Books24x7® Audio Books

A quick guide to accessing the BusinessPro Audio Books

The Books24x7® BusinessPro™ collection has been enhanced to include a collection of audio books that
are available in MP3 format for download to your PC, portable audio device, smart phone or other mobile

device. All audio books are distinguished with an icon of headphones on the book cover V) and the text
(Audio Book) at the end of the title so that they are easily recognizable.

There is no limit to the number of Audio Books you can download and Audio Books MP3 file downloads
do not count against your Chapters-to-Go™ download totals.
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Crucial Conversations: Tools for Talking When Stakes Are High [Audio Soolk)
by Kerry Patterson, Joseph Grenny and Ran McMillan and Al Switzler
Length: 4 hours 17 minutes

MoGraw-Hill @ 2003 Ciation
IZBN: 973097 2485307

This audio edition gives you the tools to handle life's most difficult and important
conversations, say what's on your mind, and achieve positive outcomes,

Nno

Easy to Access and Use

1. Browse topics —to see a complete list of % Browse Topics
all Audio Books available I
| Business Topics =1
e Select Business Topics from the ‘View D udio Books
By’ pull-down menu and click p Corporate Case Studies & ‘
the first topic — Audio Books. 1 Employee Training &

Development
[> Finance & Accounting
[> Hospitality & Tourism
[> Human Resources
[> International Business
> Management & Leadership
[> marketing & sales
> Project Management

- Or - > Quality & Manufacturing
Management

> social media

[> Sustainability

[> Team skills

[> Technology in Business

2. Search -to find Audio Books for a specific keyword

o Type the phrase “audio edition”, with quotes, into the search box along with
your other topical search terms

Search: "audio edition” leadership GII Content j  BusinessPro j @

NOTE: MP3is an industry standard file format for audio and is supported by a wide variety of smartphones and other
devices, including the iPod®. You may find more information about synching or downloading MP3 files to various devices
on the Books24x7 Knowledge Base.
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Books24x7® Audio Books

A quick guide to accessing the BusinessPro Audio Books

Click on a title to access the audio book’s launch page. On the launch page, you can:

3.

Updated 4/1/2013

View the content for all of the downloadable MP3 files.

e Most Audio Books titles consist of 4-8 MP3 files. Check out the chapters and topics covered
on each MP3 file, and then decide if you would like to download one, several, or all of the
audio files.

Click on the Audio links in the Download Center to download the MP3 files.

e |t's that simple! Now you can listen and learn from your audio device anytime, anywhere.

Crucial Conversations: Tools for Talkimg When Stakes Are High (dudio Sook)
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Crucial Conversations gives youl the tools to handle life's most difficult ard important conversations, say what's on your mind, and achieve positiee
outcomes. You'll leamn to:

Prepare for high-impact situations with a proven bechnique
Make it safe to talk about almost amything

Be persusasive, not abrasive

Turr crucsal conwersakions inbo the acton and results you want

Whether they taloe place st work or at home, with the skills you leamn in this book youl never have bo woerry about the outcomie of snother orucial conversatson sgain.

The follewing are the specific segments contamed in each of the sudio files for download:

>
FA—— Get MP3s
Foreword by Stephen R. Covey (7:04) fudio 1

1.

2. Chapfer 1: What's & Crucial Conversation? (5:41)

3. A Typetal Crucal Conversation (5:19) Audio 2

4, Some Common Crucal Conversabons (8:33)

5. Chapler 2: Hastenng Crudal Conversstosng (5:31) B

5. The Peel of Shared Mearang (9:14) Audio 3

T, Chapler 3: Start with Heart (9:15)

B, Rehese the Swcker's Chaste (7 16) -"’I-Ud“:' 4
AUDIO 2

Chapler 4: Lesrn b5 Lock [6:59)

Learn to Look for Safety Problems (11:08)
Chapter 5: Make & Safe (8:36)

Apologize When Appropnste [5:54)
Chapter &2 Haster My Stones [B:12)
Analyze Your Stories (8:17)

why We Tell Clever Stones (8:08)
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1. Chapéer 7: State My Path (7:23)

2. Tell Your Story [6:56)
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NOTE: MP3is an industry standard file format for audio and is supported by a wide variety of smartphones and other
devices, including the iPod®.You may find more information about synching or downloading MP3 files to various devices on

the Books24x7 Knowledge Base.
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