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Background information

The aim of Optimum Learning is to make IT training accessible to
everyone, by bringing the training to the client. Offering flexible,
relevant training. We offer training in several ways:

1 On-site training
1 Workplace
17 athome
1 Public training courses

Most training undertaken by people is not relevant to their work
situation. We want to change this by tailoring courses to peoples
needs.

Why use us?

We offer a cost effective training package. Tailored to individual
needs and budgets.

How to use this catalogue

Use this Catalogue as a guide, we can build a course for you but
sometimes we all need help to know where to start, pick out the
parts of the courses that you need and then add to it. If you dond
see what you want ask!

All the courses listed are available at a fixed price, but we love to
tailor the training around you so give us a call and tell us what you
need.

Check out the website for new courses!

www.optimumlearning.co.uk
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Switch on and get on
Half day course for people who have just got a computer.

Check installation of computer

Install software

Discuss main uses of computer

Demonstrate how to turn computer on and off safely
Explain Health and Safety

Use the mouse and Keyboard correctly

Open basic programs
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Security and Health and Safety
Half day course

Checking Virus and Firewall protection
Then short course on:

1 Health and Safety

1 Internet Security

1 Discuss Internet safety

1 Removal of viruses and Spy ware

Troubleshooting and maintenance
Half Day course

Mixture of Troubleshooting your computer. Making repairs and
generally speeding up the system

Followed by a crash course on how to look after you computer,

daily, weekly, monthly maintenance tasks plus do& and donds
breakdown.

CALL: 01663 766080
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Creating Labels
Half Day course

This course is for you for to learn how to create address labels.
7 Add you addresses, using fill down option, save and close.
1 Ccreate you Label Templates
7 Import your addresses.

1 Complete your Labels.

1 Print

Downloading music

Half Day course

We will show you how to register on Music stores,
find and search for music.

Download the tracks, store on the computer.

Burn to disk,

copy music from a CD,

and copy to an mp3 player.
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Shopping on the Internet
Half Day course

We will help you bid on eBay, shop at Marks and Spencers or
anywhere you want! Or use Price comparisons to find the best
deals. Show you how to do your food shopping. Discuss security
measures and how you can keep your information safe.

CALL: 01663 766080
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Courses available using Windows 95, 98, 2000 and XP.

17 One day course
1 Bite-size sessions with workbook

Introduction d Level 1

Log on and close down a computer safely

Use the basic functions of the computer desktop
Navigate and use programs, menus and windows
Create and save a basic document

Organise files and folders

Find, change and save an existing document

Print a document

Personalise the desktop by changing computer settings
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Intermediate 0 Level 2
1 Be familiar with various different Windows programs

1 use Windows Explorer interfaces

1 Organise folders & files

1 Customise the desktop & toolbars

17 Know how to install hardware & software

1 Apply security measures

Upgrade to XP & Level 2

|dentify new features

Log onto Windows XP in Workgroup or Domain mode
Work with files and folders

Find files using the Search Companion
Work with new Accessibility Options
Upload and download files
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Courses available using Microsoft Word 97, 2000, XP, 2003, 2007.

f
f

One day course
Bite-size sessions with workbook

Introduction 0 Level 1
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Open and close Microsoft Word

Create, and save a simple document

Open, amend and check an existing document
Align, justify and delete text

Change margins and line spacing

Apply fonts, font styles and sizes

Print a document

Copy, insert and move text

Insert images into a document

Intermediate 0o Level 2
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Create new documents and insert text
Proof and print documents

Format text, paragraphs, tabs & lists
Manipulate text and organise pages
Enhance the layout of documents

Manage tables and columns

Use objects, graphics, charts and diagrams
Use review, comments and references

Use hypertext and link documents

Advance 0 Level 3
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Modify tables and manipulate data

Manipulate graphics

Insert charts and objects

Customize settings, toolbars and menus
Format paragraphs and documents

Create macros and use mail merge

Create and use forms securely

Use references, indexes, tables and summaries

CALL: 01663 766080
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Courses available using Microsoft Excel 97, 2000, XP, 2003, 2007.

f
f

One day course
Bite-size sessions with workbook

Introduction 0 Level 1

= =4 =4 -4 -4 -a -2

Open, navigate and close Microsoft Excel

Create, layout and save a simple spreadsheet

Enter and format numbers and text in a spreadsheet
Copy, insert and delete data

Create formulas

Copy, insert and delete data

Print a spreadsheet

Intermediate 0 Level 2
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Open and save spreadsheets

Enter and format data

Enter basic formulae and functions
Edit and organise data

Create charts

Customise a spreadsheet

Use advanced formulae and functions
Import text and graphics

Print a spreadsheet

Advance 0 Level 3

f
f
f
f

Create and use templates

Retrieve, sort and manipulate data from a list

Create and modify shared workbooks

Analyse data by using Data Map, Pivot Table, Data Table Scenario
and Data Analysis tools

www.optimumlearning.co.uk
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Courses available using Microsoft Access 97, 2000, XP, 2003, 2007.

f
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One day course
Bite-size sessions with workbook

Introduction 0 Level 1

1

f
f
f
f

Create a table within a database.

Enter and edit data accurately.

Create simple queries or searches on one or two criteria.
Sort alphabetically, numerically and by date.

Manage and print database files.

Intermediate 0 Level 2
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Create & maintain tables in Access
Use filters & queries to find data
Modify field properties in tables
Know how to integrate databases
Create & manipulate forms

Create and maodify reports

Save & print

Advance 9 Level 3

f
f
f
f

Create & re-fine complex queries
Create, modify & enhance forms

Create, modify & enhance reports
Know how to use security options

CALL: 01663 766080
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Courses available using Microsoft PowerPoint 97, 2000, XP, 2003
and 2007.

1 One day course
1 Bite-size sessions with workbook

Creating your Presentation

Introduction d Level 1

1 ldentify and use software for presentations correctly.
1 Set up a slide layout.

1 Select fonts and enter text.

1 Format slides.

1 Manage and print presentation files.
Intermediate 0 Level 2

Open and save your presentation
Create and format text slides

Edit the design of slides

Apply transitions and animations
Insert and format charts

Insert and manipulate graphics
Import data

Print a presentation
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Delivering your Presentation

Design your presentation

Make it appropriate to your audience in terms of content,

The visual aids you could use.

Reading the reaction of your audience

How best to use your voice,

The importance of gestures and body language to hold attention.
How to deal with difficult questions and get feedback.
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f
f

One day course
Bite-size sessions with workbook

Introduction to Email and Internet 0 Level 1

il
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Understand how email, the Internet and the World Wide Web
work

Use Microsoft Outlook Express or webbbased email to send and
receive email

Save and print email

Send email attachments

Set up and manage an Address Book

Visit websites using Microsoft Internet Explorer

Search a website and fill out online forms

Save and print web pages

Use a search engine and save your favourite websites

Advance Electronic communications d Level 2
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Understand the terms used to describe the internet

Follow good practice in e-mail

Open and customise an e-mail package

Know how to buy goods and services safely on the internet
Use chat services and forums

Use Messenger services

www.optimumlearning.co.uk
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Taking a picture
Half day or 1 day course

A day out available at different locations with a professional
photographer, available one-to-one or in small groups.

Digital Cameras
1 Day Course or Flexible

1 How a camera works
7 Taking a picture

1 Downloading images
1 Manipulating images
1 Printing and saving

Digital Imaging
1 Day Course or Flexible
Using Corel Paint Shop Pro or Adobe Photoshop

1 Downloading images
1 Scanning images

1 Manipulating images
1 Working with layers
7 Printing and Saving

Video -editing
1 Day course or flexible
Using Pinnacle Studio or Windows Movie Maker

Creating a professional finish to a home movie
Editing clips
Adding and editing sound

1
1
1
1 Adding transitions

www.optimumlearning.co.uk
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Courses available usingMicrosoft Paint, Corel Paintshop pro or Adobe
Photoshop

17 One day course
¢ Bite-size sessions

You will be able to use basic computer art skills and will understand
image manipulation and drawing software.

Understand the difference between bitmap and vector graphics
Create a new document and drawing canvas

Create simple shapes and lines

Add text to a drawing canvas

Import, move and resize images

Add colour, borders and shadows

Print documents
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Courses available using Microsoft Publisher 97, 2000, XP and 2003.

17 One day course
¢ Bite-size sessions

You can use Microsoft Publisher to design and create
Letterheads
Business stationary
Business cards
Brochures
Posters adverts and leaflets
Personal stationary
Cards
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Introduction d Level 1

Open, navigate and close Microsoft Publisher
Use a publication template and amend text
Change, move and resize objects and pictures
Change font and colour styles

Create, layout and save a new publication
Create text boxes and format text

Add borders and shading

Use columns

Print a publication
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Intermediate & Level 2

Use special text effects

Balance text and images

Set up a master page

Insert lines, boxes and arrows
Select, modify and save a template
Proof read and check a publication
Prepare files for export

Change page size and orientation
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Basic web design 9 Using FrontPage
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Use templates

Create a basic web page design

Import and place text and image files.
Amend and format web pages.

Insert relative, external and email hyperlinks.
Manage and print web pages.

Basic web design & Using HTML
Know how to create and format an HTML document.
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Use hyperlinks,

Create forms,

Create tables,

Use style sheets

Understand and create META tags.
Plan, test and publish a website.

Updating and Maintaining Websites

This course is aimed at people who already have a website and have
no previous knowledge of website design, but wish to maintain and
update their website themselves.
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Edit and Add text.

Format Text.

Add, remove and change an image,

Insert or change a hyperlink,

Apply colours to text, tables and backgrounds.
Save changes to Style sheets.

Use FTP software to upload your changes

www.optimumlearning.co.uk
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Page 19

Using your computer to plug your Business
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Exploit existing technologies and software
Broaden the scope of ICT use across the business
Develop an ICT strategy for the business

Using Technology and the law

Promoting your Website

f
f
f
f

How search engines work

How to increase traffic to your site
What are your options?

Pushing your site up the rankings

An introduction to Web site Optimisation
This course is aimed at anyone who has a website or is thinking
of building a website. We will introduce you to:

f

f
f
f

How search engines work,

what they are looking for,

how to improve your ranking.

Also introducing you to additional tools available and cost to
help you make an informed decision that is right for your
business.

E-commerce

f
f
f
f
f

Selling on the Internet
Your business and the law
Basic requirements

What are your options
Basic advertising

www.optimumlearning.co.uk
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eBay training

Selling on eBay
1 Give you tips and techniques for improving your business
1 performance on the web
1 Help you to start selling on eBay
1 Marketing your products
Advanced Selling on eBay

For those who want to fast track their sales on eBay. During the
day, we will guide you through possible tactics and suggestions
for improving your eBay sales. The day starts with a look at
marketing, then tackles the subject of how to grow your sales 1
looking at ways of making you more efficient and growing your
customer base. The final session of the day will deal with
Gtrategies for successdi how do you cope with the extra demand
once you have generated it?

This course Is only suitable for people who have some experience
of selling.

Creating an eBay shop

1 Setting up shop,

7 adding items to sell,

1 adding multiples,

1 using buy now and auction facilities.
1 Using Cross selling tools.

The day finishes with a look at marketing, then deal with how do you
cope with the extra demand once you have generated it.

This course Is only suitable for people who have experience of
selling.

www.optimumlearning.co.uk
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Courses available using Sage Line 50, versions 712

f
f

One day course
Bite-size sessions

An Introduction to computerised accounts

f
f

Apply double entry bookkeeping techniques correctly

Record sales details in the Sales Ledger and Debtors Control
Account

Record purchase details in the Purchase Ledger and the Creditors
Control Account

Record all VAT transactions

Construct a Trial Balance to check the accuracy of your account
entries

Derive and interpret the Profit and Loss Account and the Balance
Sheet for your business

Advanced computerised accounts

f
f
f
f
f

Record pre payments and accruals correctly

Apply the concepts of depreciation to fixed assets

Account for bad debts

Construct a Bank Reconciliation Statement

Modify the Profit and Loss and Balance Sheet to account for bank
reconciliation adjustments

Apply some common performance measures to your business.

CALL: 01663 766080



ADMINISTRATION COURSS

Business start up courses

1 Help creating your business plan

1 Marketing your product

1 Financial planning

1 Interview, selection and recruitment of staff
1 Customer Service

Secretarial skills
1 Create letters

1 Create Memos

1 Proofreading skills

7 Audio typing

Touch -typing

Avallable through distance learning

1 Correct use of keys
1 Build up accuracy and speed
1 Health and Safety

Administration Skills

17 File management

17 Data protection act
17 Safety and security

Page 22
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This series of half day intensive courses is designed to bring all staff,
especially those with specific responsibilities for health and safety in
the workplace, up to the latest standards required.
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Automatic External Defibrillator (AED) Course

First Aid at Work 1 Appointed Persons statutory course
First Aid at Work T 4 day statutory course

First Aid at Work i 2 day refresher statutory course
First Aid at Work T 2 day non-examination refresher
First Aid for Child Carers and Families (certificated)
Emergency First Aidi non-certificated

Fire Safety at Work i theory and practice

Health and Safety for Homeworkers

Managing Stress

Manual Handling

Men& Health

Noise at Work

Office Ergonomics

Office Safety and Health

Overcoming Tension

Preventing Back Problems

Quick and Easy Risk Assessment

The Health and Safety at Work Act

Women®& Health ( with a female presenter)
Working Safely at Height

All courses are 1 day except where stated. Specific certificated

courses have a small additional examination and certification fee
available on request.

CALL: 01663 766080



CALL: 01663 766080




SELF STUDY COURSES
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W e currently have over 500 self study courses for you to choose
from. A full catalogue is available on www.optimumcourses.com this
catalogue increases weekly. Subjects covered include:

A+ certification
Adobe

Clait

Corel

Desktop

ECDL

Graphics

Internet

MCSE

MOS

Novell

Server+ certification
Unix

Accountancy

Cisco

Contact management
Databases

DTP

E-quals

|-net+ certification
Lotus

Microsoft

Network+ certification
Programming

Soft skills

Web development
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To discuss your needs or to book a no
obligation training analysis

Phone: 01663 766080
Email: info@optimumlearning.co.uk

If you require further information or to see new
courses available and special offers:

Visit our website:
www.optimumlearning.co.uk
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