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1. Getting Started

e |ntroduction to Microsoft Word.
e Starting Word and creating a new document.

e Opening, saving, and closing documents.

e Navigating the Word interface (Quick Access Toolbar, etc.).

2. Basic Text Editing

e Typing and deleting text.
e Selecting text (individual characters, words, paragraphs).

e Copying, cutting, and pasting text.

e Using undo and redo.
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3. Formatting Text

e Changing font type, size, and color.

e Bold, italicize, and underline text.

e Aligning text (left, center, right, justified).

e Line spacing and paragraph spacing.

e Applying bullets and numbering.

b?:' Hyphenation ~

4. Page Layout

e Page margins and orientation (portrait vs. landscape).

Page Setup

e Setting page size.

e Adding page breaks.
Headers and footers.

Page numbering.
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5. Document Structure

e Creating and formatting headings (using styles).

e Adding a table of contents.

D

e Using styles for consistent formatting. o
e Inserting and formatting lists. JE Table Pictures Ehapfﬂ: lcons
ah: L w L 2
. . Tables Insert Picture From
6. Working with Images :
5 __';, This Device.,.,
Inserting pictures and graphics. . _ _

al - . —_'IE' COnline Pictures...

e Resizing and moving images. R o

e Wrapping text around images.

e Adding captions to images.
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e Creating and formatting headings (using styles).

e Adding a table of contents.

Page ~ Page Break
Pages Insert Table ins . Add-ins

e Using styles for consistent formatting.
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e |nserting and formatting lists.

8. Spell Check and Proofreading

InEEeNen

4 ID Insert Table... I

Ei Draw Table

Insert Table

" I—_|El Excel Spreadsheet Table size

B Quick Tables 3

e Running spell check.

Mumber of columns: 35

Mumber of rows:

e Using the thesaurus.

AutoFit behavior

e Tracking changes and commenting.
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e Print preview.

e Setting print options.

e Printing documents.

Print to PJ

-
ﬁ Create a py

Save As

ﬂ OneDrive - Contoso

10. Saving and Sharing

e Saving in different formats (e.g., .docx, .pdf).

y Documents
Downloads

e Sending documents via email.

[&] Pictures

m Videos

e Collaborating on documents (OneDrive or SharePoint). i 05 (C)

e Mew Yolume (D]

Mew Volume (E:)

File name:
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1. Shortcuts and Efficiency Tips

e Keyboard shortcuts for common tasks.

e Using find and replace. Mll: ITJE-IZI-ft Wt:l l'd
e AutoCorrect and AutoText features. 5 h ortcut HEFE

CTRL & SHIFT ¢ C =Capy Formate
TRL + SHIFT + D = Doubde Undarlins toxt
CTRL # SHIFT + E = Track changes

LTRL + SHIFT + F = Chango tho fond
i:TREL + EHIFT + rfue HOME  INSERT  DESIGN

12. Customization

PAGE LAYOUT REFEREMCES MAILIMNGS REVIEW

® CUStomiZing the Ribbon and Quick CTAL + SHIET + -"-D X Cut e R e P
== = T Add Group to Quick Access Toolbar = '
A Toolb CTAL + SHIFT +| st S === 2-:
Ccess OO ar. I::;_TF.:L -I- !'_1'.""': T I- Clipboard Show Quick Access Toolbar Below the Ribbon Paragraph

Customize the Ribbon...

e Creating templates for consistent

Collapse the Ribbon

document formatting.

e Setting default font and paragraph \Q\i\\§\

styles.
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1. Getting Started

e |ntroduction to Microsoft Excel.

e Starting Excel and creating a new workbook.
e Understanding the Excel interface (Ribbon, cells, N S T S S . -

rows, columns).

2. Entering Data

e Typing and editing data in cells. M S Excel WorkbOOk

e Data types (text, numbers, dates).
e Using basic formatting (font size, bold,

italic, etc.).
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e Understanding cell addresses (e.g., Al, B2).

b4

e Relative vs. absolute cell references.

AN\

Basic Excel Formulas

- 4. Basic Formulas and Functions

mH

— 4 Engineesing ¢ COUNTA
Lookup & Math & E NT{valuet,valu
Reference~ | Trig= [@ Cube ¥ COUNTBLANK el =2
¢ TR IiFmrabian & COUNTIF ks

|=LEN|[| |

ur t i LENuext]/ : ; —
vl pii— % * Creating simple formulas (e.g., addition,
: | SUM | ';;:Jjj:b-'“ ﬂ g a 3 3 3 R e e
—uE - subtraction, multiplication, division).

~OUNTIF
—MlNd :MAXI: i Enumh f mpl‘ ells

N e L | S e Using common functions (SUM, AVERAGE,
. (@) Tell me

e%»w.ustmtmju M AX, M I N ).

e AutoSum and AutoFill.
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Formulas Data

5. Formatting Cells

== = General
m ==H- $-%

=
e Changing number formats (currency, percentage, TelE- oA [E=9 98 V%

Clipboard Alignment w'  MNumber

Cell alignment and text wrapping. Testeall |

Applying cell borders and shading.

-)|:| HH il B H I Il I I A
eets~ Cells> | 2Sheets Multzlzj:zetsmrkhmks - - 6. Ma nqglng WorkSheets
E | F | &6 | W |1 | 0k | s g g ;
S L el % e Adding, renaming, and deleting
Raspberry $4.09 3% §3.97
Mulberry $3.99 5% $3.79 % WorkSheets.
Kiwi fruit $2.19 1% $217
Gooseberry 52.99 2% 52.93 i A
Cranber s s e Navigating between worksheets.

Blueberry $2.39 1% §2.37
h e s e Moving and copying worksheets.
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/. Data Management

e Sorting data.
e Filtering data.

e Removing duplicates.

[-] E
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8. Charts and Graphs

e Creating simple charts (e.g., bar charts, pie

charts).

e Formatting charts.

e Adding chart titles and labels.
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9. Basic Data Analysis

Microsoft Excel

Analyze
statements. Data

e Using the IF function for conditional

e Creating basic pivot tables.

e Sorting and filtering data in pivot ‘

tables.
e “ 10. Printing and Page Setup
'%! Copies: 5 =
o e Print preview.
I e Setting print options.
[ goeoeeshess . £ £ :
o e Adjusting page layout and orientation.
EE 55 133 121
rl Portrait Orientation
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11. Saving and Sharing

e Saving workbooks in different formats (e.g., .xlsx,

.CSV).

e Sharing workbooks via email or cloud storage.
e Protecting worksheets and workbooks with

passwords.

8
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19
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23
24
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27

28

20
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Apply currency format

Apply percent format

Apply scientific format
e ——————

Apply date format

Apply time format

Apply number format
e ———————————————
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Save As
Save A /i
B .. é Z
7
[ Rename é Z
‘ — Download a Copy ‘
"

L
Ctri

12. Keyboard Shortcuts

e Common keyboard shortcuts for efficiency.

3
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1. Getting Started

(i @  VanArsdel Proposal - Saved v L Search (Alt + Q)
e Introduction to Microsoft PowerPoint. D
e Starting PowerPoint and creating a new
Click to add title

presentation.

. . . Click to add subtitle
e Understanding the PowerPoint interface

2. Slides and Layouts

@ VanArsdel_Proposal - Saved v L se

Filee Home Insert Design Transitions Animations Slide Show Review View

e Creating and deleting slides. Ov Plv & | v B BEv @ | AtosBody) v 11 v/

e Applying different slide layouts (title

slide, content slide, etc.).

e Rearranging slides.
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3. Adding and Formatting Text

e Typing and editing text in placeholders.
e Formatting text (font size, color, style).

e Using bullet points and numbering.

4. Adding and Formatting Images

e |nserting images and graphics.
e Resizing and moving images.
e Applying basic image formatting

(brightness, contrast, etc.).
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5. Slide Transitions

Home Insert LU Transitions Animations Slide Show

=0 . . . '
_ U, = o
e Adding slide transitions for visual effects. Nane Cut Fade push . wiee
e Adjusting transition speed and timing. | Subtie
\ ‘ - I= +
| —y  * | .
| Meng St Fade Push Wig
6. Animations o
. . . e Q) |
e Adding entrance, exit, and emphasis * ok ow w K ok ® k  #
: : . N "
anhimations to objects. T, K ‘Qf ik
e @
° AdJUSting animation Settings' Pulse Color Pulse Teeter Spin Gru:uw;‘gl:lrink Desa:rate Dartn Lighten  Transpa
k k’ k k a A u B B

Object Color Compleme..  Line Color Fill Color Brush Color Font Color Underline Bold Flash Bold Re

A
Wave
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7. Adding Shapes and Objects

e |nserting shapes, lines, and text boxes.
e Formatting shapes and objects (color,
outline, etc.).

e Grouping and ungrouping objects.

8. Desigh Themes and Templates

e Applying designh themes and templates
for consistent formatting.

e Customizing themes and backgrounds.
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Shide Show Review View

I I &l Store
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9. Adding Speaker Notes

e Adding and viewing speaker notes for

: R 5
presenter guidance. Steps | 2 momai :
 Printing notes pages for reference. f
Y y
o o
10. Saving and Exporting Save As
(D) Recent ‘I E5 Documents > PowerPoint Slides
& OreDrive - Coletta Teske h%gg:;‘::l“m”"ﬁ””h‘““"”‘“""’“9’ - || (@ save

Colefa@ooletal ke Com
Wi didn’t find anything to show here.

e Saving presentations in different formats

@ Sites - Coletta Teske
coletta@colettateske.com

(e.qg., .pptx, .pdf).

e Exporting slides for online sharing or

printing.
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1. Slide Show Presentation

e Starting a slide show from the beginning or 3

Texlahoma High School .
Tirvigr Touigh! H it e

a specific slide.
e Navigating through slides during a

presentation.

e Using the Presenter View (if available).

Printer Properties

12. Printing Slides Settings
IE Print All Slides .
Print entire presentation

e Printing slides, handouts, and notes Slides

IE- Print All Slides

Print entire presentation

pages.
e Setting print options.

Iﬁli Print Selection
L_—__—l— Only print the selected slides

— Print Corrent Shde
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GOT
QUESTIONS?

Reach out.

+97150100 4958

info@dgtrainingland.ae

O

Office 1404, Al Shafar Tower 1,
Barsha Heights, TECOM. Sheikh
Zahed Road

+97150 100 4958
info@dgtrainingland.ae
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