
Cengage Learning Solutions  
for Microsoft® Office 2010:  
Find Out Why It Keeps Getting Better

Connect With  
Our Events 

Cengage Learning is committed to providing  
you with innovative educational tools,  
technology and solutions to help you  
succeed in the classroom. In 2010 we invite  
you to join us at one of our industry-leading  
events to sharpen your skills, network with  
other instructors, and meet your partners  
at Cengage Learning. 

Register for Course Technology events  
at www.cengage.com/ct/events

The Conference 2010
March 10-12
Marriott Tampa Waterside Hotel and Marina

The premier professional development event for  
IT instructors with the opportunity to test drive 
the latest Cengage Learning solutions, choose 
from 70+ breakout sessions, share best practices, 
and network with colleagues and Cengage  
Learning staff.

 
The Forums
Dallas – February 19

Phoenix – February 26

Chicago – March 19

Philadelphia – March 26

Southern California – April 9  
Free one-day events are a great way for instructors 
to stay current with the latest technology as well 
as learn new ways to incorporate them in their 
classroom.

Shelly Cashman Series®  
Summer Institute
July 18-23
Indiana University—Bloomington

This week-long training event provides the op-
portunity to learn directly from Shelly Cashman 
Series® authors about the latest technologies. 
Attend the Institute and earn CEU credits and  
network with Cengage Learning staff as well as 
other IT instructors from around the country.

 
Webinar Series
Stay on the cutting edge of technology with these 
unique and interactive monthly webinars hosted 
by Cengage Learning staff and authors.

 

 
Be sure to mention the following Source Code when 
contacting us:  Source Code 09P-OF0010

© 2010 Course Technology, Cengage Learning. All rights reserved. Course Technology is a part of Cengage Learning, Inc. and is dedicated 
to providing innovative approaches to lifelong learning. The name Course Technology is used under license. All other names and marks are 
used herein are for identification purposes only and are trademarks of their respective owners.
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With new technologies come questions.:

•  What features of the technologies have changed 
since the previous version? 

•  How will the new technologies help my students? 

•  What course material is available?

 
This Preview Guide: 

•  Introduces you to Microsoft® Office 2010 and 
Windows® 7

•  Shows you what features have been updated

•  Presents Course Technology courseware solutions 
for these new technologies

We know that keeping up-to-date on new  
technologies is an important aspect to your role  
as an educator, so we strive to provide you with  
the latest information to help you make informed  
decisions.  
 
For current information on Office 2010 and  
Windows® 7, including videos, forums, reviews,  
product information and more, please visit  
www.cengage.com/community/office2010. 

Your Microsoft® Office 2010 Questions Answered!
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Multiuser co-authoring in Office 2010 applications 
enables more than one person to edit documents at 
the same time.

Slicers in Excel 2010 let you quickly and  
intuitively drill down large amounts of data;  
while new Sparklines deliver a clear and compact 
visual representation of your data with small  
charts in a cell.

The Ribbon has made its way to Outlook 2010,  
and a new Conversation View helps you condense 
and categorize entire conversations with a few  
clicks saving you inbox space and improving e-mail  
conversation tracking and management.

Apply artistic effects to a video within your  
PowerPoint 2010 presentation with improved  
audio and visual capabilities such as trimming, 
fades and reflections.

Take SharePoint Server content offline and sync 
changes back to the server when online again with 
SharePoint Workspace 2010 (formerly Groove).

  

 

Microsoft® Office 2010 gives people new powerful 
ways to create and share their best work, whether 
they are on a computer, Web browser, or  
Smartphone. Streamlined document tools,  
customizable templates, and cutting-edge photo  
and video editing capabilities allow people to  
create inspiring documents and presentations.  
New co-authoring capabilities allow multiple users 
to work and collaborate from different locations at 
the same time. Enhancements and new features  
to the Office Suite make everyday actions easier 
than ever, and with more ways to access and edit 
files, putting you more in control.

 
 
A look at some of the new features  
of Office 2010:
Microsoft® Office Backstage view replaces the  
traditional file menu, helping you quickly find  
commonly accessed commands when opening or 
finishing a document, including opening new or 
existing files, defining document properties, and 
sharing your information.

Microsoft® Office 2010 – A New Way  
to Create, Connect, and Collaborate



As the leader in information technology education, 
Course Technology is gearing up for the arrival  
of Microsoft® Office 2010. The new Office suite  
promises to further change the way people create, 
connect and collaborate. Our solutions will help  
you teach your students how to use the latest  
technologies to enhance their productivity and  
success. 

Unparalleled Professional  
Development
On top of developing new courseware solutions for 
Office 2010, we also want to provide you with timely 
professional development opportunities so that  
you can stay up-to-date on the latest information 
regarding new technologies. That is why we take great 
pride in providing you with a collection of unmatched 
live and online events that help better prepare you for 
teaching students. From our annual Conference,  
to a series of regional one-day Forums, and online 
Webinars, we have development opportunities for  
all of your needs.

If you are interested in learning more about  
Office 2010 and Windows® 7, visit our community  
site at www.cengage.com/community/office2010 
for more information including videos, reviews,  
forums, and product information.

Microsoft® Windows® 7 
– Simplifying the PC

 
 
 
 
 

With Microsoft® Windows® 7, everyday tasks have 
been made easier and the computer works the way 
you want it to. 

Desktop enhancements include new Windows®  
features (Aero Shake, Aero Peek, and Snap) which 
make viewing multiple windows easier, instantly 
clearing through desktop clutter. A redesigned 
taskbar helps you work smarter by offering better 
previews to Web sites, documents and even running 
video. Improved Gadgets are more flexible and  
fun, and are able to be moved anywhere on the  
desktop. New for Windows® 7, Jump Lists provide 
speedy access to favorite documents, pictures,  
songs, and Web sites. Searching in Windows® 7  
is now as easy as searching on the Web! These  
and other enhancements ensure that the PC is  
now simpler and more powerful than ever.

Cengage Learning: Your Source  
for Office 2010 Courseware
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With SAM 2010, instructors will enjoy the flexibility 
of creating assignments based on content from 
their favorite Office 2010 books or based on specific 
course objectives. Instructors will appreciate the 
scheduling and reporting options that have  
made SAM a leader for over a decade.  
 
Students will be able to complete their SAM  
assignments in the realistic environment that  
will mirror the Office 2010 applications, as well  
as Windows® and Internet Explorer coverage.  
The inclusion of hands-on Projects will guarantee 
that student knowledge will skyrocket from the 
practice of solving real-world situations using  
Office 2010 software. 

You can expect all this and more in SAM 2010! 
We look forward to sharing it with you and your 
students. 

SAM: Changing  
the Game

SAM, Skills Assessment Manager, has been  
consistently growing and reinventing itself as  
the premier testing, training and project-based 
homework solution since its inception in 1997.  
Over the years we have adapted to technology  
changes — this latest release of Office 2010 is  
no exception. SAM 2010 will bring you realistic 
simulations so that you can accurately determine 
your students’ retention and application of valuable 
software skills.

With over 40 million exams administered, over  
3 million projects graded, over 3,000 schools using 
SAM, and consistently over 50, 000 users per day, 
we offer a technology solution that has gained 
worldwide acceptance as an accurate method to  
test and train on software skills.

(1 screenshot to come)

SAM 2010: Get in the Game

(1 screenshot to come)



Development Based on Your Needs 

To develop a great learning tool you need to work 
with talented people all geared toward a common 
goal. We have learned that SAM rises to the top 
when we take “user stories” and develop to those, 
taking all invaluable stakeholder feedback into  
consideration as we build. 

We are fortunate that our SAM Team is made up  
of many highly-technical software engineers,  
information architects, user interface experts,  
student and instructor users, sales and marketing 
folks, quality assurance testers and many more. 
However, their efforts would not be successful if  
it were not for the collaboration we share with you, 
our customer. 

One Source for all of Your SAM Needs

SAM Central should be your first stop for “all things 
SAM”. We post the latest product information, user 
documentation, links to training seminars (either 
live or recorded), as well as connect you with our 
Technology Power Users (instructors just like you!) 
and so much more. Be sure to check out the site 
frequently for updates on our progress.  

www.cengage.com/samcentral

“For my entry level students I like being able 
to set up the training and mapping it to the 
actual test, especially the hands on portion 
because it truly shows the pre and 
post improvement.”

“My favorite feature of SAM is Projects.  
And the reason is, I teach many classes online  
and it cuts down the opportunities  
for cheating and I have a guarantee that  
that file was done by the student.”

“It gives instant feedback to the  
students and so therefore they don’t rely on 
me to go in there and to do all the grading.”

“I love the capstones because  
I use those as mini tests.”

“My favorite part of SAM is the fact that students get instant feedback when they 
do a test or an assignment because they instantly know what they 
did wrong and they can correct their mistakes if they need to and 
further learn before moving on to the next application.”

“I really like SAM Training. It allows students to practice 
through tasks and observe how to complete the task or take  
a practice before completing the task. And I think that builds  
in them an understanding of the material and a  
confidence in their knowledge of the subject matter.”

“Being able to take some of the  
load off instructors and having  
the program correct the 
homework is one of the major 
reasons why we’re using SAM.”

What Instructors Are Saying About SAM

SAM: Listening and Sharing With You
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Shelly Cashman Series®

Known for its project-based approach, the Shelly 
Cashman Series® is perfect for students who want 
to learn skills in a real-world context. Step-by-
step instructions make it nearly impossible for 
students to lose their way. Full-color screenshots 
with callouts help students visualize what they  
should see on their screen as they work through  
a project. Extensive End-of-Chapter exercises  
provide assessment options while enhancing 
student retention.  

New Perspectives Series

With the New Perspectives’ critical-thinking, 
problem-solving approach, students will gain a 
comprehensive understanding of the software and 
will learn how to take advantage of the flexibility 
if offers. Case-based tutorials challenge students 
to apply what they are learning to real-life tasks, 
preparing them to easily transfer skills to new  
situations. With New Perspectives, students  
understand why they’re learning what they’re 
learning and are better situated to retain skills 
beyond the classroom. 

Illustrated Series™

Loved by instructors for its visual and flexible  

way to build computer skills, the Illustrated Series™ 
is ideal for teaching both computer rookies and  
hotshots.  Each two-page spread focuses on a 
single skill, making information easy-to-follow  
and absorb. Large, full-color illustrations  
represent how the students’ screen should look. 
Concise text introduces the basic principles of  
the lesson and integrates a case study for further 
application. 

Books at a Glance
 
•  How do your students prefer to learn? 

•  Do your students need visual depictions of the 
steps they are performing? 

•  How important are end-of-chapter exercises? 

At Course Technology we know that students learn 
in a variety of ways. That is why we have crafted our 
courseware solutions to meet the needs of all types 
of students. With our three main textbook series — 
Shelly Cashman Series®, New Perspectives Series, 
and Illustrated Series™ — we provide educational 
learning solutions for each type of learner. 

Use the following pages of the Preview Guide to 
learn more about each of our three main textbook 
series as well as to find out which one is right for  
you and your students. 



Microsoft® Office 
2010: Introductory
Gary B. Shelly, Misty E. Vermaat
ISBN: 978-1-4390-7838-9

The latest edition of our  
best-selling title reflects 
upgrades to Office 2010  

software and offers a refreshed chapter structure.

NEW! Discovering 
Computers and  
Microsoft® Office 
2007: A Fundamental  
Combined Approach
Gary B. Shelly, Misty E. Vermaat
ISBN: 978-0-538-47393-4

Today’s Students.
Today’s Technology.
Today’s Shelly Cashman Series®.
For over 30 years, the Shelly Cashman Series® has 
produced the most trusted textbooks in computer 
education, effectively introducing computers to 
millions of students. Our Microsoft® Office 2010 
offerings continue with the innovation, quality, and 
reliability you have come to expect from the Shelly 
Cashman Series®.

The Shelly Cashman Series® proven trademark  
pedagogy includes:

•  A project-based approach that allows students 
to learn skills in a real-world context that provides 
relevancy 

 

 

•  Step-by-step instructions that walk students 
through each step of a task making it nearly  
impossible for them to lose their way 

 
 
 
 
 
 
 
 
 
 
 
 
 

•  Full color screenshots with callouts that make 
it easy for students to visualize what they should 
be seeing on their computer screens as they work 
through the project

•  Extensive End-of-Chapter exercises that provide 
numerous options for assessment and enhance 
student retention

Shelly Cashman Series®

Introducing NEW Microsoft® Office 2010 Offerings to Meet Every Need

This new offering provides you with everything you 
need for your Intro to Computers course in ONE 
book! Combines the best selling Discovering  
Computers – Fundamentals computer concepts  
material with Office 2007 applications content to 
provide you and your students with a single offering.

Please visit www.cengage.com/ct/shellycashman  
to learn more about these offerings.

Additional Office 2010  
offerings include:
Microsoft® Office 2010: Essentials
Gary B. Shelly, Misty E. Vermaat
ISBN: 978-0-538-74870-4

 
Microsoft® Office 2010: Brief
Gary B. Shelly, Misty E. Vermaat
Softcover ISBN: 978-1-4390-7842-6 
Spiral ISBN: 978-1-4390-7843-3

 
Microsoft® Office 2010: Advanced
Gary B. Shelly, Misty E. Vermaat
Softcover ISBN: 978-1-4390-7854-9 
Spiral ISBN: 978-1-4390-7855-6

Microsoft® Office 2010:  
Post-Advanced
Gary B. Shelly, Misty E. Vermaat
ISBN: 978-1-4390-7899-0

Are you ready to teach Office 2010?
Learn all of the new features of Office 2010  
from the Shelly Cashman Series® author team. 

Shelly Cashman Series® Institute 
 

July 18-23, 2010 
Indiana University — Bloomington 

Discover.  Connect.  Enjoy.



New Perspectives 
on Microsoft® Office 
2010, Brief
Ann Shaffer, Patrick Carey, 
Kathy Finnegan, Joseph  
Adamski, S. Scott Zimmerman
ISBN: 978-0-538-74308-2 
 

New Perspectives 
on Microsoft® Office 
2010, First Course
Ann Shaffer, Patrick Carey,  
June Jamrich Parsons, Dan Oja, 
Kathy Finnegan      
ISBN: 978-0-538-74653-3
 

 
 
 
 
 

New Perspectives 
on Microsoft® Office 
2010, Second Course
Ann Shaffer, Patrick Carey,  
Roy Ageloff 
ISBN: 978-0-538-74309-9

 

Challenging students to understand the how and 
the why of what they’re learning is the guiding 
principle behind the New Perspectives Series.   
 
This series is known for:

•  Fostering a critical-thinking, problem-solving 
method to learning skills

•  Business case tutorials which provide a  
realistic context for skill application

•  Case Problems that challenge students to apply 
what they are learning to real-world tasks

We are pleased to introduce some NEW and  
exciting enhancements for our Office 2010  
offerings, including:

•  Addition of a two-page Visual Overview at the 
start of each session in a tutorial. This highlights 
tasks and elements that a student will learn 
about as they proceed through the tutorial 

 
 
 
 
 
 

•  Creation of new ProSkills content ties theory 
with career relevancy. ProSkills boxed throughout 
the tutorials provide guidance for how to use the 
software in real-world, professional situations

 
 
 
 
 
 
 
 
 
 

•  Related ProSkills exercises integrate the  
technology skills students learn with one or  
more of today’s necessary professional skills, 
such as teamwork, written communication, 
verbal communication, problem solving and 
decision making

•  Inclusion of a new Keynote element; important 
steps are highlighted in yellow with attached 
margin notes to help students pay close atten-
tion to completing steps correctly and avoiding 
time-consuming rework 

 

New Perspectives Series

Introducing NEW Microsoft® Office 2010  
Offerings to Meet Every Need

WIN 1

 TUTORIAL 1
Exploring 
the Basics 
of Microsoft 
Windows 7
Investigating the Windows 7 Operating 
System

Case | Metro Learning Center
Metro Learning Center is a small but growing training company in 
Des Moines, Iowa. It offers academic tutoring and supplemental 
classes to help high school students and others prepare for college 
and other postsecondary education. Laura Halverson is the director 
of computer education at Metro, and she coordinates demonstra-
tions and classes on developing a wide range of computer skills.

Laura recently hired you as a computer trainer. She has asked you 
to prepare a demonstration on the fundamentals of the Microsoft 
Windows 7 operating system. She has scheduled demos with a 
few nonprofit agencies in Des Moines and surrounding communi-
ties, and offers to help you identify the topics you should cover 
and the skills you should demonstrate. In this tutorial, you will 
start Windows 7 and practice some fundamental computer skills. 
Then, you’ll learn how to navigate using the Computer window and 
Windows Explorer. Finally, you’ll use the Windows 7 Help system 
and turn off Windows 7.

OBJECTIVES

Session 1.1
• Start Windows 7 and tour the 

desktop
• Explore the Start menu
• Run software programs, switch 

between them, and close them
• Identify and use the controls in 

windows and dialog boxes

Session 1.2
• Navigate your computer using 

Windows Explorer and the 
Computer window

• Change the view of the items 
in your computer

• Get help when you need it
• Turn off Windows 7
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E 1   10/28/09  LMSTARTING DATA FILES

There are no starting Data Files needed for this tutorial.

Tutorial 1 45883.indd   1 11/10/09   12:48 PM



 

Microsoft® Office 
2010, Illustrated  
Introductory 
David Beskeen, Carol M. Cram, 
Jennifer Duffy, Lisa  
Friedrichsen, Lynn Wermers
Softcover Spiral ISBN:  
978-0-538-74715-8

     Hardcover Spiral ISBN:  
     978-0-538-74911-4

 

 

 
 

Microsoft® Office 
2010, Illustrated  
Second Course
David Beskeen, Carol M. Cram, 
Jennifer Duffy, Lisa Friedrichsen, 
Lynn Wermers
Softcover ISBN:     
978-0-538-74813-1

    Hardcover ISBN:  
    978-0-538-74814-8

Microsoft® Office 
2010, Illustrated  
Third Course
Carol M. Cram, Lisa  
Friedrichsen, Lynn Wermers
ISBN: 978-0-538-74815-5

Illustrated Series™
 
Over a decade ago, a group of instructional  
designers gathered to develop a computer  
literacy series that would appeal to a changing 
demographic of students, ones who were driven 
by a need for visual and engaging content. From 
that meeting the Illustrated Series™ was born.  
Its approach is simple:

•  A text which is appropriate for multiple levels 
of learners, from novices to seasoned veterans

•  A streamlined format presents each lesson  
on a two-page spread, with step-by-step  
instructions on the left, and oversized  
screen illustrations on the right

•  Books are easy-to-follow, easy-to-absorb and  
a great reference tool

 
We are pleased to introduce some new and  
exciting elements for our Office 2010 offerings 
including:

•  Updated video content companions in a new and 
improved format, for all Office and applications 
through the Complete level

•  Development of the Microsoft® Office 2010  
Illustrated Third Course product  

•  Redesigned interior  
(see left)

 

•  Increased coverage of Research in Word Unit D 

•  Completely updated to cover the new features 
of Microsoft® Office 2010

•  Includes coverage of cloud computing features 
of Office 2010, including an appendix on Working 
with SkyDrive

 
 

Introducing NEW Microsoft® Office 2010 Offerings to Meet Every Need

Microsoft® Office 
2010, Illustrated  
Fundamentals  
(formerly known as  
Microsoft® Office 2007– 
Illustrated Brief) 
Marjorie Hunt, Barbara 
Waxer
ISBN: 978-0-538-74944-2



It Starts with Concepts
 
Like a foundation to a house, a student must  
first have the proper base of computer concepts 
knowledge before being able to tackle more 
advanced computer applications. Our computer 
concept solutions are geared toward a variety of 
learning styles, helping students develop a founda-
tion of computer knowledge.  
  

Discovering  
Computers 2011, 
Complete 
Gary B. Shelly, Misty E. Vermaat 
ISBN: 978-1-4390-7926-3

•  Complete coverage of the latest in computers 
and technology, including Windows® 7, Windows® 
Internet Explorer 8, Web 2.0, green computing, 
and Web applications, allowing students to  
effectively integrate technology into their lives.

•  Computer Usage @ Work and Innovative  
Computing boxes engage students with examples 
of creative ways technologies are used in and  
out of the workplace.

•  Integration of the interactive activities and videos 
on the Online Companion, in conjunction with 
the end-of-chapter student assignments.

Discovering  
Computers 2011,  
Fundamentals 
Gary B. Shelly, Misty E. Vermaat 

ISBN: 978-1-4239-2702-0 
 

New Perspectives  
on Computer  
Concepts 2011,  
Comprehensive
June Jamrich Parsons, Dan Oja 
ISBN: 978-0-538-74481-2

Learning takes place  
when students and instructors can effectively  
connect and communicate and New Perspectives  
on Computer Concepts 2011 technology makes it  
all possible. 

•  Includes a complimentary BookOnCD, which 
brings animations and photographs to life, and 
access to an interactive Online Companion.

•  Live syllabus and annotations.

•  Pre-assessent, QuickChecks, and Practice Tests.

•  MP3 audio chapter overviews and Flashcards.

Emerge with Computers 
Ken Baldauf
ISBN: 978-0-538-49001-6

Emerge with Computers is an innovative, online  
educational product that will become part of  
students’ daily technology experience. 

•  Organized around computer concepts, social  
issues, and productivity skills.

•  Utilizes YouTube content, news feeds and  
streaming video lessons in a wiki-style format.

•  Includes content for Microsoft® Office 2007, 
Apple Office 2008, Google™ Documents, Internet 
Skills, Professional Skills, and Information and 
Security Skills, and much more.

These are just three of our computer concept 
courseware offerings. We offer a full array of   
solutions for all types of learners.

Make Learning Enjoyable  
Yet Challenging 

Microsoft® Office 
2010: Introductory 
Pasewark/Pasewarl,  
Robin Romer, Rachel Bunin,  
Kitty Pinard, Jessica Evans 
ISBN: 978-0-538-47551-8 
 
Providing a thorough  

introduction of the most important Microsoft® 
Office 2010 skills to beginning computer users.

•  A flexible format makes it ideal for classrooms  
with students who have varying abilities.

•  Step-by-step exercises, review exercises, case  
projects, integration lessons, and a Capstone  
project enhance the student learning experience.

•  Students develop skills individually or in a team 
setting using strong end-of-lesson material, 
including Concepts Review projects, and Critical 
Thinking activities.

•  Increases students’ retention of skills through 
end-of-lesson exercises including Lesson Summary, 
Vocabulary, and Review Questions. 
 
 

The Fundamentals are Key 
 
  Microsoft® Office 2010 

Fundamentals
Laura Story, Dawna Walls 
ISBN: 978-0-538-47246-3  
 
Introducing novice computer 
users to Microsoft® Office 
2010 skills for everyday life.

•  Primary features and commands of each  
application are covered in self-contained units, 
which are comprised of multiple lessons.

•  Emphasizes learning-by-doing with step-by-step 
exercises that allow students to apply the skills 
covered in that lesson.

•  Illustrates concepts with large, full-color  
screenshots that will help students visualize  
each step.

•  Extensive end-of-lesson materials such as 
multiple-choice exercises, individual and  
teamwork projects, and Critical Thinking activities 
are designed to give students extra practice on 
skills and concepts covered in each lesson.

75+ HOURS TO COMPLETE 
Microsoft Office 2007 Introductory is designed for 

beginning users of Office 2007. This self-paced, 

step-by-step book with corresponding screen shots 

makes learning easy and enjoyable. Students will 

learn the new features of the software through a 

variety of activities, simulations, and case studies. 

End-of-lesson exercises reinforce the content 

covered in each lesson and provide students with 

the opportunity to apply the skills that they have 

learned.   

FEATURES OF THIS EDITION
 New to this edition!  Student Online Companion gives your 
students essential tools to enhance their Office knowledge.

 Step-by-step exercises follow the introduction of each skill 
set so that students practice what they learn right away.

 Each application section includes review questions, 
additional projects, and business simulations.

 Did You Know? boxes, Net Tips boxes, and Important boxes 
offer students additional information and guidance. 

 A capstone project teaches students how to use the 
Microsoft Office applications together.

 Abundant end-of-lesson materials feature hands-on 
projects and critical thinking exercises.

Office2007
Microsoft  INTRODUCTORY

To help our
students live
better lives

I N T R O D U C T O RY

Microsoft

WORD | EXCEL |  ACCESS |  POWERPOINT | PUBLISHER | OUTLOOK
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Introducing NEW Microsoft® Office 2010  
Offerings to Meet Every Need



Cengage Learning is excited to launch  
CengageBrain.com. Students can choose the  
format that suits them best — print or digital —  
and realize substantial savings including our new 
Textbook Rental option. Plus, students can get 
instant access to all of our online study tools. 

No other publisher or storefront offers your  
students a single online destination where they  
can buy and access all of their course materials  
in the way they want and save. 

At CengageBrain.com students can buy or rent  
print textbooks, and instantly access eBooks, 
eChapters, and digital study tools for 60% below 
retail prices —  plus get a free chapter, quizzes, 
flashcards, and more. 

Give your students the power of choice by  
sending them to www.cengagebrain.com.

Guided Tours
Prepares students for new technologies in an 
engaging, video-based format. Include ample, brief 
mini-movies which can be assigned as homework  
or used to spark classroom discussion.  

A Guided Tour  
of Microsoft®  
Office 2010
Corinne Hoisington
ISBN: 978-0-538-75046-2

A Guided Tour  
of Microsoft®  
Windows® 7
Corinne Hoisington
ISBN: 9780538750400

CourseNotes 
 

 
CourseNotes are quick reference cards that put 
technology skills at students’ fingertips. They serve 
as great reference tools on the latest technologies.

Microsoft® Office 2010 CourseNotes
ISBN: 978-0-538-74424-9

Microsoft® PowerPoint® 2010  
CourseNotes
ISBN: 978-0-538-74422-5

Microsoft® Word 2010 CourseNotes
ISBN: 978-0-538-74425-6

Microsoft® Excel® 2010 CourseNotes
ISBN: 978-0-538-74426-3

Microsoft® Access 2010 CourseNotes
ISBN: 978-0-538-74427-0

Microsoft® Outlook 2010  
CourseNotes
ISBN: 978-0-538-74423-2

Windows® 7 CourseNotes
ISBN: 978-0-538-74491-1

For a complete listing of CourseNotes  
visit www.cengage.com/coursetechnology.

Round Out Your Course

CengageBrain.com – Buy. Rent. Access.


