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 You’ll need Adobe Illustrator to install this plugin. 7. Scripts A script is a small program that runs automatically on a computer
whenever it is powered on or accessed. These are great for automating repetitive tasks, such as uploading multiple files to a

server, or checking for emails on a mailing list. You can create them by using the scripting feature in Microsoft Office. If you
have already created scripts for a specific purpose, you can export them to an external program and have them run there. 8.

Remote Access Gives you an opportunity to start working from a location outside your office/home and still be productive. This
is perfect for freelancers or remote workers, or any type of work that requires you to be outside the office/home. For example, I
often work on my laptop in my car. 9. Time Management It is vital to have a clear understanding of your time limits so that you
can do the things you really want to do rather than getting distracted with email, text messages, or tasks that you don’t need to
do. A good time management program should help you to stay focused and on track with your priorities. Here are some of the

best time management programs available. 10. Word templates These help you to create documents or booklets more
efficiently. You can download ready-made templates from the web or create your own. These templates can be really helpful if

you work in a team. Most word processors come with a template that you can use for creating letters, emails, newsletters, or
reports. These templates can be a huge help for doing your work quickly and efficiently. If you have a knack for designing, a
template is a good place to start. 11. Welcome E-mails You will probably receive e-mail messages from people inviting you to

visit a website, sign up for a newsletter, register for an event, or join a group. These messages can be a bit annoying if you don’t
read them. But if you are so inclined, or if you find it valuable to you, you can subscribe to these messages so that you will know

when they arrive in your inbox. This makes it easier to respond or to ignore them. 12. Maps It can be really helpful to get
directions from an address. Google Maps is a very useful tool for this. You can enter the address, and it will give you driving

directions, plus an option to get directions 82157476af
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