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EXCEL ESSENTIAL TRAINING – ONE DAY (CODE: 20130) 

PREREQUISITES 

Basic Computer knowledge- No Excel experience needed 

COURSE OVERVIEW 

Clients will gain the knowledge the skills and the confidence to create, format, 
enhance and print simple spreadsheets.  

Instruction will be personalized by version (2016/2019/2021/365).  

GOAL 

 Become Familiar & Friendly with Excel, enter and format data, create charts, print 
a worksheet 

EXCEL BASIC TOPICS 

1. What is Excel? 
2. Open Excel Sample Files 
3. Excel Interface 
4. Adding Buttons to QAT 
5. Customizing the Ribbon 
6. Open Workbook (New-Existing- Temp) 
7. Saving a workbook 
8. The 3 Golden Rules of Excel 
9. Data Selection & Navigation 
10. Dealing with Columns & Rows 
11. Dealing with Worksheets 
12. Split & Freeze 
13. Enter, Edit & Delete (5 methods for entering data) 
14. Find, Replace, Proofing 
15. Copy, Cut & Paste (Perform calculations by pasting) 
16. Formatting (4 different types of Formatting in Excel) 
17. Styles & Themes 
18. Conditional Formatting 
19. Basic Formulas 
20. Basic Charting 
21. Printing: Page Layout - Header 
22. Getting Help with Excel 
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EXCEL INTERMEDIATE – FORMULAS & FUNCTIONS – ONE DAY (CODE: 20135) 

PREREQUISITES: 

To ensure your success, we recommend you first take the following course (or have 
equivalent knowledge): Excel Essential Training (Code: 20130) 

COURSE OVERVIEW 

This course will teach you how to use formulas and advanced functions, create and 
format tables, sort and filter and protect and finalize a workbook. 

Instruction will be personalized by version (2016/2019/2021/365).  

GOAL 

Learning How to read a function tip (like a musical note) to deal with anyone of the 
built-in functions. 

EXCEL INTERMEDIATE TOPICS 

1. What is a Formula? 
2. Basic Formulas 
3. Order of Operation 
4. Moving Selection 
5. Seven Methods to Add numbers 
6. Relative & Absolute Reference 
7. Basic & Intermediate Functions 
8. Financial Functions 
9. Text Functions 
10. Date Functions 
11. Logical Functions 
12. Conditional Functions 
13. Extraction Functions 
14. Formula Auditing 
15. Naming Cells & Ranges 
16. Sort & Custom Lists 
17. Filtering Data 
18. Data Validation 
19. Lists & Tables 
20. Tips and Shortcuts  
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EXCEL ADVANCED - GETTING INSIGHTS FROM RAW DATA - ONE DAY (CODE: 20140) 

PREREQUISITES: 

To ensure your success, we recommend you first take the following course (or have 
equivalent knowledge): Excel Intermediate Level (Code: 20135) 

COURSE OVERVIEW 

This course will teach you how to analyze and report on data frequently and keep 
and maintain workbooks for all manner of purposes. You will also learn how to 
automate repetitive tasks, and use conditional logic to construct and apply 
formulas and functions that will put the full power of Excel right at your fingertips. 

GOAL 

Be able to extract information out of Raw data, get answers to business questions 
and make a better-informed business decision. 

EXCEL ADVANCED TOPICS 

1. Summarizing data using Outline 
2. Summarizing data using Subtotal 
3. Combining data using Consolidation 
4. Pivot Tables Basics 
5. Pivot Charts Basics 
6. Filtering Pivot Tables 
7. Using Slicers 
8. Creating Sparklines 
9. Create Scenarios 
10. Using Goal Seek 
11. Variable Data Tables 
12. Using the Solver 
13. Getting External Data 
14. Sharing - Tracking Changes 
15. Auditing Worksheets 
16. Creating Macros 
17. Running Macros 
18. Creating Forms 
19. Assign a Macro to a Control 
20. Advanced Shortcuts 
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EXCEL SPREADSHEET ANALYSIS - ONE DAY (CODE: 20145) 

PREREQUISITES: 

To ensure your success, we recommend you first take the following course (or have 
equivalent knowledge): Excel Essential training (Code: 20130) 

COURSE OVERVIEW 

Learn how to perform data analysis using Excel’s most popular features such as 
Goal Seek and Solver. 

EXCEL SPREADSHEET ANALYSIS TOPICS 

1. Using Functions 
2. Function Concepts 
3. Absolute and Mixed References 
4. Financial Functions 
5. Goal Seek 
6. Data Tables 
7. What-If Scenarios 
8. Scenario Concepts 
9. Creating Scenarios 
10. Managing Scenarios 
11. Scenario Reports 
12. Solver Concepts 
13. Defining the Problem 
14. Solving the Problem 
15. Solver Reports 
16. Solver Options 
17. Auditing Workbooks 
18. Auditing Concepts 
19. Tracing a Worksheet 
20. Evaluating Formulas 
21. Locating & Correcting Errors in Formulas 
22. Tracking Cells in a Workbook 
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EXCEL DATA LIST MANAGEMENT- ONE DAY (CODE: 20150) 

PREREQUISITES: 

To ensure your success, we recommend you first take the following course (or have 
equivalent knowledge): Excel Intermediate Level (Code: 20135) 

COURSE OVERVIEW 

After taking this course you will be able to organize your data in tables, use various 
methods to sort and filter your data, analyze your data with PivotTables as well as 
use database functions.   

Instruction will be personalized by version (2016/2019/2021/365).  

EXCEL DATA LIST MANAGEMENT TOPICS 

1. Data List and Excel Table Concepts 
2. Using Data Forms 
3. Using Lookup Tables 
4. Sorting Lists 
5. Sorting Concepts 
6. Sorting Lists 
7. Custom Sort Orders 
8. Filtering Lists 
9. Filtering Concepts 
10. Using AutoFilter 
11. Using Advanced Filter 
12. Working with Filtered Data 
13. Summarizing Data 
14. Automatic Subtotals 
15. Working with Subtotaled Lists 
16. Creating PivotTables 
17. Modifying PivotTable Layouts 
18. Working with PivotTables 
19. Pivot Charts 
20. Slicers 
21. Getting External Data 
22. Importing Query Data from Excel Files 
23. Importing Query Data from Text Files 
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EXCEL PIVOT TABLES - ONE DAY WORKSHOP - ONE DAY (CODE: 20155) 

PREREQUISITES: 

To ensure your success, we recommend you first take the following course (or have 
equivalent knowledge): Excel Intermediate Level (Code: 20135) 

GOAL 

Master Pivot Tables. Create Reports and dashboards with Pivot Tables. 

EXCEL PIVOT TABLES TOPICS 

1. Understanding Pivot Tables 
2. Source data for Pivot Table reports 
3. Creating a Pivot Table 
4. Pivot Table Field List 
5. Pivot Table Properties 
6. Changing Pivot Table Layout 
7. Changing the Report Field Titles 
8. Using the Report Filter 
9. Formatting the Pivot Table 
10. Sorting Data 
11. Create a Calculated Field 
12. Add or remove subtotals in a Pivot Table report 
13. Display or Hide Details 
14. Working with Multiple Data Ranges 
15. Setting up the source data 
16. Creating Pivot Charts 
17. Create relationships between data from different sources, 
18. Creating a Comparison Dashboard 
19. Best Tips and Tricks in Pivot Tables. 
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POWERPIVOT FOR EXCEL - ONE DAY WORKSHOP - ONE DAY (CODE: 20160) 

PREREQUISITES: 

To ensure your success, we recommend you first take the following course (or have 
equivalent knowledge): Excel Advanced Level (Code: 20140) 

GOAL 

Combining data from multiple sources and files into one single data model. Create 
relationships, hierarchies, and DAX functions. 

EXCEL POWER PIVOT TOPICS 

1. Explore the PowerPivot Application 
2. Accessing the Power Pivot add-in 
3. Navigating the interface 
4. Working with Data 
5. Import Data from Various Data Sources 
6. Refresh Data from a Data Source 
7. Manage Data Model 
8. Create Relationships 
9. Manipulating PowerPivot Data 
10. Sort and Filter PowerPivot Data 
11. Working with Tables 
12. Create Linked Tables 
13. Organize and Format Tables 
14. Create Calculated Columns 
15. Manage Table Relationships 
16. Creating Hierarchies 
17. Using DAX Functions in PowerPivot 
18. Popular DAX Function: RELATED 
19. Popular DAX Function: CALCULATE 
20. Key Performance Indicators (KPI) 
21. Using Calculated Columns and Measures in Pivot Tables. 

 



  The Official Partner of Big Dreams 

 www.OfficeInstructor.com 

  

 

 
Page 13 of 64 

EXCEL POWER QUERY - ONE DAY WORKSHOP (CODE: 20165) 

PREREQUISITES: 

To ensure your success, we recommend you first take the following course (or have 
equivalent knowledge): Excel Power Pivot (Code: 20160) 

GOAL 

Get data wherever it exists, clean it and transform it, combine it and analyze it all 
together. 

EXCEL POWER QUERY TOPICS 

1. What is Power Query? 
2. Data Sources 
3. Get Data from Excel 
4. Get Data from Text or CSV file 
5. Get Data from Folder 
6. Get Data from Web sources. 
7. Explore Power Query Editor 
8. Build repeatable processes to filter, clean, aggregate, and transform. 
9. Shape data in the subject table 
10. Remove Other Columns to only display columns of interest 
11. Replace Values to clean up values in a selected column 
12. Filter values in a column 
13. Explore M Code in Advanced Editor 
14. Name a query 
15. Load the query to a worksheet 
16. Load query to Data Model. 
17. Share queries and their data with other users in your organization. 
18. Common data Problems Solved 
19. Unpivot Data 
20. Create a List of Sheet Names 
21. Create a Month Calendar from any date. 
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MASTER ADVANCED FUNCTIONS - ONE DAY (CODE: 20170) 

PREREQUISITES: 

To ensure your success, we recommend you first take the following course (or have 
equivalent knowledge): Excel Intermediate Level (Code: 20135) 

GOAL 

By the end of this course clients will be able to create reports using multiple levels 
of nested functions. They will be able to select the proper functions in building and 
entire project. This course is customised according to the version of Excel in use 
(Office 365 has Dynamic Array functions) 

Clients will learn over 100 examples of advanced uses of XLOOKUP ( VLOOKUP), 
SUMIFS, INDEX, MATCH,FILTER, UNIQUE, DATE, TEXT, CHOOSE, AGGREGATE, 
COLUMN, ROW, COUNTIF, IF, IFERROR and much more. 

AMONG THE FUNCTIONS YOU WILL LEARN: 

1. Advanced VLOOKUPs/ XLOOKUP 
2. Extracting Records by Functions 
3. Advanced Filter by Functions 
4. Advanced SUMIFS function 
5. SUMIFS with wild cards 
6. Dependent Drop lists 
7. Searchable drop lists 
8. SUMPRODUCT function 
9. INDEX and MATCH 
10. AGGREGATE Function 
11. TEXT Functions 
12. Date Functions 
13. Formula Auditing 
14. Naming Cells and Ranges 
15. Formula Text to document Functions 
16. Print a list of all Named ranges in a Workbook 
17. Comparing Lists 
18. Using Controls with Functions 
19. Important Shortcuts to save time.  
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DASHBOARDS FOR ANALYSING DATA AT A GLANCE - ONE DAY (CODE: 20178) 

PREREQUISITES: 

To ensure your success, we recommend you first take the following course (or have 
equivalent knowledge): Excel Advanced Level. 

GOAL 

Learn how to get insights about your data by creating Dashboards based upon lists, 
advanced functions, Pivot Tables and Pivot Charts. 

You’ll learn how to switch between source data and Dashboard by creating a 
Macro. Along the way we create dynamic drop lists for charts and advanced slicers. 

AMONG THE COURSE TOPICS: 

1. Understanding the structure of Dashboards 
2. Planning for creating Dashboards 
3. Preparing Source data 
4. Detailed chart functionality 
5. Creating a Dashboard from a List 
6. Switching charts with camera tool 
7. Using a People chart 
8. Using Offset Function in changing data source for a chart 
9. Dynamic dashboard with macro 
10. Switching Sparklines with Index function 
11. Using Controls in dashboards 
12. Switching Charts with XLOOKUP 
13. Creating Dashboards from Data Model 
14. Relationships replace thousands of LOOKUP functions 
15. Creating a Sales Dashboard 
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DATA VALIDATION & CONDITIONAL FORMATTING - ONE DAY (CODE: 20185) 

PREREQUISITES: 

To ensure your success, we recommend you first take the following course (or have 
equivalent knowledge): Excel Intermediate Level (Code: 20135) 

GOAL 

Learn how to create a dynamic worksheet that summarises thousands of records 
in just few cells. You will also learn advanced Conditional Formatting to take your 
worksheets to the next level. 

AMONG THE COURSE TOPICS: 

1. Create a Searchable Drop List 
2. Create Dependent Drop lists 
3. Pivot Tables and Drop lists 
4. Create multiple drop lists in one cell. 
5. Switch functions with drop lists. 
6. Tips and Tricks with Conditional Formatting 
7. Conditional Formatting in Charts 
8. Multicolor Data Bar 
9. Create a Comparison Dashboard 
10. Dynamic Arrays with Drop Lists 
11. Create 6 Levels of Dependency 
12. Conditional Formatting with Functions 
13. Tips and Tricks in Conditional Formatting. 
14. Conditional Formatting in Pivot Tables. 
15. Chart Title Drop List. 
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MASTER DYNAMIC ARRAY FUNCTIONS- ONE DAY (CODE: 33300) 

This is a game changer course for clients using Microsoft 365 

PREREQUISITE 

Intermediate knowledge of Formulas and Functions (Code: 20135) 

GOAL 

This course allows you to do in few seconds, tasks that you would usually do in long 
hours with classic Excel Functions 

AMONG THE COURSE TOPICS SOME OR MOST OF THE FOLLOWING:  

1. The new calculation engine in Excel. 
2. The concept of Dynamic Array functions 
3. Referencing a Dynamic Array result 
4. The Spill Error # 
5. Extracting Records conditionally with Dynamic Arrays. 
6. Comparing lists with a single click 
7. UNIQUE and FILTER Functions 
8. 5 Drop lists in a single cell 
9. Create any year calendar with a single function and a single argument. 
10. XMATCH Function 
11. Financial Functions 
12. SEQUENCE and RANDARRAY functions. 
13. Create an entire report with a single cell function. 
14. VLOOKUP, gone but not forgotten: XLOOKUP 
15. Sorting with Dynamic Array functions: SORT/ SORTBY 
16. Creating Charts with Dynamic Arrays 
17. TEXTJOIN/ TEXTSPLIT/ TEXTBEFORE/ TEXTAFTER 
18. TAKE/ REDUCE Functions 
19. TOCOL/ TOROW Functions 
20. SCAN/ MAP Functions 
21. HSTACK/ VSTACK Functions 
22. WRAPROWS/ WRAPCOLS Functions 
23. SWITCH Function. 
24. LET and LAMBDA 
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POWER BI FUNDAMENTALS - ONE DAY (CODE: 40120) 

PREREQUISITES 

Participants should have a average knowledge of Excel 2016 or later and have an 
understanding of Power Pivot and Power Query in Excel. 

COURSE OVERVIEW 

This course is designed to provide participants with a fundamental understanding 
of the capabilities of Power BI. Students will discover how to quickly gather, clean 
and transform data with just a few clicks. They will also learn how to enhance 
results by integrating disparate data sources and add simple calculations using DAX 
functions and queries. Participants will create visualizations and incorporate them 
into dashboards that can provide up to the minute reporting. At the end of this 
course, participants will have a solid understanding of the skills required to use 
Power BI Desktop. 

POWER BI DESKTOP TOPICS 

1. What is Business Intelligence? Why do I need it? 
2. Getting Started with Power BI desktop 
3. Explore Power BI interface: 
4. Get Data from: Wherever it exists! 
5. Power BI data Sources 
6. Connecting to Excel Data 
7. Connecting to CSV file 
8. Connecting to an Access database 
9. Shaping Combining and Merging Data 
10. Reducing Data with Query Editor 
11. Transforming Data  
12. Inserting Custom Columns 
13. Appending Data to a Query 
14. Adding an Index Column  
15. Cleaning up Data 
16. Creating Relationships between tables  
17. Merging data 
18. Using Lookup tables in a dataset 
19. Create Visualizations & Reports 
20. Creating and arranging Visualizations 
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21. Creating text visuals, Cards, table, matrix 
22. Creating and formatting chart visuals 
23. Using a slicer to filter visuals 
24. Creating a map visualization 
25. Publish to Power BI services 
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QUICKSTART TO POWER BI FOR ANALYSTS AND USERS  (CODE: 40135) 

WHO SHOULD ATTEND? 

Business Analyst, Data Analysts, Data Scientist, or professionals responsible for 
reporting on your organization's data. 

PREREQUISITES: 

Before attending this course, you should have: 

¶ A general knowledge of database concepts (fields, records, relationships) 

¶ Awareness of key business priorities such as revenue, profitability, and 
financial accounting 

¶ Comfort when using Excel 

COURSE OUTLINE 

1. Introduction to business intelligence 
2. Introduction to data analysis 
3. Introduction to data visualization 
4. Creating a Power BI report 
5. Connecting to Power BI data 
6. Create a Power BI dashboard 
7. Using Excel as a data source for Power BI 
8. The Power BI data model 
9. The Power BI service 
10. Importing Excel files into Power BI 
11. Power BI desktop queries 
12. Combining data 
13. Shape Power BI data 
14. Combine Power BI data 
15. Calculations and measures 
16. What is DAX (Overview) 
17. Creating Calculated Columns (Basics) 
18. Navigation Functions 
19. Conditional and Logical Functions 
20. Creating Calculated Measures 
21. Time Intelligence (Overview) 
22. Table Functions 
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23. DAX as a Query Language 
24. Create relationships 
25. Calculations 
26. Managing Power BI web 
27. Creating dashboards via web 
28. Creating Interactive Reports 
29. Using Power BI Service  
30. Refreshing the Data  
31. Designing Reports and Dashboards for Mobile 

 

 



  The Official Partner of Big Dreams 

 www.OfficeInstructor.com 

  

 

 
Page 22 of 64 

BUILDING INTERACTIVE DASHBOARDS WITH POWER BI (CODE:40148) 

In this course clients create multiple Power BI reports and Dashboards combining 
all the functionality of Power BI Desktop and Power BI online. 

PREREQUISITES 

This course assumes the user has completed or has an understanding of the 
materials covered in the Power BI Fundamentals course (CODE:40120) 

GOAL 

Clients will be comfortable getting data from multiple sources, cleaning combining 
and transforming data. Then visualizing data and sharing it. 

COURSE OUTLINE 

1. Creating a Custom background for Power BI Reports 
2. Creating a Workspace in Power BI online 
3. Sharing reports and Dashboards 
4. Sending reports to PowerPoint. 
5. Creating a Chart Tooltip 
6. Creating Measures 
7. Creating Relationships 
8. Visualize Excel Data and Build dynamic Dashboard (Step by Step – Complete) 
9. Quality Analysis Dashboard, Data Model an DAX (Step by Step – Complete) 
10. Sales Dashboard (Step by Step – Complete) 

11. Comparative Analysis dashboard (Step by Step – Complete) 
12. Power BI Human Resource Analytics (Step by Step – Complete) 
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NEXT LEVEL POWER BI FOR EXPERIENCED USERS  (CODE: 40155) 

Learn advanced features of Power BI for deeper data analysis. 

For professionals with Power BI experience, learn about advanced features through 
a hands-on exploration of effective analysis techniques. 

WHO SHOULD ATTEND? 

Business Analyst, Data Analysts, Data Scientist, or professionals responsible for 
reporting on your organization's data. 

WHAT YOU'LL LEARN 

Join an engaging hands-on learning environment, where you’ll: 

¶ Create Advanced Power BI Reports 

¶ Have an advanced understanding of the data schemas and extracting data 

¶ Perform advanced transformations of data  

¶ Utilize time-phased data in the creation of complex analyses 

¶ Create new measures using DAX 

¶ Filter data using row-level security 

¶ Create and deploy content packs 

COURSE OUTLINE 

1. Select and mine relevant tables with ODATA 
2. Advanced ODATA data mining 
3. Importing other data formats 
4. Advanced Editing of data queries 
5. Managing table relationships 
6. Creating & using data hierarchies 
7. Creating custom columns and measures. 
8. Using advanced visualizations 
9. Configuring drill-down 
10. Modifying visual interactions 
11. Importing and creating custom visuals 
12. Creating Dashboard and row-level security 
13. Utilizing Filtering using row-level security 
14. Building Mobile Reporting 
15. Creating and deploying content packs 
16. Configuring natural language query  
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EXCEL MACROS AND VISUAL BASIC- TWO DAYS (CODE:20300) 

PREREQUISITES: 

To ensure your success, we recommend you first take the following course (or have 
equivalent knowledge): Excel Intermediate Level. 

COURSE OVERVIEW 

This course will teach you how to automate repetitive tasks in Excel by recording 
macros. You will learn how to edit and string macros. 

You will then learn how to write a code in the Visual Basic Editor. Controls 
worksheets, workbooks and create message boxes. You will also learn about 
creating User Forms, custom functions, conditional statements, events and looping 
over instructions. 

VBA COURSE TOPICS 

1. Record A Simple Macro 
2. Record a Macro 
3. Run a Macro 
4. Understand the VB Editor 
5. Use the Menu Bar 
6. Use the Standard Toolbar 
7. Use the Project Explorer 
8. Use the Properties Window 
9. Understand the Code Window 
10. Understand Code Window Options 
11. Edit Code 
12. Get Help 
13. Close the Visual Basic Editor 
14. Work with Objects 
15. Understand the Object Browser 
16. Understand Objects 
17. Understand the Objects Hierarchy 
18. Reference Objects 
19. Understand Collections 
20. Use the Editing Features 
21. Use the Immediate Window 
22. Use the Auto List 



  The Official Partner of Big Dreams 

 www.OfficeInstructor.com 

  

 

 
Page 25 of 64 

23. Use Auto Quick Info 
24. Work with Variables 
25. Understand Variables 
26. Declare Variables 
27. Understand Data Types 
28. Store Values in Variables 
29. Store Objects in Variables 
30. Create Procedures and Functions 
31. Understand Procedures 
32. Use the Macro Recorder to Create Sub Procedures 
33. Call Procedures from Procedures 
34. Use Intrinsic Functions 
35. Use Message Boxes 
36. Use Input Boxes 
37. Create Functions 
38. Pass Arguments to a Function 
39. Work with Conditional Statements 
40. Understand Conditional Statements 
41. Work with Decision Structures 
42. Work with Loop Structures 
43. Work with Forms and Controls 
44. Understand Userform 
45. Use the Toolbox 
46. Work with Userform Properties 
47. Events and Methods 
48. Use the Properties Window 
49. Understand Controls 
50. Work with the Label Control 
51. Work with the Text Box Control 
52. Work with the Command Button Control 
53. Work with the Combo Box Control 
54. Work with the Frame Control 
55. Work with the Option Button Controls 
56. Add Functionality to Forms 
57. Work with Control Appearance 
58. Set the Tab Order 
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59. Populate a Control 
60. Add Code to Controls 
61. Launch Forms from Procedures 
62. Use Pivot Tables 
63. Understand PivotTables 
64. Create PivotTables 
65. PivotTable Arguments 
66. Add Fields to PivotTables 
67. Control Forms 
68. Control PivotTables from a Form 
69. Control a Form from a Custom Toolbar 
70. Understand Debugging 
71. Understand Errors 
72. Debug Code 
73. Debug Tools 
74. Use the Locals Window 
75. Use the Watch Window 
76. Use Breakpoints 
77. Create Add-in
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POWERPOINT ESSENTIAL TRAINING - ONE DAY (CODE: 41100) 

PREREQUISITES 

Basic Computer knowledge- No PowerPoint experience needed 

COURSE OVERVIEW 

Learn how to use the vast array of features and functionality contained within 
PowerPoint to create engaging, dynamic, multimedia presentations. Gain the skills 
you need to organize your content, enhance it with high-impact tables, charts and 
graphics, and deliver it with a punch. 

MICROSOFT POWERPOINT TOPICS  

1. PowerPoint Interface 
2. Adding Buttons to QAT 
3. Customizing the Ribbon 
4. Open pptx files 
5. Saving a Presentation 
6. Viewing a Slide Show 
7. Add and delete Slides 
8. Slides Layout 
9. Using the Views buttons 
10. Dividing a presentation into Sections. 
11. Create Presentation from Outline 
12. Reuse Slides. 
13. Adding text to Placeholders 
14. Using Text Boxes. 
15. Cut, Copy & Paste 
16. Find and Replace 
17. Using Themes 
18. Adding Backgrounds 
19. Text Alignment 
20. Bullets and Numbering 
21. Bullet Format 
22. Using Pictures and Clipart 
23. Dealing with Shapes 
24. Inserting a WordArt 
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25. Create a Diagram 
26. Smart Art from Bullets 
27. Add Pictures to Smart Art 
28. Using simple Animations 
29. Customize Animations 
30. Using Slide Transition. 
31. Printing slides 
32. Printing Options 
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POWERPOINT DYNAMIC PRESENTATIONS - ONE DAY (CODE: 41105) 

PREREQUISITES: 

To ensure your success, we recommend you first take the following course (or have 
equivalent knowledge): PowerPoint Basic Level (CODE: 41100) 

COURSE OVERVIEW 

This course will teach you how to modify the PowerPoint environment, customize 
design templates, and work with media and advanced transitions and animations, 
customize a slide show, and how to secure and distribute a presentation. 

MICROSOFT POWERPOINT TOPICS  

1. Insert Photo Album 
2. Insert & Modify Tables 
3. Drawing Tables 
4. Inserting Excel Worksheet 
5. Creating Charts 
6. Create & Edit Hyperlinks 
7. Using Action Buttons 
8. Using Multiple Animations 
9. Create a Motion Path 
10. Synchronize Animations 
11. Insert Movies 
12. Editing movies 
13. Insert Audio Files 
14. Editing Audio files 
15. Record Narration 
16. Modify Slide Master 
17. Create Custom Layout 
18. Insert & Edit Comments 
19. Slide Zoom effect 
20. Speaker Notes & Handouts 
21. Morph Transition 
22. Delivering Presentations 
23. Saving as Video 
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MICROSOFT OFFICE 365 (CODE: 55100) 

By the end of this course, users should be comfortable with logging into and out 
their accounts, modifying basic account settings, communicating with others using 
Skype for Business, Outlook Online, and Microsoft Teams. 

Welcome to the first part of our Office 365 courseware. Office 365, is Microsoft’s 
subscription-based online office and software services suite, it incorporates access 
to online services such as cloud storage with the portability of Office Online. 

This course is intended to help users of Office 365 understand how to complete 
basic tasks using its various apps and services. This manual will also help more 
experienced users who have little to no experience with Office Online, Skype for 
Business 2016, and Microsoft Teams. 

IS THIS THE RIGHT COURSE? 

This course assumes the user understands the basics of using a Windows-based 
computer. Students should be comfortable using the keyboard, mouse, and Start 
menu. Understanding and experience with printing and using a web browser is an 
asset, but not required. 

WHAT YOU'LL LEARN 

¶ Communicating with the Outlook Web App 

¶ Communicating with Collogues 

¶ Work with Office Online Apps 

PREREQUISITES 

This course assumes the user understands the basics of using a Windows-based 
computer. Students should be comfortable using the keyboard, mouse, and Start 
menu. Understanding and experience with printing and using a web browser is an 
asset, but not required. 

COURSE OUTLINE 

1. About Office 365 
2. Navigating Your Account 
3. Finding Help and Changing Settings 
4. Using Desktop Apps with Office 365 
5. Getting Started with the Outlook Web App 
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6. Configuring the Outlook Web App 
7. Managing Contacts 
8. Using the Calendar 
9. Using the Newsfeed 
10. Getting Stared with Delve 
11. Getting Started with Microsoft Teams 
12. Use Word Online 
13. Using Excel Online 
14. Using PowerPoint Online 
15. Using OneNote Online 

 

  



  The Official Partner of Big Dreams 

 www.OfficeInstructor.com 

  

 

 
Page 32 of 64 
 

MICROSOFT 365 TEAMS (CODE: 55150) 

This course is intended to help all users get started with Teams, use messages and 
channels, communicate in different ways, and customize Teams settings. 

WHO SHOULD ATTEND? 

This course is intended to help all users get started with Teams, use messages and 
channels, communicate in different ways, and customize Teams settings. 

PREREQUISITES 

This course assumes the user understands the basics of using a Windows-based 
computer. Students should be comfortable using the keyboard, mouse, and the 
Start menu. Students should also be familiar with Microsoft 365 and have the 
Microsoft 365 Teams desktop app downloaded on their computers. 

WHAT YOU'LL LEARN 

¶ Communicating in Channels 

¶ Using Other Communication Tools 

¶ Customizing Channels 

¶ Customizing Your Teams Experience 

COURSE OUTLINE 

1. Getting Started with Microsoft Teams 
2. Using Channels 
3. Posting Messages 
4. Managing Files in a Channel 
5. Using the Wiki 
6. Using Chat 
7. Making Audio and Video Calls 
8. Managing Meetings Using the Teams Calendar 
9. Managing Files in Teams 
10. Customizing Channels 
11. Adding Tabs to a Channel 
12. Adding Connectors to a Channel 
13. Managing Your Teams Profile 
14. Managing Teams 
15. Adding Apps and Bots  
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MICROSOFT ONENOTE – COMPLETE (CODE: 55175) 

This course explores all the basics needed to become proficient with OneNote. 
Learn to manage, share and collaborate on your Notebooks. 

In our fast-paced digital world, the need to capture ideas, meeting notes, and to-
do items is ever present. Microsoft Office OneNote provides a way for you to 
efficiently create and collect your notes in an electronic notebook. This course will 
introduce you to using OneNote notebooks to store a variety of content in an 
organized structure, access the content from anywhere, and also share it with 
others. Additionally, learning how OneNote and the other applications in the suite 
are integrated increases your productivity with Microsoft Office more generally 

PREREQUISITES 

Participants should have a basic knowledge of Windows and word processing prior 
to attending this class. 

WHAT YOU'LL LEARN 

Upon completion of the course, participants will be able to accomplish the 
following:  

¶ Add and format Notebook content 

¶ Manage OneNote Notebooks, history and backups 

¶ Share and collaborate 

¶ Finalize a Notebook 

COURSE OUTLINE 

1. Exploring Notebook Structure 
2. Navigate the OneNote Environment 
3. Use Predesigned Templates for OneNote Notebooks 
4. Customize the User Interface within OneNote 
5. Adding Content and Formats to a OneNote Notebook 
6. Modify Formatting in a Notebook 
7. Add Audio and Video to a Notebook 
8. Add Quick Notes and Links 
9. Use Tags, Symbols, Drawing Tools, and Pen Options 
10. Managing OneNote Notebooks, History, and Backups 
11. Save and Export Content and Use Alternate File Types 
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12. Manage Notebook Recycle Bins and Backups 
13. Working with Excel Spreadsheets and Embedded Files 
14. Work with Excel Spreadsheets 
15. Work with Embedded Files 
16. Sharing and Collaborating with Notebooks 
17. Send a Notebook and Use Outlook Integration 
18. Share and Collaborate on Notebooks 
19. Finalizing a Notebook 
20. Finalize a Notebook Using Proofing and Print Settings 
21. Configure Notebook Settings, Properties, and Security 

22. Organize and Search Notebooks 
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SHAREPOINT ONLINE: SITE USERS (CODE: 55210) 

Microsoft SharePoint 365 is an online collaboration tool that is very prominent for 
businesses and organizations. 

PREREQUISITES 

Students should be comfortable using Windows, Internet Explorer or Microsoft 
Edge, and Microsoft Office applications. No previous experience with other 
versions of SharePoint is necessary. 

WHAT YOU'LL LEARN 

Learn to navigate through SharePoint, search documents, content, libraries, and 
lists. They will know how to update their SharePoint profile, use SharePoint with 
Microsoft Office, and access SharePoint from mobile devices. 

COURSE OUTLINE 

1. Access SharePoint Sites  
2. Online Collaboration 
3. What is SharePoint? 
4. SharePoint Sites 
5. SharePoint Groups 
6. SharePoint Permissions 
7. Navigate SharePoint Sites 
8. SharePoint Site Hierarchy 
9. What are SharePoint Team Sites? 
10. Elements of the SharePoint User Interface 
11. The Page Header 
12. The Quick Launch Pane 
13. The Page Section 
14. What are SharePoint Lists, Libraries, and Apps? 
15. Working with SharePoint Content 
16. Adding Documents 
17. What are SharePoint Libraries? 
18. Add Documents to Libraries 
19. What are Microsoft Office Online Apps? 
20. Use Office Online Apps with SharePoint 
21. Use SharePoint Search 
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22. SharePoint Alerts 
23. View Document Properties 
24. What are SharePoint Lists? 
25. SharePoint Columns 
26. Types of Lists 
27. List Options 
28. List Item Options 
29. What is a List View? 
30. List View Types 
31. Default List Views 
32. Create a List View 
33. Change List View Settings 
34. Change List Display Styles 
35. List Filtering Options 
36. List Sorting Options 
37. Advanced List Filtering, Grouping, and Sorting 
38. What are SharePoint Profiles? 
39. Profile Permissions 
40. Sharing Files 
41. OneDrive for Business 
42. Sites Page 
43. SharePoint Integration with Microsoft Office 
44. Save a Document to SharePoint from Microsoft Office 
45. Edit a Document in SharePoint using Microsoft Office 
46. What is Document Versioning? 
47. Document Versioning in SharePoint 
48. Check Out Documents 
49. Check In Documents 
50. Recover Deleted Items in SharePoint 
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MICROSOFT PROJECT 2019 - LEVEL 1 (CODE: 42100) 

This course is designed to familiarize you with the basic features and functions of 
Microsoft Project Professional  

This course covers the critical knowledge and skills a project manager needs to 
create a project plan with Project during the planning phase of a project. In other 
words, if your supervisor assigns you to lead a project, this course will enable you 
to draft a project plan with Project and share it with your supervisor (and others) 
for review and approval. 

WHO SHOULD ATTEND? 

This course is designed for a person with an understanding of project management 
concepts, as well as general desktop computer skills, and who will be responsible 
for creating and maintaining project plans. This course will give you the 
fundamental understanding of Microsoft Project necessary to construct basic 
project plans. 

PREREQUISITES 

Students enrolling in this class should have the following: 

¶ A general introductory-level understanding of project management concepts 

¶ End-user skills with the current Windows operating system. 

¶ Proficient skills using Microsoft Office products 

COURSE OUTLINE 

1. Identify Project Management Concepts 
2. Navigate in the Microsoft Project Desktop Environment 
3. Creating a New Project Plan File 
4. Set Project Plan Options 
5. Assign a Project Calendar 
6. Add Tasks to a Project Plan 
7. Enter Task Duration Estimates 
8. Create a Work Breakdown Structure 
9. Define Task Relationships 
10. Schedule Tasks 
11. Add Resources to a Project 
12. Create a Resource Calendar 
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13. Enter Costs for Resources 
14. Assigning Resources to Tasks 
15. Resolve Resource Conflicts 
16. Optimize a Project Plan 
17. Set a Baseline 
18. Share a Project Plan 
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MICROSOFT PROJECT 2019 - LEVEL 2 & 3 ADVANCED (CODE: 42150) 

This course covers the advanced knowledge and skills a project manager needs to 
update a project plan in Project during the execution, monitoring, and controlling 
phases of a project. In other words, once your project plan is approved by the 
project sponsor, this course will enable you to manage the project so that it is 
completed on time, within budget, and according to scope. 

WHO SHOULD ATTEND? 

This course is designed for a person with an understanding of project management 
concepts and who is responsible for creating and maintaining project plans. Target 
students will be looking to acquire the advanced knowledge and skills needed to 
update a project plan in Microsoft Project during the execution, monitoring, and 
controlling phases of a project. 

PREREQUISITES 

To ensure your success in this course, you should have basic project management 
knowledge and skills. Additionally, you should be able to create a new project plan, 
manage time in a project plan, manage tasks in a project plan, manage resources 
in a project plan, and share a project plan using Microsoft Project (CODE:42100GEB) 

WHAT YOU'LL LEARN 

In this course, you will maintain project plans during the execution, monitoring, and 
controlling phases of a project. You will: 

¶ Update a project plan. 

¶ Generate project views to manage a project. 

¶ Create project reports to share a project's status. 

¶ Reuse project plan information. 

¶ Work with multiple projects. 

COURSE OUTLINE 

1. Updating a Project Plan 
2. Enter Task Progress 
3. Enter Overtime Work 
4. Edit Tasks 
5. Update Cost Rate Tables 
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6. Update a Baseline 
7. Viewing Project Progress 
8. Use View Commands 
9. Add a Custom Field 
10. Create Custom Views 
11. Format and Share the Timeline View  
12. Reporting on Project Progress 
13. View Built-in Reports 
14. Create Custom Reports 
15. Create a Visual Report 
16. Reusing Project Plan Information 
17. Create a Project Plan Template 
18. Share Project Plan Elements with Other Plans 
19. Working with Multiple Projects 
20. Share Resources 
21. Link Project Plans 
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MICROSOFT WORD 365 – INTERMEDIATE/ ADVANCED (CODE:43225) 

This intermediate-level course is designed to help users who are familiar with 
Word’s basic features to take their skills to the next level. 

By the end of this course, users should be comfortable with using tools such as 
styles, macros, templates, mail merge, and building blocks to automate tasks. 
Students will also understand how to create complex documents using tables, 
charts, and various types of illustrations. 

Most of the features Microsoft incorporated in Office 2019 already exist in Office 
365. Office 365 is a great solution for those looking for Office 2019 Training. 

IS THIS THE RIGHT COURSE? 

This course assumes that the user has basic knowledge on the following topics: 

¶ Using the various parts of the Microsoft Word interface 

¶ Creating, opening, and saving a basic document 

¶ Applying formatting to text 

¶ Inserting tables and graphical objects 

¶ Proofing a document for errors 

WHO SHOULD ATTEND? 

This intermediate-level course is designed to help users who are familiar with 
Word’s basic features to take their skills to the next level. 

PREREQUISITES 

This course assumes that the user has completed the first level of Microsoft Word 
365 course or has equivalent knowledge. 

COURSE OUTLINE 

1. Working with Tables and Charts 
2. Sort Table Data 
3. Control Cell Layout 
4. Perform Calculations in a Table 
5. Create and modify a Chart 
6. Customizing Formats Using Styles and Themes 
7. Create and Modify Text Styles 
8. Modify Text Styles 
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9. Create Custom List or Table Styles 
10. Apply Document Themes 
11. Customize Document Themes 
12. Using Images in a Document 
13. Resize an Image 
14. Adjust Image Appearance 
15. Integrate Pictures and Text 
16. Insert and Format Screenshots 
17. Insert Video 
18. Creating Custom Graphic Elements 
19. Create and Format Text Boxes 
20. Draw Shapes 
21. Modify Shapes 
22. Add WordArt and Other Text Effects 
23. Inserting Content Using Quick Parts 
24. Insert Building Blocks 
25. Create and Modify Building Blocks 
26. Insert Section Breaks 
27. Insert Columns 
28. Link Text Boxes to Control Text Flow 
29. Using Mail Merge 
30. Mail Merge Basics 
31. Perform a Mail Merge 
32. Automate Tasks Using Macros 
33. Create a Macro 
34. Calculations in Word 
35. Create a Fillable Form.  
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MICROSOFT ACCESS - LEVEL 1 / BASIC (CODE:44344) 

Learn to use Microsoft Access to manage your data, construct tables, design forms 
and reports, and more. Microsoft® Office Access® 2016 can help you and your 
organization collect and manage large amounts of data. You can use it as a personal 
data management tool, or you can use it to develop applications for a department 
or an entire organization. In this course, you will use Access to manage your data 
by creating a new database; constructing tables; designing forms and reports; and 
creating queries to join, filter, and sort data. 

PREREQUISITES 

To ensure your success in this course, you should have end-user skills with any 
current version of Windows, including being able to start programs, switch 
between programs, locate saved files, close programs, and use a browser to access 
websites. 

WHAT YOU'LL LEARN 

In this course, you will learn how to use Access to manage your data by creating a 
new database; constructing tables; designing forms and reports; and creating 
queries to join, filter, and sort data. 

COURSE OUTLINE 

1. What is Access?  What is a Database? 
2. What are Related Tables? 
3. Database Concept 
4. Getting Started Screen 
5. Opening a database & Exploring Environment (blank- Template- Existing) 
6. Differences from Excel- Similarities with PowerPoint 
7. Getting Help 
8. How to plan a database? 
9. Explore tables in datasheet & design views 
10. Creating tables in Datasheet view 
11. Creating tables in design View 
12. Changing the Design of a Table 
13. Effective & Ineffective field names 
14. Deleting, inserting & Moving Fields 
15. Attachment Data Type 
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16. Add a Total row. 
17. Finding and Editing Records 
18. Sorting records 
19. Filtering a table 
20. Setting Field Properties 
21. Working with Input Masks 
22. Setting Validation Rules 
23. What is a query? 
24. Create Queries using a Wizard 
25. Creating and Using in Design view 
26. Modifying Query Results and Queries 
27. Performing Operations in Queries 
28. What is a form 
29. Form Views 
30. Creating Forms by using form Button 
31. Creating Forms by using the Wizard 
32. Using Design View to create a form 
33. Sorting and Filtering Records in a form 
34. What is a Report? 
35. Different views of a Report 
36. Change default view 
37. How to create a report by using the wizard 
38. Create a Report in Design view 
39. 7 Sections of a report- Properties 
40. Grouping feature in Reports 
41. Modifying and printing reports 
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MICROSOFT ACCESS - LEVEL 2 & 3 / ADVANCED (CODE:44355) 

Learn advanced topics in Access 2016 such as how to manage data and data entry, 
creating forms and dialog boxes, advanced queries, splitting databases, and much 
more. 

This course builds upon basic Microsoft Access skills acquired in Level 1 to help 
students become power users. In this Microsoft Access course, students will delve 
deeper into the program by studying topics such as how to manage data and data 
entry, create forms and dialog boxes, split databases, and much more. 

PREREQUISITES 

The prerequisite for this course is our Access Level 1 course or an equivalent 
working knowledge of Access or other database applications. 

WHAT YOU'LL LEARN 

In this course, you will learn to create and manage an Access database. You will: 

¶ Create Subforms 

¶ Customize a form layout to improve usability and efficiency of data entry 

¶ Organize data into appropriate tables to ensure data dependency and 
minimize redundancy 

¶ Lock down and prepare a database for distribution to multiple users 

¶ Create and modify a database switchboard and set the startup options 

COURSE OUTLINE 

1. What is a well-structured table (Normalized)? Table Analyzer 
2. Object Dependency (Condition) 
3. Importance of Table Relationships- Types - How To- Printing Relationships 
4. Enforcing Referential Integrity- Cascading Deletes & Updates. 
5. Database Normalization 
6. How to Relate Tables 
7. Implementing Referential Integrity 
8. What is lookup field? Types 
9. How to add a Multivalued field 
10. How to create a Lookup Field 
11. Modify lookup field properties (Value list Combo box- Edit list column) 
12. Use a Subdatasheet 
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13. Create outer join, inner join, and self-join queries 
14. Types of Queries- Unmatched Q- Find Duplicates Q 
15. Create calculated fields in a query - Rule - Expression Builder 
16. View summarized and grouped data from tables by using queries 
17. Joining Fields Using the Expression Builder 
18. Joining Tables in Queries 
19. How to create a Form? Types of controls 
20. Use controls to add graphics 
21. Arranging, Aligning & Formatting Controls 
22. Bind a control to a calculated field 
23. Create a Calculated Control 
24. Add a combo box (= lookup field) 
25. Conditional Formatting in a form 
26. Create advanced form types (Multiple Value- Split-Datasheet-  Subform) 
27. Adding Unbound Controls & Topic B: Adding Graphics 
28. Adding Calculated Values 
29. Adding Combo Boxes 
30. Creating Advanced Form Types 
31. Customize headers and footers in a report 
32. Show report sections. 
33. Set properties for grouping data, and modify the appearance of a report 
34. Add calculated values in a report by using functions 
35. Print database objects and a report of database design 
36. Create labels report 
37. Create and modify a chart in a form 

38. Create and modify a chart in a report  
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MICROSOFT OUTLOOK 365: PART 1  (CODE:44510) 

By the end of this course, users should be comfortable with using and customizing 
the Outlook 365 interface, creating and sending messages, managing contacts, 
using the calendar, managing tasks, and working with notes. 

This new version of Outlook incorporates some new features that will help make 
managing your email and personal information easier than ever. 

This course is intended to help all novice computer users get up to speed with 
Outlook quickly. This manual will also help more experienced users who have little 
to no experience with Outlook and the ribbon interface. 

Most of the features Microsoft incorporated in Office 2019 already exist in Office 
365. Office 365 is a great solution for those looking for Office 2019 Training. 

WHO SHOULD ATTEND? 

By the end of this course, users should be comfortable with using and customizing 
the Outlook 365 interface, creating and sending messages, managing contacts, 
using the calendar, managing tasks, and working with notes. 

PREREQUISITES 

This course assumes the user understands the basics of using a Windows-based 
computer. Students should be comfortable using the keyboard, mouse, and Start 
menu. Understanding and experience with printing and using a web browser is an 
asset, but not required. No previous experience with other versions of Outlook is 
necessary. 

WHAT YOU'LL LEARN 

¶ Getting Started with Outlook 365 

¶ Composing Messages 

¶ Reading and Responding to Messages 

¶ Managing Your Messages 

¶ Managing Your Calendar 

¶ Managing Your Contacts 

¶ Working with Tasks and Notes 

¶ Customizing the Outlook Environment 
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COURSE OUTLINE 

1. Getting Started with Outlook 365 
2. Navigate the Outlook Interface 
3. Perform Basic Email Functions 
4. Use Outlook Help 
5. Composing Messages 
6. Create an Email Message 
7. Check Spelling and Grammar 
8. Format Message Content 
9. Attach Files and Items 
10. Enhance an Email Message 
11. Manage Automatic Message Content 
12. Reading and Responding to Messages 
13. Customizing Reading Options 
14. Work with Attachments 
15. Manage Your Message Responses 
16. Managing Your Messages 
17. Manage Messages Using Tags, Flags, and Other Commands 
18. Organize Messages Using Folders 
19. Managing Your Calendar 
20. View the Calendar 
21. Manage Appointments 
22. Manage Meetings 
23. Print Your Calendar 
24. Managing Your Contacts 
25. Create and Update Contacts 
26. View and Organize Contacts 
27. Working with Tasks and Notes 
28. Create Tasks 
29. Manage Tasks 
30. Manage Notes 
31. Customizing the Outlook Environment 
32. Customize the Outlook Interface 
33. Create and Manage Quick Steps 
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MICROSOFT OUTLOOK 365: PART 2  (CODE:44522) 

By the end of this course users should be comfortable in configuring advanced 
message options, using advanced message management options, managing 
activities using tasks and calendars, managing and sharing contacts, sharing your 
workspaces with others, managing Outlook data files and accounts, and managing 
email security. 

Outlook is Microsoft’s powerful and easy-to-use personal information 
management program. This new version of Outlook incorporates some new 
features and connectivity options in efforts to make managing your email and 
personal information easier than ever. 

This course is intended to help all users get up to speed on the different features 
of Outlook and to become familiar with its more advanced selection of features. 
We will cover how to configure advanced message options, use advanced message 
management options, manage activities using tasks, and calendars, manage your 
contacts, share your workspaces with others, manage Outlook data files, and 
understand email security management. 

Most of the features Microsoft incorporated in Office 2019 already exist in Office 
365. Office 365 is a great solution for those looking for Office 2019 Training. 

IS THIS THE RIGHT COURSE? 

This course assumes the user has completed or has an understanding of the 
materials covered in the first part of the Microsoft 365 Outlook courseware, 
including: 

¶ Getting started with Outlook 365 

¶ Composing messages 

¶ Reading and responding to messages 

¶ Managing your messages, calendar, and contacts 

¶ Working with tasks and notes 

¶ Customizing the Outlook environment 

WHO SHOULD ATTEND? 

This course is intended to help all users get up to speed on the different features 
of Outlook and to become familiar with its more advanced selection of features.  
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PREREQUISITES 

This course assumes the user has completed or has an understanding of the 
materials covered in the first part of the Microsoft 365 Outlook – Part 1 

WHAT YOU'LL LEARN 

¶ Configuring Advanced Message Options 

¶ Advanced Message Management 

¶ Advanced Calendar and Task Management 

¶ Advanced Content Management 

¶ Sharing Workspaces with Others 

¶ Managing Outlook Data Files 

¶ Managing E-mail Security 

COURSE OUTLINE 

1. Configuring Advanced Message Options 
2. Insert Advanced Characters and Objects 
3. Modify Message Settings, Properties, and Options 
4. Use Automatic Replies 
5. Advanced Message Management 
6. Sort Messages 
7. Filter Messages 
8. Organize Messages 
9. Search Messages 
10. Manage Junk Mail 
11. Manage Your Mailbox 
12. Advanced Calendar and Task Management 
13. Manage Advanced Calendar Options 
14. Manage Additional Calendars 
15. Manage Meeting Responses 
16. Assign and Manage Tasks 
17. Advanced Contact Management 
18. Edit an Electronic Business Card 
19. Manage Advanced Contact Options 
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20. Forward Contacts 
21. Export Contacts 
22. Sharing Workspaces with Others 
23. Delegate Access to Mail Folders 
24. Share Your Calendar 
25. Share Your Contacts 
26. Using Microsoft 365 Groups 
27. Managing Outlook Data Files and Accounts 
28. Back Up Outlook Items 
29. Change Data File and Account Settings 
30. : Managing E-mail Security 
31. Configure E-mail Message Security Settings 
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MICROSOFT OUTLOOK 2016/2019 - LEVEL 1 / INTRO (CODE:44533) 

Learn how to use Outlook 2019 to manage email communications, contact 
information, calendar events, tasks, and notes. 

Microsoft Outlook is integrated information management software. Students will 
learn how to use Outlook 2019 to manage their email communications, contact 
information, calendar events, tasks, and notes. 

PREREQUISITES 

Before taking this course, students should be familiar with Windows and basic MS 
Office skills. 

WHAT YOU'LL LEARN 

Upon completion of the course, participants will be able to accomplish the 
following:  

¶ Customize command sets 

¶ Configure mail accounts 

¶ Set global options 

¶ Perform advanced searches 

¶ Apply filters to intercept mail and control spam 

¶ Create rules to automate many management tasks 

¶ Work with calendars and contacts 

¶ Manage tasks 

¶ Protect data with archiving data files 

¶ Share and delegate access to your workspaces 

COURSE OUTLINE 

1. Getting Started with Outlook 2019 
2. Navigate the Outlook Interface 
3. Work with Messages 
4. Access Outlook Help 
5. Formatting Messages 
6. Add Message Recipients 
7. Check Spelling and Grammar 
8. Format Message Content 
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9. Working with Attachments and Illustrations 
10. Attach Files and Items 
11. Add Illustrations to Messages 
12. Manage Automatic Message Content 
13. Customizing Message Options 
14. Customizing Reading Options 
15. Track Messages 
16. Recall and Resend Messages 
17. Organizing Messages 
18. Mark Messages 
19. Organize Messages Using Folders 
20. Managing Your Contacts 
21. Create and Edit Contacts 
22. View and Print Contacts 
23. Working with the Calendar 
24. View the Calendar 
25. Create Appointments 
26. Schedule Meetings 
27. Print the Calendar 
28. Working with Tasks and Notes 
29. Create Tasks 
30. Create Notes 
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VISIO BASIC LEVEL - ONE DAY (CODE: 44720) 

PREREQUISITES 

To ensure your success, you will need to be familiar with using personal computers 
and proficient in using Windows to access programs, navigate to information 
stored on the computer, and manage files and folders. 

COURSE OVERVIEW 

From the earliest eras of human existence, visual images have been used to 
represent knowledge, data, and information. Beginning with the Paleolithic cave 
paintings and continuing to today’s most complex computer networks, these 
images leverage the ability of the human brain to rapidly perceive patterns and 
trends from visual representations. 

In today’s workplace, visual diagrams are an essential part of communication, from 
road maps to sales flows to process charts. Microsoft® Visio® provides you with an 
intuitive, customizable tool to easily create a professional-looking visual product by 
using its extensive gallery of shapes. By following the exercises in this course, you 
will create visually engaging diagrams, maps, and drawings, using graphical 
elements to make information easier to comprehend. 

VISIO BASIC TOPICS 

1. Get Started with Visio  
2. What is Visio? 
3. Get started and tour the UI 
4. Open files and adjust the UI 
5. Modify the Ribbon and Quick Access toolbar 
6. Select view options 
7. Create Connected Diagrams 
8. Use SmartShapes from a stencil 
9. Arrange the top four SmartShapes on a stencil 
10. Connect shapes manually  
11. Insert and delete connected SmartShapes 
12. Organize SmartShapes with Auto Align & Space 
13. Rearrange connected diagrams with Re-Layout  
14. Add Additional Objects to Diagrams 
15. Insert text-related objects 
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16. Insert foreground and background  
17. Insert graphics 
18. Insert containers and callouts 
19. Insert hyperlinks 
20. Format Objects and Text 
21. Using Themes 
22. Format Text 
23. Format Shape Fills  
24. Format Shape Lines 
25. Show and Hide Visual Elements 
26. Show Hide Ruler, Grids, Guides and Page Breaks 
27. Use visual aids and snap & glue settings 
28. Show and Hide Task Panes 
29. Work with windows in Visio  
30. Publish Diagrams to Various Outputs 
31. Print Diagrams 
32. Publish a diagram to PDF 
33. Save diagrams to JPG or GIF files 
34. Save diagrams to the web using HTML 
35. Working with Layers 
36. How adding smart shapes can create layers 
37. Create, Remove and Assign to layers 
38. Manage Layer settings 
39. Work with Themes 
40. The difference between themes and styles 
41. Apply themes, colors, and effects 
42. Block themes from SmartShapes 
43. Create custom theme colors 
44. Create Organizational Charts 
45. Insert a top-level exec SmartShape 
46. Add manager sub-shapes 
47. Add other sub-shapes 
48. Define alternate layouts for subordinates 
49. Reorder team members 
50. Add team frames to a diagram 
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51. Create dotted line report indicators 
52. Use multiple and three-position SmartShapes 
53. Add employee pictures 
54. Use synchronized copies to break down structure 
55. Expand and collapse reporting structure views 
56. Import data with the Org Chart Wizard 
57. Publish organizational charts 
58. Create Brainstorming Diagrams  
59. Understanding Brainstorming diagram structure 
60. Add Sub-topics 
61. Edit topic text and placement 
62. Edit topics in the outline window 
63. Customize topic shape design 
64. Change the diagram Style and Layout 
65. Send data to Microsoft Word 
66. Send data to Microsoft Excel 
67. Create Timelines 
68. Add and configure a timeline shape 
69. Add milestones to a timeline 
70. Deal with text collisions 
71. Add intervals to a timeline 
72. Add markers and indicators to a timeline 
73. Create and adjust the expanded timeline 
74. Format timelines 
75. Share your timeline in the cloud 
76. Create Calendars 
77. Create a monthly calendar 
78. Add appointments and events 
79. Customize the calendar 
80. Add additional months 
81. Create other calendars 
82. Import calendar data from Microsoft Outlook 
83. Add a Title and other information 
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VISIO 2016 LEVEL 2 & 3 - ONE DAY (CODE: 44735) 

PREREQUISITES 

To ensure your success in this course, you should have the ability to create basic 
workflows and other common diagram types in Visio.  

COURSE OVERVIEW 

Microsoft Visio stands out among similar applications because of its unique ability 
to draw a wide variety of diagrams, flowcharts, workflows, and organization 
structures—anything that can be represented by shapes connected by lines. Most 
importantly, these shapes can be rearranged and with corresponding lines 
remaining intact. Visio has improved over the years as features common among 
Microsoft® Office applications have been added. Today, Visio is well integrated 
with other members of the Office family as well as Microsoft's cloud-based 
services. This greatly enriches the sharing and publishing of Visio drawings. 

VISIO LEVEL 2-3 TOPICS 

1. Designing Advanced Plans and Diagrams 
2. Create a Microsoft Account and Log in to Visio 
3. Build Advanced Plans 
4. Build Advanced Diagrams 
5. Enhancing the Look of Drawings 
6. Use 3-D Shapes 
7. Work with Shape Styles 
8. Define Shape Styles 
9. Apply Backgrounds, Borders, and Titles 
10. Working with Custom Shapes, Stencils, and Templates 
11. Create Simple Custom Shapes 
12. Create Custom Stencils 
13. Create Custom Templates 
14. Connecting Drawings to External Data 
15. Make an Organization Chart from an Excel Spreadsheet 
16. Generate a Pivot Diagram from an Excel Spreadsheet 
17. Create a Gantt Chart from a Project File 
18. Create a Timeline from a Project File 
19. Connect a Map to an Access Database 
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20. Leveraging Development Tools 
21. Create Macros 
22. Work with Floorplan Diagrams  
23. Create a floorplan diagram 
24. Set the drawing scale 
25. Create the floorplan shell  
26. Add other structural elements 
27. Add dimensions 
28. Add furniture 
29. Modify Shape Sheets 
30. Build Advanced Shapes 
31. Use Wireframes to Create Prototype Diagrams 
32. Explore wireframe diagram stencils 
33. Add dialog elements and other controls 
34. List shapes used in a diagram 
35. Sharing Drawings 
36. Save and Share Drawings with OneDrive 
37. Review Drawings 
38. Insert Drawings into Other Office Files 
39. Export Drawings 
40. Print Drawings 
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BUILD YOUR OWN CUSTOM COURSE BY SELECTING TOPICS  (CODE:66000) 

You can customize your Excel course the way you like by selecting from a list of 
topics. The selected topics will be approved to fit in one day training. 

PREREQUISITES 

Let your clients evaluate their current knowledge and select the topics (4-5) they 
want to learn 

LIST OF TOPICS TO SELECT FROM 

1- Navigation in Excel Worksheets and workbooks 
2- Methods of Entering Data in Excel 
3- Graphic representation of your data by creating Charts 
4- Concept of Calculations in Excel 
5- Save time by using Shortcuts 
6- Sorting and Filtering 
7- Conditional Formatting basics 
8- Advanced Conditional Formatting 
9- Pivot Tables for beginners 
10- Advanced Pivot Tables tips and Tricks 
11- Naming Cells and Ranges 
12- Data Validation Basic to Advanced 
13- Financial Functions 
14- Logical Functions 
15- Lookup Functions 
16- Date and Time Functions 
17- Text Functions 
18- Comparing Lists 
19- Extracting Records 
20- The Summarising Tools in Excel 
21- What-If Analysis 
22- Recording Macros 
23- Getting External Data (Power Query) 
24- Creating a Data Model (Power Pivot) 
25- Integrating Excel in MS Word or PowerPoint 
26- Using Excel Data for Sending Emails 
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27- Extract a List of Sheet names 
28- Combining multiple worksheets 
29- Combining multiple workbooks 
30- Creating a month Calendar (PQ) 
31- Creating a Year Calendar (DA) 
32- Productivity Tips and Tricks 
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EXCEL FOR JOB PROMOTION OR JOB INTERVIEW (CODE:66500) 

Excel knowledge is highly beneficial for job promotions and interviews. It 
showcases your ability to manage data, analyze information, solve problems, and 
contribute to overall organizational efficiency. Being proficient in Excel can set you 
apart from other candidates and increase your chances of securing a job or earning 
a promotion. 

IS THIS THE RIGHT COURSE FOR YOU? 

Excel knowledge is highly valuable for job promotions and job interviews across 
various industries and roles.  

This course is customized according to client needs (Job Interview or Job 
Promotion) and according to current knowledge of participants and the industry of 
the company you are applying for. 

Select the goals you want to achieve by attending this course and we will set the 
topics for you. 

YOU CAN DEVELOP YOUR KNOWLEDGE IN ANY OF THESE AREAS:  

1- Data Management: Excel is widely used for managing and organizing data. It 
allows you to input, manipulate, and analyze data efficiently. Demonstrating 
your ability to handle large datasets, create formulas, and use functions 
effectively showcases your data management skills. 

2- Reporting and Analysis: Excel offers powerful tools for generating reports, 
creating charts, and performing data analysis. Being proficient in Excel 
enables you to extract insights, identify trends, and present data in a clear 
and visually appealing manner. These skills are highly sought after by 
employers. 

3- Efficiency and Productivity: Excel skills can significantly enhance your 
efficiency and productivity in the workplace. Knowing how to use shortcuts, 
create templates, and automate repetitive tasks can save time and 
streamline workflows. Employers value individuals who can optimize 
processes and deliver results efficiently. 

4- Financial Analysis: Many roles require financial analysis and modeling. Excel 
provides a range of financial functions and tools that can be used for 
budgeting, forecasting, and financial reporting. Proficiency in Excel 
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enables you to work with financial data effectively and make informed 
decisions.  

5- Problem Solving: Excel is a versatile tool that can be used to solve a wide 
range of problems. It allows you to perform complex calculations, create 
scenarios, and perform "what-if" analyses. Strong Excel skills demonstrate 
your analytical thinking and problem-solving abilities. 

6- Collaboration: Excel is often used for collaborative projects and data sharing. 
Understanding how to organize and structure data in Excel sheets, apply 
filters, and share workbooks can enhance collaboration within teams. 
Employers value individuals who can effectively work with others and 
contribute to team efforts. 

7- Adaptability: Excel is a standard software used in many organizations, 
regardless of industry or department. Possessing Excel skills showcases your 
adaptability and ability to work with common business tools. This versatility 
is highly beneficial for job promotions and interviews. 

8- Demonstrating Technical Competence: Proficiency in Excel signals your 
technical competence and ability to leverage technology for productivity and 
analysis. Employers often look for candidates who can demonstrate 
proficiency in widely used software, including Excel. 
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COACHING SESSIONS (CODE:77000) 

Coaching sessions in Excel for small groups of clients who want to learn about 
specific Excel topics in a live session can be highly beneficial. Here are some reasons 
why coaching sessions are important in this context: 

1- Personalized Learning: Coaching sessions provide a personalized learning 
experience. Clients can interact with the instructors and ask questions 
specific to their needs. This allows for tailored guidance and ensures that 
clients are able to grasp the concepts at their own pace. 

2- Targeted Knowledge Transfer: Coaching sessions focus on addressing 
specific Excel topics. This targeted approach enables clients to receive in-
depth knowledge about the subject matter they are interested in. They can 
learn practical skills and techniques relevant to their work or personal 
requirements. 

3- Interactive Learning: The interactive nature of coaching sessions fosters 
engagement and participation. Clients can actively engage with the 
instructor, ask questions, and seek clarification. This interactivity promotes 
a deeper understanding of Excel concepts and encourages practical 
application. 

4- Adjusted Pace of Delivery: Coaching sessions allow for the adjustment of the 
pace of delivery based on the clients' learning capabilities. Instructors can 
gauge the participants' understanding and adapt the session accordingly. 
This flexibility ensures that clients can absorb the material effectively and 
prevents them from feeling overwhelmed or bored. 

5- Immediate Feedback and Support: Coaching sessions provide the 
opportunity for immediate feedback and support. Clients can receive real-
time guidance and clarification on their questions or doubts. Instructors can 
offer personalized advice, point out common mistakes, and provide 
suggestions for improvement. 

6- Networking and Collaboration: Small group coaching sessions create a 
collaborative learning environment. Clients can interact with fellow 
participants, share their experiences, and learn from each other's 
perspectives. This networking aspect can be valuable as it fosters a sense of 
community and enables knowledge sharing beyond the instructor's 
expertise.  
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7- Practical Application: Coaching sessions often emphasize practical 
application of Excel skills. Instructors can provide real-world examples, case 
studies, and hands-on exercises to reinforce learning. Clients can apply what 
they have learned immediately and gain confidence in their ability to use 
Excel effectively. 

Overall, coaching sessions in Excel offer a dynamic and interactive learning 
experience that is tailored to the specific needs of clients. They provide an 
opportunity for personalized guidance, targeted knowledge transfer, and practical 
application, resulting in enhanced Excel skills and increased proficiency. 

HOW DOES IT WORK? 

You book a full day training with one of our highly qualified instructors. The full day 
is divided into 6 coaching sessions, each of 50 minutes (with 1 hour lunch break). A 
separate online meeting is created for each session. Meeting link is shared with the 
session participants (1-3 clients). 

Participants join the meeting on the scheduled time and ask about the topic (s) they 
want to learn in the time frame specified. Exercise files will be shared in the 
meeting. 

 


