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Welcome to NDA’s monthly email newsletter. After 57 editions 
we have retired our paper newsletter in favour of the electronic 
medium. You are receiving this either because you previously 
attended an NDA training course, because you enrolled 
someone in a training course or just because we like you. If you 
wish, you can opt out at any time. If you know someone you 
think might benefit from receiving the newsletter, please forward 
it to them so they can opt in. 
Wishing you all the best for 2006… 
 
Nigel Davies 
Director, NDA 

Stand by rates 
To obtain the discounts listed below, please mention this email when making a 
booking. 
 
Hobart – IT courses 
Publisher 9 Feb – 20% discount $176 (standard rate $220)  
Excel Introductory 10/14 Feb – 10 % discount $396 (standard rate $440)  
Excel Intermediate 14/15 Feb – 10% discount $396 (standard rate $440)  
Project 14/16 Feb – 15% discount $374 (standard rate $440)  
Intro to PCs 27 Feb / 1 March – 10% discount $396 (standard rate $440) 
Hobart – Business Skills courses 
Effective Supervision Skills 15 Feb – 20% discount $200 (standard rate $250) 
Launceston – IT courses 
Excel Advanced 15/17 Feb – 10% discount $396 (standard rate $440)  
Visio 16/17 Feb – 15% discount $425 (standard rate $500)  
Outlook 20 Feb – 15% discount $187 (standard rate $220) 
Launceston – Business Skills courses  
Time Management 8 Feb – 10% discount $225 (standard rate $250)  
Successful Sales Techniques 14 Feb – 20% discount $200 (standard rate $250)  
OH&S In The Workplace 20 Feb – 20% discount $200 (standard rate $250) 
North West – IT courses 
Excel Advanced 15/17 Feb – 10% discount $396 (standard rate $440)  
Access Introductory 20/21 Feb – 20% discount $352 (standard rate $440)  
Word Introductory 23/25 Jan – 15% discount $374 (standard rate $440) 
 
Please call NDA on 1300 13 1983 for more information or make a booking here. 
Existing bookings may not be amended but, where at least one person is already 
enrolled at full price, additional people from the organisation may be enrolled for 
50% of the standard course fee. These discounts may not be used in conjunction 
with any other offer. 

Staff profile – Wayne Madden MCSE 

 

Wayne’s responsibilities at NDA include IT training and 
management of NDA’s statewide computing networks. 
Wayne’s qualifications include a Graduate Diploma in 
Computing, Microsoft Certified Systems Engineer (MCSE) and 
MCSE with Internet so he is well equipped for his third role, 
which is to assess clients who are completing IT qualifications 
with NDA.  
Wayne trivia   Wayne is rumoured to have a rack of 31 
matching shirts and ties, one for every day of the month, to 
facilitate the early morning decision making process. 
Three things you didn’t know about Wayne 

• He is an expert at billiards (so don’t take him on at 8-
Ball). 

• He was a lecturer in music for 17 years and is a virtuoso 
on the violin, piano and harpsichord. 

• He maintains a weather recording station in his back 
garden. 

Wayne’s tip – taming the Enter key in Excel 
When you finish typing a formula, it is usual to press the Enter key.  This causes the 
active cell to move to the cell below. You can change this permanently by choosing 
Tools, Options, Edit, Move selection after Enter. You can also change this ‘on the 
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fly’. Try Ctrl+Enter to stay where you are or Shift+Enter to move up one cell.  You 
can even use Alt+Enter to start a new line in the same cell for text entries (turning 
on text wrap in the process). 
If you need to type a lot of data into a rectangular block of cells, you can highlight the 
block first.  Now the Enter key will always stay within the block, moving up to the top 
of the next column after it reaches the bottom of the selection.  You can also 
use Tab to move to the right first and then down (or Shift+Tab to go left and then up). 

Business skills – project management 
Project management skills are beneficial to almost everyone. Regardless of whether 
you are a builder, software engineer or administrator, tasks still have to be 
completed on time and with available resources. Project management skills help you 
do this better! And if you have responsibility for managing or delegating tasks, these 
skills will help you to define tasks more clearly and maintain tighter control over their 
completion. 
NDA can assist you in acquiring project management skills in several ways: 

• Attend our one-day Managing Successful Projects training course to 
understand the theory of project management – identifying and specifying 
goals, defining project scope, identifying and managing risk, planning, 
scheduling and reporting. 

• Complete our Microsoft Project training course and learn how to use 
Microsoft’s project management software to streamline planning, resource 
management, costs management and reporting. 

• Study for a nationally accredited Certificate IV or Diploma qualification in 
Project Management. The qualifications may be completed through a 
convenient mix of instructor-led and at-the-workplace tuition. 

• We offer consultancy support in developing project plans, which can then be 
handed over to your staff for implementation. 

IT skills 
Junk email filters can be effective in reducing unsolicited mail in your Inbox. However 
there is always the danger of filtering the email that gives you seven days to claim a 
$1m inheritance from an elderly aunt. To make sure you receive your inheritance, 
and this newsletter, follow these steps now (Microsoft Outlook): 
1. Choose Actions, Junk E-mail. 
2. Choose Add Sender’s Domain (@example.com) to Safe Senders List. 
This will ensure you continue to receive emails sent from NDA. 

NDA fees and services – January 2006 
Click here for NDA services and fee schedule for January 2006 – June 2006. 

Our privacy policy 
NDA will not provide your email address or contact details to any other party. NDA’s 
privacy statement is published in full at http://www.nda.com.au/Privacy.htm. If you do 
not wish to receive the NDA newsletter, please click here. You will receive one more 
email from NDA confirming your removal from our mailing list.   

Contact details 
HOBART 
Level 3, Trafalgar Centre, 
110 Collins St 
Hobart   TAS   7000 
Phone: (03) 6224 2660 
Email: Hobart@nda.com.au 

LAUNCESTON 
Level 1,  
65 St John Street 
Launceston   TAS   7250 
Phone: (03) 6334 4910 
Email: Launceston@nda.com.au 

DEVONPORT 
The Roberts Building, 
23 Stewart St 
Devonport   TAS   7310 
Phone: (03) 6423 4547 
Email: Devonport@nda.com.au 
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