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CLEARERTHOUGHTS

PERSONAL DEVELOPMENT, COMPUTER AND MANAGEMENT TRAINING
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Bite-Sized IT Seminars with Knowsley Chamber of Commerce

Great savings!

From just £60 per person for 3 hours’ training

Call the Chamber to book your places now.

	Knowsley Chamber of Commerce

	Call 0151 477 1356
info@knowsleychamber.org.uk
 www.knowsleychamber.org.uk
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	GET TO GRIPS WITH EXCEL
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	Excel
	A PICTURE PAINTS A THOUSAND WORDS

	Excel
	UNLEASH YOUR DATA

	Excel
	STOP WASTING TIME!

	Outlook
	MAKING EMAIL WORK FOR YOU

	PowerPoint
	EVERY PICTURE TELLS A STORY

	PowerPoint
	ADDING OOMPH TO PRESENTATIONS

	Project
	PLANNING YOUR PROJECTS – TASKS AND RESOURCES

	Project
	MANAGING YOUR PROJECTS – MONITOR, UPDATE & CONTROL
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	PROMOTE YOURSELF!

	Visio
	ENVISION YOUR BUSINESS

	Word
	BRIGHTEN UP YOUR DOCUMENTS

	Word
	GET SMART WITH WORD

	Word
	Professional Documents at Your Fingertips


	Microsoft Excel 2003/2007

	GET TO GRIPS WITH EXCEL

	Do you worry about numbers? Think you could organise your business better but are unsure where to start?

Excel is a wonderful tool for storing and analysing all your business data.

In just three hours learn how to:

Create your own spreadsheets


Design techniques; shortcuts; changes; file management; simple formulas

	Thursday 3rd June 9:30 a.m.

Tuesday 12th October 1:30 p.m.

	Back to List

	Microsoft Excel 2003/2007

	THROW AWAY YOUR CALCULATOR

	Perhaps you already use Excel on a day to day basis? But are you comfortable with formulas and functions? 

Learn how to get the answers you need. 
Use formulas more effectively
Arithmetic; VAT calculations; Currency conversion; Costs and profits; Percentages

Gain productivity using functions
SUM; COUNT; MAX; MIN; AVERAGE; COUNTA; COUNTBLANK; COUNTIF; SUMIF

	Monday 5th July 1:30 p.m.
Thursday 4th November 9:30 a.m.

	Back to List

	Microsoft Excel 2003/2007

	A Picture Paints A thousand words

	Numbers are wonderful but they’re not always easy to read.
Make your business conversations more memorable. 

Use Excel’s powerful Graph features to produce effective charts of all your business data.

Don’t just tell your clients what you can do: show them!

Creating a chart


Use the chart wizard and tools to create pie charts, bar charts, line charts and many more.

Modifying charts


Add or change series; change orientation, add labels and alter formatting

	Friday 23rd July 1:30 p.m.
Tuesday 16th November 9:30 a.m.

	Back to List

	Microsoft Excel 2003/2007

	UNLEASH YOUR DATA

	Make the most of Excel’s simple way of storing data in lists or databases. Learn to analyse and present your data in just a few mouse clicks.
Excel Lists/Databases

Structure; Presentation; Data Entry 

Analysing data

Sort; Subtotal; Filter; Summarise

	Tuesday 17th August 9:30 a.m.

Friday, 26th November 1:30 p.m.

	Back to List

	Microsoft Excel 2003/2007

	STOP WASTING TIME!

	Don’t reinvent the wheel every time. Learn efficiency techniques which will save you hours.
Templates
Don’t risk overwriting last month’s data. Create, edit and use templates for all your weekly, monthly and annual files.

Macros
Turn all your repetitive tasks into macros. Click a button and it’s done!

	Wednesday 1st September 1:30 p.m.

Monday 6th December 9:30 a.m.

	Back to List

	Microsoft Outlook 2003/2007

	Making Email Work For you

	There’s so much more to email than just clicking Send. . .

Use the functionality of Outlook to make your business communications look more professional. 

Never be lost because you don’t have the right communications to hand.

Appearance


Choose appropriate formats; add signatures; work with attachments.
Efficiency


Create and manage folders and archives; organise and search

	Thursday 3rd June 1:30 p.m.
Tuesday 12th October 9:30 a.m.

	Back to List

	Microsoft PowerPoint 2003/2007

	EVERY PICTURE TELLS A STORY

	Do you give presentations? Sell face to face or by email? Quickly learn how to produce engaging presentations in this easy-to-use application.

Planning a Presentation

Topic; Audience; Purpose

PowerPoint Essentials

Creating Text Slides; Simple Graphics; Design Templates; Giving a Slide Show

	Wednesday 16th June 1:30 p.m.
Wednesday 27th October 9:30 a.m.

	Back to List

	Microsoft PowerPoint 2003/2007

	ADDING OOMPH TO PRESENTATIONS

	So you can create simple presentations? Now learn to make yours stand out from the crowd. Use tools and techniques which add power and memorability.

Improve your presentations

Make them: Organised; Original; Memorable; Personalised; Helpful

Additional PowerPoint techniques

Custom animations; Advanced slide shows; Working with imports and exports; Custom Design Templates 

	Tuesday 17th August 1:30 p.m.

Friday 26th November 9:30 a.m.

	Back to List

	Microsoft Project 2003/2007

	This day is broken down into two modules – tasks and resources.

If you’re a complete newcomer to Project we recommend you attend both.

	PLANNING YOUR PROJECTS - TASKS

	Do you use the back of an envelope to plan your projects? Excel? Why not switch to Microsoft Project? You’ll be amazed!
Identifying projects

Scope; Constraints; Resources; Time

Creating a Gantt chart

Enter tasks; Analyse dependencies; View and amend complete schedule

	Thursday 5th August 9:30 a.m.

	Back to List

	PLANNING YOUR PROJECTS - RESOURCES

	Now that your plan is taking shape you need to add in all the resources it will involve in order to get the complete picture.

Resource definition


Resource types; costs; schedules and calendars

Resource usage


Task Assignment and reporting

	Thursday 5th August 1:30 p.m.

	Back to List

	Microsoft Project 2003/2007

	This day is intended for those of you who have adopted Project and want to take your skills further

	KEEPING THE PLAN UP TO DATE

	It’s great to have made a plan . . . now you need to monitor the progress of your project and keep your plan up to date
Monitoring and recording progress

Setting your base line; recording task or work actuals

Dealing with problems


Levelling; using slack time; re-assigning tasks

Reporting

View progress and statistics; print reports; visual reports (2007 only)

	Thursday 16th September 9:30 a.m.

	Back to List

	Microsoft Project 2003/2007

	MANAGING MULTIPLE PROJECTS

	If you are running multiple projects you may find it hard to keep track of all your staff’s different activities.

Creating master plans and standards

Sub-projects; Customisation; Organiser
Shared Resources 


Creating and using a Resource Pool

	Thursday 16th September 1:30 p.m.

	Back to List

	Microsoft Publisher 2003

	PROMOTE YOURSELF!

	Use Publisher to create professional-looking newsletters, flyers and sales and marketing leaflets. No prior skills needed – just bring along your ideas.
Creating a publication

Publication type; Design & Layout; Tear-offs, responses; Personal information; Colour schemes; Font schemes

Working with objects

Graphics; Text; Tables

	Monday 5th July 9:30 a.m.

Thursday 4th November 1:30 p.m.

	Back to List

	Microsoft Visio 2003

	ENVISION YOUR BUSINESS

	This simple package makes it easy for you to communicate complex information, processes and ideas with professional-looking diagrams.
Visio essentials

Creating a basic drawing; ; Formatting shapes; Connectors; Lines; Text; Stencils

Useful diagram types

Organisation charts; Flowcharts; Business Processes; Spider diagrams

	Tuesday 28th September 9:30 a.m.

Thursday 16th December 1:30 p.m.

	Back to List

	Microsoft Word 2003/2007 

	BRIGHTEN UP YOUR DOCUMENTS

	Learn how to present your documents in eye-catching ways with changes in style, alignment, colour and borders.

Formatting Options

Fonts; Paragraphs; Bullets and numbering; Watermarks

Graphics
Pictures; Clip Art; Drawing Objects

	Wednesday 16th June 9:30 a.m.

Wednesday 27th October 1:30 p.m.

	Back to List

	Microsoft Word 2003/2007

	GET SMART WITH WORD

	Be more professional in less time. Add all the finishing touches the easy way and learn to send personalised documents to many people.
Impressive documents in a click


Headers & Footers; Page Numbers; Sections; Columns 

Personalising documents and mail shots


Mail merge

	Wednesday 1st September 9:30 a.m. 

Monday 6th December 1:30 p.m.

	Back to List

	Microsoft Word 2003/2007

	Professional Documents at Your Fingertips

	When you’re creating long and complex documents like policies and procedures you want to make sure they are easy to standardise and maintain.

Learn tips from the professionals.

Standardise your company image


Styles

Design in easy maintenance


Captions; Cross-references; Notes; Table of Contents; Index

	Tuesday 28th September 1:30 p.m.

Thursday 16th December 9:30 a.m.

	Back to List

	Prices

	VAT inc Price per seminar

No. Seminars

Non-members

Members

1

 £           85.00 

 £      75.00 

2 - 3

 £           75.00 

 £      65.00 

4 and over

 £           70.00 

 £      60.00 



	Book a package – Save a bundle!

Package prices refer to number of bookings from a single company 
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