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Introduction to Excel 2000

The Purpose of the Course

Excel is a multi-functional tool that can aid in a number of business functions. It is useful for
creating databases of customers and suppliers or can be used for financial reporting. This course
provides an introduction to the package.

Benefits for your organisation
Staff will learn how to produce simple, clear and attractive spreadsheets. Staff will also gain
confidence and efficiency in their use of Excel and learn shortcuts and timesaving top tips.

Who is this course for?

Anyone who needs to gain a solid foundation in the use of this popular program. The pace of the delivery
will suit those with little or no previous knowledge of the program. Delegates must be familiar with
Windows and have experience in using a mouse and keyboard.

Topics Covered:

* Introduction to the Excel screen

- Data entry and editing techniques

« Saving and updating files

« Enhancing the appearance of spreadsheets with bold, underline and colour
* Moving, copying and deleting data

« Entering simple formulas from scratch

« An introduction to functions (Excel’s library of automated formulas)
- Setting up pages for printing (margins and layout)

* Printing and previewing documents

« Tips and tricks

By the end of the course, delegates will be able to:

Navigate the Excel screen with confidence and enter and edit data. You will be able to create a simple
spreadsheet and edit it using a variety of quick and effective methods. Enhance the appearance of the
spreadsheet appropriately for printing and presentation. Use simple but effective formulas to perform
calculations. This will enable you to interpret and analyse a whole range of data professionally and
efficiently.

Course information Full Day (09.00 - 16.30)

17th April 2008

Non-Members Price £160 + VAT

15th July 2008

23rd October 2008

20th January 2009 Members Price £110 + VAT

Book Now! Call the Training Team on 01604 490 490



Intermediate Excel 2000

The Purpose of the Course
The intermediate course takes you purely beyond understanding the basics of Excel to teaching some of
the tools and techniques that will really add value to your systems.

Benefits for your organisation
The user will be able to understand some of the principles behind Excel's functions and features to
increase the effectiveness when using this sophisticated program.

Who is this course for?

Anyone who is familiar with the basic features covered in the introductory course who wishes to expand
their knowledge and skills further. This course takes a look at how the program works as well as learning
how to perform a range of functions.

Topics Covered:

* Revision of formulas and basic functions
« Using the If function

* Understanding and using AutoCalculate
« Absolute and relative cell referencing

* Using LookUp tables

- Designing, sorting, filtering, subtotalling and managing lists
* Producing data forms

« Outlining worksheets

- Conditional formatting

« Linking worksheets and workbooks

« Tips and tricks

By the end of the course, delegates will be able to:

« Confidently enter basic formulas and functions

« Use the inbuilt ‘If function’ to resolve ‘either/or’ situations

* Understand and use Excels quick AutoCalculate

« Solve problems that occur when copying formulas

= Use LookUp tables to answer to complex queries

- Design, sort, filter, sub total and manage long lists of data

* Produce data forms for simple database entry

« Outline worksheets so that they can collapse or expand the list of data they are viewing
« Automatically draw attention to data the meets specific criteria
« Link worksheets and workbooks for greater productivity

« Practice using our hints and tips for fun and efficiency

Course information
21st May 2008

12th August 2008

27th November 2008

25th February 2009

Full Day (09.00 - 16.30)
Non-Members Price £160 + VAT

Members Price £110 + VAT

Book Now! Book online at www.northampton-chamber.co.uk/training 45
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Advanced Excel 2000

The Purpose of the Course
Excel contains some very powerful and complex features and this course gives ample opportunity to
explore some of these with the advanced user.

Benefits for your organisation

Users will be able to improve their productivity and maximise their time when producing complex
spreadsheets. They can master some of the complex Excel functions bringing a new level to their ability
to present, store and analyse data. The business benefits this can provide are wide ranging and can help
improve overall business performance and customer satisfaction levels.

Who is this course for?

Anyone who uses Excel regularly to produce a range of spreadsheets and who has a good knowledge of
the topics covered on the intermediate level course. This course is designed for experienced and
confident users of the program.

Topics Covered:

« Advanced charts and graphs

« Changing the default

« Using maps

» Working with financial, database and informational functions
- Creating and validating data

« Creating and using styles and templates

« Error handling and auditing features

= Working with pivot tables, goal seek and solver
* Using the scenario manager

* Introduction to macros

By the end of the course, delegates will be able to:

« Create and design complex charts

* Use Excel's map feature

« Enter a range of financial, database and informational functions
- Create data tables and validate their data input

« Create consistent appearance throughout

« Create/use templates for speed and efficiency

« Use Excel’s automated error handling and auditing features

» Work efficiently with pivot tables

« Use goal seek, solver and scenario manager to create ‘what if’ scenarios
« Automate routine tasks through inbuilt macros

« Practice using our hints and tips for fun and efficiency

Course information
26th June 2008

Full Day (09.00 - 16.30)

30th September 2008 Non-Members Price £160 + VAT

17th December 2008

25th March 2009 Members Price £110 + VAT

Book Now! Call the Training Team on 01604 490 490



Designing and Developing Presentations Using
PowerPoint 2000

The Purpose of the Course

This course will enable you to learn the stages of how to put together a series of slides that can enhance
presentations at meetings, seminars and conferences. Presenting to an audience can be very daunting at
the best of times. PowerPoint is a tool that can really help you get your point across and contribute to
making your presentation a success.

Benefits for your organisation
PowerPoint is one of the most popular packages on the market, helping you to deliver an effective and
professional presentation. This course is designed to take you through the tools of the package.

Who is this course for?
Anyone who needs to gain an introduction to creating presentation slides. The course is suitable both for
those who deliver presentations and those who prepare presentations for others to deliver.

Topics Covered:

* Using different views

« PowerPoint print formats

« Using the drawing tools

 Adding charts and other display elements

« Animating slides

- Setting up slide shows

« Editing slide and title masters

» How to impress your audience with the ‘less is more’ approach

By the end of the course, delegates will be able to:
« Create and save a PowerPoint presentation

- Edit and format the presentation

« Use the PowerPoint drawing tools

 Add charts to the presentation

« Set up different print formats

» Work with different views used in PowerPoint

- Add animation effects to slides

- Appreciate the essential elements of good design

« Create slide shows as a means of presentation delivery

Course information
3rd June 2008

3rd September 2008

18th December 2008

2nd March 2009

Full Day (09.00 - 16.30)
Non-Members Price £160 + VAT

Members Price £110 + VAT

Book Now! Book online at www.northampton-chamber.co.uk/training 47
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Introduction to Access 2000

The Purpose of the Course

Databases provide the foundation for lots of various business activities including marketing and
the monitoring of business performance. It is imperative that databases are understood and used
appropriately for these activities to be successful.

Benefits for your organisation

This course is ideally suited for those that need to gain a comprehensive introduction into the use of this
extensive database program. An introduction is provided into the essential aspects of the database and
what a business should aim to get out of them.

Who is this course for?

The course is suitable for those with little or no prior knowledge of Microsoft Access and focuses on
the basics of creating databases including tables, forms, queries and reports with a basic introduction to
database relationships.

Topics Covered:

- Database concepts - A first look Microsoft Access, terminology and design concepts

- Tables and Relationships - Create tables, enter data, edit data, table relationships and sorting/ filtering
data

* Queries - query databases, select queries, query criteria and calculated fields

- Forms and Reports - create friendly forms and reports, design concepts, altering appearances and
printing

By the end of the course, delegates will be able to:

Create, edit and save tables, design simple forms and reports to be able to examine data in a database
using a range of queries. This course will enable you to improve your level of reporting, queries, concepts
and utilising data.

Course information Two Days (09.00 - 16.30)

22nd and 23rd April 2008 Non-Members Price £320 + VAT

6th and 7th August 2008

9th and 10th December 2008 Members Price £220 + VAT

Book Now! Call the Training Team on 01604 490 490



Advanced Access 2000

The Purpose of the Course

A business can get real benefits by understanding how to use databases. With an advanced
understanding businesses can apply data cleverly across all business functions, helping the effectiveness
and efficiency of an organisation.

Benefits for your organisation

This course will really benefit any employee who has to work with data. The course will teach them the
basic tools and techniques of Access that can save time but will also improve the presentation of data,
aiding the analysis and interpretation of data.

Who is this course for?

The course is suitable for those with an existing knowledge of Microsoft Access equivalent to the topics
covered in the introduction course wishing to enhance their existing skills. This course is based on
building on the relationships and creating front end user friendly forms.

Topics Covered:

- Table relationships - types of relationships, join types and referential integrity

« Advanced queries - query a database, calculated queries, action queries, multi table queries and cross
tab queries

* Report/Form enhancement - advanced forms and reports, creating sub reports/forms, calculated fields,
headers and footer, calculated fields/functions and adding additional controls

» Database automation - working with macros and events, creating/running reports, assigning macros to
events and auto exec macros

- Database administration - controlling databases, compact and repair, backup/restore databases,
protecting databases and setting security

By the end of the course, delegates will be able to:

Work effectively with table relationships, queries, reports, automation and database administration.
Simple macros will also be explored all of which culminate in more effective analysis, interpretation and
presentation of data.

Course information Two Days (09.00 - 16.30)

17th and 18th June 2008 Non-Members Price £320 + VAT

1st and 2nd October 2008

3rd and 4th February 2009 Members Price £220 + VAT

Book Now! Book online at www.northampton-chamber.co.uk/training 49
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Introduction to Project 2000

The Purpose of the Course

Achieving effective project management is a very difficult task, particularly if there are a large number of
projects going on at any one time. Monitoring, these projects is crucial if effective project

management is to be achieved. This can happen through Microsoft Project.

Benefits for your organisation

This course is ideal for those needing to gain a comprehensive introduction into the use of Project.
Knowledge of this program will allow effective monitoring and analysis of the schedule, performance and
cost of various projects in a quick and easy to understand format.

Who is this course for?
This course is suitable for people who are required to create and run project plans.

Topics Covered:

= What is Project Management?

« Getting Started - The screen, menus and toolbars

- Setting Project Objectives - Project information dialogue box, plan outlines, inserting tasks/sub tasks,
auto linking, milestone tasks, task notes and saving the project

» Networks - Pert charts, critical path analysis, types of dependency, total slack, data constraints and
Gantt charts

* More on Tasks - finish to start, start to start and finish-finish. Lead/lag times, critical path review,
splitting tasks and recurring tasks

« Formatting the Gantt

« Printing Gantt Charts

By the end of the course, delegates will be able to:
« Work effectively with MS Project

» Understand what MS Project can do

- Start new projects

- Save and close projects

« Set project objectives

* Understand networks

« Accurately enter task information

* Understand critical path

« Accurately track the progress of the project

Course information
15th May 2008

Full Day (09.00 - 16.30)

5th August 2008 Non-Members Price £160 + VAT

20th November 2008

18th February 2009 Members Price £110 + VAT

Book Now! Call the Training Team on 01604 490 490



Microsoft Publisher 2000

The Purpose of the Course

Publisher will help your employees create and develop a wide range of publications and marketing
materials for your organisation. This course will help guide the delegate through the process of
developing materials through the use of Publisher.

Benefits for your organisation

Delegates will be able to produce and publish material that is of a high quality to truly represent your
organisation in a professional manner. The course will enable delegates to efficiently create and
customise a wide variety of materials for your businesses specific needs.

Who is this course for?
The course is suitable for people requiring the knowledge to put together designs using Publisher.

Topics Covered:

« Overview - The screen, tools, viewing, moving, zooming and using foreground and background views
« Setting Up - Publication settings, adding, copying and deleting pages. Page setup and options

* Text and WordArt

« Tables

* Pictures and Shapes

- The Design Gallery - Adding objects, formatting objects and replacing objects

« Arranging Special Effects

« Customising - Setting defaults for objects and text editing. Publisher Options

* Printing

By the end of the course, delegates will be able to:
« Understand the Publisher environment

« Set up Publisher pages and add or delete as necessary

« Enter text, including word art

« Insert tables into your document

« Add pictures and different shapes to your document

« Utilise the Design Gallery to make your documents stand out
« Provide your documents with special effects

« Customer your documents

« Print your documents effectively

Course information Full Day (09.00 - 16.30)

19th June 2008 Non-Members Price £160 + VAT

21st October 2008

10th March 2009 Members Price £110 + VAT

Book Now! Book online at www.northampton-chamber.co.uk/training 51
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Get the most out of Outlook 2000

The Purpose of the Course

Microsoft Outlook is a powerful desktop management program that integrates email, scheduling, contacts
and to do tasks in one easy to use application. To work effectively within an organisation it is imperative
that employees have a thorough understanding of Microsoft Outlook.

Benefits for your organisation

This course will examine how to create and manage a database of contacts and will show delegates how
to customise Outlook, use advanced features, manage tasks and integrate with other Office products.
Delegates will become more efficient and effective in their use of the program adding efficiency to your
organisation.

Who is this course for?

Those people who have no understanding or are using Outlook as a means to organise emails, schedules
and contacts. In the modern business world email is a necessity therefore it is essential all employees are
comfortable using it. No knowledge of Outlook is necessary but a working knowledge of computers and
Windows is.

Topics Covered:

« Overview - The screen, tool bar options and tools

* Incoming Mail - Reading mail, saving attachments and answering emails

+ Managing Mail - Moving/deleting, forwarding, saving, viewing and creating folders

« Creating Mail - Composing, distribution lists, formatting, spell checking, attachments and sending

« The Calendar - Navigation, creating appointments/recurring appointments, planning events, planning
meetings and invitations

« Contact Lists - Creating and viewing

« Task Lists - Entering, viewing and managing lists. Recording statistics an recurring and regenerating
tasks

« Journals and Notes - Creating and viewing

« Other Facilities - Import/export, archiving, Outlook options and printing

By the end of the course, delegates will be able to:

Use Outlook to effectively manage emails, schedules, contacts and meetings. The course will teach
you all about the features mentioned above and contained within Outlook that can help with your own
organisation, time management and task prioritisation.

Course information Full Day (09.00 - 16.30)

Sth june 2008 Non-Members Price £160 + VAT

14th October 2008

11th February 2009 Members Price £110 + VAT

Book Now! Call the Training Team on 01604 490 490



Essential Keyboard Skills

The Purpose of the Course
How frustrating do you find typing your correspondence? If you are one of the millions of one-finger
typists and keyboard users out there then this is the course for you!

Benefits for your organisation

This highly successful and extremely popular course uses accelerated learning techniques to ensure

all participants get the most out of the day. The day will be really interactive and lots of fun. During
the course delegates will be encouraged to focus on accuracy rather than speed (which increases with
practice over time). Exercises will be used to familiarise participants with the home keys and the use of
the correct fingers when using the keyboard.

Who is this course for?

Anyone who needs to use the keyboard for writing correspondence, letters, memos, emails, faxes, reports
and alphabetic data entry. No skills will be assumed before the start of this course, however, familiarity
with a computer and/or word processing program will assist.

Topics Covered:

« About touch typing

« Correct posture, seating and screen positioning

« General points and putting it all together

* Using the keyboard and identifying the correct fingering
« Sentence drills and how to practice

« Figures - using numbers on the keyboard

By the end of the course, delegates will be able to:

* Locate the relevant keys on the keyboard

- Type and write text on screen without looking at the keys

« Identify the correct way to sit and ensure you have the correct posture
- Learn how to practice effectively to increase your speed and accuracy

Course information Full Day (09.00 - 16.30)

2nd july 2008 Non-Members Price £185 + VAT

6th November 2008

16th March 2009 Members Price £160 + VAT

Book Now! Book online at www.northampton-chamber.co.uk/training
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Three day Train the Trainer course, which provides a popular starting point for new, inexperienced
or unqualified trainers, managers, and supervisors who deliver training for their teams. Nationally
recognised certificate from the Institute of Leadership and Management.

The course allows delegates to effectively transfer their knowledge, skills and understanding to their
learners in an interesting, engaging and confident manner. Organisations will benefit from staff that will
be able to deliver effective training within your organisation.

No previous experience of training is required, but those with previous training delivery experience will
also find the course very beneficial and rewarding. Participants will be expected to contribute to
discussions and practical activities within a small group setting. They will also be required to complete
some simple pre-course activities in advance.

« Critical things to start a course

« Identifying different learning styles

» How to inspire learners and motivate learners

« The strategic role of the manager/trainer

« Planning strategies for overcoming barriers

+ How to set appropriate aims and objectives for training others
« Five essential steps when structuring a course

« Template for planning individual training sessions

+ Understanding the four stages of the ‘learning loop’
« Tips and techniques for handling difficult situations
« Designing your training materials

* The importance of evaluating training

» How to give positive feedback to learners

« Critical things to finish a course

Recognise the six critical things that must be done at the start of a course, correctly identify learning
styles and lead others to identify their own learning styles. You will demonstrate the ability to show
empathy with learners and how to motivate them. This course is recognised by the Institute of Leadership
and Management (ILM). Registered participants will receive a nationally recognised ILM Certificate on
completion of the course.

Dates are run throughout the year.
Please phone the Training Team on 01604 490 490
for latest availability.



This two day advanced Train the Trainer course is designed to follow on from the Train the Trainer
Foundation Award. Registered participants will receive a nationally recognised ILM Certificate on
completion of the course. The two day Train the Trainer Masterclass which enables experienced
managers and trainers to develop their training knowledge, skills and expertise under the guidance of an
award winning trainer. It will enable experienced trainers to develop their training knowledge, skills and
expertise.

The course will allow delegates to effectively transfer their knowledge, skills and understanding to their
learners in an interesting, engaging and confident manner. Participants will develop more leadership skills
in training to enable the engagement of your staff or learners.

Ideally, participants should have attended our three day Train the Trainer Foundation Award and have
at least three months training delivery experience before attending the course. The course is highly
interactive and structured. Sound educational principles are carefully blended with discussion and
reflection to provide a stimulating experience for participants.

« Introduction and objectives

« The trainer as manager/ the manager as trainer

» Learning theory revisited - 21st Century Style

« Developing trust and rapport through empathy

« A facilitators approach to training delivery

» Taking account of brain friendly learning

« How to ensure more effective learning in less time
« Relating ‘multiple intelligence’ theory to practical learning activities
» Ideas for engaging learners

* Reality check - what this means in your situation

« Action planning - for yourself and your team

Recognise and implement learning theory through developing trust and empathy with learners. You will
also further develop your leadership skills in training for engaging learners.

Dates are run throughout the year.
Please phone the Training Team on 01604 490 490
for latest availability.



This three-day course is geared towards those who deliver IT training. The course is designed to suit
managers and supervisors who train as part of their remit as well as full time and professional IT trainers.
The first two days of the course cover generic training skills that are required by all good trainers. Day
three is a practical workshop exclusively devoted to the specific challenges of delivering IT training.

The course will enable delegates to effectively transfer their skills, knowledge and understanding to their
learners in an interesting, engaging and confident manner.

Anyone who has tried to teach IT skills to others will know that it is not always easy! This course is
specifically aimed at new, inexperienced or unqualified IT trainers who deliver IT training on either a full
time or occasional basis.

- Six important things that must be done at the start of a course
« Appreciating different learning styles

« Helping others to learn through their senses

* Motivating learners before the start of their training session

« Strategies for overcoming barriers to learning

« Setting aims and objectives for training others

» The steps for structuring course content

« Linking learning points effectively

« Techniques for handling difficult situations

* Producing effective training materials

« Using IT training equipment

« The importance of evaluating training

* Giving positive feedback to learners

« Practical exercises, including the structuring and delivery of a short IT training session
* Four critical things that must be done at the end of a course

» Reality check - how does all this apply in your own situation

Transfer IT skills, knowledge and understanding to your learners in an interesting, effective and confident
manner.

Dates are run throughout the year.
Please phone the Training Team on 01604 490 490
for latest availability.



Booking Information

Booking your training online

The quickest and easiest way to book any of our training courses is online via our website:
www.northants-chamber.co.uk/training. The following is a step-by-step guide as to how you can
book your training online.

Step 1 - Log in or register
To book training courses you must be a registered user of Northamptonshire Chamber’s website: www.
northants-chamber.co.uk.

If you are a registered user you will need to log in. You can do this by typing in your username and
password in the space provided in the top right hand corner of the homepage.

If you are not a registered user then simply go to www.northants-chamber.co.uk/signup
It's FREE to register.

Step 2 - Go to “Training”
Once registered you can book on any training course you want to. At the top on the home page click on
Training. This will take you through to the Training course catalogue.

Step 3 - Search in date order on-line

Click on the title of the course that you want to attend. The cost of the course to you will be
displayed at the bottom of the page. This will vary depending on whether you are a member of
Northamptonshire Chamber or not.

Step 4 - Book

To book a place on this course please click on the “Book now" button at the bottom of the course
description page. This will take you through to a page where you will need to confirm the amount of
places you want the course, your name, billing addresse and payment details.

Step 5 - Confirm

Once you are satisfied that all your details are

correct click on the confirm purchase button. Your purchase is now complete. You will be sent email
confirmation of your booking which will be

followed by a posted confirmation and receipted VAT invoice. We will look forward to seeing you on your
training course.

Benefits of registration

By registering on the website you will have access to much more than just being able to book training

courses:

* You will get details of the latest training courses being offered by the Chamber through e-bulletin.

« E-bulletin also provides you with details of the latest business news, views and issues affecting
Northamptonshire’s businesses.

* You can also book the latest events online.

So register now on www.northants-chamber.co.uk/signup
and get access to much, much more!

Book Now! Book online at www.northampton-chamber.co.uk/training 57



Terms and Conditions of Booking

All course fees must be paid for at the time of booking. Confirmation, joining instructions and a
receipted VAT invoice will be issued on receipt of payment.

Cancellations will attract a refund less a £10 administration fee if made up to 10 working days prior to the
course date. Where cancellations are received with less than 10 working days notice or a delegate fails to
attend, no refund will be given.

Delegates may be substituted with no administration fee payable. If a course is cancelled by the Chamber
an alternative date or a full refund is guaranteed.

Course information

Travel directions will be advised with confirmation of booking. Refreshments and light sandwich lunch
(except on half day courses) are included in the fee.

Book Now! Call the Training Team on 01604 490 490



Training course booking form

Company Name

Name of Training / Booking Contact

Training / Booking Contact Email

Address
Postcode
Tel No Fax No
Numbers of Employees in Company D Please tick appropriate box

Member D Non Member D

Delegate Deta | I.S for additional delegates/courses please copy this booking form

Title First Name Surname
Job Title Email
Course Date Course Title

Cost Inc Vat £

Title First Name Surname
Job Title Email
Course Date Course Title

Cost Inc Vat £

Total Cost of Bookings

Complete payment details overleaf (including V.A.T)

59
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Payment Details

| enclose my cheque payable to ‘CHACOMM' D

Or debit the amount from my credit/debit card details below D

Type of card  Visa D Mastercard D Delta D

Switch D Issue No (if applicable)

Cardholders Name & Initials

NameofIssuingBank _ Cardholders Contact Tel No

caraumser ||| [ LD LILL L IEL L]

Start Date Djjj Expiry Date Djjj Security Code DD]

(the last three digits that appear at the
top of the signature strip on reverse of
the card)

| authorise you to debit my account with the above amount

Cardholder’s Signature

| have read and understood the Terms and Conditions of Booking on page 60

Director/Senior Manager Signature

Print Name

Do any of the delegates have any special need requirements, including dietary,
that the Chamber could assist with? If so, please call the Training Team on 01604 490490 or
email: training@northants-chamber.co.uk

Your details will be added to our database In order to process your booking and to keep you up

to date with relevant offers and details of our (or our partners) events, training, information and
membership services. If you would prefer not to be contacted in any of the following ways please
tick the relevant box(s)

Post D Email D Telephone D

Please return your completed booking form to:
Training Team, Northamptonshire Chamber, Opus House, Anglia Way, Moulton
Park, Northampton NN3 6JA Tel No: 01604 490490 Fax No: 01604 670362
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