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SIMNet for Office 2010

Slmgraderonlme Online training and assessment

Teach Me, Show Me, Let Me Try!

INCLUDES:

= Microsoft® Office Suite
Microsoft® Outiook

= Windows XP

= Windows Vista

s Windows 7

= [nternet Explorer 7

= |nternet Explorer 8

s Computer Cohcepts

Since 1999, instructors have been using SimNet to measure student outcomes in a virtual Microsoft® Office environment.
Now completely online, with nothing to install, students can practice and study their skills at home or in the school lab
Moreover, this resource is an ideal course solution but even more valuable as it can be used beyond the course for self-study!

IT'S EASY!

SimNet is an EASY & INTUITIVE, true tum-key design.
Instructors can quickly and efficiently assign content around
the needs of your course, edit throughout the semester, and

copy to multiple sections and instructors! SimNet is scannable

S0 students can quickly scan the tasks in a lesson to identify
the skills they know and the ones they don'. .. saving them
time!

STUDENTS LEARN BEYOND THE BOOK!

SimNet offers a complete computer-based leaming

side that presents each skill or topic in several

different modes:

= Teach Me: combines instructional text, graphics, and

interactivity to present each skill.
= Show Me: uses animation with audio narration to show

LT the skill is implemented.

s Let Me Try: allows students to apply and practlce
what they have learned.on their own to master the

J'tleafrﬂogobjecuve > o

STUDENTS LEARN BEYOND T'HE COURSE!

SnmNb( énowé students to"perform their best in the course

; and SimiNet allews students to continue leaming Office skills
™ for future classes and beyond through its self-study matenall
Need to leamn an advanced topic or a refresher on a certain
skil? Use SimSearch to search or pull up specific content
when you need it.

" 3

SIMGRADER for OFFICE 2010...YOUR
PROJECT LIBRARY!

SimGrader is the most recent addition to SimNet Onling,
McGraw-Hill's online training and assessment software

for Microsoft Office skills and more. This online program
provides automatic grading of projects for Microsoft Office
Suite and can be used seamlessly within SimNet Online or
can be used separately if needed. Available with a full project
library, SimGrader offers the widest range of projects from
any of our Office series. Moreover, this offers instructors the
benefit of utiizing projects that are specifically related to their
student's needs and areas of study. SimNet and SimGrader
are a completely online system that is easy to use for both
instructors and students alike. Together, they provide an ideal
solution for students to gain complete knowledge of Office

skills and applications.
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Preface

e dawn of the digital information age and
formation technology. There is no indi-

. cation that this rapid rate of change will be slo'wing—l'l may even be
increasing. As we begin the 21st century, computer literacy is undoubtedly
becoming a prerequisite in whatever career you choosc?.

The goal of the O’Leary Series is to provide you w1th the necessary skills
to efficiently use these applications. Equally important 1s the goal to provide
a foundation for students to readily and easily learn to use future versions of
this software. This series does this by providing detailed step-by-step instruc-
tions combined with careful selection and presentation of essential concepts,

Times are changing, technology is changing, and this text is changing too.
As students of today, you are different from those of yesterday. You put much
effort toward the things that interest you and the things that are relevant to
you. Your efforts directed at learning application programs and exploring the
Web seem, at times, limitless.

On the other hand, students often can be shortsighted, thinking that learn-
ing the skills to use the application is the only objective. The mission of the
series is to build upon and extend this interest by not only teaching the spe-
cific application skills but by introducing the concepts that are common to all
applications, providing students with the confidence, knowledge, and ability

to easily learn the next generation of applications.

= he 20th century brought us th
| unprecedented changes in in

Instructor’s Resource Center
2

The Online Instructor’s Resource Center contains access to a computerized
Test Bank, an Instructor’s Manual, Solutions, and PowerPoint Presentation
Slides. Features of the Instructor’s Resource are described below.

s Instructor’s Manual The Instructor’s Manual, authored by the primary
contributor, contains lab objectives, concepts, outlines, lecture notes, and
command summaries. Also included are answers to all end-of-chapter
material, tips for covering difficult materials, additional exercises, and a
schedule showing how much time is required to cover text material.

+ Computerized Test Bank The test bank, authored by the primary
contributor, contains hundreds of multiple choice, true/false, and discus-
sion questions. Each question will be accompanied by the correct answer,
the level of learning difficulty, and corresponding page references. Our
flexible EZ Test software allows you to easily generate custom exams.

» PowerPoint Presentation Slides The presentation slides, authored by the
primary contributor, include lab objectives, concepts, outlines, text figures,
and speaker’s notes. Also included are bullets to illustrate key terms and
FAQs.



‘Unline Learning Center/Web Site

Four'ld at ww.mhhe.com/oleary, this site provides additional learning
and lﬂ?tﬂgCtlf)I?fil tools to enhance the comprehension of the text. The OLC/
Web Site is divided into these three areas:

* Information Center Contains core information about the text,
supplements, and the authors.

¢ Instructor Center Offers the aforementioned instructional materials,
downloads, and other relevant links for professors.

* Student Center Contains data files, chapter competencies, chapter
concepts, self-quizzes, additional Web links, and more.

.§imnet Assessment for Office App!

Simnet Assessment for Office Applications provides a way for you to test
students’ software skills in a simulated environment. Simnet is available for
Microsoft Office 2010 and provides flexibility for you in your applications
course by offering:

Pretesting options

Post-testing options

Course placement testing

Diagnostic capabilities to reinforce skills
Web delivery of tests

MOS preparation exams

Learning verification reports

For more information on skills assessment software, please contact your local
sales representative, or visit us at www.mhhe.com.

tU'Leary Series

The O’Leary Application Series for Microsoft Office is available separately or
packaged with Computing Essentials. The O’'Leary Application Series offers
a step-by-step approach to learning computer applications and is available in

both brief and introductory versions.

Computing Concepts

Computing Essentials 2013 offers a unique, visual orientation that gives stu-
dents a basic understanding of computing concepts. Computing Essentials
encourages “active” learning with exercises, explorations, visual illustfations,
and inclusion of screen shots and numbered steps. While combining the
“active” learning style with current topics and technology, this text provides
an accurate snapshot of computing trends. When bundled with software
application lab manuals, students are given a complete representation of the
fundamental issues surrounding the personal computing environment.

Preface X1



Tim and Linda O’Leary live in the American Southwest

and spend much of their time engaging instructors

and students in conversation about learning. 1y

fact, they have been talking about learning for over
25 years. Something in those early conversations
convinced them to write a book, to bring their interest
in the learning process to the printed page. Today,
- they are as concerned as ever about learning, about
technology, and about the challenges of presenting
. material in new ways, in terms of both content and

. method of delivery.

. A powerful and creative team, Tim combines his

—— 30 years of classroom teaching experience with
Linda’s background as a consultant and corporate trainer. Tim has
taught courses at Stark Technical College in Canton, Ohio, and at
Rochester Institute of Technology in upstate New York, and is currently
a professor emeritus at Arizona State University in Tempe, Arizona.
Linda offered her expertise at ASU for several years as an academic
advisor. She also presented and developed materials for major
corporations such as Motorola, Intel, Honeywell, and AT&T, as well as

various community colleges in the Phoenix area.

Tim and Linda have talked to and taught numerous students, all of them
with a desire to learn something about computers and applications

that make their lives easier, more interesting, and more productive.

Each new edition of an O’Leary text, supplement, or learning aid has

benefited from these students and their instructors who daily stand

in front of them (or over their shoulders). The O’Leary Series is no
exception.
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We dedicate this edition to our parents—Irene Perley Coats, Jean L. O'Leary,

and Charles D. O'Leary—for all their support and love. We miss you.
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