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Learn keyboarding skills that will prepare you for a lifetime of
success with CENTURY 21 DIGITAL INFORMATION
MANAGEMENT. Ready to help you face all the business
challenges that will come your way, this useful text lets you
tap into the latest technology, helps you master computer
applications using Microsoft Office 2010/2013, and builds
your communication skills. Important Notice: Media content
referenced within the product description or the product text
may not be available in the ebook version.
Discover how to best utilize the latest version of Microsoft
Office with Shelly Cashman Series MICROSOFT OFFICE
365 & OFFICE 2016: INTERMEDIATE. This new edition is
part of the acclaimed Shelly Cashman Series that has
effectively introduced computer skills to millions. Shelly
Cashman Series MICROSOFT OFFICE 365 & OFFICE 2016:
INTERMEDIATE continues the Series’ strong history of
innovation with an enhanced learning approach designed to
address the varied learning styles of today’s readers. A
trademark step-by-step, screen-by-screen approach helps
readers expand their understanding of Microsoft Office 2016
through experimentation, critical thought, and personalization.
This new edition promises to capture and hold readers’
attention, improve retention, and prepare readers for success
in working with Microsoft Office 2016. Important Notice:
Media content referenced within the product description or
the product text may not be available in the ebook version.
Writing Meeting Minutes and Agendas is easy to read and
has lots of exercises to help you develop your skills. It has
advice on note taking, summarising, preparing agendas,
becoming more confident in your role, working with the chair,
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writing skills and listening skills. There is a useful list of the
order of tasks and a checklist with timings.
Designing and Managing a Research Project: A Business
Student’s Guide is a practical, step-by-step guide that shows
business students how to successfully conduct a research
project, from choosing the topic to presenting the results. The
authors have applied their many years of experience in
supervising student projects to provide examples of actual
research problems and to offer practical solutions. The
inclusion of topics such as supervision, group work and
ethics, and both qualitative and quantitative data analysis,
along with examples from real student research provide a
unique perspective. The new Fourth Edition includes broader
types of student project examples, such as an Economics
thesis, additional international business cases, increased
coverage of Questionnaire Design and Institutional Review
Boards, and an integrated case throughout the book on "High
Performance Shoes" with supporting materials and data.
Additional resources including case studies, PowerPoint
slides, and test bank are available on the authors’ website at
http://polonskywaller.com!
Incorporating the latest features of the new version of the
word processing software, a condensed manual intended for
beginners explains the basic tools that can be used for
creating page layouts, inserting forms and tables, and
including graphics.
Real Process Improvement Using the CMMI presents readers
with non-academic, real-world approaches to process
improvement via CMMI. The author provides concepts and
techniques for CMMI-based process improvement which are
as effective as they are innovative. Professionals at all levels
from system engineers to CEOs will find a weal
Get Your Research in Order! Stop struggling to manage all
your genealogy facts, files, and data--make a plan of attack to
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maximize your progress. Organize Your Genealogy will show
you how to use tried-and-true methods and the latest tech
tools and genealogy software to organize your research plan,
workspace, and family-history finds. In this book, you'll learn
how to organize your time and resources, including how to set
goals and objectives, determine workable research questions,
sort paper and digital documents, keep track of physical and
online correspondence, prepare for a research trip, and follow
a skill-building plan. With this comprehensive guide, you'll
make the most of your research time and energy and put
yourself on a road to genealogy success. Organize Your
Genealogy features: • Secrets to developing organized habits
that will maximize your research time and progress • Hints for
setting up the right physical and online workspaces • Proven,
useful systems for organizing paper and electronic
documents • Tips for managing genealogy projects and goals
• The best tools for organizing every aspect of your ancestry
research • Easy-to-use checklists and worksheets to apply
the book's strategies Whether you're a newbie seeking best
practices to get started or a seasoned researcher looking for
new and better ways of getting organized, this guide will help
you manage every facet of your ancestry research.
Casey McDaniel had never been so nervous in his life. In just
ten minutes, The Meeting, as it would forever be known,
would begin. Casey had every reason to believe that his
performance over the next two hours would determine the
fate of his career, his financial future, and the company he
had built from scratch. “How could my life have unraveled so
quickly?” he wondered. In his latest page-turning work of
business fiction, best-selling author Patrick Lencioni provides
readers with another powerful and thought-provoking book,
this one centered around a cure for the most painful yet
underestimated problem of modern business: bad meetings.
And what he suggests is both simple and revolutionary.
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Casey McDaniel, the founder and CEO of Yip Software, is in
the midst of a problem he created, but one he doesn’t know
how to solve. And he doesn’t know where or who to turn to
for advice. His staff can’t help him; they’re as dumbfounded
as he is by their tortuous meetings. Then an unlikely advisor,
Will Peterson, enters Casey’s world. When he proposes an
unconventional, even radical, approach to solving the
meeting problem, Casey is just desperate enough to listen.
As in his other books, Lencioni provides a framework for his
groundbreaking model, and makes it applicable to the real
world. Death by Meeting is nothing short of a blueprint for
leaders who want to eliminate waste and frustration among
their teams, and create environments of engagement and
passion.

Robert's Rules of Order for Deliberative Assemblies
Henry M. Robert There appears to be much needed a
work on parliamentary law, based, in its general
principles, upon the rules and practice of Congress, and
adapted, in its details, to the use of ordinary societies.
Such a work should give, not only the methods of
organizing and conducting the meetings, the duties of
the officers and the names of the ordinary motions, but in
addition, should state in a systematic manner, in
reference to each motion, its object and effect; whether it
can be amended or debated; if debatable, the extent to
which it opens the main question to debate; the
circumstances under which it can be made, and what
other motions can be made while it is pending. This
Manual has been prepared with a view to supplying the
above information in a condensed and systematic
manner, each rule being either complete in itself, or
giving references to every section that in any way
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qualifies it, so that a stranger to the work can refer to any
special subject with safety.
Who needs expensive, old-fashioned office software?
Now, you can do everything online, free, with Google
Docs! Experts Steve and Nancy Holzner offer simple,
step-by-step instructions and great insider tips for
making the most of Google’s powerful online word
processing, spreadsheet, and presentation tools. You’ll
get started fast... learn how to create and format
professional-quality documents of all kinds... collaborate
with colleagues to build better proposals and
presentations... use advanced tools like revision history,
templates, and charts... discover Google Docs’ latest
features and shortcuts... and a whole lot more! No matter
what kind of documents you create, this book can help
you do the job better, faster, and more efficiently... and
you’ll never pay for office software again! You’ll Learn
How To • Get your free Google account and set up
iGoogle for instant access to your documents • Upload
and use the documents you’ve already created with
Microsoft Office • Use Google Spreadsheet to create
charts to display spreadsheet data • Master Google
Docs’ easy, powerful document-editing and formatting
tools • Insert images into your documents and
presentations • Share documents securely with your
colleagues • Back up your documents offline and edit
them when you don’t have an Internet connection
Steven Holzner, former contributing editor at PC
Magazine, is author of 108 computer books that have
sold more than 2.5 million copies. His most recent
Pearson book is Facebook Marketing. Nancy Holzner
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writes and edits technology books from her home in
central New York state. Her recent publications include
books on Intuit QuickBase and Zoho. Nancy has also
worked as a medievalist, a high school teacher, and a
corporate trainer. CATEGORY: Productivity Suites
COVERS: Google Docs USER LEVEL: BeginningIntermediate
The long-awaited version of Microsoft Office for the iPad
gives Office users the opportunity to use Excel,
PowerPoint, and Word on their Apple tablet. In this
practical, no fluff guide, author Tom Negrino gets straight
to point, showing users how to get the most out of the
Office apps on an iPad. Assuming you have some
existing knowledge of the desktop Office apps this book
focuses on maximizing your productivity on the new iPad
version. After showing how to install the Office apps on
your iOS and desktop devices, Tom covers how to set up
OneDrive, Microsoft’s cloud services for uploading and
syncing files across devices. Tom then moves on to
showing you how to accomplish the most common Office
tasks on the iPad, including how to create and edit
documents with the touch interface. Tom also covers
how to use the popular OneNote on the iPad.
What makes for a great meeting? As a leader, how can
you keep discussions on point and productive? In How to
Run a Meeting, Antony Jay argues that too many leaders
fail to plan adequately for meetings. In this bestselling
article, he defines the characteristics that contribute to
success, from keeping formal minutes to acknowledging
junior staff first. These guidelines will help you get
demonstrably better results from every meeting you run.
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Since 1922, Harvard Business Review has been a
leading source of breakthrough ideas in management
practice. The Harvard Business Review Classics series
now offers you the opportunity to make these seminal
pieces a part of your permanent management library.
Each highly readable volume contains a groundbreaking
idea that continues to shape best practices and inspire
countless managers around the world.
From the creator of the popular website Ask a Manager
and New York’s work-advice columnist comes a witty,
practical guide to 200 difficult professional
conversations—featuring all-new advice! There’s a
reason Alison Green has been called “the Dear Abby of
the work world.” Ten years as a workplace-advice
columnist have taught her that people avoid awkward
conversations in the office because they simply don’t
know what to say. Thankfully, Green does—and in this
incredibly helpful book, she tackles the tough
discussions you may need to have during your career.
You’ll learn what to say when • coworkers push their
work on you—then take credit for it • you accidentally
trash-talk someone in an email then hit “reply all” •
you’re being micromanaged—or not being managed at all
• you catch a colleague in a lie • your boss seems
unhappy with your work • your cubemate’s loud
speakerphone is making you homicidal • you got drunk
at the holiday party Praise for Ask a Manager “A mustread for anyone who works . . . [Alison Green’s] advice
boils down to the idea that you should be professional
(even when others are not) and that communicating in a
straightforward manner with candor and kindness will get
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you far, no matter where you work.”—Booklist (starred
review) “The author’s friendly, warm, no-nonsense
writing is a pleasure to read, and her advice can be
widely applied to relationships in all areas of readers’
lives. Ideal for anyone new to the job market or new to
management, or anyone hoping to improve their work
experience.”—Library Journal (starred review) “I am a
huge fan of Alison Green’s Ask a Manager column. This
book is even better. It teaches us how to deal with many
of the most vexing big and little problems in our
workplaces—and to do so with grace, confidence, and a
sense of humor.”—Robert Sutton, Stanford professor and
author of The No Asshole Rule and The Asshole Survival
Guide “Ask a Manager is the ultimate playbook for
navigating the traditional workforce in a diplomatic but
firm way.”—Erin Lowry, author of Broke Millennial: Stop
Scraping By and Get Your Financial Life Together
This concise and flexible core textbook integrates a
design thinking approach, rhetorical strategies, and a
global perspective to help students succeed as technical
and professional communicators in today’s multimodal,
mobile, and global community. Design thinking and good
communication practices are rooted in empathy and
human values. The integrated approach fosters students'
ability to address the complex problems they will face in
their careers, where they will collaborate with people who
present diverse expertise, cultures, languages, and
values. This book introduces the knowledge and skills as
well as agile activities that help students communicate
on projects within local and global communities. Parts 1
and 2 introduce the strategies for design thinking,
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audience analysis, communicating ethically,
collaborating professionally, and managing projects to
define problems and implement solutions. In Parts 3 and
4, students learn to compose content in text and visuals.
They learn to structure and deliver content by choosing
the right genre and selecting effectively from the
communication options available in today's multimodal
environment. Designing Technical and Professional
Communication serves as a flexible core textbook for
technical and professional communication courses. An
instructor’s manual containing exercises, sample
syllabus, and guidance for teaching in a variety of
settings is available online at
www.routledge.com/9780367549602.
To support the broadening spectrum of project delivery
approaches, PMI is offering A Guide to the Project
Management Body of Knowledge (PMBOK® Guide) –
Sixth Edition as a bundle with its latest, the Agile
Practice Guide. The PMBOK® Guide – Sixth Edition now
contains detailed information about agile; while the Agile
Practice Guide, created in partnership with Agile
Alliance®, serves as a bridge to connect waterfall and
agile. Together they are a powerful tool for project
managers. The PMBOK® Guide – Sixth Edition – PMI's
flagship publication has been updated to reflect the latest
good practices in project management. New to the Sixth
Edition, each knowledge area will contain a section
entitled Approaches for Agile, Iterative and Adaptive
Environments, describing how these practices integrate
in project settings. It will also contain more emphasis on
strategic and business knowledge—including discussion
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of project management business documents—and
information on the PMI Talent Triangle™ and the
essential skills for success in today's market. Agile
Practice Guide has been developed as a resource to
understand, evaluate, and use agile and hybrid agile
approaches. This practice guide provides guidance on
when, where, and how to apply agile approaches and
provides practical tools for practitioners and
organizations wanting to increase agility. This practice
guide is aligned with other PMI standards, including A
Guide to the Project Management Body of Knowledge
(PMBOK® Guide) – Sixth Edition, and was developed as
the result of collaboration between the Project
Management Institute and the Agile Alliance.
The second edition of this best-selling Python book (over
500,000 copies sold!) uses Python 3 to teach even the
technically uninclined how to write programs that do in
minutes what would take hours to do by hand. There is
no prior programming experience required and the book
is loved by liberal arts majors and geeks alike. If you've
ever spent hours renaming files or updating hundreds of
spreadsheet cells, you know how tedious tasks like these
can be. But what if you could have your computer do
them for you? In this fully revised second edition of the
best-selling classic Automate the Boring Stuff with
Python, you'll learn how to use Python to write programs
that do in minutes what would take you hours to do by
hand--no prior programming experience required. You'll
learn the basics of Python and explore Python's rich
library of modules for performing specific tasks, like
scraping data off websites, reading PDF and Word
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documents, and automating clicking and typing tasks.
The second edition of this international fan favorite
includes a brand-new chapter on input validation, as well
as tutorials on automating Gmail and Google Sheets,
plus tips on automatically updating CSV files. You'll learn
how to create programs that effortlessly perform useful
feats of automation to: • Search for text in a file or
across multiple files • Create, update, move, and
rename files and folders • Search the Web and
download online content • Update and format data in
Excel spreadsheets of any size • Split, merge,
watermark, and encrypt PDFs • Send email responses
and text notifications • Fill out online forms Step-by-step
instructions walk you through each program, and
updated practice projects at the end of each chapter
challenge you to improve those programs and use your
newfound skills to automate similar tasks. Don't spend
your time doing work a well-trained monkey could do.
Even if you've never written a line of code, you can make
your computer do the grunt work. Learn how in Automate
the Boring Stuff with Python, 2nd Edition.
The overwhelming majority of a software system’s lifespan is
spent in use, not in design or implementation. So, why does
conventional wisdom insist that software engineers focus
primarily on the design and development of large-scale
computing systems? In this collection of essays and articles,
key members of Google’s Site Reliability Team explain how
and why their commitment to the entire lifecycle has enabled
the company to successfully build, deploy, monitor, and
maintain some of the largest software systems in the world.
You’ll learn the principles and practices that enable Google
engineers to make systems more scalable, reliable, and
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efficient—lessons directly applicable to your organization. This
book is divided into four sections: Introduction—Learn what
site reliability engineering is and why it differs from
conventional IT industry practices Principles—Examine the
patterns, behaviors, and areas of concern that influence the
work of a site reliability engineer (SRE) Practices—Understand
the theory and practice of an SRE’s day-to-day work:
building and operating large distributed computing systems
Management—Explore Google's best practices for training,
communication, and meetings that your organization can use
Successful minute taking is easy to read and has lots of
exercises to help you develop your skills. It has advice on
note taking, summarising, preparing agendas, becoming
more confident in your role, working with the chair, writing
skills and listening skills. There is a useful list of the order of
tasks and a checklist with timings.
This book covers all supervisory situations one is likely to
encounter on a commercial, industrial, or institutional
construction project. The book is based upon a very
successful Electrical Project Supervision (EPS) training
program developed by Rounds and Segner for the National
Electrical Contractor?s Association and licensed to several
organizations representing other construction sectors. This
program has been delivered for over a decade and continues
to be delivered to thousands of construction supervisors each
year. The program content has consistently received
outstanding reviews and evaluations in numerous different
venues.
At the School of Information Technology, KMUTT, we believe
that information te- nology is the most important driver of
economy and social development. IT can - able better
productivity, as well as helping us to save resources. IT is
giving rise to a new round of industrial and business
revolution. We now can have products and s- vices that once
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were believed to be beyond reach. Without IT, it is impossible
for people to realize their full potential. Businesses worldwide
are harnessing the power of broadband communication,
which will have a profound and constructive impact on the
economic, social devel- ment, education, and almost all
aspects of our life. This new era of unified commu- cation
presents us with new challenges. This is why we should work
together more closely to enhance the exchange of knowledge
related to effective application of broadband communication
and IT. It is my sincere hope that all contributions to the Third
International Conference on Advances in Information
Technology (IAIT 2009) will increase our understanding of
how we can have effectively apply this emerging technology
for the benefit of all people all around the world. I hope IAIT
2009 will also lead to more research that can contr- ute to a
better methodology for IT applications in the era of unified
communication. I am very grateful to all our keynotes
speakers for coming all the way to Thailand.
Top-to-bottom coverage of the top-selling Microsoft
Officeapplication If you want to use Microsoft Word to create
more than justsimple documents, start with this ultimate Word
guide. Packed withthe in-depth content that is the hallmark of
all Wiley Bibles, thisbook covers it all. You'll first find out
what's new in Word 2013on the features level - formatting,
styles, tables, and more -before you dive into the big stuff that
can help you become moreefficient. From document design to
creating master documents toapplying security to
collaborating in the Cloud, you'll learn notjust how to do tasks,
but the best ways to do them, and why. Details everything
you need to know to get the most out of Word2013 Walks you
through new or refreshed basics, such as formatting,styles,
charts, and tables Shows you how to use data sources,
create envelopes and labels,and make forms Takes your
Word skills up a notch with coverage of
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keyboardcustomization, security, collaborating on the Cloud,
comparingdocuments, and much more Start creating
documents at a new level and wow your colleagues,with
Word 2013 Bible.
Provide a description about the book that does not include
any references to package elements. This description will
provide a description where the core, text-only product or an
eBook is sold. Please remember to fill out the variations
section on the PMI with the book only information. Learn
keyboarding skills that will prepare you for a lifetime of
success with CENTURY 21 COMPUTER SKILLS AND
APPLICATIONS. A complete family of proven solutions is
included in this updated version, ready to help you face all the
business challenges that will come your way. This useful text
lets you tap into the latest keyboarding technology, helps you
master computer applications using Microsoft Office
2010/2013, and builds your communication skills. Important
Notice: Media content referenced within the product
description or the product text may not be available in the
ebook version.
Explains how to maximize use of Word, Excel, PowerPoint,
and Entrourage in the Macintosh environment, covering
installation, power techniques, and under-utilized
applications.
Updated to incorporate the latest features, tools, and
functions of the new version of the popular word processing
software, a detailed manual explains all the basics, as well as
how to create sophisticated page layouts, insert forms and
tables, use graphics, and create book-length documents with
outlines and Master Documents. Original. (All Users)

Readers discover how to maximize the advantages
that the latest version of Microsoft Word has to offer
with Shelly Cashman Series MICROSOFT OFFICE
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365 & WORD 2016: INTERMEDIATE. This new
edition is part of the acclaimed Shelly Cashman
Series that has effectively introduced computer skills
to millions. Shelly Cashman Series MICROSOFT
OFFICE 365 & WORD 2016: INTERMEDIATE
continues the Series’ strong history of innovation
with an enhanced learning approach that addresses
the varied learning styles of today’s readers. A
trademark step-by-step, screen-by-screen approach
encourages readers to expand their understanding
of both basic and advanced Microsoft Word 2016
skills through experimentation, critical thought, and
personalization. This new edition promises to
engage, improve retention, and prepare readers for
success with Microsoft Word 2016. Important Notice:
Media content referenced within the product
description or the product text may not be available
in the ebook version.
A comprehensive guide to Microsoft Office 2007
covers all of the features of Word, Excel,
PowerPoint, and Access, providing helpful guidelines
on how to use the programs and including tips on
how Office 2007 differs from Office 2005.
Quickly learn the most useful features of Microsoft
Office 2007 with our easy to read four-in-one guide.
This fast-paced book gives you the basics of Word,
Excel, PowerPoint and Access so you can start
using the new versions of these major Office
applications right away.Unlike every previous
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version, Office 2007 offers a completely redesigned
user interface for each program. Microsoft has
replaced the familiar menus with a new tabbed
toolbar (or "ribbon"), and added other features such
as "live preview" that lets you see exactly what each
option will look like in the document before you
choose it. This is good news for longtime users who
never knew about some amazing Office features
because they were hidden among cluttered and
outdated menus.Adapting to the new format is going
to be a shock -- especially if you're a longtime user.
That's where Office 2007: The Missing Manual
comes in. Rather than present a lot of arcane detail,
this quick & friendly primer teaches you how to work
with the most-used Office features, with four
separate sections covering the four programs. The
book offers a walkthrough of Microsoft's redesigned
Office user interface before taking you through the
basics of creating text documents, spreadsheets,
presentations, and databases with: Clear
explanations Step-by-step instructions Lots of
illustrations Plenty of friendly advice It's a great way
to master all 4 programs without having to stock up
on a shelf-load of different books. This book has
everything you need to get you up to speed fast.
Office 2007: The Missing Manual is truly the book
that should have been in the box.
Record monthly, quarterly, and annual summaries
for up to 24 classes. Also includes staff roster,
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record of supplies and expenses. Size: 8" x 9.5" 40
pages
Corporations have finally realized the value of
collaboration tools for knowledge sharing and Wiki is
the open source technology for creating collaborative
Web sites, as either a public site on the Internet or
on a private intranet site Shows readers how to set
up Wikis in a corporate setting or on a personal site
so that users can retrieve information, post
information, and edit the content Covers everything
from choosing a Wiki engine to administration and
maintenance Discusses the advantages of using
Wiki in a corporate environment, which companies
such as Microsoft, Boeing, Disney, and Motorola
have already discovered
* OneNote has the potential to be the next "killerapp" in the Microsoft Office family * Author already
has public visibility in the OneNote field as author of
a related web site (OneNoteInfoCenter.com) and first
OneNote MVP * Advanced content will differentiate
the book from numerous beginner’s texts * Early to
market will allow this book to establish it as the
definitive book on the subject. * OneNote will be part
of the Microsoft Office family and Office titles sell
well
Readers discover the latest advantages that
Microsoft Word has to offer with this new book in the
next generation of the Shelly Cashman Series. For
three decades, the Shelly Cashman Series has
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effectively introduced essential computer skills to
millions of learners. ENHANCED MICROSOFT
WORD 2013: COMPREHENSIVE continues the
history of innovation with new features that
accommodate a variety of learning styles. Specially
refined learning tools help improve retention and
prepare readers for future success. A step-by-step,
screen-by-screen approach guides readers in
expanding their understanding of Word through
experimentation, critical thought, and
personalization. ENHANCED MICROSOFT WORD
2013: COMPREHENSIVE helps readers succeed
with today’s most effective educational approach.
Important Notice: Media content referenced within
the product description or the product text may not
be available in the ebook version.
Introduce your students to the latest that Microsoft
Office has to offer with the new generation of Shelly
Cashman Series books! For the past three decades,
the Shelly Cashman Series has effectively
introduced computer skills to millions of students.
With Microsoft Office 2013, we're continuing our
history of innovation by enhancing our proven
pedagogy to reflect the learning styles of today's
students. In this text you'll find features that are
specifically designed to engage students, improve
retention, and prepare them for future success. Our
trademark step-by-step, screen-by-screen approach
now encourages students to expand their
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understanding of Microsoft Office 2013 software
through experimentation, critical thought, and
personalization. With these enhancements and
more, the Shelly Cashman Series continues to
deliver the most effective educational materials for
you and your students. Important Notice: Media
content referenced within the product description or
the product text may not be available in the ebook
version.
This book, by two editors of Data Wise: A Step-by-Step
Guide to Using Assessment Results to Improve
Teaching and Learning, attempts to bring about a
fundamental shift in how educators think about the
meetings we attend. They make the case that these
gatherings are potentially the most important venue
where adult and organizational learning can take place in
schools, and that making more effective use of this time
is the key to increasing student achievement. In Meeting
Wise, the authors show why meeting planning is a highleverage strategy for changing how people work together
in the service of school improvement. To this end, they
have created a meeting-planning “checklist” to develop
a common language for discussing and improving the
quality of meetings. In addition, they provide guidelines
for readers on “wise facilitating” and “wise
participating,” and also include “top tips” and common
dilemmas. Simple, succinct, and practical, Meeting Wise
is designed to be read and applied at every level of the
educational enterprise: district leadership meetings with
central office staff, charter-school management summits,
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principals’ meetings with teachers, professional
development sessions, teacher-team meetings, and
even teachers’ meetings with parents and students.
Traditional meetings are a weapon of mass interruption.
Long live the Modern Meeting! The average American
office worker spends eleven hours in meetings every
week. Yet all that time sitting around a conference table
hasn’t made us more productive. If anything, meetings
have made work worse. Traditional meetings reduce
efficiency, kill urgency, and breed compromise and
complacency. Worst of all, our dysfunctional meeting
culture changes how we focus, what we focus on, and
what decisions we make. But there is a solution, a way to
have fewer, shorter, more purposeful meetings. It’s
called the Modern Meeting Standard. By following its
eight simple but radical principles you may never have to
attend a useless meeting again. Read This Before Our
Next Meeting is the call to action you (and your boss)
need.
INTEGRATED BUSINESS PROJECTS, 3E is projectbased learning within a business scenario setting. The
projects emphasize one of the main software
applications (word processing, spreadsheets,
presentations, and databases), but with integration
throughout. This text can be positioned to supplement
any software tutorial within the computer applications
curriculum. The 3rd edition is updated for Office 2007.
Important Notice: Media content referenced within the
product description or the product text may not be
available in the ebook version.
An administrative professional’s job requires a diverse
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range of abilities. From managing schedules,
coordinating meetings, and fielding calls to planning
events, deciphering legal documents, and creating
PowerPoint presentations, today’s administrative
assistants are expected to effortlessly and efficiently
juggle it all. Professionals looking to improve their
performance—and enhance their value to
employers—should turn to the fourth edition of
Administrative Assistant’s and Secretary’s Handbook.
With 250 pages of new or completely revised material,
the handbook provides thorough, practical instruction on:
Web conferencing • Creating graphics, charts, and
presentations • Microsoft Office 2010 • Business math •
Managing e-mail and schedules with Outlook •
Organizing computer files • Research skills • Time
management • Customer service skills •
Troubleshooting computer problems • Event planning •
and much more. Administrative jobs are constantly
changing, but with the latest edition of this best-selling
guide, professionals everywhere can stay ahead of the
curve.
Readers gain the teamwork skills needed for educational
success and a career advantage with ILLUSTRATED
COURSE GUIDES: TEAMWORK AND TEAM BUILDING
- SOFT SKILLS FOR A DIGITAL WORKPLACE, 2E. Part
of the popular ILLUSTRATED SOFT SKILLS SERIES,
this book makes it easy to learn the important soft skills
necessary to succeed in today’s competitive workplace.
Timely information highlights the marketable team
building skills that readers require in the contemporary
business environment. Each book addresses 40 critical
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skills, providing readers with extensive knowledge they
can apply in the real world. Important Notice: Media
content referenced within the product description or the
product text may not be available in the ebook version.
Introduce your students to the latest that Microsoft Office
has to offer with the new generation of Shelly Cashman
Series books! For the past three decades, the Shelly
Cashman Series has effectively introduced computer
skills to millions of students. With MICROSOFT WORD
2013, we're continuing our history of innovation by
enhancing our proven pedagogy to reflect the learning
styles of today's students. In this text you'll find features
that are specifically designed to engage students,
improve retention, and prepare them for future success.
Our trademark step-by-step, screen-by-screen approach
now encourages students to expand their understanding
of MICROSOFT WORD 2013 through experimentation,
critical thought, and personalization. With these
enhancements and more, the Shelly Cashman Series
continues to deliver the most effective educational
materials for you and your students. Important Notice:
Media content referenced within the product description
or the product text may not be available in the ebook
version.
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