
Before the training

· Choose 3 aspects of spreadsheets to have tuition on

Each aspect will save you time; after the training you will confidently and efficiently carry out each process. For example you will only have to set up a template to perform calculations, once. After this you will be able to re-use the template time and time again. You will then be able to concentrate your efforts in building your business with the tools you have

· Choose from:


* General (starting Excel, formatting spreadsheet, entering data, copying data)


* Charts 


* Calculations


* Spreadsheets for mail merge


* Transferring data from one spreadsheet to another


* Advanced General (sorting data, splitting windows, hiding rows/columns, 

    repeating rows/columns)


* Other—please specify

· We discuss your own sample data. This will mean that the work you do, at the training, is relevant for the solutions you need. You will gain a much greater understanding of the spreadsheet processes. 

At the training (Bring your own laptop to work on)
· Systematically work through your 3 chosen aspects
Along with saving you time, the knowledge you gain from each aspect will enable you to operate more professionally in your workplace. For example, by mastering a display of data in an appropriate chart, you can present this information to clients and prospective clients.

· You will be provided with personalised notes on your chosen aspects. This will be your reference for the spread sheet processes and tasks you need to carry out, confidently.

After the training

· You will be provided with any follow-up notes required from the training 
· Sphere Origins will be available to provide any further support
Sphere Origins
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