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Microsoft Access - Introduction 
 
Duration 
2 days 
 
Prerequisites 
Delegates should have attended the Introduction to Windows course or be proficient in the use of a 
personal computer using the Windows operating system. 
 

Course outline 
Delegates will learn Database concepts including how to create a database. How to store, find, edit and 
retrieve a database. How to present information using the query and reporting facilities. 
 

Subject areas (Please note, subject areas covered will depend on delegates ability and time 
available) 
 
Introduction to Databases 
What are Databases? 
An Overview of Manual Databases 
A Comparison with Computerised Databases 
What is a Relational Database? 
Designing Tables; Primary Keys & Foreign Keys 
 
Main Tasks of an Access Database 
Storage of Data;  
Viewing, Entering & Editing Data 
Searching for & Asking Questions of the Data 
Printing Reports;  
 
The Course Database 
Using Microsoft Access 
Starting & Leaving Microsoft Access 
The Microsoft Access Screen 
 
Access Help, Wizards & Cue Cards 
Creating a Database 
The Database Windows; Creating Table Objects 
Table Definition Components 
Field Properties; Setting the Primary Key 
Saving a Table 
 
Modifying Table Structures 
Importing & Linking Data 
Relating Tables 
Using Look-Up Fields 
Relationships & Referential Integrity 
 
Data Entry 
Using the Datasheet View; Keyboard Commands 
Adding a New Record; When Data is saved 
Undoing Changes made in Error 
Copy, Moving & Deleting Data  

Deleting a Record 
Changing the “Look” of Data 
 
Searching Tables 
The Find Command; Find & Replace 
Using Filters - Limitation of Find 
Designing Data Entry Forms 
Advantages of Forms in Access 
Types of Form; the Form Wizard 
Using AutoForm; Working in a Form 
Create a Single-Column Form using the Form Wizard 
Creating a Form Using Multiple Tables 
 
The Form Design Work Surface 
The Object Property Sheet;  
The Field List; the ToolBar 
Working in Forms Designer 
 
Select Queries 
What is a Select Query or a Dynaset? 
Criteria; Summarising Data 
Table Joins in Queries;  
The Different Join Types 
Calculated Fields in Queries 
Expression Builder 
 
Reporting in Access 
Printing Tables & Forms; AutoReport 
Report Wizard; Single Column Reports 
Tabular & Groups/Totals Reports 
Mailing Labels; the Screen Preview 
Printing Tables & Dynasets 
Using AutoReport & Report Wizards 
Changing the Design of Existing Reports 
The Report Bands; Mailing Labels 
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Microsoft Access - Advanced 
 
Duration 
2 days 
 
Prerequisites 
Delegates should have attended the Introduction to Windows course or be proficient in the use of a 
personal computer using the Windows operating system. 
 

Course outline 
Delegates will learn advanced database concepts including how to use forms, reports & query advanced 
features and how to exchange data. This course is designed to give you a further understanding of the 
features and functions available in Access to a level of competence sufficient for participants to produce 
more sophisticated database application; to be able to create a variety of data views, queries and reports 
including cross-tabs; and to automate their application through the use of menus, macros and buttons. 
 

Subject areas (Please note, subject areas covered will depend on delegates ability and time 
available) 
 
Review of Access Database Principles 
Storage of Data 
Viewing, Entering & Editing Data 
Searching for & Asking Questions of the Data 
Printing Reports; Automating Tasks 
 
Performance & Database Design 
Database Design; Indexes & Keys  
Creating an Index   
Which Fields Should be Indexed? 
Multiple Field Indexes  
Relational Database Design 
Designing Tables  
Creating a Relational Model 
Different Types of Links  
Setting up Indexes  
Primary Keys  
Relationships & Referential Integrity 
Using Look-Up Fields 
 
Table Definition Components 
Designing Multi-Table Forms 
Advantages of Forms in Access  
AutoForm 
The Form Wizard 
Creating Multi-Table Forms 
Creating a Form Using Multiple Tables 
 
The Form Design Work Surface 
The Object Property Sheet 
The Field List, The ToolBar 
 
Advanced Forms Design 
Calculated Fields  
Expression Builder;  

Field Display Types Command Buttons 
 
Importing Data 
Importing Tables from External Sources 
Append Query 
 
Querying a Database 
What is a Database Query? Criteria 
Table Joins in Queries  
Different Join Types  
Parameter & Crosstab Queries 
Find Duplicates & Unmatched Query 
 
Reporting 
Report Wizard  
Tabular Reports 
 
Events on Forms 
Form Events 
Attaching Macros to Events 
 
Macros 
What is a Macro?; The Macro Window 
Setting Conditions in Macros 
 
Custom Toolbars 
Customise a Built-in Toolbar 
Create a New Toolbar 
Customise Icons 
Attach a Toolbar to a Form or Report 
 
Custom Menus 
Creating Custom Menus 
Database Splitter 
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Microsoft Access - VBA 
 
Duration 
2 days 
 
Prerequisites 
 
Delegates should have completed Introduction, Intermediate and Advanced courses in Access 2002, or have 
equivalent practical experience. Specifically, students should be familiar with creating complex queries, 
creating advanced forms and reports, creating and using macros and creating and using data access pages. 
 
Course outline 
This content has been designed for a one day classroom course. On course completion, students will be able 
to: 

• Identify components of and plan an application  
• Automate the application interface, automate dialog boxes, use Visual Basic for Applications (VBA) 

code elements, and automate navigation across forms  
• Create Switchboard forms, and create and automate Splash Screen forms  
• Create macro groups, custom toolbars, menu bars, shortcut menus, and set the start-up properties 

for toolbars and menus  
• Use different VBA programming elements, work with modules, and create procedures in modules  
• Use control and loop structures in VBA code, handle events by automating controls on forms, trap and 

resolve errors in code, and add Web browser controls to forms  
• This course will help students to become proficient database application developers by using the 

features of Microsoft Access 2000 and Visual Basic for Applications. 
• Work with database utilities to optimise resources, secure data, and encrypt and decrypt databases 

 

Subject areas (Please note, subject areas covered will depend on delegates ability and time available) 
 

Designing an application  
Examining an application • Planning an 
application  

Automating forms  
Working with dialog boxes • Working with macro 
groups • Automating navigation across forms  

Working with Switchboard and Splash Screen 
forms  
Working with Switchboard forms • Working with 
Splash Screen forms • Automating Splash Screen 
forms  

Creating custom toolbars and menu bars  
Working with toolbars • Creating custom and 
shortcut menus  

 

Working with VBA code  
Visual Basic for Applications programming 
elements • Working with modules • Creating 
procedures  

Advanced VBA programming  
Using control structures • Handling events • 
Resolving errors • Displaying a Web site  

Managing databases  
Working with database utilities to optimize 
resources • Securing data by database 
replication • Encrypting and decrypting 
databases  

 



 

Business Basics 
 

Duration 
1 day 
 
Prerequisites 
Delegates should have a basic knowledge in the use of a personal computer running the Windows graphical 
environment. 
 

Course outline 
This course is designed for employees who need a basic understanding of Microsoft Word, Excel and 
Outlook in a business environment. Delegates will receive hands on instruction on creating and saving basic 
letters and documents. Creating and editing basic spreadsheets. Transferring data from Excel to Word and 
Word to Excel. The Basic use of emailing including file attachments within MS Outlook and the principles of 
good file management. 
 

Subject areas (Please note, subject areas covered will depend on delegates ability and time 
available) 
 
Introduction to Word 
 
Creating a new document 
Typing and selecting text 
Deleting and replacing text 
Moving and copying text 
Changing the look of your text 
Saving and closing documents 
Opening an existing document 
Scrolling through a document 
Checking the spelling in a document 
Using the thesaurus and checking grammar 
Using tabs 
Setting indents 
Changing paragraph formatting 
Previewing and printing your document  
 
Introduction to Excel 
 
Concepts of Excel 
Moving around Excel 
Opening & closing workbooks 
Entering data 
Adding comments 
The undo facility 
Editing cell entries 
Selecting ranges 
Copy, cut & paste 
Clearing cells 
Saving a workbook 

 
Continued 
Entering formulae 
Entering functions 
Formatting numbers & fonts 
Formatting Tables 
Working with columns & rows 
Previewing & printing workbooks 
Copying data to Word 
Copying data from Word 
 
Introduction to Outlook 
 
Creating an email 
Email etiquette 
Customising an email 
Spell checking an email 
Adding an attachment 
Saving an email  
File management and saving emails 
Managing received emails 
Replying and forwarding 
Creating a contact list 
Creating a distribution list 
Auto Organising of emails 
Creating Outlook shortcuts 
Setting “out of office” replies 
Managing junk mail 
Using Calendar 
Setting Tasks 
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Microsoft Excel – Introduction 
 
Duration 
1 day 
 

Overview and objectives 
This course is designed to help you to obtain the basic skills required to create and use a spreadsheet 
using Microsoft Excel. You will learn to enter and edit data, create formulas, format elements of a 
worksheet, and insert charts. 

Target audience 
Those wanting to obtain basic skills in using a spreadsheet, such as updating data, applying formatting, 
printing, and making simple calculations. 

Course prerequisites 
Ideally, you will have completed the course "Microsoft Office 2003 and Windows XP Introduction". You 
should be able to use Microsoft Windows and basic functions in Office to start an application, get help, 
and open, close, and save files. 

Subject areas (Please note, subject areas covered will depend on delegates ability and time 
available) 
 
Excel 2003 - What is Excel? 
 Understand the functions of spreadsheet application • Recognise the different elements of the Excel 

screen 
 
Excel 2003 - Creating a Workbook 
 Create a new workbook • Move around the worksheet using the mouse and keyboard • Select cells using 

the mouse and the keyboard • Use zoom to view a worksheet at different magnification • Use Undo and 
Redo 
 
Excel 2003 - Entering and Editing Data 
 Enter text, values, and dates in cells • Edit cell contents 

 
Excel 2003 - Creating a Formula 
 Understand what a formula is and how to create simple calculations • Use AutoSum • Enter a formula by 

typing or by using the Formula bar • Enter a range within a formula using the mouse • Use relative and 
absolute cell references 
 
Excel 2003 - Moving and Copying Data 
 Use the AutoFill tool • Create a custom list • Use Drag-and-Drop to move or copy cell contents • Move, 

copy, and paste data using the Windows Clipboard 
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Excel 2003 - Editing a Formula 
 Create a formula using functions • Revise a formula • Use Insert Function • Use basic arithmetic 

functions (SUM, AVERAGE, COUNT, MIN, MAX) • Recognise and resolve common error messages • Interpret 
spreadsheet data 
 
Excel 2003 - Formatting Cell Values 
 Apply value formats (currency, percent, date, comma) • Adjust the decimal place • Change the currency 

symbol • Apply other formats (accounting, time, text, general) 
 
Excel 2003 - Formatting Cell Contents 
 Apply font styles (typeface, size, colour, enhancements) • Modify the alignment and orientation of cell 

contents • Merge and unmerge cells (to centre headings across columns) • Indent text in a cell • Use the 
Format Painter to copy cell formats • Clear cell contents or formats 
 
Excel 2003 - Structuring a Worksheet 
 Modify the size of columns and rows • Insert and delete rows and columns • Insert and delete selected 

cells 
 
Excel 2003 - Page Layout 
 Change paper size and orientation • Set page margins and alignment • Scale print output to fit a defined 

number of pages • Print column and row titles and set other options • View a worksheet in Print Preview • 
Change margin and column widths in Print Preview • Insert and remove a page break • Set up headers and 
footers • Add fields in headers and footers (page number, date/time, file information) 
 
Excel 2003 - Printing Worksheets and Workbooks 
 Print a worksheet • Print a workbook (all sheets in book) • Display formulas in worksheet cells • Print a 

range of cells • Set, print, and clear a print area • Print a group of worksheets • Print to a file 
 
Excel 2003 - Creating a Chart 
 Use the Chart Wizard to create different chart types • Reposition, resize, and delete a chart • Change 

the chart type • Preview and print a chart • Move and copy a chart 
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Microsoft Excel – Intermediate 
 
Duration 
1 day 
 

Overview and objectives 
This course is designed to help you to develop your skills in using the spreadsheet tool Microsoft Excel. You 
will learn to use more advanced functions and create more complex formulas. You will learn to manage 
and link together multiple worksheets. 
 
You will also learn to apply more advanced formatting to charts and use basic reviewing tools, such as the 
spelling checker and comments. 
 

Target audience 
Those wanting to develop their skills in using Excel to design spreadsheets to solve basic accounting and 
data analysis tasks. 
 

Course prerequisites 
Ideally, you will have completed the course "Microsoft Excel 2003 Introduction". You should be able to use 
Microsoft Excel to create, edit, format, and print a spreadsheet incorporating simple formulas and charts. 

 
Subject areas (Please note, subject areas covered will depend on delegates ability and time 
available) 
 
Excel 2003 - Data Lists 
 Create a data list • Use a form to view, sort, and enter records • Perform single and multi-level sorts 

• Filter a list using AutoFilter 
 
Excel 2003 - Borders and Shading 
 Apply cell borders and shading • Apply AutoFormat 

 
Excel 2003 - Viewing a Large Worksheet 
 Go To a specific cell or named range • Split a worksheet into different viewing panes • Freeze and 

unfreeze panes as worksheet titles • View a workbook in multiple windows • Hide and unhide rows and 
columns • Hide and unhide worksheets and workbooks 

 
Excel 2003 - Managing Worksheets 
 Switch between worksheets • Enter and edit data on multiple worksheets • Copy data between 

worksheets and workbooks • Insert and delete worksheets • Move and copy a worksheet • Rename a 
worksheet • Change the colour of a worksheet tab 

 
Excel 2003 - Linking Worksheets and Workbooks 
 Create a formula to link worksheets and workbooks • Consolidate data using 3D references in common 

functions • Use Paste Special to link worksheets and workbooks • Use Paste Special to manipulate data 
• Manage and update linked workbooks 

 
Excel 2003 - Logical and Nested Functions 
 Use the IF, AND, OR, and NOT functions in formulas • Use nested functions 

 
Excel 2002 - Financial Functions 
 Use financial functions (PMT, FV, PV, NPV, RATE, IRR, SLN) 
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Excel 2003 - String, Date, and Time Functions 
 Join strings (CONCATENATE, &) • Extract text from a string (LEFT, RIGHT, MID) • Change case (UPPER, 

LOWER, PROPER) • Find and replace text within a string (FIND, REPLACE, SUBSTITUTE, TRIM, CLEAN, 
LEN) • Convert between text and number values (TEXT, VALUE, FIXED, DOLLAR) • Insert specific 
characters from the Windows character set (CHAR, CODE) • Enter the date and time using functions 
(TODAY, NOW, DATE, TIME) • Return selected parts of a date or time value (YEAR, MONTH, DAY, 
HOUR, MINUTE, SECOND) • Perform calculations using date/time values • Use other date functions 
(NETWORKDAYS, WEEKDAYS, WEEKNUM) 

 
Excel 2002 - Statistical and Database Functions 
 Use counting functions • Use averaging functions • Use other statistical functions (MIN, MAX, MEDIAN, 

MODE, STDEV) • Use Dfunctions to perform calculations on a data list 
 
Excel 2003 - Creating and Applying Styles 
 Define a style • Apply a style to worksheet cells • Remove a style from cells • Modify an existing style 

• Copy styles between workbooks 
 
Excel 2003 - Proofing Tools 
 Use AutoCorrect • Use Find and Replace • Check spelling across the worksheet 

 
Excel 2003 - Adding Comments 
 Add a comment • Review, edit, and delete comments • Print comments 

 
Office 2003 - Formatting a Chart 
 Add, remove, move, resize, and modify chart elements (titles, labels, legend, axes, gridlines) • 

Format chart elements (borders, patterns, font, values) • Format chart axes (number format, text, 
line width) • Format data series (scale, shading, spacing, width) 

 
Excel 2003 - Publishing to a Web Page 
 Create and edit hyperlinks • Save a worksheet or workbook as a web page • Use Web Page Preview 

 



 

Microsoft Excel – Advanced 
 
Duration 
2 days 
 

Prerequisites 
Delegates should have attended the Introduction to Excel course or be proficient in the use of an 
equivalent package. 
 

Course outline 
How to utilise the enhanced data handling, statistical, charting and presentation functions and apply them 
effectively to produce, manage and present spreadsheet data effectively. To manipulate and present data 
using the pivot table, query, outline and data interpretation functions. 
 

Subject areas (Please note, subject areas covered will depend on delegates ability and time 
available) 
 
Introduction WorkBook Sheets 
 
Advantages of Multiple Sheets 
Sheet Navigators 
Renaming a Sheet 
Shortcut Menu for Sheets 
Inserting/Deleting/Moving Sheets 
Sheet Groups 
Printing 
Workspaces 
Multiple Files 
File Links 
Creating File Links 
Linking Excel to Word 
Worksheets 
Charts 
OLE2 
 
Functions 
 
Function Wizard 
Text Functions 
Concatenation 
Date and Time Functions 
Dates and Times in Formulae 
Functions for Times 
Date and Time Arithmetic 
Lookup and Reference Functions 
Maths Functions 
 
Number Formats 
 
Creating Custom Number Formats 
 
Templates 
 
Creating a WorkBook Template 
AutoTemplates 
Templates Folder 
X1Start Folder 
 
 

The scenario Manager 
 
Creating a Scenario 
Editing a Scenario 
Summaries 
Merging Scenarios 
 
Auditing 
 
Auditing Features 
Precedents and Dependants 
Auditing Toolbar 
 
Workbook Databases 
 
Database Terms 
Creating a Database 
Sorting Tools & Data 
Data Filtering 
Custom Autofilters 
Advanced Filtering 
 
Outlines, Subtotals & 
Consolidation 
 
What is Outlining? 
Automatic Outlining 
Manual Outlining 
Subtotals 
Data Consolidation 
 
Pivot Tables 
 
Creating a Pivot Table 
Query and Pivot Toolbar 
Managing Pivot Table 
Grouping Items 
Charting from a Pivot Table 
 
 
 
 

External Data 
 
The Query Toolbar 
Creating a Query from Excel 
Updating and Modifying Queries 
Pivot Tables Using External Data 
 
Advanced Charting Facilities 
 
AutoFormats 
Applying an AutoFormat 
Adding and Deleting Chart data 
Trend Lines 
Combination Charts 
Picture Charts 
Changing Values 
 
Data Mapping 
 
Map Data 
Creating a Map 
The Data Map Dialogue Box 
Adding Explanatory Text to a Map 
Map Titles 
Editing a Map 
 
Problem Solving 
 
Solving a Problem 
Goal Seeking 
 
Introduction to Macros 
 
Understanding Macros 
Recording Macros 
Running Macros 
Macro Virus Protection 
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Microsoft Excel – VBA Programming 
 
Duration 
2 day 
 

Overview and objectives 
 

This 2-day course has been specially designed for the advanced user who wants to make use of the more 
powerful features of Excel made available by VBA. This course explores VBA language and delegates will 
be encouraged to write programs to ensure that future editing, amending and updating can be carried out 
with the minimum of effort. 

Target audience 

Existing Excel power users who wish to utilize the VBA to develop more sophisticated applications. 

Prerequisites 

Excel users who are confident in their use of the commands, functions and simple Macros gained by prior 
attendance on an "Excel Advanced" course or via user experience. 

Course content 
Introduction to Macros  
What is a Macro? . Recording 
a Macro . Running a Macro . 
Relative References . 
Assigning a Macro to a Button 
on a Worksheet . Assigning a 
Macro to a Button on a 
Toolbar . Button Image Editor  
 
Editing Macros  
The Visual Basic Editor . The 
Project Explorer . The Code 
Window . Procedures . 
Inserting Comments . Printing 
a Visual Basic Module  
 
The Range Object  
What is the Range Object? . 
The Cells Property . The 
Range Property . Flexible 
Ranges . Range Contents  
 
Workbooks and Sheets 
Activating a Workbook . 
Activating a Worksheet . 
ThisWorkBook  
 
Objects, Properties and 
Methods  
Controlling Objects with their 
Properties . Performing 

Actions with Methods . 
Performing Multiple Actions 
on an Object  
 
Variables and Constants 
Control Structures 
Conditional Control Structures  
Looping Control Structures . 
Non-Structured Statements . 
Sub procedures 
 
Controls, Dialogue Boxes and 
Forms  
Built-In Dialogue Boxes . 
Predefined Dialogue Boxes . 
Custom Forms . Worksheet 
Forms . Setting the Properties 
of a Control . User-Defined 
Forms . Adding Form Controls 
. Form Control Properties . 
Control and Dialogue Box 
Events . Displaying and 
Dismissing a User Form . 
Handling Form Controls  
 
Storing Information  
The Windows Registry . 
Settings Files  
 
 
 

Toolbars and Display  
About Toolbars and Menus . 
Attaching Toolbars to 
Workbooks . Saving More Than 
One Toolbar Configuration . 
Customising Toolbars . Display 
Techniques  
 
Debugging and Error 
Trapping  
What are Errors? . Types of 
Error . Break Mode . Instant 
Watch . Stepping Through 
Code . Error Handling  
 
Worksheet and Workbook 
Events  
Function Procedures 
Function Procedures . User-
Defined Functions . Function 
Wizard . Excel Functions  
 
Add-in Applications  
What is an Add-in? . Creating 
an Add-In . Converting an 
Add-In to a Workbook  
 
Appendix - Naming 
Conventions  
User Form Controls . Memory 
Variables 
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Microsoft Office 2007 New Features 
 
Duration 
1 day 
 

Overview and objectives 
This one-day course covers those features of Microsoft Office 2007 that are new to the Office system. 
Students will learn about the Microsoft Office button, Ribbon tabs and Ribbon groups, galleries, contextual 
Ribbon tabs, Live Preview, the Dialog Box Launcher, the Document Information Panel, and the Mini 
toolbar. Students will also work with the XML file format and the macro and non-macro file formats. In 
addition, dedicated units for Word, Excel, PowerPoint, Outlook, and Access introduce the new features of 
each application. 
 

Course objectives 
• Use the Office 2007 user interface, including the Microsoft Office Button, Ribbon tabs and Ribbon 

groups, galleries, contextual Ribbon tabs, Live Preview, the Dialog Box Launcher, the Document 
Information Panel, the Mini toolbar, and the Quick Access toolbar.  

• Discuss the benefits of the XML file format, save files to older Office formats, use macro and non-
macro file formats, and discuss file converters available for older versions of Office applications.  

• Use Word features, including styles, themes, and Quick Parts; compare two versions of a 
document, and save Word files to a static format, such as XPS or PDF.  

• Use new Excel features, including charts and reports, table options, structured referencing, and 
PivotTables.  

• Use new PowerPoint features, including SmartArt graphics, slide libraries, presentation sharing 
features, and slide formatting.  

• Use new Outlook features, including Instant Search, Colour Categories, attachment previews, RSS 
feeds, the To-Do Bar, Internet calendars, calendar snapshots, and electronic business cards.  

• Use new Access features, such as tabbed windows, lookup fields, attachment data types, e-mail 
data collection, Layout view, and sorting, filtering, and grouping report data. 

 

Course prerequisites 
Before taking this course, you should be familiar with personal computers and the use of a keyboard and a 
mouse. Furthermore, this course assumes that you've completed the following courses or have equivalent 
experience: Windows XP: Basic or Windows Vista: Basic and Basic-level courses for all Office 2003 
programs, including Word, PowerPoint, Excel, Outlook, and Access. 

 
Subject areas (Please note, subject areas covered will depend on delegates ability and time 
available) 

• The Office 2007 interface • The Office Button menu • The Ribbon • The Mini toolbar • The Quick 
Access toolbar and the Status bar  

• The Office XML file format • The Office XML format • Office XML format compatibility  
• New Word features • Formatting • Quick Parts and Building Blocks • Shared documents  
• New Excel features • Larger worksheet size • Charts and reports • Table options • PivotTables • 

Excel Services  
• New PowerPoint features • Dynamic SmartArt graphics • Slide libraries • Sharing presentations • 

Custom layouts  
• New Outlook features • Content management tools • The To-Do Bar • Shared content  
• New Access features • Data features • Reports 

 
 
 



 

Microsoft Outlook 
 
Duration 
1 day 
 

Prerequisites 
Before attempting this course, students should be familiar with basic Windows features and operations. 
Prior completion of a Windows training course is not essential but would be beneficial. 
 

Course outline 
Upon completion of this course, students will have been exposed to and have a thorough understanding-
via lecture and hands-on exercises-of the following topics 
 

Subject areas (Please note, subject areas covered will depend on delegates ability and time 
available) 
 

Section 1 
 
Outlook overview 
Loading Outlook 
The screen elements 
Using help 
 
Section 2 
 
Creating messages 
Distribution lists 
Recalling messages 
Reading messages 
Including other files in messages 
Printing messages 
Replying to messages 
Forwarding messages 
Moving messages 
Deleting messages 
 
Section 3 
 
Creating a contact list 
Editing contacts 
Adding other information 
Communicating with your contacts 
Printing contact information 

 
Section 4 
 
Using the calendar 
Creating appointments and events 
Editing appointments and events 
Deleting appointments and events 
Customising the calendar 
Printing calendar information 
 
Section 5 
 
Creating tasks 
Customising your task list 
Organising your task list 
Filtering your task list  
Progressing a task  
 
Section 6 
 
Creating journal entries 
Viewing your journal  
Automatic journal entries 
Printing journal entries 
Creating notes 
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Microsoft Publisher - Introduction 
 
Duration 
1 day 
 

Overview and Objectives 
Students will get the most out of this one day course if their goal is to become proficient using 
Publisher 2003 to create publications, format text, insert graphics, create tables, and perform 
other basic-level tasks. 
 

Who should attend? 
Students should be familiar with PCs and the use of a keyboard and mouse. Students should also 
be proficient users of the Windows XP (or later) operating system. 
 

Subject areas (Please note, subject areas covered will depend on delegates ability and 
time available) 
 
Getting started with Publisher 2003 
Exploring the Publisher window • Getting help • Closing files and closing Publisher 
 
Creating publications 
Creating a publication • Page setup options • Working with pictures • Working with text frames 
 
Formatting publications 
Modifying text frames • Formatting text • Changing paragraph properties • Using editing tools 
 
Working with multipage publications 
Creating multipage publications • Modifying multipage publications • Working with master pages 
• Working with text 
 
Working with objects and graphics 
Working with AutoShape objects • Working with pictures • Working with WordArt 
 
Working with tables 
Getting started with tables • Modifying tables • Formatting tables 
 
Printing publications 
Printing publications 
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Microsoft Publisher - Advanced 
 
Duration 
1 day 
 

Overview and Objectives 
Students will get the most out of this one-day course if their goal is to become proficient using 
Publisher to create newsletters, design Web sites, set up mail merges, and perform other 
advanced level tasks. 
 

Who should attend? 
Students should be familiar with PCs and the use of a keyboard and mouse. Students should also 
be proficient users of the Windows XP (or later) operating system and have attended the 
Publisher 2003: Basic course or have equivalent practical experience.  
 

Subject areas (Please note, subject areas covered will depend on delegates ability and 
time available) 
 
Working with newsletters 
Getting started with newsletters • Modifying newsletters 
 
Designing Web sites 
Exploring Web sites • Creating Web sites • Modifying Web sites • Working with form pages 
 
Linking Web pages 
Creating hyperlinks • Modifying hyperlinks • Working with hot spots 
 
Publishing Web sites 
Converting to HTML • Understanding FTP and publishing Web sites 
 
Mail merge 
Creating data sources • Merging data sources with publications • Sorting and filtering • 
Completing and cancelling a merge. 
 
Integrating with Office 2003 
Importing from other applications 
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Microsoft Visio – Introduction 
 
Duration 
1 day 
 

Overview and objectives 
To introduce delegates to the principles and objectives of Visio and appreciate the full range of the 
program and their increase productivity. By the end of the course delegates will be able to create, 
format, print and save a document in MS Visio. 
 

Previous knowledge 
No previous knowledge of MS Visio is assumed although familiarity of other MS Office applications and 
possibly drawing programs will be an advantage. 

 
Subject areas (Please note, subject areas covered will depend on delegates ability and time 
available) 
 

Using Microsoft Visio 
What Is Visio? 
Getting To Know The Visio Environment 
Getting To Know Visio Toolbars 
Getting Help 

Working With Drawings 
Exploring Visio 
Using The New Drawing Task Pane 
Creating Or Opening A Drawing 
Using The Basic Search Task Pane 
Managing Drawings 

Choosing A Drawing Type 
Working With Templates 
Working With Block Diagram Templates 
Working With Building Plan Templates 
Working With Flowchart Templates 
Working With Form And Chart Templates 
Working With Map Templates 
Working With Network Templates 
Working With Organization Chart Templates 
Working With Project Schedule Templates 

Building A Drawing 
Working With Stencils 
Working With Shapes 
Working With Connectors 
Adding Backgrounds, Borders, And Titles 

Formatting A Drawing 
Formatting Text 
Formatting Shapes 
Managing Shapes 
Formatting Connectors 
Using Snap And Glue 
Using Layers 
Inserting Pictures 

Setting Up And Editing Pages 
Managing Pages 
Using Page View Tools 
Editing Pages 

Sharing Drawings 
Using Print Preview 
Using Print Setup 
Printing The Drawing 

Customizing Toolbars 
Configuring Visio Options 
Configuring Autocorrect Options 
Customizing Toolbars 
 
 
 
 
 

 
 
 
 
 



 

Microsoft Word - Introduction 
 

Duration 
1 days 
 

Overview and objectives 
This one-day course is designed to introduce users to Word, the latest version of the popular word 
processing application from Microsoft and part of the Office XP suite. Users will learn how to create, 
modify and print documents. This entirely 'hands on' course includes specially prepared exercises that 
give participants practical experience of using Word's tools.  

Who should attend? 
New or intending users of Word who want to gain a good understanding of the software in a short space 
of time. 

Course prerequisites 
A basic understanding of PCs and familiarity with the layout of a PC style keyboard, mouse and Windows 
is required, gained either by previous experience or by attendance on a "PC Fundamentals" course. 

Getting Started with Word  
 Start a Word session • Identify the different 

elements of the Word screen • Display and select 
items from menus and toolbars • Exit Word 

Getting Assistance with Word  
 Use the Office Assistant to get help • Use the 

Contents, Answer Wizard and Index to get help • 
Manipulate the Help window • Use the Ask a Question 
box • Display What's this? help 

Creating a Document 
 Start a new document • Enter text • Change page 

display modes • Insert the date and time • Use Save 
and Save As • Save an AutoRecover file automatically 
• Recover a document if Word stops working • Close a 
document • Locate and open an existing document • 
Delete a document • Create a new folder 

Editing a Document 
 Navigate through a document • Select text and 

insert new text • Use Click-and-Type • Type over 
existing text • Delete text • Use the Undo, Redo and 
Repeat commands • Insert symbols and special 
characters • Use the automatic spelling checker • Use 
a template to create a new document • Create a new 
document using a wizard 

Moving and Copying Text 
 Cut, Copy and Paste using the Windows and Office 

Clipboards • Use the Paste Options smart tag to 
change the format of pasted text • Use drag-and-drop 
to move and copy text • Use Paste Special to paste 
data in a particular format • Open more than one 
document • Copy data from one document to another 

Working with Margins and Paragraphs 
 Set margins • Use indentation options • Align text 

in paragraphs • Set line and paragraph spacing options 
• Change tab stop settings • Set tabs with leaders • 
Remove paragraph formats 

Working with Fonts 
 Select and change font and font size • Apply font 

formats (bold, underline and italics) • Apply character 
effects and colours • Set character spacing options • 
Copy formats using the Format Painter • Remove text 
enhancements 

Viewing and Printing a Document 
 Set page orientation and paper size • Align text 

vertically • Insert page breaks • Change the zoom 
level and view a document in full screen mode • Use 
Print Preview • Print a document • Print the current 
page, selected text or a range of pages • Cancel a 
print job 
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Microsoft Word - Intermediate 
 

Duration 
1 day 
 

Who should attend? 
Recent users of Word who want to gain a good understanding of the software in a short space of time. 

Course prerequisites 
Familiarity with basic features of Word is required, gained either by previous experience or by 
attendance on the "Word Introduction" course. 

 
Subject areas (Please note, subject areas covered will depend on delegates ability and time 
available) 
 
TEMPLATES  
CREATE A TEMPLATE  
Using Templates  
Accessing Library Templates  
Accessing Microsoft Templates  
Using the Normal Template  
Creating a Template from an existing document  
Selecting a Template from the Templates dialog 
box  
Modifying a Template  
Using Global Templates  
STYLES  
Using Styles  
Creating Paragraph Styles  
Applying Styles  
Modifying Styles  
Organizing Styles  
  
 
TABLES  
EDIT CELLS AND CHARTS  
Merging Cells in a Table  
Sorting Data  
Performing Calculations  
Creating a Chart based on Table Data  
Modifying a Chart based on Table Data  
Converting Tabbed Text into a Table  
EXCEL TABLES  
Opening an Excel Table  
Linking Excel Data in a Table  
  
 
 
 
 
 
 

GRAPHICS  
INCLUDE GRAPHICS  
Using Graphics  
Inserting a Clip Art Image  
Adding an AutoShape  
Inserting WordArt  
Inserting an Organization Chart  
  
 
TEXT  
INSERT TEXT  
Entering Text  
Using Automatic Text Features  
Formatting Text into Columns  
Controlling Text within a Column  
Wrapping Text around a Graphic  
TEXT EDITING  
Deleting Blocks of Text  
Moving Text  
Copying Text  
Copying Multiple Items  
TEXT FORMATTING  
Applying Character Formats  
Changing the Font  
Changing Font Size  
Adding an Effect to Text  
Changing the Color of Text  
Reusing Formatting  
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ENVELOPES AND LABELS  
ENVELOPES  
Creating Envelopes  
Using the Delivery address field  
Using the Return address field  
Adding Electronic Postage  
Using the Envelope Options  
LABELS  
Using Labels  
Creating Labels  
Using Label Options  
Creating Custom Labels  
  
 
WEB PAGE CREATION  
CREATE A WEB PAGE  
Creating a Standard Web Page  
Using the Web Tools toolbar  
Creating a Web Page using a Template  
Saving a Web Document  
Previewing in a Browser  

HYPERLINKS  
Creating a Hyperlink  
Editing a Hyperlink  
Applying a Theme  
  
MANAGING DOCUMENTS  
COMMENTS  
Using the Reviewing Toolbar  
Using Comments in Documents  
  
 
PRINT  
PAGE DISPLAY  
Inserting a Page Break  
Setting the Page Display  
Using the Printing Options  
Changing Margins  
Previewing a Document  
PRINTING THE DOCUMENT  
Selecting Pages to Print  
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Adobe Illustrator - Introduction 
 
Duration 
2 days 
 

Course Description 
 
Adobe Illustrator is an industry-standard package used for drawing and design. The aim of this course is to 
teach the practical applications of the package, developing new skills and building confidence. The 
various tools will be introduced and you will be guided through the process of creating original artwork 
and logos as well as retouching graphics. 
 
• Produce professional graphics and illustrations  
• Use the drawing and text controls  
• Work with bezier curves  
• Save files in different formats  
• Increase your level of productivity and creativity 
 
Subject areas (Please note, subject areas covered will depend on delegates ability and time 
available) 
 
Day 1  
 
AM  

• An introduction to Illustrator's interface 
• Working in Preview and Outline modes 
• Creating shapes 
• Applying basic fill and stroke properties 
• Selection and transforming tools 
• Using the control and actions palettes 

 
PM  

• Using and manipulating bezier curves 
• Adding and deleting points on paths and 

adjusting the lines 
• Tracing scanned images 
• Entering text 
• Setting type styles 
• Using leading and kerning 
• Linking text boxes 
• Importing bitmap images 
• Wrapping text and graphics 

 

Day 2  
 
AM 

• Using layers 
• Moving shapes between layers 
• Duplicating layers 
• Hide and group commands 
• Creating custom colours and graduated 

blends 
• Combining shapes 
• Compound paths 

 
PM  

• Creating masks and special effects using 
masks 

• Working with graphs, 
• Entering and importing data and defining 

graph design 
• Exporting to QuarkXPress and Photoshop 
• Printing from Illustrator 
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InDesign - Introduction Course 
 
Duration 
2 days 
 
The aim of this course is to familiarise you with the basic principles of typography and page layout 
and guide you through a variety of the techniques used for creating both simple newsletters and 
multi-page documents. As well as page layout and text handling features you will also be shown time 
saving shortcuts and professional tips. 
 

• Produce professional looking layouts 
• Working with multi-page documents 
• Typographic controls 
• Save files in different formats 
• Preparing files for print 
• Course Outline 

 
Subject areas (Please note, subject areas covered will depend on delegates ability and time available) 
 
Day 1  

• An introduction to document construction  
• Creating and saving a document  
• Setting defaults and preferences  
• Multiple page documents and moving between documents 
• Using the tools palette and understanding the measurements palette 
• Working with master pages, style sheets 
• Creating and linking text boxes 
• Formatting, positioning and importing text 
• Typographic preferences, font management 
• Leading, tracking and kerning 
• Manipulating items (rotating and skewing)  

 
Day 2  

• Controlling the position of items using space/align 
• Using picture boxes, importing and modifying pictures, adjusting definition and contrast, 

resizing and framing 
• Flowing text around graphics, aligning text to paths, and producing irregular shaped cut-outs 
• Grouped and locked items 
• Creating new colours 
• Colouring text and graphics 
• Blending colours 
• Working with the Pantone colour system 
• Exporting artwork as PDFs 



 

Adobe Photoshop for Windows 
 
Duration 
2 days
 

Overview and objectives 
This 2-day course is designed to provide delegates with knowledge of the fundamentals of Adobe Photoshop 
and all the key skills necessary to achieve professional-looking results with ease. Delegates will learn how to 
manipulate pictures and other graphic elements within different page formats for both one-off and regular 
production. 

Course prerequisites 
A basic understanding of PCs and familiarity with the layout of a PC style keyboard, mouse and Windows is 
required, gained either by previous experience or by attendance on a "PC Fundamentals" course. 

Subject areas (Please note, subject areas covered will depend on delegates ability and time available) 
 
Photoshop Basics 
Basic procedure 

The Toolbox 
What the Tools do  
Photoshop Toolbox: Keyboard 
Shortcuts  
Toolbox groups  
Toolbox flyouts  
Toolbox "tooltips"  

The Options palette 
Opening the palette 

Selecting Colours 

Keyboard Shortcuts 

Photoshop Preferences 
General preferences  
Saving files  
Transparency and gamut 
Units and rulers 
Plug-ins and scratch disks 
Guides and grids 
Memory and memory cache  
Physical memory usage  
Resetting preferences 

Painting Tools 
Airbrush  
Paintbrush 
Pencil 

Line tool  
History Brush  
Rubber Stamp tool  
The Rubber Stamp tool in action  

Working Views in Photoshop 
Monitor colour depth & resolution  
The Navigator palette  
The Zoom tool 
Hand tool 

Making selections 
Magic Wand tool  
Modifying selections  
Quick Mask mode 
Quick Mask options 
Useful conversions  
Saving selections as channels 

Image modes 
Changing image modes 
Useful conversions 

Layers 

Layer tips 
Copying a layer  
Duplicating a layer  
Changing the layer palette 
thumbnail size 

 

Layer modes 
Merge modes  
Opacity 

Bitmap file formats 
File compression 
Photoshop.PSD  
Adobe Illustrator (A1 or EPS)  
Amiga IFF  
Windows BMP  
CompuServe GIF  
EPS 
Filmstrip FLM  
JPEG (JPG) 
Kodak PhotoCD (PCD)  
MacPaint  
PCX  
PICT  
PIXAR  
PixelPaint  
RAW  
Scitex CT  
Targa TIF 
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Creating web pages with CSS – Intermediate 
 
Duration 
2 day 
 

Course Description 
 
This course covers CSS (Cascading Stylesheets) in detail, from text presentation and formatting, through 
to strategies and techniques for creating CSS-based page layouts without relying on tables. We discuss 
issues such as browser compatibility, and demonstrate how to create compliant and valid pages combined 
with sophisticated structure and design. Delegates will leave the course with an understanding of how 
CSS really works, and the ability to write their own stylesheets from scratch. 
We use PCs and a text editor. 
 
Subject areas (Please note, subject areas covered will depend on delegates ability and time 
available)

Concepts 

• CSS and XHTML – creating pages that adhere to current standards 
• Semantic markup – separating content from presentation 
• Browser compatibility issues and how to deal with them 
• Validating pages via the W3C 
• Devising a strategy for building pages with HTML & CSS 
• Creating a hierarchical structure 
• Accessibility and Usability issues 

Writing CSS 

• The Cascade, Inheritance and Specificity - how rules apply and how they override other rules. 
• Syntax: selectors, declarations, rules, redefining tags, creating classes and IDs, grouped styles, 

descendant styles 
• When to use ID’s vs. Classes 
• Formatting text - fonts, colour, sizes etc. 
• Background images - preventing repeat, controlling position, applying to individual elements 
• Stylesheets for printable pages 
• Units and values - relative vs. fixed measurements 
• Understanding the Box Model - margins, padding and borders 

Page Layout 

• Strategies for working with CSS layouts 
• Page layouts without tables 
• Defining page sections with DIV tags 

Positioning and Floating 

• Creating single and multi-column layouts 
• Using Floats to create multiple columns and other designs 
• Using Absolute positioning 
• Stacking order, width and other issues 

Links and menus 

• Applying Hyperlink styles 
• Converting HTML lists to horizontal or vertical menus 
• Creating a ‘block’ menu with rollover effects 
• Creating highlighted ‘current page’ links 





 

Windows 2003 Server Support 
MCP exam: 70-290 
 
 
Overview and objectives 
This 5-day course is designed to provide support professionals with the knowledge and skills 
necessary to install and configure Microsoft Windows Server 2003.  

When taken in conjunction with course Windows 2003 Server Administering Active Directory, 
this course prepares students for Microsoft Certified Professional exam: 70-290. 

Module 1 - Windows Server 2003 
Architecture 
 The Windows Family • System 

Architecture 

Module 2 - Installing Windows Server 2003 
 System Requirements • Choosing a File 

System • Installation Process • Graphical 
Portion of Setup • Using the Setup Manager 
• Product Activation 

Module 3 - Deploying Windows 
 The Remote Installation Service • Using 

RISETUP • Authorising RIS • Configuring RIS 
• Pre-Staging Clients • Creating RipRep 
Images • Answer Files With RIS • Securing 
RIS • Creating a RIS Startup Disk • Using 
Third Party Cloning Software With SYSPREP 

Module 4 - Configuration 
 Control Panel • Changing System 

Settings • Configuring Network Settings • 
Computer Management • Managing 
Software • Additional Control Panel Tools • 
Windows Server 2003 Registry • Value 
Entries • HKEY_LOCAL_MACHINE Subtree 

Module 5 - Booting Windows Server 2003 
 Boot Sequences • Core Boot Files • 

Editing the Boot.ini File • Troubleshooting 
the Boot Process • Advanced Startup 
Options • The Recovery Console • Shutting 
Down Windows 

Module 6 - Managing Disks 
 Disks and Partitions • Comparing Basic 

and Dynamic Storage • Simple and Spanned 
Volumes • Striped Volumes • Disk 
Maintenance • Disk Fault Tolerance • Disk 

Mirroring • Raid 5 Volumes • Other Disk 
Management Issues 

Module 7 - File Systems 
 File System Comparison • Choosing a File 

System • File Allocation Table (FAT) • New 
Technology File System (NTFS) • File 
Compression • Converting File Systems 

Module 8 - Terminal Services 
 Overview • Server and Client 

Requirements • Installing the Service • 
Installing Client Software • Windows 
Remote Desktop Client • Creating Terminal 
Connections • Managing Clients • 
Configuring the User Profile • Configuring 
the Service • Installing Applications • 
Licensing 

Module 9 - Routing and Remote Access 
 Remote Access Overview • Installing and 
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Crystal Reports Version 10 

Introductory Course 
 

Duration 
2 days 
 

Course outline 

This two-day course is designed for delegates new to Crystal Reports.   It covers the basics of creating 
simple reports and adding functionality to them, such as record selection, grouping, formulae and 
parameters. 

 

Introduction to Crystal Reports  
Opening a report      
Creating New Reports        
Connecting to a Data Source         
Field Explorer         
Refreshing the report         
Report Design environment         
Moving, Sizing and Aligning Objects         
  
Record Selection         
Using the Select Expert to add Record Selections  
Saved v Refreshed Data         
Modifying Record Selections   
Record selection with Date Fields        
  
Formatting Reports  
Formatting Objects       
Adding Lines         
Adding Boxes         
Adding Graphics     
Adding Hyperlinks 
Creating and Formatting Text Objects         
Using Special Fields     
Report Explorer     
 
Sorting, Grouping, Summarising      
Sorting records        
Grouping Records     
Multiple Grouping 
Specified Order Grouping         
Adding Summary Totals         
Group Sort Expert (Top N grouping)         
   

Linking         
The Database Expert     
Adding Tables/Amending Links        
Linking Options 
  
Creating Formulae         
Creating formulae with the Formula Editor 
Formula Syntax        
Simple Formula Functions 
If-then-else formulae 
  
Conditional Reporting         
Highlighting Expert         
Conditional Formatting   
Report Alerts 
 
Parameters Fields 
Defining Parameter fields 
Using Parameters 
 
Printing and Distributing Reports         
Printing Reports         
Exporting Reports      
Saving reports to Crystal Enterprise         
  
Report Wizards 
Creating a report with the report wizard         
Mailing Labels 
  
Designing a Crystal Report         
Planning Reports 
Setting Default Report Options 
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Crystal Reports Version 10 

Advanced Course 
Duration 
2 days 
 

Course outline 

This two-day course is designed to improve report design skills and cover more of the advanced features 
available within Crystal Reports.  It is recommended that delegates have completed the Version 10 
Introductory course or have been using Crystal Reports for some period of time. 

 
Review of Introductory Course 
 
Summary drill-down reports 
Hiding and suppressing sections 
Hiding / Displaying sections conditionally 
 
Formatting report sections 
Section Expert        
Adding/Modifying sections 
Creating a Letter 
Underlaying Sections         
  
Subreports         
Linked/Unlinked Subreports     
On-Demand Subreports 
Using variables within Subreports 
 
Advanced Report Processing 
SQL Commands / Expression Fields 
Multi-pass reporting 
Speed of report processing 
Additional database options 
  
Charts & Maps       
Creating a chart using the Chart Expert 
Formatting Charts 
Creating & formatting Maps 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
Cross-Tabs        
Adding Cross-tabs to a report 
Formatting Cross-tabs 
Charting on Cross-tabs 
   
Advanced formulae 
Formula Workshop 
Custom functions 
Advanced functions 
Using Running Totals 
Variables and arrays 
   
 
Advanced Report Formatting        
Applying a Crystal defined template         
Creating a template         
Setting default Report Options     
 
Reporting on Excel / Access data 
Reporting from Excel  
Excel & Access Add-in      
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CTX-1256BI Citrix Presentation Server 4.0: Administration 
 
This course provides the necessary foundation to deploy and administer Citrix® Presentation Server 4.0. This 
course covers installation and administration of Presentation Server and its components, including Web 
Interface, Secure Gateway, Installation Manager and Load Manager. Learners receive in-depth training using 
the Citrix Presentation Server Console to configure server farm and individual server settings and the Citrix 
Access Suite Console to manage multiple farms. In addition, this course provides training for managing, 
implementing and deploying the Citrix Presentation Server Clients. 
 
Audience 
This course is intended for IT professionals, such as server, network, system and help desk administrators, 
familiar with Microsoft® Windows Server™ 2003 environments. Systems engineers, analysts, consultants, 
architects and Citrix accessPARTNER network members are also appropriate candidates for this course. 
 
Preparatory Recommendations 
Before taking this course, Citrix recommends that learners successfully complete the following: 

• CTX-1455AW Citrix Access Suite 4.0: Common Management Platform Administration 
• CTX-1255AW Citrix Presentation Server 4.0: Architectural Overview 

Learners who do not complete the courses risk not having the foundational knowledge and skills necessary to 
attend CTX-1256BI. 
 
Key Skills 
Upon successful completion of this course, learners are able to perform the following: 

• Identify the features and functions of the Citrix Presentation Server Console 
• Configure a Citrix Presentation Server farm and individual server settings 
• Configure policies for servers, users, and groups using the Citrix Presentation Server Console 
• Create custom administrators within the Citrix Presentation Server Console to manage the farm, 

individual servers, applications or tasks 
• Manage and deploy applications in Citrix Presentation Server environments 
• Manage Citrix Presentation Server 
• Configure and manage Web Interface and Secure Gateway for Citrix Presentation Server 

 
Instructional Method 
This instructor-led training course provides interactive presentations, discussion and practical application through 
hands-on labs and group activities. 
 
Course Length 
4 days 
 
Certification Preparation 
This course, along with CTX-1255AW Citrix Presentation Server 4.0: Architectural Overview, prepares learners 
to take exam 1Y0-256 Citrix Presentation Server 4.0: Administration. Exam 1Y0-256 is a requirement for the 
Citrix Certified Administrator™ (CCA) for Citrix Presentation Server 4.0 and Citrix Certified Enterprise 
Administrator™ (CCEA) for Citrix Access Suite 4.0 certifications. 
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Topic Outline 
Provided is the topic outline for CTX-1256BI. 

• Introducing and Installing Citrix Presentation Server 
o Introducing Citrix Presentation Server 
o Presentation Server Features 
o Presentation Server Components, Services and Protocol 
o Identifying Hardware and Software Requirements 
o Choosing a Data Store Database 
o Data Store Overview 
o Data Store Access Modes 
o Installing Presentation Server 
o Definitions and Considerations 
o Performing a Presentation Server Installation 

• Installing and Configuring the Citrix Presentation Server Clients 
o The Citrix Presentation Server Client Software 
o The Clients 
o The Citrix Presentation Server Client for Win32 
o The Features of the Client for Win32 
o Key Features of the Client for Win32 
o Installing the Client for Win32 
o Installation Requirements 
o The Client Packager 
o Installing the Clients Manually 
o Installing the Clients From a Network Share 
o Deploying the Clients Using Active Directory® or Microsoft Systems Management Server 
o ICA Client Update Database 
o Creating a New ICA Client Update Database 
o Configuring and Modifying the ICA Client Update Database 
o The Clients for Win32 
o Accessing Published Resources with the Client for Web 
o Accessing Published Resources with Program Neighborhood™ 

o Accessing Published Resources and the Server Desktop with Program Neighborhood 
• Configuring ICA Connections and Sessions 

o ICA Connection Configurations 
o Configuring ICA-TCP Connections 
o Setting Security Permissions Procedure 
o Configuring Client Settings 
o Configuring Advanced ICA Connection Settings 
o Configuring ICA Settings 
o Configuring ICA Sessions for Improved Performance 
o Enabling SpeedScreen™ Browser Acceleration 
o Enabling SpeedScreen Multimedia Acceleration 
o Enabling SpeedScreen Flash Acceleration 
o Enabling SpeedScreen Latency Reduction 
o Enabling SpeedScreen Image Acceleration 
o Configuring Audifor ICA Sessions 

• Managing Server and Server Farm Settings 
o Managing Presentation Server Administrator Accounts and Folders 
o Adding Administrator Accounts 
o Configuring Administrator Privileges 
o Using Folders tManage Applications and Servers 
o Configuring Server and Server Farm Settings 
o Specifying a License Server 
o Integrating with Novell® Directory Services or eDirectory™ 
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o Configuring Server and Server Farm Communication Options 
o Configuring the Presentation Server Farm 
o Configuring Data Collectors 
o Optimizing CPU Utilization 
o Optimizing Virtual Memory Utilization 
o Configuring Virtual IP Addresses for Applications and Sessions 
o Configuring Connection Limits 
o Configuring ICA Keep-Alive Settings 
o Configuring ICA Settings 
o Management Console for Citrix Access Suite 
o Configuring My View in the Access Suite Console 
o Launching Management Consoles 
o Viewing Server and Server Farm-Related Information 

• Publishing Resources 
o Publishing Applications and Desktops 
o Considerations for Publishing Resources 
o Integrating Published Applications with Other Products 
o Using the Application Publishing Wizard tPublish Applications and Desktops 
o Using the Application Publishing Wizard tPublish Content 
o Managing Published Resources 
o Configuring Published Resource Properties 
o Configuring Published Resource Name, Type, Location and Appearance 
o Assigning Published Resources tUsers 
o Organizing Published Resources for Users 
o Assigning Published Applications or Desktops tServers 
o Implementing Published Application Connection Controls and Resource Limits 
o Disabling or Hiding a Published Resource 
o Copying and Organizing Published Resources for Administration 
o Viewing Published Application Usage 
o Configuring Content Redirection 
o Configuring Client-to-Server Redirection 
o Configuring Server-to-Client Redirection 
o Configuring Published Content with Content Redirection 

• Configuring Citrix Presentation Server Policies 
o Presentation Server Policies 
o Creating Presentation Server Policies 
o Applying Policies Using Filters 
o Managing Presentation Server Policies 
o Prioritizing Policies 
o Enabling Shadowing Through Policy Rules 

• Configuring Load Manager 
o Reviewing the Load Management Process 
o Configuring Rules 
o Configuring and Managing Load Evaluators 
o Using Default or Advanced Load Evaluators 
o Creating a Custom Load Evaluator 
o Attaching Load Evaluators tServers or Applications 
o Logging and Monitoring Load Evaluators 
o Viewing Load Evaluators in Use 
o Viewing Load Evaluator Rule Activity 
o Logging and Monitoring Access Attempts 

• Deploying Applications with Installation Manager 
o Installing Applications in a Multi-User Environment 
o The Shadow Key Replication Process 
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o Installation Manager Communication Process 
o Installation Manager Packaging 
o Installation Manager Packaging Process 
o Rolling Back the Packager 
o Creating a Package 
o Packaging an Unattended Installation 
o Packaging an Application 
o Deploying Packages tServers 
o Application Deployment 
o Configuring Installation Manager Properties 
o Creating Server Groups 
o Adding a Package tthe Installation Manager Database 
o Creating and Scheduling Package Groups 
o Scheduling and Installing a Package 
o Viewing Package Status 
o Publishing a Package 
o Uninstalling a Package 

• Configuring Printing 
o Configuring Printers 
o Importing Print Servers 
o Configuring Printing for Users 
o Configuring Client Printer Policies 
o Assigning Network Printers tUsers with Session Printers Policies 
o Managing Print Drivers 
o Replicating Print Drivers 
o Using Universal Driver Printing Policies 
o Using Universal Printing 
o Maintaining Print Driver Compatibility Lists 
o Configuring Print Driver Mappings 
o Assigning Printer Creation Settings tPublished Applications 
o Managing Printer Bandwidth 
o Enabling Web Access tPublished Resources 
o Configuring the Web Interface 
o Configuring and Running Discovery 
o Creating Sites 
o Customizing Site Appearance for the User 
o Configuring Authentication 
o Configuring Explicit Authentication 
o Configuring Pass-Through 
o Configuring Smart Card Authentication 
o Workspace Control Functionality 
o Configuring Workspace Control 
o Configuring Server 
o Configuring DMZ Settings 
o Configuring Client-Side Proxy Settings 
o Configuring Client Connection Settings 
o Configuring Client Deployment Configuring Client Deployment Method 
o Configuring Web Client Settings 
o Configuring Client for Java Settings 
o Configuring Client Launch Settings 
o Program Neighborhood Agent 
o Securing Access tPublished Resources 
o Securing Citrix Presentation Server 
o Securing Access with ICA Encryption 
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o Securing Access with the Citrix SSL Relay 
o Configuring Citrix SSL Relay Securing Access with the Secure Gateway 
o Identifying the Secure Gateway Components 
o Identifying the Secure Gateway Deployment Options 
o Reviewing the Secure Gateway Communication 
o Preparing a Secure Gateway Deployment 
o Completing the Pre-Installation Checklist 
o Installing Digital Certificates Configuring the Secure Gateway 
o Configuring the Secure Gateway 
o Configuring Default Network Access 
o Configuring Client Address and Access Methods 
o Configuring Secure Gateway 
o Configuring Address Translation 
o Managing the Secure Gateway 
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CTX-1259AI Citrix Presentation Server 4.5: Administration  
 
CTX-1259AI Citrix Presentation Server 4.5: Administration provides the foundation necessary to 
effectively deploy and administer Citrix Presentation Server 4.5 and its components, including Load 
Manager, Installation Manager, Web Interface, Application Streaming and Secure Gateway. Learners will 
receive hands-on training for installing Citrix Presentation Server and Presentation Server Clients and for 
using the various administrative consoles to configure published resources, policies, individual server and 
server farm settings, load evaluators, isolation environments, printers, streaming applications and much 
more.  

Audience  
This course is intended for IT professionals, such as server, network, systems and help desk 
administrators familiar with Microsoft® Windows® environments. Systems engineers, analysts, 
consultants, and architects are also appropriate candidates for this course.  

Preparatory Recommendations  
It is recommended that learners have experience administering Microsoft Windows Server™ 2003 
environments. In addition, Citrix recommends that learners complete the following eLearning courses:  

 • CTX-1455CW Citrix Common Management Platform 4.5: Administration  
 • CTX-1255AW Citrix Presentation Server 4.0: Architectural Overview  

Key Skills  
Upon successful completion of this course, learners will be able to:  

 • Install Presentation Server 4.5 in a Windows Server 2003 environment  
 • Install and configure Presentation Server Clients  
 • Publish applications, resources and content  
 • Configure and manage policies for Presentation Server  
 • Configure ICA connection and session settings  
 • Configure and manage server and server farm settings  
 • Configure load evaluators and monitor load using Load Manager  
 • Deploy applications using Installation Manager  
 • Deploy applications into an isolation environment  
 • Configure and manage network and session printing  
 • Install and configure Web Interface  
 • Configure streaming profiles, install the Streaming Client and configure Presentation Server to 

stream applications  
 • Secure access to published resources through ICA encryption, Citrix SSL Relay and Secure 

Gateway  
 

Instructional Method  
This instructor-led course provides classroom lecture topics and the practical application of Citrix 
Presentation Server 4.5 through demonstrations, practices, and hands-on exercises.  

Course Length  
5-day instructor-led training 
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Certification Preparation  

Citrix instructor-led training course CTX-1259AI prepares candidates for exam 1Y0-259 Citrix Presentation 
Server 4.5: Administration. Exam 1Y0-259 is the core exam required for certification as a Citrix Certified 
Administrator (CCA) for Citrix Presentation Server 4.  
 
Key Differences: CTX-1259AI vs. CTX-1256BI  
CTX-1259AI Citrix Presentation Server 4.5: Administration covers Citrix Presentation Server 4.5, while CTX-
1256AI: Citrix Presentation Server 4.0: Administration covers Citrix Presentation Server 4.0.  

The key difference between Citrix Presentation Server 4.0 and Citrix Presentation Server 4.5 is the 
administration console that is used to perform most tasks. Most tasks previously performed in the Presentation 
Server Console in Presentation Server 4.0 are now performed in the Access Management Console in 
Presentation Server 4.5.  
If a student uses Presentation Server 4.0, CTX-1256BI remains the appropriate choice. If a student uses 
Presentation Server 4.5 or is considering upgrading to Presentation Server 4.5, CTX-1259AI is the appropriate 
choice.  
 
The following list summarizes key course content additions from CTX-1256BI to CTX-1259AI:  

 • New Access Management Console tasks  
 • Citrix Presentation Server Client for Windows version 10.0  
 • Remote Configuration/Trusted Server Configuration  
 • SpeedScreen Progressive Display  
 • Configuration Logging  
 • Virtual Memory Management  
 • Health Monitoring and Recovery  
 • Application Streaming  

 
Topic Outline  
Provided is the topic outline for CTX-1259AI.  

 • Installing Citrix Presentation Server  
 o Citrix Presentation Server Overview  
 o Identifying Components of Presentation Server  
 o Introducing New Features and Feature Enhancements  
 o Identifying Management Consoles in Presentation Server  
 o Installation of Presentation Server  
 o Making Installation Decisions  

 • Installing and Configuring Citrix Presentation Server Clients  
 o Citrix Presentation Server Client for Windows  
 o Identifying New Features in the Client for Windows  
 o Using the Client for Web  
 o Using the Program Neighborhood Agent  
 o Using the Program Neighborhood  
 o Client Connection Security  
 o Configuring Remote Configuration  
 o Installation of the Client for Windows  
 o Understanding the Installation Requirements  
 o Creating Custom Packages Using the Client Package  
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 o Installing the Clients Manually  
 o Deploying Clients Using Active Directory  

 • Publishing Resources  
 o Publishing Resources  
 o Organizing Published Resources for Users  
 o Advanced Settings for Published Resource  
 o Configuring Advanced Access Control Properties  
 o Configuring Server-to-Client Content Redirection  
 o Implementing Resource Limits and Client Options  
 o Configuring Resource Appearance  
 o Published Resource Management  
 o Viewing Published Resource Usage  
 o Modifying Published Resource Properties  
 o Disabling or Hiding a Published Resource  

 • Configuring Policies in Presentation Server  
 o Policies in Presentation Server  
 o Identifying Policy Rules  
 o Creating Policies in Presentation Server  
 o Applying Policies Using Filter  
 o Prioritizing Policies  
 o Using the Policy Search Engine  

 • Configuring Sessions in Presentation Server  
 o Session Connection Settings  
 o Configuring Virtual IP Addresses  
 o Configuring Broadcast Setting  
 o Configuring the Citrix XML Service  
 o Configuring Time Zone Settings  
 o Configuring Novell Directory Services  
 o Session Reconnection Configuration  
 o Configuring Keep-Alive Setting  
 o Configuring Session Reliability  
 o Configuring Auto Client Reconnect  
 o Session Performance Configuration  
 o Configuring Display Settings  
 o Configuring SpeedScreen Browser Acceleration  
 o Configuring SpeedScreen Multimedia Acceleration  
 o Configuring SpeedScreen Flash Acceleration  
 o Configuring SpeedScreen Latency Reduction  
 o Configuring SpeedScreen Image Acceleration  

 • Configuring Presentation Server  
 o Citrix Administrator Accounts and Permissions  
 o Adding Administrator Accounts  
 o Configuring Administrator Permissions  
 o Configuring Folder Permissions  
 o Configuration Logging  
 o Creating the Configuration Logging Database  
 o Configuring Configuration Logging  
 o Data Collectors and License Servers  
 o Configuring Data Collectors  
 o Specifying the License Server  
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 o Performance Settings  
 o Optimizing CPU Utilization  
 o Implementing Virtual Memory Management  
 o Administration Settings  
 o Configuring Health Monitoring and Recovery  
 o Configuring Remote Console Connections  
 o Configuring ICA Connection Limits  
 o Configuring Shadow Settings  

 • Configuring Load Management  
 o Load Management Process  
 o Load Calculation  
 o Load Evaluator Configuration  
 o Creating Custom Load Evaluators  
 o Assigning Load Evaluators to Servers and Applications  
 o Load Monitoring  
 o Monitoring Load Evaluator Usage  
 o Monitoring Load Evaluator Rule Activity  
 o Logging Load Manager Activity  

 • Deploying Applications with Presentation Server  
 o Application Installation in Presentation Server  
 o Streaming Applications in Presentation Server  
 o Installing Applications in a Multi-User Environment  
 o Isolation Environments  
 o Creating an Isolation Environment  
 o Configuring Isolation Environment Settings  
 o Associating an Application with an Isolation Environment  
 o Installation Manager Overview  
 o Installation Manager Packaging  
 o Rolling Back the Packager  
 o Packaging an Application  
 o Packaging a File or Folder Contents  
 o Packaging an Unattended Installation  
 o Package Deployment  
 o Adding a Package to the Installation Manager Database  
 o Installing a Package  
 o Publishing a Package  
 o Installation Manager Administration  
 o Configuring Installation Manager Properties  
 o Creating Server Groups  
 o Creating and Using Package Groups  
 o Viewing Package Status  
 o Uninstalling a Package  

 • Configuring Printing  
 o Printer Configuration  
 o Importing Print Servers  
 o Printer Assignment  
 o Configuring Client Printers  
 o Assigning Network Printers to Users  
 o Print Driver Management  
 o Replicating Print Drivers  
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 o Universal Driver Printing Policies and Features  
 o Maintaining Print Driver Compatibility Lists  
 o Configuring Print Driver Mappings  
 o Assigning Printer Creation Settings to Published Applications  
 o Managing Printer Bandwidth  

 • Enabling Web Access to Published Resources  
 o Web Interface Communications Overview  
 o Web Interface Installation and Configuration  
 o Creating Web Interface Sites  
 o Specifying the Initial Configuration  
 o Site Appearance Configuration  
 o Authentication Configuration  
 o Configuring Explicit Authentication  
 o Configuring Pass-Through Authentication  
 o Configuring Smart Card Authentication  
 o Workspace Control Configuration  
 o Configuring Workspace Control  
 o Server Configuration  
 o DMZ Settings Configuration  
 o Client-Side Proxy Setting Configuration  
 o Session Preferences Configuration  
 o Client Deployment Configuration  
 o Configuring Client for Web Settings  
 o Configuring Client for Java Settings  
 o Managing Client Deployment Settings  
 o Program Neighborhood Agent Services Site Configuration  

 • Streaming Applications  
 o Application Streaming Components Overview  
 o Application Streaming Communications  
 o Citrix Streaming Client  
 o Installing the Streaming Client  
 o Citrix Streaming Profiler  
 o Installing the Citrix Streaming Profiler  
 o Setting Profiler Preferences  
 o Profile Configuration  
 o Configuring Profiles  
 o Viewing and Changing Profile Properties  
 o Changing Target Properties  
 o Adding a Target to a Profile  
 o Deleting a Target from a Profile  
 o Upgrading an Application in a Target  
 o Deleting an Obsolete Version of a Target  
 o Streaming Application Configuration  
 o Publishing a Streaming Application  
 o Changing the Application Type  
 o Specifying an Alternate Profile for a Published Application  
 o Enabling the Least-Privileged User Account  
 o Using a Policy for Application Delivery  
 o Configuring Sites for Streaming Applications  
 o Offline Access Management  
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 o Providing Offline Access  
 o Customizing the Offline License Setting  
 o Caching Applications for Offline Access  
 o Lab Setup  

 • Securing Access to Published Resources  
 o ICA Encryption  
 o Configuring ICA Encryption in a Policy Configuring  
 o ICA Encryption Through a Published Application  
 o Citrix SSL Relay  
 o Configuring Citrix SSL Relay  
 o Secure Gateway  
 o Using Digital Certificates  
 o Installing the Secure Gateway  
 o Web Interface Configuration for the Secure Gateway  
 o Configuring the Access Method  
 o Configuring Secure Gateway Settings  
 o Secure Gateway Monitoring  

 
 
 



 

Creating Web Applications with C#, ASP.NET 2 and Visual 
Studio 2005 

Duration 
5 days

Pre-requisites 

The course assumes that students are familiar with Microsoft Windows 2000 or XP, the Internet and building 
basic Web sites. Some prior experience with Visual Studio is helpful. General programming expertise is required. 

Subject areas (Please note, subject areas covered will depend on delegates ability and time available) 

Introduction to ASP.NET 

A Review of Classic ASP | ASP.NET Web Applications | Rendering HTML with Server Controls | Data Binding in 
ASP.NET 2.0 

What's New in ASP.NET 2.0 

New Features in ASP.NET 2.0 | Designer Features | Deployment and Configuration Tools | Increasing 
Productivity  

Working with Controls 

Introduction to Web Controls | Simple Input Controls | HyperLink and Button Controls | List Controls | 
Controlling Focus  

Using Rich Server Controls 
Introduction to Rich Controls | The Calendar Control | The AdRotator Control | The XML Control 

Accessing Data 

Overview of ADO.NET | Connecting to Data | Executing Commands | Working with Data | Choosing an ADO.NET 
Provider  

Configuration 

Configuration Overview | Using the Web Site Administration Tool | Programming Configuration Files | Encrypting 
Configuration Sections 

Data Binding 

Introducing Data Source Controls | Reading and Write Data Using the SqlDataSource Control | Displaying and 
Editing Middle-Tier Data using the ObjectDataSource Control | Displaying XML Data Using the XmlDataSource 
Control  

Validating User Input 

Overview of ASP.NET Validation Controls | Using the Simple Validators | Using the Complex Validators | 
Summarizing Results with the ValidationSummary Control | Separating Validation into Validation Groups  

Themes and Master Pages 

Creating a Consistent Web Site | ASP.NET 2.0 Themes | Master Pages  
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Site Navigation 

Providers and Data Sources | Creating an XML Site Map File | Site Navigation Controls | Using the Site 
Navigation API | URL Mapping | Security Trimming 

Displaying Data with the GridView Control 
Introducing the GridView Control | Filter Data in the GridView Control | Allow Users to Select from a 
DropDownList in the Grid | Add a Hyperlink to the Grid | Deleting a Row and Handling Errors  

Managing State 

Preserving State in Web Applications | Page-Level State | Using Cookies to Preserve State | ASP.NET Session 
State | Storing Objects in Session State | Configuring Session State | Setting Up an Out-of-Process State Server 
| Storing Session State in SQL Server | Using Cookieless Session IDs | Application State  

Managing Users with ASP.NET's Membership Features 

Introduction to Membership and Roles | Using Membership Controls | Writing Code to Interact with Membership 
and Roles  

Improving Performance with Output Caching 

The Importance of Caching | Declarative Page Output Caching | Caching Page Fragments | Post-Cache 
Substitution | Caching Configuration 

Using the DataList and Repeater Controls 

Overview of List-Bound Controls | Creating a Repeater Control | Creating a DataList Control  

Creating and Consuming Web Services 

The Motivation for XML Web Services | Creating an XML Web Service with Visual Studio | Designing XML Web 
Services | Creating Web Service Consumers | Discovering Web Services Using UDDI  
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HTML 
 
Duration 
2 day 
 

Course Description 
This highly acclaimed Hands-On HTML training course provides delegates who prefer a fast track learning 
route with intensive practical tuition in creating professional web sites using Hyper Text Markup Language 
(HTML). This course concentrates on the raw code behind web sites and therefore avoids using any 
packages. Available as a public or closed course at our Exeter training centre, or can be tailored to your 
team's requirements and delivered onsite as a bespoke, customised training course. 

 
Who Should Attend 
Web and aspiring web professionals who are completely new to web site development and HTML scripting 
and who need to create and maintain commercial websites. 
 
Subject areas (Please note, subject areas covered will depend on delegates ability and time 
available)

What is HTML? 
• Hypertext & Hypermedia  
• HyperText Markup  
• Language (version 4.0)  
• URL Addresses  

 
HTML Documents 

• HTML Document Structure  
• HTML Document  
• Characteristics  

 
HTML Tags 

• Document Section Tags  
• Tag Categories  
• Text Formatting Tags  
• Layout Tags  
• Logical Tags  
• Lists (Ordered/Unordered)  

 
Tag Attributes & Character 

• References  
• Tag Attributes  

Creating Hyperlinks 
• Hyperlinks Defined  
• Four Types of Anchors  
• Standard HREF Anchors  
• MAILTO Anchors  
• File Download Anchors  
• NAME Anchors  

 
Inline Images & Colours 

• Using Inline Images  
• GIF vs. JPEG  
• HSPACE & VSPACE  
• Backgrounds Colours  

 
HTML 4.0 Tips & Tricks 

• New Attributes  
• Forcing a Browser Window  
• The <"META"> Tag  
• The START Attribute Web  
• Horizontal Rule Attributes  
• Font Tag Attributes  
• List Tag Attributes  
• Character References  
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IIS 6.0 Administrator's Course 
 
Duration 
2 days 

Audience 

The course is aimed at IT technical staff who need to administer IIS 6.0 web servers. No web development 
expertise is required for, or taught on this course. 

Pre-requisites 

Students should have experience of working as a Web server administrator with previous versions of IIS, and 
knowledge of administering Windows 2003 Servers. 

 
Subject areas (Please note, subject areas covered will depend on delegates ability and time available) 
 

1) Overview of Microsoft Web Services 
 
2) Core IIS Administration 

 
3) Configuring Web Sites and Servers 

 
4) Customizing Web Server Content 

 
5) Managing ASP.NET, Application Pools, and Worker Processes 

 
6) Managing Web Server Security 

 
7) Managing Microsoft Certificate Services and SSL 

 
8) Configuring and Maintaining E-Mail Services 

 
9) Performance Tuning and Monitoring 

 
10) IIS Optimization and the Metabase 

 
11) IIS Backup & Recovery 
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Web Publishing - Introduction Course 
 
Duration 
2 days 
 
This course covers everything needed to create and publish a medium-sized web site from basic HTML, the 
language in which web pages are written, to the publishing process. It includes full explanations of creating 
images for the web, and the basics of dynamic HTML. You will cover how to use a professional WYSIWYG editor, 
Dreamweaver, to add functionality to your site and speed the design process. The focus of the course is on 
good design practice, and not the underlying Internet technology. 
 
• Understand HTML and it's assistant technology CSS  
• Plan your site  
• Style your pages with CSS  
• Optimise Images for the Web  
• Upload your files to a server using FTP 
 

 
Subject areas (Please note, subject areas covered will depend on delegates ability and time available) 
 
Day 1  

AM - 
Origins of the World Wide Web and the W3C 
HTML and HTTP 
The elements of an HTML document 
Creating HTML with a text editor 
Structuring text with HTML 
Headings, Paragraphs, Line breaks 
Lists, Strong & Emphasis 
 
PM -  
Adding a horizontal rule 
Understanding attributes 
Creating Links to other sites 
Creating Links between pages 
Creating internal links within a single page 
Links to other documents (PDFs, .docs, archive 
files etc) 

 

 

 

Day 2  

AM - 
Preparing images 
Images formats 
Importing images 
Providing alternative text for images  
Aligning text around images 
Text as images 
Images as links 
Introducing CSS 
Linking to an exisitng stylesheet 
Editing an exisiting stylesheet 
Text properties 
Background properties  
Applying styles 
 
PM -  
Creating new styles 
Basic selectors 
Structural (tag-based) selectors 
Class (custom) selectors 
Styling links 
Creating embedded stylesheets 
In-line styles 

 



 

Creating Windows Applications with C# & Visual Studio 2005 

Duration 
5 days

Pre-requisites 

A good general programming background is required. Some knowledge of object-oriented programming is 
helpful. No previous experience of Visual Studio is required. 

Subject areas (Please note, subject areas covered will depend on delegates ability and time available) 

Introduction to Windows Forms  
.NET Does Windows | Adding Controls to a Form | A Peek behind the Scenes | Adding Event Handling Code | 
Adding a Menu to the Form | Adding Non-Graphical Components  

Taking Advantage of the Form Event Model 
How C# Handles Events | Exploring Form and Control Events 

Common Windows Forms Controls 

Label, TextBox, and Button | CheckBox and RadioButton | ComboBox, ListBox, and CheckedListBox | LinkLabel, 
NumericUpdown, PictureBox and ProgressBar 

Exception Handling 

Perspectives on Exception Handling | Getting Started with Exception Handling | Catching Specific Exceptions | 
Raising Errors | Running Code Unconditionally | Handling Unhandled Exceptions | Creating Exception Classes 

Working with Strings and Dates 
Basic .NET Data Types | Working with Text: The String Class | Working with Dates and Times  

Accessing Data 

Overview of ADO.NET | Connecting to Data | Executing Commands | Working with Data | Choosing an ADO.NET 
Provider  

Data Binding Techniques 

Data Binding Basics | Creating a Data Source | Creating Data-Bound Forms | Data Binding Components and 
Controls |Displaying Data from Related Tables | Displaying Data from Lookup Tables | Adding Search 
Capabilities to a Form | Filtering by Values from a Lookup Table | Data Validation | Working with Local Data  

Using the Data Controls 

Data Controls | The BindingNavigator Control | The BindingSource Component | The DataGridView Control | The 
ReportViewer Control  

Handling Input/Output Tasks 

Introducing the System.IO Namespace | Selecting Files | Browsing for Folders | Handling Path Information | 
Working with Directories and Files | Using Stream-Based Objects to Read and Write File Contents  
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Project Settings in Visual Studio 2005 

The Project Designer | Application Properties | Compilation Properties | Debugging Properties | Project 
References | Project Resources | Project Settings 

Debugging Your Applications  
Debugging Applications | Setting Breakpoints and Stepping through Code | Debugging Code in Assemblies | 
Evaluating Variables and Objects | Edit and Continue | Tracing Applications  

Container Controls 
Introducing Container Controls | Grouping Controls with the GroupBox Control | Introducing the Panel Control | 
• Displaying Multiple Panels with the SplitContainer Control | Laying out Panels with the TabControl Control | • 
Simple Layout Using the FlowLayoutPanel Control | Advanced Layout Using the TableLayoutPanel Control  

Menus and Toolbars 

Introducing the ToolStrips | Working with the ToolStrips 

Creating MDI Applications 

MDI Applications | MDI Parent and Child Forms | Managing Open Windows | Managing Menus | Working with 
Open Forms 
 

Complex Windows Forms Controls 

Introducing Complex Controls | NotifyIcon Control | WebBrowser Control | MaskedTextBox Control | 
RichTextBox Control | TreeView and ListView Controls | MonthCalendar and DateTimePicker Controls  

Creating Custom Controls 

Control Creation in Windows Forms | Inheriting from an Existing Control | Drawing Your Own Custom Controls | 
Creating Composite Controls 

Working with Toolbox Components 

Introducing Components | Timer Component | BackgroundWorker Component | FileSystemWatcher Component 
| PerformanceCounter Component | Process Component | ServiceController Component | EventLog Component 

Interoperability 

COM and .NET | Calling COM Objects from .NET | Calling .NET Assemblies from COM | Using Platform Invoke | 
Web Services  

Deploying Applications Using Click-Once 
ClickOnce Deployment | Publishing an Application | Setting Publish Options | Updating a Deployed Application | 
What Happens When You Publish an Application? | What Happens When You Publish an Update to an 
Application? | ClickOnce and Security | Using the Deployment API to Manage Updates 
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Creating Web Applications with C#, ASP.NET 2 and Visual Studio 2005 

(5 days) 

Pre-requisites 

The course assumes that students are familiar with Microsoft Windows 2000 or XP, the Internet and building 
basic Web sites. Some prior experience with Visual Studio is helpful. General programming expertise is required. 

Synopsis 

Introduction to ASP.NET 

A Review of Classic ASP | ASP.NET Web Applications | Rendering HTML with Server Controls | Data Binding in 
ASP.NET 2.0 

What's New in ASP.NET 2.0 

New Features in ASP.NET 2.0 | Designer Features | Deployment and Configuration Tools | Increasing 
Productivity  

Working with Controls 

Introduction to Web Controls | Simple Input Controls | HyperLink and Button Controls | List Controls | 
Controlling Focus  

Using Rich Server Controls 
Introduction to Rich Controls | The Calendar Control | The AdRotator Control | The XML Control 

Accessing Data 

Overview of ADO.NET | Connecting to Data | Executing Commands | Working with Data | Choosing an ADO.NET 
Provider  

Configuration 

Configuration Overview | Using the Web Site Administration Tool | Programming Configuration Files | Encrypting 
Configuration Sections 

Data Binding 

Introducing Data Source Controls | Reading and Write Data Using the SqlDataSource Control | Displaying and 
Editing Middle-Tier Data using the ObjectDataSource Control | Displaying XML Data Using the XmlDataSource 
Control  

Validating User Input 

Overview of ASP.NET Validation Controls | Using the Simple Validators | Using the Complex Validators | 
Summarizing Results with the ValidationSummary Control | Separating Validation into Validation Groups  

Themes and Master Pages 

Creating a Consistent Web Site | ASP.NET 2.0 Themes | Master Pages  
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Site Navigation 

Providers and Data Sources | Creating an XML Site Map File | Site Navigation Controls | Using the Site 
Navigation API | URL Mapping | Security Trimming 

Displaying Data with the GridView Control 
Introducing the GridView Control | Filter Data in the GridView Control | Allow Users to Select from a 
DropDownList in the Grid | Add a Hyperlink to the Grid | Deleting a Row and Handling Errors  

Managing State 

Preserving State in Web Applications | Page-Level State | Using Cookies to Preserve State | ASP.NET Session 
State | Storing Objects in Session State | Configuring Session State | Setting Up an Out-of-Process State Server 
| Storing Session State in SQL Server | Using Cookieless Session IDs | Application State  

Managing Users with ASP.NET's Membership Features 

Introduction to Membership and Roles | Using Membership Controls | Writing Code to Interact with Membership 
and Roles  

Improving Performance with Output Caching 

The Importance of Caching | Declarative Page Output Caching | Caching Page Fragments | Post-Cache 
Substitution | Caching Configuration 

Using the DataList and Repeater Controls 

Overview of List-Bound Controls | Creating a Repeater Control | Creating a DataList Control  

Creating and Consuming Web Services 

The Motivation for XML Web Services | Creating an XML Web Service with Visual Studio | Designing XML Web 
Services | Creating Web Service Consumers | Discovering Web Services Using UDDI  
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SQL Server 2005 - Administration and Support 
 
Duration 
3 Days 
 
Prerequisites  
In order to gain the most from the course, students should ideally possess the following: 
 

 Experience of the Windows 2000 Professional and Server Operating Systems. 
 Knowledge of basic networking concepts such as LANs and TCP/IP 
 Although not essential, an understanding of Windows 2000 Domains and Directory Services 

would be beneficial. 
 

Subject areas (Please note, subject areas covered will depend on delegates ability and 
time available) 
 
Module 1 Introduction to Microsoft SQL 
Server 2005 
 
SQL Server Overview 
Platform support for SQL Server 
Windows 2000 Integration 
Back Office Integration 
Client-Server Communication 
SQL Server Services 
SQL Server Databases 
SQL Server Database Objects 
SQL Server Object Naming 
SQL Server Database System Tables 
SQL Server Security 
SQL Server 2005 Roles 
SQL Applications 
Tiered Applications 
SQL Implementation Considerations 
SQL Server Administration 
SQL Administration Tasks 
Additional Features 
Practical Mod. 1.1 – Examining Transact-SQL 
Scripts 
Review Questions 
 
Module 2 Installation of SQL Server 2005 
 
Pre-requisites to Installing SQL Server 2005 
Editions of SQL Server 
SQL Server Installation 
Installation Method 
Selecting the type of installation 
Choosing the installation Components 
Choosing the Collation and Sort Rules 
Choosing the Network Library 
Using a SQL Service Account 
Choosing a Licensing Mode 
Performing an Unattended Installation 
Upgrading SQL Server 

Reviewing Installation 
Verifying a Connection to the Server 
SQL Server Configuration Settings 
Troubleshooting a failed Installation  
Practical Mod. 2.1 – Installing a SQL Server 
Review Questions 
 
Module 3 Managing SQL Server 2005 
Security 
 
Objectives 
Authentication Modes 
Creating and Managing Login Accounts for 
SQL Server 
Assigning Login Accounts to Databases 
Assigning Access and Management 
Permissions 
Fixed Database Roles 
Using Fixed Server Roles 
Practical Mod. 3.2 – Managing Accounts Using 
Fixed Database Roles 
Creating User-defined Database Roles 
Understanding Permissions 
Granting Permissions 
Denying Permissions 
Revoking Permissions  
Security Considerations 
Additional Permissions Issues 
Practical Mod. 3.2 – Testing Permissions 
Application Roles 
Practical Mod. 3.3 – Creating Roles and 
Testing Permissions 
Review Questions 
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Module 4 Databases and Transaction Logs 
 

Objectives 
Database Files 
Transactions 
Creating Databases 
Setting Database Options 
Expanding Database Files 
Transaction Log Expansion 
Shrinking Databases 
Dropping Databases 
Using RAID with SQL Server 
Filegroups 
Sizing Databases 
Improving SQL Server Performance 
Practical Mod. 4.1 – Creating and Managing 
Databases 
Review Questions 

 
Module 5 Server Backup 
 
Objectives 
The need for Backups 
SQL Server Recovery Models 
The SQL Server Backup Process 
Backing Up Databases 
Restricted Activities During Backup 
Creating and Using Backup Devices 
Multiple Backup Files 
Backup Options 
Backup Methods 
Differential Backup 
Transaction Log Backup 
Filegroup Backup 
Using a Full Backup Strategy 
Using a differential Backup Strategy 
Using Full Backup and Transaction Log 
Backup Strategy 
Using Full Backup and Filegroup Backup 
Strategy 
Improving Backup Performance 
Practical Mod. 5.1 – Backup Operations 
Review Questions 
 
Module 6 SQL Server Database Restore 
 
Objectives 
SQL Server Recovery 
Restore Safety Checks 
Carrying out Pre-Restore Tasks 
Database Recovery 
Restoring from a Full Backup 
Restoring from a Differential Backup 
Transaction Log Restore 
File or Filegroup Restore 
Standby Servers 
Restoring with Standby 

Restoring System Databases 
Practical Mod. 6.1 – Restoring a Database 
Review Questions 
 
Module 7 Automating Administrative Tasks 
 
Objectives 
Automating Tasks 
Automation Components 
Configuring Automation 
Jobs 
Job Steps 
Scheduling Jobs 
Operators 
Job History 
Practical Mod. 7.1 – Managing Jobs 
Alerts 
SQL Server Alerts 
User-defined Errors 
Performance Condition Alerts 
Fail-Safe Operator 
Troubleshooting 
Practical Mod. 7.2 – Managing Alerts 
Multi-server Jobs 
Practical Mod. 7.3 – Managing Multi-server 
Jobs 
Web Publishing 
Managing Web Jobs 
Web Security 
Practical Mod. 7.4 Managing Web Publishing 
Jobs 
Review Questions 

 
Module 8 Data Handling 
 
Objectives 
Overview of Data Transformation 
Data Transformation Tools 
DTS Package Flow 
DTS Wizard 
DTS Designer 
DTS Package Workflows 
Transforming Data 
Saving DTS Packages 
Running DTS Packages 
Practical Mod. 8.1 – Managing Data 
Transformation 
Review Questions 
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Module 9 Maintaining SQL Server 2005 
 
Objectives 
The Need to Monitor SQL 
Monitoring Performance 
Event Viewer 
Performance Monitor 
SQL Enterprise Manager 
Deadly Embrace 
Transact-SQL 
SQL Server Profiler 
Query Management 
Maintaining Databases 
Practical Mod. 9.1 Using SQL Server 
Monitoring and Performance Tools 
Review Questions 
 
Module 10 Replication 
 
Objectives 
Overview of Distributed Data 
Distributed Data – Techniques  
Publisher – Distributor – Subscriber Metaphor 
Publications and Articles 
Data Filtering – Publishing subsets of Data 
Subscriptions – Push and Pull 
SQL Server Replication 
SQL Server Replication Agents 
SQL Server Replication Types 
Snapshot Replication 

Transactional Replication 
Merge Replication 
Physical Replication Models 
Central Publisher/Distributor 
Central Publisher/Remote Distributor 
Central Publisher/Remote Subscribing 
Publisher 
Central Subscriber/Multiple Publishers 
Multiple Publishers/Multiple Subscribers 
Replication Planning 
Logical Design Requirements 
Determining the Replication 
Implementation 
Data Issues 
Practical Mod. 10.1 – Configuring Replication 
Managing Replication 
Monitoring Replication 
SQL Server Replication Monitor 
Maintaining Replication 
Replication Agent Histories  
Troubleshooting Replication 
Performance Issues 
Replication Heterogeneous 
Environments 
Replicating Data using ODBC 
Publishing to Heterogeneous Subscribers 
Subscribing to Heterogeneous Publishers 
Internet Publishing 
Review Questions 

 

Sannerville Chase, Exminster, Exeter, Devon, EX6 8AT 
Tel: 01392 824022 Fax: 01392 824838  

Email: support@amesolutions.co.uk Web: www.amesolutions.co.uk 
Company registration number: 4094349 



 

SQL Server 2000 - Administration and Support 
 
Duration 
3 Days 
 
Prerequisites  
In order to gain the most from the course, students should ideally possess the following: 
 

 Experience of the Windows 2000 Professional and Server Operating Systems. 
 Knowledge of basic networking concepts such as LANs and TCP/IP 
 Although not essential, an understanding of Windows 2000 Domains and Directory Services 

would be beneficial. 
 

Subject areas (Please note, subject areas covered will depend on delegates ability and 
time available) 
 
Module 1 Introduction to Microsoft SQL 
Server 2000 
 
SQL Server Overview 
Platform support for SQL Server 
Windows 2000 Integration 
Back Office Integration 
Client-Server Communication 
SQL Server Services 
SQL Server Databases 
SQL Server Database Objects 
SQL Server Object Naming 
SQL Server Database System Tables 
SQL Server Security 
SQL Server 2000 Roles 
SQL Applications 
Tiered Applications 
SQL Implementation Considerations 
SQL Server Administration 
SQL Administration Tasks 
Additional Features 
Practical Mod. 1.1 – Examining Transact-SQL 
Scripts 
Review Questions 
 
Module 2 Installation of SQL Server 2000 
 
Pre-requisites to Installing SQL Server 2000 
Editions of SQL Server 
SQL Server Installation 
Installation Method 
Selecting the type of installation 
Choosing the installation Components 
Choosing the Collation and Sort Rules 
Choosing the Network Library 
Using a SQL Service Account 
Choosing a Licensing Mode 
Performing an Unattended Installation 
Upgrading SQL Server 

Reviewing Installation 
Verifying a Connection to the Server 
SQL Server Configuration Settings 
Troubleshooting a failed Installation  
Practical Mod. 2.1 – Installing a SQL Server 
Review Questions 
 
Module 3 Managing SQL Server 2000 
Security 
 
Objectives 
Authentication Modes 
Creating and Managing Login Accounts for 
SQL Server 
Assigning Login Accounts to Databases 
Assigning Access and Management 
Permissions 
Fixed Database Roles 
Using Fixed Server Roles 
Practical Mod. 3.2 – Managing Accounts Using 
Fixed Database Roles 
Creating User-defined Database Roles 
Understanding Permissions 
Granting Permissions 
Denying Permissions 
Revoking Permissions  
Security Considerations 
Additional Permissions Issues 
Practical Mod. 3.2 – Testing Permissions 
Application Roles 
Practical Mod. 3.3 – Creating Roles and 
Testing Permissions 
Review Questions 
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Module 4 Databases and Transaction Logs 
 

Objectives 
Database Files 
Transactions 
Creating Databases 
Setting Database Options 
Expanding Database Files 
Transaction Log Expansion 
Shrinking Databases 
Dropping Databases 
Using RAID with SQL Server 
Filegroups 
Sizing Databases 
Improving SQL Server Performance 
Practical Mod. 4.1 – Creating and Managing 
Databases 
Review Questions 

 
Module 5 Server Backup 
 
Objectives 
The need for Backups 
SQL Server Recovery Models 
The SQL Server Backup Process 
Backing Up Databases 
Restricted Activities During Backup 
Creating and Using Backup Devices 
Multiple Backup Files 
Backup Options 
Backup Methods 
Differential Backup 
Transaction Log Backup 
Filegroup Backup 
Using a Full Backup Strategy 
Using a differential Backup Strategy 
Using Full Backup and Transaction Log 
Backup Strategy 
Using Full Backup and Filegroup Backup 
Strategy 
Improving Backup Performance 
Practical Mod. 5.1 – Backup Operations 
Review Questions 
 
Module 6 SQL Server Database Restore 
 
Objectives 
SQL Server Recovery 
Restore Safety Checks 
Carrying out Pre-Restore Tasks 
Database Recovery 
Restoring from a Full Backup 
Restoring from a Differential Backup 
Transaction Log Restore 
File or Filegroup Restore 
Standby Servers 
Restoring with Standby 

Restoring System Databases 
Practical Mod. 6.1 – Restoring a Database 
Review Questions 
 
Module 7 Automating Administrative Tasks 
 
Objectives 
Automating Tasks 
Automation Components 
Configuring Automation 
Jobs 
Job Steps 
Scheduling Jobs 
Operators 
Job History 
Practical Mod. 7.1 – Managing Jobs 
Alerts 
SQL Server Alerts 
User-defined Errors 
Performance Condition Alerts 
Fail-Safe Operator 
Troubleshooting 
Practical Mod. 7.2 – Managing Alerts 
Multi-server Jobs 
Practical Mod. 7.3 – Managing Multi-server 
Jobs 
Web Publishing 
Managing Web Jobs 
Web Security 
Practical Mod. 7.4 Managing Web Publishing 
Jobs 
Review Questions 

 
Module 8 Data Handling 
 
Objectives 
Overview of Data Transformation 
Data Transformation Tools 
DTS Package Flow 
DTS Wizard 
DTS Designer 
DTS Package Workflows 
Transforming Data 
Saving DTS Packages 
Running DTS Packages 
Practical Mod. 8.1 – Managing Data 
Transformation 
Review Questions 
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Module 9 Maintaining SQL Server 2000 
 
Objectives 
The Need to Monitor SQL 
Monitoring Performance 
Event Viewer 
Performance Monitor 
SQL Enterprise Manager 
Deadly Embrace 
Transact-SQL 
SQL Server Profiler 
Query Management 
Maintaining Databases 
Practical Mod. 9.1 Using SQL Server 
Monitoring and Performance Tools 
Review Questions 
 
Module 10 Replication 
 
Objectives 
Overview of Distributed Data 
Distributed Data – Techniques  
Publisher – Distributor – Subscriber Metaphor 
Publications and Articles 
Data Filtering – Publishing subsets of Data 
Subscriptions – Push and Pull 
SQL Server Replication 
SQL Server Replication Agents 
SQL Server Replication Types 
Snapshot Replication 

Transactional Replication 
Merge Replication 
Physical Replication Models 
Central Publisher/Distributor 
Central Publisher/Remote Distributor 
Central Publisher/Remote Subscribing 
Publisher 
Central Subscriber/Multiple Publishers 
Multiple Publishers/Multiple Subscribers 
Replication Planning 
Logical Design Requirements 
Determining the Replication 
Implementation 
Data Issues 
Practical Mod. 10.1 – Configuring Replication 
Managing Replication 
Monitoring Replication 
SQL Server Replication Monitor 
Maintaining Replication 
Replication Agent Histories  
Troubleshooting Replication 
Performance Issues 
Replication Heterogeneous 
Environments 
Replicating Data using ODBC 
Publishing to Heterogeneous Subscribers 
Subscribing to Heterogeneous Publishers 
Internet Publishing 
Review Questions 
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SQL Statements for Oracle 
 
Duration 
2 days
 
Subject areas (Please note, subject areas covered will depend on delegates ability and time available) 
 
Module 1 Introduction  
What is SQL? 
Brief History of SQL 
A Simple Database 
DML Statements 
 
Module 2 The WHERE 
Clause 
Life Without WHERE 
WHERE to the Rescue 
WHERE Clause Evaluation 
Conditions & Expressions 
WHERE to go from Here 

 
Module 3 Joins 
Inner Joins 
Outer Joins 
Self Joins 
Joins & Subqueries 
DML Statements on a Join View 
ANSI Standard Join Syntax in 
Oracle 9i  
 
Module 4 Group Operations 
Aggregate Functions 
The GROUP BY Clause 
The HAVING Clause 
 
Module 5 Subqueries 
What is a Subquery 
Noncorrelated Subqueries 
Correlated Subqueries 
Inline Views 
Subquery Case Study 

 
Module 6 Handling 
Temporal Data 
Internal DATE Storage Format 

Getting Dates In & Out of a 
Database 
Date Manipulation 
Oracle 9i New DATETIME 
Features 
INTERVAL Literals 
 
Module 7 Set Operations 
Set Operations 
Using Set Operations to 
Compare two Tables 
Using NULLs in Compound 
Queries 
Rules & Restrictions on Set 
Operations 
 
Module 8 Hierarchical 
Queries 
Representing Hierarchical 
Information 
Simple Hierarchical Operations 
Oracle SQL Extensions 
Complex Hierarchical 
Operations 
Restrictions on Hierarchical 
Queries 
 
Module 9 DECODE & CASE 
DECODE, NVL & NVL2 
The Case for CASE 
DECODE & CASE Examples 

 
Module 10 Partitions, 
Objects & Collections 
Table Partitioning 
Objects & Collections 
 
 

 
Module 11 PL/SQL 
What is PL/SQL 
Procedures, Functions & 
Packages 
Calling Stored Functions from 
Queries 
Restrictions on Calling PL/SQL 
from SQL 
Stored Functions in DML 
Statements 
The SQL inside your PL/SQL 
 
Module 12 Advanced Group 
Operations 
ROLLUP 
CUBE 
The GROUPING Function 
GROUPING SETS 
Oracle 9i Grouping Features 
The GROUPING_ID & 
GROUP_ID Functions 

 
Module 13 Advanced 
Analytic SQL 
Analytical SQL Overview 
Ranking Functions 
Windowing Functions 
Reporting Functions 
Summary 
 
Module 14 SQL Best 
Practices 
Know When to use Specific 
Constructs 
Avoid Unnecessary Parsing 
Consider Literal SQL for 
Decision Support Systems 
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Introduction to Tendering 
 
Duration 
1 day 
 
Summary Content 
 
Tendering is becoming an essential part of the sales process and many companies fall at the first hurdle 
due to a lack of understanding of the tendering process.  The course will examine the basics of the 
tendering process and provide the participant with information that can be utilised to improve tender 
performance. The course will provide information to help the participant to understand the tendering 
process, understand where tender information can be accessed and learn skills that can be utilised to 
overcome some of the issues that cause failure when tendering. 
 
Specific areas to be covered include: 
 

- Why so many tenders fail 
- Stages of tendering 
- How to respond to a tendering opportunity 
- Keys to successful tendering 
- Improving tender performance 
- Identifying sources of tendering opportunities 

 
Who should attend? 
 
This course has been designed for anyone who is currently involved with the tender process or those who 
are likely to become involved in the near future. The course is not industry specific since the basic rules 
of tendering apply across the business spectrum; case studies from a variety of industries will be utilised. 
If required, specific case studies can be used with prior notice. 
 
A little more on about the course 
 
The course begins with an overview of the tendering process including an evaluation of the different 
types of tenders and what is required from the individual or organisation making a response. An example 
tender response is considered and evaluated to highlight common pitfalls in the tendering process. 
 
The various stages of the tendering process are identified together with information as to what is 
required at each stage in order to progress successfully. An examination is made of ways in which to 
improve tender performance before the course concludes with a group exercise in responding to a tender 
and review of the results in order to reinforce the key learning points from the day. 
 
All participants receive a practical courseware guide which serves as a useful reference source following 
the conclusion of the course. 
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ITIL v3 Foundation Certificate Training Course 
 
This course provides comprehensive first-level training for anyone involved in provision, 
support, and delivery of IT Services. It is accredited by, and follows the syllabus 
specified by the APM Group 
 
Who is this course suitable for? 
 
This course is aimed at all levels of 

• IT professionals, Customers, and Users involved in the provision or receipt of IT 
Services. 

 
What does this course cover? 
 
The course covers the fundamentals of the IT Infrastructure Library (ITIL) which covers 
the five core volumes which provide an end-to-end view of IT and its integration with 
business strategy. Those five core volumes are: 
  
During the course, you will learn: 
 

• Service Strategy - provides guidance on how to design, develop, and implement 
service management. It ensures that the overall business aims and strategy is 
supported by the IT organisations aims and strategy. 

• Service Design - provides guidance on the design of new or changed services for 
introduction into the live environment 

• Service Transition - provides guidance on managing change along with risk and 
quality whilst ensuring IT Operations can manage those changes within the 
context of the ICT Infrastructure. 

• Service Operation - provides guidance on the day to day management of the ICT 
Infrastructure. It is also contributes to the Service Management Lifecycle for 
carrying out those processes which contribute to the optimisation of the services 
provided. 

• Continual Service Improvement - looks at the Service Management Lifecycle. It 
identifies opportunities for improvements in the efficiency, effectiveness of the 
processes and optimisation of the costs associated with service provision. 

 
It culminates in an optional one-hour multiple-choice examination for the Foundation 
Certificate in IT Service Management Version 3 and is a pre-requisite for the further 
training in ITIL Version 3 that leads to the ITIL Diploma in IT Service Management. 
  
The course is comprised of lecture sessions, short exercises which reinforce the 
knowledge gained and practice examinations. 
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Those delegates taking the certificate exam on the final day will need to plan to spend 
90-120 minutes each evening on revision and example examination questions. 
 
Are there entry requirements? 
 

• Involvement in the provision or receipt of IT Services. 
 
What's included? 
 
Our package includes lunch and refreshments, and full course materials.  
  
Although the course is non-residential, we offer help finding appropriate hotels, close 
to the training venue.   
 
Additional info 
 
The ITIL Framework is a source of good practice in service management. ITIL is used by 
organisations world-wide to establish and improve capabilities in service management. 
Service Management is a set of specialised organisational capabilities for providing 
value to customers in the form of services. 
  
The capabilities take the form of functions and processes for managing services over a 
lifecycle, with specializations in strategy, design, transition, operation, and continual 
improvement. The capabilities represent a service organisations capacity, competency, 
and confidence for action. The act of transforming resources into valuable services is at 
the core of service management. Without these capabilities, a service organisation is 
merely a bundle of resources that by itself has relatively low intrinsic value for 
customers. 
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AutoCAD /AutoCAD LT Essentials 

Duration 
2 Days 
 

Training Course Description 
This AutoCAD training course is designed for new AutoCAD /AutoCAD LT  users who require comprehensive 
training. It incorporates the features, commands, and techniques for creating, editing, and printing drawings 
with AutoCAD and AutoCAD LT. 
 

Training Course Objectives 
The primary objective of this course is to teach delegates the basic commands necessary for professional 2D 
drawing, design and drafting using AutoCAD /AutoCAD LT  
 
Subject areas (Please note, subject areas covered will depend on delegates ability and time available) 
 

• CREATING BASIC DRAWINGS  
• Creating Basic Objects  
• Using Polar Tracking,PolarSnap and Object 

Snap Tracking  
• Working with Units  
• MANIPULATION OBJECTS  
• Creating New Objects from Existing 

Objects  
• Changing the Angle of an Objects Position  
• Creating a Mirror Image of Existing Objects  
• Creating Objects Patterns  
• Changing an Object's Size  
• DRAWING ORGANIZATION AND INQUIRY 

COMMANDS  
• Using Layers  
• Changing Object Properties  
• Using the Properties Palette  
• Using Linetypes  
• ALTERING OBJECTS  
• Trimming and Extending Objects  
• Creating Parallel and Offset Geometry  
• Joining and Breaking an Object  
• Applying a Radius Corner to Two Objects  
• Creating an Angled Corner Between Two 

Objects 

• Changing Part of an Object's Shape 
• ANNOTATING DRAWINGS  
• Creating Multiline Text and single line text  
• Using Text Styles and Editing Text  
• HATCHING OBJECTS  
• Hatching and Editing Hatch Objects  
• DIMENSIONING  
• Creating Dimensions  
• Using Dimension Styles  
• Editing Dimensions  
• WORKING WITH REUSABLE CONTENT  
• Using Blocks  
• Using Tool Palettes  
• CREATING ADDITIONAL DRAWING OBJECTS  
• Working with Polylines  
• Creating Splines and Ellipses  
• Using Tables  
• LAYOUTS AND PLOTTING  
• Using Layouts  
• Using Page Setups  
• Using Viewports  
• Plotting Drawings  
• TEMPLATE DRAWING CREATION 
• Using Drawing Templates

 
 




