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'Sustainable Construction' uses the latest US Green Building Council's
Leadership in Energy and Environmental Design standard to explain the best
practices in building procurement and delivery systems.
Build your nonprofit into a high performer with this practical approach to purpose,
strategy, operations, and governance Planning is vital to achieving your
nonprofit's purpose—too bad most nonprofits are strapped for time. Not anymore.
Using a lightning-fast and inclusive process, Results Now® puts purpose,
strategy, operations, and governance into one user-friendly, comprehensive plan
that your board can pass in a single vote and your organization can maintain as a
regular part of its business throughout the year. Results Now for Nonprofits relies
on accountability and performance measurement to increase the level of effective
decision-making. This "big picture first, details next" planning process helps you:
Use the Results Now master plan as a centerpiece of board meetings and as a
standard part of board meeting advance information Foster a welcome climate for
give-and-take strategic thinking Clarify the organization's story for the community
and keep people on point about what's important Develop team cohesion Orient
newer leadership members and recharge seasoned ones Attract new funders
who reward nonprofits who plan A must-have for all nonprofit executives and
directors, members of boards and trustees, and nonprofit managers, Results
Now for Nonprofits is a results-driven, practical tool that will help your
organization achieve its mission, values, and destiny.
A "digital divide" threatens the global trade regime. And it is not narrowing; it is
rapidly becoming an unbridgeable chasm. Nor is this a problem merely for
developing countries: the headlong trend toward dematerialisation of trade
documents in the developed world will grind to a halt unless all trading countries
without exception possess the legal and operational ability to participate in
paperless trade. This challenging work not only describes the obstacles to
universal support for paperless trade, but also provides solutions that can be
implemented if stakeholders make the collective effort to achieve this most
desirable (and in fact necessary) goal. Dr. Laryea investigates such central
issues as the following: legal problems and security risks not encountered in
paper documentation; accommodating low-tech problems with electronic
documentation; and funding the construction of information and communication
technology infrastructure in developing countries. The presentation focuses on
each of the essential contract documents in turn, from the quotation to the
documentary credit, explaining exactly how the electronic versions of each work
(particularly in terms of security), and why each is desirable. As the first
comprehensive set of practical proposals, from a truly global perspective, for the
speedy dematerialisation of trade documents, Paperless Trade is essential
reading for traders, practitioners, academics, and national and international
officials and policymakers engaged in facilitating world trade.
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Develop the business skills necessary to succeed in massage therapy with help
from respected massage educator and business owner, Sandy Fritz! With a user-
friendly approach and comprehensive support tools, this authoritative guide
delivers a working knowledge of essential concepts for employees or owners of a
massage therapy practice and helps you prepare for the professional challenges
that await you in the real world. Renowned massage educator and business
owner Sandy Fritz presents a practical, proven business philosophy for success
in massage therapy practice. Focus on need-to-know business skills for complete
success as an employee or the owner of a massage therapy practice. A
companion CD with practice management software provides hands-on
experience creating client records, setting appointments, entering documentation,
and more. Self-Reflection boxes put concepts into a realistic context through
Sandy Fritz’s personal experiences in massage practice. Learning Activity boxes
reinforce your understanding and challenge you to apply what you’ve learned in
an engaging workbook format. Good Stuff from the Government boxes alert you
to helpful government resources and help you ensure compliance with federal
regulations. Mentor boxes provide real-world insight and advice from experts in
massage and business management for successful practice. More than 200
realistic photos and illustrations clarify concepts and familiarize you with typical
practice settings and essential forms, records, office equipment, and supplies.
Evolve Resources link you to templates for building resumes, letters,
advertisements, forms for documentation, and client histories, plus small
business resources, annotated web links, a glossary of key terms from the text,
and additional exercises and case studies.
Now in striking full color, the Second Edition shows readers how to make the
research results presented in reports, slideshows, dashboards, posters, and data
visualizations more interesting, engaging, and impactful. The book guides
students, researchers, evaluators, entrepreneurs, and non-profit workers—anyone
reporting data to an outside audience—through design choices in four primary
areas: graphics, text, color, and arrangement. The Second Edition features an
improved layout with larger screenshots, a review of the recent literature on data
visualization, and input from a panel of graphic design experts. Watch Stephanie
D. H. Evergreen?s latest webinar on tips to make your data presentations
successful!
Let's be honest, traditional small firm law practice is not working very well. Too
many small firm lawyers struggle to make ends meet, get clients, meet clients'
expectations, or they wrestle with mental health issues or substance abuse.
Meanwhile, there is a huge gap between those who need legal help and those
who can get it. But it doesn't have to be that way. We can build better firms, be
more effective with our clients, enjoy better health and a greater sense of
fulfillment, and make a bigger impact on our communities. With the client-centric
law firm management model in The Small Firm Roadmap, you'll see that getting
started is easier than you think. The team from Lawyerist.com-Aaron Street, Sam
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Glover, Stephanie Everett, and Marshall Lichty-will help you gain clarity around
your career and firm goals and identify successful strategies for starting,
managing, and growing a thriving future-oriented law firm. If you're ready to do
great work that supports a great life, this book is for you.
This is the first comprehensive resource for clinical medical-surgical nursing
instructors responsible for guiding students through their entire clinical rotation.
Filling a huge gap in resources for instructors required to teach the medical-
surgical nursing course, it contains everything the new or adjunct instructor
needs to teach expertly and confidently. The guide features a week-by-week
instructional plan for the clinical rotation and includes all materials necessary to
effectively perform administrative leadership and supervision, assess students’
knowledge and learning styles, maximize the learning process, simplify
evaluation, and help ensure a smooth transition to clinical practice. The guide will
serve as a welcome companion to both experienced and novice medical-nursing
instructors with its week-by-week instruction guide that encompasses
organizational teaching templates, teaching and learning resources, and
evaluation materials. These include everything from the Adjunct Faculty Contract
to the Course Syllabus to a Comprehensive Skills Checklist. Key clinical
instruction materials, including PowerPoints and simulation scenarios are
provided for each body system. Additionally the book contains quizzes with
answers, discussion questions, and interactive student activities and exercises.
Key Features: Comprises the first complete resource for successfully guiding
students through their clinical rotations from start to finish Helps to allay the “fear
factor” for new and adjunct clinical nursing instructors Provides a week-by-week
instructional guide that includes organizational teaching templates, teaching and
learning resources, and evaluation aids Includes numerous forms and templates
to facilitate administrative responsibilities, student assessment, and student
evaluation Key clinical information is organized by body system and includes
multiple interactive teaching tools
More than ever before, as they teach to an increasingly diverse population,
educators need a clear, concise guide to designing and implementing responsive
curriculum. This book, built around the lessons of classroom teachers, provides
the 'how' of instruction design. The first section identifies the most important
components of design: addressing standards, designing multiple assessments,
identifying richly detailed source materials, and creating interrelated lessons and
culminating activities. Section two expands on the needs of diverse learners, and
the concluding section contains a completed instructional plan, easily adaptable
to your content and grade level.
The best of the best from our Excel, Word, Access, and PowerPoint Bibles! Learn
the sought-after features of the core applications from the Office 2013 suite. This
Office 2013 Bible features the best-of-the-best content from the Excel 2013 Bible,
by "Mr. Spreadsheet" John Walkenbach; the Word 2013 Bible, by Office expert
Lisa A. Bucki; the PowerPoint 2013 Bible, by MOS Master Instructor and
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PowerPoint expert Faithe Wempen; and the Access 2013 Bible from Microsoft
Certified Application Developer Michael Alexander and Office and Access expert
Dick Kusleika. This major resource also covers Outlook, Publisher, OneNote,
SkyDrive, and other important features in the Office 2013 suite. If you want to
quickly and effectively use Office 2013, start in the experts' corner with this must-
have book. Gives you the best-of-the-best content on Office 2013 from the
leading experts, authors, and contributors to our Excel, Word, PowerPoint, and
Access Bibles Includes content from John Walkenbach, aka "Mr. Spreadsheet";
Word and Office expert Lisa A. Bucki; MOS Master Instructor and PowerPoint
expert Faithe Wempen; Microsoft Certified Application Developer Michael
Alexander; and Office and Access expert Dick Kusleika Takes you beyond
creating simple text documents, spreadsheets, and presentations to help you use
multiple Office applications at once to accomplish critical business tasks Also
covers Publisher, OneNote, SkyDrive, the Cloud, and other key features and
topics for Office 2013 Get the best of four Office 2013 books in one with this
power-packed reference!
The best of the best from the bestselling authors of Excel, Word, and PowerPoint
Bibles! Take your pick of applications from the Office 2010 suite and your choice
of leading experts to show you how to use them. This Office 2010 Bible features
the best-of-the-best content from the Excel 2010 Bible, by "Mr. Spreadsheet"
John Walkenbach; the Word 2010 Bible by Microsoft MVP Herb Tyson; the
PowerPoint 2010 Bible, by PowerPoint expert Faithe Wempen; and coverage of
Access 2010 from Microsoft MVP Michael Alexander. If you want to quickly and
effectively begin using Office 2010, start in the experts' corner with this must-
have book. Gives you the best-of-the-best content on Office 2010 from the
leading experts, authors, and contributors to our Excel, Word, PowerPoint, and
Access Bibles Includes content from John Walkenbach, aka "Mr. Spreadsheet";
Word expert and Microsoft MVP Herb Tyson; PowerPoint expert Faithe Wempen;
and Excel and Access expert and Microsoft MVP Michael Alexander Takes you
beyond creating simple text documents, spreadsheets, and presentations to help
you use multiple Office applications at once to conquer critical business tasks
Hones in with expert coverage of the topics within each application that you need
to know most Covers even more from Outlook and other key Office topics Get the
best of four books in one with this power-packed reference!
A must-have collection of Office 2010 application Bibles, written by the world?s
leading experts Talk about a bargain! Office 2010 Library offers enormous
savings on four invaluable resources that boast nearly 5,000 pages and cover the
core Office programs: Excel, Access, PowerPoint, and Word. The world?s
leading experts of these applications provide you with an arsenal of information
on the latest version of each program. Three CDs are also included that feature
bonus material, including helpful templates, worksheets, examples, and more to
enhance your Microsoft Office 2010 experiences. Features four essential books
on the most popular applications included in the Office 2010 suite: Excel, Access,
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PowerPoint, and Word Excel 2010 Bible?serves as an indispensable reference
for Excel users, no matter your level of expertise, and updates you on the latest
Excel tips, tricks, and techniques Access 2010 Bible?offers a thorough
introduction to database fundamentals and terminology PowerPoint 2010
Bible?shows you how to use the new features of PowerPoint 2010 and make
successful presentations Word 2010 Bible?begins with a detailed look at all the
new features in Word 2010 and then expends to cover more advanced, intricate
topics Office 2010 Library presents you with all-encompassing coverage that you
won?t find anywhere else!
A second edition of a text that demonstrates how personnel management can
contribute to general practice. Case studies and examples are used throughout.
This text is designed to meet the needs of students in medical assisting who are
studying the administrative portion of the curriculum, as well as students in
transcription, coding, and related programs. This competency-based textbook
provides a wealth of guidance for administrative skills. The text covers the "front
office" topics: scheduling, billing, coding, bookkeeping, office management, and
insurance issues. Helpful pedagogy, including Key Terms, a Glossary, and
Critical Thinking Challenges familiarize students with the material and help with
problem-solving. The ancillary package includes an Instructor’s Resource Kit
with an Instructor’s Manual and Resource CD-ROM, as well as a student study
guide. Visit http://connection.LWW.com/go/molleadmin for more information.
Once your cover letter is positioned first to be noticed, then how do you position
the letters to be noticed for the longest time in a number of situations? What kind
of thank-you letters work best? How do you ask for help in finding a job from a
letter to a stranger, acquaintance, or business networking contact? How do you
write a cover letter that will never be misinterpreted as a sales pitch or
autobiography? How do you plan, write, and format an outstanding book proposal
that lets the reader see the bottom line--profit for the publisher? Positioning your
goal or project first means going where no one has gone before. It's where the
competition is missing. Go where no one else has gone before when you plan,
write, and format great cover letters, follow-up letters, and book proposals. Cover
and follow-up letters or proposals could be applied to book proposals, book
proposal cover letters, written marriage proposals, pre-nuptials, and courting.
Cover letters could apply to love letters, letters to friends and relatives, business
contacts at trade shows, or literary agents. How do you use cover and follow-up
letters to position first your resumes, proposals, relationship communications,
marketing or sales connections and connections? After cover letters, how to you
plan, write, and position first your follow-up letters? What types of letters bring
people together? Act as a catalyst? Get you an interview? Position you first for
inclusion in a job, business, or relationship? What type of letters position first,
attract, and sell what you can do without looking like sales letters? What types of
cover and follow-up letters are best sent with a resume?
The book is packed with strategies the reader can use to navigate the assortment
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of career transitions that individuals’ experience across the life-span.
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
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.
How to use technology to effectively market your private practice. Building and
maintaining a private practice today requires initiative, creativity, and a
willingness to adapt new tools, technologies, and techniques to your business. As
a therapist, and a small business owner of a private practice, you face the
challenges of fluctuating market trends, infrastructure inefficiencies, seismic
changes in demographic populations, complex reimbursement systems, and
technological advances which alter practice patterns. Your “therapist side” may
be reluctant to think of yourself as a businessperson; however, if you are to keep
offering your valuable services, you owe it to yourself and your clients to build the
most effective and efficient practice possible. To do so, you need to take
advantage of the latest technology. Tracy Todd presents a number of
technologies that will help you build, maintain, and expand your practice. He
clearly walks you through the (surprisingly easy) process of creating your own
Web site, highlighting the usefulness of features such as online scheduling and
payment systems. He also provides overviews of podcasting, videocasting,
blogs, and electronic file management, pointing out the benefits of each, and how
you can go about applying these tools to your practice. The result is a book that
will help you streamline your administrative duties, while expanding your clinical
reach—thus helping your practice thrive.
Annotation. A practical guide to successfully achieving a fully computerised
system in primary care.
Over recent years information technology has become an increasingly important
part of counselling and psychotherapy. This innovative and broad-ranging text,
with contributions from internationally leading figures, provides an up-to-the-
minute, precise and practical guide to the different ways in which technology can
be used in therapeutic work, including e-mail and internet relay chat; telephone;
video-link and stand-alone software packages. As well as discussing vital ethical,
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theoretical and practical considerations for practitioners, the authors look at the
likely impact of these technologies on therapeutic relationships and the outcomes
that can be expected. Technology's impact is explored from the perspectives of
both therapists and clients, including individual therapy, groups, supervision and
training, and supported by extensive case studies.
Whether You Are An Expert In Medical Staff Services Or A Student Just Starting
Out, This Book Provides Solutions To The Most Common Dilemmas. This Guide
Provides A Comprehensive Look At All Major Functions Performed In A Medical
Staff Services Department. It Contains Practical Advice On Organizing Medical
Staff, Carrying Out Procedures, And Resolving Problems Related To
Credentialing And Privileging.
This book reflects each contributor's vision of the future, visions that range from
the enthusiastic and hopeful to the pessimistic and fearful.
LEED v4 Practices, Certification, and Accreditation Handbook, Second Edition,
provides users with a practical user-friendly roadmap that presents the guidelines for
selecting the LEED v4 rating system to better fit a particular project (e.g. LEED for
Building Design and Construction, LEED for Operations and Maintenance, LEED for
Interior Design and Construction, LEED for Building Design and Construction, or LEED
for Neighborhood Development). In addition, this comprehensive handbook carefully
explains the modifications in the credentialing process, including the new 3-Tier system
requiring applicants to first take the LEEDTM Green Associate exam, followed by the
LEEDTM Professional Accreditation exam. Practical strategies and guidelines for
applying LEED v4 project certification Annotated tables, checklists, charts, and
references to "quantum leap," LEED v4 Includes case studies with special focus is put
on key areas where most errors occur Demystifies LEED v4 requirements for project as
well as personal/professional LEED Certification Appendixes including sample exam
questions, acronyms and abbreviations and a glossary
This funny, touching picture book celebrates the difference a good teacher can make.
Written as a thank-you note to a special teacher from the student who never forgot her,
this moving story makes a great classroom read-aloud, and a perfect back-to-school gift
for students and teachers! Dear Teacher, Whenever I had something to tell you, I
tugged on your shirt and whispered in your ear. This time I’m writing a letter. So begins
this heartfelt picture book about a girl who prefers running and jumping to listening and
learning—and the teacher who gently inspires her. From stomping through creeks on a
field trip to pretending to choke when called upon to read aloud, this book’s young
heroine would be a challenge to any teacher. But this teacher isn’t just any teacher. By
listening carefully and knowing just the right thing to say, she quickly learns that the
girl’s unruly behavior is due to her struggles with reading. And at the very end, we learn
what this former student is now: a teacher herself. From award winning author Deborah
Hopkinson and acclaimed illustrator Nancy Carpenter, this picture book is made to be
treasured by both those who teach and those who learn.
This is what this book brings you: you support climate protection, quickly receive
compact information and checklists from experts (overview and press comments in the
book preview) as well as advice that has been tested in practice, which also leads to
success step by step thanks to AddOn. Because for the perfect application there are

Page 7/10



Read Book Template Letter About Going Paperless

thousands, sometimes contradictory advice. Is it better to apply online or is it still
possible to use the classic application folder? What should the perfect resume look
like? Is the much-discussed cover letter obsolete or still necessary for the employer-to-
be? What does the job interview look like? And what role do reputation management
and letters of motivation play? This book clarifies these and many other questions and
helps applicants to present themselves optimally as a personal brand to potential
employers during the application process and to gain experience. If you also know what
personnel managers really look for in a job interview, there's almost nothing standing in
the way of you being hired. We give you the best possible help on the topics of career,
finance, management, personnel work and life assistance. For this purpose, we gather
in each book the best experts in their field as authors - detailed biographies in the book
- , who give a comprehensive overview of the topic and additionally offer you success
planner workbooks in printed form. Our guidebooks are aimed primarily at beginners.
Readers who are looking for more in-depth information can get it for free as an add-on
with individual content in German and English as desired. This concept is made
possible by a particularly efficient, innovative digital process and Deep Learning, AI
systems that use neural networks in translation. Moreover, we give at least 5 percent of
our proceeds from book sales to social and sustainable projects. For example, we
endow scholarships or support innovative ideas as well as climate protection initiatives
and in some cases also receive government funding for this. With our translations from
German into English we improve the quality of neural machine learning and thus
contribute to international understanding. You can find out more on the website of our
Berufebilder Yourweb Institute. Publisher Simone Janson is also a bestselling author
and was one of the 20 most important German bloggers as well as columnist and
author of renowned media such as WELT, Wirtschaftswoche or ZEIT - more about her
in Wikipedia.
The Tongue and Quill has been a valued Air Force resource for decades and many
Airmen from our Total Force of uniformed and civilian members have contributed their
talents to various editions over the years. This revision is built upon the foundation of
governing directives and user's inputs from the unit level all the way up to Headquarters
Air Force. A small team of Total Force Airmen from the Air University, the United States
Air Force Academy, Headquarters Air Education and Training Command (AETC), the
Air Force Reserve Command (AFRC), Air National Guard (ANG), and Headquarters Air
Force compiled inputs from the field and rebuilt The Tongue and Quill to meet the
needs of today's Airmen. The team put many hours into this effort over a span of almost
two years to improve the content, relevance, and organization of material throughout
this handbook. As the final files go to press it is the desire of The Tongue and Quill
team to say thank you to every Airman who assisted in making this edition better; you
have our sincere appreciation!
Professional resume and cover letter writers reveal their inside secrets for creating
phenomenal cover letters that get attention and land interviews. Features more than
150 sample cover letters written for all types of job seekers, including the Before-and-
After transformations that can make boring letters fabulous.
Law Office Management for Paralegals, Fourth Edition is a comprehensive introduction
to law office management, emphasizing ethics, law office culture, law office systems,
and “soft skills,” such as communications and critical thinking. Assignments are drawn
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from real-world law office management situations and supported by innovative visual
aids and learning tools. Students get hands-on practice with timekeeping, conflicts-
checking, file management, trust accounting, business planning, correspondence, and
much more. They are exposed to law office software, such as Clio, and learn to perform
vital functions using other software and even freeware. Career profiles emphasize the
importance of involvement in professional organizations, advancement in the legal field
without obtaining a law degree, and that the legal profession is populated by men and
women of all ages and backgrounds. New to the Fourth Edition: New ethical
discussions: the obligation to keep up with current technology, disaster planning, and
dealing with clients using crowdfunding. New technology discussions: artificial
intelligence in legal practice, online notarization, client portals, and apps to make the
practice of law more efficient and mobile. New discussions of law as a business:
features of property insurance, malpractice insurance, insurance for and on employees;
trends in office space. New soft skills discussions: dealing with incivility in the legal
profession, managing staff through technology changes. Professors and students will
benefit from: Author Laurel A. Vietzen’s outstanding reputation in the paralegal market.
Drawing on her extensive background as a professor and practitioner, she clearly
presents basic law office management and organization. Well-crafted assignments
throughout the text help students hone practical skills such as critical thinking,
organization, general communication, and computer proficiency. The text is particularly
adaptable for an online or hybrid class.
WORKING, 5E gives users a solid grasp of how to prepare for work and life through
career planning, money management, and independent-living techniques. This text
spans the entire life/work cycle from career exploration all the way through planning for
retirement. By also expanding academic connections and adding 21st Century Skills
coverage, we provide a text that is matching the needs of industry and education.
Written in engaging and flexible content, this edition has new features such as
coverage of today's hottest careers, easy-to-remember rules for improving study skills,
and strong emphasis on 21st Century Skills. Access to Gale's online Career Transitions
is available with each text at no additional charge. This career search and resume
building tool allows students to immediately apply what they learn in the classroom.
Most chapters contain an activity that guides the student through the Career Transitions
program. With comprehensive coverage and special sections that focus on diversity,
listening skills, problem solving, and time management, this text provides the tools
needed to excel and succeed in both academic and professional careers. This revision
has a more concise format with a one-column classroom preferred internal design and
22 chapters instead of the previous editions 32 chapters. Important Notice: Media
content referenced within the product description or the product text may not be
available in the ebook version.
Now including information about Acrobat version 7.0 as well as 6.0, thisbook
takes lawyers through the processes of working with PDFdocuments, allowing
them to communicate like never before. They'lllearn how to create, control, and
more securely deliver intelligent, content-rich documents that can be opened by
anyone using AdobeReader. More and more court systems require electronic
filing, and thisis the definitive guide to the standard for those filing systems
ePortfolio Performance Support Systems: Constructing, Presenting, and
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Assessing Portfolios addresses theories and practices advanced by some of the
most innovative and active proponents of ePortfolios.
A comprehensive set of four Microsoft program guides for a range of users This
set comes with the Excel 2013 Bible, PowerPoint 2013 Bible, Access 2013 Bible,
and Word 2013 Bible. Tips, tricks, and techniques help you use four popular
programs effectively. You'll be guided into Excel, Word, Access and PowerPoint
2013 insights. Get help creating Excel formulas and spreadsheets. Then use the
Access guide so you're ready to organize, present, analyze, and share data.
Learn how to create tables, manipulate datasheets, and build databases that suit
your specific needs. You'll also find out the features of Word 2013 - from
document design to producing master documents. Collaborate in the Cloud,
format like a pro, and create forms and labels more easily. In the PowerPoint
2013 guide, you'll know the features and tools that make an impact. You'll also
learn to work with photos and charts in the program.
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