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Click the eBook Full Text link to read the book in the eBook Viewer tool.

Click the Download (Offline) link to check out the book and read it on your computer
using Adobe Digital Editions. (See Downloading an eBook below)

Note: Libraries that have eBook download capabilities enabled will see a Download
(Offline) link.

5. Click the Table of Contents link to view the chapters of an eBook. You can go directly
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eBook Detailed Record

A Detailed Record can be viewed by clicking an eBook title in the Result list. From the Detailed
Record, you can read or download the eBook using the links in the left column. From the right
column, you can print, email, save, or export the record, as well as add the details about the
eBook to your folder.
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At the bottom of the Detailed Record, you can view Search Terms Within this eBook and the
Table of Contents. Both sections can be collapsed or expanded by clicking the plus (+) or
minus (-) in the upper left corner of the section.

—) Search Terms Within this eBook

3 The Staff MosaicWorking Together

As a manager, you'll work with everyone on your team, but in the business world of today—and
tomormrow—the members of that team might be located in Bangalore, Chicago, Paris, and Sao Paulo;
and you have to be sure every party understands every other party. As workers are added to your
roster and customers are added to your book of business, learn about each one of them because all
business s person-to-person. 7 keyword hits - Viewr Now

Y

Gary Grossman is the founder and president of Venn Strategy Group Inc. Venn helps companies
measure and manage the fi nandial impact of dependent. business units working independently (the
silo effect). Grossman is an international consultant and trainer with expertise in using businass
inteligence and technology to build an integrated performance-management culture. 4 keyword hits
- View Now

13 Conducting Meaningful Performance Reviews

Is production on schedule? Has inventory been consistent? When you measure these business
metrics accurately and effectively, you can take action to correct where necessary, modify where
appropriate, or reinforce where benefi cial. Your employees are as important as any other asset in your
business. Therefore, you need to monitor and nurture them as such. But they have an extra
dimension; they are 3 keyword hits - View Now

-) Table of Contents

e Search Terms Within this eBook: Displays the most relevant sections of the eBook in
which your search terms appear in the text.

e Table of Contents: Displays the Table of Contents for the eBook you are viewing.
Clicking on a hyperlinked chapter opens the chapter in the eBook Viewer tool.
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eBook Viewer

eBooks can be read online in the eBook Viewer by clicking the eBook Full Text link in the
Result list or Detailed Record.

Note: If you are using a Mac, you will need to install a PDF Browser plug-in in order to use the

eBook Viewer.

Click to download the Schubert|it plug-in.

o Folder
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In the top toolbar of the eBook Viewer, you can click the Back, New Search, or Exit links to
check in the eBook after you have finished viewing it.

Included in the Tools column on the right, are tools that allow you to search within the text of the
eBook and save a note on the eBook in your My EBSCOhost folder.

o Q_Click the magnifying glass icon to search for terms within the eBook.

o

° - Click the note icon to create a note about the eBook or a page of the eBook and
save it to your personal folder.

. - Click the dictionary icon to search for definitions of words in the eBook you are

reading.
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Using the eBook Viewer Toolbar

In the role of counselor, you are an authority figure whose

objective is to listen attentively and sensitively to employees who

Fit Page to Viewport: Click the icon to fit the entire page into the viewport.

Fit Page Width: Click the icon to fit the page by width in the viewing area.

Fit Page: Click the icon to view the entire page in the viewing area.

Zoom Out: Click the icon to zoom out on the page.

Zoom In: Click the icon to zoom in on the page.

In the role of counselor, you are an authority figure whose

objective is to listen attentively and sensitively to employees who

Location Slider: Drag the location slider right or left to go to a specific page of the
eBook. The left and right arrows on either side of the slider bar take you to the beginning
or end of the eBook. The page number updates in the Page Navigation box as you drag
the location slider.

Page Navigation: Use the page navigation arrows to move up or down one page at a
time or enter a page number in the field provided and click Go.

EPUB Format

EPUB is an open eBook standard and file format that allows you to increase the size of the font,
enabling you to optimize the viewing experience on desktop computers, smart phones, and
tablets.

In cases when you are viewing an eBook in EPUB format, the toolbar appears as shown.

wheeled overhead, intent, I knew, on the carcass of a domestic goat the
leopard was guarding.

o Fit Page to Viewport: Click the icon to fit the entire page into the viewport.

e Zoom Out: Click the icon to display the text in a smaller font size.

e Zoom In: Click the icon to display text in a larger font size.

Note: EPUB format is not compatible with Internet Explorer browsers 7 & 8. When trying to

open an EPUB format eBook in IE 7 or 8, you are prompted to upgrade your browser to IE
9. For more info about EPUB, click here.
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Downloading an eBook

If your library offers eBook download capabilities, you may choose to download an eBook to
your computer and read it offline at a later time.

Note: Adobe® Digital Editions 1.7.1 or higher is required for offline viewing. This free software
can be downloaded from http://www.adobe.com/products/digitaleditions.

To download an eBook:
1. Click the Download (Offline) link for the eBook you would like to download.

L . Citation Classics From the Journal of Business Ethics : Celebrating the First Thirty Years of

Publications=

By: Poff, Deborah C.; Michalos, Alex C. In: Advances in Business Ethics Research,. Springer. 2013. eBook.
Subjects: BUSINESS & ECOMOMICS | Business Ethics; Business ethics

Database: eBook Collection (EBSCOhost)

= Add to folder

B eBook Full Text Download (Offling)

Table of Contents

If you are not logged into your My EBSCOnhost folder, you are prompted to do so.

2. Select a Checkout period from the drop-down menu and click the Checkout &
Download button.

Note: For some titles, you may see the option to select either the PDF or ePub format
for your download. ePub is an open format that allows you to resize the text, enabling
you to optimize the viewing experience on desktop computers, smart phones, and
tablets.

Download This eBook (Offline)

Title: The OPEC Fund for International Development : The Formative Years

Checkout Period (in days): |84 |+

Format: O PDF ® ePub

Checkout & Download Cancel
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The eBook is added to the Checkout area of the folder, accessible from the upper-right
corner of the EBSCOhost interface. If you are not logged into your My EBSCOhost
folder, you are prompted to do so.

3. Select Open with or Save File from the resulting dialog box.

Download This eBook (Offline)

« The eBook was checked out successfully

The system should have automatically prompted you to dowgload 2 _tho cRoo 2 QLo dounlo title from
your "Checkouts" folder. Opening URLLink.acsm

Yiew Your Checkouts Folder Mow
¥ou have chosen ko open

URLLink.acsm
whichis a: Adobe Content Server Message
After downloading the files you must view eBook titles with Adobe O fram: http:/fepwebl int.epnet.com

Having Trouble?

Yiewing Requirements What should Firefox do with this file?

Adaobe® Digital Editions 1.7.1 aor higher is required for offline wiewir| (3) ! Open with: | Adobe Digital Editions {default)

The free download {(Windows® and Mac ©5) takes less than a minu () SaveFile

[] Do this auromatically Far files like this From now on.

If you select Open with, your eBook is opened with Adobe® Digital Editions. If you
select Save file, the eBook is saved to your computer and can be opened with Adobe®
Digital Editions at a later time.

4. When a downloaded eBook is opened, it is displayed in Adobe® Digital Editions.
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