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View Public Dates

2 Days

Accessible from any
Location on any Device

Certificate of Attendance

ABOUT THE COURSE

Classroom: R4,950 Excl. VAT Virtual Training: R4,500 Excl. VAT

TThis two-day short course in Microsoft Office is designed to enhance participants’ proficiency with key
Office applications, including Word, Excel, and PowerPoint. The course provides practical, hands-on
training to help users leverage the full capabilities of Microsoft Office to improve their productivity and
efficiency.

Participants will start with a comprehensive introduction to Microsoft Word, learning to create and format
professional documents, collaborate with others using features like track changes, and automate tasks
with mail merges. The course will then delve into Microsoft Excel, where attendees will master both basic
and advanced functions, data analysis techniques, and automation with macros. Finally, the course will
cover Microsoft PowerPoint, focusing on designing impactful presentations, using multimedia elements,
and delivering presentations effectively.

Throughout the course, participants will also learn how to integrate Office applications to streamline
workflows and collaborate seamlessly using OneDrive. By the end of the course, attendees will be
equipped with practical skills to manage documents, analyze data, and create compelling presentations,
enhancing their ability to perform effectively in a variety of professional settings.
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WHAT WILL
YOU LEARN

» Microsoft Word
Creating and formatting professional documents
Using styles, themes, and templates for consistent formatting
Inserting and managing tables, images, and hyperlinks
Collaborating with track changes and comments
Performing mail merges for personalized communication
» Microsoft Excel

o Using basic and advanced formulas and functions
Formatting data and creating charts and graphs
Analyzing data with sorting, filtering, and conditional formatting
Working with PivotTables and Pivot Charts for data analysis
Automating tasks with macros
» Microsoft PowerPoint
Designing and customizing presentations
Adding and formatting text, images, and multimedia elements
Using themes, transitions, and animations to enhance presentations
Delivering effective presentations and managing slide shows
» Integration and Collaboration

o Sharing and collaborating on documents via OneDrive

o Integrating Office applications for seamless workflows

o Best practices for managing and organizing files across applications
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Target Audience

Administrative Assistants
Office Managers
Executives and
Assistants

Project Managers

Data Entry Clerks
Marketing Professionals
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PROGRAM AGENDA

Day 1
Introduction to Microsoft Office
» Overview of the Microsoft Office suite
» Navigating the Office interface and basic features
Microsoft Word
o Creating and formatting documents
» Using styles and themes for consistent formatting
 Inserting and editing tables, images, and hyperlinks
» Utilizing track changes and comments for collaboration
o Advanced features: Mail Merge and templates
Microsoft Excel
 Introduction to Excel interface and workbook basics
 Using basic formulas and functions (SUM, AVERAGE, COUNT)
o Formatting cells and ranges for readability
e Creating and customizing charts and graphs
» Basic data analysis tools: sorting, filtering, and conditional formatting
Day 2
Advanced Microsoft Excel
o Working with complex formulas and functions (VLOOKUP, IF statements)
» Using PivotTables and PivotCharts for data analysis
 Introduction to data validation and drop-down lists
o Automating tasks with macros
Microsoft PowerPoint
o Creating and designing presentations
» Using themes and templates to enhance slides
» Adding and formatting text, images, and multimedia elements
 Utilizing transitions and animations for effective presentations
» Tips for delivering impactful presentations and managing slide shows
Integration and Collaboration
» Sharing and collaborating on documents using OneDrive
« Integrating Office applications for seamless workflows (e.g., linking Excel data in Word and
PowerPoint)
» Best practices for managing and organizing files
Wrap-Up and Q&A
» Recap of key concepts covered in the course
 Interactive discussion and addressing participant questions
» Additional resources and next steps for further learning
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Features of
this Course

ey SHORT COURSE
V anytocair TRAINING FORMATS

«Intensive Sessions
Public training is the ideal choice to develop a
specific skill, and it gives employers the opportunity
to pre-plan staff training in advance. Every month, we
pre-schedule various short courses for the public.

Meet Workplace
Demands

Skills Directly
Applicable in the
Workplae

Have a group of delegates and want a tailored
organisation-specific training solution? Onsite training
is the perfect choice! We can customise your staff
training to meet your organisation’s needs on a date

and at a venue that suits you.

BENEFITS OF THIS SHORT COURSE
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SIGN UP NOW

SIGN UP NOW AND
SECURE YOUR PLACE

1.Register Online - www.zoneups.com

2.Select the training you prefer and the date you would
like to attend.

3.Fill in the registration form.

4.Choose your payment method and finalize the
booking.

OR

Request a Quotation
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Get In Touch

O o0 0850918 www.zoneups.com () 405 Cliff Ave, Waterkloofridge, Pretoria


https://zoneups.com/
https://zoneups.com/contact-us/

