
Until we had Kinetics 
coach our staff, we had 
no idea what we were 
missing.   
 
Now it’s an essential part 
of our professional skills 
development programme.  
This is the best value way 
of delivering new com-
puter skills to our team.  
It’s highly effective and 
the time efficient. 

With each new version of Windows and MS 
Office, your computer can do more and 
more for you.  But time is short. You need 
to know how to apply the benefits of your 
software now to get the most from your 
computers.  You need someone to come 
out to your office, and help you learn 
which new features are relevant to the way 
you work, and how best to apply them, in 
your context.  
 
Thatôs Kinetics Computer Coaching.  We 
specialise in Microsoft Office products in-
cluding Sharepoint but can also assist you 
with your CRM or any other system you 
use. 
 

If you need help :  
¶ Sharing to-do lists or address books in 

Outlook 

¶ Allocating and managing task items in 

Outlook 

¶ Using calendar to invite others and man-

age your appointments 

¶ Using calendar to manage meeting 

rooms and shared environments 

¶ Managing the size of emails and files 

saved on your servers 

¶ Making it easy to create documents that 

conform to the professional image of 
your business and that have a consistent 
look no matter who produced it  

¶ Saving documents so they can be easily 

found 

¶ Backing up documents and managing 

version control  

¶ Using email efficiently 

¶ Creating templates and forms to allow 

easy and repeated use for users and for 
customers 

¶ Adding a watermark to a document  

¶ Setting rules to help you manage your 

emails, e.g. highlighting the ones from 
the boss! 

¶ Or anything else ... 

Imagine having someone you can call 
on for help.  Someone who will spend 
the time to show you, and your staff, 
how to use your computers better to do 
your daily work.   
 
Imagine someone who can help you do 
those one-off tasks too.  Someone who 
will focus on you, not your PC. 
 
Get yourself a ñpower userò on de-
mand.  Weôll help you get the best 
from your valuable IT investment.  
 
Weôll keep your systems moving 

and your people working.  

We can help you apply the features to 

gain benefits in your business.  Set up 

company standards and make it easy to 

comply.  Help you build systems using 

software you already have to streamline 

your business and make complex tasks 

easier.  And we can help you enhance 

the computing skills in your workplace.  

All of which will lift your business pro-

ductivity.  

Because coaching is less formal than a 

structured training course, users can 

request help for the specific topics they 

require and dictate the pace of the 

learning.  This ensures that only rele-

vant tasks are learnt, and the userôs 

training time is fully utilised.  

Kinetics Coaching  

Upgrade yourself,  
Not just your computer  
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Excel  ¶ Formatting spreadsheets to make them logical and consistent with 

your business óstyleô 

¶ Applying Excel tools to simplify regular tasks and ease processing 

within your business 

Powerpoint  ¶ Producing effective presentations that reflect your business brand-

ing and company styles 

¶ Making it easy for you and your team to create professional presen-

tations that effectively communicate your message 

Outlook  ¶ Using Outlook to help organise you and your team better  

¶ Take advantage of Calendar, Tasks and Email, sharing Address 

Books and To-Do lists, managing appointments and meeting rooms, 
create forms to manage business processes, manage contacts and 
more 

Word  ¶ Developing your business standards for document formatting, 

themes and styles 

¶ Making it easy for your staff to comply with your business docu-

mentation standards 

Windows Explorer  ¶ Managing files and folders 

¶ Naming conventions and version control 

¶ Sharing and locking down access 

¶ Creating effective shortcuts 

Internet Explorer  ¶ Utilising search engines effectively 

¶ Researching, security, etiquette 

¶ Social media networking (e.g. blogs, facebook, twitter)  

CRM ¶ Customer Relationship Management (CRM) systems rely on being 

used correctly and kept up to date , otherwise their value is swiftly 
eroded 

¶ We help you use your CRM, making it easy to update and maintain 

contact information and to utilise the valuable data to better man-
age the relationship with the customer  

Sharepoint  ¶ Sharepoint revolutionises the way your business shares information. 

We guide you through design, build, configuration and implementa-
tion of an effective intranet for your company, making it easier to 
ensure your team leverages their collective knowledge 

¶ Building efficient processes to drive real productivity in your busi-

ness 

Telecomms  ¶ Palm pilots, cellular phones and PDAs 

¶ Remote data capture and mobile applications 

New staff  ¶ Documenting your practices and processes to make it easier to in-

duct new starts 

¶ Bring new and current staff up -to-speed with the way your business 

operates, consistently and quickly 

Upgrades  ¶ Differences in Microsoft Office versions 

¶ New features and functionality in your common business software 

¶ Hints and tips for best practice 
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Coaching ðHigh Value Skills Development:  

Let us visit you onsite as regularly as you require  

ß Floor walking to provide ad hoc coaching to users  

ß Schedule coaching time with individual users  

ß Develop action plans and personal development plans for your staff  

ß Provide training guides and quick reference materials  

ß Develop procedure guides for your processes and systems 

ß Induct new staff on your systems and processes 


