Books24x7®

A quick overview of the site’s features

Books24x7 provides on-demand access to business, technical and engineering resources, and contains

thousands of digitized "best-in class" books, book summaries, research reports and best practices. The

Books24x7 On Demand Platform offers several features enabling users to search, browse, read, add bookmarks
and notes, create folders and collaborate with other users of these libraries.

A. Accessing the Site
Go to Skills@Columbia
http://hr.columbia.edu/learn-dev/e-learning

1. Click Launch a course and then click Books24x7 in

the upper right corner.

Goto
My Home - Your Starting Point
On the ‘My Home’ page you can:

1
2.
3.

1.

2.
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Conduct a search (go to Step B, below)

Browse Topics (go to Step D)

Create and manage your Personal Folders (go

to Step E)

View System Folders

e What's New shows recently added titles

e Top Titles lists the most popular titles
among the Books24x7 user community

¢ Recommended shows the recommended
titles across the Books24x7 community and
your organization

e History displays the last titles you accessed
with links to the last page viewed

Browse Tools, available in the top navigation
bar of every page, help you quickly and
efficiently perform many tasks. The Tools that
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are displayed depend upon where you are and what functionality is available to you. To view all Tools and
to familiarize yourself with their functions, click on 2 Tips.

Searching for Titles

In the search box, enter a word or

phrase. bool
Choose search options to narrow your |t
Browse

search.
Click GO!
Search results list most relevant titles
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My Home  Account Info Help.

Search: [how to be an effective leader All Content

~| [All collections

v @

Tools: @ Flos texe
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Search Results

1685 titles found for query:

Advanced Search

%2 Browse Topics

View by:

and the most relevant sections within
those titles. Click on the item’s title or
a section hit to access the content.

how to be an effective leader

| in All Content | All Collections

Search Within |

Titles: [1-10] 11-20 21-30 31-...
- How to Be an Effective Leader in the ange
by Courtney Harrison, John L. Pothin and S . Karrmann

How to Be an
Effective Leader

Search

All Content ~

(of 1685)

#) Filter Options

Business Topics

[ Business skills

[ Corporate Case Stud
Interviews

[ Employee Training &|
Development

[ Finance & i

Books24x7 & 2007 Citation
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More Than a Minute: How to Be an Effective Leader and Manager in Today’s Changing
World

by Holly G. Green
Carser 2008 124, cones) Citation
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= You can continue to refine your results by entering a new search term into the “Search Within” search
box, or filter results for certain characteristics using “Filter Options”.

C. Viewing Content

1. Navigation in the left column allows you to 4
move to different sections of the text. R e e | T
2. Expand the Search Hits to see relevancy o [EHE L HED] © e e
3. Search hit highlighting can be turned offfon o smeer — BEEE 015 'f' ~
by clicking the Browse Tool 2. And the el
Search Hit Runner tool %/ enables you to & Frovios . . Nt b
jump down a page through the highlighted Chapter 15: Embedded Predictive Analytics:
search hits. : Transforming Risk Management from Review
= Function to Competitive Advantage
& Using these features together help you = Jil Eicher
pin_plt()lint the most relevant information . INTRODUCTION
quickly. et ek ien e e e~ e ot o i i

D. Browsing Topics

1. Inthe Browse Topics box on the My Home page, select a topic tree from the pull-down ‘View by’ menu
and then click on a category to see its subtopics.
< Not on My Home? Click the “My Home” tab at the top of the page
< If you have access to more than one collection, choose the topic view of the collection you want to
browse
/- Kimberfy Lin | Books24x7
boo J My Home  Account Info Help W Mobile Users
PLosour @ surPORT Search: | All Content v [All collections ~| @ Advancad Sasrch
Browse Tools: () Plus text 2Tips

Business Topics:

* Business Skills (1541) * Human Resources (212)
* Corporate Case Studies & = International Business (s1g)
Interviews (122)

* Management &
Leadership (2112)

* Marketing & Sales (1171)
* Project Management js22)

Employee Training &
Development 211}

Finance & Accounting (245)
Hospitality & Tourism (12g)

%z Browse Topics

* Quality & Manufacturing
Management (427)

+ Sustainability z2)
* Team Skills (124

View by:
|Bu5ine55 Topics

~]

[ Business skills

> Corporate Case Studies &

* Technology in Business (415) Interviews

> Employee Training &

Development

[* Finance & Accounting

[* Hospitality & Tourism

[* Human Resources

[* International Business

[* Management & Leadership

[* Marketing & Sales

[ Project Management

p Quality & Manufacturing

Management

[ Sustainability

= Team Skills
Managing a Team
Teamwork & Technology
Virtual Teams
Working on a Team

[» Technology in Business
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2. Click on a subtopic to see a list of e
; R— S
tltl_es' i , . PLosour  @supporT  Search | all Contant | [all Collastia v @) Advaced seareh
3. Click on the item’s title or cover Browse Y
|mage to VleW |tS Content- Business Topics: Dusiness Skills - Decsion-Making & Problem-Solving
4. At any point while browsing, you e - e
. . Titles: [1-10] 11-20 21-30 21-.. (of 207) Filtar Options
can select another topic/subtopic to
brOWSe. Just Listen: .Dn.t.uver the Secret to Getting Through to Absolutely Anyone @
5. Each search result contains links to % L
the standard topics in which it is o bking 5 Prolem-Sobing, Prosentaion S, Commicotamtiegsisions
located. e taase
e .:ull“’rulllunl Bolver: r...nplue Techniques for Buty Mansgers =) b .[.:'P::::‘““MM_“
s I!vLEEE o d : E’M:hwi""":lm:‘:
Eanily wen . " . - Dlll::p::llvl“ll::lnu:
;:»:-cf: Decision-Making & Problem-Solving, Communication/Negot ::e - i ...:‘:I::::.m.
) B ot et
| The Compromise Trap: How to Thrive at Work Without Selling Your Soul !g I E- ,l.:r [ u.!"..r.numn

E. Creating and Managing Personal Folders

1. Onthe My Home page, click on the Manage Folders

icon in the Tools area

On the Manage Folders page, you can:

Create a new folder

Change the contents of any folder
Rename folders you've created
Delete folders that you've created

back to
list

manage
folders

[

Manage Personal Folders £dd a Folder: |Customer Loyalty 6 Add

Select the Folder to manage on the left.
mEdit Folders

Default

& You cannot delete or rename the system-

generated Default folder Back
2. Create a new folder by typing in = ———-————

a folder name and clicking Add. | __.. .. o . -
3. The folder is added to the e it i

Bookshelf Folders list and to Corporate Folders @E T

the Edit Folders list. T I e
4. Click on the folder name to s Default o b

rename or delete it. TS E;f;mwer Name: |Customer Loyalty Rename
5. Torename, enter a new name What's New o

and click Rename. o5 Tt Contains 0 Titles
6. To delete, select the Remove S =

Folder radio button and click : =Bk

Update_ oy ® femove Folder e

Manage Folders T
Back
books
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F. Adding Titles to Personal Folders

& You can add a title to a folder from any list or from any content page

1. Click on the (512 button located next to
the title in a search results list, topic list or
the browse tools on content pages.

2. Onthe Manage Title page, either place
the title in an existing folder, or

3. Create a new folder by entering a name.

4. Click Update.

5. An open book button EIIR** replaces
the folder button once a title is in a
Personal Folder. It lets you return to the
Manage Title page where you can:

e Move the title to another existing
folder, or create a new folder in which
to move it.

o Keep a copy in its existing folder.

e Remove the title from its existing
folder and delete bookmarks.

G. Adding Bookmarks and Notes

< Buttons for adding a bookmark and notes
are located on the Tools bar of every
viewer page.

1. Click the ﬁﬂkimk tool on your toolbar to add a quick
bookmark without leaving the page. If not already added )
to a folder, the title with bookmark is placed into the

Default folder for easy access.
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Solution by Chris Love wrox Press @ 2010

Business Leadership In China: How to Blend Best

John Wiley & Sons ® 2008

ASP.NET 3.5 Website Programming: Problem - Design -
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- AdvancED CSS by Joseph Lewis and Meitar Moscovitz Friero [y 2ddte
Css Ed © 2008 folders

add to
folders

add to
lle (] folders

Frontiers of Propulsion Science by Marc G. Millis and Eric W. Davis (eds)
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Or create a note by clicking [El=n==

Jussey-Bass ® 2008 Citation
choosing a paragraph anchor £ to which E Create Note
the note will be attached, entering the text | ¢ Previos | Title: The Brand Bubbie: The Looming Crisis in Brand Value and How to Avoid It
for your note and then clicking “Create”. w Bra Uses Mt sslec speciic content to amotate 0
2. Once you create the note, you may view « Brond i RS I
the note (W|th timeStam p) in the ;;hone int Label [chapter One - Tulipmania and Inflated Brands (Erands as Drivers of Intangible [
paragraph or collapse the note by clicking these brg Mot 3
on the plus/minus '=! button beside the ek
note. To delete or edit a note, click on the £ Accor| — n
“Delete” or “Edit” link at the bottom right Brands o Cade e to feders ’
of the expanded note. iuov?]lrgfabL & add to folder [ Default Boronewioider [ |
) often gloi Craste i:
@ A record of a title’s bookmarks and notes shareholl cancar a
will appear in the left column under
“Notes and Bookmarks”. To view all Maihot Garitallzdion of & SAF 500

bookmarks and notes for a title, you may

need to expand the “Notes and
Bookmarks” area using plus/minus .

Wt tha Way 1o Escapa the

Buktle

| Create a Nete

Chapter One -

Brands have become an independent force in the modern economy.
phone interview, "The total worth of the 250 most valuable global bran
brands collectively exceed the GDP of France.' Even the value of the
market capitalization of 70 percent of U.S. public companies, accord

H. Setting Personal Preferences
Click on the “Account Info” tab at the top of the page.

Under the Settings section you can:

1.

Modify certain User Information
fields.

Reset your Password.

View Collection entitlements.
Change your email options. This
is where you may choose to
switch off or limit the email
notifications.

Configure Display Options
including which folder
automatically opens when you go
to your My Home page.

Obtain information on using
Books24x7 On the Go™ mobile
capability.
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Tulipmania and lop
Inflated Brands 1| Notes
(Brands as Drivers of
Intangible Value)
Brand is a critical and
arovina driver of

of Intangible value)

Chapter One - Tulipmania and Inflated Brands (Brands as Drivers

Brand is a critical and growing driver of shareholder value.

shareholder valus. E Delete  Edit
/
boo
My Home  Account Info

PLoG oUT 0 SUPPORT Search: |ri;|—c management _AII Content hall _AII Cd
Account Info Tools Eff" t Eﬁe"k (D) Minus Text ) Tips
Account Info -1

User Information
Account Info
Chapters to Go™ User Name: Kimberlyadmin

Passworg: Change Password
Caollections .
First Name: |E"-"‘-'Lcs e.g. Jane
Manage Users , -
2 Last Name: |“-dm'” e.g. Doe

Settings (=1

Email Address: |Lclin@boolcsz4x7.:orn
User Information . .

Your Adminstrative Roles:
Password Reports Administrator

: Subscription Administrater

Collection “’ P
Email Options Update
Display Options
Mabile



