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This is a book unique in structure — a collection of ideas noted on index cards over a period of 40 years. Acclaimed mathematician Lloyd N Trefethen, Professor of Numerical Analysis at Oxford University, has created an intellectual diary, marking the development of his interests and ideas, from his teenage years to the present. These thoughts stand as signposts, directing us through a
mind that applies the same scientific discipline and rigor in everyday life as that needed for success in science and academia. Informative and entertaining, Professor Trefethen's Index Cards is a collage of observations of rare clarity, in subjects ranging from astronomy to family life, and from music to politics. The book will be of interest not only to other scientists and
mathematicians, but to anyone in the general public interested in discerning how a scientific outlook informs the way we see broader issues in the societies we live in. Contents:EgoKidsAging and DeathSexLiving with OthersThe Meaning of LifePolitics and SocietyCold War NukesEducationBritainFamous PeopleOptimizing Your LifeThe Life of the ProfessorMusicWordsWriting and
LiteratureMemoryMisperceptionsKnowledge and TruthAnalogiesBad LogicGod and ReligionGood and EvilScienceStars and PlanetsMathematicsBig NumbersMathematics and Science in Everyday LifeInventionsComputersLife and DNAHearts, Minds and Bodies Readership: Students and general public, mathematicians, mathematical scientists. Keywords:Index Cards;Idea Development;Philosophy;Computer
Science;Numerical Analysis;Mathematics and Science in Everyday LifeReviews: “What's especially original here is the book's structure. It's a collection of thoughts and questions, some playful, some very deep, each compact enough to fit on an index card. Nick has been writing these index cards to himself for the past 40 years. By arranging them longitudinally, he allows us to watch him
unfold, captured as if by time-lapse photography, as he matures from promising teenager to the Professor of Numerical Analysis and FRS at Oxford. Whether you're a fellow mathematician, or merely a fellow human being, you're in for a treat you'll never forget. I know of nothing else like it.” Steven Strogatz Cornell University
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 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.
Do you want to learn how to type fast? Do you want to learn how to write faster and complete your book, essay, or script in half the time? Wait no longer! It's time to save time, boost productivity, and double your typing speed. This book is neatly organized and will introduce you to the 7 keystones to success. The keystones are the key to learning how to type like a pro. No longer will
you have to use the inconvenient 'hunt-and-peck' approach. Here is what you'll learn: - How to set goals - How to choose the right keyboard - How to apply good ergonomics - How to touch type - How to identify and fix bad habits - How to write books 2x faster - Typing for beginners and experts - 35 typing tips and techniques - Enhance your touch typing skills for a lifetime - And much
more... Unlike the other guides out there, this book is full of quality material that is often left out in other guides. As an author with 10 years of typing experience, an average typing speed of 128 words per minute, and a volunteer at Typeracer.com, you can be assured you are learning from a reliable source. Additionally, many tips and techniques have been gathered from some of the
top typists in the world and various typing forums, all compiled and presented in an easy-to-read chapter. It doesn't matter if you can type 10 words per minute or 100, there will be value in this book for you. Think about this: If you are currently 30 years of age and type at 80 wpm for 2 hours a day 5 days a week until you are 60 years of age, and assuming you type at 40 wpm, you will
have saved 325 days of your life. 325 days of your life. If you are younger than 30 or continue typing past the age of 60, even better. Imagine what you could do with all that extra time. Spend more time building your business, bonding with your family and friends and traveling the world. The list is endless. The earlier you learn, the better, but it's never too late. Finally, 3 bonus
chapters have been included: 10 answers to questions I'm asked most frequently, how to make money by typing, and a case study on how I went from typing 0 - 125 words per minute and you can too. About the Author Brandon Nankivell was born in the Barossa Valley, South Australia. He is currently pursuing a Bachelor of Information Technology at the University of South Australia and became
the Junior World Unicycle Champion in 2010. His debut book 'How to Type Fast: Save Time, Boost Productivity, and Double Your Typing Speed' spawned from his passion for typing and shows readers how they can save hours of their life by learning to type properly. He is an active volunteer at Typeracer.com and types at an average rate of 128 words per minute. YOU'LL WISH YOU HAD LEARNED TO
TYPE FASTER EARLIER Scroll up and grab your copy today!
Learn how to take your work to the next level with this informative guide on the craft, business, and lifestyle of writing With warmth and humor, Paulette Perhach welcomes you into the writer’s life as someone who has once been on the outside looking in. Like a freshman orientation for writers, this book includes an in-depth exploration of all the elements of being a writer—from your
writing practice to your reading practice, from your writing craft to the all-important and often-overlooked business of writing. In Welcome to the Writer’s Life, you will learn how to tap into the powers of crowdsourcing and social media to grow your writing career. Perhach also unpacks the latest research on success, gamification, and lifestyle design, demonstrating how you can use
these findings to further improve your writing projects. Complete with exercises, tools, checklists, infographics, and behind-the-scenes tips from working writers of all types, this book offers everything you need to jump-start a successful writing life.
Touch Typing in Ten Hours
Touch Typing In Ten Hours
Automate the Boring Stuff with Python, 2nd Edition
How to Navigate Clueless Colleagues, Lunch-Stealing Bosses, and the Rest of Your Life at Work
Attached
A Novel
The RSA Typing and Word Processing Book
“Gripping and timely.” —People “The YA debut we’re most excited for this year.” —Entertainment Weekly “A book that knocks you off your feet while dropping the kind of knowledge that’ll keep you down for the count. Prepare to BE slain.” —Nic Stone, New York Times bestselling author of Dear Martin and Odd One Out Ready Player One meets The Hate U Give in this dynamite debut novel that follows a fierce teen game developer as she battles a real-life troll intent on ruining the Black Panther–inspired video game she created and the safe community it represents
for Black gamers. By day, seventeen-year-old Kiera Johnson is an honors student, a math tutor, and one of the only Black kids at Jefferson Academy. But at home, she joins hundreds of thousands of Black gamers who duel worldwide as Nubian personas in the secret multiplayer online role-playing card game, SLAY. No one knows Kiera is the game developer, not her friends, her family, not even her boyfriend, Malcolm, who believes video games are partially responsible for the “downfall of the Black man.” But when a teen in Kansas City is murdered over a dispute in
the SLAY world, news of the game reaches mainstream media, and SLAY is labeled a racist, exclusionist, violent hub for thugs and criminals. Even worse, an anonymous troll infiltrates the game, threatening to sue Kiera for “anti-white discrimination.” Driven to save the only world in which she can be herself, Kiera must preserve her secret identity and harness what it means to be unapologetically Black in a world intimidated by Blackness. But can she protect her game without losing herself in the process?
This comprehensive guide is filled with great ideas, practical help, and straightforward guidance for anyone planning their own publication. It covers newspapers, magazines, journals, newsletters, electronic newsletters, and e-zines.
The aim of this book is to answer some of the questions asked by struggling writers, wheter of fiction, non fiction, drama, poetry or articlesThe book offers help and advice ranging from copyright to getting an agent.
A collection of seventeen wonderful short stories showing that two-time Oscar winner Tom Hanks is as talented a writer as he is an actor. A gentle Eastern European immigrant arrives in New York City after his family and his life have been torn apart by his country's civil war. A man who loves to bowl rolls a perfect game--and then another and then another and then many more in a row until he winds up ESPN's newest celebrity, and he must decide if the combination of perfection and celebrity has ruined the thing he loves. An eccentric billionaire and his faithful
executive assistant venture into America looking for acquisitions and discover a down and out motel, romance, and a bit of real life. These are just some of the tales Tom Hanks tells in this first collection of his short stories. They are surprising, intelligent, heartwarming, and, for the millions and millions of Tom Hanks fans, an absolute must-have!
Touch-type in 5 Days
SLAY
Learn Touch Typing With Our Free Typing Practice: Typing Master
Shatter Me
How to Type Fast
The New Science of Adult Attachment and How It Can Help You Find--and Keep-- Love
If you use a keyboard you need this book. Most of us use computers - many of us all the time - but how many of us can type properly? 'When you've learned how to touch type a 3000 word report will take you less than 1 hour to type!' With this book you can learn to 'touch type' in ten hours at a fraction of the cost of a course. It will also take you less time than the average course and, best of all, you can learn in
your own home or office. Just think how much time you will save in your working day - and you will be able to concentrate on the content rather than finding the correct letters. Touch Type in Ten Hours contains easy-to-use lessons divided into manageable one hour blocks, and there are plenty of exercises to consolidate what you have learned. There is also a reference guide giving useful 'tips of the trade'. This new
edition goes on to show you how to use Microsoft Word 2007 to best advantage. Most of us want to learn all the basics as quickly as possible and in no time at all you should be able to do everything from simple word processing tasks such as moving blocks of text, to more complex tasks such as mail merge, graphics and creating newspaper style columns. Spend a few hours now and reap the benefits for a lifetime, whether
you are using a keyboard at work or at home. Contents: Preface; Introduction; Getting started; Part 1 - Drills, Hour 1: The Home Keys a, s, d, f, j, k, l, and; Consolidation; Hour 2: e and i, g and h; Consolidation; Hour 3: o and n, shift keys and t 20; Consolidation; Hour 4: Extra practice, full stop and y; Consolidation; Hour 5: Comma and w, r and b; Consolidation; Hour 6: m and u, p and c; Consolidation; Hour 7: v
and x, q and z; Consolidation; Hour 8: Sentence drills; Hour 9: Figures; Consolidation; Hour 10: Alphabetical paragraphs; Part 2 - Additional Touch Typing Practice Material: Sentence practice; Paragraph practice; Longer practice pieces; Tasks 1-10; Part 3 - Microsoft Word Theory: AN INTRODUCTION TO WORD 2007; Running Word; The Opening Screen; Selecting Commands; Standard Toolbar; Formatting Toolbar; THE BASICS OF
USING MICROSOFT WORD; Preparing, Saving and Printing a Document; Files and Folders; Getting Help; Selecting Text; Using Bold, Italic and Underline; Changing the Case of Text; Centreing Text; Moving or Copying Text; Indenting Paragraphs; Inserting Symbols; Line Spacing; Changing the Alignment of Text; Centring Text on a Page; Changing the Paper Size; Using Print Preview; Using Tabs; Page Numbering; Inserting a Page
Break; Changing Margins; MORE ADVANCED FEATURES IN WORD; Tables; Mail Merge; Mail Merge to Include Labels; Graphics; Using Bullets and Numbering; Columns; Part 4 - Reference Guide: Important symbols and general rules; More general rules; Line spacing; Fonts; Margins; Paper sizes Manuscript correction signs; Abbreviations and their correct spellings; Putting together sentences and paragraphs; The business letter;
Memos; Emails; Reports; Illustrations: Correct sitting position; Hand chart.
"With this book you can learn to touch type and 10 hours at a fraction of the cost of the course." Most people use computers today, but how many of us can type? Learning to touch type with this method takes only 10 hours. You will reap the benefits for a lifetime, whether you are using a keyboard at work or at home. The easy-to-use lessons are provided into manageable one-hour blocks and there are plenty of exercises
to consolidate what you have learned. And touch-typing is a skill that can make you money as well as saving you time.
Touch Typing in Ten HoursHow to Books Limited
Do you need to learn to type in a hurry? Or do you just need a refresher course to practice with and tone up your skills? This is the shortest typing course that covers all of the fundamental skills of touch typing. This classic handbook, which has literally taught more than a million people the basics of typing, can teach you too. Touch Typing in 10 Lessons starts by teaching you the basic combinations for fingering
the keyboard, and then helps you master the entire alphabet. Once you’ve learned the alphabet, the book jumps right into capitals, punctuation, and numbers. Learning the keyboard is just the beginning. The book will teach you how to set up professional business letters and tricks to help you get the most out of your word processor. There are dozens out of your keystrokes. There are dozens of drills that will help you
develop the accuracy and speed you need in school and at the office. Finally, there are practice tests that will help you get over fears concerning typing tests and that will help build up your speed on the keyboard.
The Happiness Equation
Some Stories
Touch Typing in 10 Hours
Girls They Write Songs About
The First 20 Hours
Learn the best techniques for keyboarding like a pro
A Typing Manual for Beginners
The gripping first installment in New York Times bestselling author Tahereh Mafi’s Shatter Me series. One touch is all it takes. One touch, and Juliette Ferrars can leave a fully grown man gasping for air. One touch, and she can kill. No one knows why Juliette has such incredible power. It feels like a curse, a burden that one person alone could never bear. But The Reestablishment sees it as a gift, sees her as an opportunity. An opportunity for a deadly weapon. Juliette has never fought for herself before. But when she’s reunited with the one person who ever cared about
her, she finds a strength she never knew she had. And don’t miss Defy Me, the shocking fifth book in the Shatter Me series!
A basic typing handbook using the self-teaching, learn-at-your-own-speed methods of one of New York’s most successful business schools. This practical guide offers specialized drills, speed and accuracy timings, centering and tabulating, finished business letters, how to make corrections and copies, proofreaders’ symbols, as well as trouble-saving tips.
The #1 international bestseller from the author of The Book of Awesome that “reveals how all of us can live happier lives” (Gretchen Rubin). What is the formula for a happy life? Neil Pasricha is a Harvard MBA, a New York Times–bestselling author, a Walmart executive, a father, a husband. After selling more than a million copies of the Book of Awesome series, wherein he observed the everyday things he thought were awesome, he now shifts his focus to the practicalities of living an awesome life. In his new book The Happiness Equation, Pasricha illustrates how to
want nothing and do anything in order to have everything. If that sounds like a contradiction in terms, you simply have yet to unlock the 9 Secrets to Happiness. Each secret takes a piece out of the core of common sense, turns it on its head to present it in a completely new light, and then provides practical and specific guidelines for how to apply this new outlook to lead a fulfilling life. Once you've unlocked Pasricha’s 9 Secrets, you will understand counter intuitive concepts such as: Success Does Not Lead to Happiness, Never Take Advice, and Retirement Is a Broken
Theory. You will learn and then master three brand-new fundamental life tests: the Saturday Morning Test, The Bench Test, and the Five People Test. You will know the difference between external goals and internal goals and how to make more money than a Harvard MBA (hint: it has nothing to do with your annual salary). You will discover that true wealth has nothing to do with money, multitasking is a myth, and the elimination of options leads to more choice. The Happiness Equation is a book that will change how you think about pretty much everything—your time,
your career, your relationships, your family, and, ultimately, of course, your happiness.
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 must-read 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 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
The Writer's Guide to Getting Published
Touch Typing Made Simple
Typing for Beginners
Typing Academy
Learn Touch Typing in 12 Simple Lessons
Trefethen's Index Cards
Welcome to the Writer's Life
A self-teaching course designed for beginners and professionals to learn and improve touch typing skills. This book will provide you with tips and tricks to learn or improve the touch-typing skill without using typing software. For quick reference, handcharts are included. The practice lessons cover all the keys i.e. alphabets keys, numbers keys, and punctuation keys. It is the best book to quit hunting and pecking habits.
There are many excellent R resources for visualization, data science, and package development. Hundreds of scattered vignettes, web pages, and forums explain how to use R in particular domains. But little has been written on how to simply make R work effectively—until now. This hands-on book teaches novices and experienced R users how to write efficient R code. Drawing on years of experience teaching R courses, authors Colin Gillespie and Robin Lovelace provide practical advice on a range of topics—from optimizing the set-up of RStudio to leveraging
C++—that make this book a useful addition to any R user’s bookshelf. Academics, business users, and programmers from a wide range of backgrounds stand to benefit from the guidance in Efficient R Programming. Get advice for setting up an R programming environment Explore general programming concepts and R coding techniques Understand the ingredients of an efficient R workflow Learn how to efficiently read and write data in R Dive into data carpentry—the vital skill for cleaning raw data Optimize your code with profiling, standard tricks, and other methods
Determine your hardware capabilities for handling R computation Maximize the benefits of collaborative R programming Accelerate your transition from R hacker to R programmer
Alphabet based typing manual for individuals learning the English alphabet and language
"Most people use computers today, but how many of us can type? Learning to touch type with Ann Dobson's method takes only 10 house. You will reap the benefit for a lifetime, whether you are using a keyboard at work or at home. the easy-to-use lessons are divided into manageable 1 hour blocks and there are plenty of exercises to consolidate what you have learned. And touch typing is a skill that can make you money as well as saving you time" -- back cover.
Simple Ideas on Presentation Design and Delivery
Zoom-Type
Learn How To Type Faster
How to Learn Anything . . . Fast!
Out of My Mind
Touch Typing in Ten Lessons
Keyboarding Made Simple

Overview: If you use a keyboard you need this book. Most of us use computers - many of us all the time - but how many of us can type properly? 'When you've learned how to touch type a 3000 word report will take you less than 1 hour to type!' With this book you can learn to 'touch type' in ten hours at a fraction of the cost of a course. It will also take you less time than the average course and, best of all, you can learn in your own home or office. Just think how much time you will save in your working day - and you will be able
to concentrate on the content rather than finding the correct letters. Touch Type in Ten Hours contains easy-to-use lessons divided into manageable one hour blocks, and there are plenty of exercises to consolidate what you have learned. There is also a reference guide giving useful 'tips of the trade'. This new edition goes on to show you how to use Microsoft Word 2007 to best advantage. Most of us want to learn all the basics as quickly as possible and in no time at all you should be able to do everything from simple word
processing tasks such as moving blocks of text, to more complex tasks such as mail merge, graphics and creating newspaper style columns. Spend a few hours now and reap the benefits for a lifetime, whether you are using a keyboard at work or at home.
A textbook introducing computer keyboard typing skills with drills and exercises.
Suitable for people learning typing and word-processing at school, college, work or home, this book is published in association with the RSA Examinations Board and prepares students for NVQs through an emphasis on work-related integrated activities. A corresponding tutor's pack is also available. The practice material and exam-style tasks allow for student autonomy which prepares them for the workplace. The book speeds up and maintains interest during the learning process by combining keyboard skills with the learning
of new techniques such as letter layout.
Teach yourself how to type in 5 days instead of wasting all year on it. Zoom-Type is a revolutionary breakthrough in teaching touch-typing FAST by using the right brain. 100s of quick snapshots and a musical finger march get you seeing, saying, and tapping the correct keys with the correct fingers in just 5 days (each session lasts 5 minutes). For ages 4 to 94. Totally portable-no computer necessary. This is the only right-brain typing course on the market. You'll be speed-typing while students trying other programs are still just
getting started. Most computer-based programs designed to teach typing are still in the dark ages, pedagogically. The brain learns best by pictures. This typing course is unique in 3 ways: (1) Spaced repetition-five-minute lessons, several times a day! Away with hour-long drudgery! Rapid-fire quick imprints of the autonomic nervous system gets the job done. (2) Right brain-uses the picture side of the brain, not just the left side as other typing methods do. With Zoom-Type, you subconsciously learn where the letters LIVE, not
just what they ARE. (3) Splintered skills-you learn each skill separately, in small increments, and then when you put them together all the brain has to do is jump the synapses between the already acquired mini-skills. The brain is tricked into thinking the whole task is super EASY. THIS VERSION IS ONLY THE PAPERBACK BOOK. IT IS POSSIBLE TO LEARN THIS PROGRAM WITH ONLY THIS BOOK, BUT USING THE AUDIO FILES IS HIGHLY RECOMMENDED. Contact Homeschool How-Tos at
HOMESCHOOLHOWTOS.COM to order those MP-3 files for immediate download via WeTransfer.com after you received this book.
Save 1 Hour Per Day [40 Hours Per Month]
Producing Successful Magazines, Newsletters and E-zines
Hiroshima
Ask a Manager
How to Design Your Writing Craft, Writing Business, Writing Practice, and Reading Practice
Eat That Frog!
Proven Techniques for Any Exam That Will Guarantee Success
A power ballad to female friendship, Girls They Write Songs About is a thrumming, searching novel about the bonds that shape us more than any love affair. We moved to New York to want undisturbed and unchecked. And what did we want? New York, 1997. As the city’s gritty edges are being smoothed into something safer and shinier, two aspiring writers meet at a music magazine. Rose—brash and self-possessed—is a staff writer. Charlotte—hesitant, bookish—is an editor. First wary, then slowly admiring, they
recognize in each other an insatiable and previously unmatched ambition. Soon they’re inseparable, falling into the kind of friendship that makes every day an adventure, and makes you believe that you will, of course, achieve extraordinary things. Together, Charlotte and Rose find love and lose it; they hit their strides and stumble; they make choices and live past them. They say to each other, “Don’t ever leave me.” It’s their favorite joke, but they know that they could never say a truer thing. But then the
steady beats of their sisterhood fall out of sync. They have seen each other through so much—marriage, motherhood, divorce, career glories and catastrophes, a million small but necessary choices. What will it mean if they have to give up dreaming together? That the friendship that once made them sing out now shuts them down? And even if they can reconcile themselves to the lives they’ve chosen, can they make peace with the ones they didn’t? As smart and comic as it is gloriously exuberant, Carlene
Bauer’s Girls They Write Songs About takes a timeless story and turns it into a pulsing, wrecking, clear-eyed tale of two women reckoning with the loss of the friendship that helped define them, and the countless ways all the women they’ve known have made them who they are.
Touch typing is typing without looking at the keyboard. The fundamental idea is that each finger is given its section of the keyboard and your fingers learn the location of the keyboard through practicing regularly and gaining muscle memory to eventually build up speed whilst typing. Learning to touch-type with this method takes only 10 hours. You will reap the benefits for a lifetime, whether you are using a keyboard at work or home. The easy-to-use lessons are provided into manageable one-hour blocks and
there are plenty of exercises to consolidate what you have learned. And touch-typing is a skill that can make you money as well as saving you time.
Whatever exams you're taking, this book really will make a big difference to your performance - at professional or academic level; Master's or GCSE; A level, essay or multiple choice. Many hard working, intelligent people still fail their exams through lack of confidence or poor exam technique. At least fifty per cent of a candidate's chances are down to: *Taking the right attitude into the exam *Using simple but very effective techniques in the exam itself *Approaching your course of study in the right way These
factors are your guarantee of success. They are easy to learn and proven beyond doubt. They will also boost your confidence so that you arrive in the exam room both ready and able to succeed. Contents: Preface; 1. Getting a sensible perspective; 2. What examiners want; 3. Getting set for success; 4. The role of parents, partners and fellow students; 5. Revision; 6. Special techniques; 7. As the exam approaches; 8. The exam; Index.
Featuring an easy-to-learn method to touch type, this edition includes how to use Microsoft Word 2007 to best advantage.
Uncommon Type
Quick Way to Learn English Typing
21 Great Ways to Stop Procrastinating and Get More Done in Less Time
Forty Years of Notes about People, Words and Mathematics
Efficient R Programming
A Practical Guide to Smarter Programming
Computer Keyboarding for Beginners
FOREWORD BY GUY KAWASAKI Presentation designer and internationally acclaimed communications expert Garr Reynolds, creator of the most popular Web site on presentation design and delivery on the Net — presentationzen.com — shares his experience in a provocative mix of illumination, inspiration, education, and guidance that will change the way you think about making presentations with PowerPoint or Keynote. Presentation Zen challenges the conventional wisdom of making "slide presentations" in today’s world and
encourages you to think differently and more creatively about the preparation, design, and delivery of your presentations. Garr shares lessons and perspectives that draw upon practical advice from the fields of communication and business. Combining solid principles of design with the tenets of Zen simplicity, this book will help you along the path to simpler, more effective presentations.
* This book useful to who wants to learn keyboard typing without seeing the keyboard * Today computer and internet used by each and every one. but most of them struggle to type characters. They search every characters while typing. It will take more time to finish single page of document. So i plan to teach the typing method in proper manner* If you are follow the lesson and practice in your home or office 30 minutes per day I assure you. definetly you will become a master of keyboard typing. This is my aim who purchase this
book they will become a good in typing master in keyboard* If you practiced all the lessons, once again start from lesson1 to end of the lesson You will see your keyboard fingering mistakes are reduced * Practice makes a man perfect.So continuously practice it, to become a master of keys.* I assure you. If you complete the lessons properly then you love the keys while typing
Every idea in this book is focused on increasing your overall levels of productivity, performance, and output and on making you more valuable in whatever you do. You can apply many of these ideas to your personal life as well. Each of these twenty-one methods and techniques is complete in itself. All are necessary. One strategy might be effective in one situation and another might apply to another task. All together, these twenty-one ideas represent a smorgasbord of personal effectiveness techniques that you can use at any time,
in any order or sequence that makes sense to you at the moment. The key to success is action. These principles work to bring about fast, predictable improvements in performance and results. The faster you learn and apply them, the faster you will move ahead in your career - guaranteed! There will be no limit to what you can accomplish when you learn how to Eat That Frog!
A clear manual that gives information on specialized topics like types of letters, tabulations, & addressing envelopes.
Practical Programming for Total Beginners
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Want Nothing + Do Anything = Have Everything
Save Time, Boost Productivity, and Double Your Typing Speed
Typing Lessons for Beginners
Touch Typing Tips: All The Touch Typing Tutors
Spend a Few Hours Now and Gain a Valuable Skills for Life
A Basic Typing Handbook Using the Self-Teaching, Learn-at-Your-Own-Speed Methods of One of New York's Most Successful Business Schools

Forget the 10,000 hour rule— what if it’s possible to learn the basics of any new skill in 20 hours or less? Take a moment to consider how many things you want to learn to do. What’s on your list? What’s holding you back from getting started? Are you worried about the time and effort it takes to acquire new skills—time you don’t have and effort you can’t spare? Research suggests it takes 10,000 hours to develop a new
skill. In this nonstop world when will you ever find that much time and energy? To make matters worse, the early hours of practicing something new are always the most frustrating. That’s why it’s difficult to learn how to speak a new language, play an instrument, hit a golf ball, or shoot great photos. It’s so much easier to watch TV or surf the web . . . In The First 20 Hours, Josh Kaufman offers a systematic
approach to rapid skill acquisition— how to learn any new skill as quickly as possible. His method shows you how to deconstruct complex skills, maximize productive practice, and remove common learning barriers. By completing just 20 hours of focused, deliberate practice you’ll go from knowing absolutely nothing to performing noticeably well. Kaufman personally field-tested the methods in this book. You’ll have a
front row seat as he develops a personal yoga practice, writes his own web-based computer programs, teaches himself to touch type on a nonstandard keyboard, explores the oldest and most complex board game in history, picks up the ukulele, and learns how to windsurf. Here are a few of the simple techniques he teaches: Define your target performance level: Figure out what your desired level of skill looks like, what
you’re trying to achieve, and what you’ll be able to do when you’re done. The more specific, the better. Deconstruct the skill: Most of the things we think of as skills are actually bundles of smaller subskills. If you break down the subcomponents, it’s easier to figure out which ones are most important and practice those first. Eliminate barriers to practice: Removing common distractions and unnecessary effort makes
it much easier to sit down and focus on deliberate practice. Create fast feedback loops: Getting accurate, real-time information about how well you’re performing during practice makes it much easier to improve. Whether you want to paint a portrait, launch a start-up, fly an airplane, or juggle flaming chainsaws, The First 20 Hours will help you pick up the basics of any skill in record time . . . and have more fun
along the way.
Considered by many to be mentally retarded, a brilliant, impatient fifth-grader with cerebral palsy discovers a technological device that will allow her to speak for the first time.
Most people use computers today, but how many of us can type well? This book teachers readers to touch-type in ten hours, with easy-to-learn techniques split up into manageable one-hour blocks.
“Over a decade after its publication, one book on dating has people firmly in its grip.” —The New York Times We already rely on science to tell us what to eat, when to exercise, and how long to sleep. Why not use science to help us improve our relationships? In this revolutionary book, psychiatrist and neuroscientist Dr. Amir Levine and Rachel Heller scientifically explain why why some people seem to navigate
relationships effortlessly, while others struggle. Discover how an understanding of adult attachment—the most advanced relationship science in existence today—can help us find and sustain love. Pioneered by psychologist John Bowlby in the 1950s, the field of attachment posits that each of us behaves in relationships in one of three distinct ways: • Anxious people are often preoccupied with their relationships and
tend to worry about their partner's ability to love them back • Avoidant people equate intimacy with a loss of independence and constantly try to minimize closeness. • Secure people feel comfortable with intimacy and are usually warm and loving. Attached guides readers in determining what attachment style they and their mate (or potential mate) follow, offering a road map for building stronger, more fulfilling
connections with the people they love.
Spend a Few Hours Now and Gain a Valuable Skill for Life
The Famous Ben'Ary Method -- The Shortest Complete Home-Study Course in the Fundamentals of Touch Typing
How To Pass Your Exams
Presentation Zen
The ABCs of Keyboarding
"A new edition with a final chapter written forty years after the explosion."
Leave hunt-and-peck to the chickens. Effective and efficient keyboarding is more than tapping the correct letter. Designed for individual and classroom use, this book teaches you to react to letters instead of finding them on the keyboard. This breakthrough guide brims with step-by-step exercises for keyboarding with ease. Develop your digital dexterity with Keyboarding Made Simple. Topics covered include: • correct body positioning and posture • basic letters, numbers, and symbols • faster keyboarding using AutoWords and AutoBlends • using text alignment and justification • envelopes and letters • using columns to create newsletters • avoiding common errors •
mastering the keypad • handling electronic communication
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