If you have trouble viewing this newsletter please click
http://www.nda.com.au/newsletters/mar07.pdf

BUSineSS Sk|“3 @ ® @ 0000 rsrriiiininm
Qualifications ® ® @ @ e e eesssrinnn
|T SOlU“OﬂS ® @ @ @000ttt

Make a booking Make an enquiry Course dates NDA Website

Welcome to NDA’s monthly email newsletter for March 2007. NDA published its first book recently,
or rather my wife Helen published it, through NDA. The book is a full colour hardback which
records the work of 19t century Launceston builder James Bennell. It contains 240 original
drawings of his buildings. Let me tell you, preparing it for publication was not a trivial exercise.
Apparently we all have at least one book in us so, if you plan on further developing your writing
talents, you will find much of interest in this month’s newsletter — on Microsoft Word, desktop
publishing software and preparing images for printing. These skills are also relevant when
producing any large document for printing.

If you would like to know more about the book, check out http://www.jamesbennell.com/index.htm.
This simple website was created with minimum fuss using a Microsoft Publisher template.

This year has also seen the release of Microsoft Vista and Office 2007. We believe you may need
some assistance when you move to Office 2007 — please see the conversion course below.

Kind regards

Nigel Davies

Director, NDA

Learn the new Office 2007 interface

The user interface of Office 2007 is so different from Office 2003 that it looks like a different piece
of software — for people who have spent years mastering the current interface this may be quite
intimidating! NDA can help you move to the new version of Office with our one-day

Office 2007 Conversion courses in Hobart, Launceston and Devonport.

We also offer ‘Learn at Lunch’ group seminars that demonstrate the new features of Office 2007
during an extended lunch break at your workplace.

Hints and Tips - preparing text for publication

The basic procedure for self-publishers is to prepare the text in a word processor (eg Word), scan
any images required, place the text and images in a desktop publishing package (eg InDesign)
then output a PDF file (Portable Document Format) to a DVD and take the disc to a commercial
printer for printing and binding. Click on the following link to read the complete article:
http://www.nda.com.au/quickfind/hintspublishing.html

Stand by rates

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

Hobart - IT courses

PowerPoint 5 March — 20% discount $184 (standard rate $230)

Publisher 6 March — two for the price of one (standard rate $230)

Outlook 6 March — 10% discount $207 (standard rate $230)

Crystal Reports Introductory 13/14 March — 10% discount $495 (standard rate $550)

Word Basics 15 March - $230

Access Introductory / Intermediate 20/22 March — $460

SOL Introductory 22 March — 10% discount $247.50 (standard rate $275)
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MYOB Advanced 26 March — $275

Intro to PCs 26/28 March — 10% discount $414 (standard rate $460)

Access Advanced 27/29 March — 10% discount $414 (standard rate $460)

Hobart — Business Skills courses

Conflict Resolution & Assertiveness 28 February — $275

Training Delivery 1/2 March — 20% discount $440 (standard rate $550)

Maintain Financial Records 5 March — 10% discount $247.50 (standard rate $275)
Launceston - IT courses

Intro to PCs 26/27 February — 20% discount $368 (standard rate $460)

Outlook 13 March — $230

PowerPoint 23 March — two for the price of one (standard rate $230)

Photoshop 27 March - $275

Launceston — Business Skills courses

Training Delivery 1/2 March — 20% discount $440 (standard rate $550)

Maintain Financial Records 5 March — 20% discount $220 (standard rate $275)
Managing Successful Projects 28/29 March — 20% discount $440 (standard rate $550)
Delivering Convincing Presentations 30 March — 20% discount $220 (standard rate $275)
North West — IT courses

Intro to PCs 26/28 February — 20% discount $368 (standard rate $460)

Excel Introductory 7/9 March — $460

Project 13/14 March — 20% discount $368 (standard rate $460)

Word Basics 15 March — 10% discount $207 (standard rate $230)

Internet Basics 16 March — $230

MYOB Advanced 26 March — 10% discount $247.50 (standard rate $275)

North West — Business Skills courses

Effective Supervision Skills 19 March — 10% discount $247.50 (standard rate $275)
Managing Successful Projects 28/29 March — 10% discount $495 (standard rate $550)
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.

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.

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
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