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-Beginning to Use Microsoft Word

-Using Editing and Proofing Tools

-Inserting Elements to Word
Documents

-Working with Tables

-Inserting Charts, Graphics, Pictures,
and Table of Contents

-Printing Document

-Converting Word into PDF and vice
versa

-putting password in the document and
removing passwor.
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-Beginning to Use Microsoft Excel

-Entering, Editing and Formatting Data
-Formatting Numbers

-Managing Worksheets

-Modifying Rows and Columns
-Understanding Formulas
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-Designing presentation slides

-Editing and Formatting Slides, master
slides

-Animation and Effects
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