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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:

Herbert Haubrich:

The book Elementary Exercises in Word Processing (Macmillan modern office series) make you feel enjoy
for your spare time. You can utilize to make your capable considerably more increase. Book can for being
your best friend when you getting pressure or having big problem using your subject. If you can make
reading through a book Elementary Exercises in Word Processing (Macmillan modern office series) to be
your habit, you can get more advantages, like add your personal capable, increase your knowledge about a
number of or all subjects. You could know everything if you like wide open and read a guide Elementary
Exercises in Word Processing (Macmillan modern office series). Kinds of book are several. It means that,
science book or encyclopedia or other folks. So , how do you think about this guide?

Laura McLaughlin:

Do you one among people who can't read gratifying if the sentence chained in the straightway, hold on guys
this particular aren't like that. This Elementary Exercises in Word Processing (Macmillan modern office
series) book is readable simply by you who hate those perfect word style. You will find the facts here are
arrange for enjoyable studying experience without leaving perhaps decrease the knowledge that want to
supply to you. The writer regarding Elementary Exercises in Word Processing (Macmillan modern office
series) content conveys thinking easily to understand by lots of people. The printed and e-book are not
different in the content material but it just different as it. So , do you nonetheless thinking Elementary
Exercises in Word Processing (Macmillan modern office series) is not loveable to be your top checklist
reading book?

Antoinette Lefebre:

Playing with family in a very park, coming to see the water world or hanging out with pals is thing that
usually you could have done when you have spare time, and then why you don't try point that really opposite
from that. Just one activity that make you not sensation tired but still relaxing, trilling like on roller coaster
you have been ride on and with addition associated with. Even you love Elementary Exercises in Word
Processing (Macmillan modern office series), you are able to enjoy both. It is very good combination right,
you still desire to miss it? What kind of hangout type is it? Oh can occur its mind hangout fellas. What? Still
don't have it, oh come on its called reading friends.

Wilda Baeza:

A lot of e-book has printed but it is unique. You can get it by world wide web on social media. You can
choose the best book for you, science, comic, novel, or whatever by simply searching from it. It is called of
book Elementary Exercises in Word Processing (Macmillan modern office series). Contain your knowledge
by it. Without making the printed book, it might add your knowledge and make a person happier to read. It is
most important that, you must aware about guide. It can bring you from one spot to other place.
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