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Welcome to NDA’s monthly email newsletter for May 2008.  
Have you ever entered one of those competitions where you have to guess the number of jelly beans in a jar? 
How did you go – no good? Thought not. Studies have shown (i.e. I can’t remember where I read it) that a 
guess by one person has a very low probability of being accurate but that if a large number of people guess 
then the average of their estimates is invariably close to the correct answer. 
Did you notice that the word ‘guess’ became ‘estimate’ in the last sentence? Guessing how long a task will 
take and how much it will cost is an important part of project management but we call it estimating as it gives 
the answer more credibility. Despite this many projects take longer to complete and cost more than initial 
estimates – sometimes much more. 
Even though it is primarily the domain of project managers, estimating is something we all do more often than 
perhaps we are aware. In this month’s newsletter we outline a technique that may take some of the 
guesswork out of your estimates. 
Kind regards 
Nigel Davies 
Director, NDA 
I’ll have it for you by tomorrow… 
The most accurate form of estimating is ‘bottom up’. Using this method a project is broken down into separate 
tasks of perhaps one or two days duration. The time requirement is estimated for each task (and costs and 
materials if this is required) and the individual estimates summed to give an estimate for the entire project. 
This method may be time consuming but it also has some additional advantages:  
• It forces the planner to analyse the project at a fairly detailed level and perhaps identify issues that might 

not otherwise have been anticipated. 
• It allows meaningful discussions on expenditure to take place with the project sponsor. If some parts of the 

project appear to be relatively expensive in relation to their value to the organisation they may be discarded 
or modified. 

Project estimates are likely to be more accurate when team members have worked on similar projects before. 
If the work is of an unfamiliar nature you can use a variant of the jelly beans in the jar method referred to 
above: 
• Each member of the project team estimates a task without reference to other members of the team. 
• The estimates are reviewed and, if there are significant differences, team members explain the assumptions 

on which they based their estimates and repeat the exercise.  
• The individual estimates are then averaged to give an overall estimate for the task.  
Remember to add 10% contingency to your estimates for unanticipated problems. It is better to complete a 
task early against a slightly more extended deadline than to be late against a shorter deadline. 
Recruitment 
Finding and keeping the right staff is more important than ever in today’s tight labour market. If you are 
involved in the recruitment process NDA has developed a one day course which is available for delivery now. 
Please contact Chris Carlson at NDA on 1300 765 736 for more information. 
 Excel tip 
We received a support call this week asking how to include column widths when copying and pasting 
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information from one spreadsheet to another. The problem with the standard copy and paste command in 
Excel is that, while the data and formats are pasted into the new location, the column widths are not. Here’s 
how to fix it: 
1. Excel XP and Excel 2007. When data is pasted to a new location the Paste Options button will appear. 
Open the Paste Options button and choose Keep Source Column Widths. If the Paste Options button does 
not appear, choose Tools, Options, Edit and switch on Show Paste Options buttons. 
2. Excel 2000 and earlier. After pasting the data to the new location, right mouse click the cell selection and 
choose Paste Special. Switch on the Column widths radio button and choose OK. 
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 
MYOB Payroll 21 Apr – standard rate $275 
Introduction to PCs with Windows and Office 23/24 Apr – 25% discount $345 (standard rate $460) 
PowerPoint 24 Apr – 20% discount $184 (standard rate $230) 
Publisher 5 May – 20% discount $184 (standard rate $230) 
Designing Simple Web Sites 6 May – standard rate $230 
Adobe Acrobat 9 May – 20% discount $220 (standard rate $275) 
MYOB Setup and Operation 12/13 May – standard rate $550 
Excel Advanced 13/15 May – 10% discount $414 (standard rate $460) 
SQL Introductory 16 May – 20% discount $220 (standard rate $275) 
Image Manipulation 16 May – standard rate $150 
Word Introductory 19/21 May   – standard rate $460 
Access Introductory / Intermediate 20/22 May – standard rate $460 
Word Intermediate 21/23 May – 10% discount $414 (standard rate $460) 
MYOB Advanced 29 May – standard rate $275 
Access Advanced 29/30 May – standard rate $460 
Hobart – Business Skills courses 
Business Writing Skills 22 Apr – 20% discount $220 (standard rate $275) 
Training Delivery 23/24 Apr – standard rate $550 
Conducting Successful Meetings 9 May – 20% discount $220 (standard rate $275) 
Launceston – IT courses 
MYOB Payroll 21 Apr – standard rate $275 
Introduction to PCs with Windows and Office 23/24 Apr – 10% discount $414 (standard rate $460) 
Excel Introductory 7/9 May – 10% discount $414 (standard rate $460) 
Office 2007 Conversion 8 May – 20% discount $220 (standard rate $275) 
Excel Intermediate 9/13 May – standard rate $460 
Adobe Acrobat 9 May – 20% discount $220 (standard rate $275) 
MYOB Setup and Operation 12/13 May – 10% discount $495 (standard rate $550) 
Excel Advanced 13/15 May – 10% discount $414 (standard rate $460) 
Project 14/15 May – standard rate $460 
Access Introductory / Intermediate 20/22 May – standard rate $460 
Crystal Reports Introductory 20/21May – 20% discount $440 (standard rate $550)  
Word Intermediate 21/23 May – standard rate $460 
Word Advanced 25/26 May – standard rate $460 
Windows 2000/2003 Basic Administration 26/27 May – standard rate $790 
MYOB Time Billing 28 May – standard rate $150 
MYOB Advanced 29 May – standard rate $275 
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Launceston – Business Skills courses 
Maintain Financial Records 6 May – 20% discount $220 (standard rate $275) 
Conducting Successful Meetings 9 May – 20% discount $220 (standard rate $275) 
North West – IT courses 
MYOB Payroll 21 Apr – 20% discount $220 (standard rate $275) 
PowerPoint 24 Apr – 20% discount $184 (standard rate $230) 
Excel Introductory 7/9 May – standard rate $460 
Excel Intermediate 9/13 May – standard rate $460 
Project 14/15 May – 10% discount $414 (standard rate $460) 
Introduction to PCs with Windows and Office 26/28 May –standard rate $460 
MYOB Advanced 29 May – standard rate $275 
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 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. If you would like to subscribe to the NDA newsletter 
please click here. 
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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