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  NSWALC Training 
Newsletter 
Issue 2, July 2010 

 
[Date] 

 

 

Hope you liked the first Issue 
of NTN that was circulated last 
month. 

 

Thank you for all those who 
provided feedback on Issue 1. 

 

Issue 2 comes to you with the 
same zeal and zest from T & D. 

 

 

Happy reading….. 

  

Wayne Munster,  

Director Training & Development 

 

By learning you’ll teach and by 

teaching you’ll learn 

---Latin Proverb  

Inside This Issue 

 

1. Message from T & D  

2. Advisory Committee 

Meeting 

3. Upcoming Projects 

4. MS Excel 

 

 

 

Please give us your feedback and 
suggestions to: 

Padma Bharadwaj (02) 9689 4420 

Or  

Email: nsutraining@alc.org.au 

 

Training & Development Unit 
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MS Excel Tips 
 
Some basic differences 
between the two versions of 
MS Word was included in the 
last issue. 
 
This issue provides similar 
information with regard to MS 
Excel (on the following 
pages). Please note there are 
several features which may 
not be able to be included in 
our “Help Sheets”.  If you 
have any specific query, 
please let us know.  The 
answer will be provided to 
you and/or will be included in 
the next Newsletter 
 
Please feel free to ask questions 
and/or make suggestions that can 
be shared with others. 

 

Have you got any questions?  

Please email 

nsutraining@alc.org.au  

 

 Training & Development Unit 
provided support to the Operational 
Policy Unit during the first Elders 
(EAC) and Youth Advisory 
Committee (YAC) Meeting, held at 
Shalom College, Sydney on 1st and 
2nd July 2010. 

 This historic first meeting of EAC 
and YAC conducted after its 
inception in December 2009, arising 
out of the 2009 State Conference. 

 18 committee members from 
various regions LALCs attended the 
meeting that was facilitated by 
senior NSWALC staff as well as 
external presenters. 
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Upcoming Training Activities 

 

 

 

 Mentoring stage of the Workcover 
OHS Program – participating LALCs 
supported in the development of 
OHS policies. 

 Ongoing mentoring and support 
provided to LALCs who participated 
in the Grants Funding Strategy 
Program delivered recently. 

 Governance training delivered to 
several LALCs by T & D Unit and 
Zone staff. 

 Advanced Diploma in Management 
Workshops 

 MAS National Certificate IV Program 
welcomes new Trainer/Assessor 
Tina Assadar 

 

mailto:nsutraining@alc.org.au
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Excel 2003 
 

Excel 2007 

 

HOME TAB 

 OFFICE BUTTON replaces the Menu for OPEN, CLOSE, SAVE, SAVE AS, PRINT, PRINT PREVIEW 

 
In addition, this also has new features (eg. Restriction access, etc.)  
 
 
 

 
 
 

PAGE LAYOUT  TAB 

 

 PAGE SET UP, PRINT AREA. MARGINS 
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Excel 2003 
 

Excel 2007 

 

HOME tab has the features of  

 COPY 

 PASTE 

 PASTE SPECIAL 

 DELETE 

 FIND, REPLACE 

  Select, Find and Replace  

 Go to – Press F5 
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Excel 2003 
 

Excel 2007 

 

VIEW tab has the features of showing various Views 

 
OFFICE BUTTON 

Tool bars – Customize Toolbars 
Click Office Button, then Excel Options to get to this 
 

 
 
 
 
 
 

INSERT tab 

This has the Header and Footer Option 

 
 

REVIEW tab – for inserting Comment 
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Excel 2003 
 

Excel 2007 

 

HOME tab has the features of inserting ROWS, COLUMNS, WORKSHEET 

 
 
 
 
 
 

Use INSERT tab  to Insert CHART, PICTURE, DIAGRAM, OBJECT, HYPERLINK 

 

 
 
Use PAGE LAYOUT  tab to insert PAGE BREAK 

 
 
 
 

 
 

 
FORMULA tab has the Function feature as well as other mathematical features. 
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Excel 2003 
 

Excel 2007 

 

HOME tab has the features of FORMAT, AUTOFORMAT AND CONDITIONAL FORMATTING 

 
 

 

REVIEW tab has the features of SPELLING, RESEARCH, TRACK CHANGES, PROTECTION 

 

 
 

Use DEVELOPER tab to work with Macros. 
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Excel 2003 
 

Excel 2007 

 

DATA tab has the features of  

 

 FIILTER 

 VALIDATION 

 TEXT TO COLUMNS 

 CONSLIDATE 

 GROUP/UNGROUP 

  

To insert Pivot Table, use the INSERT tab 
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Excel 2003 
 

Excel 2007 

 

VIEW tab has the features pertaining to ARRANGING WINDOWS, HIDE, UNHIDE, SPLIT 

 

Use F1 Key to activate Help feature 

 
 
 


