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B.E. Publishing 

It! Series, 3E (Bundle) 

 

Hello, Idaho educators, and welcome to this presentation, where you will be introduced to B.E. 
Publishing’s textbook: It! Series, 3rd edition bundle. My name is John DeCarli, senior content manager at 
B.E. Publishing. 

The It! Series, 3rd edition bundle is an “all-in-one,” skills-based textbook that helps students develop 
their computer applications skills for workplace readiness as they produce professional documents. In 
engaging, real-world lessons, students create word processing documents, develop spreadsheets, make 
digital presentations, design desktop publishing documents, and build databases using the appropriate 
software for the task at hand. 

With over 150 lessons across five key business computer applications, the It! Series, 3rd edition bundle is 
like 5 textbooks in one. 

In this presentation, I’ll provide some background on B.E. Publishing, touch on the formats and 
components of this title, and highlight some of the many features of this textbook. I will also take you 
through the curriculum guide and the structure of the book, as well as walk through a typical lesson. 
And finally, we’ll explore the student and instructor online resources that accompany this book, 
provided through our interactive digital platform, eCTE. 

B.E. Publishing has been providing hands-on, real-world classroom resources and teaching materials for 
CTE students for more than 20 years. These resources are developed using a format that is so engaging 
and relevant to today’s students, they often don’t even realize they’re learning. Textbooks, educational 
software, videos, posters, and web-based products are all available from B.E. Publishing to prepare 
today's students to be tomorrow's leaders. 

Now let’s take a look at some of the features and components of this comprehensive textbook. 

Our project-based textbooks are known for real-world, teen-focused content, and the It! Series is no 
different. 

Students, of course, learn best by doing. In this text, students are immersed in the computer 
applications and communication technology that are the everyday tools of school and business. They’ll 
use those skills to produce word processing documents, spreadsheets, and databases; design desktop 
publications; and create digital presentations. 

The It! Series, 3rd edition places a strong emphasis on empowering students to develop a range of digital 
communication skills they’ll need to succeed in the workplace and beyond. 

As you will see, lessons and unit introductions teach and reinforce important information and 
communication technology skills students need to succeed in their chosen careers. 
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Throughout each lesson – many of which are built around a workplace theme – students will have 
opportunities to practice professional writing, communicate visually via design, convey information in 
oral presentations, and practice touch typing skills. 

To get started, students need only a basic working knowledge of common computer software 
applications. 

One of the most important features about this title is the fact that it can be used with any version of MS 
Office, Google Apps, or equivalent type applications. The lessons are written in a generic format so any 
software application and version can be used.  

For example, let’s say that you’re currently using Microsoft Office 2016 in your classroom. If you know 
that your school or district is upgrading to Office 2019 or maybe even Google Apps sometime in the next 
few years, this same textbook can be used regardless – making it ideal for longevity in your classroom. 

The It! Series 3rd edition is available in print with online resources, and as a digital eText with built-in 
online resources. These online components are delivered through our interactive digital platform eCTE, 
which we’ll review later in the presentation. 

Classroom, school, and district licensing options are available for the eText format. 

Now let’s review the curriculum guide and table of contents of the It! Series, 3rd edition. 

As you can see, the It! Series, 3rd edition has 6 units of instruction, as well as an Introduction. The 
Introduction presents the features we just reviewed, and also includes the Curriculum Guide, which we 
will take a look at next. 

Unit 1 provides an overview of the computer file system and includes a series of lessons designed to 
convey the importance of file management and help students organize their work.  

They’ll use these file management skills throughout the book as they develop a number of documents in 
Units 2 through 6. 

These units are application-specific and contain project-based lessons in word processing, spreadsheets, 
presentations, desktop publishing, and databases. 

Unit reviews and assessments are provided for each of these units. 

The curriculum guide gives instructors a comprehensive breakdown of the new skills presented in each 
lesson. 

The It! Series, 3rd edition uses a “building-block approach,” with each new lesson progressing in difficulty 
from beginner to intermediate to advanced skills. Once a new skill is covered, it is reinforced in 
subsequent lessons.  

As you will see, the skills listed here are also displayed within each lesson. 

Now let’s take a look at the introductory, theory-based section that begins each unit. 
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Each unit begins with a theory-based introductory section, defining each software application, 
describing how it is commonly used to communicate and collaborate, and explaining the reasons for 
learning how to use it.  

These sections help students understand how each information and communication technology can help 
them solve problems, complete tasks, and express themselves in the workplace and beyond. 

Examples of the most common software for each application are also highlighted and their features 
compared. 

Depending on the application, students may also be introduced to the different types of word 
processing document formats, how databases are structured, or given graphic guidelines and design 
tips. 

The lessons in the It! Series, 3rd edition are infused with teen and pop culture content. This helps 
students practice their computer applications and touch-typing skills where oftentimes they don’t even 
realize they’re learning.  

Let’s take a look at a typical lesson. 

The lessons are presented in a clear, easy-to-follow format in three basic parts: a lesson overview, a list 
of new skills being taught, and step-by-step instructions. 

Let’s take a closer look… 

Each lesson begins with an Overview which outlines what the student will be doing and why.  

The Overview describes a real-world scenario and its need for a particular business or communication 
document, spreadsheet, or presentation, etc. 

For example, here the student is tasked with preparing a properly-formatted press release about the 
new additions to the menu of a local restaurant. 

For easy reference, each project clearly identifies the New Skills being taught. The skills are also listed in 
the Curriculum Guide. 

The lesson instructions are written in a step-by-step, easy-to-understand, non-version specific format. 
This is representative of how all of the instructions are written throughout this book. 

For example, the instruction here reads, “Create a new word processing document.” Notice it doesn’t 
say “Using Microsoft Word 2016 or Google Docs.” It just refers to using a word processing application. 

Notice too, how the instructions refer to illustrative figures. 

As we see here, students are guided by these illustrative figures to help them complete the lesson.   

For example, when a business document like a press release is being created, document parts and 
format are clearly illustrated for easy reference. 

These figures are also available as answer key files in their native format as instructor resources. 

Here is another example of how proper document format is annotated for student reference. 
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In this example, spreadsheet figures provide the project content and its formatting. 

Similarly, presentation content is presented in helpful format and layout illustrations. 

And instructions for desktop publishing documents begin with clear guidance for elements such as 
margins and content placement. 

In addition to the theory-based introductions and project-based lessons, the It! Series, 3rd edition 
features a number of useful student and instructor resources. 

The student and instructor resources for the It! Series, 3rd edition bundle are delivered via our 
interactive digital platform, eCTE. 

Students have access to a number of resources that support the completion of the unit lessons, 
including image files and logos, as well as Unit Review Worksheets. 

Instructors have access to all of the student resources plus associated Answer Keys. They also have 
access to Assessments, Grading Rubrics, and Lesson Source Files. 

Part 1 of each unit, the theory-based introductions, includes a Review Worksheet. Students use critical 
thinking to demonstrate what they have learned about each application. Teachers also have access to 
rubrics and answer keys for these worksheets. 

Assessments are also included for the various sections within each unit. These performance assessments 
combine related skills needed to produce a document. For example, in Word Processing, students would 
be tested on skills related to working with tables and columns together in one assessment. 

Instructors have access to lesson answer keys of each project, as well as rubrics helping to grade student 
work. 

Lesson source files are also provided, where applicable. These files are delivered in their native format, 
for example as word processing documents or presentations files, and are particularly helpful if you 
want to minimize data entry so students can focus on demonstrating applications skills.  

For example, looking at Spreadsheets Lesson 11, you may want to provide the student with this 
spreadsheet file so they don’t spend valuable class time typing in the data just to begin the lesson. 

As mentioned earlier, the It! Series, 3rd edition is available through our interactive digital platform, eCTE. 
The digital eText of the It! Series is delivered through eCTE, which provides access to the textbook on 
any device, online or off.  

In addition, eCTE provides instructors access to all resources, whether your classroom uses the eText or 
the print textbook.  

eCTE is a user-friendly, digital eTextbook platform that can be used anywhere, anytime, and on any 
device. It transforms the traditional textbook into a powerful, interactive learning experience.  

The eCTE platform is compatible with all web browsers, syncs across multiple devices, and is also 
available for offline use. 

Students can navigate the text page-by-page, or by jumping to a unit or specific lesson. 
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Different view options are available for easy reading and navigation. 

Students also have access to a number of tools to help them interact with a text. They can bookmark 
pages, use a pen, highlight text on the page, and add notes about important information. Any 
information they add is stored for easy studying. 

Both students and instructors can use eCTE to access all of the book’s resources. 

This concludes our presentation! 

Thank you very much for your interested in B.E. Publishing and It! Series, 3rd edition bundle. 


