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%’ Course Overview

In the modern workplace, Microsoft Office is the universal language of business.
Whether you are an aspiring Office Executive, a Data Analyst, or a Manager, proficiency
in MS Office is non-negotiable. This course is meticulously designed to take you from
basic computer literacy to becoming a "Power User," focusing on the automation and
analytical skills required in high-growth professional environments.

[y Detailed Curriculum

1. Microsoft Word (Professional Documentation)
 Foundations: Interface navigation, Ribbon customization, and document views.
o Advanced Formatting: Mastering Styles, Themes, and Multi-level numbering.

¢ Automation Tools: Implementing Mail Merge for bulk communication and
creating custom Templates.

¢ Referencing: Building automatic Table of Contents, Citations, and Indexing for
large reports.

e Collaboration: Tracking changes, document protection, and PDF integration.
2. Microsoft Excel (Data Analysis & Mastery)
¢ Foundations: Cell referencing (Relative, Absolute, Mixed) and Data Types.

e Formula Logic: Mastery of IF, Nested IF, VLOOKUP, XLOOKUP, INDEX, and
MATCH.

« Data Management: Sorting, Multi-level Filtering, and Data Validation (Drop-
down lists).

e Pivot Tables: Summarizing massive datasets, Calculated Fields, and Slicers.

¢ Visualization: Creating dynamic Charts, Sparklines, and professional
Dashboards.



Intro to Automation: Recording Macros to eliminate repetitive manual tasks.

3. Microsoft PowerPoint (Impactful Presentations)

Design Principles: Mastering Slide Masters for brand consistency.
Visual Storytelling: Integrating SmartArt, Charts, and Multimedia (Audio/Video).

Animations & Transitions: Using high-end transitions (Morph) and custom
animation paths.

Presenter Tools: Using Presenter View, Rehearsing Timings, and Recording Slide
Shows.

4. Microsoft Outlook & Collaborative Tools

Email Management: Rules, Folders, and Quick Steps for Inbox Zero.
Scheduling: Calendar management, Meeting Invites, and Task tracking.

Cloud Collaboration: Introduction to OneDrive and MS Teams for real-time
document co-authoring.

€ Why Learn MS Office with Us?

Job Ready: Our syllabus highlights the exact shortcuts and functions used in Top
MNCs and Banks.

Project-Based Learning: Every module ends with a real-world project (e.g.,
Building an Automated Invoice System or a Financial Dashboard).

Logic-Driven: We don't just teach where the buttons are; we teach the logic
behind data analysis and professional communication.

Interview Prep: Specialized sessions on clearing Excel-based technical rounds.

t. Get Started Today!

Ready to skyrocket your office productivity? Join our upcoming batch!

Trainer Contact (WhatsApp): 6303059524

Location: VARUN IT Training Center

Empowering your career through quality technical education.



