beyond. Updated with all new case-based tutorials, New
Perspectives Microsoft Office 2013 continues to engage students in applying skills to realworld situations, making concepts relevant. A new Troubleshoot case problem enhances
critical thinking, and a new tutorial on Managing Your Files helps students navigate Windows
8. As always, New Perspectives improves learning outcomes and transference of skills by
helping students understand why what they're learning is important. Important Notice: Media
content referenced within the product description or the product text may not be available in
the ebook version.
Offers tips on creating, editing, and formatting documents, including data exchange between
programs, inserting graphics, linking documents, and creating macros
Updated to incorporate the latest features, tools, and functions of the new version of the
popular word processing software, a detailed manual explains all the basics, as well as how to
create sophisticated page layouts, insert forms and tables, use graphics, and create booklength documents with outlines and Master Documents. Original. (All Users)

Targets how to effectively and efficiently use data, text, and graphics from one
Office application in another Office application. Features less emphasis on
macros and programming and more focus on enhancements. Improved content
and topical selection compared to previous editions.
Provides guidelines and examples for handling research, outlining, spelling,
punctuation, formatting, and documentation.
Here is a complete reference guide to the activities that identify various stages of
archival practice. Among the environmental topics to be addressed from a
practitioner’s standpoint are legal, regulatory, political, economic, organizational
culture, professional, social, and ethical influences.
A guide to Microsoft Office provides instructions on using Word, Excel,
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PowerPoint, Outlook, Access, and Publisher.
Used world-wide as a definitive technology curriculum, this six-volume series
(Fourth Edition, 2011) is the all-in-one solution to running an effective, efficient,
and fun technology program whether you re the lab specialist, IT coordinator,
classroom teacher, or homeschooler. It is the choice of hundreds of school
districts across the country, private schools nationwide and teachers around the
world. Each volume includes step-by-step directions for a year's worth of
projects, samples, grading rubrics, reproducibles, wall posters, teaching ideas
and hundreds of online connections to access enrichment material and updates
from a working technology lab. Aligned with ISTE national technology standards,
the curriculum follows a tested timeline of which skill to introduce when, starting
with mouse skills, keyboarding, computer basics, and internet/Web 2.0 tools in
Kindergarten/First; MS Word, Publisher, Excel, PowerPoint, Google Earth,
internet research, email and Photoshop in Second/Fifth. Each activity is
integrated with classroom units in history, science, math, literature, reading,
writing, critical thinking and more. Whether you're an experienced tech teacher or
brand new to the job, you'll appreciate the hundreds of embedded links that
enable you to stay on top of current technology thinking and get help from active
technology teachers using the program. Extras include wall posters to explain
basic concepts, suggestions for keyboarding standards, discussion of how to
integrate Web 2.0 tools into the classroom curriculum and the dozens of online
websites to support classroom subjects.
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