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Welcome to NDA’s monthly email newsletter for July 2008.

Project management seems to be the hot topic of the moment. Following a recent newsletter segment on
estimating techniques we assisted Tasmania Police with a project plan to replace all their radio transmitters
around the state and next week we meet with a New Zealand project team tasked with eradicating introduced
rats and rabbits from Macquarie Island. Why Enzed? It is because of the expertise they have developed in
dealing with the introduced possums that cause such damage to plants and wildlife back home.

While cleaning up Macquarie Island is a three year $25 million project, you can apply what we might call
project management ‘lite’ techniques (see below) to improve performance in any task-centric activity.

Kind regards

Nigel Davies

Director, NDA

Project management lite

You can improve task effectiveness by using some basic project management techniques in combination with
Personal Information Management software such as Outlook or Notes.

1. Be clear about exactly what you are trying to achieve. Don't just consider outcomes in a narrow sense (for
example, develop a new business procedure). Take ownership of the activity and consider outcomes in a
whole of business context (develop a new business procedure and supervise its introduction to achieve
measurable improvements in customer service).

2. In keeping with a whole of business approach, ensure everyone likely to be affected by the activity is
informed and has an opportunity to contribute (ie communicate!).

3. Divide the activity into separate tasks and set a deadline for the completion of each task.

4. Enter the activity as a single Task in the Tasks section of Outlook or Lotus Notes.

5. Maintain an ongoing record of the activity in the Task Form. This might include the list of tasks that make
up the activity, work already completed, the next task to be commenced, outstanding issues to be resolved,
and contact information for relevant individuals.

6. Set a Reminder to begin work on each component of the activity and update the Reminder as you complete
one component and move on to the next.

NDA'’s Time Management, Microsoft Project and Microsoft Outlook courses will all help you to improve task
management skills.

Web tutorial: Inlinks

Inlinks — links to your website from other sites - are an important measure of the popularity of your site and
help determine its ranking with search engines. You can find out the number of inlinks to your site with the
following method:

1. Visit http://siteexplorer.search.yahoo.com, type the address of your home page in the Search box and click
Explore URL. Site explorer will return the total number of links to your home page and sub-pages, including
those from within your site. To establish the number of unique inlinks from outside your site:

2. Click Inlinks. In the leftmost Show Inlinks box choose Except from this domain and in the to: box choose
Entire Site.

Site Explorer will display the total number of external links to all pages on your site and show which sites are
linked to you.




From the NDA Help Desk

Two Excel questions from this week’s calls:

Q. How can | find which cells on my spreadsheet are derived from external links to other Workbooks?

A. Choose the Edit, Find command. Type a left square bracket [ in the Find what: box and click Find All.
Excel will display a list of all cell addresses that contain external links (the external filename is demarcated by
square brackets).

Q. How can | identify and unmerge all merged cells in a workbook?

A.. Select the entire worksheet by clicking on the rectangle in the top left corner of the worksheet just below
the Address Box. Choose Format, Cells, Alignment. The Merge cells check box will be grey, indicating that
some selected cells are merged and some are not. Click twice on the Merge cells check box to unmerge all
cells and choose OK.

Stand by rates

NDA is now able to release the following courses for Stand-by enrolment, some at significant discounts on
standard rates (to obtain the discount, please mention this email when making bookings):
Hobart - IT courses

Introduction to PCs with Windows and Office 2003 23/25 Jun — 25% discount $345 (standard rate $460)
Word Advanced 2003 23/25 June - standard rate $460

PowerPoint 2007 26 June — standard rate $230

MYOB Time Billing 27 June - standard rate $275

Publisher 1 July — 20% discount $184 (standard rate $230)

Adobe Acrobat 3 July - standard rate $275

Outlook 7 July — 10% discount $207 (standard rate $230)

Excel Advanced 2003 8/10 July — standard rate $460

Project 8/9 July — standard rate $460

MYOB Setup and Operation 14/15 July — standard rate $550

Word Intermediate 2007 14/16 July — 10% discount $414 (standard rate $460)

Access Basics 2003 15 July - standard rate $230

Access Introductory / Intermediate 2003 15/17 July — standard rate $460

Word Advanced 200716/18 July — 10% discount $414 (standard rate $460)

Image Manipulation 17 July — standard rate $150

PowerPoint 2003 18 July - standard rate $230

PhotoShop Basics 22 July - standard rate $275

Hobart — Business Skills courses

Training Delivery 26/27 June - standard rate $550

Professional Telephone Techniques 4 July — 10% discount $248 (standard rate $275)
Managing Change 17 July — 20% discount $220 (standard rate $275)

Managing Successful Projects 23/24 July — standard rate $550

Customer Relationship Management 28 July — 20% discount $220 (standard rate $275)
Launceston — IT courses

Introduction to PCs with Windows and Office 2003 23/25 June - 10% discount $414 (standard rate $460)
PowerPoint 2007 26 June — standard rate $230

Excel Basics 2003 2 July - standard rate $230

Excel Introductory 2003 2/4 July — standard rate $460

Adobe Acrobat 3 July — 20% discount $220 (standard rate $275)

Crystal Reports Introductory 4/7 July — standard rate $550

Excel Intermediate 2003 4/8 July — standard rate $460

Excel Advanced 2003 8/10 July - standard rate $460

Project 8/9 July — standard rate $460




MYOB Setup and Operation 14/15 July — 10% discount $495 (standard rate $550)

PowerPoint 2003 18 July — 20% discount $184 (standard rate $230)

MYOB Advanced 21 July — standard rate $275

PhotoShop Basics 22 July — standard rate $275

Visual Basic Programming 30 July/1 Aug - standard rate $550

Launceston — Business Skills courses

Conflict Resolution and Assertiveness 25 June — 20% discount $220 (standard rate $275)

Professional Telephone Techniques 4 July — 10% discount $248 (standard rate $275)

Understanding Financial Reports 8 July — standard rate $275

Effective Supervision Skills 14 July — 20% discount $220 (standard rate $275)

Managing Successful Projects 23/24 July — standard rate $550

North West - IT courses

Excel Introductory 2003 3/4 July — standard rate $460

Excel Intermediate 2003 4/8 July — standard rate $460

Word Intermediate 2007 14/16 July — standard rate $460

Call NDA on 1300 765 376 for more information or make a booking here. Existing bookings may not be
amended but where at least one person is already enrolled at the standard rate, additional people from the
organisation may be enrolled for 50% of the standard rate. These discounts may not be used in conjunction
with any other offer.

Our privacy policy

NDA'’s privacy statement is published in full at http://www.nda.com.au/quickfind/privacy.html. If you do not
wish to receive the NDA newsletter, please click here. If you would like to subscribe to the NDA newsletter
please click here.

Contact details

HOBART LAUNCESTON DEVONPORT

Level 3, Trafalgar Centre, Level 1, The Roberts Building,
110 Collins St 65 St John Street 23 Stewart St

Hobart TAS 7000 Launceston TAS 7250 Devonport TAS 7310
Phone: (03) 6224 2660 Phone: (03) 6334 4910 Phone: (03) 6423 4547

Email: hobart@nda.com.au Email: launceston@nda.com.au Email: devonport@nda.com.au




