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Training Tailor Made, offer a range of training courses designed specifically to aid businesses to achieve high productivity levels using the latest software in as short a time as is possible. The core training courses available are...

Microsoft Products

Introducing Windows  XP  - Vista  
Microsoft Word 2010 +  (Beginners, Intermediate & Advance)
Microsoft Excel 2010 +  (Beginners, Intermediate & Advance)
Microsoft Access 2010 +  (Beginners, Intermediate & Advance)
Microsoft FrontPage 2010 + (Basic & Intermediate)

Microsoft Outlook 2010 +  (Basic & Intermediate)

Microsoft Project 2010 +  (Basic & Intermediate)

Word 2010 +  foundation

Starting Word 2010 + and manipulating files
· What is Word 2010 + /2010 +?

· Opening a file in Word 2010 + /2010 +
· Saving a file and using “save as”

· Closing a Word 2010 + document

Starting to use Word 2010 +
· The office assistant

· The Word 2010 + screen

· Moving through a Word document

· The Word 2010 + menu bar and drop down menus

· Word 2010 + toolbars

· Floating toolbars in Word 2010 +
· The Word 2010 + status bar

· Entering text into a Word 2010 + document

· Click and type

· Word 2010 + selection techniques

· Deleting text

· Different Word 2010 + views

· Full screen view

· Zoom

· Undo and repeat

· Help

· Keyboard shortcuts

Font formatting

· What is Word 2010 + font formatting?

· Bold and italics

· Underlining text

· Highlighting text

· Changing case

· Drop caps

· Text effects

· Font formatting - keyboard shortcuts

Paragraph formatting

· Format paragraph

· Paragraph formatting shortcuts

· Aligning text in a document

· Indenting

· Bullets and numbering

Page formatting

· What is page formatting?

· Page margins

· Page size and orientation

· Page breaks

· Numbering pages

Introducing tables and columns

· Creating a table

· Columns

Proofing tools within Word 2010 +
· Spell checking

· The thesaurus

Using the clipboard

· What is the clipboard?

· Copy

· Cut

· Paste

Printing

· Printing within Word 2010 +
· Print setup

· Printing options

· Print preview

· Word 2010 + intermediate

Word 2010 + - further formatting techniques

· Adding bullets to a list

· Customizing your bullet formatting

· Picture bullets

· Numbering a list

· Customizing your list numbering

· Outline numbering

· Different odd and even pages

· Borders

· Shading

· Line spacing

· Paragraph text flow

· Hyphenation

· Tabs

· Columns

· Headers and footers

Tables

· Creating a table

· Table manipulation

· Formatting tables with table Autoformat

File management within Word 2010 +
· Word 2010 + user information

· Word 2010 + properties

· Open files - a review of features

· Selecting the location for opening files

· Selecting and manipulating files

· Finding files using Word 2010 +
· Copying, deleting, renaming files and creating shortcuts

· File saving options

· Using Word 2010 + scraps within Windows

· Inserting a separate Word file into a document

Using find, replace and Go To

· Using find and replace

· Go to

Autocorrect

· Autocorrect

· Autocorrect using the spell checker

Autotext

· Autotext

Text boxes, graphics and Wordart

· Drawing

· Creating and manipulating text boxes

· The text box toolbar

· Linking text boxes together

· Formatting text boxes

· Formatting text boxes – colors and lines

· Text box fill effects

· Formatting text box size and position

· Controlling text box wrapping

· Formatting text box internal margins

· Inserting clipart

· Wordart

· Creating a watermark

OLE (object linking and embedding)

· What is object linking and embedding?

· Paste special

· Embedding an object

· Embedding a picture

· Word 2010 + advanced

Styles

· What are styles?

· Creating styles

· Styles in documents and styles in templates

· Applying styles

· Modifying styles

· Heading styles

Templates

· What are templates?

· Creating documents based on specific templates

· Creating a document using a template wizard

· Creating your own template

Using Autoformat

· Running Autoformat from the format drop down menu

· Removing Autoformat changes

· Setting Autoformat options

Long documents - section formatting and master documents

· Why use section breaks?

· Inserting section breaks

· Page setup/section layout

· What are master documents?

· Constructing a master document

Using fields

· What are Word 2010 + fields?

· Inserting the date and time

· Inserting the file name into a document as a field

· Viewing, updating, unlinking, locking and navigating fields

· Generating a table of contents

· Formatting a table of contents

· Generating an index entry

· Generating an index

Mail merge, envelopes and labels

· What is mail merging?

· Mail merging to labels

· Mail merging form letters

· Mail merging addresses for envelopes

· Printing an addressed envelope and letter

Customizing Word

· Displaying toolbars

· View options

· General options

· Edit options

· Print options

· File location options

· Save options

· Spelling and grammar options

· Autoformat options

Advanced use of find and replace

· Using “special” find and replace features

· Advanced use of find and replace

Word macros

· Macros – Record
· Macros – Amend

· Assign Macros – Buttons - Menus

Miscellaneous advanced features

· Bookmarks

· File conversion

· Equation editor

· Footnotes

· Autosummarize

· Document map

· What is outlining?

· Highlight changes

· Password protection

· Word count

· Excel 2010 + foundation

A first look at Excel 2010 +
· The advantages of using Excel 2010 +
· What are workbooks and worksheets?

· Creating and opening workbooks

· Entering data

· Further data entry techniques

· Autocorrect

· Autocomplete

· Using the pick list

· Navigating in the worksheet

· Selecting items within Excel 2010 +
· Inserting and deleting cells, rows and columns

· Saving workbooks

· Moving between worksheets

· Using the spelling checker

· Closing an Excel 2010 + workbook

· Exiting Excel 2010 +
A closer look at the Excel 2010 + screen

· The standard toolbar

· The formatting toolbar

· Selecting worksheet views

· Undo and repeat

· The office assistant

Formatting and customizing data

· Formatting options within Excel 2010 +
· Alignment

· Data indentation and rotation

· To center items in a cell/cells

· Using fonts

· Formatting numbers

· Decimal places

· Formatting columns and rows

· Deleting cells, formats, objects and worksheets

· Adding, editing and removing borders

· Using Autoformat

· Copying data

· Copying data using drag and drop

· Copying columns and rows

Formulas, functions and named ranges

· Formulas

· Operator evaluation order within Excel 2010 +
· Functions

· Using the sum function

· Other commonly used functions

· Using paste function

· Naming cells and ranges

· Using named ranges with formulas

Introducing charts

· Creating a chart

· Manipulating charts

· Changing the chart type

Printing

· Page setup

· Margins

· Centering printed output

· Printing a worksheet

· Excel 2010 + intermediate

Worksheets, a further look

· Renaming worksheets

· Deleting and inserting worksheets

· Finding files

· Displaying other toolbars

· Customizing the look of the toolbars & menus

· Freeze panes

· Grouping and ungrouping worksheets

· The series command

· Printing multiple files

· Headers and footers

· Sheet printing options

· Choosing a printer and changing settings

Further formatting techniques

· Creating new styles based on existing cell formatting

· Using colors in Excel 2010 +
· Using colors based on values

· Gridlines

· Hiding data and re-displaying data

Further functions

· What are functions?

· Using paste function

· The if( ) function

· The choose function

· The Count, CountA & CountIf function

· The Sum & SumIf Function

· The Now(),Today(), DateDif function

· Text manipulation functions

Database and list management

· What is a database?

· Excel 2010 + databases

· Database terminology

· Creating, editing and navigating a database

· Sorting an internal Excel 2010 + database

· What is autofilter?

· Filtering data

· Top 10 autofilter

· Using data forms

· The Excel 2010 + data form

Customizing charts

· The chart wizard 

· Adding and removing data

· Changing data by dragging and dropping columns

· Formatting the chart area

· Chart formatting - legends

· Chart formatting - axis

· Chart formatting - the plot area

· Chart formatting - gridlines

· Chart formatting - the data series

Drawing and pictures

· Drawing lines, boxes, ovals and arcs

· Using autoshapes

· Creating text boxes

· Pictures

· Bring to front/send to back

· Grouping and un-grouping objects

Excel 2010 + and other applications

· Using the conversion feature

· Cut, copy and paste - using the clipboard

· Using paste special

· OLE - embedding vs. Linking

· Linking data from other worksheets

· Linking data from Word

· Linking data to Word

· Excel 2010 + advanced

Templates and styles

· What are templates?

· Creating templates

· Using templates

· What are styles?

· Creating and using styles

Importing data

· Why import data?

· The text wizard

· Importing from a database

· Database terminology

· Using Microsoft query

“what if?” Utilities

· Analysis Tool-pack utilities

· Goal seek

· Graphical goal seeking

· Scenario manager

· Solver

· Solver terminology and examples

Macros and custom controls

· What are macros?

· To record a macro

· Running macros

· Creating a button in a worksheet and assigning a macro to it

· Attaching macros to a button

· Drawing, editing and formatting buttons

Customizing Excel

· Customizing Excel 2010 + - options

· Customizing toolbars

· The spell checker

· Data validation

· Workbook password protection

· Workbook protection

· Worksheet protection

· Cell protection

· Excel 2010 + auditing tools

· Auditing worksheets

· Cell comments

· Advanced filtering

· Totaling and manipulating filtered data

· Creating subtotals

Share options
· What are shared workbooks?

· Advanced workbook sharing options

· Set Share option 

· Track Changes

· Accept / Reject Changes

Pivot Tables

· What is a Pivot Table

· Create Pivot Table

· Create Pivot Chart

· Apply Auto format

Data /Functions

· Create and Apply Advanced Filter

· Conditional formatting

· Data validation functions

· Circle invalid data

· The hlookup / vlookup functions

· Customise cell formats

Consolidation

· What is consolidation?

· Consolidating rows and columns

· Merge and Compare worksheets / workbooks

XML

· What is XML?

· Source “Schema” 

· Import XML mapped data

· Export to XML

· PowerPoint 2010 + foundation

Introduction to PowerPoint

· What is PowerPoint 2010 +?

· Starting PowerPoint

· The opening PowerPoint screen

· PowerPoint and Microsoft office

· Slides and presentations

· Opening an existing presentation

· Saving a presentation

· Closing a presentation and exiting PowerPoint

The PowerPoint screen and views

· The standard toolbar

· The formatting toolbar

· Status bar

· The view icons

· Normal view

· Outline view

· Slide view

· Slide show view

Using autolayout

· Choosing an autolayout

· The title slide

· Bulleted list

· Two column text

· Table

· Text and chart

· Organization chart

· Chart (i.e. Graphs)

· Text and clipart

· Blank (slide)

Using the autocontent wizard

· Starting the autocontent wizard

· Selecting a presentation type within the autocontent wizard

· Presentation type

· Presentation titles, footers and slide numbers

· Completing the wizard

· The finished presentation

· The presentation content

Creating a simple text slide

· Creating a new blank presentation

· Selecting a slide layout

· Simple text slide

· To insert a new slide

· Deleting and re-ordering slides within a presentation

· Manipulating slide information within normal and outline view

· Creating notes for your slides

Formatting and proofing text

· Formatting options

· Select then do!

· Text formatting

Pictures and backgrounds

· The drawing toolbar

· Using the drawing tools

· Autoshapes

· Using clipart

· Selecting objects

· Grouping and un-grouping objects

· Re-sizing objects

· Aligning objects

· Moving objects

· Rotating objects

· Cutting, copying, pasting and duplicating

· Moving objects forwards or backwards

· Applying and creating color schemes

· Adding a custom background

· The format painter

Printing a presentation

· How do you want to print your presentation?

· The print dialog box

Creating and running a slide show

· What is a slide show?

· Navigating through a slide show

· Slide show transitions

· Slide show timings

· Slide show annotations

· Hidden slides

· Animation effects

· Meeting minder

· Slide show shortcuts

· PowerPoint 2010 + intermediate

File and folder management

· Basic file manipulation

· Properties

· Finding files

· Defining your default folder location

· Pack and go

Adding text to slides

· Text and PowerPoint

· Adding text in slide view

· Adding a new slide to a presentation

· Outline view and text

· Adding text in shapes

· Finding and replacing text

· Selection techniques

Formatting and proofing text

· Formatting within PowerPoint

· Replacing fonts

· Formatting fonts

· Additional text formatting effects

· Bullets

· Case formatting

· Using the format painter

· Remember the undo command!

· Paragraph alignment

· Line and paragraph space formatting

· Tab formatting

· Checking spelling

Using masters

· What are templates and slide masters?

· Create a new template file on which to base new presentations

· Adding a footer, date and numbering information

· Manipulating slide masters within a presentation

The Microsoft clip gallery

· What is the Microsoft clip gallery?

· Using the Microsoft clip gallery

· Modifying the Microsoft clip gallery

Creating tables

· Creating slides that contain tables

· Tables and text manipulation

· Selection techniques within tables

· Manipulating cells, rows and columns within tables

Charts

· Creating a chart

· Chart types

· Chart titles

· Chart axes

· Chart gridlines

· Chart legend

· Chart data labels

· Chart data table

· Formatting the data series

Organization charts

· Creating an organization chart

· Adding or removing chart boxes

· Moving chart boxes

· Formatting organization chart boxes

PowerPoint and other applications

· PowerPoint and OLE

· Pasting objects from other applications

· Editing an embedded object

· Linking objects from other applications

· The links command

Printing a presentation

· Printing under PowerPoint

· Setting up slides for printing

· Printing a presentation

Customizing PowerPoint

· Customizing view options

· Customizing general options

· Customizing edit options

· Customizing print options

· Customizing save options

· Customizing spelling options

· Customizing your toolbars

· Autocorrect

· Access 2010 + foundation

Introduction to database concepts 

· What is a database?

· Tables and relationships

· The Access application window

Database design and table creation

· Design and document your database

· Define your needs

· Basic design rules

· Determine relationships

· Creating a database

· Using the table wizard

· Adding fields using the table wizard

· Creating a table without a wizard

· Adding fields to a new table

· Field properties

· The input mask property

· Setting a primary key

· Adding records to a table datasheet

Formatting a table

· Editing records

· Selecting records, fields and columns 

· Deleting records and fields

· Viewing or setting datasheet default values

· Re-ordering columns and fields

· Changing column width and row height

· Hiding and un-hiding columns

· Freezing columns

· Formatting datasheet cells

· Changing datasheet fonts

· Copying and moving fields and records

· Printing

Relationships

· Defining relationships

· Opening the relationships window

· Adding tables to the relationships window

· Making relationships

· Referential integrity

· Editing relationships

Locating and replacing information

· A simple search

· Wildcards

· Finding specific values

· Find and replace

· Sorting records

· What is a filter?

· Filtering records 

Creating simple queries

· Opening an existing query

· Creating queries

· The query grid

· Logical operators in criteria

· Text in criteria - wildcards

· Multiple criteria and alternative criteria

· Calculated fields

· Summary queries

· Update queries

· Append queries

· Make-table queries

Creating calculated fields

· Creating calculated fields

· Using the expression builder

Introducing forms

· Basic form layout types

· Creating a form using autoform

· Creating a form using the form wizard

· Different ways of viewing forms

More about creating forms

· Creating forms without using the form wizard

· The form design view window

· Manipulating form design

· Types of control

· The toolbox

· Creating a combo box control 

· Changing form properties

· Using forms with subforms

· Creating a form with a subform

· Controlling data input

· Changing tab order

· Adding command buttons

· Adding page breaks

· Switchboards

Reports

· Opening and viewing existing reports

· Printing reports

· Creating a report using autoreports

· Creating reports using the report wizard

· Using the label wizard

· Using the chart wizard

· Grouping levels in reports

· Creating a report without a wizard

· Creating controls

· Setting properties

· FrontPage 2003 
An introduction to FrontPage and the Internet

· What is the Internet?

· What is HTML?

· What is FrontPage?

Creating a first web site

· Creating a one page web

· Entering text into your new web page

· Basic text formatting

· Creating a new web page

· Switching between open 

· Simple text hyperlinking

· Previewing your web pages

· Examining HTML code 

· Creating web folders (sub-directories)

Basic formatting techniques

· Opening a web within the FrontPage window

· Modifying the background color

· Adding a background picture

· Modifying default text and hyperlink colors

· Horizontal lines

· Applying themes

Manipulating tables within FrontPage

· Inserting a table

· Modifying table properties

· Modifying cell properties

FrontPage - Pictures & multimedia

· Inserting clip art

· Picture file types - file size & loading speeds

· Background sounds

· Video clips

Hyperlinking, bookmarks & image maps

· Text hyperlinks to other pages

· Bookmark links

· Using picture hyperlinks

· Creating image map hyperlinks

· Email links

Introducing FrontPage "components"

· Hover buttons

· Adding a scrolling marquee

· Adding page transitions

· Creating animations – dhtml

FrontPage and frames

· Using frames

· The frame set

· Creating a frame set

· Viewing the frame page HTML

· The <noframes> tag

Managing your web

· Why do you need to manage a web site?

· Deleting a web or pages contained within a web

· Proofing your entire web site

· Using site-wide text 'search and replace'

· Recalculating and verifying hyperlinks

· FrontPage tasks

Good site design, publishing & publicizing

· Plan your site

· Publishing your web site

· Factors affecting the speed of your web site

· Using relevant text

· Listing your web with search engines

· Meta tags

Appendix one - Importing a web

· Importing a web

· Outlook 2010 +
Introduction to Outlook 2010 +
· What is Outlook?

· Starting Outlook

· Closing Outlook

· Outlook 2010 + screen

· Outlook bar

Contacts folder

· What are contacts?

· Contacts screen

· Viewing contacts

· Printing contacts

· Adding a contact

· Adding a contact – details folder

· Adding a contact – saving the contact

· Editing a contact

· Searching for a contact

· Sending a letter to a contact

Electronic mail

· What is electronic mail?

· Inbox folder

· Inbox screen

· Message status icons

· Reading messages

· Sorting the inbox

· Message flags

· Search for a message

· Sending a message

· Sending a message – select names

· Spell check your message

· Setting message options

· Formatting your message

· Replying to a message

· Forwarding a message

· Attaching a file to a message

· Opening an attached file

· Saving an attached file

· Sent items folder

· Outbox folder

Calendar folder

· Calendar screen

· Navigating the calendar

· Calendar views

· Organizing a meeting

· Organizing a meeting - continued

· Responding to a meeting request

· Scheduling an appointment

· Scheduling an event

· Recurring appointments

· Printing the calendar

Tasks folder

· What are tasks?

· Tasks screen

· Sorting the tasks folder

· Creating a new task

· Deleting a task

· Creating a task request

· Responding to a task request

· Assigning a task to someone else

· Updating a tasks status

· Task status reports

· Searching for tasks

Outlook today folder

· Outlook today folder

· Customizing Outlook today

Journal folder

· What is the journal?

· Viewing entries in the journal

· Making entries in the journal

· Automating the journal

Notes folder

· What are notes?

· Creating a note

· Viewing notes

· Organizing notes

· Searching for notes

Deleted items folder

· Deleted items folder

Note:

We can also provide technical training courses, e.g. MCSE Certification courses, CompTIA, VB .net programming, C++ … many more…..please call
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Thank you for your interest in our training services. You may be interested to know that Training Tailor Made has been a provider of Professional Desktop IT training services in Gibraltar for over five years. We can offer a wide range of training services and certification schemes on the latest Microsoft Office, IC3, CompTIA and Sage products. As a highly qualified and experienced training company, we assist you in most of your IT investment by improving the efficiency and motivation of your staff through training.





Courses can be undertaken either on your premises or at our own well-equipped training centre, whichever is the more convenient. Each course lasts for minimum of four hours and can be tailored to your specific needs. Everything is taught in a very practical manner, with each aspect of the software package demonstrated by example, at an appropriate pace, with the opportunity later in supervised practicals for each attendee to consolidate what they have learned with their own practical experience.





We are also Authorised exams centre for Pearson Vue, PrometricTM, IC3 and Microsoft office Application.











Please feel free to contact me on 





Telephone:	+350 200 78714          


Email		� HYPERLINK "mailto:dilip@trainingtm.net" ��dilip@trainingtm.net�  





I look forward to hearing from you. 





Kind Regards


�








Dilip Tailor


Instructor and Proprietor
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For more information, or to book your courses, please call Training Tailor Made on  

(+ 350 78714, or e-mail: info@trainingtm.com  
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