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Microsoft Office

Course Introduction

This training course is designed to provide participants with the

basic and advanced techniques needed to use all Microsoft Office

programs.

This course will allow participants to explore the Microsoft Office

environment and create a presentation.You will acquire advanced

skills working within Microsoft Word, Excel, PowerPoint, Outlook, and

Access.
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Microsoft Office

Target Audience

Anyone looking to develop his/her professional life efficiently by

enhancing knowledge and improving the use of all Microsoft Office

programs.
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Microsoft Office

Learning Objectives

Click Here To Visit Course

Master creating and editing formulas, auditing equations, and

presenting information in charts and tables

✓

Understand how to create and format professional business

documents, including mail merges, Web pages, and interactive

forms

✓

Master creating slide presentations, including editing graphics,

formatting text and text boxes, and animating objects and

transitions

✓

Understand how to create and edit Outlook objects, such as e-

mail, meetings, tasks, and contacts

✓

Master creating and Managing databases, including creating

tables, forms, reports, and strategies for archiving data with Action

Queries

✓
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Microsoft Office

Course Outline

Day 01

 Introduction to Microsoft Excel

 Intermediate Microsoft Excel 2019

✓

Creating a Microsoft Excel Workbook✓

The Ribbon✓

The Backstage View (The File Menu)✓

Entering Data in Microsoft Excel Worksheets✓

Formatting Microsoft Excel Worksheets✓

Using Formulas in Microsoft Excel✓

Working with Rows and Columns✓

Editing Worksheets✓

Finalizing Microsoft Excel Worksheets✓

Microsoft Excel Features that Were New in 2013✓

Features New in 2019✓

Introduction to Microsoft Excel 2016 Exam✓

Advanced Formulas✓

Working with Lists✓

Working with Illustrations✓

Visualizing Your Data✓

Working with Tables✓

Advanced Formatting✓
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 Advanced Microsoft Excel 2019

Practical Application

Microsoft Excel Features that Were New in 2013✓

Features New in 2019✓

Intermediate Microsoft Excel 2019 Exam✓

Using Pivot Tables✓

Auditing Worksheets✓

Data Tools✓

Working with Others✓

Recording and Using Macros✓

Random Useful Items✓

Microsoft Excel Features that Were New in 2013✓

Features New in 2019✓

Advanced Microsoft Excel 2019 Exam✓
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Microsoft Office

Course Outline

Day 02

Introduction to Microsoft Word 2019

Intermediate Microsoft Word 2016

✓

Creating a Microsoft Word Document ✓

The Ribbon ✓

The File Tab ✓

The Quick Access Toolbar ✓

Formatting Microsoft Word Documents ✓

Editing Documents ✓

Finalizing Microsoft Word Documents ✓

Introduction to Microsoft Word 2019 Exam✓

 Advanced Formatting  ✓

 Working with Tables ✓

 Working with Images ✓

 Page Layout ✓

 Working with Illustrations ✓

 Viewing Your Document(s) ✓

 Intermediate Microsoft Word 2019 Exam✓
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Advanced Microsoft Word 2019

Working with Long Documents ✓

Reviewing and Collaborating on Documents ✓

Comparing and Combining Documents ✓

Managing Mailings ✓

Protecting Documents ✓

Random Useful Items ✓

Advanced Microsoft Word 2019 Exam✓
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Microsoft Office

Course Outline

Day 03

Introduction to Microsoft PowerPoint 2019

 Advanced Microsoft PowerPoint 2019

✓

Creating a PowerPoint Presentation✓

The Ribbon✓

The Quick Access Toolbar✓

The Backstage View (The File Menu)✓

Formatting Microsoft PowerPoint Presentations✓

Working with Images✓

Working with Tables and Charts✓

Finalizing Microsoft PowerPoint Presentations✓

Introduction to Microsoft PowerPoint 2019 Exam✓

Customizing Presentations✓

Presentation Masters ✓

Working with Special Effects ✓

Using SmartArt✓

Multimedia✓

Setting up the Slide Show✓

Outlines and Slides✓

Managing Multiple Presentations✓

Sharing and Securing a Presentation ✓
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Features New in 2019✓

Advanced Microsoft PowerPoint 2019 Exam✓
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Microsoft Office

Course Outline

Day 04

Introduction to Microsoft Outlook 2019

Advanced Microsoft Outlook 2019

Practical Application

✓

 The Outlook 2019 Interface✓

  Performing Popular Tasks in Outlook 2019✓

  Working with Messages✓

  Working with the Calendar✓

  Organizing Contacts✓

  Introduction to Microsoft Outlook 2019 Exam✓

Working with Tasks and Notes✓

Using Signature and Themes✓

Managing Your Inbox✓

Working with Multiple Email Accounts✓

New Features in 2019 ✓

Advanced Microsoft Outlook 2019 Exam✓
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Microsoft Office

Course Outline

Day 05

 Introduction to Microsoft Access 2019

 Queries  

  Advanced Microsoft Access 2019

✓

Quick Overview of the Access User Interface  ✓

Fundamentals  ✓

Tables and Their Views  ✓

Tables  ✓

  Forms  ✓

  Reports  ✓

  Databases and Access Terms  ✓

  Introduction to Microsoft Access 2019 Exam✓

Relationships  ✓

Queries  ✓

Table Functions  ✓

Forms  ✓

Reports  ✓

Macros  ✓
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Completing the Desktop Application  ✓

Advanced Microsoft Access 2019 Exam  ✓

  Practical Application✓

ABU DHABI: +971 2 449 6000

ABU DHABI: +971 50 412 3294

DUBAI: +971 4 888 6787

KSA: +966 56 416 0617

EGYPT: +20 127 111 1770

https://boostorg.com/courses/IT/1522
https://boostorg.com/courses/IT/1522


Microsoft Office

Confirmed Sessions

FROM TO DURATION FEES LOCATION

Dec. 21,

2026

Dec. 25,

2026
5 days

4250.00

$
UAE , Abu Dhabi

April 26,

2027

April 30,

2027
5 days

4250.00

$
UAE , Dubai

July 27, 2026 July 31, 2026 5 days
4950.00

$

Netherlands ,

Amsterdam

Jan. 10, 2027 Jan. 14, 2027 5 days
4250.00

$
KSA , Jeddah
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