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Typing Skills Tip

Curve your fingers a little and put them on the ASDF and JKL; keys which are located in the middle row of the letter
keys. This row is called HOME ROW.
When typing, imagine the location of the symbol on the keyboard.
Don't look at the keys when you type. Just slide your fingers around until they find the home row marking.
Take your time when typing to avoid mistakes. The speed will pick up as you progress.
Always return to the starting position of the fingers "ASDF – JKL;".

Effective Selling Tip

-

Clarify your mission and break it into specific goals.
Sell on purpose to customer's needs.
Create and maintain favourable attention.
Ask, listen, and act.
Take the responsibility but not the credit.
Work on the basics.
Develop your attitude and maximize your time.

Effective Selling - Course Outline

Subscribe A Colleague/Friend To Our Training Tips Newsletter

Microsoft Word (Intermediate) Tip

Microsoft Word is a sophisticated word processing application program specially designed for performing various
word processing tasks, such as typing, editing and printing out of textual information.
With Microsoft Word you can:
- Work with tables and charts to organize and summarize data.
- Work with styles and themes to customize the look of your documents.
- Add images and custom graphic elements to your documents to graphically show information.
- Add building blocks of information and updatable fields to the document to improve efficiency.

Microsoft Word (Intermediate) - Course Outline

Microsoft Excel (VBA) Tip

Microsoft Excel (VBA) is the programming language of Excel and other Office programs. It helps to make frequent
everyday tasks less repetitive via macros.
Microsoft Excel (VBA) is often the quickest way to automate tasks and reports within Office. VBA gives you a lot
more power and flexibility than macros do.
Looping is one of the most powerful programming techniques. A loop in Microsoft Excel (VBA) enables you to loop
through a range of cells with just a few code lines.
The great power of Microsoft Excel (VBA) programming in Office is that nearly every operation that you can
perform with a mouse, keyboard, or a dialog box can also be done by using Microsoft Excel (VBA).

Microsoft Excel (VBA) - Course Outline

Training Tips Covered Next
Covered in our next training tip newsletter will be the following:
Business/Soft Skills
- Business Etiquette Tip
- Communication Skills for Leaders Tip

End User Computer
- Introduction to Project Management Tip
- Excel Dashboard and Reporting Tip

Together as the nation, we can beat the spread of coronavirus.
We are #StrongerTogether when we #StayAtHome.
#StaySafe #StayHome #FlattenTheCurve

