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You no doubt are aware that Microsoft will release Microsoft® Office 2010 for
general distribution in the middle of June. Once again, you are faced with the chore
of learning new software, changing teaching materials, installing a new version

of Office on campus, and making any required adjustments in your curriculum to
accommodate this new software release.

We on the Shelly Cashman Series® team strive to make your transition to Microsoft®
Office 2010 as stress-free as possible while providing you with the finest teaching
materials available. As we have done in the past, the authors and others on the
team have met over the past few years to assess our work on the Office 2007 books,
listen to and evaluate your comments regarding our Office books, and determine
what we can do better to enable you and your students to be more successful in
your Office classes.

As a result of this analysis, we have made some significant changes to our Office
2010 books that we believe will increase the knowledge and skills your students
take from your class. Some of these changes include:

¢ An Office 2010 and Window® 7: Essential Concepts and Skills Chapter - We
listened carefully to your comments that told us we needed to combine certain
common Office skills in a beginning chapter so that students need not “relearn”
these skills for each of the Office programs. This newly-designed chapter
accomplishes that task. In addition, we have increased our file management
coverage using actual Office documents and files. We think this chapter is a marked
improvement over our previous Office books.

e Expanded Coverage of PowerPoint and Outlook - Once again, many of you have
requested this expanded coverage; therefore, it is included in the Microsoft® Office
2010 Introductory book. PowerPoint now consists of three chapters, and Outlook
coverage is two chapters in length. We also placed PowerPoint as the second Office
program in the book because many of you told us this matched your instruction
sequence.

¢ New Pedagogical Elements - We are aware that student retention and
transference (remembering what they learned and being able to apply what
they learned to a multitude of fact situations) is critical when learning computer
software. We have made numerous changes to enhance both retention and
transference for your students.

We have included other enhancements as well to the Office 2010 book, all with the
aim of creating an even more useful product than you have had in the past.

Also, | would like to remind you that if you desire training in using Microsoft®
Office 2010, do not forget the Shelly Cashman Series® Summer Institute at Indiana
University to be held July 18 through July 23, 2010. We are placing a special
emphasis on Office 2010 this year and have created a schedule that will maximize
your exposure to the Office 2010 programs.

As always, | want to thank you for your support and enthusiasm for our work. | hope
that your use of the Shelly Cashman Series® Office 2010 products will lead to a
successful and rewarding year for you and your students.

Sincerely,

Gary Shelly
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. Microsoft® Office 2010 Introductory: Enhancements |
. with YOU and YOUR Students Success in Mind! |

As technology and software continue to evolve, so does the Shelly Cashman Series®!
Our Microsoft® Office 2010 Introductory book includes new features and approaches
that recognize current student learning needs and improve student understanding,
retention, transference, and skill in using Office 2010 programs. Our enhancements
include the following:

Office 2010 and Windows 7: Essential Concepts and Skills chapter prevents
repetitive coverage of basic skills in the application chapters.
¢ New opening chapter presents essential Office 2010 and Windows® 7 skills
such as how to start a program, save a document, and open a file.
e Students can transfer their knowledge of these core skills and refer back
to this practical reference any time.

3 Streamlined first chapters for each application allow the ability to cover more

w advanced skills earlier.

| e New Office 2010 and Windows 7 chapter allows the first chapter in Word,
1 PowerPoint, Excel, Access, and Outlook to focus on the skills relevant to
3 the chapter’s project rather than skills common across Office programs.

Chapter topic redistribution offers concise chapters that ensure complete skill
coverage.
e Chapter redistribution heightens student learning and application, and
leads to more manageable chapters.

Expanded coverage of PowerPoint and Outlook gives exposure to the numerous
enhancements made to these applications.
¢ Anincrease from two PowerPoint chapters to three and one Outlook
chapter to two presents a thorough introduction to these Office 2010
programs.

New pedagogical elements enrich material creating an accessible and user-
friendly approach.
e New pedagogical elements help students easily navigate through each
chapter’s material and better absorb the chapter objectives.
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Pedagogical Enhancements to Ensure
YOUR Students Success!
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" Illustrate the RELEVANCY of Office 2010 Skills

and ASSESS Students Simultaneously!

Extend Your Knowledge
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Make the Shift to Office 2010 Easy with the
Comprehensive Instructors’ Resource Package!

Unique instructor resources from the Shelly Cashman Series® include:

Instructor’s Manual: Includes lecture notes summarizing the chapter sections, figures, and boxed
elements found in every chapter, teacher tips, classroom actives, lab activities, and quick quizzes in
Microsoft® Word files.

Lecture Success System: Intermediate files that correspond to figures in the book, allowing you to step
through the creation of a chapter project without entering large amounts of data.

Rubrics and Annotated Solution Files: Grading rubrics provide a customizable framework for
assigning point values to the laboratory exercise. Annotated solution files correspond to the grading
rubrics making it easy to compare students’ results with the correct solutions whether you receive
homework via hardcopy or electronic files.

Additional Activities for Students: Consist of Chapter Reinforcement exercises, which include true/
false, multiple-choice, and short-answer questions that help students gain confidence in the material
learned.

Also includes in the Instructor Resource package:
e Sample Syllabus e Solutions to Exercises
e Figure Files e Test Bank and Test Engine
¢ PowerPoint Presentations e Data Files for Students




Need More Information to Prepare for
your Microsoft® Office 2010 Course?

_:J Visit www.cengage.com/ct/office2010 for the

latest information.

o5 pray  Take a tour of some new features available in Microsoft®
Office 2010 with a recorded webinar.

T Office

e See how SAM 2010, our auto-grading assessment system,
can help your students succeed and save you time!

e Preorder a review copy of the Shelly Cashman Series®
Microsoft® Office 2010 Introductory textbook.

 View pages from the Shelly Cashman Series® Office 2010
book before it prints!

Looking for Professional Development and
Training on Microsoft Office 2010?

Attend the Shelly Cashman Series® Institute this Summer.
Shelly Cashman Series® Institute
e Discover the new features of Office 2010 and Adobe® J
uly 18-23, 2010
Creative Suite software from the Shelly Cashman y ’

Series® authors! Indiana University—Bloomington

e Connect with colleagues from across the nation and
uncover new ideas for teaching your courses. To learn more visit

¢ Enjoy the beautiful campus of Indiana University as www.cengage.com/ct/shellycashmanseries
well as nightly events and gatherings while earning
Continuing Education credits.
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