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I Getting Started with eBooks

Step 1:

Create an Amazon account if you don’t already have one. https://www.amazon.com

Step 2:

Check your email.

A Gift for You

You've received a gift from ROBERT CASTILLO!

Administrative Assistant's and Secretary’s

i | Handbook (Kindle Edition)
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7 ASSISTANT’S &
s SECRETARY’S

Message:
Hope you enjoy the book!
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amazonkindle

Step 3:

Click on the button “Get your Kindle book gift now” M

Step 4.
A. If you already have the Kindle App installed, you should click “Accept Gift”. Then skip to Step 5.

Make sure to identify where you want it delivered to. (Your Kindle App may be available on

more than 1 of your devices; phone, iPad, computer. Once the eBook is downloaded you Secsercift
should be able to access it on all devices with the App).

B. If you don’t have the Kindle App to download your book into click on “Read on any device” at the .
bottom left corner of the webpage. _ READ ON

ANY DEVICE

g Gt free Kindle app

Accept Gift
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Accept your Kindle book Gift from ROBERT CASTILLO

Administrative Assistant's and Secretary's Handbook kindle Edition e B iles S ah sa A

by James Stroman > (Author), Kevin Wilson ~ (Author), Jennifer Wauson (Author) Not you? Sign Out

Fh Ak v T6ratings

§ ADMINISTRATIVE No day is the same. No hour is the same. Not even the boss’s moods are ever the samel The Accept Gift
o ASSISTANT’S & expectations and duties of the modemn-day administrative assistant are higher and more stressful than By clicking "Accept GIFt" you a
‘é’- SECRETARY;S ever before. From managing the phones, coordinating meetings, and preparing presentations to planning Amazon's Conditions of Use and Kindle Store
. events, crafting clear business communications, and deciphering legal documents, administrative Terms of Use
assistants need 1o be everything to everyone, all the time--and all with a smilel They spend all day Deliver to:
< Read more -
Michelle's Kindle for PC v
Length: 560 pages Word Wise: Enabled + Enhanced Typesetting: Enabled

Learn how this works or exchange for

Page Flip: Enabled gift credit. ~

Similar books to Administrative Assistant's and Secretary's Handboak

Due to its large file size, this book may take longer to download T L T

Related video shorts (0) upload your video

Send a free sample

READ ON Deliver to:
ANY DEVICE | Michelle's 10th Android Device v

Get the Kindle App \7\

Enter your mobile number or email address below and we'll send you a link to download the free Kindle App. Then you can start reading Kindle
books on your smartphane, tablet, or computer - na Kindle device required,

>

Apple Android Windows Phone Android

Download to your compi Kindle Cloud Reader

. Mac

 Windows 8 8RT, 1

« Read instantly in your browser

nul
« Windows & desktol | XP & Vista

To get the free app, enter your mobile phone number.

| Enter your email or mobile phone number | L Send me the link J

The app is on the way! Please check your email..

Access Thousands of Free eBooks with the Kindle App Inbox x -]
Amazon.com <do-not-reply@amazon coms> 11:24 AM (0 minutes ago) bk g -
tome ~

Dear Kindle Reader,

Thank you for your interest in the free Kindle App. In order to download the Kindle app, please open this email on your phone or tablet, and then click the link below to go to your app
store for download. You can also click this link on your PC or Mac to download the free Kindle desktop app.

With your free Kindle App, you will get access to a great selection of over 3 million Kindle Books, lowest prices, and thousands of free eBooks .

Happy reading,

Kindle Books Team
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An executable file will be downloaded. Save the file to your Desktop.

P Save As
4 B > ThisPC » Desktop v & Search Desktop
Organize MNew folder
W Thiz PC Lt Mame Date modified Type
B 3D Objects A Bvaya Waork Connections 7 File folder
B Desktop cousera 3 File folder
B Docuients IP0 Preferred Mew and OLD 3 File folder
$ Download Mamamodies 2
ownloads
Mew Aura Trng 12 File folder
d Music nys courts 2 File folder
& Pictures +& Map Printer 3 Irternet Shorteut
! Videos & swlibrary 2 Shortcut
E9 Avaya eS0E (C)
¥ Network G
File namr.| KindleForPC-installer-1.28.57020.exe
Save as type:  Application (*.exe)

Double click and run the executable file. Follow the on-screen prompts to install the software.

[OCICED G

Accept gift. You may be required to log into your Amazon account. You can choose where to review your gift/eBook.

Account: tkelso@avaya.com

Not you? Sign Out

Accept Gift

By clicking "Accept Gift," you agree to
Amazon's Conditions of Use and Kindle Store

Terms of Use.

Deliver ta:

‘ Kindle Cloud Reader

Learn how this works or exchange for
gift credit. ~

Go onto Step 5 to access your eBook.
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Step 5:

Now that you have accepted the book you have some options to access your eBook: (A) In your newly downloaded or existing
Kindle App, (B) Read on the Kindle Cloud reader or (C) Request it to be sent to another of your devices.

v Thanks, Michelle!

You have accepted your gift. Administrative Assistant's and Secretary's Handbook will be auto-delivered wirelessly to Michelle's Kindle for
PC via Amazon Whispernet. You can go to your Kindle to start reading.

+ If the item does not appear automatically in Kindle for PC, please go to Menu and choose Sync and Check for New Items.
« If you experience trouble with Kindle for PC, please check our help. Click here.

° Go to Kindle for PC ‘

‘ Continue shopping the Kindle Store ‘ | View a summary of your gift |
Want to start reading right° Read now in Kindle Cloud Reader ‘ Deliver to anothere Michelle's Kindle Cloud Reader v || Deliver |
share & ] W @
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Step 5, Option A:

Click the “Go to Kindle for PC” button on the Amazon confirmation page to open. Then click the “Open Kindle” button if prompted.

Cpen Kindle?

Go to Kindle for PC https://www.amazon.com wants to open this application.

Select the book from the “Downloaded” section of your Kindle Library.

1 E Michelle's Kindle for PC - Library

File wiew Go Tools Help

-:¢:— Recent ~ EEE E &
M Library Z
Al 52 T

Y s

PDFs o HANDBOOK
3 W W

. = Collections + Tl

Administrative As...
James Straman

Step 5, Option B:

Click the “Read now in Kindle Cloud Reader” button. Your eBook will open using Amazon’s web based cloud reader.

azon.com/?asin=BOOHSUWKNO

kindle Libra m Aa A& 2 Searcn
] ry

v

Read now in Kindle Cloud Reader ‘

Administrative Assistant’s

g ADMINISTRATIVE and Secretary’s Handbook
7 ASSISTANT’S & remcomn
s  SECRETARY’S

HANDBOOK

JAMES STROMAN

0% - Location 1 of 15088

Step 5, Option C:

Please follow the manufacture’s instructions for your device on how to download eBooks.
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Using the Kindle Reader for PC:

Flashcards

Highlights &

Hide notebook

& for PC - Administrative Assistant's and Secretary's Handbook
File View Tools  Help
Table of Contents o
Notes and Highlights
Q Title Page )
Filterby Allitems »
1] Copyright Page
Dedication
. . . . .
Contents Administrative Assistant’s
Ll
i and Secretary’s Handbook
FIFTH EDITION
W Section One: General Procedures
¥ 1. Overview for the New Administrative Assi...
James Stroman Kevin Wilson Jennifer Wauson
Why Are You Needed? £ Add highlights and notes
To make a high elect text in your book
What Do Employers Want? and choose a color.
- e Add notes by clicking Add Note in the
el highlight menu or in your Notebook
Your Apprenticeship AMACOM Tip: To quic te a highlight, press Cirl
American Menagement Associstion while dragging across text
» 2. Daily Rout New York « Atlanta « Brussels « Chicago » Maxico City « San Francisco
L Shanghal « Tokyo « Torortto « Washington, D. C.
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