
 

  

Talent wins games, but team work and 

intelligence wins championships 

---Michael Jordon  
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Training & Development Team is currently involved in 
the following projects: 

• Mandatory Governance Training for LALCs - 
Ongoing 

• Occupational Health & Safety Workshops for 
LALCs – facilitated by ATC & ETC (Round Two 
Workshops commencing shortly) 

• Grants Funding Strategy Workshop for LALCs 
– facilitated by Our Community (concludes in 
June 2010) 

• Graduate Certificate Program for LALC CEOs – 
run by University of Newcastle (launched on 
19th May 2010) 

• Certificate IV Courses for NSWALC Staff via the 
Traineeship Program funded by the 
Government. 

• Training Plans for Advisory Committee 
meetings (first workshop on 1st and 2nd July 
2010) 
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MS 2003 

 

MS 2007 

File – Open 
File – Save  
File – Save as etc 
 

Office Button replaces the Menu for opening, saving, 
printing, etc. 

File – Print Preview 

 Click the Microsoft Office Button, point to the arrow next to 
Print, and then click Print Preview. 
 

File – Page Set up 
(eg. Margins) 

Page Layout Tab has the features. 
 

Edit – Copy 
Edit – Select all 
Edit - Find 

 

Home Tab has these features 

Insert  - Break, Page Break etc. 
 
 
 
 
 
 
 
 
Insert – picture, clipart 
 

 
While you can insert page break via Insert tab, you can add section 
break, column break etc. via Page Layout tab 
 
Insert  tab has several options to do this. 
 

View– Header and  Footer  

 

Insert tab has these features 



MS 2003 

 

MS 2007 

 

Format – Page Set up – Page Bordering 
etc. 

 

Page Layout Tab has the features 
 

Tools – Mail merge 

 
Mailings Tab has the features 
 
 

Table Insert tab has these features 

 

Toggle between two windows (to view 
open documents) 
Window – Choose file 

 

View tab has these features 
 

Help Button on the Tool Bar Press F1 to go to Help 

 

 

    

 
 

 

 

 

 

 

 

 


