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» How to unlock some of the unused potential of your computer using functions
and tools that you may not be aware of and how these functions can increase
your effectiveness in your time management efforts

» Learn how to identify daily processes and workflows so as to identify if they may
present opportunities for you to automate various tasks while also increasing the
overall accuracy of your work product

« Participate in hands on exercises during the session to make your use of the

internet more productive while also learning how to maximize the use of Internet-
based resources
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