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Microsoft Access
Author: Kenneth Tan Siang Guan

For teachers and students there is an ever increas-
ing reliance on establishing databases for the

presentation, retrieval and storage of information. A
database is simply a compilation of data structured
into forms and tables for easy access, administration
and querying.

Microsoft Access is one of the most flexible relational
database management systems available. Its uncompli-
cated interface and relative ease of use has made it a
common database for storing research, administrative
or personal records.

This workbook is a comprehensive introductory
course in Microsoft Access containing 65 pages over
four sections on tables, queries, forms and reports.
These are treated in short, succinct and easily-under-
stood worksheets which are ideal for specific lesson top-
ics.

(65 pages); Price: $56.95

Product code: IT60

ISBN: 1920824847

Building Websites with Dreamweaver MX
Author: Jason Reid

The Internet is now a part of daily life and whilst
most students can surf the net, they lack the knowl-

edge to create their own websites. This workbook is a
step by step guide on how to build your own web page.

The creation of a website is treated as a student proj-
ect and is divided in to the four logical steps of planning,
designing, building and publishing a website. Topics
covered include interface design, working with colour,
writing for the web, JPEG v GIF, adding images, linking,
remote sites and uploading files. This reproducible
resource is ideal for use as semester assignment for all
levels of high school.

(37 pages); Price: $56.95

Product code: IT24

ISBN: 1920696571

Study World
A High School Guide to Success

Author: David Allen

This book helps students understand how studying
is a learnt process and the resultant academic

outcome can be greatly improved by establishing a
study system.

Many students have trouble getting organised to
fulfil their requirements. Study habits, once estab-
lished, become the norm. This book aims to guide
students through the study process to identify skills
and develop a system of optimising their opportuni-
ty. 

Study World covers subject specific study skills,
guides and tips written by experts; universal study
skills � tips, hints and stories that you can use for all
high school subjects, goal setting and motivation;
and high school stress � a discussion of methods to
cope with high school stress. Successful graduates
are also interviewed and discuss study techniques
that they found helpful.

(101 pages); Price: $56.95

Product code: P020

ISBN: 1920696253

Undertaking Assignments Successfully
Towards Higher Achievement in Academic Literacy
Author: David Mahony

Many students have trouble getting organised to
write effectively and complete set work in a

timely and competent manner. 
This book aims to guide students through the

assignment writing process, to identify and develop
skills while developing a system of optimising their
abilities and efforts without the frustration. The
resultant academic outcome can be greatly improved
by establishing a system. 

The exercises cover preplanning, analysing the
question, note-taking, drafts and redrafts, editing,
oral presentations and studying for exams. 

(160 pages); Price: $56.95

Product code: P021

ISBN: 1920696261

Internet Search Engines
Developing Research Skills for the Web

Author: Paul Formosa

The Internet has revolutionised the exchange of infor-
mation. Often the problem is that there is too much

rather than too little information on offer as a simple
search may return tens of thousands of �hits�.

Internet Search Engines is a step-by-step guide to
developing effective techniques for using the internet as
a research tool. Topics covered include introduction to
the Internet, search engines examined, how to select a
search engine, keywords, syntax, Boolean AND, OR and
NOT searches, common errors and specialist search
engines. 

An invaluable resource for use in classrooms and
libraries.

(94 pages); Price: $56.95

Product code: IT23

ISBN: 1920696563

Word Processing for Assignments
A Student�s Guide to Professional Presentation

Author: Jason Reid

Word processing is an essential skill for assignment
and project completion. It is a skill applicable to

all study environments and most workplaces.
Developing this skill allows greater productivity and

output, whilst acquiring essential skills for future work
tasks. The exercises in this volume extend the range and
standard of presentation of written content from stu-
dents whilst fulfilling course requirements.

The book covers adding and moving text around a
document, changing the appearance of a document,
working with styles, adding graphics and tables,
spelling and grammar, and printing a document. 

(45 pages); Price: $56.95

Product code: S107

ISBN: 1920696369

Spreadsheets and Charts
A Student�s Guide to Displaying Data

Author: Jason Reid

V irtually all aspects of academic study or research
are reliant on computers. The visual display of

data and its varying interpretation is an essential, but
often neglected part of the research process.

Spreadsheets and Charts is a teacher reproducible
resource ideal for raising the overall standard and qual-
ity of database and spreadsheet work. Students are
taken through the following topics: the Microsoft Excel
screen, creating and formatting a workbook, creating
charts and graphs, multiple data series, linking and
embedding and spelling and grammar.

A sample assignment can be developed using the exer-
cises in the book giving the students the chance to prac-
tise their newly developed skills.

(60 pages); Price: $56.95
Product code: S109
ISBN: 1920696830

Research and Workskills Pack

Buy all seven titles listed on this page for a
special pack price of $284.75 � that�s seven

titles for the price of five!

x 5; Price: $284.75
Code: PO30

Visit our secure online shop
at www.kbs.com.au.


