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Publisher 2013 is so easy to learn, with a number of interesting and adaptable templates that you can use for brochures and newsletters.  The web publishing feature is a new one, and provides the opportunity to create quick, clean and effective web pages with the minimum cost, time and effort.
National Certificate Courses
Our 12 and 22 week National Certificate courses continue to attract a great deal of interest.  Both courses have flexible start dates, which means that if you want to start your training next week, you can!  The hours are flexible too, in order to cater for those with small children or work commitments.
Introduction to Computing Course
Every month we run a week-long Introduction to Computing course, from 9 am to 1 pm daily.  This has been most successful, with students learning Windows 7, Keyboarding, Word 2010, Excel 2010, the Internet and email during the week.  Students are usually complete beginners, and some use the course as a stepping-stone to our other courses, or in order to apply for entry-level office work. 
Keyboarding
Can you really learn how to keyboard in three hours?  Most definitely!  In three hours you will learn the correct fingering techniques, and be taught how to increase your speed on your own over the following few weeks. 
Computers are available during the day for those of you who need to practise but do not have your own computer - just call us to book a time.
MYOB Computerised Accounting
Our next MYOB Computerised Accounting course will be run over two 4 hour sessions: Friday, 1 July (4.30 pm – 8.30 pm), Saturday, 2 July (9 am – 1 pm)
Scanners
Are you getting the most out of your scanner?  If you are not sure, call us to arrange for a trainer to come to your home or office and ensure that you are achieving a professional result every time with your scanner.  Consultancies are usually booked in two-hour blocks and can be arranged during the day, in the evening or on a Saturday morning.
