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Designed for self-instruction or classroom use, this book is the ideal choice for
beginners who want to move from hunting-and-pecking to typing with ease, and
for experienced typists who want to break bad habits and improve their accuracy.
Practice exercises focus on subjects pertinent to business professionals, so
keyboarders gain business-writing know-how as they learn to type with
maximum speed and efficiency. Users begin by typing simple words and proceed
through a wide array of practical applications, including charts, tables, and
columns; business letters, cover letters, and resumes; reports and manuscripts;
and electronic messaging. Embedded in the user-friendly exercises are helpful
tips on email etiquette, eight ways to get the results you want from your writing,
and a section on punctuation made easy. Spiral-bound at the top for ease of use,
Mastering Computer Typing is the only resource you'll need to perfect your
typing skills.
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Editorial Review

About the Author

SHERYL LINDSELL-ROBERTS runs business-writing and e-mail seminars throughout the country and is
the author of twenty-three books, including the popular Strategic Business Letters and E-mail, Mastering
Computer Typing, Revised Edition, and 135 Tips for Writing Successful Business Documents.

Users Review

From reader reviews:

Laurie Riley:

This Mastering Computer Typing, Revised Edition usually are reliable for you who want to certainly be a
successful person, why. The key reason why of this Mastering Computer Typing, Revised Edition can be one
of the great books you must have is actually giving you more than just simple examining food but feed you
actually with information that possibly will shock your preceding knowledge. This book is handy, you can
bring it everywhere you go and whenever your conditions at e-book and printed people. Beside that this
Mastering Computer Typing, Revised Edition giving you an enormous of experience like rich vocabulary,
giving you demo of critical thinking that we know it useful in your day activity. So , let's have it and revel in
reading.

Douglas Quintanar:

You can spend your free time to read this book this e-book. This Mastering Computer Typing, Revised
Edition is simple to bring you can read it in the park, in the beach, train and also soon. If you did not have
got much space to bring often the printed book, you can buy often the e-book. It is make you easier to read it.
You can save often the book in your smart phone. And so there are a lot of benefits that you will get when
you buy this book.

Denise Church:

Do you like reading a e-book? Confuse to looking for your preferred book? Or your book was rare? Why so
many concern for the book? But any people feel that they enjoy to get reading. Some people likes studying,
not only science book but novel and Mastering Computer Typing, Revised Edition or maybe others sources
were given information for you. After you know how the truly great a book, you feel desire to read more and
more. Science book was created for teacher or maybe students especially. Those guides are helping them to
include their knowledge. In different case, beside science guide, any other book likes Mastering Computer
Typing, Revised Edition to make your spare time considerably more colorful. Many types of book like here.



Sherry Clark:

A lot of book has printed but it takes a different approach. You can get it by online on social media. You can
choose the best book for you, science, comic, novel, or whatever simply by searching from it. It is identified
as of book Mastering Computer Typing, Revised Edition. Contain your knowledge by it. Without departing
the printed book, it could add your knowledge and make you actually happier to read. It is most crucial that,
you must aware about reserve. It can bring you from one location to other place.
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