
[image: C:\Users\yanny\Desktop\knowledgehub\logo\Knowledge Hub final.jpg]



	
WORKING SMART WITH MICROSOFT MODULE 2 (2 DAYS)

OBJECTIVES
At the end of the course, the participants should be able to use add-ins to analyze their data, protect confidential worksheets, link related data, audit their worksheets, use macro to automate a task and print worksheets in the format they need 

WHO SHOULD ATTEND
This Module is created for those who have some experience but want to enhance their skills in using Ms Excel & Work. The Trainees will be taught to use add-ins, worksheet protection and import or export using Excel.

METHODOLOGY
This program will be conducted with interactive lectures, Powerpoint presentation, discussions, and practical exercises

Day 1 

9.0 M – 10.30 am
Unit 1: Using Multiple Workbooks
- Using templates 
- Formatting number
- Displaying and Formatting Data
-Working with Tool Bars
-Working with Named Range
- Collaborating with Workgroups

Unit 2: Auditing a Worksheet
- Tracking changes
- Protect Worksheet
- Formula Auditing


Tea break : 10.30 am – 10.45 am


10.45 am – 12.30 pm
Unit 3: Printing Workbooks
- Define what part of the worksheet to print
- Print row and column headings or labels
   On every page
- Print with or Without cell gridlines
- Print a worksheet to fit a paper width or 
   a number of pages

Lunch : 12.30 pm – 1.30 pm

1.30 pm – 3.30 pm
Unit 4: Import & Exporting Data
- Import Data
- Export Data to Outlook
- Export data to Access
- Exercises

 Tea Break : 3.30 pm – 3.45 pm

3.45 pm – 5.00 pm
Unit 5: Data Analysis
- Using Analysis Tools
- Exercises

Day 2

9.00 am – 10.30 am
Unit 6: Customizing Tables & Charts
- Sort a Table
- Modify Table Structure
- Merge or Split Cells 
- Position Text in a Table Cell
- Apply Borders and Shading
-Perform Calculations in a Table
-Create a Chart from a Word Table
-Modify a Chart




Tea Break : 10.30 am – 10.45 am

10.45 am – 12.30 pm
Unit 7: Automating Common Tasks
- Run a Macro
- Create a Macro 
- Modify a Macro
- Customize Toolbars and Buttons
- Add Menu Items
- Exercises

Lunch : 12.30 pm – 1.30 pm

1.30 pm -3.30 pm
Unit 8: Automating Document Creation
- Create a Document Based on a Template
- Create a Document by using a Wizard
- Create or Modify a Template
- Change the Default Template Location
- Insert a Macro Button Field in a Template

Tea Break : 3.30 pm – 3.45 pm

3.45 pm – 5.00 pm
Unit 9: Performing Mail Merges
- The Mail Merge Process
- Perform a Merge on Existing Documents
- Merge Envelopes and Labels
- Use Word to Create a Data Source
- Exercises
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