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Introduction

The objective of this course is to learn Microsoft WORD and PowerPoint.

Outline

1. Word - Sharing and Maintaining Documents<br>[]

2. Word - Formatting Content<br>[

3. Word - Applying Page Layout and Reusable Content<br>[]

4. Word - Proofreading documents<br>[]

5. Word - Applying References and Hyperlinks<br>[]

6. Word - Performing Mail Merge Operations, Managing Macros and Forms<br>[]

7. PowerPoint - Managing the PowerPoint Environment, Creating a Slide Presentation<br>[]

8. PowerPoint - Working with Graphical and Multimedia Elements, Creating Charts and Tables<br>[]
9. PowerPoint - Applying Transitions and Animations, Collaborating on Presentations<br>[]

10. PowerPoint - Preparing Presentations for Delivery, Delivering Presentations

Prerequisite

none
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