How You Can Get More From MS-Office & The Internet
Whether you have one user or one thousand, your organization can get more done every day if you apply simple, creative techniques and strategies to your daily computer use.  M. Masters Corporation can help you do it – by personally coaching your individuals or by presenting workshops to your groups.  With the emphasis on applying Microsoft Office, Windows and other tools to the way your organization works, we’ll provide a custom solution that helps you break through productivity barriers, and makes your staff more content with their own daily efforts.

Personal Productivity Coach

Why not get all you can get out of Microsoft Office?  All it takes is a little bit of coaching.  In one-on-one sessions, technology coach David Radin will examine your needs and show you how you can enhance your productivity beyond your imagination.  He’ll sit down with you to analyze your activities; then recommend strategies, techniques, and secrets that use Microsoft Office, Windows, and Internet Explorer to enhance your daily activities.  Where you can automate; when to use specific features; how to reduce steps.  He’ll even recommend enhancements to your desktop, start menu, & user options – and help you create toolbars and macros that squeeze productivity – using little additional effort on your part. The goal: to make you 8% to 12% more productive while making your day easier and less stressful.  Customizable for the technically challenged or technically gifted individual.
Seminars & Workshops

If you have multiple people who need to be exposed to the strategies, techniques and secrets, David can present one of his highly rated workshops.  Emphasizing the best way to use your computers for your specific tasks, he’ll customize sessions that are lively and provide rapid payback on your time and investment.  David has already helped clients:
· Better manager prospects and customer relationships by using Outlook as a contact manager.

· Enhance customer service by combining activities in MS-Word, Outlook, and PowerPoint.
· Overcome challenges in putting together important spreadsheet solutions.
· Help computer-challenged individuals get better acclimated to important features of MS-Office they hadn’t used.

· Reduce wasted time managing email by utilizing Outlook’s advanced features.

· Produce better presentations with PowerPoint.
· Use various features of Windows, Office and IE to make life easier and more productive.

· Take advantage of groupware features to ease joint projects.
· Search the Internet at light speed.
These are real world samples.  David will customize an individual or group session to meet your needs.
A Note To I.T. Professionals

David's seminars, workshops and personal coaching efforts can help you help your internal corporate clients - and make your day more productive too.  With each end-user in your organization better educated, you'll spend less time being a help-desk and will have more time to do the corporate tasks you really need to get done.  Plus, each user will have a better understanding of how to customize their desktops the way software companies envision - so their systems will work much better with your back-end processes.  The result: happier, more satisfied end-users - and more completed projects for you.  Don't wait until your users ask for David's services individually.  Call David yourself, so you can provide a higher level of service to your entire organization - and do it at corporate rates.
About Your Coach: David Radin

You probably know David as the host of the award winning Internet Insider and The Megabyte Minute national radio shows or from his weekly column in The Pittsburgh Post-Gazette.  He's also an internationally recognized consultant and author, having been quoted or published by Fortune, CNBC, C|Net, New Science (Gartner) and other media.  With an MBA from Duke University (Fuqua) and a BS from Yale, David has served a number of clients - big and small - including Apple Computer, Avery, Dell, Motorola, Parker/Hunter, Verizon, WordPerfect - and is author of Building A Successful Software Business (O'Reilly).

	For more information:


	M. Masters Corporation

P.O. Box 13037, Pittsburgh, PA 15243-0037

412-531-4270
                 
drr02@mmasters.com

     



  
www.mmasters.com


Train or Coach?

You make the choice…

T

raining is an important part of creating a productive workplace.  But sometimes it is not enough.  Standard training (on any level – entry, intermediate, or advanced) on computer programs is meant to give you the knowledge of what the tools do – but it typically doesn’t provide insight as to how you can BEST apply the tools to your job.

That’s where coaching comes in.  Coaching provides more than a simple knowledge of what the tool is.  It helps you apply the tool to your job in the best way.  With proper coaching, you’ll understand when to use specific functions of your computer for specific parts of your task.  You’ll be exposed to techniques that help you save time.  You’ll learn about new functions that your trainer may not have broached because the function is too specific to be in a broad-based training class.
A Successful Coaching Technique

“When you retain me as your coach, I’ll help you apply the most productive parts of your computer to your tasks at hand.  I’ll show you how you can get the most productivity out of your software – and how you can reduce wasted time by using the most productive parts of your tools in the best way for your activities.  To do this, you and I will examine your activities; then determine which items will give you the biggest bang for your buck.  Finally, I’ll show you how to use these items productively.  I’ll even help you automate parts of the process (where applicable) and customize your desktop and applications – to save you time, energy and effort.  The bottom line: You’ll get your work done quicker & better – and you’ll reduce your workday stress.”
“I’ve worked with both technically challenged and technically astute individuals.  They each gain different things from my coaching.  And both types of individuals admit that the coaching sessions pay off!”
“Whether you’ve gone through standard training or you’re self-taught, you can gain tremendously by retaining me to coach you in Microsoft Office (MS-Word, Excel, PowerPoint, Outlook), Microsoft Windows, or Internet.  Or bring me in early to help you determine which applications you need to use and how to apply them to your business.”
Group Coaching / Workshops
We can conduct group workshops at your facility to increase the productivity and reduce the stress of your entire team.  Whether you have one or one thousand people, productivity coaching from M. Masters will pay for itself quickly and continuously.

Don’t hesitate to call me.  It will be one of the best calls you make all year.

David Radin

David Radin

Productivity Coach, TV/Radio Host, Technology Business Columnist
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