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1. STRATA CONTROL I

COURSE OBJECTIVES

To create an understanding of Rock Mechanics, Strata Control and their influence on safety, thus ensuring a safer underground environment and production procedures.  

ENTRY LEVEL

B-Level.  (Operator, Section Team Leaders, Instructors).

COURSE CONTENT

	· Sound and bar down roof and side walls
	· Geological discontinuities and how to deal with them

	· Ability to work in an underground coal mine
	· Pillars

	· Course of fall of ground accidents 
	· Mining 

	· Roof behaviour
	· Poor Ground conditions

	· Inspection of working places
	· Special support

	· Temporary Support


NOTE: Course material, slide presentation and the mock underground section are extensively used.

GENERAL:
This course is presented in Zulu.  Each person receives a handbook.

CANDIDATES TO BE NOMINATED 2 WEEKS IN ADVANCE:
Please confirm your booking, Ingwe Mines SAP booking and Private Mines by e-mail or fax to prevent the unnecessary cancellation of courses as well as delegates arriving for courses that have been cancelled.

(TIME DURATION:  3 Days

	· 10-12 Jan 2005
	· 23-25 May 2005
	31 Oct 05–02 Nov 2005

	· 17-19 Jan 2005
	· 13-15 June 2005
	12-14 December 2005

	· 31 Jan-2 Feb 2005
	· 04-06 July 2005

	· 14-16 Feb 2005
	· 18-20 July 2005

	· 28 Feb 05-02 March 2005
	· [image: image1.png]Prospectus



01-03 Aug 2005 

	· 28-30 Mar 2005
	· 05-07 Sept 2005

	· 04-06 April 2005
	· 19-21 Sept 2005

	· 18-20 April 2005
	· 03-05 Oct 2005

	· 9-11 May 2005
	· 17-19 October 2005


2. STRATA CONTROL II
COURSE OBJECTIVES

To create an understanding of Rock Mechanics, Strata Control and their influence on safety, thus ensuring a safer underground environment and production procedures.  

ENTRY LEVEL
C-Level.  (Miners and Section Artisans).

COURSE CONTENT

	· Sound and bar down roof and side walls
	· Standard permanent support

· Geological discontinuities and how to deal with them

	· Ability to work in an underground coal mine
	· Pillars

	· Course of fall of ground accidents 
	· Mining 

	· Roof behaviour
	· Poor Ground conditions

	· Inspection of working places
	· Special support

	· Temporary Support


NOTE: Course material, slide presentation and the mock underground section are extensively used.

GENERAL:
This course is presented in English.  Each person receives a handbook.

CANDIDATES TO BE NOMINATED 2 WEEKS IN ADVANCE:
Please confirm your booking, Ingwe Mines SAP booking and Private Mines by e-mail or fax to prevent the unnecessary cancellation of courses as well as delegates arriving for courses that have been cancelled.

(TIME DURATION:  3 Days

	· 10-12 Jan 05
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	· 10-12 Oct 2005
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3. STRATA CONTROL III
COURSE OBJECTIVES

To provide production officials with a better understanding of basic Rock Engineering principles which are meant to assist them in their execution of their daily tasks.

ENTRY LEVEL
C-Upper and D levels.  (Shift bosses and Mine Overseers and Engineering Officials).

COURSE CONTENT

	· Define Terminology Basic Concepts
	· Basic Rock Mechanics in mining layouts and mining methods

	· Geological features and effect on stability
	· Pillar

· Supports


NOTE: Course material, slide presentation and the mock underground section are extensively used.

GENERAL:
This course is presented in English.  Course material in English.

CANDIDATES TO BE NOMINATED 2 WEEKS IN ADVANCE:
Please confirm your booking, Ingwe Mines SAP booking and Private Mines by e-mail or fax to prevent the unnecessary cancellation of courses as well as delegates arriving for courses that have been cancelled.

(TIME DURATION:  3 Days

	· 21-23 Feb 05
	· 29-31 August 2005

	· 3-5 May 05
	· 21-23 November 2005
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4. GASTESTING COURSE FOR  

    MINERS AND ARTISANS
COURSE OBJECTIVES

To ensure competency of candidates in the knowledge, testing and detection of gases in an underground coal mine.  As per unit standard outcome requirement.  

ENTRY LEVEL
 (Instructors-English Grade 12), Trainee Miners, Apprentices, Miners, Artisans and all other level individuals where a Gastesting certificate is required by law).

COURSE CONTENT

	· Gases 

· Hazard Identification Awareness and Control

· Personal Protective Clothing

· Environmental Elements
	· Instruments

· Practical Testing

· Mine Ventilation and Regulations

· Regulations


NOTE: Course material, slide presentation and the mock underground section are extensively used.

GENERAL:
This course is presented in English and each person receives a handbook.

CANDIDATES TO BE NOMINATED 2 WEEKS IN ADVANCE:
Please confirm your booking, Ingwe Mines SAP booking and Private Mines by e-mail or fax to prevent the unnecessary cancellation of courses as well as delegates arriving for courses that have been cancelled.

(TIME DURATION:  5 Days

	· 10-14 Jan 05

	· 04-08 July 05


	· 7-11 Mar 05

	· 05-09 September 05


	· 16-20 May 05

	· 07-11 November 05
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5. SKILLS PROGRAMME COMPETENT PERSON A
COURSE OBJECTIVES

People credited with this skills programme are able to examine and declare a working place safe in accordance with the Fall of Ground Regulations.
ENTRY LEVEL
C and D-Level.  (Supervisors, Shift bosses, Miners, Artisans and Foreman)

COURSE CONTENT

· MnC-G004 – Sound & Bar down roof and sidewalls in an u/g coal mine.

· MnC-G002 – Test & Monitor for basic gasses in an u/g coal mine.

· MnC-G060 – Demonstrate knowledge to test and monitor for basic gasses in an u/g coal mine.
· MnH-G085 – Determine velocity of air in a work place by means of the tape method and take appropriate action.

· OcH-G085 – Describe the basic environmetal factor of ventilating a work place to ensure a safe and healthy work environment.

· MnC-G037 – Demonstrate knowledge of Strata Control principles in an u/g coal mine.

· MnC-G031
- Demonstrate knowledge and ability to work in an u/g coal mine.

NOTE: Course material, presentation and the mock underground section are extensively used.
GENERAL:
This course is presented in English and each person receives a Learning Pack on each unit standard.

CANDIDATES TO BE NOMINATED 2 WEEKS IN ADVANCE:
Please confirm your booking, Ingwe Mines SAP booking and Private Mines by e-mail or fax to prevent the unnecessary cancellation of courses as well as delegates arriving for courses that have been cancelled.

(TIME DURATION:   5 Days

	07-11 Feb 05 

	22-26 Aug 05


	11-15 April 05

	24-28 Oct 05


	27-30 Jun 05
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6. SKILLS PROGRAMME COMPETENT PERSON B
COURSE OBJECTIVES

People credited with this skills programme are able to install, maintain and remove any support unit in accordance with the Fall of Ground Regulations.
ENTRY LEVEL
Roofbolter license and Strata Control I.

COURSE CONTENT

· MnC-G004 – Sound & Bar down roof and sidewalls in an u/g coal mine.

· MnC-G002 – Test & Monitor for basic gasses in an u/g coal mine.

· MnC-G037 – Demonstrate knowledge of Strata Control principles in an u/g coal mine.

· MnC-G031
- Demonstrate knowledge and ability to work in an u/g coal mine.
· MnC-G003 – Support Roof and sidewalls using a roofbolter machine in an u/g coal mine. Take note competency on this u/s must be done in the candidate’s workplace.
GENERAL:
This course is presented in Zulu and each person receives a Learning Pack on each unit standard.
CANDIDATES TO BE NOMINATED 2 WEEKS IN ADVANCE:
Please confirm your booking, Ingwe Mines SAP booking and Private Mines by e-mail or fax to prevent the unnecessary cancellation of courses as well as delegates arriving for courses that have been cancelled.

(TIME DURATION:  5 Days

	· 24-28 Jan 05

	· 25-29 July 05


	· 14-18 Mar 05

	· 26-30 Sep 05


	· 03-06 May 05

	· 14-18 Nov 05
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7. MINING LEARNERSHIP
COURSE OBJECTIVES

To train potential underground miners in conventional mining operations and continuous mining operations according to the outcome of the unit standard of the registered qualification and attend the mining qualification preparation course and the prescribed examination.

ENTRY LEVEL
Minimum requirements. 

· Knowledge and ability to work in an u/g coal mine.

· Knowledge of specific ventilation.

· Knowledge of mine standards and procedures.

· Grade 10 with Maths, Science, English & Communication.

COURSE CONTENT 

AS PER NATIONAL CERTIFICATE IN MINING OPERATIONS U/G COAL

	· Core / Generic to u/g coal mining (55 Credits)

· Blasting Operations specialisation area (32 Credits)


	· Continuous Miner specialisation area (8 Credits)

· Electives on each speialisation area (10 Credits)




GENERAL:
This course is presented in English and each person receives a handbook.

CANDIDATES TO BE NOMINATED 2 WEEKS IN ADVANCE:
Please confirm your booking, Ingwe Mines SAP booking and Private Mines by e-mail or fax to prevent the unnecessary cancellation of courses as well as delegates arriving for courses that have been cancelled.

(TIME DURATION:  14 Days
1. Core/Generic u/g coal mining operations: 16 Weeks  
2. Specialisation area u/g coal blasting operations:  39 Weeks

3. Specialisation area u/g coal continuoius miner operations: 33 weeks. 
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8. INTRODUCTORY QUALIFICATION ABET ¾ NQF LEVEL 1 
COURSE OBJECTIVES

To equip our employees with the skills and competencies to further their education.

ENTRY LEVEL
Mine employees.

COURSE CONTENT

	· MQA unit standards Fundamental = 37 credits




GENERAL:
This course is presented in English and each person receives a handbook.

CANDIDATES TO BE NOMINATED 2 WEEKS IN ADVANCE:
Please confirm your booking, Ingwe Mines SAP booking and Private Mines by e-mail or fax to prevent the unnecessary cancellation of courses as well as delegates arriving for courses that have been cancelled.

(TIME DURATION: ABET 4 NUMERACY AND LITERACY 360 HOURS

Courses will be presented on request, minimum requirements 15 candidates
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9. CONFINED SPACES FOR 

      ENGLISH LITERATE & NON 

      ENGLISH LITERATE
COURSE OBJECTIVES

The objective of this programme is to assist in compliance with regulatory requirements while including performance-based objective designed to encourage and promote safe behaviour in the work place.
ENTRY LEVEL
Mine employees.

COURSE CONTENT

	· Introductory to confined spaces 

· Entry principles

· Recognizing atmospheric hazards


	· Type of hazards

· Rescue operations 

	


GENERAL:
This course is presented in English and each person receives a handbook.

CANDIDATES TO BE NOMINATED 2 WEEKS IN ADVANCE:
Please confirm your booking, Ingwe Mines SAP booking and Private Mines by e-mail or fax to prevent the unnecessary cancellation of courses as well as delegates arriving for courses that have been cancelled.

(TIME DURATION: 
1 Day

	· 12 Jan 05 Eng. Literate

	· 27 Jan 05 Non Eng. Literate


	· 10 Feb 05 Eng. Literate
	· 24 Feb 05 Non Eng. Literate


	· 09 Mar 05 Eng. Literate
	· 24 Mar 05 Non Eng. Literate


	· 06 April 05 Eng. Literate
	· 22 April 05 Non Eng. Literate


	· 04 May 05 Eng. Literate
	· 27 May 05 Non Eng. Literate


	· 08 June 05 Eng. Literate
	· 30 June 05 Non Eng. Literate


	· 06 July 05 Eng. Literate
	· 28 July 05 Non Eng. Literate


	· 11 Aug 05 Eng. Literate

	· 25 Aug 05 Non Eng. Literate


	· 07 Sep 05 Eng. Literate
	· 29 Sep 05 Non Eng. Literate


	· 05 Oct 05 Eng. Literate
	· 20 Oct 05 Non Eng. Literate


	· 02 Nov 05 Eng. Literate
	· 24 Nov 05 Non Eng. Literate
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10. HEALTH & SAFETY  

       REPRESENTATIVE
COURSE OBJECTIVES

This course is designed to provide appointed HSE representatives, inspectors, Supervisors / section Managers and HSE committee members with the competencies to identify evaluate and record HSE hazards in designated work areas and evaluate the risks attached to operational tasks and processes.

ENTRY LEVEL
All employees and supervisors who are responsible for the implementation and maintenance of HSE standards and management control procedures in daily operational process and procedures.  HSE representatives, committee members, shop stewards and those involved in or responsible for the evaluation of inspection reports.  Health and safety and environmental practitioners at all levels.

METHOD OF TRAINING

	 Facilitated learning through group work, discussed visual aids and practical on job application assignment.




PROGRAM OUTLINE

Basic psychological aspects pertaining to healthy and safe work behavior.

Identify examples in HSE context pertaining to the various applications of ISO standards within the Ingwe HSE System.  Explain the objectives and benefits of structured workplace and operational process inspections.  Determine the elements that need to be included in regular HSE and supervisory inspections, checks, and/or planned maintenance schedules. Carry out a practical workplace inspection and equipment checks, identify deviations, and record findings.  Prepare a summary report on findings together with recommendations for submissions to HSE committee or other appropriate management representative/s. Summary report presentation on inspection findings for action by HSE committee meeting.   
CANDIDATES TO BE NOMINATED 2 WEEKS IN ADVANCE:
Please confirm your booking, Ingwe Mines SAP booking and Private Mines by e-mail or fax to prevent the unnecessary cancellation of courses as well as delegates arriving for courses that have been cancelled.

(TIME DURATION: 
2 Days
	· 13-14 Jan 2005

	· 14-15 July 2005


	· 17-18 Feb 2005

	· 18-19 Aug 2005


	· 10-11 Mar 2005

	· 15-16 Sep 2005


	· 14-15 Apr 2005

	· 13-14 Oct 2005


	· 19-20 May 2005

	· 24-25 Nov 2005


	· [image: image10.png]


23-24 June 2005



				
				
				
				

	
	
	
	

	11. I-CAM 

 COURSE OBJECTIVES
 Provide skills to:

-Investigate an incident and gather data

-Interview victims & witnesses

-Understand human factors

-Understand & Apply ICAM to determine root causes

-Make recommendations to prevent recurrence

-Complete an Incident Notification & Investigation Report

ENTRY LEVEL
All Levels

                        COURSE CONTENT

· ICAM introduction

· Introduction to Human Factors

· Interviewing techniques and exercise

· Developing recommendations

· Data gathering and organization

· ICAM application and site specific exercise

· Group exercise

GENERAL: 
The course is presented in English and each person receives a handbook.

CANDIDATES TO BE NOMINATED 2 WEEKS IN ADVANCE:

Please confirm your booking, Ingwe Mines SAP booking and Private Mines
by e-mail or fax to prevent the unnecessary cancellation of courses as 

well as delegates arriving for courses that have been cancelled.
(TIME DURATION:
2 Days
· 14-15 February 2005

· 25-26 April 2005

· 20-21 June 2005

· 15-16 August 2005

· 17-18 October 2005

· 07-08 November 2005



	


12. DRIVER TRAINING
COURSE OBJECTIVES

The objectives of this training proposal are to enhance the general safety and life quality of Ingwe mine drivers by reducing the risk of accidents

-Motivating drivers to improve performance

-Make driver more cost effective

-Improve risk management for the company
ENTRY LEVEL
All levels with a minimum code 08 drivers license.
                                  COURSE CONTENT

	· Enhance current road signs and rules knowledge
	· Know and implement advanced driving skills

	· Changing of thinking patterns
	· Understand the dynamics of different vehicles

	· Know and implement defensive driving principles
	· Positive attitude towards road safety

· Understand responsibility of driver

	


The course is presented in English.

CANDIDATES TO BE NOMINATED 2 WEEKS IN ADVANCE:

Please confirm your booking Ingwe Mines SAP booking and Private Mines by e-mail or fax to            prevent the unnecessary cancellation of courses as well as delegates arriving for courses that have been cancelled.

(TIME DURATION: Phase 1 (I-CAMPUS) 1 Day

                                           Phase 2 (GEROTEK PRETORIA) 1 Day

	Assessment at I-Campus
	Group
	Training at Gerotek

	10 February 2005
	1
	01 March 2005

	11 February 2005
	2
	02 March 2005 

	* 14 April 2005
	3
	26 April 2005

	23 June 2005
	4
	05 July 2005

	24 June 2005
	5
	06 July 2005

	11 August 2005
	6
	23 August 2005

	12 August 2005
	7
	24 August 2005

	29 September 2005
	8
	11 October 2005

	30 September 2005
	9
	12 October 2005

	17 November 2005
	10
	29 November 2005

	18 November 2005
	11
	30 November 2005
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13. COMPUTER COURSES
COURSE OBJECTIVES

To improve the skills in computer literacy
ENTRY LEVEL
All levels
 Course outline of every course are covered 

	GENERAL: 
	


The course is presented in English.

CANDIDATES TO BE NOMINATED 2 WEEKS IN ADVANCE:

Please confirm your booking, Ingwe Mines SAP booking and private mines by e-mail or fax to    prevent the unnecessary cancellation of courses as well as delegates arriving for courses that have been cancelled.

(TIME DURATION:
Vary from 1 day to 3 Days
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Working with a master document
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Inserting fields
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Locking the contents of fields
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Saving form data
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16. MS EXCEL INTRODUCTION

 

16. MS EXCEL INTRODUCTION  - CONT.

(TIME DURATION:
2 DAYS
	· 17-18/01/2005
	· 21-22/11/2005

	· 01-02/03/2005
	· 13-14/12/2005

	· 25-26/04/2005

	· 09-10/06/2005

	· 18-19/07/2005

	· 14-15/09/2005

	· 20-21/10/2005


17. MS EXCEL ADVANCE



(TIME DURATION:
2 DAYS
	01-02/02/2005
	26-27/09/2005

	22/23/03/2005
	26-27/10/2005

	03-04/05/2005
	14-15/11/2005

	04-05/07/2005
	05-06/12/2005

	17-18/08/2005


18. MS WORD     INTRODUCTION 


(TIME DURATION:
2 DAYS
	27-28/01/2005
	27-28/07/2005

	07-08/03/2005
	29-30/08/2005

	18-19/04/2005
	10-11/10/2005

	30-31/05/2005
	28-29/11/2005


19. MS WORD ADVANCE




20. MS POWER POINT



(TIME DURATION:
1 DAY
	24/01/2005
	22/07/2005

	11/03/2005
	08/08/2005

	07/04/2005
	18/11/2005


21. MS WINDOWS 


(TIME DURATION:
1 DAY
	14/01/2005
	17/06/2005
	07/10/2005

	17/02/2005
	14/07/2005
	10/11/2005

	05/04/2005
	05/08/2005
	12/12/2005

	24/05/2005
	09/09/2005


22. MS ACCESS DESIGNERS ‘97

(TIME DURATION:
3 DAYS
	19-21/01/2005




23. MS ACCESS DEVELOPERS





24. MS PUBLISHER 



25. M S PROJECTS  


(TIME DURATION:
3 DAY


	21-23/02/2005

	19-21/09/2005


26. COURSE FEES
	TRAINING PROGRAMS
	DAYS
	COURSE FEES

	Mining Learnership underground coal
	Contact for details
	Private R150.00pppd

	TRAINING COURSES
	DAYS
	COURSE FEES

	Gastesting for Miners and Artisans
	6
	Private R150.00pppd

	Gastesting for Operators
	1
	Private R150.00pppd

	Flameproof for Supervisors
	3
	Private R150.00pppd

	Health & Safety Representative Course
	2
	Private R150.00pppd

	Driver Training
	1+1
	R1500.00

	Strata Control 1 / 2/ 3
	3
	Private R150.00pppd

	Confined Spaces
	1
	Private R150.00pppd

	COMPUTER COURSES
	DAYS
	COURSE FEES

	PC Orientation
	1
	R250-00

	MS Windows
	1
	R250-00

	Ms Outlook & Internet Explorer
	1
	R250-00

	Ms Word Introduction
	2
	R350-00

	Ms Word Advanced
	2
	R450-00

	Ms Excel Introduction
	2
	R350-00

	Ms Excel Advanced
	2
	R450-00

	Ms Power Point
	1
	R250-00

	Ms Projects
	3
	R550-00

	Ms Front Page
	3
	R550-00

	Ms Access Designers
	3
	R550-00

	Ms Access Developers
	3
	R1150-00

	Workshop
	-
	R50-00p/h

	Visual Basics For Applications 
	3
	R2500-00

	Visual Basic
	5
	On request

	Crystal Report
	3
	On request

	
	
	


PRIVATE = NON-INGWE MINES

The above prices excluding VAT

 *pppd – per person per day                                          
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WHAT IS A PC?


Personal computers are:


The 3 Main Components of a PC


What Is the PC Used For:


HARDWARE


We can split the Hardware into two categories


Input Devices


Output devices


THE SYSTEM UNIT


The CPU (Central Processing Unit)


THE MOTHERBOARD


MEMORY (RAM Vs ROM)


HARDWARE COMPONENTS OF YOUR PC


Expansion Slots	Floppy/Stiffy Drive Location


Reset Button		Turbo Button


STORAGE DEVICES


HARD DISKS


POPULAR SOFTWARE PROGRAMMES


Microsoft windows	Databases:


Microsoft Excel	Microsoft Power Point


Microsoft Word
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Set the action to occur after moving or deleting a message
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Mark messages as read or unread
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separate e-mail addresses





Turn on or off the use of commas to
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Deleted Items folder





Turn on or off automatic emptying of the
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messages you send





Turn on or off saving a copy of
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Turn on or off automatic name checking
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message





Turn on or off marking comments in a





 











confidential





Mark a message as private, personal, or





 











Set the importance level for a message
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Delay delivery of a message
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Delete a rule
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Rename a rule





 











Modify a rule
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Turn a rule on or off
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Run rules manually (Run Now)
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Examples of rules you can create
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automate with the Rules Wizard





Examples of processes you can
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applied to messages





Change the order in which rules are
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Create a rule based on a message
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Copy a rule
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Create a new rule
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Create a rule with the Rules Wizard
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Wizard





About how rules are applied in the Rules





 











About the Rules Wizard
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Delete an entire conversation
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Make a sent message unavailable after a specified date
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Have replies to your message sent to another person
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Colour messages sent by someone
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Automatically move messages from someone to a folder





 











Notify me when new messages arrive
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your e-mail editor





Create a signature to use with Word as
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Change the look of Word e-mail messages
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Turn on or off Word as your default e- mail editor
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About using Word as your e-mail editor
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Clear a flag
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Flag a message or contact as completed
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Change the due date on a flag
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Flag a message or contact for follow up
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About flags
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Stop using an automatic signature or stationery
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Delete stationery
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Set the default stationery
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Create a new message using stationery
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Change the look of stationery
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Create stationery
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About stationery
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stationery





Stop using an automatic signature or
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Change a signature





 











your e-mail editor





Create a signature to use with Word as
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Insert a signature in a message
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Set the default signature
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Create a signature for messages
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About signatures
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Message formats
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Choose a default message format
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list





Make an exception in my Junk Senders
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messages from a particular sender





Automatically move or delete all e-mail
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content e-mail messages





Automatically move or delete all adult
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mail messages





Automatically move or delete all junk e-
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remove them from my Inbox





Intercept junk e-mail messages and
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distribution list sent to you





Add to your Contacts folder a
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addresses





Update a distribution list with new e-mail





 











Remove a name from a personal distribution list
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personal distribution list, group list, or alias





Send a meeting request to part of a
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Add a name to a personal distribution list
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Create a personal distribution list
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Turn on or off automatic emptying of the Deleted Items folder
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Notes
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Retrieve a deleted item





 











Switch to another view
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Delete multiple items
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Save an item as a file
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Save an unfinished message
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Turn on or off saving a copy of messages you send
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Save a file attachment
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Open an attachment without opening the item
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Open a file attachment from within an item
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AutoComplete





sorting order





Create a custom fill series or
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AutoFill
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AutoCorrect
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a row or column





the value in the active cell in





Locate cells that don’t match
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constants or comments





cells that contain formulas,





Select only blank cells or
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Replace text or numbers
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Find text or numbers
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Find and Replace
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from replacing existing data





Prevent copied blank cells
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between existing cells





Insert moved or copied cells
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column





Copy data within a row or
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Move or copy whole cells
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Contents into another cell
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Move or copy part of a cell’s
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Copy and move data
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Erase Data
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Undo and Redo





 











formula bar





Edit cell contents in the
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cell





Edit cell contents directly in
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Edit Text and formulas





 











Text entries
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Functions and formulas
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Date and time





 











Types of data
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Create a Workbook





Close a workbook





 











Password to open or modify
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workbook password





Change or remove a
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Save an existing workbook
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workbook





Saving a new unnamed
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hard disk or a network





Open a workbook on your
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Create a new workbook
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File Management





Select cells based on content
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ranges





How to select multiple
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Ranges
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Using the mouse
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Using the keyboard7
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Moving around in worksheet
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Worksheet
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Workbook
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Microsoft Excel Screen
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Customise a button
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Commands





Creating custom toolbars, menus, and





 











Gantt chart





Customising the 
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Customising the Project Environment





Cross-linking projects
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Using a resource pool
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Consolidating projects
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Working with Multiple Project





Using organiser to share custom items
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Creating a custom report
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Defining custom views
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Creating a custom table
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rts





Customising Tables, Views, and Repo





Applying a highlight filter
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Sorting tasks and resources
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Creating the custom filter
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Filtering the project tasks and resources
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Applying Filters and Sorting Data





Viewing progress lines
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Comparing the baseline to actual data
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Tracking progress
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Tracking Project progress





Displaying project constraints
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Establishing a baseline
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Scheduling constraints that create conflicts
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Restricting task start and finish dates
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Scheduling Task constraints





details





Displaying different task and assignment
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Resolving resource conflicts
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assignments





Viewing resource workload and task
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Managing Resource Workloads





Scheduling a project form the finish date
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Creating resource contours
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Working with effort-driven scheduling
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Scheduling with resources





Using the 24 hours calendar
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Calendars





Assigning resources to different base
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Creating a new base calendar
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Using calendars
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Working with calendars





Adding a resource note
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Working with resources costs
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Managing Project Resources





Using the task form
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Identifying the critical path
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Understanding lag time and lead-time
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Understanding dependencies between tasks
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Establishing Task Dependencies





Viewing outline numbers
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Hiding and showing the outline
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Creating an outline
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Outlining a Project





Entering recurring tasks
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Entering tasks and duration’s
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Starting a project schedule
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Working with Project Tasks





Adding a task note
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Printing schedule information
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Adjusting the time scale
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Displaying project information in views
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Saving a project file
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Opening a project file
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Learning Microsoft Project Basics





Using project management tools
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How Microsoft project can help





 











Developing the parts of a project





 











What is a project?
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Understanding Projects Scheduling
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Printing to a postscript file





Running the pack and go wizard





Embedding fonts





Creating linked graphics
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Working with a commercial printing service





 











Preparing a Publication for a Printing Service





Converting an existing publication to web pages





 











Saving your web pages in HTML format





 











Previewing your web pages





 











Creating a web site





 











Creating Web Pages





Displaying and using the measurements toolbar





 











Changing toolbar options





 











Changing publisher’s options





 











Customising Publisher





Printing an Address list on mailing label forms





 











Merging a data source and a publication





 











Creating field codes





 











Editing an address list





 











Creating a address list
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Understanding mail merge process





 











Understanding mail merge





 











Using Mail merge





Creating text styles





 











Adjusting frames





 











Identifying bad breaks





 











Using a Template to create a final publication





 











Working with large files





 











Finalising a Publication





Changing the Design of a Publication





 











Replacing Placeholder Text





 











Using the brochure template





 











Creating a Brochure





Formatting an resizing a table





 











Navigating through a table





 











Inserting a table





 











Creating and Editing Tables





Creating a custom object





 











Creating an advertisement





 











Using the design gallery objects as a template





 











Inserting a design gallery object





 











Viewing the design gallery





 











Working with Design Gallery Objects





Aligning objects





 











Grouping and ungrouping frames





 











Combining text, shapes, and pictures





 











Cropping a picture





 











Placing a picture frame within a text frame





 











Working with Multiple Frames and Objects





Creating WordArt





Adding a drop cap
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Editing text in Microsoft word





 











Rotating text





 











Editing text in frames





 











Rotating text





 











Disconnecting and reconnecting frames





 











Working with columns and auto flow text





 











Picking up and applying existing formats





 











Creating a text frame





 











Typing text in a text frame





 











Working with Tex





Adding pictures to the clip gallery





 











Manipulating pictures





 











Creating custom shapes





 











Manipulating shapes
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Creating custom shapes





 











Creating shapes





 











Recoloring a picture





 











Adding a picture





 











Adding clip art





 











Opening a blank publication





 











Using Publication Components





Printing a range of pages





 











Viewing multiple-page documents





 











Printing a business card





 











Understanding your print options





 











Printing Your Publications





Creating a business envelope





 











Changing the viewing size of your publications





 











Creating letterhead





 











Saving a publication
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Changing font attributes
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Moving an resizing frames
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Using the logo Creation wizard
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Viewing different mouse pointers





 











Viewing frames and Frame content
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Creating a business card
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Editing One-Page Publications





Creating and 





Entering personal information
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Viewing blank publication
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Displaying a publication





 











Viewing publication by design
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Viewing Publications by wizard
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Catalogue





Using the Microsoft publisher 
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Starting Publisher
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Creating a custom web browser
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Using hyperlinks





 











Connect to the Internet





Using Automation objects
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Share Data with Other Applications





Using standard reporting features
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Customise Reports with Visual Basic





Introducing the Issues Application
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Explore Objects and Collections





Preparing to distribute your application to users





 











Controlling how your application stars
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a Application





Put final Touches on 





Customising toolbars
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Creating a custom menu bar
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Using menus and toolbars in your user interface
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Display Custom menus and Toolbars





Opening a form to add related records
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Displaying related records in a pop-up form
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Making forms work together
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Navigate Through Your Application





Filtering data in a report
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Creating a dialog box to go to a specific record
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Using dialog boxes in your applications
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Creating an application on your own
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Gather Information in a Dialog Box





Creating error-handling routine
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Responding to a combo box error





 











Replacing standard error messages





 











Respond to Errors and Unexpected Conditions





Finding and fixing bug in your code
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Stepping through code line by line
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Monitor and Debug Your Code





So many options, so few rules
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Creating general functions in a form module
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Using general procedures on a form
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Creating general procedures in standard module





 











Understanding modules and procedures
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Write Your Own Functions





Validating data
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Responding to keyboard events
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Performing actions as the user changes data
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Performing actions as the user moves in a form
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Understanding form and control events
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Respond to Data Entry Events





Filtering data
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Create a combo box to find records
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Find and Filter Records in a Form





Displaying a message to the user
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Creating a command button without a wizard
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Making a form read-only by default
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Modifying a command button created using the





 











Customising a command button
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Customising an Application with Visual Basic





Adding a command button to a form
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Adding an object to your application
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Creating a database using the database wizard
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Using wizards for application development
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Get Started Quickly with Wizards
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Getting Started


· Microsoft Word Screen


File Management


· Create a new document


· Open a word document


· Saving a word document


· Protect a document


· Close a document


· Print a document


Moving Around in Document


· Scroll through a document by using the mouse


· Scroll through a document by using the keyboard


· Delete text and graphics


· Copy and move text and graphics


· Find. Replace and Go To


· Edit Text


Formatting the Document



· Character formatting


· Change the font of text or numbers


· Change the size of text or numbers


· Underline text or numbers


· Apply Bold / Italic formatting to text Or numbers


· Apply effects to text or numbers


· Change color of text or numbers


· Change spacing between characters


· Create animated text


· Change Case


· Paragraph formatting


· Indents and spacing


· Line and page breaks


· Set tab stops


· Setting tabs with precise measurements


· Borders and Shadings


· Add a border to a table, a paragraph or selected text


· Add shading to a table, a paragraph or selected text


· Drop Cap


Editing Tools
23


· Automatically format a document as you type


· AutoComplete


· AutoCorrect


· Add an AutoCorrect entry to correct a typing error


· Add an AutoCorrect entry during a spelling check


· Change AutoCorrect capitalisation options


· Prevent AutoCorrect from correcting specific abbreviations or capitalised text


· Autotext


· Insert an AutoText entry


· Spelling and Grammar


· The Thesaurus


Formatting Lists


· Bullets and Numbering


· Bullets


· Modify Bullets


· Numbered Lists


· Customising Number Style


· Outline Numbered


Tables


· Create a Table


· Create a simple table


· Create a complex table


· Delete a table and its contents


· Delete cells, rows, or columns from a table


· Clear the contents of a table


· Perform calculations in a table


· Change the row height in a table


· Merge cells into one cell in a table


· Split a cell into multiple cells in a table


· Repeat a table heading on subsequent pages


· Type and move around in a table


Templates


· Create a Template


· Modify a template


Styles


· Create new styles



· Modify a style


Clipart


· Insert a picture


· Insert clip art or a picture from the Clip Gallery


· Insert a picture from another file


Word Art


· Add or edit a special text effect


· Add a special text effect


· Change the text in a special text effect


Page Setup


· Change the page margins


· Select the paper size


· Paper Source


· Layout


· Create headers and footers



· Create a unique header or footer for the first page


· Insert page numbers


· Page Breaks 


· Insert a manual page break


· Remove a page break
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Getting Started

· What is windows


· Why use windows


· Starting windows


· Getting to know your screen


· More about toolbars


· Quick launch toolbar


· So what are channels


· Changing how my desktop looks


· Using the mouse 


· Arranging desktop icons


· Getting help with window


· Finding help on specific topics


· Finding help on a dialog box


Managing Windows

· What is a window?


· Window components


· The taskbar


· Manipulating windows


· Closing a program or a window


· Exiting windows


Menus and Dialog Boxes

· Accessing commands using the start menu


· Accessing menus within an application


· Choosing menu commands using the keyboard


· Reading a menu


· Components of a dialog box


Saving and Opening Files in Windows


· File names


· To save a file


· To create an new folder


· Opening files in windows


· Working with favourites


· Adding files to favourites


· Opening files form favourites


· My document folder


· To save a file in my documents


Managing files and Folders


· Folders


· Viewing files and folders


· To change the appearance of items in a folder


· The different views


· Object descriptions


· Opening Folders


· Creating a new folder


· Renaming files or folders


· Selecting files


· Copying files to other folders


· Moving files and folders


· Deleting files and folders


· Finding files or folders


· Searching by file name


· Finding files using keywords


Customising Menus

· Modifying the menus


· Adding items to your start menu


· Deleting items form the menus


· Using the advance tab to reorganise your menu


· The documents menu


Recycle Bin

· Using the recycle bin


· Purging files


· Setting recycle bin options


Control Panel

· What is the control panel?


· Customising the desktop


· Setting the date and time


· Changing passwords


· Regional settings


Printing

· Printer features


· Printers folder


· Loading printers


· Sharing your printer for others on the network


Application Techniques

· Using Wordpad


· To run wordpad


· Opening a document


· Saving a document


· Selecting text


· Deselecting text


· Printing


· Using Paint


· Opening paint


· Creating a drawing


· Selecting a graphic


· To flip or rotate a picture or object


· Saving the drawing


· Print the drawing


· Create a wallpaper in paint


· Using the clipboard


· Using cut, copy and past between windows


Networking

· What is a network?


· Setting up your computer to use a network


· Understanding networks


· Using information from network computers


· Mapping a drive letter to a computer


· Using net watcher
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Getting Started


· Microsoft Power Point Screen


File Management


· Create a New Presentation



· Opening a Presentation


· Saving a Presentation


· Close a Presentation


· Print a Presentation


Moving Around in Presentation


· Scroll through a Presentation by using the Mouse

· Keys for Editing and Moving Text and Graphics


· Find and Replace


· Edit Text


Formatting the Presentation


· Character Formatting


· Add, Change, or Remove a Bullet


· Change the Case of Characters


· Line Spacing


Editing Tools


· Auto Correct


· Spelling


Ways to Draw


· The Drawing Tool Bar


· Auto Shapes


· Add Text to a Drawing Object


· Adding Lines, Connectors, Curves and Free Forms


· Using Word Art


· Fill Objects


· Add Shadow or 3-D Effects


· Working with Borders


· Ungroup and Modify Clip Art


Colours and Backgrounds


· Change a Color Scheme Color


· Change a Slide Background Color


· Add or Change a Shaded Slide Background


· Add or Change a Patterned Slide Background


· Add or Change a Textured Slide Background


· Add or Change a Slide Background Picture


Adding a Graph to a Slide


· Create a Chart


· Enter Data on a Data sheet in Microsoft Graph


· Select a Different Chart Type


· Delete Cells, Rows, or Columns on a Data sheet


· Add Data Labels to a Chart


· Add a Title to a Chart or Axis


· Add a Legend to a Chart


· Delete Data Labels, Titles, or Legends in a Chart


· Display or Hide Gridlines in a Chart


· Display or Hide Axes in a Chart


· Display or hide a Data Table in a Chart


Adding an Organizational Chart to the Presentation


· Insert an Organization Chart


· Edit an Organization Chart


· Selecting Boxes and Lines



· Creating and Deleting Boxes


· Changing Box Borders


· Creating Box Shadows


· Changing Box and Box Border Colors


· Changing Line Thickness


· Changing Line Styles


· Changing Line Colors


Inserting A Word Table


· Insert a Word Table


Slide Master


· Make and Object Appear on Every Slide In the presentation


· Format Titles and Main Text


· Create a Title Master


View Buttons


· Slide View


· Slide Sorter View



· Outline View


· Note Page View


Slide Show


· Add Transitions to a Slide Show


· About Setting and Rehearsing Slide Show Timings


· About Animating Text and Objects


Write Up


· Send My Notes, Handouts, or Outline to Microsoft Word


Changing the Page Setup


· Set Up the Slide Size and Orientation for Printing


Printing


· Print Specific Slides, Handouts, Notes Pages Or Outline Pages



· Print a Specific Number of Copies


Write Up


· Send My Notes, Handouts, or Outline to Microsoft Word


Changing the Page Setup


· Set Up the Slide Size and Orientation for Printing


Printing


· Print Specific Slides, Handouts, Notes Pages Or Outline Pages


· Print a Specific Number of Copies
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Viewing, Entering and Customising Data


· Data and databases


· Opening a database


· Entering and viewing data by using forms


· Updating the database by using a form


· Selecting and option or a check box


· Navigating between records


· Opening a table to view the data


· Understanding views


· Changing the appearance of a datasheet


· Speeding up data entry by using eding tools


· Selecting data Entry values form a list


· Manipulating datasheet views


Increasing Efficiency by Using Subforms

· Understanding forms that have subforms


· Focusing on specific data by using a subform


· Validating your data


· Undoing your edits


· Using a command button


· Maintaining your database by entering data in forms


· Replacing data


Viewing Only the Information You Need

· Organising your data


· Putting records in order by using the sort button


· Narrowing your view by using filters


· Communicating through reports


· Printing a report


· Creating mailing labels


· Creating more complex filters


Controlling Database Growth

· Understanding tables and databases


· Expanding your database by using a table wizard


· Changing a table design in design view


· Adding records in Table datasheet view


· Designing and creating a new table


· Choosing appropriate field names


· Controlling data through field properties


· Connecting a new table to a database


· Creating links by using multiple-field primary keys


· Controlling and filtering fields


Keeping Database Information Reliable


· Validating data by adding form controls


· Improving validity by using field properties


· Validating records by creating referential integrity


· Protecting data integrity by using a lookup field


· Understanding many-to many relationships


· Exploring junction table relationships


Getting and Working with External data


· Gathering data form external sources


· Getting connected through and external table


· Incorprating a linked table 


· Importing an table


· Working with data in the imported table


· Adding hyperlink to your database


· Hyperlinking to and office document


Getting Answers to Questions About Your Data

· Understanding queries 


· Creating queries


· Modifying queries in design view


· Improving the appearance of a query


· Bringing data together by using a query


· Relating tables by applying a query


· Refining queries


Analysing Your Data

· Creating information by summarising 


· Providing meaningful names for datasheet columns


· Analysing data by using calculating queries


· Summarising an calculating y using a crosstab query


· Displaying data in a chart


· Setting a parameter to limit a crosstab


Merging Data form Two Tables onto One Form

· Focusing data through forms


· Automating processes by adding command buttons


· Adding a calculated control to a form


Streamlining Data Entry

· Enhancing a form wizard form


· Editing images


· Adding toggle buttons to assist the user


· Creating controls that have the same format 


· Fine-tuning your forms


· Creating a macro


Customising a Report

· Summarising data by creating a detail report


· Exploring the design of the report


· Selecting the correct view and identifying screen elements


· Customising the design of a report


· Summarise data by grouping records


· Creating a custom AutoReport


Sharing Summarised and Grouped Data

· Creating groups and totals


· Summarising data by creating a grouped report


· Describing the group by creating and appropriate header


· Displaying data in creating an appropriate header


· Displaying data in an appropriate order


· Keeping related groups on an appropriate order


· Keeping related groups on the same page


· Customising page numbers


· Preparing reports for publication on the Internet or and Intranet


· Sorting and grouping properties
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Styles


· Print a list of styles


· Displaying styles on the screen


· Automatic style definition


· Deleting styles


· Renaming styles


· Finding and replacing styles


· Sharing Styles among documents


· Rules when copying styles


Templates and Organiser


· How templates are saved


· Changing a template


· Creating a new template


· Using the information form another template


· Using organiser


Working with Large Documents


· Working in outline view


· The outline view toolbar


· Creating and editing outlines


· Numbering headings in outline view


· Combining documents


· Inserting a document


Table of Contents

· Creating a table of contents


· Including other styles in your table of contents


· Changing a toc’s appearance


· Updating a table of contents


Indexes


· Marking index entries


· Creating an index cross-reference


· Updating indexes


Footnotes and Endnotes

· Inserting Automatic footnotes


· Viewing footnotes


· Deleting footnotes


· Editing footnotes


· Endnotes


Bookmarks


· Defining bookmarks


· Going to a bookmark


· Viewing the bookmarks


Cross References


· Create a cross-reference


· Create an index cross-reference


· Change what a cross-reference refers to


Captions


· Add a caption to a figure


Comments

· Inserting comments


· Review comments


· Locate a specific command


· Editing and protecting comments


· Incorporating Comments


· Printing comments


Tracking


· What are revision marks


· Using the review toolbar


· Switching on track changes


· Prepare copies of a document to be reviewed and merged


· Reviewing change


· Compare two copies of a document


· Combine comments and changes from several reviewers


Section Breaks


· Inserting section breaks


· Copying section breaks


· Deleting section breaks


· Changing page orientation with section breaks


Columns


· Creating columns the quick way


· Using the columns dialog box


Master Document

· Master document toolbar


· Creating a new master document


· Convert an existing document to a master document


· Working with a master document


· Collapse a subdocument 


· Open a subdocument form within a master document


· Lock or unlock a master document or subdocument


· Merge subdocument


Fields


· What are fields?


· Where do the fields get their information?


· Typical use of Fields


· Inserting fields


· To insert a field in a document


· Displaying fields and their contents


· Locking the contents of fields


· Moving quickly between fields


· Shortcut keys for working with fields


Mail Merge


· About mail merge


· The mail merge process


· Using the mail merge Helper


· Create a form letter


· View merged document


· Data sources


· Creating a data source


· Using address book as your data source


· Testing and proofing


· Printing Merge documents


· Advanced merge features


· Sorting merged document


· Filtering merged documents


· Specifying Header Options


Forms


· Designing and creating forms


· Starting a form


· Displaying the forms toolbar


· Adding a table to the form


· Adding a check box to the form


· Adding a text box to the form


· Adding a drop-down list to a form


· Adding help text to a form


· Adding help text to a form


· Protecting a form


· Printing form data


· Saving form data


Macros


· Recording your own macros


· Starting the macro recorder


· Record the macro


· Assign a macro to a toolbar or menu


· Assign a macro to shortcut keys


· Taking a break form recording the macro


· Editing macros


· Running a macro


· Organising your macros


· Copying macros form one template to another 


· Renaming a macro


· Deleting a macro


Customising Word


· Customising word’s toolbars
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Format Worksheets


· Insert cells, rows, or columns


· Delete cell, rows, or columns


· Change column width or row height


· Format cell contents


· Fast formatting


· Build in formats


· Customize formats


· Center, align, indent, or rotate data in a cell


· Font


· Borders


· Patterns



· Auto format


· Format Painter


· Functions and Formulas


· What is a formula


· Enter a formula


· Enter a formula that contains a function


· Calculation operators in formulas


· What is a function


· AutoSum


· Past function command


· Commonly used formulas


· Relative and absolute cell references


· 3-D References


Named Ranges

· Name cells in a workbook


· Guidelines for naming cells, formulas, and constants in Microsoft Excel


· Name a cell or a range of cells


· Name cells by using existing row column labels


· Name cells on more than one worksheet by using a 3-d reference


Charts

· The chart wizard


· Changing colors, patterns, lines, fills and borders in charts


· Change the display of chart labels, data tables, legends, gridlines, or axes


· Add a title to a chart or axis


· Add a legend to a chart


· Delete a data labels, titles, or legends in a chart


· Display or hide gridlines in a chart


· Display or hide axes in a chart


· Display or hide a data table in a chart


· Change the default chart type


· Change the default chart type


· Use the selected chart as the default chart type


· Custom chart types


· Trendlines in charts


· Change the view of a 3-D chart


· Change the height and perspective in a 3-D chart


· Change the depth and width in a 3-D chart



Print the Workbook

· What to do before you print


· Add headers and footers


· Preview before printing


· Repeat title on every page


· Check and move page breaks


· Change page orientation


· Set Print Areas


· Set a print area



· Remove a print area


· Printing



· Print more than one copy at a time



· Print several workbooks at once



Workbook Management


· Zoom



· Keep row and column labels visible as you scroll



· Freeze panes



· Unfreeze panes



· Split worksheet



· View multiple sheet or workbooks at the same time



· Open and view multiple workbooks



· Protect the worksheet



· Locked


· Hidden



· Insert a new worksheet



· Delete sheets form a workbook



· Move or copy sheets



· Rename a sheet



· Enter or edit the same data on multiple worksheets



Customise Excel


· Show or hide toolbar
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Setting Up a Worksheet

· Setting up a new workbook


· Building a Template


· Documenting the Template for Other Users


· Printing a Copy Quickly


· Adding a Graphic to a Worksheet


Writing Formulas

· Finding files using file properties


· Adding calculation formulas


· Using cell names and labels to make formulas easier  to understand


· Calculation a specific cost


Formatting Your Worksheet for a Professional Look

· Formatting cells


· Formatting numbers


· Creating custom headers and footers


· Saving your workbook as a template to re-use it easily


· Editing the template


Consolidate Multiple List

· Opening and arranging a group of files


· Consolidating data from several worksheets


· Creating a conditional number format


· Using a built-in template to automate data collection


· Adding employee names to the expense statement template


Filtering to Find Specific Information

· Filtering to display a set of related records


· Calculating filtered sets of records


· Summing up a set of records without filtering


Creating PivotTables to Summarise Data

· Getting external data into a workbook


· Creating a dynamic summary with a PivotTable


· Modifying the data displayed in a PivotTable


· Showing average sales by product


· Refreshing data and showing details


· Creating page reports for distribution to individuals


Charting to Assess Trends and Relationships

· Presenting data graphically with charts


· Making a chart format re-usable


· Forecasting trends


· Creating a chart with a secondary axis


Printing Reports to Distribute Information Offline

· Printing an entire worksheet


· Printing charts


· Setting multiple print areas in a worksheet


Comparing Alternative for Better Decisions

· Using Goal Seek to determine the best price


· Creating multiple scenarios to compare alternatives


· Editing a scenario


Sharing a Workbook with Others

· Sharing a workbook and using it simultaneously


· Reviewing changes in a workbook


· Printing a change history
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