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As you can see from the Table of Contents above, Business, Marketing, & Career Education spans many Career Clusters. 
Recent reports indicate strong job growth potential in many of these fields through 2024, including a 12% increase 
in Computer Support Specialists, 9% for Marketing Managers, and 8% for Loan Officers, just to name a few.

Yet, employers report difficulty finding workers with the right skills—both hard skills that come from earning 
industry-recognized certifications and the soft skills of team building, problem solving, and critical thinking. To 
prepare students, teachers need more time—not just to educate but also to prepare students for CTSO competitions 
and develop placements with employers. 

What can schools do to create a successful Business, Marketing, & Career Education program that fully develops students?
 Draw students to your program by promoting the growing job opportunities and build 

their skills through student organizations, portfolio development, and industry-recognized certification programs. 
Encourage them to pursue internships and volunteer opportunities that prepare them for both college and career. 

 Emphasize career exploration, leadership, personal growth, soft skills, and financial literacy to 
help students develop a personal skill set that attracts employers. 

 Incorporate ready-to-implement instructor materials so that you spend less time searching 
for curriculum and more time addressing the needs of your students. 

G-W is committed to helping you with an expanding line of quality, up-to-date instructional resources. 

The , such as PowerPoints, lesson plans, and workbooks, 
 of the teacher.

Together, We Build Careers!

They also guide students to ;  written, 
verbal, visual, and digital communication skills; master software skills; and . 

Many of these titles prepare students for end-of-course, 



1
Print Digital Bundle

Visit www.g-w.com or call 800.323.0440 for additional product information.

Principles of Business, 
Marketing, and Finance ©2017

by Robert L. Dansby, Chris Gassen, and Brenda Clark

Principles of Business, Marketing, and Finance is a contemporary text that 
presents business concepts vitally important in today’s workplace. The basics of 
business, marketing, and finance are introduced in an easy-to-understand manner 
that helps students connect the concepts of business to their everyday lives.

 Portfolio Development activities provide guidance to create a personal portfolio for 
use when exploring volunteer, education and training, and career opportunities.

 Communication Skills activities provide ways for students to demonstrate 
English/language arts skills and career-readiness skills.

 Exploring Careers examines a wide variety of opportunities in the Business 
Management and Administration career cluster.

 Digital Citizenship is explained in detail to prepare students for professional 
responsibilities in school and in their careers.

NEW

www.g-w.com/principles-business-marketing-finance-2017

Industry-Recognized  

Certification

Business Environment
 1. Introduction to Business and Economics
 2. Economic Activity
 3. Business Law and Ethics
 4. Business in the Free Enterprise 
 5. Business in a Global Economy

Business Ownership and Management
 6. Entrepreneurship
 7. Business Organization, Management, and 

Leadership
 8. Production of Goods
 9. Human Resources Management

Marketing
 10. Marketing
 11. Product, Price, and Place
 12. Promotion
 13. Selling

Business Finance
 14. Risk Management
 15. Money and Banking
 16. Credit
 17. Financial Management 

Personal Finance
  18. Income and Taxes
 19. Personal Banking and Investments
 20. Insurance

Managing Your Career
 21. Career Planning
 22. Writing for Employment
 23. Digital Citizenship

CONTENTS

Perfectly balanced 
coverage of business, marketing, 

and finance!

“It completely blew me away. I loved the 
formatting and assessment.” 

What Teachers Are Saying

Student Print Materials ISBN List School
Textbook, 560 pp., hardcover 978-1-63126-455-9 $105.28 $78.96

Workbook, 226 pp. 978-1-63126-456-6 $24.00 $18.00

Student Digital Materials
Online Learning Suite (OLS), online textbook, workbook, and 

interactive content; 6 yr. Classroom Subscription (min. 15)
978-1-63126-457-3 $121.00 $90.75

Bundle, Textbook + OLS (min. 15) 978-1-63126-458-0 $158.00 $118.50

Companion Website www.g-wlearning.com/business FREE

Instructor Materials
Online Instructor Resources, 6 yr. Individual Subscription 978-1-63126-459-7 $528.00 $396.00

Instructor’s Resource CD 978-1-63126-461-0 $266.64 $199.98

ExamView® Assessment Suite, 1150 test questions 978-1-63126-462-7 $252.00 $189.00

Instructor’s Presentations for PowerPoint®, 266 slides

Individual License 978-1-63126-463-4 $244.00 $183.00

Business
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Fundamentals of Business 
Communication ©2012

by Sherry J. Roberts

Fundamentals of Business Communication takes an integrated approach to 
learning. As many skills are vital to the communication process, each is addressed 
together and individually. A unit on grammar reinforces the basic knowledge 
needed to structure sentences appropriately. Features, such as Cases, Business 
Ethics, and Business Protocol, are provided at the point of coverage to provide a 
clearer understanding of topics.

 Skills associated with the college and career readiness concepts of reading, writing, 
listening, and speaking are applied in context to increase student understanding.

 The Careers and Communication feature provides an overview of the 16 career 
clusters and the impact of communication skills on each occupational area.

 Data files available on the student companion website provide additional 
exercises to practice and reinforce learning.

www.g-w.com/fundamentals-business-communication-2012

Student Print Materials ISBN List School
Textbook, 476 pp., hardcover 978-1-60525-472-2 $99.96 $74.97

Student Workbook, 144 pp. 978-1-60525-473-9 $24.00 $18.00

Student Digital Materials
Online Textbook, 6 yr. Classroom Subscription (min. 15) 978-1-60525-702-0 $99.96 $74.97

Bundle, Textbook + Online 6 yr. Classroom Subscription (min. 15) 978-1-61960-066-9 $133.28 $99.96

Companion Website www.g-wlearning.com/communication FREE

Instructor Materials
Instructor’s Annotated Workbook, 144 pp. 978-1-60525-623-8 $80.00 $60.00

Instructor’s Resource CD 978-1-60525-474-6 $260.00 $195.00

ExamView® Assessment Suite, 902 test questions 978-1-60525-475-3 $248.00 $186.00

Instructor’s Presentations for PowerPoint®, 659 slides

Individual License

Site License

978-1-60525-517-0
978-1-60525-518-7

$240.00
$600.00

$180.00
$450.00

8Writing Style

A collection of good sentences 
resembles a string of pearls.

—Chinese proverb

This chapter teaches how to critically examine 
your writing in order to achieve a writing style 
that refl ects the standards of today’s business 
environment. In the past, the accepted tone and 
style for business writing was formal. Business 
writing tended to sound different from the way 
people talk and wordy phrases were the norm. 
For example, when sending materials, writers 
would start with, “Enclosed, please fi nd the 
information you requested.” Today, a writer is 
more likely to phrase it as, “The information you 
requested is enclosed.”

Objectives Terms
writing style

Standard English

tone

bias-free words

euphemism

condescending

context

connotation

redundancy

cliché

industry language

active voice

passive voice

transitions

direct approach

indirect approach

When you complete Chapter 8, you will be able to:

 Defi ne the terms writing style and tone.

 Select appropriate words to convey a 
meaning while refl ecting sensitivity to the 
audience.

 Create structured sentences to achieve 
variety and clarity in writing style.

 Develop paragraphs that convey ideas 
through appropriate logic, length, and use of 
transitions.

172    

173Chapter 8 Writing Style

Go Green 

The physical letter is still valued, but today much “written” communication is in the 
form of e-mail. By sending an e-mail, the message can still be communicated, but 
paper, ink, and other costs associated with mailing a physical letter are saved.

 1. Estimate how much it would cost to send a one-page letter to a friend in 
another state. Take in consideration the cost of the paper, ink, postage, travel 
costs of going to the store to purchase supplies, and travel costs of going to 
the post offi ce.

 2. Do you think sending an e-mail rather than a letter is appropriate? Give 
examples of appropriate messages that could be in an e-mail and those 
messages that should be in a formal letter.

Reading 
Prep

Before reading 
this chapter, review 
the highlighted terms 
and defi nitions to 
preview the new 
content. Building a 
business vocabulary 
is an important activity 
to broadening your 
understanding of new 
material.

Writing Style and Tone
Writing style refers to the way in which a writer uses language to convey an 

idea. It refl ects the numerous decisions the writer must make regarding word 
choice and construction of sentences and paragraphs.

In the world of business writing, Standard English is the norm. Standard 
English means that word choice, sentence structure, paragraphs, and the layout 
or format of communication follow standard, accepted conventions used by 
those who speak English. “Texting” language is not acceptable in business 
writing. Business writing must be clear and specifi c, as opposed to vague, 
pretentious, or possibly unfamiliar to the reader.

The style you use creates a tone—an impression of the overall content of 
the message. Is it friendly or hostile? Demanding or courteous? Sensitive or 
insensitive? Ask yourself or a reviewer if the writing has a style and tone that 
are both professional and friendly.

Judge your writing based on the four C’s of communication. A clear, 
concise, courteous, and correct writing style that also shows respect and 
sensitivity will leave on the reader a positive impression of you and your 
company. That is the style to aim for in business writing.

✔Checkpoint

 1. What is a writing style?
 2. Describe why “texting” language is not acceptable in business writing.

Choosing the Right Words
The world is diverse. Various groups—social, age, ethnic, and even work 

groups within various businesses and industries—have unique ways of 
communicating. Words and phrases can have different meanings in these 
diverse communities.

Communicating for Success
 1. Understanding the Communication Process
 2. Communicating in a Global Society
 3. Using Technology to Communicate
 4. Communicating and Working in Teams

Grammar Basics for Successful 

Communication
 5. Improving Grammar Skills
 6. Improving Grammar Mechanics

Writing for Successful Communication
 7. Writing as a Process
 8. Writing Style
 9. Formatting Letters, Memos, and E-mails
 10. Writing Effective Business Communication

Speaking for Successful Communication
 11. Speaking Informally
 12. Giving Presentations
 13. Using Digital Media

Listening and Reading for Successful 

Communication
 14. Listening with a Purpose
 15. Reading with a Purpose

Writing for Successful Business Purposes
 16. Writing and Interviewing for Employment
 17. Writing Reports
 18. Using Visual Aids

CONTENTS

Ongoing  
assessments check 

learning while practice 
activities encourage 

application.

Communication
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Student Print Materials ISBN List School
Textbook, 512 pp., hardcover 978-1-63126-128-2 $105.28 $78.96

Workbook, 156 pp. 978-1-63126-132-9 $24.00 $18.00

Student Digital Materials
Online Learning Suite (OLS), online textbook, workbook, and 

interactive content; 6 yr. Classroom Subscription (min. 15)
978-1-63126-130-5 $121.00 $90.75

Bundle, Textbook + OLS (min. 15) 978-1-63126-131-2 $158.00 $118.50

Companion Website www.g-wlearning.com/communication FREE

Instructor Materials
Online Instructor Resources, 6 yr. Individual Subscription 978-1-63126-136-7 $528.00 $396.00

Instructor’s Resource CD 978-1-63126-133-6 $266.64 $199.98

ExamView® Assessment Suite, 902 test questions 978-1-63126-134-3 $252.00 $189.00

Instructor’s Presentations for PowerPoint®, 802 slides

Individual License
978-1-63126-135-0 $244.00 $183.00

Professional 
Communication ©2017

Professional Communication helps meet the challenges of today’s digital world, 
where communication is more important than ever. The basics of writing, speaking, 
listening, and reading are carefully interwoven into each chapter, enabling the 
application of English/language arts skills in context.  Contemporary topics, such 
as technical writing and writing for social media, integrate the writing process and 
digital techniques to develop expertise that is needed for the workplace. Portfolio 
development activities provide an opportunity to create a personal portfolio to use 
when applying for college, a community service position, or a job.

 Communication videos bring the content to life and illustrate how professional 
communication skills are used in the real world.

 Digital Citizenship is explained in detail to prepare students for professional 
responsibilities in school and in a career.

 Exploring Communication Careers examines a wide variety of opportunities in the 
Arts, A/V Technology, & Communications career cluster.

 Career Success unit helps students to prepare, apply, and begin the first day on a job.

NEW

www.g-w.com/professional-communication-2017

Communication for a Digital Society
 1. Professional Communication
 2. Communicating in the Workplace
 3. Digital Citizenship

Writing Basics
 4. Grammar Skills
 5. Grammar Mechanics
 6. Writing Process
 7. Writing Style

Writing Professional Communication
 8. Writing Professional Messages
 9. Formatting Professional Messages
 10. Writing for Specialized Purposes
 11. Writing Reports
 12. Document Design

Speaking and Presenting
 13. Informal and Formal Presentations
 14. Delivering Presentations
 15. Enhancing a Presentation with  

Digital Media

Listening and Reading
 16. Listening with a Purpose
 17. Reading with a Purpose

Career Success
 18. Career Planning
 19. Writing for Employment

CONTENTS

ISBN Li t S h

Industry-Recognized  

Certification

Written for  
high school students!

Coverage spans written, 
verbal, visual, and digital 

communication. 

Communication
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Journalism Publishing Across Media ©2016

by Janet Ewell, Michelle Balmeo, Ellen Austin, and Randy Hamm

Journalism: Publishing Across Media teaches the principles, practices, and 
styles used in traditional and new media. It explains core journalism concepts 
in a student-friendly way to high school learners in first-year Journalism and 
Communication programs. In contrast to other journalism texts, this text stresses 
the importance of telling stories through visual and audio elements, as well as 
the written and spoken word. The chapters are divided into teachable sections 
that include opportunities for students to process and apply what they have read. 
Examples of student and professional work accompany the text.

Writers’ Workshops in each chapter lead students through a process that 
emphasizes writing for an audience, develops students’ writing ability, and trains 
them for future editorial leadership.
Journalism Style activities at the end of each chapter teach students the skills 
they need to create written copy in accepted journalism style.
The text includes abundant examples and assignments derived from real-life 
high school publishing situations to help create strong writers and editors who 
are grounded in journalistic values, ethics, and practices.

www.g-w.com/journalism-2016

 1. Bringing Information to an Audience
  What does a journalist do?
 2. News Values and Story Ideas
  What do we cover?
 3. Media Law
  May we cover that?
 4. Media Ethics
  Should we cover that?
 5. Writing Breaking News and Developing Stories
  Is it timely?
 6. Writing General News Stories
  It’s news, but it’s not breaking
 7. Writing Headlines and Captions
  Why will they read it?
 8. Researching and Evaluating Sources
  How do we know that?
 9. Interviews and Attributions
  Whom do we ask? How do we quote them?
 10. Feature Stories
  When it’s time to go deeper
 11. Sports
  Who won and why?
 12. Editorials, Opinion Pieces, Columns, Blogs 

and Cartoons
  What do you think?
 13. Reviews—of Everything
  If you want my expert opinion…
 14. Letters to the Editor, Online Responses and 

Community Forums
  Is it good if they talk back to you?
 15. Designing with Purpose
  How do we pull the reader in with design?
 16. Visual and Multimedia Storytelling
  How do we show them the story?
 17. Advertising
  How do we pay the bills?

CONTENTS

Student Print Materials ISBN List School
Textbook, 608 pp., hardcover 978-1-61960-991-4 $99.96 $74.97

Student Digital Materials
Online Learning Suite (OLS), online textbook, style exercises, 

and interactive content; 6 yr. Classroom Subscription (min. 15)
978-1-61960-993-8 $115.00 $86.25

Bundle, Textbook + OLS (min. 15) 978-1-61960-994-5 $150.00 $112.50

Companion Website www.g-wlearning.com/journalism FREE

Instructor Materials
Instructor’s Edition, 656 pp., hardcover 978-1-61960-995-2 $140.00 $105.00

Online Instructor Resources, 6 yr. Individual Subscription 978-1-61960-701-9 $528.00 $396.00

ExamView® Assessment Suite, 820 test questions 978-1-61960-997-6 $248.00 $186.00

Instructor’s Presentations for PowerPoint®, 610 slides

Individual License 978-1-61960-998-3 $244.00 $183.00

“A truly useful resource for 
today’s classroom. Great job!”

What Teachers Are Saying

Communication
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Student Print Materials ISBN List School
Textbook, 688 pp., hardcover 978-1-63126-137-4 $105.28 $78.96

Workbook, 156 pp. 978-1-63126-141-1 $24.00 $18.00

Student Digital Materials
Online Learning Suite (OLS), online textbook, workbook, and 

interactive content; 6 yr. Classroom Subscription (min. 15)
978-1-63126-139-8 $121.00 $90.75

Bundle, Textbook + OLS (min. 15) 978-1-63126-140-4 $158.00 $118.50

Companion Website www.g-wlearning.com/finance FREE

Instructor Materials
Instructor’s Edition, 752 pp., hardcover 978-1-63126-604-1 $140.00 $105.00

Online Instructor Resources, 6 yr. Individual Subscription 978-1-63126-145-9 $528.00 $396.00

Instructor’s Resource CD 978-1-63126-142-8 $260.00 $195.00

ExamView® Assessment Suite, 1010 test questions 978-1-63126-143-5 $248.00 $186.00

Instructor’s Presentations for PowerPoint®, 1212 slides

Individual License 978-1-63126-144-2 $240.00 $180.00

Foundations of
Financial Literacy ©2018, 10th Edition

by Sally R. Campbell and Robert L. Dansby

Foundations of Financial Literacy provides a comprehensive framework for 
learning about personal financial literacy. By studying this text, students will learn 
how to make wise financial decisions that will help them lead productive lives 
and achieve financial security. College and Career Readiness activities for reading, 
writing, speaking, and listening are included.

You Do the Math activities focus on math skills that are important to 
understanding personal finance, and a Math Skills Handbook provides a quick 
reference for basic math functions.
College and Career Readiness Portfolio activities provide students an opportunity 
to create a personal portfolio for use when exploring volunteer, education and 
training, or career opportunities.
Aligns with the National Standards in K–12 Personal Finance Education 
published by the Jump$tart Coalition for Personal Financial Literacy®.

NEW

www.g-w.com/foundations-financial-literacy-2018

 Financial Literacy
 1. Financial Literacy Basics
 2. Personal Financial Planning
 3. Income and Taxes
Protecting Your Finances
 4.  Banking
 5.  Savings
 6.  Investing
 7.  Retirement and Estate Planning
Managing Your Spending
 8.  Credit
 9.  Credit Management
 10.  Consumer Purchasing
 11.  Consumer Power

Purchasing and Protecting Your Assets
 12.  Housing Decisions
 13.  Purchasing a Car
14.  Risk Management and Insurance for 

Homes and Autos
 15.  Health, Disability, and Life Insurance
Exploring Economics

 16.  Economic Principles
 17.  Functioning of the Economy
 18.  Business in the Free Enterprise
 19.  Global Trade and the Economy
 20.  Environmental Responsibilities in an 

Economic System

Preparing for Your Career

 21.  Planning for Your Career
 22.  Applying for and  

Accepting Employment
 23.  Digital Citizenship

CONTENTS

Industry-Recognized  

Certification

Finance
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Math for Financial Literacy ©2013

by Todd Knowlton and Paul Gray

Math for Financial Literacy prepares your students for the real world. Written specifically 
for teens, Math for Financial Literacy provides instruction for relevant math concepts 
that students can easily relate to their daily lives. In Math for Financial Literacy, students 
learn how to apply basic math concepts to everyday tasks, including earning a paycheck, 
managing a bank account, using credit cards, and creating a budget. Other practical topics 
are presented to help students become financially capable and responsible.

Insurance Operations ©2013

by Kathy Stokes

Insurance Operations provides students with an overview of the industry in addition to its 
products and career opportunities. While building the skills needed to be financially capable, 
students also learn about the way insurance companies operate and the laws and regulations 
governing their actions.

www.g-w.com/math-financial-literacy-2013

www.g-w.com/insurance-operations-2013

Student Print Materials ISBN List School
Textbook, 512 pp., hardcover 978-1-60525-786-0 $93.28 $69.96

Workbook, 128 pp. 978-1-60525-789-1 $22.00 $16.50

Student Digital Materials
Online Textbook, 6 yr. Classroom Subscription (min. 15) 978-1-60525-890-4 $93.28 $69.96

Bundle, Textbook + Online 6 yr. Classroom Subscription (min. 15) 978-1-61960-069-0 $125.28 $93.96

Companion Website www.g-wlearning.com/finance FREE

Instructor Materials
Instructor’s Edition, 512 pp. 978-1-60525-787-7 $120.00 $90.00

Instructor’s Annotated Workbook, 128 pp. 978-1-60525-902-4 $80.00 $60.00

Instructor’s Resource CD 978-1-60525-788-4 $260.00 $195.00

ExamView® Assessment Suite, 650 test questions 978-1-60525-790-7 $248.00 $186.00

The World of Insurance

Social Insurance

Nature of the Industry

Careers

Earning Money and Getting 
Paid

Banking, Purchasing, and 
Budgeting

Credit, Debit, and Major 
Purchases

Building and Protecting 
Wealth

Financial Literacy Simulation: 
Stages of Life Project

TOPICS INCLUDE

TOPICS INCLUDE

Student Print Materials ISBN List School
Textbook, 320 pp., hardcover 978-1-60525-774-7 $88.00 $66.00

Workbook, 168 pp. 978-1-60525-776-1 $24.00 $18.00

Student Digital Materials
Online Textbook, 6 yr. Classroom Subscription (min. 15) 978-1-60525-888-1 $88.00 $66.00

Bundle, Textbook + Online 6 yr. Classroom Subscription (min. 15) 978-1-61960-067-6 $120.00 $90.00

Companion Website www.g-wlearning.com/finance FREE

Instructor Materials
Instructor’s Annotated Workbook, 168 pp. 978-1-60525-904-8 $80.00 $60.00

Instructor’s Resource CD 978-1-60525-775-4 $260.00 $195.00

ExamView® Assessment Suite, 505 test questions 978-1-60525-777-8 $248.00 $186.00

Finance
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www.g-w.com/banking-financial-systems-2013

www.g-w.com/becoming-money-smart-2012

Banking & Financial Systems ©2013

by Biz Kid$

Banking & Financial Systems provides an overview of banking basics, the Federal Reserve 
System, customer services, and bank operations. Banking careers and workplace skills are 
also explored. Included activities support college and career standards for reading, writing, 
speaking, and listening. Event Prep activities help students prepare for competitive contests.

Authored by the award-winning educational television show Biz Kid$.
Biz Kid$ videos accompany each unit.
Content aligns with the National Standards in K–12 Personal Finance Education published 
by the Jump$tart Coalition for Personal Financial Literacy®.

Becoming Money $mart
A Simulation for Financial Decision Making ©2012

by Judi Deatherage

Becoming Money $mart: A Simulation for Financial Decision Making will give you the 
resources you need to teach financial education in any classroom situation. Written specifically 
for students, this text-workbook simulates real-life responsibilities, such as writing checks, 
planning for an education, investing money, paying rent, and other financial responsibilities, 
that each individual must learn to do wisely. Financial math is emphasized as well as tips for 
becoming an independent individual and planning for the future. You and your students will 
find this supplement a perfect solution to exploring the basics of financial education.

Student Print Materials ISBN List School
Textbook, 444 pp., hardcover 978-1-60525-778-5 $90.00 $67.50

Workbook, 136 pp. 978-1-60525-780-8 $22.00 $16.50

Student Digital Materials
Online Textbook, 6 yr. Classroom Subscription (min. 15) 978-1-60525-884-3 $90.00 $67.50

Bundle, Textbook + Online 6 yr. Classroom Subscription (min. 15) 978-1-61960-060-7 $122.00 $91.50

Companion Website www.g-wlearning.com/finance FREE

Instructor Materials
Instructor’s Annotated Workbook, 136 pp. 978-1-60525-903-1 $80.00 $60.00

Instructor’s Resource CD 978-1-60525-779-2 $260.00 $195.00

ExamView® Assessment Suite, 850 test questions 978-1-60525-781-5 $248.00 $186.00

Introduction to Banking

Money and Regulation

Customer Services

Bank Management

History and Future of Banking

Planning Your Financial Future: It Begins Here
Paychecks: Using Your Money Wisely
Budgets: Keeping Track of Your Money
Banking: Managing Your Money
Credit: Buy Now, Pay Later
Insurance: Protecting Your Assets
Education: A Passport to Your Future
Loans: Cars and Housing
Investments: Making Your Money Work for You
Retirement Planning: Looking Toward the Future
Your Financial Future: You Make the Choice

TOPICS INCLUDE

TOPICS INCLUDE

Biz Kid$  
opens doors to  

the world  
of banking.

Student Print Materials ISBN List School
Textbook, 288 pp., softcover 978-1-60525-470-8 $50.00 $37.50

Student Digital Materials
Online Textbook, 6 yr. Classroom Subscription (min. 15) 978-1-60525-844-7 $50.00 $37.50

Bundle, Textbook + Online 6 yr. Classroom Subscription (min. 15) 978-1-61960-061-4 $82.00 $61.50

Instructor Materials
Instructor’s Annotated Edition, 288 pp., softcover 978-1-60525-792-1 $80.00 $60.00

Instructor’s Resource CD 978-1-60525-471-5 $90.00 $67.50

Finance
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Adobe Creative Cloud CS6 CS5 List School
Adobe Photoshop, 93 pp., Softcover (min. 10) 978-1-63126-857-1 978-1-61960-983-9 978-1-61960-984-6 $20.00 $15.00

Adobe Dreamweaver, 112 pp., Softcover (min. 10) 978-1-63126-859-5 978-1-61960-985-3 978-1-61960-986-0 $20.00 $15.00

Adobe Flash, 124 pp., Softcover (min. 10) 978-1-63126-858-8 978-1-61960-987-7 978-1-61960-988-4 $20.00 $15.00

Adobe Illustrator, 128 pp., Softcover (min. 10) 978-1-63126-855-7 $20.00 $15.00

Adobe InDesign, approx. 128 pp., Softcover (min. 10) 978-1-63126-856-4 $20.00 $15.00

Microsoft Office ISBN List School
Microsoft Word 2016, 94 pp., Softcover (min. 10) 978-1-63126-808-3 $18.64 $13.98

Microsoft Excel 2016, 80 pp., Softcover (min. 10) 978-1-63126-809-0 $18.64 $13.98

Microsoft PowerPoint 2016, 94 pp., Softcover (min. 10) 978-1-63126-810-6 $18.64 $13.98

Microsoft Access 2016, approx. 72 pp., Softcover (min. 10) 978-1-63126-812-0 $18.64 $13.98

Microsoft Outlook 2016, approx. 60 pp., Softcover (min. 10) 978-1-63126-811-3 $18.64 $13.98

Office 2016 Set 978-1-63126-823-6 $75.00 $56.25

Microsoft Word 2013, 76 pp., Softcover (min. 10) 978-1-63126-152-7 $17.28 $12.96

Microsoft Excel 2013, 69 pp., Softcover (min. 10) 978-1-63126-153-4 $17.28 $12.96

Microsoft PowerPoint 2013, 69 pp., Softcover (min. 10) 978-1-63126-154-1 $17.28 $12.96

Microsoft Access 2013, 72 pp., Softcover (min. 10) 978-1-63126-155-8 $17.28 $12.96

Microsoft Outlook 2013, 60 pp., Softcover (min. 10) 978-1-63126-156-5 $17.28 $12.96

Office 2013 Set 978-1-63126-157-2 $66.64 $49.98

Microsoft Office 2010 is also available.

Certification Prep Series
©2015 / ©2016 / ©2018

by D. Michael Ploor

Certification Prep Series consists of individual guides that provide 
practice in the basic skills needed to be successful using the 
corresponding software. No previous software experience is required. 
Although the guides focus on learning skills, not test taking, users that 
complete the practice will be prepared to take the official software 
certification exam and exhibit workplace readiness. Step-by-step 
instructions demonstrate actual software commands and features, 
building from basic to advanced. Content is divided into small units 
for better learning and usage. There is no need to purchase additional 
materials, as all lesson content is created using the software.

Provides an affordable way to prepare for industry certification versus 
other methods.
Integrates easily into existing classroom activities.
Focuses on hands-on experience to develop skills.

l d h l

www.g-w.com/software-certification

Start on Monday.

Test on Friday.

NEW

NEW

NEW

NEW

Information Technology



9
Print Digital Bundle

Visit www.g-w.com or call 800.323.0440 for additional product information.

Principles of Information 
Technology ©2017

by Kathleen M. Austin and Lorraine N. Bergkvist

Principles of Information Technology presents basic principles and concepts about 
information technology to help students become more valuable employees, better 
citizens, and knowledgeable consumers. Written specifically for high school students, 
this text maps to the IC3 Digital Literacy Certification standards.  By studying this text, 
students can prepare for the Certiport IC3 Digital Literacy Certification exams and 
pursue a well-respected, internationally-recognized credential.

The text is organized into three units to align with the areas of IC3 Digital Literacy 
Certification—Computing Fundamentals, Key Applications, and Living Online—so 
that students learn concepts in the context of each certification area.
IC3 objectives are outlined at the beginning of each chapter and highlighted as 
they appear within the chapter, helping students focus on certification content.
Hands-On Example activities provide opportunities to apply skills learned in the 
chapter to prepare students for certification, college, and career.
Features such as STEM, Green Tech, Career Skills, and Ethics offer insights into 
issues that will be encountered in school, the workplace, and personal life.

NEW

www.g-w.com/principles-information-technology-2017

Computing Fundamentals 
 1. Introduction to Information Technology
 2. Hardware
 3. Software
 4. File Management
 5. Purchasing, Maintaining, and 

Troubleshooting

Key Applications
 6. Common Office Application Features
 7. Word-Processing Software
 8. Formal Documents
 9. Presentation Software 
 10. Spreadsheet Software
 11. Advanced Spreadsheet Uses
 12. Database Software

Living Online
 13. Internet and the World Wide Web
 14. Communication Networks
 15. Electronic Communication and 

Collaboration
 16. Security, Privacy, and Safety
 17. Careers in IT

CONTENTS

Aligns with 
IC3 GS4 
and GS5

Standards

Correlated to CompTIA IT 
Fundamentals Certification

Student Print Materials ISBN List School
Textbook, 768 pp., hardcover 978-1-63126-464-1 $106.64 $79.98

Student Digital Materials
Online Learning Suite (OLS), online textbook, 

certification practice tests, and interactive content; 

6 yr. Classroom Subscription (min. 15)

978-1-63126-465-8 $122.64 $91.98

Bundle, Textbook + OLS (min. 15) 978-1-63126-466-5 $160.00 $120.00

Companion Website www.g-wlearning.com/informationtechnology FREE

Instructor Materials
Online Instructor Resources, 6 yr. Individual Subscription 978-1-63126-467-2 $528.00 $396.00

Instructor’s Resource CD 978-1-63126-469-6 $266.64 $199.98

ExamView® Assessment Suite, 956 test questions 978-1-63126-470-2 $252.00 $189.00

Instructor’s Presentations for PowerPoint®, 980 slides

Individual License 978-1-63126-471-9 $244.00 $183.00

Copyright Goodheart-Willcox Co., Inc.
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662 Copyright Goodheart-Willcox Co., Inc.

Terms
gateway
passphrase
personal fi rewall
strong password
uninterruptable power 

supply (UPS)

Learning Goals
After completing this section, you will be able to:

Describe how fi rewalls and gateways protect data.
Identify ways to provide password protection.
List safe hardware and software practices.
Discuss how to combat viruses and other malware.
Explain how to determine if websites are reliable.
Prevent computer threats from public intrusion.

Section 
16.3

Restricting Access to 
Personal Information

Personal information should 

be protected as if it is as important 

as money. Social Security, credit 

card, and bank and utility account 

numbers can be used by cyber 

criminals to steal money, open new 

accounts, or open fraudulent credit 

lines. This information should not 

be handed out to anyone.

Each time you are asked for 

personal information, decide whether the requester 

is valid. Remember that scammers will often do 

anything they can to gain trust. Requests for personal 

information may come from web forms, e-mails, text 

messages, or phone calls. This section discusses how to 

restrict access to personal information.

What is the importance 
of restricting access 
to your personal 
information to your 
financial success?

What is the imp
of restricting ac

Monkey Business Images/Shutterstock.com

Firewalls and Gateways
As discussed in Chapter 14, a fi rewall is a network device that blocks 

or allows certain kinds of network traffi c. This forms a barrier between 
trusted and distrusted networks. Regardless of whether it is a software or 
hardware fi rewall, its purpose is to ignore data that come from unknown, 
unsecured, or suspicious locations.

Conventional fi rewalls protect computer networks. A personal 
fi rewall controls traffi c to an individual machine. This type of fi rewall 
may control communication based on preset security instructions for 
specifi c software programs. This helps defend against malware trying to 
install executable programs on the individual machine.

For example, a computer may be protected by a hardware fi rewall 
while it is in the offi ce. There it is linked to the Internet through the 
internal routers and servers. However, if the computer is a laptop taken 
outside of the offi ce, it will not be protected by the hardware fi rewall. A 
personal fi rewall should be installed to protect the computer when it is 
used outside of the offi ce, such as in airports and hotels.

Another way to protect a mobile computer is to rely on a hardware 
fi rewall that comes as part of a home-based router. This is not very 
expensive, but it must be activated and confi gured. It is also only 
available when you are at home. A separate device can be purchased to 
attach to the computer while on the road. These tend to be expensive.

A computer gateway is a device that joins two networks, as shown 
in Figure 16-9. For example, a gateway may connect a school’s internal 
network to the Internet. A router is an example of a gateway device. It 
decides where data packets are to be sent based on an IP address.

Living Online

2.1.4, 5.1.2

FYI
If a laptop is connected 
through a VPN, it will 
be protected by the 
network’s hardware 
fi rewall.

Sorapop Udomsri/Shutterstock.com

Figure 16-9. Routers are gateway devices because they determine where data 
packets are sent based on the IP addresses.

G
S

4

Use ExamView® to create
tests that correlate to GS4

or GS5 Standards

“Your Information Technology text is so great 
that I shared it with other Department Chairs 
in our system.”
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www.g-w.com/computer-service-repair-2015

www.g-w.com/networking-fundamentals-2012

Computer Service and Repair ©2015, 4th Edition

by Richard M. Roberts

Computer Service and Repair is written for those who have no PC experience, as well 
as those technicians who have limited formal training. Written in an easy-to-understand 
format with hundreds of illustrations, this text takes the reader from basic instruction to test 
preparation for the CompTIA A+ certification exams.

End-of-chapter questions mimic the style used on the CompTIA A+ certification exams to 
help prepare students for these career supporting tests.
Skill building, step-by-step lab activities provide students the hands-on experience needed 
to become proficient in PC repair.

Networking Fundamentals ©2012, 2nd Edition

by Richard M. Roberts

Networking Fundamentals prepares students for the CompTIA Network+ certification exam 
while providing detailed descriptions of how network technologies work. Design, installation, 
security, maintenance, and troubleshooting are all covered. Protocols and the Open Systems 
Interconnection (OSI) model are referenced throughout the text. UNIX, Linux, and TCP/IP are 
also included topics.

Student Print Materials ISBN List School
Textbook, 974 pp., hardcover 978-1-61960-795-8 $117.28 $87.96

Study Guide, 376 pp. 978-1-61960-800-9 $32.00 $24.00

Laboratory Manual, 680 pp. 978-1-61960-801-6 $36.00 $27.00

Bundle, Textbook + Study Guide + Lab Manual 978-1-61960-802-3 $166.00 $124.50

Student Digital Materials
Online Textbook, 6 yr. Classroom Subscription (min. 15) 978-1-61960-798-9 $117.28 $87.96

Bundle, Textbook + Online 6 yr. Classroom Subscription (min. 15) 978-1-61960-799-6 $135.00 $101.25

Instructor Materials
Instructor’s Resource CD 978-1-61960-803-0 $260.00 $195.00

ExamView® Assessment Suite, 775 test questions 978-1-61960-804-7 $248.00 $186.00

Instructor’s Presentations for PowerPoint®, 1425 slides, Individual License 978-1-61960-805-4 $240.00 $180.00

Operating Systems
Hardware
Networking
Certification Exam Preparation
Employment and Advanced 
Education

TOPICS INCLUDE

Visit the  
author’s textbook  

support website  
www.rmroberts.com.

Student Print Materials ISBN List School
Textbook, 923 pp., hardcover 978-1-60525-356-5 $106.64 $79.98

Study Guide, 320 pp. 978-1-60525-357-2 $32.00 $24.00

Laboratory Manual, 674 pp. 978-1-60525-358-9 $32.00 $24.00

Bundle, Textbook + Study Guide + Lab Manual 978-1-60525-634-4 $148.00 $111.00

Student Digital Materials
Online Textbook, 6 yr. Classroom Subscription (min. 15) 978-1-60525-695-5 $106.64 $79.98

Bundle, Textbook + Online 6 yr. Classroom Subscription (min. 15) 978-1-61960-115-4 $138.64 $103.98

Instructor Materials
Instructor’s Resource CD 978-1-60525-359-6 $248.00 $186.00

ExamView® Assessment Suite, 1188 test questions 978-1-60525-360-2 $244.00 $183.00

Instructor’s Presentations for PowerPoint®, 1622 slides

Individual License

Site License

978-1-60525-361-9
978-1-60525-362-6

$240.00
$600.00

$180.00
$450.00

Network Media

Network Operating Systems

Network Security

Maintaining, Troubleshooting, 
Designing, and Installing 
Networks

Certification Exam Preparation

TOPICS INCLUDE

Information Technology
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Integrates
STEM into fun and 
exciting classroom 

lessons

Introduction to
Video Game Design ©2012

by D. Michael Ploor

Introduction to Video Game Design is a fun and easy text/software design guide 
combination that uses an activity-based integrated curriculum: game-theory reading with 
game-building application lessons. It supports cross-curricular and STEM learning as students 
use math and science principles, in addition to language arts, social sciences, and applied 
technology knowledge, to develop their own games. No knowledge of programming or game 
design is needed.

It allows the addition of a game unit into existing classes, after-school clubs, or competitive-
event preparation.
Students start creating games immediately with the easy-to-use GameMaker freeware.
The flexible curriculum can be implemented for 15, 20, 30, 45, or 90 days/hours of instruction.

Using Google Apps ©2014

by Meghen Ehrich and Monica Kinney

Using Google Apps is structured for easy instruction in the basic concepts and skills 
associated with web-based communication, collaboration, media, and locational tools. This 
provides students with skills in high-tech methods of communication. Chapters build on prior 
content in order to develop student comprehension and proficiency. Self-assessments allow 
students to identify areas needing reinforcement.

In-chapter lessons are presented in easy-to-follow, step-by-step instructions.
Students apply learned skills by completing end-of-chapter exercises.
Each unit concludes with a summative assessment to measure overall knowledge.

www.g-w.com/introduction-video-game-design-2012

www.g-w.com/using-google-apps-2014

Student Print Materials ISBN List School
Textbook, 464 pp., softcover 978-1-60525-468-5 $66.64 $49.98

Student Digital Materials
Online Textbook, 6 yr. Classroom Subscription (min. 15) 978-1-60525-846-1 $66.64 $49.98

Bundle, Textbook + Online 6 yr. Classroom Subscription (min. 15) 978-1-60525-999-4 $98.64 $73.98

Instructor Materials
Instructor’s Manual, 136 pp. 978-1-60525-469-2 $99.00 $74.25

Game Build Sequence

Programming Sequence

Art Sequence

Management Sequence

TOPICS INCLUDE

Student Print Materials ISBN LIST SCHOOL

Textbook, 544 pp., softcover 978-1-61960-297-7 $80.00 $60.00

Student Digital Materials
Online Textbook, 6 yr. Classroom Subscription (min. 15) 978-1-61960-300-4 $80.00 $60.00

Bundle, Textbook + Online 6 yr. Classroom Subscription (min. 15) 978-1-61960-301-1 $112.00 $84.00

Companion Website www.g-wlearning.com/informationtechnology FREE

Instructor Materials
Instructor’s Resource CD 978-1-61960-302-8 $260.00 $195.00

Google Mail

Google Hangouts, Calendar, 
and Groups

Google Drive Apps

Google Sites

Other Google Tools

TOPICS INCLUDE

Information Technology

Video Game Design
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Video Game Design 
Foundations ©2014, 2nd Edition

by D. Michael Ploor

Video Game Design Foundations provides all of the resources needed for 
the classroom. Access to easy-to-use game engine software is available with 
the Software Design Guide, and a detailed scope and activity sequence chart 
is included in the teaching package. Aligning with the International Game 
Developers Association (IGDA)–recommended educational framework, lessons 
provide a top-level overview of the video game design process, from the 
beginning of the game build to the sales and marketing of the final product. STEM, 
college and career readiness, and Career and Technical Student Organization event 
preparation activities are included in every chapter.

Instructors can quickly and easily establish a video game program within their 
schools—no previous experience is needed.
Author teaches video game classes at the high school level and consults with 
states on course standards.
Content and game builds are age appropriate.

www.g-w.com/video-game-design-foundations-20141st
        Year

Curriculum

Game Engine Software

FREE
to Schools

Quickly and easily 
launch an effective 
video game design 

course — no experience 
required!

 1. My Role on the Team
 2. Computerized Entertainment and 

Classification
 3. Evolution of the Game
 4. Perspective, Scene Design, and Basic 

Animation
 5. Collision Theory and Logic
 6. Game Systems, Personal Computers, and 

Hardware
 7. Play and Game Culture
 8. Reverse Engineering and Professional 

Reviews
 9. Large-Scale Design Process
 10. Global Economy and Supply Chain

CONTENTS

Student Print Materials ISBN List School
Textbook, 400 pp., hardcover 978-1-61960-278-6 $92.00 $69.00

Software Design Guide, 416 pp. 978-1-61960-282-3 $36.00 $27.00

Bundle, Textbook + Software Design Guide 978-1-61960-284-7 $121.60 $91.20

Student Digital Materials
Online Student Center (OSC), online textbook, Software Design 

Guide, and interactive content; 6 yr. Classroom Subscription (min. 15)
978-1-61960-546-6 $105.80 $79.35

Bundle, Textbook + OSC (min. 15) 978-1-61960-727-9 $138.00 $103.50

Companion Website www.g-wlearning.com/videogamedesign FREE

Instructor Materials
The Games Factory 2 Software,  
Instructor Access Key Code

Free to instructor with school purchase 
of the Software Design Guide

Online Instructor Resources, 6 yr. Individual Subscription 978-1-61960-547-3 $528.00 $396.00

Instructor’s Resource CD 978-1-61960-286-1 $260.00 $195.00

ExamView® Assessment Suite, 689 test questions 978-1-61960-287-8 $248.00 $186.00

Instructor’s Presentations for PowerPoint®, 200 slides  

Individual License

Site License

978-1-61960-288-5
978-1-61960-289-2

$240.00
$600.00

$180.00
$450.00

Video Game Design
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www.g-w.com/video-game-design-composition-2014

Video Game Design 
Composition ©2014

by D. Michael Ploor

Video Game Design Composition delivers in-depth instruction, including theory 
and application, on the details of video game design. This full-year curriculum 
is authored by an active instructor with over a decade of classroom experience 
teaching video game design. Included scope and sequence chart information 
outlines each day’s activities for the student and the instructor.

A free, fully functional game engine download is included with the Software 
Design Guide.
STEM, college and career readiness, portfolio, teamwork, and event preparation 
activities are included in every chapter.
Text content is aligned with the International Game Developers Association 
(IGDA)–recommended educational framework.

Student Print Materials ISBN List School
Textbook, 448 pp., hardcover 978-1-60525-769-3 $93.28 $69.96

Software Design Guide, 400 pp. 978-1-60525-771-6 $36.00 $27.00

Bundle, Textbook + Software Design Guide 978-1-61960-294-6 $122.00 $91.50

Student Digital Materials
Online Student Center (OSC), online textbook, Software Design 

Guide, and interactive content; 6 yr. Classroom Subscription (min. 15)
978-1-63126-147-3 $129.28 $96.96

Bundle, Textbook + OSC (min. 15) 978-1-63126-149-7 $167.00 $125.25

Companion Website www.g-wlearning.com/videogamedesign FREE

Instructor Materials
Multimedia Fusion 2 and Engine 001,  
Instructor Access Key Code

Free to instructor with school purchase 
of the Software Design Guide

Online Instructor Resources, 6 yr. Individual Subscription 978-1-63126-148-0 $528.00 $396.00

Instructor’s Resource CD 978-1-61960-770-9 $260.00 $195.00

ExamView® Assessment Suite, 650 test questions 978-1-60525-773-0 $248.00 $186.00

Instructor’s Presentations for PowerPoint®, 266 slides

Individual License

Site License

978-1-61960-295-3
978-1-61960-296-0

$240.00
$600.00

$180.00
$450.00

2nd
        Year

Curriculum

 1. Design Composition
 2. Character Composition
 3. Story Composition
 4. Interface Composition
 5. Immersion Composition
 6. Strategy Composition
 7. Puzzle Composition
 8. Sound FX Composition
 9. Art Composition
 10. Three-Dimensional Art Composition
 11. Animation Composition
 12. Programming Composition
 13. Simulation Composition

CONTENTS

Game Engine Software

FREE
to Schools

Curriculum in a box!

Includes every component 
needed to plan and 
build a high quality 

video game.

Video Game Design
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Marketing Dynamics ©2014, 3rd Edition

by Brenda Clark, Cynthia Gendall Basteri, Chris Gassen, and Michelle Walker

Marketing Dynamics provides a well-rounded introduction to the four Ps—
product, price, place, and promotion. Other essential topics, such as marketing 
research and target market identification, are also covered. College and career 
readiness activities covering writing, speaking, and listening are incorporated. 
Related activities provide students an opportunity to create a personal portfolio 
for use when exploring volunteer, education and training, or career opportunities. 
Career Ready Practices are also included.

DECA activities are included in each of the 33 chapters to support leadership 
development.
An ongoing marketing plan provides a project-based hands-on learning 
activity that builds at the end of each unit (data files are posted on the student 
companion website).

Marketing Concepts certification exam.

www.g-w.com/marketing-dynamics-2014

Student Print Materials ISBN List School
Textbook, 784 pp., hardcover 978-1-61960-343-1 $112.00 $84.00

Student Workbook, 288 pp. 978-1-61960-348-6 $24.00 $18.00

Student Digital Materials
Online Student Center (OSC), online textbook, workbook, 

and interactive content; 6 yr. Classroom Subscription (min. 15)
978-1-63126-495-5 $128.80 $96.60

Bundle, Textbook + OSC (min. 15) 978-1-63126-496-2 $168.00 $126.00

Companion Website www.g-wlearning.com/marketing FREE

Instructor Materials
Instructor’s Edition, 800 pp. 978-1-61960-347-9 $120.00 $90.00

Online Instructor Resources, 6 yr. Individual Subscription 978-1-63126-497-9 $528.00 $396.00

Instructor’s Annotated Workbook, 288 pp. 978-1-61960-349-3 $80.00 $60.00

Instructor’s Resource CD 978-1-61960-352-3 $260.00 $195.00

ExamView® Assessment Suite, 1650 test questions 978-1-61960-353-0 $248.00 $186.00

Instructor’s Presentations for PowerPoint®, 806 slides

Individual License

Site License

978-1-61960-354-7
978-1-61960-355-4

$240.00
$600.00

$180.00
$450.00

Marketing Dynamics
 1.  Marketing and You 
 2.  Marketing Basics 
 3.  Business Basics 
 4.  Marketing Plan 
 5.  Ethics and Social Responsibility
Dynamics of the Economy
 6.  Economic Principles and Systems
 7.  Market Forces and Economic Indicators 
 8.  Business Cycles and the Role of Government
 9.  Global Trade
Marketplace Dynamics
 10.  Marketing Research 
 11.  Competition 
 12.  Targeting a Market 
 13.  Business-to-Consumer (B2C) Marketing 
 14.  Business-to-Business (B2B) Marketing
Product Dynamics
 15. Products and Services 
 16. New Product Development 
 17. Branding 
Price Dynamics
 18. Price 
 19. Price Strategies 
Place Dynamics
 20. Place
 21. Purchasing and Inventory Control 
Promotion Dynamics
 22. Communication Process
 23. Promotions
 24. Advertising
 25. Visual Merchandising
 26. Personal Selling 
Dynamics of Marketing Management
 27. Management Skills
 28. Marketing Management 
Professional Development Dynamics
 29. Planning for Success
 30. Preparing for Your Career 
Dynamics of Entrepreneurship
 31. Entrepreneurship
 32. Risk Management
 33. Business Funding 

CONTENTS

Extend

Consider showing an advertisement from television or playing a 
radio advertisement. Ask students to critique the effectiveness of 
the ad.

Extend

Discuss the intangible brand elements that appeal to customers.
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memorable that “Just Do It,” along with the 
swoosh symbol, has become a strong brand 
identifi er for Nike. 

A tagline or slogan set to music is called 
a jingle. Jingles are used for radio, televi-
sion, or even Internet advertising purposes. 
An example of a jingle is Chili’s “I want my 
baby-back ribs.” More recently, companies 
are purchasing the rights to popular songs 
to represent their brands. The music also 
becomes a very identifi able part of the overall 
brand.

Metaphors are often used in advertising 
as a way to enhance the perceived value 
of a product. Value is the relative worth of 
something to a person. A metaphor is a word 

or phrase for one thing used in reference 
to a very different thing in order to suggest 
a similarity. An example of a metaphor is 
describing someone who is “drowning in 
paperwork.” 

An advertising metaphor may also 
combine a phrase with an image to 
strengthen the message. For example, Geico 
Insurance advertises its services as “So easy a 
caveman could do it.” Tropicana promotes its 
orange juice as “Your daily ray of sunshine.” 

Intangible Brand Elements
Intangible brand elements include the 

implied promise of the brand, the consistency 
of the brand, and customer perceptions of 
brand image. Intangible elements of a brand 
are hard to measure because they cannot be 
seen or heard.

Brand Promise
What will consumers get when they 

purchase a product or service from your 
brand? In its simplest form, a brand is the 
promise made to consumers that may or may 
not be included in the graphics or tagline. 
Consumers develop expectations for a brand 
based on how it is promoted and priced. 
When customers pull hard-earned money out 
of their pockets to purchase something, they 
assume their expectations will be met. 

AMA Tip
The purpose of conducting a brand percep-
tion survey is to understand how your brand 
is viewed in the market, what brand attributes 
are preferred by customers, and to identify how 
your customers competitively position your 
products/services. It will also help to pinpoint 
which purchasing criteria your customers value 
most. The AMA has a free, downloadable Brand 
Perception Survey template for its members to 
use as part of the AMA Marketer’s Toolkit. www.
marketingpower.com

This image of Uncle Sam (U.S.) was introduced in 1916 
to represent the United States of America.

justac/Shutterstock.com

Elaborate

Defi ne perception and how its meaning varies from customer to 
customer.

Explain

Ask for defi nitions of national brands, private label brands, and 
generic brand. What is the perception of each?
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Brand Consistency
Brand consistency means that the product 

or service is the same whenever and wherever 
you buy it. For example, when you go to a 
Chili’s restaurant, you expect the same menu, 
prices, décor, and service at every location 
across the country. As a marketer, if your brand 
fails to meet consumer expectations at any 
time, it may eventually run into problems. It is 
the failed expectations that customers tend to 
remember and discuss with others.

Customer Perceptions of Brand Image
Have you ever heard the saying, “Perception 

is everything”? This saying could be written 
about branding. Perception is the mental image 
a person has about something. Perception also 
includes feelings about a product or company. 

For example, what are your perceptions about 
these entirely different brands: BP, Microsoft, 
Levis, Coach, or Walmart? Just saying their 
names can evoke certain feelings based on your 
perception of the image of the company. 

The perceptions of brand image are formed 
in three ways, as shown in Figure 17-1. Because 
perception is so critical to brand success, 
marketers use every tool and technique they 
can to enhance the image of their brand. 

FYI
When marketing an intangible service, using a 
metaphor can make it seem more personal.

Product Brand Types
There are three types of product brands: 

national, private label, and generic. Each 
type of brand is specifi c to the company that 
creates and owns it.

How Customer Perceptions of 
Brand Image Are Formed

Personal experience 

Hearing about the experiences of others with the brand 

How the brand is promoted

Figure 17-1 Customers can have different brand per-
ceptions based on their personal values.

Goodheart-Willcox Publisher

The brand promise of Apple, represented by the well-known 
apple logo, is innovation and quality in personal electronics.

1000 Words/Shutterstock.com

Marketing Ethics

Expense Accounts
Marketing professionals may have an expense account at their places of employ-

ment. An expense account is to be used when it is necessary to buy a meal for a client 
or for other company-related expenses in your job description. Personal expenses should 

not be charged against your business expense account. It is unethical to charge your employer for 
expenses that were not related to customers or other company business.

Marketing Education
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Entrepreneurship ©2018, 2nd Edition

by Brenda Clark and Judy Commers

Entrepreneurship provides a comprehensive framework to learn about a career as 
an entrepreneur. By studying this text, students learn about the rewards and risks 
of starting their own businesses. One of the major goals of this text is to provide 
direction to create a business plan. The ongoing Building Your Business Plan—
Putting the Puzzle Together feature provides a project-based, hands-on learning 
experience at the end of each chapter. The step-by-step narrative leads students 
through selecting an idea for a business, social and ethical responsibilities, start-up 
options for the new business, operating the business, and exiting the business.

Economic concepts are integrated throughout the chapters.
Two accounting chapters are provided: Business Funding and Financial 
Management.
Case studies of real entrepreneurs provide a link to real world applications.

Student Print Materials ISBN List School
Textbook, 576 pp., hardcover 978-1-63126-635-5 $105.28 $78.96

Workbook, 133 pp. 978-1-63126-639-3 $24.00 $18.00

Student Digital Materials
Online Learning Suite (OLS), online textbook, workbook, 

and interactive content; 6 yr. Classroom Subscription (min. 15)
978-1-63126-637-9 $121.00 $90.75

Bundle, Textbook + OLS (min. 15) 978-1-63126-638-6 $158.00 $118.50

Companion Website www.g-wlearning.com/marketing FREE

Instructor Materials
Online Instructor Resources, 6 yr. Individual Subscription 978-1-63126-644-7 $528.00 $396.00

Instructor’s Resource CD 978-1-63126-641-6 $260.00 $195.00

ExamView® Assessment Suite, 970 test questions 978-1-63126-642-3 $248.00 $186.00

Instructor’s Presentations for PowerPoint®, 806 slides

Individual License 978-1-63126-643-0 $244.00 $183.00

Entrepreneurship
 1.  Entrepreneurial Careers
 2.  Business Plan
 3.  Ethics and Social Responsibility 

Explore the Opportunities
 4.  Local and Global Opportunities 
 5.  Market Research
 6.  Business Ownership 

Building the Business
 7.  Site Selection
 8.  Legal Issues
 9.  Business Funding 

Examining the Four Ps of Marketing
 10.  Product, Price, and Place
 11.  Promotions and Selling
 12.  Marketing Plan 

Managing the Business
 13.  Management Functions
 14.  Human Resources Management
 15.  Purchases and Inventory Management
 16.  Risk Management
 17.  Financial Management 

Expanding and Exiting
 18.  Business Growth
 19.  Exit Strategies

CONTENTS

    171

According to the Kauffman Foundation, 
businesses that opened after 1980—when 
entrepreneurship was exploding—contribute 
one-third of the country’s current GDP. The 
gross domestic product (GDP) measures the 
value of all goods and services produced 
inside a nation’s borders. It is one of the 
primary indicators of a country’s economic 
strength and stability.

GDP is different than gross national 
product (GNP), which measures the value 
of the nation’s goods and services, even 
those produced outside the borders. The 
Bureau of Economic Analysis (BEA) in the US 
Department of Commerce calculates GDP 
quarterly to evaluate economic trends.

GDP fi gures are adjusted by season 
and expressed as an annual rate of growth 
or decline. For example, the BEA reported 
that GDP “increased at an annual rate of 
2.2 percent in the fi rst quarter of 2012 over 
the fourth quarter of 2011.” Most economists 
agree that a GDP growth rate of between 2 
and 4 percent is healthy. During the banking 
crisis of 2008, GDP was negative.

Another economic indicator important to 
entrepreneurs is the consumer price index 
(CPI). The CPI measures the average change 
in prices for goods and services purchased by 
households. The Bureau of Labor Statistics 
(BLS) surveys the prices of a cross section 
of 80,000 goods and services to create the 
monthly index. Prices always change, but it 
is better if overall prices only rise slightly over 
time to keep the economy stable.

The overall rise in prices is called 
infl ation. If infl ation is high, the economy may 
be headed for trouble. Consumer purchasing 
power becomes limited during periods of 
high infl ation because prices rise faster than 
income levels. All businesses suffer during 

infl ation, but small businesses tend to feel the 
effects of infl ation the most. In general, the 
costs of obtaining their goods and services go 
up and their sales go down.

Infl ation also affects GDP because the 
higher prices make the GDP and the economy 
look better than they really are. When GDP 
numbers are corrected for infl ation, it is called 
real GDP. Make sure to use the real GDP 
fi gures when assessing economic indicators.

Entrepreneurs and the Economy

alphaspirit/Shutterstock.com

While studying, look for the activity icon for:

• Chapter pretests and posttests

• Key terms activities

• Section reviews

• Building Your Business Plan activities
 

Chapters

Your Business Plan—
Putting the Puzzle Together

The business plan puzzle is taking shape and 
you are starting to see some results from your 
hard work. Each section of the business plan 
relates to another important part of the planning 
process for entrepreneurs. Where is the best 
place to open your business, and what will the 
facility look like? What legal issues might directly 
affect your business? Will you need financial 
help to open the business? In this unit, you will:
Identify a location for your business.
Research legal issues that affect businesses.
Determine different methods for financing a 
business.

There are many things to consider and decide 
at this stage in creating a new business. The 
chapters in this unit will help you focus on some 
of the basic steps of planning that are necessary 
before your business opens its doors.

In this unit, you will learn the importance of site 
selection and physical layout for your company. To 
have an effective business, appropriate space for 
employees, customers, and vendors is crucial. You 
will also learn about business and consumer laws 
and how they influence your day-to-day business 
operations. The unit concludes with suggestions 
and ideas on how to finance your business.

Chapters

Unit Overview

©Creatas

7 Site Selection
8 Legal Issues
9 Business Funding

Unit 3 
Building the Business

Industry-Recognized  

Certification

Includes over
50 case studies of

real entrepreneurs to 
link learning to the

real world!

NEW

Marketing Education



16
Print Digital Bundle

Visit www.g-w.com or call 800.323.0440 for additional product information.

Retailing and E-tailing ©2015

by Mickey Kosloski and Sharon Davis

Retailing and E-tailing integrates the four Ps of marketing into the operations of retail and 
e-tail businesses. Retail-specific topics in the areas of business operations, merchandising, 
customer service, and selling are presented. The differences between traditional retail 
operations and e-tailing are also explored. College and career readiness activities covering 
writing, speaking, and listening are incorporated. Related activities provide students an 
opportunity to create a personal portfolio for use when exploring volunteer, education and 
training, or career opportunities. Career Ready Practices are also included.

Fashion Marketing & 
Merchandising ©2014, 4th Edition

by Mary G. Wolfe

Fashion Marketing & Merchandising leads students through the business aspects of the 
fashion industry in addition to the career opportunities it offers. Included are the basics of 
market economics, textiles, design, and promotion. The latest concepts for manufacturing, 
mass customization, and niche specialization are reviewed, as are newer technologies such 
as automatic replenishment systems and radio frequency identification (RFID). Industry 
globalization and consolidation are presented. Fashion careers, including entrepreneurship, 
are extensively covered in the last five chapters of the text.

www.g-w.com/retailing-etailing-2015

www.g-w.com/fashion-marketing-merchandising-2014

Student Print Materials ISBN List School
Textbook, 512 pp., hardcover 978-1-61960-330-1 $93.28 $69.96

Student Workbook, 168 pp. 978-1-61960-335-6 $24.00 $18.00

Student Digital Materials
Online Textbook, 6 yr. Classroom Subscription (min. 15) 978-1-61960-333-2 $93.28 $69.96

Bundle, Textbook + Online 6 yr. Classroom Subscription (min. 15) 978-1-61960-337-0 $126.00 $94.50

Companion Website www.g-wlearning.com/marketing FREE

Instructor Materials
Instructor’s Annotated Workbook, 168 pp. 978-1-61960-336-3 $80.00 $60.00

Instructor’s Resource CD 978-1-61960-339-4 $260.00 $195.00

ExamView® Assessment Suite, 600 test questions 978-1-61960-340-0 $248.00 $186.00

Instructor’s Presentations for PowerPoint®, 490 slides,

Individual License 978-1-61960-341-7 $240.00 $180.00

Retailing

Marketplace Strategy

Product, Place, and Price

Promotion

Visual Merchandising

Managing the Business

Retail Careers

TOPICS INCLUDE

Student Print Materials ISBN List School
Textbook, 672 pp., hardcover 978-1-61960-492-6 $93.28 $69.96

Student Workbook, 288 pp., softcover 978-1-61960-497-1 $22.00 $16.50

Student Digital Materials
Online Student Center (OSC), online textbook, workbook, and 

interactive content; 6 yr. Classroom Subscription (min. 15)
978-1-63126-483-2 $115.28 $86.46

Bundle, Textbook + OSC (min. 15) 978-1-63126-484-9 $154.00 $115.50

Instructor Materials
Online Instructor Resources, 6 yr. Individual Subscription 978-1-63126-485-6 $528.00 $396.00

Instructor’s Resource CD 978-1-61960-498-8 $260.00 $195.00

ExamView® Assessment Suite, 1315 test questions 978-1-61960-499-5 $248.00 $186.00

Instructor’s Presentations for PowerPoint®, 1200 slides

Individual License

Site License

978-1-61960-500-8
978-1-61960-501-5

$240.00
$600.00

$180.00
$450.00

Basic Fashion and Business 
Concepts
Textile/Apparel Building 
Blocks
Designing and Producing 
Apparel
Retail Business Fundamentals
Strategies for Retail Success
Fashion Promotion
Fashion Business in Today’s 
World
Your Future in the Fashion 
Industry

TOPICS INCLUDE

Marketing Education
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Hospitality Services ©2018, 4th Edition

by Johnny Sue Reynolds and Dorothy M. Chase

Hospitality Services introduces students to the five segments of the hospitality 
industry—food and beverage, lodging, travel, tourism, and recreation. The business 
aspects of these areas are covered, including hospitality management, human 
resources, accounting, sales, and marketing. Additionally, the roles, responsibilities, 
and required skills of individuals choosing hospitality as a career path are included.

Career planning chapters lead students through researching careers, succeeding 
in the workplace, and starting their own businesses.
Customer service and industry-wide technology are discussed throughout the text.
Hospitality Ethics and Going Green features address industry hot topics.
Profiles spotlight successful hospitality professionals to inspire students and 
demonstrate career options.

NEW

www.g-w.com/hospitality-services-2018

Welcome to Hospitality
 1. The World of Hospitality 
 2. Service: The Heart of Hospitality 
 3. Hospitality Past, Present, and Future 

The Foodservice Industry
 4. The World of Food and Beverages 
 5. Food Preparation and Service 
 6. Front- and Back-of-the-House 
 7. Hotel Food and Services 
 8. Purchasing and Receiving 
 9. Food Safety and Sanitation 

The Lodging Industry
 10. The World of Lodging 
 11. Front Office 
 12. Housekeeping 
 13. Security 
 14. Engineering 

Travel, Tourism, and Recreation
 15. Travel 
 16. Tourism 
 17. Recreation 

The Business of Hospitality
 18. Business Basics 
 19. Hospitality Management 
 20. Human Resources 
 21. Marketing and Sales 
 22. Accounting 
 23. Workplace Safety and Emergencies 
 24. Legal and Ethical Considerations 

Careers
 25. Your Career in Hospitality 
 26. Skills for Success 
 27. Starting a Business 

CONTENTS

Student Print Materials ISBN List School
Textbook, 586 pp., hardcover 978-1-63126-549-5 $105.28 $78.96

Workbook, 160 pp. 978-1-63126-553-2 $22.00 $16.50

Student Digital Materials
Online Learning Suite (OLS), online textbook, workbook, 

and interactive content; 6 yr. Classroom Subscription (min. 15)
978-1-63126-551-8 $121.00 $90.75

Bundle, Textbook + OLS (min. 15) 978-1-63126-552-5 $158.00 $118.50

Companion Website www.g-wlearning.com/hospitality FREE

Instructor Materials
Online Instructor Resources, 6 yr. Individual Subscription 978-1-63126-557-0 $528.00 $396.00

Instructor’s Resource CD 978-1-63126-554-9 $260.00 $195.00

ExamView® Assessment Suite, 1270 test questions 978-1-63126-555-6 $248.00 $186.00

Instructor’s Presentations for PowerPoint®, 680+ slides

Individual License 978-1-63126-556-3 $240.00 $180.00

Incorporate trending 
industry topics into your class, 

including ethics and 
“going green”

Marketing Education
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www.g-w.com/discovering-careers-2018

Discovering Careers ©2018, 9th Edition

by John A. Wanat, E. Weston Pfeiffer, and Richard Van Gulik

Discovering Careers introduces career exploration in conjunction with the 16 
career clusters. College and Career Readiness activities covering writing, speaking, 
and listening are included, as well as Career Ready Practices.

A project-based Personal Achievement Plan guides students in preparing a 
career plan.
College and Career Readiness Portfolio activities provide students an opportunity 
to create a personal portfolio.
A Math Skills Handbook provides a quick reference for basic math functions.

NEW

Career Exploration
 1. The World of Work
 2. Learning about Yourself
 3. Learning about Careers
 4. Creating a Career Plan

Career Readiness
 5. Education and Training
 6. Succeeding at Work
 7. Safety
 8. Mathematics and Technology
 9. Communication
 10. Digital Citizenship
 11. Good Health and Appearance
 12. Leadership
 13. Time Management and Study Skills

Finding a Job
 14. Job Search Skills
 15. Interviewing for a Job
 16. Workplace Expectations

Growing toward Independence
 17. Paychecks and Taxes
 18. Banking
 19. Money Management

CONTENTS

Student Print Materials ISBN List School
Textbook, 478 pp., hardcover 978-1-63126-605-8 $92.00 $69.00

Student Workbook, 146 pp., softcover 978-1-63126-609-6 $23.40 $17.55

Student Digital Materials
Online Learning Suite (OLS), online textbook, workbook, 

and interactive content; 6 yr. Classroom Subscription (min. 15)
978-1-63126-607-2 $105.80 $79.35

Bundle, Textbook + OLS (min. 15) 978-1-63126-608-9 $138.00 $103.50

Companion Website www.g-wlearning.com/careereducation FREE

Instructor Materials
Instructor’s Edition Textbook, 526 pp., hardcover 978-1-63126-610-2 $120.00 $90.00

Online Instructor Resources, 6 yr. Individual Subscription 978-1-63126-614-0 $528.00 $396.00

Instructor’s Resource CD 978-1-63126-611-9 $260.00 $195.00

ExamView® Assessment Suite, 890 test questions 978-1-63126-612-6 $248.00 $186.00

Instructor’s Presentations for PowerPoint®, 1040 slides

Individual License 978-1-63126-613-3 $240.00 $180.00

Ideal for  
middle school students!

Includes in-depth 
coverage of the career 

clusters.

Charting Your 
Career Interest  

Inventory Included
in Online Learning Suite  
and Instructor Resources

Career Education
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Student Print Materials ISBN List School
Textbook, 784 pp., hardcover 978-1-63126-615-7 $105.28 $78.96

Workbook, 216 pp. 978-1-63126-619-5 $26.64 $19.98

Student Digital Materials
Online Learning Suite (OLS), online textbook, workbook, 

and interactive content; 6 yr. Classroom Subscription (min. 15)
978-1-63126-617-1 $121.00 $90.75

Bundle, Textbook + OLS (min. 15) 978-1-63126-618-8 $158.00 $118.50

Companion Website www.g-wlearning.com/careereducation FREE

Instructor Materials
Instructor’s Edition Textbook, 832 pp., hardcover 978-1-63126-620-1 $140.00 $105.00

Online Instructor Resources, 6 yr. Individual Subscription 978-1-63126-624-9 $528.00 $396.00

Instructor’s Resource CD 978-1-63126-621-8 $260.00 $195.00

ExamView® Assessment Suite, 902 test questions 978-1-63126-622-5 $248.00 $186.00

Instructor’s Presentations for PowerPoint®, 868 slides

Individual License
978-1-63126-623-2 $240.00 $180.00

www.g-w.com/school-to-career-2018

School to Career ©2018, 11th Edition

by J. J. Littrell, James H. Lorenz, and Harry T. Smith

School to Career provides students with a foundation for creating career goals using 
the 16 career clusters as a guide. College and Career Readiness activities covering 
writing, speaking, and listening are included, as well as Career Ready Practices.

A Lifespan Plan project-based activity opens each unit to guide students in the 
creation and evaluation of their own short- and long-term career and life goals.
College and Career Readiness Portfolio activities provide students an opportunity 
to create personal portfolios for use when exploring volunteer, education and 
training, or career opportunities.

NEW

Career Exploration
 1. Making the Transition from School to Career
 2. Understanding Work-Based Learning
 3. What Your Employer Expects

The Job Hunt
 4. Finding and Applying for a Job
 5. Taking Preemployment Tests
 6. Interviewing for Jobs

Skills for Success
 7. Teamwork and Problem-Solving Skills
 8. Communicating on the Job
 9. Math in the Workplace
 10. Using Technology in Your Career
 11. Looking Good on the Job
 12. Safety on the Job
 13. Leadership and Group Dynamics
 14. Participating in Meetings
 15. Digital Citizenship

Career Planning
 16. Learning about Yourself
 17. Learning about Careers
 18. Making Career Decisions

Job Satisfaction
 19. Succeeding on the Job
 20. Diversity and Workplace Rights
 21. Succeeding in Our Economic System
 22. Entrepreneurship: A Business of Your Own

Managing Your Income
 23. Understanding Income Taxes
 24. Managing Spending
 25. Using Credit
 26. Banking, Saving, and Investing
 27. Insurance
 28. Managing Family, Work, and Citizenship Roles

CONTENTS

Industry-Recognized  

Certification

Written for  
high school students!

Covers career preparation 
and planning through 

workplace and  
personal success. 

Charting Your 
Career Interest  

Inventory Included
in Online Learning Suite  
and Instructor Resources
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Career Success The Attitude Advantage ©2011, 2nd Edition

by Rosemary T. Fruehling and Roberta Moore

Career Success: The Attitude Advantage is a unique text-workbook that teaches students 
the human-relations skills, or soft skills, required for real-world success. It is designed to 
increase awareness and understanding of the challenges and responsibilities of being an 
employee. Focus is placed on attitudes, teamwork, and careers.

Case studies provide students with realistic examples that they can discuss in order to 
develop critical-thinking, team-building, and problem-solving skills.
Each chapter is organized into four student-friendly sections: Discover, Analyze, Apply, and Review.
Students can reflect on their progress with the self-assessment tools provided in every chapter.

Charting Your Career Interest Inventory ©2015

Charting Your Career Interest Inventory is a hands-on career exploration tool for use in 
the classroom or independently. It asks students to rank their interest in 160 career-oriented 
activities. Scoring the responses allows students to identify their top three career areas, or 
clusters, for exploration. The recommended courses, skills, and occupations related to each 
career cluster are provided for student review. Resources for career research are also included 
to help students begin making educated decisions about their futures.

www.g-w.com/career-success-the-attitude-advantage-2011

G-W Online for

SoftSkills Training ©2014

G-W Online for SoftSkills Training is an all-digital platform of instructional content and course 
management tools that provides a personalized student experience. It offers both new and 
experienced job seekers an opportunity to acquire the people skills needed for successful 
employment. With four subject areas of emphasis—Workplace Relationships, Workplace Attitudes, 
Job Success, and Job Challenges—the content can be integrated into an instructor-led class or 
used for individual study. This is a complete tool that helps prepare students for life and career.

www.g-w.com/proskills-learning-softskills-training-2014

Give students the 
skills they need to 

get ahead.

www.g-w.com/charting-your-career-2015

Personalized  
career exploration!

“One of the most 
important factors in 

job success is the ability
to get along with

others.”

G-W Online (GWO) all online content + course management and assessment ISBN List School
G-W Online, 1 yr. Individual Access Key Code 978-1-61960-682-1 $53.28 $39.96

Student Print Materials ISBN List School
Pack of 10 978-1-61960-303-5 $46.64 $34.98

Instructor Materials
Instructor’s Guide 978-1-61960-594-7 $26.64 $19.98

Student Print Materials ISBN List School
Textbook, 256 pp., softcover 978-1-60525-345-9 $50.00 $37.50

Student Digital Materials
Online Textbook, 6 yr. Classroom Subscription (min. 15) 978-1-60525-845-4 $50.00 $37.50

Bundle, Textbook + Online 6 yr. Classroom Subscription (min. 15) 978-1-61960-062-1 $82.00 $61.50

Instructor Materials
Instructor’s Annotated Edition, 256 pp. 978-1-60525-791-4 $80.00 $60.00

Instructor’s Resource CD 978-1-60525-346-6 $90.00 $67.50
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www.g-w.com/connect-to-your-career-2015

Connect to Your Career ©2015

by Suzann Connell and Julie Jaehne

Connect to Your Career presents a unique approach for anyone conducting a job search. 
Strategies for using the Internet, along with traditional job search methods, guide users 
in navigating career opportunities. The use of social media to create a professional online 
identity is discussed, along with how to protect it. Both traditional and infographic résumés 
are illustrated, as well as direction for creating a portfolio for career use. The interviewing 
process is also presented, from preparation to interview to followup.

A Sunday Evening Plan is introduced to help stay on top of career opportunities.
The importance of developing a personal brand for professional use is discussed.
Networking is presented as an important component of the job search process.

Soft Skills for the Workplace ©2018

Soft skills are the new hard skills for the 21st century. Soft skills are the people skills that enable 
workers to communicate and get along with others. In today’s workplace, employers look for 
workers who have technical abilities to perform on the job as well as the know-how to interact 
with coworkers and customers. Every occupation needs these foundational skills.

Soft Skills for the Workplace presents the major soft skills needed for job success in one 
easy-to-use text. No need for multiple textbooks to teach these basic employability skills. 
Fourteen short, concise lessons provide information that will prepare your students to find and 
keep a job. The modular format allows the content to be used in any order and for any discipline. 
Each chapter can be used as a supplemental conversation starter with your students or as an 
individual assignment. A free companion website provides additional activities for reinforcement.

 1. Online Presence
 2. Protecting Your Online Identity
 3. Networking for Your Career
 4. Workplace Skills
 5. Your Career Strengths
 6. Résumés 
 7. Cover Letters
 8. Applying for Jobs
 9. Preparing for the Interview
 10. The Interview
 11. Evaluating the Interview
 12. Your Career 

CONTENTS
Student Print Materials ISBN List School
Textbook, 240 pp., softcover 978-1-61960-906-8 $39.96 $29.97

Student Digital Materials
Online Textbook, 6 yr. Classroom Subscription (min. 15) 978-1-61960-787-3 $39.96 $29.97

Companion Website www.g-wlearning.com/careereducation FREE

Instructor Materials
Online Instructor Resources, 1 yr. Access Key Code 978-1-61960-911-2 $100.00 $75.00

Instructor’s Resource CD 978-1-61960-907-5 $260.00 $195.00

ExamView® Assessment Suite, 350 test questions 978-1-61960-909-9 $248.00 $186.00

Instructor’s Presentations for PowerPoint®, 250 slides, Individual License 978-1-61960-908-2 $240.00 $180.00

Coming
Soon!www.g-w.com/soft-skills-for-the-workplace-2018

Student Print Materials ISBN List School
Textbook / Workbook, approx. 150 pp., softcover 978-1-63126-826-7 $39.96 $29.97

Student Digital Materials
Companion Website www.g-wlearning.com/careereducation FREE

Instructor Materials
Instructor’s Resource CD 978-1-63126-827-4 $240.00 $180.00

Affordable, up-to-date programs 

that get the job done!

 1. Professionalism
 2. Ethics
 3. Self-Management Skills
 4. Professional Etiquette
 5. Professional Attire
 6. Communication Skills
 7. Verbal and Nonverbal 

Communication
 8. Speaking Skills
 9. Listening Skills
 10. Written Communication
 11. Writing for Employment
 12. Teams
 13. Diversity
 14. Confidence

CONTENTS
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www.g-w.com/photography-2017

Photography Portfolio to Profession ©2017, 3rd Edition

by Jack Klasey

Photography: Portfolio to Profession teaches the principles and skills required 
to gain competence in digital and film photography. The tools and techniques 
of color digital photography are emphasized. Portfolio Assignments engage 
students in creating a variety of images and building their own portfolio. An 
array of digital teaching resources offer convenient methods to engage students 
and assess their learning.

A new Commercial Photography chapter gives students a thorough 
understanding of photography as a business.
Two “Digital Darkroom” chapters teach useful image-editing and image-
manipulation skills needed to process and enhance images.

NEW

Student Print Materials ISBN List School
Textbook, 528 pp., hardcover 978-1-63126-305-7 $105.28 $78.96

Workbook, 134 pp. 978-1-63126-306-4 $26.64 $19.98

Student Digital Materials
Online Learning Suite (OLS), online textbook, 

workbook, and interactive content; 6 yr. Classroom 

Subscription (min. 15) 978-1-63126-308-8 $121.00 $90.75

Bundle, Textbook + OLS (min. 15) 978-1-63126-309-5 $158.00 $118.50

Companion Website www.g-wlearning.com/visualtechnology FREE

Instructor Materials
Online Instructor Resources,  
6 yr. Individual Subscription

978-1-63126-310-1 $528.00 $396.00

Instructor’s Resource CD 978-1-63126-312-5 $266.64 $199.98

ExamView® Assessment Suite, 957 test questions 978-1-63126-313-2 $252.00 $189.00

Instructor’s Presentations for PowerPoint®,
623 slides; Individual License 978-1-63126-314-9 $244.00 $183.00

The Basics
 1. Our Visual World
 2. Camera Handling, Care, 

and Support
 3. Commercial Photography
 4. From Pinholes to Pixels
 5. The Camera System
 6. Lenses
 7. Light and Exposure
 8. Image Capture Media
Shooting
 9. Making a Picture
 10. Making Exposure 

Decisions

11. Action and Event 
Photography

12. Outdoor Photography
13. Travel Photography
14. Portrait and Studio 

Photography
Postprocessing
15. Image Input and Scanning
16. Digital Darkroom Basics
17. Advanced Digital 

Darkroom Techniques
18. Image Output and 

Presentation
19. Film and Print Processing

CONTENTS

Exploring Photography ©2012, 6th Edition

by Richard J. Walker and Robert E. Walker

Exploring Photography teaches fundamental skills to beginning students. Although a 
majority of the text addresses digital photography, there is coverage of film photography and 
development for those wanting to learn traditional skills. Topics include camera use, lenses, 
lighting, photomacrography, and filters.

A Careers chapter presents different options for professional photographers, including a 
look at entrepreneurship.
Photographs and illustrations enhance the written text to visually explain the covered 
principles and techniques.
Historical content provides students with an appreciation of the evolution of photography.

www.g-w.com/exploring-photography-2012

Student Print Materials ISBN List School
Textbook, 234 pp., hardcover 978-1-60525-476-0 $69.28 $51.96

Workbook, 104 pp. 978-1-60525-477-7 $22.64 $16.98

Student Digital Materials
Online Textbook, 6 yr. Classroom Subscription (min. 15) 978-1-60525-867-6 $34.64 $25.98

Bundle, Textbook + Online 6 yr. Classroom Subscription (min. 15) 978-1-61960-107-9 $101.28 $75.96

Instructor Materials
Instructor’s Resource CD 978-1-60525-478-4 $248.00 $186.00

 1. History of Photography
 2. Careers in Photography
 3. Lenses
 4. The Camera
 5. Using a Camera
 6. Lighting
 7. Close-up Photography 

and Photomacrography
 8. Camera Filters

 9. Digital Technology
 10. Film
 11. Film Cameras
 12. Developing Black and 

White Film
 13. Developing Black and 

White Prints
 14. Displaying 

Photographs

CONTENTS

Industry-Recognized 
Certification

Media Arts Technology



* Update to this edition: offer available to current six-year online text classroom subscribers to this title.

ORDER FORM
Goodheart-Willcox

18604 West Creek Drive
Tinley Park, IL 60477-6243

Phone:  800.323.0440
Fax:  888.409.3900

Web:  www.g-w.com
E-mail:  orders@g-w.com

G-W is committed to protecting the information you provide on this form. This information will only be used to fulfill your request for products G-W distributes and to keep you up-to-date on the latest product 
developments, special offers, and other useful information from G-W. Under no circumstances will your data be given to a third party. If you have any questions or concerns regarding the privacy of your information with 
G-W, please contact custserv@g-w.com. BMC 2017

If so, we would be pleased to assist you in your adoption. Please provide the information requested below and fill in the ISBN, title of 
the text, and shipping information above. Multiple samples, or samples for system-wide adoption, must be requested on school letterhead.

____________________________________________________   ___________   __________________   ___________________________________   __________________________
Course Title          Grade Level               Enrollment in Course              Present Text Being Used            Date You Plan to Purchase Texts

ISBN # Title Qty.
List
Price

School 
Price*

Total

TAX

SHIPPING

TOTAL

Billing Address:
If paying by credit card, enter the information as shown on your statement.

___________________________________________________________________
Name (If paying by credit card, print name as it appears on your card.)

___________________________________________________________________
School

___________________________________________________________________
Address

________________________________________   _____   ______________
City              State           Zip 

___________________________________________________________________
Telephone

Shipping Address:
  My shipping address is the same as my billing address.

___________________________________________________________________
Ship To

___________________________________________________________________
School

___________________________________________________________________
Address  (Cannot ship to a PO Box)

________________________________________   _____   ______________
City              State           Zip 

___________________________________________________________________
Telephone

If Applicable

Method of Payment (Check One):     Check          Money Order          VISA          MasterCard          Discover          American Express

Account Number

Purchase Order # ______________________________     G-W Account # ___________________

* For teachers and instructors of qualified schools and industry training programs. Teacher / Instructor products can only be sold to qualified schools and industry training programs.

Note: If paying by check or money order, please add 10% of your subtotal for shipping (minimum charge of $8 is required). Otherwise, shipping charges are prepaid and added 
to your invoice. All applicable sales and use taxes will be added to your order.

Prices are subject to change without notice.

Photocopy if additional space is needed.

See Note

ADOPTIONS    Are you adopting new textbooks for your classes?

_____________   _________________________________________________________
Expiration Date              Cardholder’s Signature

Use the U.S. list price for the Canadian dollar school and Canadian bookstore 

net price. Shipping is approximately 10% of the net order total.



Goodheart-Willcox

Phone: 800.323.0440   Fax: 888.409.3900    Web: www.g-w.com    E-mail: custserv@g-w.com    E-mail: orders@g-w.com

ORDERS
Please provide the following information when placing an order:

Account number (if applicable)
Title, ISBN, and copyright date for each item
Complete bill-to and ship-to addresses
Authorized purchase order number or payment information
Special billing and shipping instructions, clearly marked
Exact order quantity of each title
Telephone number and name of contact person

PRICING
Catalog prices are only valid for orders shipped to locations in 
the United States and its territories and possessions. School 
prices represent a 25% discount for qualified teachers, schools, 
and industry training programs, regardless of order quantity. No 
additional discounts are available. Prices are FOB Tinley Park, IL. 
Payment terms are Net 30. All prices are effective November 1, 2016, 
and are subject to change without notice.

NONSCHOOL ORDERS
Individuals may purchase Goodheart-Willcox products at list price. 
When sending remittance for an order, add $8.00 per product for 
shipping and handling. Orders must be paid-in-full by check, money 
order, or credit card. VISA, MasterCard, Discover, and American 
Express are accepted. Teacher / Instructor resource products can 
only be sold to qualified schools and industry training programs.

SHIPPING
Goodheart-Willcox orders are shipped via UPS, FedEx, or common 
carrier. U.S. Postal Service Library Rate (if eligible) or Parcel Post are 
used only upon request. Insurance is not provided for shipments 
made via the U.S. Postal Service, and Goodheart-Willcox will not 
replace lost items valued at more than $100. For shipping within 
the contiguous United States and Canada, please add 10% of the 
net order total when ordering four or more items or $8.00 per item 
when ordering three items or less. For delivery to Alaska, Hawaii, and 
Puerto Rico, shipments will only be made by a traceable carrier, such 
as FedEx. Please call 800.323.0440 for rates. Shipping charges are 
prepaid and added to the invoice.

RETURNS
All returns of unused print and digital/online products must be made 
within 12 months of the invoice date. Credit will be issued at the 
invoice price for items in new, salable condition only. Send prepaid to 
Goodheart-Willcox’s Tinley Park, IL address. A copy of the invoice or 
packing list must be in each carton returned. Customer is responsible 
for losses en route to Goodheart-Willcox. Digital/online course packs 
cannot be returned for credit if the shrink-wrap is broken. Customized 
print and digital/online products are nonreturnable.

ONLINE TEXTBOOK, ONLINE LEARNING SUITE, AND ONLINE 
STUDENT CENTER SIX-YEAR CLASSROOM SUBSCRIPTIONS 
(MINIMUM QUANTITY 15)  
This classroom subscription allows online access, in school or at 
home, to a digital version of a specified Goodheart-Willcox textbook 
and resource, for six consecutive years. It is a shared-group account 
with total pricing based on the number of users requiring access. 
The six-year subscription is available for sale exclusively through 
Goodheart-Willcox.

GUARANTEE
Goodheart-Willcox products must be satisfactory in every way or 
they may be returned for replacement, credit, or refund. All claims of 
damaged, defective or incorrect items, prices, or quantities must be 
reported within 30 days of the date of invoice.

EXAMINATION COPIES 
Examination copies of textbooks and ancillaries are provided upon 
request to teachers, instructors, or committee chairpersons who 
wish to review Goodheart-Willcox products for possible course 
adoption. Please note that videos, DVDs, PowerPoint® products 
and titles not published by G-W are not available for examination. 
However, they may be reviewed at www.g-w.com using the Look 
Inside feature on the product’s page. Use the order form in this 
catalog to request examination copies, making sure to include all 
of the requested information in the Adoptions section. For titles 
reviewed and purchased in classroom quantities, the examination 
copy may be kept as a desk copy. For more information, call 
customer service at 800.323.0440 or e-mail custserv@g-w.com.

DESK COPIES
When a text is adopted for classroom use and 20 or more copies 
are ordered at one time, a free desk copy of the Textbook, Teacher’s 
Edition, or Teacher’s Resource may be included with the initial order, 
upon request.

G-W SITE LICENSE
The purchase of a Goodheart-Willcox site license permits the installation 
or duplication of the specific site-licensed software for use on an 
unlimited number of computers at a single building or campus address 
of a teaching/educational institution. A site license is also needed if 
multiple students will be accessing the software from a network.

G-W CUSTOMIZED SOLUTIONS
Whether it is specific chapters of a text, a combination of chapters 
from multiple texts, or the addition of an institution’s logo on 
the product, Goodheart-Willcox can create effective, customized 
solutions. To inquire, call customer service at 800.323.0440 or e-mail 
custserv@g-w.com.

ORDERS OUTSIDE THE UNITED STATES
CANADA
Use the U.S. list price for the Canadian dollar school and Canadian 
bookstore net price. Shipping is approximately 10% of the net 
order total. 

Secondary Schools Colleges and Bookstores
Resources.Too  Northrose Associates
Doug Panasis  Jim Rozsa
905.471.1249  905.665.1842
dpanasis@rogers.com  j.rozsa@northrose.ca

Greg Pilon
416.453.5700
greg.pilon8@sympatico.ca

INTERNATIONAL
Baker & Taylor International

Mail: 493 S. Gladiolus
Momence, IL 60954

Phone: 800.775.1800
Fax: 815.472.9886

E-mail: custserv@g-w.com
Web: www.btol.com

Already a digital subscriber?

Upgrade to the newest edition 

for $10 per student.
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That Make Your Job Easier

 

Contains instructional resources to 
support each textbook chapter
Includes teaching strategies, correlation 
charts, answer keys, and more
Results in more efficient teaching with 
content usage

Instructor’s Presentations for 
PowerPoint®

Help teach and visually reinforce chapter 
topics
Allow for customization to meet daily 
teaching needs
Facilitate in-class student discussion

Includes a bank of questions for easy test 
generation
Allows customization of existing 
questions and the addition of new ones
Generates answer keys for easy grading

Organize all instructional resources in 
one convenient location
Contain Resource CD information plus 
Instructor’s Presentations for PowerPoint®
Include ExamView® Assessment Suite for 
test creation
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