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Written for business-minded and experienced Office users, this task-oriented  guide goes directly to the bottom line, revealing optimal ways to perform  critical, challenging tasks. After fifteen years of teaching people how to be  more productive with Office, Courter and Marquis know users’ FAQs and understand  the way you use Office—as an integrated suite rather than as a collection of  separate applications. In Mastering Microsoft Office 2003 for Business  Professionals they focus on precious time-saving techniques that help you  streamline your day-to-day activities.

Inside, you’ll learn how to:

	Manage schedules, tasks, contacts (Outlook)  
	Build and deliver convincing, animated presentations (PowerPoint)  
	Create documents collaboratively (Word, Excel, PowerPoint)  
	Streamline mailings and messaging (Word, Outlook, Access, Excel)  
	Produce complex publications such as manuals, proposals, and contracts  (Word, FrontPage)  
	Publish documents on the Web (FrontPage, Word, Excel, PowerPoint)  
	Organize and secure documents (Word, Excel, Access, PowerPoint, Outlook)  
	Build robust, foolproof workbooks (Excel)  
	Design and develop data sources (Word, Excel, Access, Outlook)  
	Create templates for repetitive tasks (Word, Excel, PowerPoint)  
	Construct user input forms (Outlook, Access, Excel, Word)  
	Dissect data, and then present it in compelling ways (Excel, Access)  
	Tweak Office to fit the way you work (Word, Excel, Outlook, PowerPoint)  
	Use macros to do more with Office (Word, Excel, PowerPoint) 
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Introductory Analysis: A Deeper View of CalculusAcademic Press, 2000
Introductory real analysis can be an exciting course; it is the gateway to an impressive panorama of higher mathematics. But for all too many students, the excitement takes the form of anxiety or even terror; they are overwhelmed. For many, their study of mathematics ends one course sooner than they expected, and for many others, the doorways that...
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Benjamin Graham on Investing: Enduring Lessons from the Father of Value InvestingMcGraw-Hill, 2009
“They laid out a road map for    investing that I have now been    following for 57 years. There’s been    no reason to look for another.”    

—Warren Buffett, on the    writings of Benjamin Graham

Legendary investing author and philosopher    Benjamin Graham lived through    interesting times. Soon...
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The Definitive Guide to Google AdWords: Create Versatile and Powerful Marketing and Advertising CampaignsApress, 2012

	We often hear that the Internet has changed the world. It has most certainly changed the worlds of

	advertising, retail, news, and magazine and book publishing, and Google has played a central role in this

	change. If one were asked to fill in the blank in the sentence “Google is a(n) ___________ company” with

	what they...
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Building a Recommendation System with RPackt Publishing, 2015

	Learn the art of building robust and powerful recommendation engines using R


	About This Book

	
		Learn to exploit various data mining techniques
	
		Understand some of the most popular recommendation techniques
	
		This is a step-by-step guide full of real-world examples to help you...
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Convergence of Project Management and Knowledge ManagementScarecrow Press, 2010

	Knowledge is power, but this is especially true for teams carrying out a project. As in other arenas, the effective use of knowledge is possible only if it is readily accessible, well organized, properly analyzed, and competently disseminated to meet the project needs. Knowledge gained from project failures or successes is vital for the long...


	[image: ]	[image: ][image: Natural Language Processing with Java (Community Experience Distilled)]

Natural Language Processing with Java (Community Experience Distilled)Packt Publishing, 2015

	Explore various approaches to organize and extract useful text from unstructured data using Java


	About This Book

	
		Integrate basic tasks to tackle more complex NLP problems
	
		Train NLP models to address domain-specific problem areas
	
		Learn to use a variety of core NLP techniques...
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