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Submission #2 - Interim submission 1
What new skills did you learn in the period?

My first objectives for this project were to review my basic understanding of Microsoft Excel menus, functions and keyboard shortcuts (quick keys). I have learnt how to -

· Customise the toolbar
· Customise how excel starts up (which file to start and  automatically in computer start-up if required)

· Change the appearance of toolbars, menus, tables etc.

· Create a desktop shortcut for specific files

· Manage templates and forms

· Navigate the various menus taking note of the content most relevant to my work

· Use new keyboard shortcuts covering aspects of -

· General maintenance

· Formatting data

· Working with formulas

· Navigating, viewing, selecting and entering data
How have you been able to adapt / use the new skills learnt within the work environment?

The main advantage to me so far in learning these skills is that of time taken to use Excel. I have setup a desktop link to my most used startup file, this being a data entry form to show customer details, job details, materials and costings. I have also been trying hard to use mouse navigation less and use keyboard shortcut keys more. This is especially helpful in navigating the form, data entry and general commands.
What was the highlight and why?

I have always been well aware that my knowledge of excel is limited (though having been using it for about 15 years!) so finding functions of excel that I didn't know existed at all that have saved me time and effort has been a highlight.

What part of the task / activity were most challenging and least challenging?

The most challenging aspect for me has been using the excel help menus. It has become quickly apparent how vast the software is. Due to this finding or reviewing 'more basic' functions is somewhat confusing as it is buried in a mass of information. I think the excel help is more useful in finding specific more complex information which I assume will come to at a later stage in this project. 
The least challenging aspect has been reviewing menus in excel with the aim of becoming more familiar with detailed functions within. This, I suppose is a task that can be very structured and linear which suits me. (Perhaps a 'man' trait!)
How are you progressing according to your objectives (learning contract)?

I feel that I have made decent progress so far. I did limit the scope of the initial objectives so to ease myself in to the project. Upon finding out how extensive and daunting excel is I do feel that I will have to restrict this project to 'only' objectives outlined previously with the aim of not becoming sidetracked into other features and capabilities of the software. In my opinion I have completed the objectives to a decent level so far and have spent about the time originally estimated to do so. 
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