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Online Exercises in each chapter direct
you to the Internet for illuminating tours
of various Web sites. Every online
activity begins with a trip to
www.bew.glencoe.com, the Web site
for Business English at Work.
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Worksheets at the end of each chapter
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increase your skills in the concepts
presented in the chapter. Each set of
eight Practice exercises is arranged so
that the earlier exercises (Practices 1-4)
in each chapter are simpler and the later
exercises (5-8) more challenging.

Students who have purchased the
Student CD-ROM can follow the Go To
CD-ROM prompts in the Worksheet pages
to find more practice exercises providing
additional review of the chapter concepts.

Objective:
Excelent custo
tinue doing by
ot involved,

nc
o e
O the Web it Ty g oy he Wi

anei Y e
@il Stores. The second activity a:l:qu on‘: eai

visita
/o vl be abe to examine hoy ey
i of different online businesses,
0 10 bew,
i 3’:.‘::‘?: the address for the gy,
st 9pter 3. Net, cick o

5 of Web site links b
O 1010 e i g Y 0 ern

sites

1n both activities,
an essential aspecy

Activity 3.9
seec

the online retai stores t vii,

CommN © Giconberay 1

The Looking Back Posttest exercise helps you
decide whether you have acquired the concepts
and rules that you studied in the chapter.
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The Glossary presents pertinent definitions and usage information. The
Appendixes contain Spelling Rules and Word Usage material. In addition,
a thorough Index is provided to help locate concepts and rules that you

may want to review.
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Additional Features found in the student edition include:

Special margin NOTES are provided in appropriate places
throughout the text to enhance your learning and emphasize
important concepts.

DO THIS/DON’T DO THIS feature
Do This Don’t Do This boxes emphasize special grammar or
work together interface punctuation rules related to the con-
money monies cepts being studied.

features parameter

happen transpire

SRUNCTUATION

’

PUNCTUATION SMARTS and CAPITALIZATION ALERT
icons give you specific information to help you punctuate
and use capitalization elements correctly.

G n R GO TO CD-ROM reminders direct you to additional practice
A= exercises. The Student CD-ROM is an optional (but highly rec-
ommended) component that provides supplementary practice
exercises based on the concepts and rules contained in your text.

L

Checkup 1-1

EDIT PATROL features highlight instances of the misuse of
business English. While these may bring a smile to your lips,
keep in mind that this course is designed to help you avoid
such slip-ups in your workplace communication.

[voecabeue Iar.y] VOCABULARY definitions for words used in the text exercises add
newsgroup (n.) to your understanding and. comprehension of terms relating to the
an online discussion group. chapter Workplace Applications topics.

Xii Introduction to Business English at Work
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COMPONENTS OF THE PROGRAM

This second edition of Business English at Work is a complete, well-
rounded program that includes the following components:

« Text-Workbook with ample examples, Checkpoint Exercises,
Online Activities, and Worksheets to establish a usable
foundation in grammar, proofreading, writing, and punctuation.
The activities and exercises throughout each chapter are directly
related to Workplace Applications concepts that provide a window
into the modern workplace.

+ Student CD-ROM with additional exercises and practices relating to
the concepts and rules presented in the text. Exercises that relate
directly to the Checkpoints in the text are provided for extra practice
or self-tests. Most of these exercises are interactive, giving you the
opportunity to respond and be evaluated.

Each CD-ROM chapter has exercises correlated with the textbook
chapter Checkpoints. As you complete each exercise, you may
choose to print your exercise results. The CD-ROM is an optional
(but highly recommended) component of the Business English

at Work, Second Edition, program.

« Web site with a separate section reserved for you. This student sec-
tion contains online exercise links, online practice tests, crossword
puzzles, flashcards, additional learning exercises, e-mail links to the
authors, and other World Wide Web links to stimulate your research
efforts. Access to this Web site is gained by entering the following
address at your Internet browser location: www.bew.glencoe.com.

We enjoyed developing this exciting program for you. Good luck in your
studies using the second edition of Business English at Work.

Susan Jaderstrom, susan_jaderstrom@msn.com

Joanne Miller

Components of the Program xiii
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Chapter

Resources to
Improve Vocabulary,
Proofreading, and
Spelling

Objectives

After you have studied this chapter
and completed the exercises, you
will be able to do the following:

I. Use a dictionary to answer questions
about spelling, syllabication,
pronunciation, parts of speech, and
definitions.

N

. Use an office reference manual and
a word division manual.

3. Select appropriate synonyms for
words or ideas.

4. Apply proofreading procedures in
comparing documents.

5. Use proofreaders’ marks to identify
changes in the text.

6. Identify ways to improve your
spelling and use of words that you
commonly confuse or misuse.



