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COURSE CALENDAR Another exciting service we
provide is “On the Spot” training,
some of you might remember this
as the “Roving Coach” program.
This is a service where we come to

We guarantee to run our
courses regardless of numbers
with a maximum of 6
participants to ensure quality
personal attention. You will
notice that we have all the
Microsoft applications covered,
including the exciting 2 day
courses for Project and Access. |And remember all our services
come with wnlimited phone
support when you need it!

your place of business and provide
very specialised one on one
training in areas where YOU need
it.

"Once the game is over, the king and the

pawn go back in the same box”

Italian Proverb
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_%— WE HAVE ANOTHER
WINNER!

WW ' Everyone who sent newsletter feedback or completed a client

feedback form in the past and up until 31st December 2009 went
~ )\/
into the draw for a chance to win a $150 fuel voucher. The lucky

winner is Karen Hassall of Mackay Regional Council.

‘o have been meaning to respond every single time your

is actually the only email that I really enjoy reading and look forward to receiving, so thank you very
much for the information, the tips and the positive

We will be having our monthly prize draws again this year so don't forget to keep submitting all your
feedback and referrals to us. Just click on the Feedback Link below.
FEEDBACK

Introducing: Sabine de Groot

"'*Q\ We are delighted to welcome Sabine de Groot into the SOS workforce as
personal assistant to Suzanna. She has been here for 8 weeks now on a
two day per week basis and has worked incredibly hard over that period,
causing Suzanna to wonder how on earth she managed it all without her!

Sabine produced boy/girl twins four years ago and has been busy looking
after them as well as getting ready to move into a new house in Marian.
“ Prior to the arrival of the kids she worked for Thrifty Car Rentals as office
manager for 10 years and managed the day to day operation of the Mackay Branch and sub

agencies; managed corporate contracts with local and national companies; monthly and
annual reporting of statistics to Thrifty Franchisor; developed and implemented monthly KPI
targets for all personnel; managed a team of 15 personnel with rosters and training, plus all
the other administrivia which goes with the job.

Apart from that Sabine is also the treasurer of the Mackay and District Motocross Club which
involves the general bookkeeping and administration

She has taken to the SOS job with alacrity and seems to thrive on the challenges it
presents.

It is likely that clients will hear her cheery voice when phoning in.

Through the magic of modern communication Sabine mostly works from her home, but calls
in to the SOS office from time to time.

She is keen to become involved in the training aspect of the company and will commence a
Cert IV in Assessment and Workplace Training in the near future.

We look forward to a long association with Sabine!
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i THRILLING TIPS AND TUTES

Provided by Peter Sherlock and Sabine de Groot
courtesy of Microsoft.com

SOME TIPS & TRICKS - MICROSOFT OFFICE 2007 E-MAIL

Instant Search - With new and powerful integrated Instant Search, you can
quickly locate the information you need, whether it is in your e-mail, calendar,
contacts, or tasks. Enter a keyword, and Instant Search quickly searches your
Office Outlook 2007 data, highlighting the locations where that search term
appears. Instant Search even searches for keywords within e-mail attachments.
You also have the flexibility to create queries with different criteria, such as
date, sender, colour categories, and mail importance, and Instant Search finds
and delivers the results.

Attachment Previewer - With the new Attachment Previewer, you can view
your attachments with one click directly from within the Reading pane. Click
Preview File in the Preview pane.

Really Simple Syndication (RSS) - Office Outlook 2007 has native
aggregation support for RSS feeds, so you can easily subscribe to and stay up-
to-date with the latest news sites and blogs. You can manage your RSS feeds in
Office Outlook 2007 just like other e-mail, so you can flag feeds for follow-up,
assign them colour categories, or automate any process using the rules engine.

Command Tabs - Opening an e-mail message or other Outlook item reveals
the new Ribbon user interface and selection of Outlook-specific command tabs.
Presented graphically, command tabs display the commands that are most
relevant for each of the task areas in the application. You can double-click a
command tab to hide or reveal the Ribbon as needed. Of course, the traditional
dialog box interfaces are still available for those who want a greater degree of
control over the result of the operation.

Colour Categories — New colour categories give you a quick, visual way to
customize and distinguish items from one another, making it easy to locate
information. You can add the same colour category to mail, calendar, or task
items so that you can easily locate all items from a project at a glance. When
you need to find the information later, you can search and sort by colour
categories to quickly identify what you are looking for. To assign a category,
right-click the category icon in the Mail pane. From an open e-mail message,
click Categorize in the Options group of the Message tab and select a category.




