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past decade there’s been
any improvement in the
economy, especially in the
last year?” Sanders asked,
a microcosm of the public
exchange. “The reality is
that in the last three years,
real unemployment has
gone up, and the middle
class in this country has
been decimated. Real
median family income has
declined,” he said. “In the
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last quarter of 2014,
median family income was
down $600, and it will go
down in the quarter ahead
of us.” “And we haven’t
seen meaningful
infrastructure investment
since the ’90s,” Sanders
said. “In fact, President
Clinton, in one of the first
fights that she had, was
talking about spending
$275 billion on
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infrastructure. And we
have $137 billion on our
balance sheet. $30 billion
for veterans�
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In designing a successful
document management

and information
management program, you

must also consider the
products you will use with
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your program. Which
products will you use?
What can you and your

customers expect from the
integrated system you

implement? How will you
accommodate each of the

product's strengths and
weaknesses? This chapter
covers the DOCUMENT

MANAGEMENT
PROPERTIES OF OLD
EMAIL, PDF, and OLE
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objects in MSWord, as
well as the strengths and

weaknesses of each
product. The chapter also

covers the basics of storing
documents in MSWord,

such as managing
document properties,
saving and creating

documents, and accessing
documents. Finally, you

will learn how to set up an
Outlook /MSWord
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integration and how to
display your documents in
Outlook using the ability

of MSWord to import and
display PDF documents.
This chapter covers the

INFORMATION
MANAGEMENT
PROPERTIES OF

FOLDERS, OFFSETS,
and various ASK features.
You will see how to create
folders, how to save and
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create documents in
folders, and how to work
with PDFs. Also you will

learn how to store and
extract metadata, how to

extract specific
information, and how to

link and dis-link files. You
will see how to navigate in
various folders, and how to

navigate to related files
using FIND, OFFSET, and

other tools. Finally, you
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will learn how to display
your documents, in their
best possible form. This

chapter covers the DATA
HANDLING

PROPERTIES OF CROSS-
FORMATE

TRANSFORMATIONS
(XFORM), COPIES,

RECORDS, TRACKING,
SUPPLYING, and the

ability to move a document
to different folders or to
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other servers. You will see
how to extract data from
selected portions of the

document; how to supply
metadata, such as author,

subject, and keywords; and
how to copy and transform
a document. This chapter

covers the DATA
MANAGEMENT

PROPERTIES OF LINKS,
ADDRESS BOOK,

DOCUMENT PRIVACY,
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SECURITY, and
DOCKING. You will see

how to connect documents
with each other using links;
how to create and manage

address books; how to
display the privacy settings

for documents stored on
your server; how to set up
security settings; and how

to dock documents for
offline reading. This

chapter covers the PRINT
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MANAGEMENT
PROPERTIES OF PRINT

TEMPLATE, SETUP,
SETTINGS, and SETUP.
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