Subject: Microsoft Office training - Monday 13th February 2012



Cunning Tips for MS Excel
Monday 13th February 2012
Half day course 9.30am – 12.30pm
Whitehawk Inn
With David Guthrie
This workshop is for the self-taught computer user who uses Excel regularly but knows they have gaps in their knowledge. Questions are encouraged before the course. Topics are likely to include: 

· Shortcuts in Excel
· Generating charts and setting new defaults
· Linking and moving data/images/charts between MS Office programmes
· Designing and refining templates
· Formulae troubleshooting
· Using pivot tables
Book Now

Cunning Tips for MS Outlook 
Monday 13th February 2012
Half day course 1.30pm – 4.30pm
Whitehawk Inn
With David Guthrie
This workshop is for the self-taught computer user who uses Outlook regularly but knows they have gaps in their knowledge. Questions are encouraged before the course. Topics are likely to include:
· Shortcuts in Outlook
· Managing a high volume of emails
· Getting your emails read
· Setting up signatures, out of office messages and email redirection
· Using the calendar and task list
Book Now
 
	Fees for Professional Development Programme 2011/2012

	 
	Standard rate (inc. VCS with income over £200,000 p.a 2010/2011)
	Subsidised rate for VCS with income under £200,000 p.a 2010/2011

	Briefing
	£65
	£50

	Half-day
	£90
	£70

	1 day            
	£135
	£95

	Bursary places available to community groups with an income of less than £35,000 p.a 2010/2011


 
All bookings are subject to WTP terms & conditions for professional development training to be found at: http://www.workingtogetherproject.org.uk/wp-content/uploads/wtp/Terms-and-conditions-_professional-development_.pdf
You are on our mailing list to receive info about training

Unsubscribe chief.exec@cvs-arunwide.org.uk from this list.

Our mailing address is:

Working Together Project
Brighton Junction, 1A Isetta Square

35 New England Street

Brighton, Sussex BN1 4GQ

Add us to your address book

Copyright (C) 2011 Working Together Project All rights reserved.
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