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	Course & National Code
	Dates – April 2007
	Level
	Duration

	Operating System

Operate a Personal Computer  ICAU1128A

	AM Courses

8:30am ––12
	PM Courses

1:00 –– 4:30pm
	
	

	Intro to Computers & Windows –– The best starting point for the beginner with little or no experience with PCs
	12+13
	
	Introduction
	2 Half Days

	Word Processing – Operate a Personal Computer ICAU1128A, Produce Simple Word Processed Documents BSBCMN213A, 
Design Organisational Document Using Computing Packages ICAD2012A & Use Advanced Features of Computer Applications ICAU3126A

	Word –– great for designing letters, CV’s, reports and other documents
	26+27
	19+20
16+17
29+30 March
	Introduction

Intermediate

Power User
	2 Half Days

	Spreadsheet - Operate a Spreadsheet Application ICAU1130A, Use Advanced Features of Computer applications  ICAU3126A

	Excel –– The most practical spreadsheet on the market –– and very easy to learn
	2+3 or 19+20
10+11 or 26+27
	10+11
23+24+26
	Introduction

Intermediate

Power User
	2 Half Days

2 Half Days

3 Half Days

	Database - Operate database application ICAU1131A, Use Advanced Features of Computer applications

ICAU3126A  & Customise Packaged Software Applications for Clients ICAU3028A  

	Access - Fits hand-in-hand with Office Suite 
	30+1 & 2 May
23+24+26
	11+12+13

	Introduction

Intermediate

Power User
	3 Half Days

	Graphics/Desktop Publishing —  Develop a Detailed Design Concept ICPPP311A, Operate A Presentation Package

ICAU1132A & Design organisation documents using computing packages ICAD2012A

	PowerPoint –– For presentations that will impress  
	
	12+13
26+27
	Introduction

Power User
	2 Half Days

	Publisher –– Desktop publishing the easy way  
	30+1 May
	
	Introduction
	2 Half Days

	Photoshop - Excellent images and photo manipulation package
	26+27
	19+20

	Introduction

Intermediate
	2 Half Days

	InDesign – Great for four-colour magazines, books and corporate identity material including logos
	16+17
	
	Introduction


	2 Half Days

	Illustrator -  A graphic artists delight
	10+11
	
	Introduction
	2 Half Days

	Visio – a great tool for the creation of diagrams and drawings for visual presentations
	
	23+24
	Introduction
	2 Half Days

	Acrobat –– creating managing, distribution & archiving of electronic documents
	23+24
	
	Introduction
	2 Half Days

	Accounting & Other —— Operate Computing Packages ICAU2006A,,Operate Computing Packages ICAU2006A 



	M.Y.O.B. –– Your smart accounting solution  
	23+24+26
26
	30+1 & 2 May

	Introduction

Power User

Payroll
	3 Half Days

3 Half Days

1 Half Day

	Project –– Learn how to monitor and schedule your projects
	2+3+4

23+24+26
	
	Introduction

Intermediate
	3 Half Days

	Executive Typing –– Learn to type with speed & accuracy
	Any time –– please call
	1 Level
	15 x 2 hours 

	DreamWeaver –– The solution for professional web site design & production
	30+1 May

16+17
	2+3

	Introduction

Power User
	2 Half Days

	FrontPage – Sophisticated software for web site development
	(
	(
	Introduction

Power User
	2 Half Days

	Outlook – For scheduling, organising and reminders – learn how to use it to its full potential
	
	23+24
	1 Level

	2 Half Days

	DHRCA’s training rooms with high speed internet access are available for hire at competitive prices!


	For further details or information – contact
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Ending your PowerPoint on a Black Slide





When you are on the last slide of your presentation and you click, the presentation ends and your audience will be looking at the PowerPoint window.  A more elegant way to end the presentation may be to have a black slide inserted after the last slide.  Rather than creating a black slide yourself, have PowerPoint add it for you.


To end your presentation on a black slide:� - Tools menu, Options� - Select the View tab� - Select the End with black slide option� - Click on OK  


Any questions, please let me know. 


If you found this tip useful, please forward it to a friend, colleague or anyone who you think may enjoy it. Thanks.
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