 


Problems are analysed and eliminated according to results








Technical support is accessed and trouble shooting results and alert messages are supplied to technical support





Manuals and training booklets are used to solve advanced problems





DESIGNING AN APPLICATION TO SUIT CLIENT NEEDS








MS ACCESS


Database Design – designing a database structure, importing data from MS Word Excel or another database, relationships, referential integrity, relational databases.


Forms and Controls.


Reports


Setting up User Menus or Switchboards.


Database security.





CONFIGURE THE COMPUTING ENVIRONMENT





Related data files are linked as required





Shortcuts and features are regularly employed for increased productivity





Objects, macros and templates are created and employed for routine activities





Data is efficiently transferred between applications





Advanced features of application are employed in the preparation and presentation of data





MANIPULATE DATA





On line help is accessed and used to overcome difficulties with applications





MS EXCEL


Advanced formulas – including Absolute and Relative cell references.


Advanced functions – apart from basic functions like MAX, MIN, AVERAGE, IF, COUNT, COUNTA and SUM, you should also know VLOOKUP, CHOOSE, PMT, NESTED IF, ISERROR among others?


Importing data.


Using form tools like buttons for navigation.


Setting up multiple sheets.


Cell and Worksheet Protection.


Using AutoFilter


Using AutoOutline


AutoFormat and formatting spreadsheets in general.


Linking and using Paste Special.


Paste Values to copy formulas to another set of cells and convert the result to just values.


Page Setup – Fit-to-One-Page, Center on page Horizontally and Vertically, Headers & Footers.


Printing.


Charts – on the same sheet and on a separate sheet.


Formatting charts.











MS WORD


AutoText and AutoCorrect.


Mail Merge.


Styles and Table of Contents.


Advanced Tables.


Importing Data.


Headers & Footers, inserting field data.


Page Setup and printing.


Desktop publishing with MS Word – text boxes, columns, WordArt, Graphics.








PC environment is customised and optimised





Environment is configured according to user/ organisational requirements





Performance of PC is enhanced





Routine problems are solved with the use of support resources





ACCESS AND USE SUPPORT RESOURCES








