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gathers tips on cleaning entertaining decorating home repairs
eliminating pet odors and solving health and beauty problems

presents the complete idiot s guide to collecting research including
advice on drafting a document summarizing and paraphrasing primary and
secondary sources and plagiarism

defines over 1 000 words in subject areas such as people computers
business law culture and government as well as foreign terms and new
words

most computer documentation is based on the assumption that the
computer s owner already knows something beyond the basics about
computer operation the complete idiot s guide to computer basics fifth
edition assumes differently this book places the reader in charge of
the computer rather than the other way around and correctly identifies
that the reader wants to do something practical with his or her
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computer but has little knowledge for doing so in the complete idiot s
guide to computer basics fifth edition readers will find clear
explanations of the basics of office programs ways to tap the power of
the internet information on finding lost or misplaced files coverage of
newsgroups message boards and mailing lists the basics of working with
music photos and video on your computer ways to help protect the
environment with green computing as well as maintenance and upgrading

you re no idiot of course you get tasks done quickly and efficiently at
the office and you always watch the bottom line but when it comes to
getting your staff to cooperate and meet company expectations you feel
like youre moses trying to part the red sea without gods help dont let
yourself get drowned the complete idiots guide to managing people
second edition provides you with all you need to know to ensure that
your tean functions like a well oiled machine and meets company
objectives

the complete idiot s guide to accounting second edition is for small
business owners novice bookkeepers and accounting clerks who need a
comprehensive overview of the monthly accounting process it guides
readers through the ins and outs of creating accounts conducting
transactions handling employees and payroll managing month end
procedures and issuing financial reports it also covers the various
types of accounting software programs available and how to use them to
manage a manual set of books in addition this new edition includes
updates to current corporate tax rates changes to inventory management
procedures an all new appendix featuring the latest government forms
changes to depreciation and sales taxes new and updated computer
software programs

you re no idiot of course you can serve up a mean s il vous plaît in a
french bistro live la vida loca for a night of margaritas and manage a
sayonara after sushi sake and karaoke but when it comes to throwing
around a little yiddish you feel like a total nebbish don t throw up
your hands in a helpless oy vey just yet the complete idiot s guide to
learning yiddish is your guide to this unique tongue whether you re
tackling rules of grammar or just throwing around some key phrases so
you sound a little less goyish in this complete idiot s guide you get a
fascinating explanation of how and why yiddish developed an easy
introduction to the yiddish alphabet as well as to the distinctive
sound of yiddish all the yiddish you ll need for communicating with
family and friends or for bargain hunting on new york s lower east side
a treasury of yiddish words and phrases for everything

you re no idiot of course you know how important it is to handle sticky
situations with tact and poise and that it s downright rude to talk
with your mouth full or slurp your soup you re always careful to mind
your manners but when you have to make an introduction or attend a
business banquet you feel like a blundering buffoon don t take your
name off the social register just yet the complete idiot s guide to
etiquette second edition will show you how to be polished polite and
professional whether you re at home at work or at play in this complete
idiot s guide you get simple solutions to common dining dilemmas easy
to follow gift giving guidelines foolproof ways to prepare a wedding
invaluable tips on sports and travel etiquette

the complete idiot s guide to golf second edition is here to help
anyone from a beginning weekend duffer to a solid intermediate player
this books specifically helps readers rethink technique deconstruct
their swing and examine their short game from the basics of the game
including rules and play to the strategy of course management these
authors go beyond grip and follow through to help readers look at the
total game and find those round winning shots they also cover drills
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and practices from tees to chip shots putting essentials specialty
shots and how to avoid having to use them and troubleshooting with new
coverage of gym workouts that will improve the golf game and some great
tips on dressing and acting the part this book is a well rounded guide
to all the basics of the game

offers advice on the etiquette of dining business correspondence
conversation sports and weddings

offers an introduction to statistics covering concepts and formulas
interpretation of data through different types of charts using computer
applications to simplify things and more advanced topics

you re no idiot of course you know that knowledge is power however
teamwork is the key in today s new corporate economy and keeping things
to yourself won t benefit you or your company but you don t have to
reinvent the wheel the complete idiot s guide to knowledge management
will show you exactly how to share information among your peers to help
your company achieve greater success in this complete idiot s guide you
get basic knowledge management models and concepts step by step
instructions on implementing the concept within your company or group
strategies for knowledge sharing the fundamentals of trying a pilot
program how information technology relates to knowledge management the
importance of culture in the program

the complete idiot s guide to psychology fourth edition provides an
easy to understand look at both this history and modern practice of
psychology interest in psychology extends well beyond the walls of
academia sigmund freud carl jung and william james are just a few
examples of the many people in psychology whose works remain popular
sellers demonstrating an ongoing popular interest in this field in the
fourth edition of the complete idiot s guide to psychology readers will
find what treatment works best for what problem how to use positive
psychology to make one s life even better one doesn t have to have a
problem to use psychology alternative mental health treatments for
example some parts of meditation can improve one s self esteem and ward
off depression how the mind and the body work with each other and how
one can improve their communication

published in january 1999 the complete idiot s guide to the biblewas a
sensation providing a readable overview to the entire bible it was
praised by readers for its wit ease of use as a reference tool and
accessible presentation of the amazing stories of the bible including
both the old and new testaments this revised edition continues to walk
both experienced bible readers and those seeking it out for the first
time through a chronological story by story and person by person
experience complete with maps of journeys and explanations of the acts
and epistles this book is the best beginner s guide on the market today

discusses american history from prehistory through 2006 including brief
biographical sketches of historical figures and events from popular
culture

as an adult who leads a busy life you have to deal with the stresses of
home work and family the buddhist idea of zen seeks to help you reduce
stress so that you can remain calm when conflicts arise this book
begins with the basics telling you what zen is and how you can use it
to deal with the situations that come up in your fast paced life

every high school and college student is looking for the magic bullet
the study tips and inside information that will get them the highest
grades with the least amount of effort possible even the best students
but especially those who aren t can have trouble focusing and
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concentrating on all the textbook pages class notes and other study
materials they deal with in every class every semester the complete
idiot s guide to study skills can help with the test method taking
responsibility for learning establishing success in the classroom
succeeding with writing tackling tough issues this book gives students
a guiding philosophy they can use for every class every time laying the
foundation for lifelong learning filled with tips success stories from
other students and mini assessments students will be empowered to
succeed in class preparation read with comprehension take exams with
confidence and more

you re no idiot of course you know the american revolution started when
those guys in boston threw some tea off a boat or was it when paul
revere made his famous ride let s face it when it comes to knowing
about our nation s struggle for independence our grade school memories
are about as trustworthy as benedict arnold don t blush red or white or
blue yet the complete idiot s guide to the american revolution is an
authoritative overview of the conflict filled with little known facts
that will enlighten even the most educated history buff in this
complete idiot s guide you get

interest in psychology extends well beyond the walls of academia
sigmund freud carl jung and william james are just a few examples of
the many people in psychology whose works remain popular sellers
demonstrating an ongoing popular interest in this field from students
looking for a comprehensive resource to those looking for a self help
book the complete idiot s guide to psychology third edition provides an
easy to understand look at both the history and the modern practice of
psychology

the secret to getting more checks on that to do list as companies and
workers are being pressured to do more for less new ways of becoming
more time productive are essential the complete idiot s guide to
getting things done gives readers the tools they need to increase
personal productivity in the workplace including how to visualize short
and long term goals tear down the walls of procrastination manage
energy instead of time streamline work space run productive meetings
work effectively with others and more over the past 10 years american
productivity has risen 46 while hours worked have remained flat bureau
of labor statistics books on personal productivity sell very well
author s related book the complete idiot s guide to managing your time
is phenomenally successful author is a nationally recognized speaker
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