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Synopsis

Century 21 Keyboarding & Information Processing--Book One gives appropriate attention to keying
and formatting and lays a foundation for information processing. Emphasis moves from the simplest
and most basic to the more complex and less often used. The amount of time and emphasis given
to each facet of learning is carefully geared to the difficulty of the learning task and the level of skill

required for the effective performance.
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Customer Reviews

| bought this book for a friend who wants to learn to keyboard, but is a little intimidated by computer
typing programs. It is a comprehensive book which reminds me very much of the one | used to learn

typing (many years ago) in high school.

If you are looking for a good textbook for a beginners keyboarding class; this is great. Instructions

are very clear for lesson planning

Great book for homeschoolers! My 11-year-old can do each lesson in 20-30 minutes, which seems

about right for keeping the attention.

there was nothing wrong with the book, its just an older version than | was expecting.
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