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Microsoft Word

Microsoft Excel

Microsoft PowerPoint

Bonus: Outlook, OneNote, Teams (TR AFITH)

Module 1: Microsoft Word — TFeTs &R (8 F7)
FA1-2:

Word interface <if@fof®
New/Save/Print/Export

Text formatting (Font, Paragraph, Styles)
Page layout (Margins, Size, Orientation)

FT 3-4:

e Header/Footer, Page Number
« Bullets & Numbering
o Table creation and formatting

F 5-6:

« Insert (Image, Shape, Chart, SmartArt, Hyperlink)
e Use of Templates
e Columns & Watermark

FA7-8:

« Mail Merge (Letter & Envelope)
« Proofing (Spell Check, Translate, Comments)
« Final project: Resume / Application letter / Official letter design




Module 2: Microsoft Excel — (@51 SIS 8 STHET2eT (10 Fo)

F7 9-10:

Excel interface, Workbook & Worksheet
Data Entry & Formatting
Rows/Columns Insertion & Deletion
Cell referencing: Relative, Absolute

FT11-12;

« Basic Formulas: SUM, AVERAGE, MAX, MIN, COUNT
e Logical Formulas: IF, AND, OR
o Number Formatting & Custom Formats

F13-14:

o Sorting & Filtering Data
« Conditional Formatting
« Data Validation & Drop-down lists

T 15-16:

e Charts (Pie, Bar, Line)
« Pivot Tables & Pivot Charts
o Freeze Panes, Split Windows

F17-18:

« Invoice/Salary Sheet Project
« Attendance Sheet Project
« Excel printing techniques

Module 3: Microsoft PowerPoint — 2ite 5= fC&ri3s (4 F7)

FT19-20:

« Interface & slide creation
« Themes, Slide Layouts
o Text Boxes, Images, Shapes




FT21-22:

Slide Transitions & Animations
Chart & SmartArt usage
Final Presentation Design Project

Module 4: Bonus Tools (2 )

FIT 23:

Microsoft Outlook Basics (Email management)
OneNote for Note Taking
Teams Overview (Classroom collaboration)

FIF 24:

Final Assessment / Practical Test
Certificate Instructions
Student Presentation & Feedback

Extra Materials:

Practice files & worksheets
Home assignments
Weekly quizzes

Final project presentation
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