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COURSE OUTLINES

MS OFFICE 2007 COURSE CONTENTS
MS Word 2007
Learning outcomes:

At the end of the course the participant will be able to:
· Explore the components of the results-oriented interface of the Word environment

· Use the tools available in Word 2007 to create professional-looking documents

· Finalize and secure a document

· Insert Pictures and Clip Art

· Work with Tables, Import and Export data between Files
· Proofing a Document
· Save, Protect and Print documents 

· Mail Merge

· Index and Cross Reference in Word documents
· Automate your Correspondence
· Publishing Word Documents on the Web
Pre-requisite:

Knowledge of basics of Word, including how to create, edit, format, and print basic word documents
Course Contents:

· Exploring the Word Environment 

· Explore the User Interface 

· Work With the Ribbon 

· Work with Contextual Tabs 

· Use the Word Galleries 
· Customize the Word Interface
· Creating Professional-Looking Documents 

· Apply Styles 
· Apply Document Themes 
· Add Building Blocks 
· Work with Illustrations 
· Build an Equation 
· Add Citations and a Bibliography
· Finalizing Documents 

· Compare Reviewed Documents
· Inspect Documents 
· Apply Digital Signatures 
· Save a Document
· Inserting Pictures and Clip Art

· Create Section Breaks

· Create Multiple Column Documents

· Mail Merge

· Creating the Main Document

· Creating the Data Source

· Merging the Documents

· Protecting Documents
· Track Changes

· Password protection

· Use Text and Language Tools such as Auto Correct, Auto Text, Change Case

· Spelling & Grammar, Thesaurus, Find & Replace Text

· Work with Tables - Create and Modify, Format, Add Calculations

· Compare and Merge Documents

· Auto Summarize

· Version Control

· Work with Tools that made Documents easy to use

· Create Bookmarks & Cross references

· Create Index & Table of Contents
· Work with Templates

· Use Word Templates to create documents

· Create Custom Templates
· Formatting Documents Automatically
· Checking Grammar
· AutoCorrect Feature

· Using Letter Wizard

· Publishing Word Files on the Web

· Adding Links to your Web Page
· Adding Multimedia Features

MS Excel - 2007
Learning outcomes:

At the end of the course the participant will be able to:
· Explore the new and enhanced Microsoft Office Excel 2007 environment

· Organize data in Excel worksheets using enhanced tables and table formats

· Analyze Excel data by applying enhanced conditional formatting

· Generate specific information using the sort and filter options

· Present Excel data using enhanced charts and illustrations

· Work with the enhanced options of PivotTables and PivotCharts for conducting selective analysis.
· Maintain an Excel Database

· Sorting and Filtering Data

· Using Workbooks for Larger Project

Pre-requisite:

Knowledge of basics of Excel, including how to create, edit, format, and print basic worksheets
Course Contents: 

· Exploring the Excel Environment 

· Explore the User Interface 
· Work with the Ribbon 
· Work with Contextual Tabs 
· Use the Excel Galleries 
Customize the Excel Interface
· Organizing Data 

· Explore the Enhancements in Excel 2007 Spreadsheets 
· Insert Tables 
Format Tables
· Analyzing Data 

· Apply Conditional Formatting 
· Sort Data in a Spreadsheet 
· Filter Data in a Spreadsheet 
· Apply a Formula
· Presenting Data 

· Create Charts 

· Format Charts 

· Work with Illustrations 
· Create PivotTables and PivotCharts 
· Share Excel Charts 
· Save Data in Presentable Formats
· Working with data
· Create Cell References of different types

· Cell

· Named

· Use Functions

· Linking Data across sheets
· Source & Destination Files

· Sorting and Filtering Data within a Sheet

· Use Excel for Database management

· Database concepts

· Sorting Data

· Filtering Data

· Data Forms

· Create Pivot Tables and Pivot Charts

· Goal Seek & Scenario
· Tools for What-If Analysis

· Work with Templates
· Existing

· New
· Subtotals

· Importing External Data 

· Scenario Summary 

· Track Changes History sheet

· Using Workbooks for Larger Project
· Linking Cells in a Workgroup
· Understanding Cross References

· Linking Cells between Workgroup

MS PowerPoint 2007
Learning outcomes:

At the end of the course the participant will be able to:
· Explore the new interface components of PowerPoint and customize the PowerPoint environment
· Enhance a presentation by applying custom layouts and themes
· Create dynamic presentations by applying advanced text and graphic effects

· Insert Pictures and ClipArt, Charts

· Work with Layouts and Color Schemes
· Working with Organization Charts
· Add Slide Transitions

· Print a Presentation

· Finalize a presentation by customizing slide shows securing the presentation, and saving the presentation.

Pre-requisite:

Knowledge of basics of PowerPoint including how to create presentations.

Course Contents:

· Exploring the PowerPoint Environment 

· Explore the User Interface 

· Work with the Ribbon 
· Work with Contextual Tabs 
· Use the PowerPoint Galleries 
· Customize the PowerPoint Interface
· Enhancing the Presentation Layouts 

· Create Custom Slide Layouts 
· Work with Themes
· Creating Dynamic Presentations 

· Apply Rich Text and Typography Effects 

· Enhance Presentations with Graphic Effects 
· Enhance Table Layout 
· Work with Charts 
· Inserting Pictures and ClipArt

· Modify the visual impact of slides by adding pictures and clip arts

· Inserting Charts

· Creating Graphs and Charts

· Creating Graphical Bullets
· Working with Layouts and Color Schemes
· Creating Organizational charts and Diagrams
· Slide Transitions

· Adding Transitions and Animation

· Set Slide Timings

· Customizing

· Drawings on Slides

· Custom Animations

· Applying different Effect to Objects like Text and Clip Arts etc.

· Managing sequence of animation
· Generating custom shows
· Using rehearse Timing
· Finalizing the Presentation 

· Customize Slide Shows 
· Secure Presentations 
· Save a Presentation
MS Outlook 2007
Learning outcomes:

At the end of the course the participant will be able to:

· Understand Outlook

· Use all its Features

 Course Content:

· Understanding Outlook Features

· Outlook Items and Folders
· Configuring Outlook
· Using the Address Book(Importing, Maintaining)
· Using Inbox

· Using Calendar
· Printing Calendar

· Maintaining a Task List
· Using Notes

· Sending and Receiving Mails

· Organizing Mails 
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