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Mometrix Media LLC, 2013. Book Condition: New. Brand New, Unread Copy in Perfect Condition. A+ Customer Service! Summary: ***Includes
Practice Test Questions*** CAP Exam Secrets helps you ace the Certified Administrative Professional Exam, without weeks and months of endless
studying. Our comprehensive CAP Exam Secrets study guide is written by our exam experts, who painstakingly researched every topic and concept
that you need to know to ace your test. Our original research reveals specific weaknesses that you can exploit to increase your exam score more
than you've ever imagined. CAP Exam Secrets includes: The 5 Secret Keys to CAP Test Success: Time is Your Greatest Enemy, Guessing is Not
Guesswork, Practice Smarter, Not Harder, Prepare, Don't Procrastinate, Test Yourself; General strategies and Overview including: Testing Tips,
Certification, Why Certify?, Information Processing Cycle, Mainframe Computers, Telecommunication Processors, Telephone Services and Features,
Computer Networks, Network Topologies, Computer Conferences and Chat Rooms, Communication Tools, Coordination Tools, Search Engines and
Information Systems, Intentional Threats to Computers, E-Commerce Security, Systems Life Cycle, Types of User Interface, Databases, Operations
Applications, SoJware Procurement, Spreadsheets, Types of Secondary Storage, Panel Folding, Binding Processes, Planning an OKice, Ergonomics,
Lighting and Sound Control, Types of System Analyses, Typesetting and Digital Duplicating, Desktop Publishing, Electronic Commerce, Record
Cycle Steps, Business Reports and Forms, Card Systems, Filing Arrangements, Electronic Records Systems, Retrieval Systems, Protecting File
Integrity, Records Managers, Forms Management Factors, Filing Rules, Geographic and Subject Filing Systems, Verbal Communication Skills, Voice
Mail, Cell Phone Etiquette, Listening Sequence, and much more.
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