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COURSE OVERVIEW

This course is designed to help professionals and individuals to learn the core skills required for using Microsoft Word,
Excel, and PowerPoint 365 and 2019. Mastering these important skills will increase your confidence in using MS office
products to help you get your tasks done quickly. You will boost your skills in using MS Office fluently; be it creating
professional documents, creating compelling presentation and managing data effectively.

This is a certification course where you will earn 3 Microsoft Office Specialist (MOS) certificates upon passing the following
exams:

Microsoft Office Specialist: Word Associate Exam MO-100

Microsoft Office Specialist: Excel Associate Exam MO-200

Microsoft Office Specialist: PowerPoint Associate Exam MO-300
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TARGET COMPETENCIES
Document creation and management TARG ET AU DIENCE

- Prepare business reports f . | diindividual h
. Analyze e present data Professionals and individuals who want

« Data visualization to differentiate themselves from others
= Electronic Presentation being certified by Microsoft; and want to

= Document sharing and collaboration increase their competence, productivity,
and credibility with their colleagues and

co U Rs E Q B ' EgTIVES clients by leveraging the power of the
Microsoft brand.

By the end of the course, participants will be able to:

=  Create, edit, and format professional documents such as business
report, user forms, letters, mailing list and documentation.

= Manage data using formulas, tools, and techniques to enhance the
database, perform quick analysis, data visualization using charts,
sharing workbooks for collaboration.

= Create and manage professional presentations using text, shapes, and
images, applying transitions and animation, creating slideshows, and
inserting SmartArt, charts, tables, and media.

NOTE

This course requires the use of laptops with Microsoft Office 2019/365. You must bring your own laptop/desktop with
Windows-based Microsoft Office fully installed.




COURSE METHODOLOGY

This course is practical rather than theoretical. You will perform tasks using excel, word and PowerPoint the entire
duration. You will be required to complete exercises, review workshops, and take practice tests.

COURSE OUTLINE

MICROSOFT EXCEL MICROSOFT WORD

Create worksheets and workbooks by importing data
from a delimited text file. Learn how to add a worksheet
to an existing workbook and how to copy and move a
worksheet

Navigate in worksheets and workbooks and learn how
to search for data within a workbook; navigate to a
named cell, range, or workbook element; insert and
remove hyperlinks

Format worksheets and workbooks by changing work-
sheet tab color, rename a worksheet, change worksheet
order, modify page setup, insert and delete columns or
rows, change workbook themes, adjust row height and
column width, and insert headers and footers
Configure worksheets and workbooks for distribution
and learn how to set a print area, save workbooks in
alternative file formats, print all or part of a workbook,
set print scaling, display repeating row and column
titles on multipage worksheets, inspect a workbook for
hidden properties or personal information, inspect a
workbook for accessibility issues, and inspect a
workbook for compatibility issues.

Learn how to manage data cells and ranges and apply
cell formatting and styles. Summarize and organize data
by Inserting sparklines, outline data, insert subtotals
and apply conditional formatting.

Create an Excel table from a cell range, convert a table
to a cell range and apply different table styles and
options. Learn how to filter and sort table contents,
remove duplicate records a=and insert total rows.
Perform operations with formulas and functions. In this
section you will master how to summarize data by using
functions, insert references, and perform calculations
by using the SUM, MIN, MAX, COUNT and AVERAGE
functions Perform logical operations by using the IF,
SUMIF function, AVERAGEIF and COUNTIF functions
Format text by using RIGHT, LEFT, MID, UPPER, LOWER,
and PROPER functions; and combine cells using
CONCATE-NATE function

Master how to create different type of charts. Learn
how to add additional data series, switch between rows
and columns in source data, and analyze data by using
Quick Analysis. We will also cover to format chart
graphical elements and apply chart layouts and styles.
Insert and format objects

Insert objects such as text boxes, shapes, and images,
modify object properties & add alternative text to
objects for accessibility

Learn how to create and manage documents using
professional templates available in MS Library, and from
PDF files and text files from other external sources.
Navigate through a document and search for text, insert
hyper-links, create bookmarks, move to a specific location
or object in a document.

Apply different formatting to make your document look
professional, using themes, document style sets, insert
headers and footers, insert page numbers, and format
page background elements

Customize options and views for documents and learn
how to change and customize views by using zoom
settings, customize the Quick Access Toolbar, split the
window, and add document properties.

Learn how to create table using the table tools and apply
different table styles.

Create different types of list using numbered, bulleted lists
and define custom bullet characters and sub-level lists.
Create and manage reference markers such as footnotes
and endnotes, bibliography, and citation sources. Insert
figure and table, captions, table of contents and cover

page.

MICROSOFT POWERPOINT

Create presentation from blank slides, or by using
Microsoft built-in templates and by importing text file or
Word outlines.

Format a presentation using themes and slide master.
Modify and use a slide master to make universal style
changes to all slides in a presentation. You will be able
view a slideshow from Manage mode or from View mode
and configure a slideshow and learn how to present it to
an audience.

Learn how to share PowerPoint presentation online by
saving it to the cloud and sharing with others. How to
choose the permission level for the users when
collaborating with others.

Master all different type of slide contents. You will learn
how to insert (text, tables, charts, SmartArt, Images and
media files such as audio and video. Customize the
content by applying format to text, insert table directly to
the slide or from MS excel, insert different type of charts,
work with SmartArt, insert images stored in their drive or
from online and audio and video files and learn how to
edit them.

Apply different type of transitions and animations to a
slide itself and the content. Learn how to work with
animation order, set timing to both transition and
animation and how to automate them when moving from
slide to another during the presentation.

Manage Multiple Presentations

Learn how to view multiple presentation and reuse slides
from one presentation file to another to save time when
creating a presentation. You will also learn how to merge
presentations when working with different teams to
create one single presentation file and manage changes
and comments done by others.
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