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Welcome to NDA’s monthly email newsletter for October 2007. 
One of the things I like to do when introducing introductory computer courses is to outline the different ways 
of telling the software what you want to do. This is because many novices (and sometimes not-so-novices) 
become bogged down using a single operating technique when there may be better ways of achieving a goal. 
This month’s Hints and Tips is therefore unashamedly targeted at basic skills and explains how there is more 
than one way of skinning that digital cat. Next month we might take a look at some more advanced 
techniques for efficient computer operation. We also have lots of ‘Stand-by’ courses this month, many at 
substantial discounts to standard rates. 
Kind regards 
Nigel Davies 
Director, NDA 
Hints and Tips – Basic Microsoft Office operating techniques  
The first requirement of using Office is that all the menu commands should be visible, yet many users work 
with a restricted menu in the mistaken belief that this is ‘as good as it gets’. To make the full menus 
permanently visible in any Office program: 

1. Choose Tools, Customize. 
2. Click on the Options tab. 
3. Switch on Always show full menus (and perhaps also switch on Show standard and formatting toolbars on 
two rows while you are in there. 
4.  Choose Close. 
The full menus will now be visible in the program you are using and in all other Office programs. 
The second requirement is that you should be aware of the different methods of selecting an Office command 
(yes, there are more than one!). Take the simple process of moving text from one part of a Word document to 
another (a cut and paste). There are at least seven ways in which this can be done: 
1. Use the mouse to select the Edit, Cut and Edit, Paste commands from the menu. 
2. Use the keyboard to operate the menu – Alt, (E)dit, Cu(t) and Alt, (E)dit, (P)aste. 
3. Use the keyboard shortcut keys Ctrl+X and Ctrl+V. 
4. Use the mouse to click the Cut and Paste tools on the standard toolbar. 
5. Right mouse click the selected text, choose Cut from the speed menu then right mouse click the 
destination and choose Paste. 
6. Drag and drop the selected text with the left mouse button. 
7. Drag and drop the selected text with the right mouse button and choose Move Here. 
Of the seven possibilities option 6, drag and drop with the left mouse button, seems to be the most efficient as 
it only requires two actions (option 2 requires eight actions!). However there are times when a drag and drop 
is not the most convenient method (try dragging text from page 1 to page 300 of a long Word document).  
Most of the options listed above may be applied to all common Office commands. The most important thing is 
to be aware of the alternatives and to be able to select the most appropriate for any given situation – and for 
your personal preferences regarding mouse or keyboard operation. 
Delivering Convincing Presentations 
Sometimes a particular course seems to ‘run hot’ for no apparent reason, and this month it is Delivering 
Convincing Presentations. We currently have six courses scheduled across the state to meet the demand. 
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Just as project management skills are of value to people other than project managers, the ability to present is 
a skill that extends well beyond the needs of the professional presenter. Every time you sit down with a client, 
talk with your manager or brief your team you are applying presentation skills – just as if you were standing up 
in front of 300 people in an auditorium.  
Presenting is NDA’s bread and butter. We wrote this course from first principles to make the skills as 
accessible as possible and included all the wrinkles we have picked up in 20+ years of  presenting. Call 
Karina on 1300 13 1983 if you would like to know more. 
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 September – 25% discount $206 (standard rate $275)  
PC Basics with Windows  24 September – 20% discount $184 (standard rate $230)  
Introduction to PCs with Windows and Office  24 September – 20% discount $368 (standard rate $460) 
MYOB Advanced  27 September – 10% discount $248 (standard rate $275) 
PowerPoint  27 September – 10% discount $207 (standard rate $230) 
Dreamweaver Introductory  2 October  – standard rate $275 
Excel Basics  4 October – 10% discount $207 (standard rate $230)  
Publisher  4 October – 10% discount $207 (standard rate $230) 
Excel Intermediate  8/10 October – 10% discount $414 (standard rate $460) 
Flash  10 October – 10% discount $248 (standard rate $275) 
Excel Advanced  10/12 October – standard rate $460 
Access Basics  15 October – standard rate $230 
Quickbooks  15/16 October – standard rate $550 
Access Introductory / Intermediate  15/16 October – standard rate $460 
MYOB Setup and Operation  18/19 October – standard rate $550 
Word Intermediate  18/22 October – 10% discount $414 (standard rate $460) 
PowerPoint  24 October – standard rate $230 
Word Advanced  22/24 October – standard rate $460 
Hobart – Business Skills courses 
Effective Supervision Skills  26 September – 20% discount $220 (standard rate $275) 
Superior Customer Service  2 October – standard rate $275 
Time Management  3 October – 20% discount $220 (standard rate $275) 
Professional Telephone Techniques  5 October – 20% discount $220 (standard rate $275) 
Conflict Resolution & Assertiveness  24 October – 10% discount $248 (standard rate $275) 
Maintain Financial Records  29 October – 10% discount $248 (standard rate $275) 
Training Delivery  29/30 October – 20% discount $440 (standard rate $550) 
Launceston – IT courses 
Introduction to PCs with Windows and Office  24/26 September – 20% discount $368 (standard rate $460) 
MYOB Advanced  27 September – 10% discount $248 (standard rate $275) 
Photoshop 27 September – 25% discount $206 (standard rate $275)  
Designing Simple Websites 1 October – 15% discount $195 (standard rate $230) 
Windows XP Introductory  1 October – 15% discount $195 (standard rate $230) 
Dreamweaver Introductory  2 October  – standard rate $275 
Dreamweaver Advanced  3 October  – 10% discount $247 (standard rate $275) 
Publisher  4 October – 10% discount $207 (standard rate $230) 
Excel Introductory  4/8 October – standard rate $460 
Excel Intermediate  8/10 October – standard rate $460 
Project  9/10 October – standard rate $460 
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Excel Advanced  8/10 October – standard rate $460 
Visio  12 October – 10% discount $247 (standard rate $275) 
Outlook  15 October – 10% discount $207 (standard rate $230) 
Word Basics 16 October – 20% discount $184 (standard rate $230) 
Word Intermediate 18/22 October – standard rate $460  
PowerPoint  25 October – standard rate $230 
Visual Basic Programming  30/31 October – standard rate $550 
Launceston – Business Skills courses 
Superior Customer Service  2 October – 10% discount $248 (standard rate $275) 
Professional Telephone Techniques  5 October – 20% discount $220 (standard rate $275) 
Learning Environment  9 October – 20% discount $220 (standard rate $275)  
OH & S in the Workplace  15 October – 10% discount $248 (standard rate $275) 
Business Writing Skills  16 October – standard rate $275 
Writing Convincing Reports  17 October – 20% discount $220 (standard rate $275) 
Maintain Financial Records  29 October – 20% discount $220 (standard rate $275) 
North West – IT courses 
Introduction to PCs with Windows and Office  24/26 September – 25% discount $345 (standard rate $460) 
Excel Basics  4 October – 10% discount $207 (standard rate $230) 
Excel Introductory  4/8 October – 20% discount $368 (standard rate $460) 
Excel Intermediate  8/10 October – 10% discount $414 (standard rate $460) 
Project  9/11 October – standard rate $460 
Excel Advanced  10/12 October – 10% discount $414 (standard rate $460) 
Access Introductory/Intermediate  15/17 October – 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 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 
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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