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8) e Sy t To enhance participants managerial ability to
apply different Advanced office Application
tools of Microsoft Office.

(@ ey © Ms. Word

e Introduction to the advanced text editing
e Elements of design: organizing and structuring a

document
e il R ¢ Elements of design : document and page layouts
s D\@ _??ISV e Inserting and managing graphic objects and text
[ Ao b objects
- e Mail merge tool, notes and references
s e Proofing tools and sharing options

e Macro (basic elements) and the options for saving
and printing

MS Excel
e Sort, Filter and advanced Filter
e Data Validation and Nested Dropdown list
e Charts
e Pivot Table
¢ Functions (Math)
* Functions (Text and String)
¢ Functions (Lookup)
* Functions (Logical and Statistical)
e  Macros

e et O HEE




MS Power Point
e Slide Masers and Templates
Graphical Objects
e Charts and Diagrams
« Multimedia and Animation
+ Enhancing Productivity
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