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Abstract: In virtually every business, a computer is an essential tool for running day-to-day operations,

enhancing productivity, and communicating with customers, suppliers, and the public. Managers use

computers for a variety of reasons, including keeping their teams on track, budgeting and planning
projects, monitoring inventory, and preparing documents, proposals, and presentations. Managers need to
understand not only the basic functions of the corporate software tools used in the office but also the
Internet and other external computing tools that can improve the way manage their departments.
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