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This book covers introductory   Microsoft  Word, Excel, Access, and PowerPoint, with an 
additional Windows 10 chapter. 
 
 
 Beyond point-and-click 
 
The goal of the Exploring series is to move students beyond the point-and-click, to 
understanding the why and how behind each skill. And because so much learning takes 
place outside of the classroom, this series provides learning tools that students can access 
anywhere, anytime. Students go to college now with a different set of skills than they did 
years ago. With this in mind, the Exploring series seeks to move students beyond the 
basics of the software at a faster pace, without sacrificing coverage of the fundamental 
skills that everyone needs to know. 
 
 
 
 Also available with MyITLab 
 
 MyITLab � is an online homework, tutorial, and assessment program designed for 
Information Technology (IT) courses, which engages students and improves results. HTML5 
Simulation exercises and Live-in-Application Grader projects come with the convenience of 
auto-grading and instant feedback, helping students learn more quickly and effectively. 
Digital badges lets students showcase their Microsoft Office or Computer Concepts 
competencies, keeping them motivated and focused on their future careers. MyITLab 
builds the critical skills needed for college and career success. 
 
 
 Note: You are purchasing a standalone product; MyITLab does not come packaged with 
this content. Students, if interested in purchasing this title with MyITLab, ask your instructor 
for the correct package ISBN and Course ID. Instructors, contact your Pearson 
representative for more information.

 Mary Anne Poatsy, Series Editor, Windows 10 Author 
 
Mary Anne is a senior faculty member at Montgomery County Community College, 
teaching various computer application and concepts courses in face-to-face and online 
environments. She holds a B.A. in Psychology and Education from Mount Holyoke College 
and an M.B.A. in Finance from Northwestern University's Kellogg Graduate School of 
Management. Mary Anne has more than 12 years of educational experience. She is 
currently adjunct faculty at Gwynedd-Mercy College and Montgomery County Community 
College. She has also taught at Bucks County Community College and Muhlenberg 
College, as well as conducted personal training. Before teaching, she was Vice President at 
Shearson Lehman in the Municipal Bond Investment Banking Department.
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 Dr. Keith Mulbery, Excel Author 
 
Dr. Keith Mulbery is the Department Chair and a Professor in the Information Systems and 
Technology Department at Utah Valley University (UVU), where he currently teaches 
systems analysis and design, and global and ethical issues in information systems and 
technology. He has also taught computer applications, C# programming, and 
management information systems. Keith served as Interim Associate Dean, School of 
Computing, in the College of Technology and Computing at UVU. Keith received the Utah 
Valley State College Board of Trustees Award of Excellence in 2001, School of Technology 
and Computing Scholar Award in 2007, and School of Technology and Computing 
Teaching Award in 2008. He has authored more than 17 textbooks, served as Series Editor 
for the Exploring Office 2007 series, and served as developmental editor on two textbooks 
for the Essentials Office 2000 series. He is frequently asked to give presentations and 
workshops on Microsoft Office Excel at various education conferences. Keith received his 
B.S. and M.Ed. in Business Education from Southwestern Oklahoma State University and 
earned his Ph.D. in Education with an emphasis in Business Information Systems at Utah 
State University. His dissertation topic was computer-assisted instruction using Prentice 
Hall's Train and Assess IT program (the predecessor to MyITLab) to supplement traditional 
instruction in basic computer proficiency courses.
 
 
 
 Cynthia Krebs, PowerPoint Author 
 
Cynthia Krebs is the Program Director of Business and Marketing Education at Utah Valley 
University. She is a tenured professor in the Information Systems and Technology 
Department at UVU where she teaches the Methods of Teaching Business, Marketing, and 
Digital Technology course to future teachers, as well as classes in basic computer 
applications and business proficiency applications. She holds a B.S and M.S. in Business 
Education with an emphasis in Economic Education. Cynthia has received numerous 
awards, and has presented extensively at the local, regional, and national levels as well as 
consulting with government organizations and businesses. Cynthia lives by a peaceful 
creek I in Springville, Utah. When she isn't teaching or writing, she enjoys spending time with 
her children, spoiling her grandchildren Ava, Bode, Solee, Morgan, and Preslee. She loves 
traveling and reading.
 
 
 
 Lynn Hogan, Word Author 
 
Lynn Hogan teaches at the University of North Alabama, providing instruction in the area 
of computer applications. With over 30 years of educational experience at the community 
college and university level, Lynn has taught applications, programming, and concepts 
courses in both online and classroom environments. She received an M.B.A. from the 
University of North Alabama and a Ph.D. from the University of Alabama. Lynn is a co-
author of Practical Computing and has served on the authoring team of Your Office as 
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well as the Exploring Office 2010 series. She resides in Alabama with her husband and two 
daughters.
 
 
 
 Eric Cameron, Access Author 
 
Eric Cameron is a tenured Associate Professor at Passaic County Community College, 
where he has taught in the Computer and Information Sciences department since 2001. He 
holds an M.S. in Computer Science and a B.S. degree in Computer Science with minors in 
Mathematics and Physics, both from Montclair State University. He currently co-chairs the 
College's General Education committee and served as a member of the College's 
Academic Assessment, College Writing, and Educational Technology committees at 
various points. Eric has also developed degrees in Graphic Design and Medical Informatics 
for the College. Eric previously worked as a software engineer both as a full-time employee 
and contractor, most recently for ITT/Exelis (now part of Harris Corporation). This is Eric's 
fourth publication for Pearson, after authoring Web 2.0 and Windows 8 books in the Your 
Office series and co-authoring the Exploring Access 2013 text.
 
 
 
 Jason Davidson, Excel Author 
 
Jason Davidson is a faculty member in the College of Business at Butler University, where 
he teaches Advanced Web Design, Data Networks, Data Analysis and Business Modeling, 
and introductory information systems courses. He is the co-author of Exploring Microsoft 
Excel 2013 Comprehensive, Exploring Microsoft Office 2013 Volume 2, Exploring Microsoft 
Office 2013 Plus, and Exploring VBA for Microsoft Office 2013. With a background in media 
development, prior to joining the faculty at Butler, he worked in the technical publishing 
industry. Along with teaching, he currently serves as an IT consultant for regional 
businesses in the Indianapolis area. He holds a B.A. in Telecommunication Arts from Butler 
University and an M.B.A. from Morehead State University. He lives in Indianapolis, Indiana, 
and in his free time enjoys road biking, photography, and spending time with his family.
 
 
 
 Dr. Linda K. Lau, Word Author 
 
Since 1994, Dr. Linda K. Lau is a Management Information Systems (MIS) faculty at the 
College of Business and Economics, Longwood University, located in Farmville, Virginia. She 
received the Outstanding Academic Advisor Award in 2006. Besides teaching and 
advising, Linda has authored and co-authored numerous journal and conference articles 
and textbooks, edited two books, and sat on several editorial boards. Her current research 
interest focuses on cyber security and forensics, and she is the associate editor for the 
Journal of Digital Forensics, Security and Law (JDFSL). Linda earned her Ph.D. from 
Rensselaer Polytechnic Institute in 1993, and her MBA and Bachelor of Science from Illinois 

Download Book Exploring Microsoft Office 2016 Volume 1 (Exploring for Office 2016 Series) BY Poatsy, Mary Anne,Mulbery, 
Keith,Krebs, Cynthia,Hogan, Lynn,Cameron, Eric,Davidson, Jason,Lau, Linda,Lawson, Rebecca,Williams, Jerri,Grauer, Robert

Page: 4 of 6 : https://wocoentala.org/source1/4ac1f9051c711aafd127437b51b7c053



State University in 1987 and 1986, respectively. In her younger days, Linda worked as a 
flight attendant for Singapore International Airlines for six years before coming to America 
to pursue her academic dream. She also worked as a financial consultant with Salomon 
Smith Barney from 1999-2000 before returning to the academic world. Linda resides in 
Richmond with her family.
 
 
 
 Rebecca Lawson, PowerPoint Author 
 
Rebecca Lawson is a professor in the Computer Information Technologies program at 
Lansing Community College. She coordinates the curriculum, develops the instructional 
materials, and teaches for the E-Business curriculum. She also serves as the Online Faculty 
Coordinator at the Center for Teaching Excellence at LCC. In that role, she develops and 
facilitates online workshops for faculty learning to teach online. Her major areas of interest 
include online curriculum quality assurance, the review and development of printed and 
online instructional materials, the assessment of computer and Internet literacy skill levels to 
facilitate student retention, and the use of social networking tools to support learning in 
blended and online learning environments.
 
 
 
 Jerri Williams, Access Author 
 
Jerri Williams is a Senior Instructor at Montgomery County Community College in 
Pennsylvania. Jerri also works as an independent corporate trainer, technical editor, and 
content developer. She is interested in travel, cooking, movies, and tending to her colonial 
farmhouse. Jerri is married, and is the mother of two daughters, Holly (an Accounting 
graduate and full-time mother to an adorable son, Meir) and Gwyneth (a corporate 
defense attorney). Jerri and Gareth live in the suburbs of Philadelphia. They enjoy their 
home and garden, and spending time with family and good friends.
 
 
 
 Amy Rutledge, Common Features Author 
 
Amy Rutledge is a Special Instructor of Management Information Systems at Oakland 
University in Rochester, Michigan. She coordinates academic programs in Microsoft Office 
applications and introductory management information systems courses for the School of 
Business Administration. Before joining Oakland University as an instructor, Amy spent 
several years working for a music distribution company and automotive manufacturer in 
various corporate roles including IT project management. She holds a B.S. in Business 
Administration specializing in Management Information Systems, and a B.A. in French 
Modern Language and Literature. She holds an M.B.A from Oakland University. She resides 
in Michigan with her husband, Dan and daughters Emma and Jane.
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 Dr. Robert T. Grauer, Creator of the Exploring Series 
 
Bob Grauer is Professor Emeritus in the Department of Computer Information Systems at 
the University of Miami, where he is a multiple winner of the Outstanding Teaching Award in 
the School of Business, most recently in 2009. He has written numerous COBOL texts and 
is the vision behind the Exploring Office series, with more than three million books in print. 
His work has been translated into three foreign languages and is used in all aspects of 
higher education at both national and international levels. Bob Grauer has consulted for 
several major corporations including IBM and American Express. He received his Ph.D. in 
Operations Research in 1972 from the Polytechnic Institute of Brooklyn.
 
 

Other Books
Handbook of Reading Research, Volume V, In a time of pressures, challenges, and threats 
to public education, teacher preparation, and funding for educational research, the fifth 
volume of the Handbook of Reading Research takes a hard look at why we undertake 
reading research, how school structures, contexts and policies shape students’ learning, 
and, most importantly, how we can realize greater impact from the research conducted. A 
comprehensive volume, with a "gaps and game changers" frame, this handbook not only 
synthesizes current reading research literature, but also informs promising directions for 
research, pushing readers to address problems and challenges in research design or 
method. Bringing the field authoritatively and comprehensively up-to-date since the 
publication of the Handbook of Reading Research, Volume IV, this volume presents multiple 
perspectives that will facilitate new research development, tackling topics including: Diverse 
student populations and sociocultural perspectives on reading development Digital 
innovation, literacies, and platforms Conceptions of teachers, reading, readers, and texts, 
and the role of affect, cognition, and social-emotional learning in the reading process New 
methods for researching reading instruction, with attention to equity, inclusion, and 
education policies Language development and reading comprehension Instructional 
practices to promote reading development and comprehension for diverse groups of 
readers Each volume of this handbook has come to define the field for the period of time 
it covers, and this volume is no exception, providing a definitive compilation of current 
reading research. This is a must-have resource for all students, teachers, reading 
specialists, and researchers focused on and interested in reading and literacy research, and 
improving both instruction and programs to cultivate strong readers and teachers.
�����. ... student identifies as Jewish) or community characteristics (student attends a 
conservative  Christian school ; e.g., ... discipline or context in which the text's topic belongs 
(e.g., knowledge of  biology  when reading about spiders)."
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