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Learning Methods 

Interalia offer flexible learning packages to suit your way of learning and your availability. 
 
Tutor Led Learning 
Benefit from Interalia trainers’ experience by 
attending one of our tutor led training 
sessions.  Get individual attention, high 
quality training manuals and excellent 
support.  Groups are no more than 4 other 
trainees.  Groups are only larger by client 
request. 
 
eLearning 
Study at your own pace with Interalia’s 
eLearning packages delivered in partnership 
with learndirect Scotland.  You will have 
access to online step-by-step learning 
materials where and when you’re able to 
study. 

 
Supported Self Study 
Study at your own pace with Interalia’s 
Supported Self Study programmes.  Within 
the programmes, courses include a 
personal training needs analysis, a tutor led 
induction and a study pack – providing 
course manuals & work files, plus 
telephone, email or fax support.  

 
 

 “Interalia’s firm but sympathetic tuition has 
been a great help to my understanding of 

computers and how they can help my 
business” 

– John Elliot, Rawburn Farm 
 

 
We will work closely with you to develop a Personal Learning and Development Plan and 
tailor a training programme to suit your needs. 
 

Training Needs Analysis 

Interalia’s expert staff can help, advise and guide you through selecting a course and learning 
style that’s right for you. 
 
Interalia can conduct a full Training Needs Analysis for you and/or your staff.  Please contact 
us for further information or to arrange a consultation. 
 

The Learning Pathway 

First: Find the course you need 
Second:  Contact Interalia on 01750 505120 
Third: Choose a start date 
Fourth: Begin learning 
Fifth: Put your new skills into practice!
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Interalia is an Accredited Sage Business Partner and can provide software and training for the 
Sage range of products including Sage Cover. 

 
Sage is a world-leading supplier of accounting, payroll, retail and CRM software for small and 
mid-market companies as well as specialist applications for manufacturing, construction and 
accountants in practice. 
 
 
 
 

92% of accountants who recommend 
software recommend Sage 

Sage Accountancy Age, Accountants in Practice Survey 
November 2003 

 
 

Over 5.5 million P14 year-end forms 
were submitted online to the HMRC 

via Sage Payroll in 2005* 
*Source: HMRC statistic 

 
 
 

 
 

For those considering using Sage 
software for the first time 
 
Everything you need to know about Sage 
products and support services, and how 
we can help you apply the software to 
your business. 
 

 
For those already using Sage software   
 
 
Helping customers get the most from Sage 
software.  How to register, upgrade and 
extend your software ensuring maximum 
benefit.  
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Sage Software 

 

Sage Line 50 
Accounting Solution for growing 
businesses 
 
Used by over 160,00 businesses and widely 
recommended by accountants, Sage Line 
50 is a powerful accounting system, 
designed to help your growing business 
work as efficiently as possible. 
 
The software enables you to keep a firm 
control of cash flow, to make sure your 
figures balance, and to instantly access your 
information. 
 
Sage Line 50 links with many other Sage 
products, as well as with Microsoft Office, to 
create a full business management solution. 
 
 

 

Sage Instant 
Bookkeeping made easy 
 
A low cost solution that is ideal for start-
ups, sole traders and early growth 
businesses. 
It enables you to do your accounts in 
hours instead of days 
 
Sage Instant Accounts records all your 
financial transactions, updates your 
ledgers automatically, holds customer, 
suppliers and product records. Prints 
invoices and produces financial reports. 
 
Producing your VAT Return has never 
been easier – what used to take hours, 
now takes minutes. 
 
 

 
 

Sage Payroll 
The UK’s favourite way to pay 
employees. 
 
Sage Payroll takes care of all the complex 
and time-consuming tasks involved in 
paying employees, completing your Year 
End return and complying with the latest 
payroll legislation. 
 
Accredited by HMRC, Sage Payroll gives 
you peace of mind, and is easy to use, even 
without previous experience. 
 
Streamline your business processes with 
Sage for faster, more accurate 
administration.  Sage Payroll links 
seamlessly with Sage Instant Accounts, 
Sage Line 50, Sage Line 100 and MMS. 
 
 

 
 

ACT! 
Powerful Contact and Customer 
management for your business 
 
ACT! is the best-selling contact and 
customer management solutions – with 
more than 4 million users and is relied 
upon by millions worldwide as their contact 
and customer communications “hub”, 
providing easily accessible information on 
their business relationships and sales 
opportunities.   
 
Businesses spend less time tracking and 
looking for details and more time building 
relationships. 
 
Streamline your business processes with 
Sage.  ACT! Link software is available to 
integrate ACT! with popular accounting 
software and Sage Accounting Software. 

 
 
To purchase Sage software, please contact Interalia on 01750 505120 or  
email info@interalia-learn.com
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Sage Line 50 

Introductory Course 1 x 3 hour session 
A practical course for all Sage users and account managers who need to start working with 
computerised accounts or develop their understanding of the software features. 
 
Managing Sales and Credit Control  1 x 3 hour session 
A practical course for all personnel involved directly with Sales, Invoicing, Credit Control or 
Management. 
 
Purchasing and Product Management  1 x 3 hour session 
A practical course designed for all those who deal with suppliers, purchasing and stock.  
 
Management and Control  1 x 3 hour session 
A practical course designed for finance managers and senior management. 
 
 
Sage Instant Accounts 

Introductory Course 1 x 3 hour session 
A practical course for all Sage users and account managers who need to start working with 
computerised accounts or develop their understanding of the software features. 
 
Managing Customers, Suppliers, Products and Invoicing 1 x 3 hour session 
A practical course for all personnel directly involved with Sales and Purchase Ledgers, Invoicing 
and Products 
 
Management and Control  1 x 3 hour session 
A practical course designed for finance managers and senior management. 
 
 
Sage Payroll 

Sage Payroll 2 x 2.5 hour sessions 
A practical course designed for new and experienced operators of Sage Payroll. 
 
This course is intended to give you an understanding of how tax and National Insurance are 
calculated as well as a working knowledge of how Sage Payroll handles all the information you 
input.  The course is divided into two sessions each lasting 2.5hrs. 
 
Sage Instant Payroll 1 x 3 hour session 
A practical course designed for those operating a payroll for up to 10 employees 
 
 
 
 

“Sage Payroll covers all our payroll needs; month end and year end are invaluable, and the 
facility to file our annual returns online is particularly welcome.  Being able to run old and new 

tax years simultaneously is a huge advantage, as it takes a lot of pressure off year-end 
processing, and that means we are still able to plan ahead.” 

David M Thomson, Managing Director, Thomson Mackey Ltd 



  Interalia Professional Skills Programmes 

© Interalia 2006 w w w . i n t e r a l i a - l e a r n . c o m  5 

 
Bookkeeping 

Bookkeeping for Sage Users 1 x 2 hour session 
A basic, no-nonsense course dealing with the principles of bookkeeping.  This course is 
designed to help you to understand the principles of double-entry bookkeeping and ledger 
control. 
 
Keeping Business Books and Records 2 x 2½ hour sessions 
A basic, practical course covered in two sessions aimed at everyone responsible for the record 
keeping of a new or existing business – with or without a computer!  It is designed to keep the 
process as simple as possible while still providing the information required by government 
agencies and, just as importantly, the information you need to manage and grow your business.   
 
Institute of Certified Book-keepers – Level I Certificate in Basic Book-keeping 
The Level I Certificate in Basic Book-keeping covers the basic principles of double entry book-
keeping and how they are used in business.  This introductory course qualifies the successful 
candidate to continue onto the Level II Certificate in Computerised Book-keeping. 
 
Institute of Certified Book-keepers – Level II Certificate in Basic Book-keeping 
Award of this Certificate would entitle you to apply to be elected as an Associate Member of the 
Institute of Certified Book-keepers and have the letters AICB (Comp) after your name. 
 
Further information on ICB course can be found at the back of this catalogue. 
 

Customised Sage Course 

This course provides you with the opportunity to select processes in the Sage Line 50 / Sage 
Instant Accounts / Sage Payroll elements with which you or your staff need specific training.  It is 
not intended to replace our listed Sage Courses, which are designed to cover related topics, but 
can be task specific and tailor-made.   
 
The first session of these courses will include a Training Needs Analysis whereby the trainer can 
identify your aims and objectives and discuss with you your needs and requirements.  
Thereafter a course plan will be produced for your approval. 
 
 

 
 

Interalia – making Sage work for your business 
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General Computing & IT 

Computers for Beginners 6 x 2.5 hour sessions 
This course is for you if you have very little or no experience or understanding of computers, 
what they can do, how they work as tools for your work or pleasure – putting you in charge of 
computers and giving you confidence and practice in their use.  
Word Processing, Email, Internet, & File Management & Storage are all covered in this course. 
 
 
The Internet & Email 

Introduction to the Internet – Internet Explorer 1 x 3 hour session 
This course is aimed at people with little or no experience of browsing the web.  The user will 
learn how the Internet works, what it can be used for and some of the common terms/jargon 
used in relation to the Internet. 
 
E-mail – Outlook Express 1 x 3 hour session 
This course aims to introduce the user to communicating via email, sending photographs and 
other documents as attachments to email.  Users will learn to manage and file their emails 
efficiently and use the address books. 
 
 
Word Processing 

Microsoft Word - Level One 1 x 3 hour session 
This course covers the basics of word processing for letter writing.  You will learn how to setup, 
format, print and save your documents. 
 
Microsoft Word – Level Two 1 x 3 hour session 
This course expands on items learned in Microsoft Word – Level One and introduces the user to 
more advanced features such as paragraph formatting, spacing and tabs.  Also covered are the 
Microsoft Word drawing tools to visually enhance your documents. 
 
Microsoft Word – Level Three 1 x 3 hour session 
Advanced formatting techniques for larger or more complicated documents, including headers 
and footers, page numbering, paragraph borders & shading, tables. 
 
Mail Merge – Envelopes and Labels 1 x 3 hour session 
This course focuses on using Microsoft Word to produce mail shots.  Automatically addressing 
letters, labels and envelopes.  It is an ideal accompaniment to our Microsoft Access courses. 
 
 
Desktop Publishing 

Microsoft Word for Desktop Publishing 1 x 3 hour session 
Using Microsoft Word’s advanced layout, formatting and drawing tools to create posters, leaflets 
and newsletters without the need for specialist software. 
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Spreadsheets 

Microsoft Excel - Level One 1 x 3 hour session 
An introduction to spreadsheets and their uses.  This course will guide the user through planning 
and constructing their spreadsheet.  The user will enter data including text, numbers and 
formulae.  Other timesaving features such as AutoSum and other functions are also covered. 
 
Microsoft Excel – Level Two 1 x 3 hour session 
This course builds on skills learned in Microsoft Excel – Level One.  Those who work with, or 
would like to work with, multiple-sheet workbooks will learn how to manage their data and work 
more efficiently.  Formatting tools to aid readability are also covered. 
 
Microsoft Excel – Level Three 1 x 3 hour session 
This course will guide the user through using an Excel spreadsheet as an alternative to a 
database.  Data can be filtered and analysed to produce graphical reports and charts including 
Pivot Tables. 
 
 

Databases 

Microsoft Access – Level One 1 x 3 hour session 
An introduction to the principles of databases and their uses.  Starting from the very beginning of 
designing and planning your database and moving on to implementing your design, including 
usability.   
 
Microsoft Access – Level Two 1 x 3 hour session 
Building on Microsoft Access – Level One, this course allows the user to extract/analyse data 
and interrogates the database using various criteria.  Once data is extracted/analysed reports 
are customised and produced. 
 
Microsoft Access - Level Three 1 x 3 hour session 
Advanced database features are covered allowing users to improve the usability and flexibility of 
their databases using automated tools and forms.  Ideal for databases with multiple users. 
 
 

Presentations 

Microsoft PowerPoint – Level One 1 x 3 hour session 
This course guides the user through creating a PowerPoint presentation starting with a blank 
slide and by using design & presentation templates.  The user will also learn how to animate 
their presentations. 
 
Microsoft PowerPoint – Level Two 1 x 3 hour session 
Building on Microsoft PowerPoint – Level One, the user will further develop their presentations 
by including elements such as organisation charts.  Advanced drawing and formatting tools will 
also be used.  The user will be given the opportunity to present their presentation to the group. 
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Web Development 

Microsoft FrontPage  3 x 3 hour sessions 
This course aims to introduce the user to web development using Microsoft FrontPage to build 
their own website.  The user will learn how to create web pages, add text, images and 
hyperlinks and use various page layout/formatting techniques. 
 
Developing an E-Business Strategy and Website Brief 2 x 3 hour sessions 
By following this course you will develop a clear, well-defined brief that allows you to invite 
tenders or get very tight quotations for the work required before you commission a website or 
spend any money. 
 
This course is delivered individually to one company at a time. 
 
 
ECDL & e-Citizen Qualifications 

European Computer Driving Licence (ECDL) 
The ECDL is an internationally recognised qualification designed to cover the key concepts of 
computing.  It is broken down into seven modules; a test for each must be passed before the 
ECDL certificate is awarded. 
 
Interalia provide a detailed Training Needs Analysis to each candidate to ensure the training 
received is relevant and efficient.  The best method of learning can also be established: Tutor 
Led, Supported Self Study, Online, Blended etc. 
 

Module 1: Concepts of Information Technology 
Module 2: Using the Computer & Managing Files 
Module 3: Word Processing 
Module 4: Spreadsheets 
Module 5: Database 
Module 6: Presentation 
Module 7: Information & Communication 

 
 
ECDL Advanced 
The ECDL Advanced qualifications are available for the four modules below.  It is designed to 
progress the computer skills benchmark from the internationally successful ECDL to a higher 
level of competence for specific applications.  
 

Module 3: Word Processing 
Module 4: Spreadsheets 
Module 5: Database 
Module 6: Presentation 
 
 

e-Citizen 
The e-Citizen qualification is designed to introduce people to computers and the Internet.  
Starting with switching on the computer, users will develop their skills to include online banking 
and shopping etc. 
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Communication 

Let�s Communicate 
Think, Behave and Say it Right 
Active Listening 
Effective Questioning 
Simple, Powerful English 
Editing your Writing 
Reading Non-Verbal Clues 
Making a Request Assertively  
E-mail Etiquette:  

Writing Effective E-mail Messages 
Communicating with your Manager 
Making your Point Positively 
Inter-Office Communications 
Business Writing: Fundamentals 
 
Written Communication 
Getting Ready to Write 
Writing Business Letters 
Writing Direct Mail 
Writing Long Documents 
Writing Meeting Minutes 
Writing to Complain 
Writing Your Presentation 
 
Telephone Communication 
Essential Phone Communication Skills 
Preparing for a Call 
Giving and Getting Information by Phone 
Taking and Leaving Phone Messages 
Effective Call Handling 
Transferring Calls 
Handling Angry Callers  
Making Difficult Calls 
Cold Calling and Selling by Phone 
Ending a Call and Following Up 
 
Interpersonal Communication: 
Building Relationships 
Communicating to Build a Positive Culture 
Effective Communication 
Listening Skills 
Telephone Skills 
 

Business Writing: 
The Fundamentals 
Writing Effective Proposals 
 
Advanced Business Communications:  
Business Writing for Results 
Enhancing the Communication Process 
Guidelines for Effective Communications 
Communicating with Co-Workers 
 
Meetings 
Making your Contribution to a Meeting 
Following up a Meeting 
 
Conducting Meetings:  
Effective Meeting Communication 
Managing a Meeting 
The Meeting Process 
 
Interviewing Skills: 
Conducting an Interview 
Preparing for an Interview 
 
Consulting Skills:  
Building Consulting Relationships 
Serving as an Internal Consultant 
The Consulting Process 
 
Effective Presentations:  
Essentials of Persuasion 
Planning a Presentation 
The Presentation Process 
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Preparation & Learning 

E-Learning Essentials Part 1: E-Learning and Successful Strategy 
E-Learning Essentials Part 2: Marketing to Key Players 
E-Learning Essentials Part 3: Deploying & Measuring Your Solution 
Esoftskills 
Learning2Learn 
 
Customer Care 

Care for your Customers 
Who Are TIC Customers 
Who Are your Customers? 
Why Care for Customers 
Quality Counts 
Sales Letters and Proposals 
Handling Customer Complaints 
Resolving Written Complaints 
Handling Angry Customers 
Dealing with a Complaint Assertively 

Excellence in Service:  
Building a Customer Service Team 
Communicating with Customers Virtually 
Communicating with Your Customers 
Creating Customer Loyalty 
Establishing Service Standards 
Providing Superior Customer Service 
Working with Upset Customers 

 
Personal Development 

First Impressions 
Mind Games 
Are you a leader? 
Decision Making Fundamentals 
Return to Study Taster 
Return to Work Taster 
 
Typing Tutor 
Disability Direct 
Discriminate - Who Me? 
Discrimination 
Visual Aids 
Care Taster 
Teleskills Taster 
Tourism Taster 
 
Assertiveness 
What is Assertiveness? 
Aggressive and Passive Behaviour 
Increasing your Assertiveness 
Four Additional Assertiveness Skills 
Handling Difficult Co-workers 
Harassment 
 
Career Development: 
Developing a Career Strategy 

Excelling In Your Career 
Professional Networking 
 
Appraisals 
What�s Behind Appraisal? 
Preparing for a Formal Appraisal 
The Appraisal Interview 
Preparing for Customer Contact 
Problem Solving Fundamentals 
 
Self Development: 
Balancing Your Personal & Professional Life 
Developing Rapport Through 

Communication 
Improving Your Memory 
Motivating Yourself to Perform 
Positively Influencing Others 
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Management 

Employer Essentials  
Induction Essentials 
Agreeing Objectives 
Measuring and Recording Performance 
Communicating with Difficult Employees  
Giving Praise and Feedback to your Team 
Improving Working Relationships 
 
Essentials of Management:  
Creating a Positive Workplace 
Expert Negotiating 
Maintaining a Productive Workforce 
Succeeding as a New Manager 
 
Time Management Taster 
 
Time Management:  
Developing a Plan 
Overcoming Challenges 
Planning your day 
 
Project Leadership: 
Communicating within a Project Team 
Leading the Project Team 
Overcoming Obstacles 
 
Project Management:  
Contracts, Procurement & Closure 
Project Costs and Budgets 
Project Initiation 
Project Planning & Quality 
Risk, Health & Safety 
The Fundamentals 
The Project Management Process 
The Project Team 
Time and Resource Management 
 
Organisational Learning:  
Developing a Knowledge Management 

System 
Transferring Knowledge within an 

Organisation 
Managing Information 
Time Management  
 

Employee Performance: 
Managing Difficult People 
Providing Feedback 
Resolving Conflict 
 
Correcting Performance Problems: 
Addressing Performance Problems 
Disciplining Employees 
Identifying Performance Problems 
 
Managing High Performers:  
Creating a Retention Strategy 
Defining and Finding High Performers 
Implementing Recognition Programmes 
Establishing a Performance Plan 
Overcoming Performance Appraisal 

Challenges 
The Performance Appraisal Process 
 
Change Management 
Adapting to Change 
Managing Change  
 
Managing Change:  
Implementing the Change Process 
Managing Yourself Through Change 
Overcoming Change Obstacles 
 
Facilitation:  
Facilitating Challenging Situations 
The Effective Facilitator 
The Facilitation process 
 
Creativity 
Creativity Taster  
Creative Techniques 
Creative Thinking 1 
Creative Thinking 2 
Creativity Profile 
 
Creativity & Innovation: 
Fostering a Creative Environment 
Increasing Personal Creativity 
Promoting Team Activity 
Thinking Creatively 
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Leadership & Team Building 

Motivating Your Team 
Do or Delegate? 
Delegation 
Developing Your Team 
Resolving Team Conflicts 
The Effective Leader  
Planning a Meeting 
Leading a Meeting 
Strengthening your Position as Leader 
 
Team Leadership: 
Conducting Productive Team Meetings 
Developing a High Performance Team 
Promoting you Team’s Effectiveness 
Decision Making in Teams 
Resolving Conflict in Teams 
Team Communication 

Team Conflict:  
Overcoming Conflict with Communication 
Resolving Team Conflict 
Working in Diversified Teams 
 
Leadership Development: 
Delegation 
Goal Setting 
Leading the Way 
Motivation 
 
Managerial Leadership: 
Creating a Vision 
Leading Through Change 
Motivating Employees 

 
Financial Management 

Introducing the Money Cycle 
Financial Management 
The Importance of Money in Business 
Understanding Working Capital 
Managing Working Capital 
Using Cash Flows to Manage 
Allocating Indirect Costs 
Brand Management: Managing Brand Equity 
Credit Control Letters 
Introduction to E-Commerce 

Budgets 
What is a Budget? 
Using a Budget to Manage 
Preparing a Budget  
Budgeting for Different Business Conditions 
Identifying Budget Variances 
Interpreting Budget Variances 
 

 
Health & Safety 

Dangerous Substances 
Dealing with Emergencies 
Electrical Safety 
Evacuation Essentials 
Fire Safety Essentials 
Improving Safety 
Introduction to Clear Layout 
Protecting You, Protecting Me 
Safely Safely 
Safety In Industry 
Security Procedures 
Seven Steps to Managing Safety in the 

Workplace 

Slips, Trips And Falls 
Stress Essentials 
 
Using IT - Health And Safety 
Workstation Essentials 
Food Hygiene 
Food Legislation 
 
Stress Management:  
Fundamentals for Employees 
Fundamentals for Managers 
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Level I Certificate  
in Basic Book-keeping 
 
Course costs include: 

····     All course material 
····     Email/telephone support,  
····     Regular assignments 
····     Experienced personal course tutor 
····     ICB Student Registration and examination fee. 

 
Pre-requisites:  None 
Method of Study:  Supported Self Study / Distance Learning 
Cost:  £290 (incl. VAT) 
 
 

NO HIDDEN EXTRAS 
 
 

Courses may qualify for funding, 
 individual payment plans are also available on request 

 
 
The Level I Certificate in Basic Book-keeping covers the basic principles of double 
entry book-keeping and how they are used in business. 
 
This introductory course qualifies the successful candidate to continue onto the 
Level II Certificate in Computerised Book-keeping. 
 
After this course you will be able to: 

 
·  Deal with Business Documents 
·  Maintain Books of Original Entry 
·  Deal with Credit Control 
·  Maintain Ledger Accounts 
·  Prepare and correct Trial Balances 
·  Understand the principles of Data Security  
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Level II Certificate  
in Computerised Book-keeping 
 
Course costs include: 

····     All course material 
····     Sage Instant Accounts software 
····     Email/telephone support 
····     Regular assignments  
····     Experience personal course tutor 
····     ICB examination fee 

 
 
Pre-requisites: Level I Certificate in Basic Book-keeping 
Method of Study:  Supported Self Study / Distance Learning 
Cost:  £580 (incl. VAT) 
 
 

NO HIDDEN EXTRAS 
 
 

Courses may qualify for funding,  
individual payment plans are also available on request 

 
 
Award of this Certificate would entitle you to apply to be elected as an Associate 
Member of the Institute of Certified Book-keepers and have the letters AICB 
(Comp) after your name. 
 
After this course you will be able to use Sage Software to deal with: 

 
·  Setting up a business 
·  Maintain Ledger Accounts by individual and batch postings 
·  Journal Transactions 
·  Bad debts 
·  Correct errors 
·  Reconcile the Bank Accounts 
·  Be aware of Health and Safety Issues 
·  Prepare and correct Trial Balances 
·  Produce and Print Reports 
·  Prepare the Final Accounts of a Sole Trader 
·  Prepare the Final reports for a Non-Profit Making Organisation  
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Course Title  Duration  Cost ex VAT 
 

Bookkeeping 
Bookkeeping for Sage Users 2 hours £70 
Keeping Business Books and Records 2 x 2½ hours £175 
 
 
Sage Instant Accounts 
Introductory Course 3 hours £120 
Managing Customers, Suppliers,  
Products and Invoicing 3 hours £120 
Management and Control 3 hours £120 
 
Sage Line 50 
Introductory Course 3 hours  £120 
Managing Sales and Credit Control 3 hours £120 
Purchasing and Product Management 3 hours £120 
Management and Control 3 hours £120 
 
Payroll 
Sage Payroll 2 x 2½ hours £240 
Sage Instant Payroll 3 hours £120 
 
Customised Sage Course 
Individual Tuition 3 hours £180 
 
 

Sage Software Pricing  (Prices from 19 July 2006, ex VAT) 

 Software from: Sage Cover from: 

Sage Instant   

Accounts £109.79 £84.26 
Accounts Plus £169.36 £140.00 
Payroll £84.26 £84.26 
Sage Line 50   
Accountant £495.00 £255.00 
Accountant Plus £695.00 £385.00 
Financial Controller £995.00 £465.00 
Sage Payroll £250.00 £250.00 



 

Interalia Learning Centre, Interalia, Ettrick Riverside, Selkirk TD7 5EB  
t 01750 505120  f 01750 505121 e info@interalia-uk.com  w www.interalia-uk.com 

 
 
Course Title  Duration  Cost ex VAT 
 

General Computing & IT 
Computers for Beginners 6 x 2½ hours £254.47 
 
The Internet & Email 
Introduction to the Internet – Internet Explorer 3 hours £55.32 
E-mail – Outlook Express 3 hours £55.32 
 
Word Processing 
Microsoft Word – Level One 3 hours £55.32 
Microsoft Word – Level Two 3 hours £55.32 
Microsoft Word – Level Three 3 hours £55.32 
Mail Merge – Envelopes & Labels 3 hours £55.32 
 
Desktop Publishing 
Microsoft Word for Desktop Publishing 3 hours £55.32 
 
Spreadsheets 
Microsoft Excel – Level One 3 hours £55.32 
Microsoft Excel – Level Two 3 hours £55.32 
Microsoft Excel – Level Three 3 hours £55.32 
 
Databases 
Microsoft Access – Level One 3 hours £55.32 
Microsoft Access – Level Two 3 hours £55.32 
Microsoft Access – Level Three 3 hours £55.32 
 
Presentations 
Microsoft PowerPoint – Level One 3 hours £55.32 
Microsoft PowerPoint – Level Two 3 hours £55.32 
 
Web Development 
Microsoft FrontPage 3 x 3 hours £187.23 
Developing & eBusiness Strategy &  
Website Brief 2 x 3 hours £400.00 
 
ECDL Qualifications 
ECDL – Supported Self Study - £272.34 
ECDL – Online Study - £210.00 
ECDL Advanced (per module) - £123.40 
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