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Our news
Summer holidays are approaching and schools will be breaking up soon. Let's hope the
warm weather continues. We find that many companies like to use the quieter time to invest
in some staff training. When the office is quieter, staff may well have more time to practise
their new found skills. So whether, you want staff to be
•

wonderful with Word,

•

outstanding with Outlook,

•

excellent at Excel,

•

powerful with PowerPoint or

•

perfect with Microsoft Project,

do get in touch and we will personalise the training to suit your team.

Remember that we come to you - training is delivered at YOUR site and can all be
tailored to YOUR needs, even using YOUR files if required.

We are proud of our experience and authority in training and consulting in IT packages and
personal development skills. For a full list of our courses, visit http://www.jmdtraining.co.uk.

How to negotiate successfully
y jdonbavand

Some people may find it easier naturally to negotiate than others, but negotiation
is a skill that can be developed and improved with the help of training, coaching
and practice.
There are three key ingredients to improving your negotiating capabilities:
1. Knowledge – To negotiate effectively, you need knowledge of the
negotiation process principles, the context of the particular negotiation in

which you are involved and knowledge of the subject in which you are
involved in negotiations.
2. Skills – To negotiate effectively, you need analytical, interactive and
communication skills.
3. Attitude – Negotiations are very much influenced by underlying attitudes
to the negotiation process, to the personalities and issues involved, and by
your self-perception and personal need for achievement and recognition.
Find further information about our Negotiating and Influencing Skills training or
our Dealing with Difficult People training.
If Only I'd Known That Blog
If only I had £50 for every time someone says to me during a training session ‘If only I’d
known that last week…’ So, I have set up a blog with some of the answers that have proved
very useful to people. You can see this at http://ifonlyidknownthat.wordpress.com/
For example:

Microsoft Project – field to show tasks due to finish
this week
y jdonbavand

I was asked how to create a field that would show the text “Due this week” if the
task was due to finish within the next week and leave it blank otherwise.
Go to the Project tab and in the Properties group, click Custom Fields.

From the Type dropdown, select Text, select a relevant text field and click
Rename to rename it to something suitable, such as Due this week. Click OK.
Click Formula.

The required formula is
IIf([Finish]-[Current Date]>=0 And [Finish]-[Current Date]<=7,”Due
this week”,””)

Click OK twice.
On your table, right-click over the column heading where you want to insert the
new column, click Insert column and select the required column from the
drop-down list.
You will then see all tasks that are due to finish within the next week.

Find out more about our Microsoft Project training.
Or

Excel 2016 – Forecast Sheet
by jdonbavand

New in Excel 2016 is the Forecast Sheet capability which you will find on the
Data tab in the Forecast group. This looks at past data and the trends within it,
to allow you to forecast what is likely to happen in the future.
Open a workbook containing historic data. Here I am looking at International
Visitors to London.

This is quarterly data starting in 2002 and finishing at Q3 2017 (the most up-todate I could find on the Internet).

Click anywhere within the data set, then on the Data tab, in the Forecast group,
click Forecast Sheet. A line chart will be displayed showing your past data and
future forecast.

At the top right, you have the option to choose a line chart or a column chart.
Towards the bottom, you can either accept their Forecast End date or select
your own. Clicking Options brings up a greater list of options.

From here, you can accept their Forecast Start date or choose your own. You
can also specify a different Confidence Interval if required. You can allow Excel
to automatically detect the seasonality of your data or set it manually and you
can also choose whether or not to Include forecast statistics. If necessary
change the Timeline Range and the Values Range. In this forecast I am looking
at predicted spend, but I could want to predict nights spent or number of visits.
When you are happy with your chosen options, click Create. As well as the
chart, you will then have predicted figures.

Here using a 95% confidence interval, it shows the expected forecast spend, the
minimum spend based on my data and the maximum spend based on my data.
Find out more about our Microsoft Excel training London, UK.

Maybe 2018 will be the year you decide to upgrade to Microsoft Office 2013, Microsoft
Office 2016 or Microsoft Office 365! If so, we provide upgrade training, workshops and
floorwalking to enable your staff to quickly get up-to-speed and ensure no loss of
productivity.

We offer Microsoft Office 2013 upgrade workshops and floorwalking, Microsoft Office 2016
upgrade workshops and Microsoft Office 365 upgrade workshops and floorwalking.

If you would like a free guide on the major changes between Office 2010 and Office 2016
and insight into the new features available in Microsoft Office 2016, please contact us at
info@jmdtraining.co.uk and we will be happy to send you a pdf version of this guide.
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