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Course Textbook 
 

BUS 165 
KEYBOARDING PARADIGN KEYBOARDING  

Fifth Edition 
Sessions 1-30 and User Guide 

By: William Mitchell and Ronald Kapper`  
EMCParadigm Publlishing 

ISBN: 978-0-76382-310-8 
 

 www.palomar.edu/bookstore 
 

 
BUS 170 & 171/OIS 136.1, 2, 3-

WORD PROCESSING FOR 
BUSINESS 

 
 

New Perspectives 
Microsoft Office Word 2007 

Comprehensive 
By: Scott Zimmerman, Beverly Zimmerman, 

Ann Shaffer, and Katherine T Pinard 
Course Technology Publishing 

ISBN: 9781423905820 
 

www.palomar.edu/bookstore 

 
BUS 175, 176 & 177 

EXCEL FOR BUSINESS 

 
 

New Perspectives 
Microsoft Excel 2007 

Comprehensive 
By: Scott Zimmerman, Beverly Zimmerman, 

Ann Shaffer, and Katherine T Pinard 
Course Technology Publishing 

ISBN: 978-1-4239-0585-1 
 

www.palomar.edu/bookstore 
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Course Textbook 
BUS 180 

ACCESS FOR BUSINESS 

 

 

New Perspectives 
Microsoft Office Access 2007 

Brief 
By: Joseph J. Adamski, Kathleen T. Finnegan 

Course Technology Publishing 
ISBN: 9781423905875 

www.palomar.edu/bookstore 

 

 
BUS 185 

POWERPOINT FOR BUSINESS 

 

New Perspectives 
Microsoft Office PowerPoint 2007 

Comprehensive 
By: Scott Zimmerman, Beverly Zimmerman,  

Course Technology Publishing 
ISBN: 978-1-4239-0593-6 

 
www.palomar.edu/bookstore 

 
BUS 186 

PUBLISHER FOR BUSINESS 

 
 
 
 

Microsoft Office Publisher 2007 
Complete Concepts and Techniques  

By: Gary B. Shelly, Thomas J. Cashman, and 
Joy L. Starks 

Course Technology Publishing 
ISBN: 978-1-4188-4349-6 

 
www.palomar.edu/bookstore 
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Course Textbook 
 

BUS 190 
DISCOVERING THE INTERNET 

  
 

 
Discovering the Internet: Complete 

Concepts and Techniques, Second Edition 
By: Gary P. Schneider, Jessica Evans  

Course Technology Publishing  
Gary B. Shelly, Thomas J. Cashman, H. Albert 

Napier, Philip J. Judd 
ISBN: 978-1-4188-5990-9 

 
www.palomar.edu/bookstore 

 

 
OIS 101 

BEGINNING KEYBOARDING 

  
 

PARADIGN KEYBOARDING & 
APPLICATIONS  

Fifth Edition 
Sessions 1-60 and User Guide 

By: William Mitchell and Ronald Kapper`  
EMCParadigm Publlishing 
ISBN: 978-0-76382-306-1 

www.palomar.edu/bookstore 

 
OIS 102 

INTERMEDIATE KEYBOARDING 

  
 

PARADIGN KEYBOARDING & 
APPLICATIONS  

Fifth Edition 
Sessions 61-120 and User Guide 

By: William Mitchell and Ronald Kapper`  
EMCParadigm Publlishing 
ISBN: 978-0-76382-312-2 

 
 www.palomar.edu/bookstore 
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Course Textbook 
OIS 103 

ADVANCED KEYBOARDING 

 
 

KeyChamp/CD Package, 2nd Edition  
By Sharp, Olinzock, and Santos, 2003  

South-Western Publishing  
ISBN: 9780538433907  

 
www.palomar.edu/bookstore 

OIS 108 & OIS 109 
DATA ENTRY SKILLS I & II 

  
 

Data Entry for Microcomputers 
By Davidson and Nobari 

Publisher: Regents Prentice Hall 
ISBN: 9781591595441  

 
www.palomar.edu/bookstore 

 

 
OIS 115 

FILING & RECORDS MANAGEMENT 

 
 

 

Intensive Records Management, 5th 
Edition 

By Andrea Henne 
Publisher: South-Western  

ISBN: 0538729732  
www.palomar.edu/bookstore 
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Course Textbook 
 

OIS 230 
SECRETARIAL MACHINE 

TRANSCRIPTION 

 

MACHINE TRANSCRIPTION 
Third Edition 

By: Ettinger and Perfetto 
ISBN: 0763801380 

 
www.palomar.edu/bookstore 

References and audio tapes available in lab 
only. 

 

 
OIS 231 

MEDICAL MACHINE TRANSCRIPTION 

References and audio tapes available in 
lab only. 

 
OIS 232 

LEGAL MACHINE TRANSCRIPTION 

References and audio tapes available in 
lab only. 

 


