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Office 365 (v. 2021): In Practice—Text Overview 
The focus of the Office 365: In Practice text is transferability of skills. We structure these texts to help student transfer the Office 
skills they are learning to other contexts: educational, professional, and personal. We use to T.I.P. approach to promote 
transferability of skills. 

Topic—Each application begins with foundational skills and builds upon these to introduce more complex topics. The chapter 
text briefly describes the Office feature and why it’s used. 

Instruction--How To guided instructions about chapter topics provide transferable and adaptable instructions. Because How To 
instructions are not locked into single projects, this textbook functions as a reference text, not just a point-and-click textbook. 

Practice—Within each chapter, integrated Pause & Practice projects (3 to 5 per chapter) reinforce learning and provide hands-
on guided practice. In addition to Pause & Practice projects, each chapter has 10 comprehensive and practical end-of-chapter 
practice projects. 

ST U D E N T  LE A R N I N G  O U T C O M E S 

Student Learning Outcomes (SLOs) are listed at the 
beginning of each chapter and all learning and practice 
exercises are tied to the chapter SLOs. 

H O W  TO  IN S T R U C T I O N S 

How To instructions provide students clear and specific 
instruction on how to use an Office feature. How To 
instructions are not embedded into projects so learning is 
more easily transferred to different contexts. Many screen 
shots are used to guide student learning. Show Me, Guide Me, 
and Let Me Try interactive activities are built into many How 
To’s within the SIMbook. 

P A U S E  &  P R A C T I C E  P R O J E C T S 

Each chapter contains 3-5 Pause & Practice Projects, which 
provide an opportunity for students to practice Office skills 
after every 2-3 SLOs. These projects build upon each other 
throughout the chapter. 

C H A P T E R  SU M M A R Y 

The Chapter Summary provides a review of Office topics 
covered organized by SLOs. 
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EN D - O F-C H A P T E R  P R O J E C T S  ( 10 P E R  C H A P T E R )  

A variety of realistic and relevant end-of-chapter projects are 
available for reinforcement of Office skills. End-of-chapter 
projects are tied to SLOs and have a list of skills covered in 
the project. Many figures and solution screen shots display in 
projects. 

G U I D E D  P R O J E C T S  (3  P E R  C H A P T E R ) 

Formative projects that provide students with detailed 
instructions on what to do and how to do it. 

I N D E P E N D E N T  P R O J E C T S  (3  P E R C H A P T E R )  

Summative projects that provide detailed instruction on what 
to do, but these projects provide less details on how to 
perform specific skills. 

 

A D V A N C E D  P R O J E C T  (1  P E R  C H A P T E R ) 

Similar to Independent Projects but instructions are even less 
prescriptive, and more skills are covered. 

C H A L L E N G E  P R O J E C T S  (3  P E R  C H A P T E R ) 

Open ended projects that provide students the opportunity 
to apply their Office skills to a creative and challenging 
project. 

A D D I T I O N A L  I N S TR U C T O R  R E S O U R C E S 

• Chapter PowerPoints and instructor manual 
• Check for Understanding and test bank questions 
• Mac instructions and data files 
• Student data and solution files 
• Student tutorial videos 
• Application and integrated capstone projects 
• MOS content mapping 
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