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L eave hunt-and-peck to the chickens. Effective and efficient keyboarding is more
than tapping the correct letter. Designed for individual and classroom use, this
book teaches you to react to letters instead of finding them on the keyboard. This
breakthrough guide brims with step-by-step exercises for keyboarding with ease.
Develop your digital dexterity with Keyboarding Made Smple. Topics covered
include:

* correct body positioning and posture

* basic letters, numbers, and symbols

« faster keyboarding using AutowWords and AutoBlends
* using text alignment and justification

* envelopes and letters

* using columns to create newsl etters

* avoiding common errors

» mastering the keypad

» handling electronic communication

From the Trade Paperback edition.
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Editorial Review

About the Author
LEIGH EDWARD ZEITZ, Ph.D. isan associate professor of educational technology at the University of
Northern lowa. He has written seven books and more than sixty articles on technology.

Users Review
From reader reviews:
James Conner:

Have you spare time for the day? What do you do when you have considerably more or little spare time?

Y es, you can choose the suitable activity for spend your time. Any person spent all their spare time to take a
go walking, shopping, or went to often the Mall. How about open or maybe read a book called Keyboarding
Made Simple: Learn the best techniques for keyboarding like a pro? Maybe it is for being best activity for
you. You realize beside you can spend your time together with your favorite's book, you can smarter than
before. Do you agree with its opinion or you have different opinion?

Robert Arnett:

This book untitled Keyboarding Made Simple: Learn the best techniques for keyboarding like a pro to be one
of several booksthat will best seller in this year, that is because when you read this reserve you can get alot
of benefit upon it. You will easily to buy this specific book in the book retail outlet or you can order it via
online. The publisher on this book sells the e-book too. It makes you more easily to read this book, as you
can read this book in your Touch screen phone. So there is no reason to your account to past this guide from
your list.

Jordan Moore;

As acollege student exactly feel bored in order to reading. If their teacher requested them to go to the library
or to make summary for some book, they are complained. Just tiny students that has reading's soul or real
their leisure activity. They just do what the teacher want, like asked to go to the library. They go to presently
there but nothing reading significantly. Any students feel that studying is not important, boring in addition to
can't see colorful images on there. Y eah, it isto be complicated. Book is very important for yourself. Aswe
know that on this period of time, many ways to get whatever we would like. Likewise word says, many ways
to reach Chinese's country. Therefore this Keyboarding Made Simple: Learn the best techniques for
keyboarding like a pro can make you truly feel more interested to read.



Clara Duke:

What is your hobby? Have you heard in which question when you got college students? We believe that that
issue was given by teacher for their students. Many kinds of hobby, Every individual has different hobby.
Therefore you know that little person just like reading or as reading through become their hobby. Y ou must
know that reading is very important in addition to book as to be the thing. Book isimportant thing to include
you knowledge, except your personal teacher or lecturer. Y ou see good news or update in relation to
something by book. Different categories of books that can you decide to try be your object. One of them is
actually Keyboarding Made Simple: Learn the best techniques for keyboarding like a pro.
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