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

The NDA Help Desk received a support call this month from someone who had ‘lost’ the sheet tabs in Excel.
He had already tried maximising both the document and application windows and checked the View menu —
but still the pesky tabs remained hidden.

This is actually a simple problem to solve (choose Tools, Options, View and switch on Sheet tabs) but it
illustrates how considerable time can be lost over small things due to incomplete product knowledge.

There are many options settings in Microsoft products that can disable the product at worst and inhibit
sensible use of the product at best. Worse, the default install setting for some options is not what most users
would choose if fully informed of the consequences.

So! To make up for not circulating a newsletter during a busy last month (think Strahan one day - via a
pleasant jog into Montezuma Falls en route - St Helens the next, then Launceston and a 6am start for Hobart
to round it off) here are some recommendations for the most misunderstood of the Microsoft Office 2003
options settings.

Kind regards

Nigel Davies

Director, NDA

NDA'’s Top Ten Microsoft Office 2003 Options Tips

Read this article, it isn’t your usual newsletter guff.

1. All applications — choose Tools, Customise, Options and switch on Always show full menus. Do it once in
one application and it will be picked up by all the other applications. Now all your commands will appear at
their proper menu location without any delay.

2. Selecting text in Word. Choose Tools, Options, Edit and switch off When selecting, automatically select
entire Word. By default this option is switched on so novice users automatically select the entire word and the
trailing space. The rest of us have to put up with fumbling around with the mouse to select a partial word or
omit the trailing space.

3. Selecting paragraphs in Word. Choose Tools, Options, Edit and switch off Use smart paragraph selection.
Ditto 2 above — now you can choose whether or not to take in the paragraph mark.

4. Inserting pictures in Word. Choose Tools, Options, Edit and set Insert/paste pictures as: to your preferred
option. The default setting is In line with text. Top and bottom or Square may be preferred options.

5. Cutting and pasting in Word. Choose Tools, Options, Edit and switch off Show Paste Options buttons. Now
you won't have to flounder around getting rid of the buttons that pop up every time you do a paste. PS NDA's
Wayne Madden finds this option useful.

6. Using the Drawing Tools in Word. Choose Tools, Options, General and switch off Automatically create
drawing canvas when inserting AutoShapes. This will allow you to control the interaction between drawn
objects and text.

7. Typing in Word. If you want to rid yourself of the purple underline that occurs whenever you type a name,
date or phone number, choose Tools, Options, View and switch off Smart tags.

8. Typing in Word. You type a date — 22 October 2008 — hit Enter and it becomes 22 October 2008-10-22.
You don't like this? No? Then choose Tools, AutoCorrect Options, AutoText and switch off Show
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AutoComplete suggestions. This will also prevent Word from arm-twisting you into typing things such as Dear
Mom and Dad and Yours truly.

9. Typing in Excel. If you want to get rid of the green square that sometimes appears in the upper left corner
of cells, choose Tools, Options, Error Checking and switch off Enable background error checking.

10. Office 2007 users. To prevent Office from writing .docx files that no one else can read, click the Office
button, choose Word / Excel Options, Save and set Save files in this format to Word / Excel 97-2003 format.
E-tourism project

The purpose behind the writer's cross-state jaunts last month was to deliver training in e-marketing and
e-distribution to 160 of Tasmania’s small tourism operators. This project, funded by Skills Tasmania and the

Tourism Industry Council Tasmania, aims to help small operators sell through outlets such as Wotif.com.au to
the growing number of people who book online.

In the process NDA (and hopefully the operators) are learning a great deal about cutting edge topics such as
channel management software and search engine optimisation (SEO).

Every organisation that has a website should understand the significance of SEQ. Properly applied SEO
techniques makes a website more useful to clients and achieve higher positions in Google searches. Let me
know if you want more information about this. If there is sufficient demand we will present some half-day
seminars on the subject.

Excellent information supplied. Thoroughly enjoyed, thank you. Miranda Randall, Bicheno Holiday
Apartments.

Very good - learnt lots. lan Ferrier, Mountain Bike Tasmania.
Covered all | expected and more. Annette Manley, Airlie on the Square, Launceston.

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

Intro to PCs with Windows and Office 2003 27/29 Oct — 20% discount $368 (standard rate $460)
Designing & Maintaining Simple Websites 30 Oct (standard rate $230)

PowerPoint 2007 30 Oct — 20% discount $184 (standard rate $230)

Publisher 4 Nov — 20% discount $184 (standard rate $230)

Designing & Maintaining Simple Websites 6 Nov (standard rate $230)

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

Internet Basics 14 Nov (standard rate $230)

PowerPoint 2003 21 Nov (standard rate $230)

MYOB Payroll 21 Nov (standard rate $275)

MYOB Advanced 24 Nov (standard rate $275)

Intro to PCs with Windows and Office 2007 24/26 Nov (standard rate $460)

PhotoShop Basics 25 Nov (standard rate $275)

Hobart — Business Skills courses

Training Delivery 30/31 Oct - 10% discount $495 (standard rate $550)

Plan, Conduct & Review Assessment 18/19 Nov (standard rate $550)

Managing Successful Projects 26/27 Nov — 20% discount $220 (standard rate $275)
Launceston - IT courses

Excel Basics 2003 5 Nov — (standard rate $230)

Office 2007 Conversion 6 Nov — 30% discount $193 (standard rate $275)

Adobe Acrobat 6 Nov (standard rate $275)

Designing & Maintaining Simple Websites 10 Nov — 10% discount $207 (standard rate $230)
Access Introductory / Intermediate 18/20 Nov (standard rate $460)

Image Manipulation 19 Nov (standard rate $150)
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PowerPoint 2003 20 Nov (standard rate $230)

MYOB Payroll 21 Nov (standard rate $275)

Access Advanced 2003 25/27 Nov - 20% discount $368 (standard rate $460)

Launceston — Business Skills courses

Effective Supervision Skills 17 Nov — standard rate $275

Managing Successful Projects 26/27 Nov — 10% discount $495 (standard rate $550)

North West — IT courses

Intro to PCs with Windows and Office 2003 27/29 Oct — 20% discount $368 (standard rate $460)

Excel Basics 2003 5 Nov — 10% discount $207 (standard rate $230)

Excel Introductory 2003 5/7 Nov — 10% discount $414 (standard rate $460)

Designing & Maintaining Simple Websites 6 Nov (standard rate $230)

Internet Basics 10 Nov — 20% discount $184 (standard rate $230)

Project 11/12 Nov - standard rate $460

Access Introductory / Intermediate 18/20 Nov (standard rate $460)

MYOB Payroll 21 Nov (standard rate $275)

Outlook 24 Nov — 10% discount $207 (standard rate $230)

Image Manipulation 25 Nov (standard rate $150)

Call NDA on 1300 765 736 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
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