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In ACTING: Make It Your Business, Second Edition, awardwinning casting director Paul Russell puts the power to land
jobs and thrive in any medium—stage, film, television, or the
Internet—directly into the hands of the actor. This blunt and
practical guide offers a wealth of advice on auditioning,
marketing, and networking, combining traditional techniques
with those best suited for the digital age. Well-known actors
and powerful agents and managers make cameos
throughout, offering newcomers and working professionals
alike a clear-eyed, uncensored perspective on survival and
advancement within the entertainment industry. This second
edition has been updated and expanded to include the
following: More stars of screen and stage sharing acting
career strategies Digital audition techniques for screen and
stage, including how best to self-tape New tools to master
modern marketing, both digital and traditional with innovation
Expanded actor resource listings Additional bicoastal talent
agents and managers spilling secrets for obtaining
representation, and tips for successful actor-to-representation
partnerships New insights on audition techniques An
excellent resource for career actors, beginning and amateur
actors, as well as students in Acting I and II, Auditions, and
Business of Acting courses, ACTING: Make It Your Business
provides readers with invaluable tools to build a successful,
long-lasting acting career.
PCMag.com is a leading authority on technology, delivering
Labs-based, independent reviews of the latest products and
services. Our expert industry analysis and practical solutions
help you make better buying decisions and get more from
technology.
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Digitize your documents while reducing incoming and
outgoing paper! Updated 03/21/2017 Join Joe Kissell as he
helps you clear the chaos of an office overflowing with paper.
With Joe’s guidance you can develop a personal clean-up
strategy and choose your Mac-compatible tools—a scanner
and the software you need to perform OCR (optical character
recognition)—plus devices and services for storing your
digitized documents and tools to categorize, locate, and view
your digital document collections. Once you have your gear in
hand, Joe shows you how to convert your paper documents
to digitized files and gives you ideas for how to organize your
office workflow, explaining how to develop day-to-day
techniques that reduce the amount of time you spend
pressing buttons, launching software, and managing
documents. Bonus! The book also comes with downloadable
“folder action” AppleScripts that simplify the process of OCRing PDFs in Adobe Acrobat, ABBYY FineReader Express,
PDFpen/PDFpenPro, and Readiris. Save or move a PDF in
the appropriate folder, and the script does the rest! You’ll
master these paper-reducing skills: • Scanning or
photographing documents you find while out and
about—business cards, receipts, menus, flyers, and more—so
you keep only digitized versions. Joe discusses a variety of
mobile scanning options, with an emphasis on using a
camera-equipped iOS device, but with mention of a few
options for Android smartphones. • Creating a digitized image
of your signature so you can sign and share documents
digitally, rather than printing them for the sole purpose of
signing them with a pen. • Setting up your computer to send
and receive faxes so you can avoid using a physical fax
machine with paper input and output. Joe describes online
fax services and using a fax modem (note that fax modem
support is not available in macOS 10.12 Sierra). Joe also
discusses standard techniques for reducing paper—paperless
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billing, online bank statements, reducing unwanted catalogs
and junk mail, and more, as well as less common practices,
such as paperless postal mail services and check depositing
services. You’ll find answers to numerous questions,
including: • What is a searchable PDF, and why is it key to a
paperless office? • What differentiates document scanners
from other types of scanners? • What’s a book scanner? •
What if I need a mobile, portable scanner? • What does
TWAIN stand for, and should my scanner support it? • Why
do I need OCR software, and what features should I look for?
• What scanners and OCR products does Joe recommend? •
How can I automate my workflow for scanning documents? •
How should I name and file my digitized documents? • What
paper documents should I keep in physical form? • How do I
use common tools to add a signature to a PDF? • How can I
access my digital documents remotely? • How should I back
up my important digital documents?
IT Governance: Policies and Procedures, 2016 Edition is the
premier decision-making reference to help you to devise an
information systems policy and procedure program uniquely
tailored to the needs of your organization. Not only does it
provide extensive sample policies, but this valuable resource
gives you the information you need to develop useful and
effective policies for your unique environment. IT
Governance: Policies andamp; Procedures provides fingertip
access to the information you need on: Policy and planning
Documentation Systems analysis and design And more!
Handbook of Geriatric Care Management, Fourth Edition is a
comprehensive and practical guide for care managers that
addresses the multiple needs of aging adults and their
families. An ideal teaching tool, it guides students and
professionals along the journey of becoming a successful
care manager. New to this edition are two new chapters on
working with older veterans and helping clients with
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depression. Completely updated and revised, the Fourth
Edition provides updated ethics and standards, a focus on
credentialing and certification, numerous case studies,
sample forms and letters, and tips for building and growing a
care manager business.
“I don’t have enough time.” This common complaint
resounds in companies big and small, affecting employees at
every level. As businesses across the board downsize, and
become global operations thanks to the Internet, fewer
employees struggle to accomplish more in ever-longer
workdays. In this essential guide to getting things done
intelligently and efficiently, renowned time-management
expert Dr. Jan Yager presents her revolutionary program for
taking back control of your life. Filled with worksheets,
quizzes, and tips on everything from managing e-mail to
dealing with a disorganized boss to enjoying precious family
time, this unique system will help you boost your productivity
and realize your professional and personal goals.
A brand new collection of state-of-the-art techniques for
building more sustainable, higher-performing organizations…
now in a convenient e-format, at a great price! Three 100%
practical primers help you drive competitive advantage by
optimizing sustainability and operational performance To
compete in today’s extraordinarily competitive global
environment, organizations need to achieve new levels of
sustainability and operational performance. This brand-new
package brings together three practical, state-of-the-art
primers for doing just that. Robert Palevich’s The Lean
Sustainable Supply Chain offers start-to-finish guidance for
redesigning company infrastructure and technologies to
achieve the powerful benefits that come with integrating
"lean" and "green." and benefits. Palevich introduces core
concepts of lean green supply chain management,
illuminating them with a comprehensive case study showing
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how to manage change, innovation, talent, execution,
inventory, warehousing, and transportation. He demonstrates
how to integrate supply chain sustainability into business
scorecards; use 3PLs more effectively; drive more value from
information, and systematically address every relevant
technical issue. Next, in Creating a Sustainable Organization,
Peter A. Soyka presents today’s most complete and
actionable guide to improving business performance through
sustainable practices. Soyka bridges the disparate worlds of
the EHS/sustainability professional and the investor/analyst,
outlining today’s best evidence about linkages between
sustainability and value, discussing key stakeholder
relationships, and introducing new practices for managing
and measuring sustainability throughout the business. Finally,
Arthur V. Hill’s The Encyclopedia of Operations Management
is today’s most convenient and useful supply
chain/operations management "field manual." Bringing
together nearly 1,500 well-organized definitions, it helps you
quickly map all areas of these fields, from accounting and
distribution through quality management, strategy,
transportation, and warehousing. Throughout, Hill offers a
shared language and realistic insights for improving any
process and supporting any training program. From worldrenowned supply chain and operations experts Robert
Palevich, Peter A. Soyka, and Arthur V. Hill
Take your productivity to the next level and make the most of
your time! Do you have too much to do and not enough time
to do it? Don't we all! Productivity For Dummies shows you
how to overcome this common problem by tackling key issues
that are preventing you from remaining focused and making
the most of your time. This insightful text gets to the root of
the problem, and shows you how to identify and analyse the
items on your to-do list to deliver on deadlines and maximise
your schedule. Numerous techniques and technologies have
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been developed to address productivity needs, and this
resource shows you which will work for your situation.
Productivity is crucial to your success - whether you want to
find a new job, earn a promotion you've had your eye on, or
generally progress in your career, understanding how to
improve your productivity is essential in increasing the value
you bring to your organisation. At the very least, increased
productivity means that you get things done faster—which
translates into fewer overtime hours and more time
concentrating on the things that are most important to you.
Eliminate procrastination and laziness from your daily routine
Organise your work environment to create a space conducive
to productivity Increase your concentration and stay focused
on the task at hand Make decisions quickly, and stay cool,
calm, and collected no matter what the situation is
Productivity For Dummies helps you solve the age-old
problem of having too much to do and not enough time to do
it.

Filling the need for a "how-to," step-by-step guide to
strategic planning, Strategic Action Planning NOW!
outlines team-based planning in four steps. Gate Gable's
techniques provide detailed guidance into planning
processes, strategic skills, recognition of challenges,
consideration of goals, monitoring and measurement,
and implementation tips to help the reader begin the
planning process almost immediately. Written in three
parts, the author provides exercises with each chapter.
Part one covers the pre-planning stages, defining who
and what your team is and what your teams' goals are.
The second part goes over the actual planning,
identifying the challenges and setting the goals for your
team. The third and final part deals with post planning,
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implementation and evaluating your team's progress.
Written by a practicing business attorney with startup
experience in the environmental and technology sectors,
this comprehensive handbook assists entrepreneurs in
tackling the wide variety of opportunities to go green. A
one-stop resource for entrepreneurs, it helps readers
incorporate clean technology, environmental practices,
and green business approaches into the work
environment. The book discusses how to sell to utilities,
explores fundraising outlets for green businesses, covers
government incentives, presents key startup tools aimed
at green businesses, and addresses challenges of many
new businesses, such as raising money and making
sales. Additional resources are available on the book's
website.
When you stop trying to do so much, you get so much
more done. Do you put yourself under too much
pressure to succeed, which only makes it harder to
achieve? Are you constantly playing catch-up and
struggling to find time for the things, and people, you
love? It doesn’t have to be this way. Anything is possible
when you stop trying to do everything at the same time.
Often it’s fear that keeps us stuck in our patterns. If
we’re super busy then no one can say we’re not
working hard. But there’s another way to live a life
that’s both more enjoyable and more productive, if only
we can break those routines. In Do Less, Get More,
entrepreneur and bestselling author Shaa Wasmund
reveals that when we embrace a “less is more” attitude,
we can appreciate all the good things we already have
and find the courage to prune the nonessentials. And
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then we can find the space in which to pursue exciting
new opportunities. Wasmund teaches us how to become
experts in the things we’re truly passionate about, rather
than mediocre jacks-of-all-trades. Her tools include
exercises like: * Escaping the “when, then” trap. Stop
putting something off because you’re waiting to be
ready (“I’ll start my own business when my kids are out
of the house” or “I’ll lose weight when this project is
over”). Take one practical step toward what you want
right now. * Nurturing your support network: Who are the
people who truly support you? Prioritize those who are
genuinely on your side and practice asking for help.
Focus on quality over quantity in developing your
network. * Scheduling for value: What gets put in our
calendar gets done. And you shouldn’t only plan for
work projects: scheduling time for the people and
activities you love and that give you purpose and energy
is just as important. This life-changing book gives you
the tools to ditch your to-do list and follow your dreams. It
will be your essential guide to doing what you love—and
letting go of the rest.
InfoWorld is targeted to Senior IT professionals. Content
is segmented into Channels and Topic Centers.
InfoWorld also celebrates people, companies, and
projects.
Here is the 4th edition of this popular book about how to
create a nearly paperless office. Updates include more
suggested uses for the scanning, storing, and
safeguarding of all of your important paper. More
importantly this edition covers the use of the latest
versions of PaperPort 14.5 and Windows 10.Why is
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there so much paper? We try so hard to remove the
avalanche of paper in our lives but the mountain
continues to grow. This book describes a personal
journey to a "nearly paperless office." After all you need
some of that avalanche. Do you have titles and deeds?
Genealogical records? Child shot records? These are
papers that you want to keep but you also want to have
electronic backups, just in case.While you can buy
popular "total" paper scanning systems, those systems
need constant attention to keep everything scanned and
organized. They don't cover everything needed to keep
the "nearly paperless office" secure against accidental
loss. They're neat but expensive.This book describes a
"soup-to-nuts" flexible system of paper scanning,
indexing, organizing, and safeguarding. It describes the
use of specific hardware and software but the reader's
own choices of hardware and software can work as well.
In other words the reader may already own enough
hardware and software to carry out a scanning plan. So
with this book you can safely start chiseling away at your
paper mountain right away.Inside are processes for
scanning and organizing documents quickly and easily.
The quicker and easier it is, the better. The expensive
and tediously maintained alternative systems on the
market become time-consuming to support and
abandonment is likely.The author's own research is the
basis of everything outlined in this book. He explains to
you what has worked for him and what will work for you.
Whether the reader follows the author's footsteps exactly
or makes different choices, this book will help make a
successful "nearly paperless office."A special edition of
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this book now ships with the Xerox Digital Desktop
Organizer, Xerox Digital Personal Organizer, and
Visioneer Mobile Organizer.
Do ever you feel like you live at the office instead of your
house? Do your coworkers see you more often than your
spouse? Take back your workday and your life! Organize
Your Work Day In No Time will show you how to use
your work time more efficiently through simple time
management and organization techniques. Author and
professional organizer K.J. McCorry will show you how to
organize paper and electronic files, deal with e-mail
overload, use contact software to its full potential and
structure and easy-to-follow action less to become more
efficient while you're at work. You will also have access
to downloadable shopping lists, worksheets, to-do lists
and other helpful information to help you get and stay
organized. Get more done in less time and get more time
at home and away from work with the expert help of
Organize Your Work Day In No Time.
IT Governance: Policies & Procedures, 2017 Edition is
the premier decision-making reference to help you to
devise an information systems policy and procedure
program uniquely tailored to the needs of your
organization. Not only does it provide extensive sample
policies, but this valuable resource gives you the
information you need to develop useful and effective
policies for your unique environment. IT Governance:
Policies & Procedures provides fingertip access to the
information you need on: Policy and planning
Documentation Systems analysis and design And more!
Computer Applications for classes IX and X is a
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judiciously developed series of textbooks based on the
latest ICSE syllabus prescribed by the Council for the
Indian School Certificate Examination, New Delhi. Java
is one of the world’s best computer languages. These
books cover all the aspects of the Java programming
language given in the ICSE syllabus. In addition,
Windows 7 and Microsoft Office 2010 have been used as
platforms to teach concepts related to operating systems
and office application software.
This friendly and accessible guide is one that you'll want
to have on hand at every stage of the journey when
starting your own law firm. From initial planning and
choosing the right structure, overcoming teething
problems, to expansion and beyond, in this book you'll
find the practical guidance you need to set up and
manage a law firm. Written by experienced practitioners
who manage their own firms, How to Start a Law Firm
includes guidance and advice on regulations, client care,
staffing and managing finances, and new technology
including AI. It offers lessons in how to develop the
mindset of a business owner and a detailed study of how
law firms have responded to the coronavirus pandemic.
The president of international consulting firm The
Productivity Pro outlines a ten-step program on how to
work a healthier number of hours at the office, covering
such areas as creating an effective filing system,
learning how to focus, and reducing interruptions.
Original.
If you want to create an efficient and high performing
team, use this book to help your employees develop
strong time management skills that will bring personal
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and team success.
Edition 2. Running a home office probably isn't what you
like most or do best. Organising effectively isn't a
glamorous or appealing activity, but it helps you to
achieve your aims with less effort, and makes important
tasks simple to manage. This book shows you simple
ways to create an organised office space. There, you
can easily get through the admin, leaving you free to do
more valuable and enjoyable work.
In his new book, Microsoft chairman and CEO Bill Gates
discusses how technology can help run businesses
better today and how it will transform the nature of
business in the near future. Gates stresses the need for
managers to view technology not as overhead but as a
strategic asset, and offers detailed examples from
Microsoft, GM, Dell, and many other successful
companies. Companion Web site.
Office and Office Building Security, Second Edition, is
the first book of its type to address issues of violence in
the workplace to breaking and entering. As a working
guide for administrators, property managers and security
personnel, this book is devoted exclusively to total office
security programs, detailing hundreds of professional
secrets for the safety of employees and the complex.
Office and Office Building Security, Second Edition,
provides the background to create a safe and secure
workplace, regardless of location, size and number of
employees. Provides updated and current information on
every office security issue or concern Trains the
businessperson to be responsive to 'foreseeability'
issues alluded to in the court system Examines issues of
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violence and crime, as well as the dynamics
Foundation of Information Technology is a judiciously
developed series of textbooks on the syllabus devised by
the Central Board of Secondary Education for classes 9
and 10. Keeping in mind the grasping power of the
students, the books focus on the relevant theory and its
applications and practical learning through sequential
steps, rather than the elaborate textual study for
chapters. Each book is divided into chapters that are selfexplanatory and encompass the relevant concepts of the
topic concerned. The books do not contain any repetitive
content and hence are crisp and condensed. The
exercises at the end of the chapters call for active and
attentive participation of the learners thereby testing their
knowledge and helping in self-assessment. The CCE
format of the questions appearing in CBSE exam papers
has been followed in developing exercises in the book.
There are separate books on MS Office 2010 and
OpenOffice in class 9.
The common image of the secretary or personal
assistant is that of a quiet "Miss Jones" type - not usually
expected to have the courage (or the right) to speak out
on something they are passionate about. However, PAs
have a vital role to play in an education environment - a
role that requires real bravery. Written by the former PA
to the principal of an innovative new academy in the UK,
who now delivers training courses for secretaries and
PAs in schools globally, this book offers tips, hints,
anecdotes, time-saving advice, knowledge and expertise
for PAs, secretaries and administrators to follow
throughout the year. Each individual bravery-themed
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section is packed with advice and insights to assist with
your continuing professional development, enable you to
perform at your best and cope with the inevitable
challenging situations you face, one week at a time. PAs,
secretaries and administrators in schools, colleges and
universities, this book is for you. Make this a brave year!
Here is the 3rd edition of this popular book about how to
create a nearly paperless office. Updates include more
suggested uses for the scanning, storing, and
safeguarding of all of your important paper. More
importantly this edition covers the use of the latest
versions of PaperPort 14 and Windows 8.Why is there so
much paper? We try so hard to remove the avalanche of
paper in our lives but the mountain continues to grow.
This book describes a personal journey to a "nearly
paperless office." After all you need some of that
avalanche. Do you have titles and deeds? Genealogical
records? Child shot records? These are papers that you
want to keep but you also want to have electronic
backups, just in case.While you can buy popular "total"
paper scanning systems those systems need constant
attention to keep everything scanned and organized.
They don't cover everything needed to keep the "nearly
paperless office" secure against accidental loss. They're
neat but expensive.This book describes a "soup-to-nuts"
flexible system of paper scanning, indexing, organizing,
and safeguarding. It describes the use of specific
hardware and software but the reader's own choices of
hardware and software can work as well. In other words
the reader may already own enough hardware and
software to carry out a scanning plan. So with this book
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you can safely start chiseling away at your paper
mountain right away.Inside are processes for scanning
and organizing documents quickly and easily. The
quicker and easier it is the better. The expensive and
tediously maintained alternative systems on the market
become time-consuming to support and abandonment is
likely.The author's own research is the basis of
everything outlined in this book. He explains to you what
has worked for him and what will work for you. Whether
the reader follows the author's footsteps exactly or
makes different choices, this book will help make a
successful "nearly paperless office."A special edition of
this book now ships with the Xerox Digital Desktop
Organizer, Xerox Digital Personal Organizer, and
Visioneer Mobile Organizer.
Creating Your Nearly Paperless Office: 4th Edition
A brand new collection of cutting-edge sustainable
supply chain solutions… 3 authoritative books, now in a
convenient e-format, at a great price! 3 authoritative
eBooks deliver state-of-the-art guidance for leveraging
supply chain sustainability to maximize business value
Organizations that prioritize sustainability are well
positioned to increase profitability, reduce risk, and
attract better customers, talent, and investors. This
unique 3 eBook package brings together all the
techniques, best practices, and case studies you need to
make sustainability work throughout your supply chain.
In The Lean Sustainable Supply Chain, Robert Palevich
illuminates the business benefits of combining "lean" and
"green," offering start-to-finish guidance for redesigning
company infrastructure and technologies to achieve
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these benefits. Through a comprehensive case study, he
shows how to manage change, innovation, talent,
execution, inventory, warehousing, and transportation;
integrate supply chain sustainability into business
scorecards; make more effective use of 3PLs,
information systems, and much more. He systematically
addresses key technical issues ranging from forecasting
methodologies and supplier integration to carbon
tracking and quantifying lean savings. Next, in Creating a
Sustainable Organization, Peter Soyka shows how to
choose the right sustainability strategies, and then
manage and measure them well. Soyka's actionable
guide bridges the disparate worlds of the
EHS/sustainability professional and the investor/analyst.
Discover what the evidence says about linkages
between sustainability and value… how to manage key
stakeholder relationships influencing corporate response
to EHS and social equity issues… how to effectively
manage sustainability throughout the business… how to
evaluate sustainability posture and performance from the
standpoint of external investors and internal
management… how to maximize the influence of
organizational actors focused on sustainability, and
much more. Finally, the Sustainability in Supply Chain
Management Casebook is the firstcomprehensive
collection of original case studies on building
sustainability into the supply chain. Steven Leon covers
a wide spectrum of social, economic and environmental
issues, as well as new areas such as closed-loop supply
chains. Topics include strategy, implementation, decision
making, transportation, supplier relationships,
Page 16/25

Read PDF Creating Your Nearly Paperless Office
4th Edition
collaboration, lean, continuous improvement,
finance/economics, worker safety and rights,
procurement, production, delivery, packaging, logistics,
reverse logistics, and global supply chains. Each case
study is supported with an authoritative introduction,
teaching notes, and Q-and-A sections. Whatever your
role in the sustainable supply chain, this collection will
help you transform its promise into reality. From worldrenowned sustainable supply chain experts Robert
Palevich, Peter A. Soyka, Stephen M. Leon
EVER GET THE FEELING that technology is taking over
your life and not asking you first? When you've mislaid
that important file or can't connect your new camera, do
you just want to hurl your computer out of the window?
When your kids/friends/grandparents start talking about
blogging, podcasting and RSS feeds do you nod as
wisely as you can while wrestling with the urge to throw
them out of the window too? The bad news is that
technology isn't going away. The good news is that, by
picking up this book, you're halfway to making it work for
you - not against you. Loose Wire is a compilation of
Jeremy Wagstaff's most popular weekly columns on
personal technology from The Wall Street Journal Asia
and the Far Eastern Economic Review. An ordinary
person's primer on technology, Loose Wire explains - in
jargon-free language and real sentences - what has
happened over the past few years, from the rise of the
mobile phone to phishing, to where we are heading, as
well as hands-on, practical advice about how to enjoy the
ride. ABOUT THE AUTHOR Jeremy Wagstaff has
worked as a journalist since 1986 - for the BBC, Reuters,
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The Wall Street Journal and the Far Eastern Economic
Review. Most of that time has been spent in Asia,
covering uprisings, wars, colonial retreats and the odd
(sometimes very odd) press conference. No techie, his
interest in technology grew out of a realization that it was
changing the way journalists - and the world - work, and
that following it would probably be a better idea than
fighting it. Since 2000 he has been writing a technology
column and has since 2004 appeared regularly on the
BBC World Service. He also keeps a blog at
www.loosewireblog.com.
The role of IT management is changing even more
quickly than information technology itself. IT Governance
Policies & Procedures, 2021 Edition, is an updated guide
and decision-making reference that can help you to
devise an information systems policy and procedure
program uniquely tailored to the needs of your
organization. This valuable resource not only provides
extensive sample policies, but also gives the information
you need to develop useful and effective policies for your
unique environment. For fingertip access to the
information you need on IT governance, policy and
planning, documentation, systems analysis and design,
and much more, the materials in this ready-reference
desk manual can be used by you or your staff as models
or templates to create similar documents for your own
organization. The 2021 Edition brings you the following
changes: The chapter on Information Technology
Infrastructure Library (ITIL) has been thoroughly revised
to incorporate the recent launch of ITIL version 4. The
sections on causes of employee burnout, as well as the
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potential pitfalls of poor recruiting practices, have been
expanded. New material has been added to address the
increased use of video conferencing for virtual workers,
as well as the need to safeguard personal smartphones
that store company information. Tips for developing a
mobile device policy have been added. Additional pitfalls
associated with end-user computing have been added. A
new subsection regarding data storage guidelines for
documents subject to data retention laws has been
added. Additional tips regarding data management have
been added. Appendix A has been updated to include
data breach notification laws for Puerto Rico and the
Virgin Islands, and also to reflect changes to Vermont's
data breach notification laws. Data from recent surveys
and reports has been added and updated in the
Comment sections throughout. In addition, exhibits,
sample policies, and worksheets are included in each
chapter, which can also be accessed at
WoltersKluwerLR.com/ITgovAppendices. You can copy
these exhibits, sample policies, and worksheets and use
them as a starting point for developing your own
resources by making the necessary changes. Previous
Edition: IT Governance: Policies & Procedures, 2020
Edition ISBN 9781543810998
Maximum PC is the magazine that every computer
fanatic, PC gamer or content creator must read. Each
and every issue is packed with punishing product
reviews, insightful and innovative how-to stories and the
illuminating technical articles that enthusiasts crave.
What does it mean to belong to a place, to be truly
rooted and grounded in the place you call home? How
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do you commit to a marriage, to a full partnership with
another person, and still maintain your own separate
identity? These questions have been central to Susan
Wittig Albert's life, and in this beautifully written memoir,
she movingly describes how she has experienced place,
marriage, and aloneness while creating a home in the
Texas Hill Country with her husband and writing partner,
Bill Albert. Together, Alone opens in 1985, as Albert
leaves a successful, if rootless, career as a university
administrator and begins a new life as a freelance writer,
wife, and homesteader on a patch of rural land northwest
of Austin. She vividly describes the work of creating a
home at Meadow Knoll, a place in which she and Bill
raised their own food and animals, while working
together and separately on writing projects. Once her
sense of home and partnership was firmly established,
Albert recalls how she had to find its counterbalance—a
place where she could be alone and explore those parts
of the self that only emerge in solitude. For her, this
place was Lebh Shomea, a silent monastic retreat. In
writing about her time at Lebh Shomea, Albert reveals
the deep satisfaction she finds in belonging to a
community of people who have chosen to be apart and
experience silence and solitude.
The leading industry association's handbook for going
green inthe kitchen and bath Kitchen & Bath Sustainable
Design is the NationalKitchen and Bath Association's
complete guide to "greening" theseimportant rooms. The
first book to focus exclusively on kitchen andbath
sustainability, this full color guide covers
everyconsideration for both remodels and new
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construction, making it ahandy reference for any kitchen
and bath professional. Case studiesof award-winning
projects demonstrate how space, budget,
andsustainability can come together to create beautiful,
functional,efficient rooms, and illustrations throughout
provide visualexamples of the techniques discussed. The
book includes informationon greening one's practice for
the client's benefit, plus anappendix of additional
resources and instructional materials forclassroom use.
Outside of general heating and cooling, kitchen
appliances usethe bulk of a household's energy.
Kitchens and baths together usean average of 300
gallons of water per day for a family of four,and both
rooms are high-use areas that require good air
quality.Kitchen & Bath Sustainable Design provides a
handbook todesigning these rooms for sustainability,
without sacrificingcomfort or livability. With
comprehensive guidance on approachingthese rooms
sustainably, readers will: Communicate better with
builders, clients, and potentialclients Understand
technical considerations, and the criteria that makea
design "green" Conduct a full design analysis, including
life cycle costingand efficiency Learn the ratings systems
and standards in play in the greenkitchen and bath The
biggest elements of sustainable interior
design—energyefficiency, water use, and materials
selection—are all majorplayers in the kitchen and bath.
Clients are increasingly demandingattention to
sustainability issues, and designers must be up todate
on the latest guidelines, best practices, and
technology.Kitchen & Bath Sustainable Design is the
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completetechnical and practical guide to green design for
the kitchen andbath professional.
Streamline your organization by replacing paper documents
with electronic solutions Paperless is one part inspiration and
two parts instruction. You will be inspired by real-world case
studies as you meet people who have brought paperless
change to their organizations. You will learn what worked and
how you can apply these experiences to your own work. Meet
lawyers, doctors, and business leaders who have transformed
their operations with Adobe technology. Also, learn how city,
state, and federal governments are saving money and
providing better services with paperless solutions. The
inspiration is just the beginning. The majority of this book is
instruction on Adobe’s most important paperless
technologies. Each section is full of hands-on demos that will
show you how to get real business value from products you
may already own. You will learn how to create and use digital
signatures, certify PDFs, and integrate dynamic documents
with your existing systems. This book explains all you need to
know to be on your way to a paperless future. • Read the
stories of those who have created today’s leading-edge
paperless solutions. • Learn how the Federal Government
uses certified PDFs and how New York State uses e-Forms
to save millions of dollars. • Find out how the Kane County
court system takes advantage of PDF forms to protect abuse
victims. • See how one doctor is reducing Medicare costs by
replacing expensive emergency room visits with paperless
house calls. • Follow in-depth lessons on Acrobat®,
LiveCycle® Designer, LiveCycle® ES/ES2, and InDesign®
Server. • Download demos, source code, and sample files to
use with the book’s exercises (www.paperlessbook.info).
“Using real-world examples, such as the ones in J.P. Terry’s
Paperless, to illustrate how PDF can be used to move from
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paper to electronic processes is a simple-to-understand, yet
very powerful learning tool for business and government
alike.” — Lori DeFurio, Group Product Manager, Acrobat,
Adobe Systems “In Paperless, J.P. Terry weaves the
business case and technical implementation into a complete
story on how a variety of businesses have benefited from
Adobe solutions. This book is an enjoyable read and a musthave reference for automating business processes.” — Jeff
Stanier, Senior Product Manager, Adobe LiveCycle
Wall Street Journal bestselling author David Horsager
frequently hears executives lament that their hands are more
than full trying to balance the barrage of tasks they face on a
daily basis. While he never set out to be a productivity expert,
Horsager realized that over the years he has developed and
adopted dozens of extraordinarily practical time- and energysaving techniques that could help today's leader. The key
objective is to become so effective in the little things that you
have enough time for more meaningful interactions. In The
Daily Edge, you'll learn strategies such as identifying the key
Difference-Making Actions on which to focus your efforts.
Perhaps it is time to set a personal or even company-wide
“power hour,” during which you do not attend meetings,
answer the phone, or reply to emails, creating the time and
space to really focus and get things done. The thirty-five highimpact ideas Horsager introduces in succinct, quick-read
chapters are easily implemented and powerful on their own.
Taken together, they form a solid wave of efficacy that
enables you to get more done, keep your energy up, and
make sure that you're able to honor all your relationships,
both personal and professional.
Revealing how his unreasonable thinking has helped him
build two Fortune 500 companies, a billionaire entrepreneur
and philanthropist shares his unorthodox methods for
achieving success.
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An examination of why paper continues to fill our offices and
a proposal for better coordination of the paper and digital
worlds. Over the past thirty years, many people have
proclaimed the imminent arrival of the paperless office. Yet
even the World Wide Web, which allows almost any computer
to read and display another computer's documents, has
increased the amount of printing done. The use of e-mail in
an organization causes an average 40 percent increase in
paper consumption. In The Myth of the Paperless Office,
Abigail Sellen and Richard Harper use the study of paper as
a way to understand the work that people do and the reasons
they do it the way they do. Using the tools of ethnography
and cognitive psychology, they look at paper use from the
level of the individual up to that of organizational culture.
Central to Sellen and Harper's investigation is the concept of
"affordances"—the activities that an object allows, or affords.
The physical properties of paper (its being thin, light, porous,
opaque, and flexible) afford the human actions of grasping,
carrying, folding, writing, and so on. The concept of
affordance allows them to compare the affordances of paper
with those of existing digital devices. They can then ask what
kinds of devices or systems would make new kinds of
activities possible or better support current activities. The
authors argue that paper will continue to play an important
role in office life. Rather than pursue the ideal of the
paperless office, we should work toward a future in which
paper and electronic document tools work in concert and
organizational processes make optimal use of both.
IT Governance Policies and Procedures, 2013 Edition is the
premierdecision-making reference to help you to devise an
information systems policyand procedure program uniquely
tailored to the needs of your organization.Not only does it
provide extensive sample policies, but this valuable
resourcegives you the information you need to develop useful
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and effective policiesfor your unique environment.IT
Governance Policies and Procedures provides fingertip
access to theinformation you need on:Policy and
planningDocumentationSystems analysis and designAnd
more!IT Governance Policies and Procedures, 2013 Edition
has been updated toinclude:A new chapter covering service
level agreementsUpdated information and new policy
covering Agile project managementUpdated information on
managing mobile devices such as tablets and
smartphonesNew policies for managing user devices
including "bring your own device"policy, flash drive usage,
and loaning out hardware for temporary useNew information
and policy for managing the use of public and private
"appstores" for downloading software on mobile devices such
as tablets andsmartphonesThe latest best practices for
relocating your technology infrastructure whenmoving
departments or your entire organizationNew information on
measuring the effectiveness of your training
programsUpdated information and policy for managing IT
trainingAnd much more!
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