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Course Information
Learn how to use Microsoft Office courses online with our excellent range
of interactive courses. As well as having access to your learning course
you will also be able to use your unique learner page where you can
download additional practice exercises, contact your personal tutor and
join our user forums.

Are the Courses User Friendly?
The courses are in easy to use, bite size modules which enable you to
learn at your own pace, in your own time and of course your personal,
friendly tutor will be pleased to offer support and guidance as well as
sending feedback on your progress.

How long do the Courses take to Study?

Courses are between 8-20 hours in duration depending on your learning
rate but you will be able to use the course and site for one year for
revision. You are able to set your own goals and learning plan to help you
complete the course.

How Do | Enrol?
It couldn’t be easier, simply email or telephone us and you can start to
learn as soon as you have registered and paid for your course.

Try before you Buy?
We know it’s not easy to choose a learning provider for your course that’s

why we are only too pleased to offer you a free trial so that you can see
how good our courses are for yourself. If you wish to take up this offer
email: info@focus4training.com

What Courses do you Offer?
We offer Word, Excel, Access, PowerPoint, Outlook courses versions 2003
and 2007. See following pages for course outlines.
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Focus4 Training - Online Courses

How much will it Cost Me?

Our courses are a cost effective training solution at only £24.99 per course
for a one year license which includes membership to our online system,
support and additional material. If you are unemployed, over 60 or in
receipt of benefit you can apply for discounts by completing our Discount
qualifying form.

If you are interested in more than one course you can purchase our
bundles which give a generous discount.

Course Prices (excl of van)

Microsoft Word 2007 £24.99
Microsoft PowerPoint 2007 £24.99
Microsoft Excel 2007 £24.99
Microsoft Access 2007 £24.99
Microsoft Outlook 2007 £24.99
Microsoft Word 2003 Level 1 £24.99
Microsoft Excel 2003 Level 1 £24.99
Microsoft PowerPoint 2003 £24.99
Microsoft Access 2003 Level 1 £ 24.99
Microsoft Outlook 2003 Level 1 £ 24.99
Microsoft Word 2003 Level 2 £ 24.99
Microsoft Access 2003 Level 2 £ 24.99
Microsoft Excel 2003 Level 2 £ 24.99
Microsoft Outlook 2003 level 2 £ 24.99
Bundle Prices - Any 5 Titles £99.00
Bundle Prices - Any 9 Titles £ 145.00
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Microsoft Word 2003 — Level 1

WORD

Introducing Word 2003
Office 2003 Overview
Word 2003 Overview
Screen Layout

Title Bar, Menus & Toolbars
Ruler

Browse a Document

View Buttons

Status Bar

Task Pane

Create & Open Documents
Creating a New Document
Use a Template

Open an Existing Document
Closing a Document

View a Document

Views in Word 2003
Normal View

Web Layout View

Print Layout View

Reading Layout View
Outline View

Document Map View
Thumbnails View

Window - Split

Window - Arrange All
Navigate a Document
Navigating With the Mouse
Navigating With the
Keyboard

Save a Document

Use the Save & Save as
Commands

Save a Document for Use in
Another

Program

Print a Document

Preview & Print a Document
Modify Print Settings

Print an Envelope

Print Labels

Help In Word 2003

Detect and Repair

WORK WITH TEXT

Edit Text

Focus4 Training Ltd | 9 High Street | Lutterworth | LE17 4AT | T:01455 550622

Enter Text

Insert Symbols

Select Text

Deleting Text

Move & Copy Text

Drag & Drop

Editing Tools

Use the Find Command
Use the Replace Command
Check Spelling & Grammar
Use the Thesaurus

Use Undo, Redo & Repeat
Commands

FORMAT CHARACTERS
Format Characters
Formatting

Formatting Text

Use the Formatting Toolbar
Use the Font Dialog Box
Highlight Text

Format Painter

FORMAT PARAGRAPHS
Paragraph Formatting
Formatting Paragraphs
Align Paragraphs
Indenting Paragraphs

Use Line & Paragraph
Spacing

Bullets & Numbering
Bullets & Numbering
Insert Bullets & Numbering
Create an Outline Numbered
List

Borders & Shading

Add Borders & Shading
FORMAT PAGES

Format Pages

Page Formatting

Set Page Size & Orientation
Set Page Margins

Add Page Borders

Align Text Vertically

Page Breaks

Line Numbering

Headers & Footers

Create a Header & Footer

Header & Footer Options
Page Numbers

Insert Page Numbers
Date & Time

Insert Date & Time
CREATE & APPLY STYLES
Styles

What Is A Style?
Character Style vs. Paragraph
Style

Styles in Word

Create & Apply a Style
Using Styles

Create a New Style
Modify a Style

TABLES & COLUMNS
Create & Modify Tables
Create a Table

Navigating a Table
Modifying Rows & Columns
Sizing Rows & Columns
Merging & Splitting Cells
Format Tables
AutoFormat A Table
Format a Table Manually
Create & Modify Columns
Create Columns

Modify Column Layout
WORK WITH GRAPHICS
Add Clip Art & Pictures
Graphics in Word

Add Clip Art

Add Pictures

Modifying a Picture
COLLABORATE IN A
WORKGROUP

Share Documents

Sharing Your Documents
Distributing Documents for
Review

Review Shared Documents
The Reviewing Toolbar
Insert a Comment

Track & Review Changes
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Microsoft Word 2003 —Level 2

ADVANCED FEATURES
Customizing Word 2003
Customize Menus

The Menu Bar

Creating Custom Menus
Customize Toolbars
Toolbars

Customize a Toolbar
Create a New Toolbar
Word 2003 Options

The Options Dialog Box
ADVANCED FORMATTING
Format Characters

Apply Font & Text Effects
Character Spacing
Capitalization

Changing Case

Creating a Drop Cap

Set Tabs

Tabs

Set Tabs (Tabs Command)
Set Tabs (Ruler)

Use Tab Leaders

Control Text Flow

Control Text Flow
Sections Overview

Insert & Use Section Breaks
WORK WITH YOUR
DOCUMENT

Footnotes & Endnotes
Using Footnotes & Endnotes
Insert Footnotes & Endnotes
Format & Modify a Note
Cross-References

Using Cross-References
Create a Cross-Reference
Bookmarks

Create & Use Bookmarks
TABLES & COLUMNS

Sort Tables & Text

Sort a Table

Sort Text

Use Tables as Worksheets
Perform Calculations in a
Table

Embed a Worksheet

Link a Worksheet

Balance Columns

Insert Column Breaks

Balance Column Length
AUTOMATE YOUR WORK
Smart Tags

Using Smart Tags

Smart Tags Options
AutoCorrect

What Is AutoCorrect?
AutoCorrect Settings

Add AutoCorrect Entries
Create an AutoCorrect
Exception

AutoText & AutoComplete
What Is AutoText?

Create a New AutoText
Entry

AutoFormat

Use AutoFormat

Use AutoFormat as You Type
AutoSummarize

Use AutoSummarize
Macros

Record a Macro

Edit a Macro

What Is A Theme?

Apply a Theme

WORK WITH GRAPHICS
Drawing Tools

The Drawing Toolbar

Use the Drawing Toolbar
Work With Drawing Objects
Use WordArt

Diagrams & Charts

Create & Modify a Diagram
Create & Modify a Chart
Watermarks

What is A Watermark?
Create a Watermark
SPECIALIZED DOCUMENTS
Outlines

Using Outlines

Create an Outline

Master Documents

Using Master Documents
Create a Master Document
Indexes & Tables of
Contents

Creating Indexes

Mark Index Entries

Create an Index

Create a Table of Contents
Mail Merge

Using Mail Merge

Use Mail Merge to Create
Letters

Use Outlook as a Data
Source

Use Mail Merge to Create
Labels

Online Forms

Using Forms

Create a Form

XML Documents

What Is XML?
COLLABORATE IN A
WORKGROUP

Share Documents
Collaborate On Shared
Documents

Sharing Your Documents
Distributing Documents for
Review

Review Shared Documents
The Reviewing Toolbar
Insert a Comment

Track & Review Changes
Compare & Merge
Documents

Comparing Documents
Manage Shared Documents
Create Multiple Versions
Document Security
Password Protect a
Document

Editing & Formatting
Restrictions

WORD 2003 & THE
INTERNET

Internet Overview

The Internet

HTML

Open Web Pages in Word
Open a Web Page in Word
Create Web Pages
Creating a New Web Page
Save a Document as a Web
Page

Create a Hyperlink
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Microsoft Excel 2003 —Level 1

Introducing Excel 2003
Office 2003 Overview
Excel 2003 Overview
Screen Layout

Title Bar, Menus &
Toolbars

The Task Pane

Create & Open a
Workbook

What Is A Workbook?
Creating a New Workbook
Use a Template

Open an Existing
Workbook

Closing a Workbook
View a Workbook
What Is A View?

Page Break Preview
Custom Views

Splitting a Worksheet
Freeze Rows & Columns
Comparing Workbooks
Save a Workbook

The Save & Save as
Commands

Save a Workbook for Use
in Another

Program

Print Workbooks

Print Worksheet &
Workbooks

Modify Page Setup

Set Print Area

Help in Excel 2003
Microsoft Office Online
Type a Question for Help
Excel Help Task Pane
Detect and Repair
WORK WITH CELLS
Cell Basics

What Is A Cell Reference?
Select Cells

Navigating a Worksheet
Enter Data

Entering Data

What Is A Value?

What Is A Label?

Edit Data

Edit Worksheet Data
Find & Replace Data
Copy and Move Data
Copying & Moving Data
Copy & Move Data

Use the Office Clipboard
Insert & Delete Cells
Insert & Delete Cells
CALCULATE YOUR
DATA

Formulas

What Is A Formula?
Create a Formula

Edit a Formula

Cell References
Types of Cell References
Using Relative References
Use Absolute References
Mixed References
Functions

What Is A Function?
Enter a Function Manually
Insert a Function

Use a Date Function
Financial Functions

Use a Financial Function
Logical Functions

Use a Logical Function
WORK WITH YOUR
WORKBOOK

Modify a Worksheet
Insert/Delete Rows &
Columns

Resizing Rows & Columns
Resize Rows & Columns
Hide Rows & Columns
Modify a Workbook
Insert & Delete a
Worksheet

Move/Copy a Worksheet
to Another

Workbook

Rename a Worksheet
Format Worksheet Tabs
FORMAT a
WORKSHEET
Format Characters
Formatting Text &
Numbers

Format Text
Formatting Numbers
Format Numbers

Use a Custom Number
Format

Format Cells
Formatting Cells
Aligning Cell Content
Align Cell Content
Merge Cells

Apply Borders & Shading
Format Painter

Clear Cell Formatting
Find & Replace Cell
Formatting
AutoFormat

Use AutoFormat
WORK WITH GRAPHICS
Work With Graphics
Graphics in Excel
Insert Clip Art

Add Charts

Adding Charts

The Chart Wizard
Modify a Chart
AUTOMATE YOUR
WORK

AutoFill

What Is AutoFill?

Use AutofFill
AutoComplete

Using AutoComplete
Auto Calculate
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Microsoft Excel 2003 — Level 2

Excel Level 2
Customizing Excel 2003
Customize Menus

The Menu Bar

Creating Custom Menus
Customize Toolbars
Toolbars

Customize a Toolbar
Create a New Toolbar
CALCULATE YOUR DATA
Work With Named Ranges
Using Named Ranges
Range Naming Rules
Create Range Names Using
Labels

Define Range Names for
Data

Without Labels

Use a Named Range in a
Formula

Viewing Named Ranges In
A

Worksheet

Use Subtotals

Add Subtotals to a
Worksheet

Use Lookup Functions
What Is A Lookup
Function?

The VLOOKUP Function
Use the VLOOKUP
Function

Find & Correct Errors
Auditing Worksheets
Trace Precedents &
Dependents

Trace Errors

Use Data Validation
Circle Invalid Data
MANAGE & ANALYZE
DATA

Create & Filter Lists
What Is A List?

Use a Data Form

Use the List Feature
AutoFilter & Advanced
AutoFilter

Sort List Data

Sort Data

Subtotal Columns
Outline a Worksheet
Using Outlines30

Add & Remove an Outline
Outline a Worksheet
Manually

Query External Databases
Use the Query Wizard
XML Documents

What Is XML?

Save a Workbook as an
XML

Document

Goal Seek & Solver

Use Goal Seek

Use Solver

Scenarios

What Is A Scenario?
Create & View Scenarios
Link & Consolidate Data
Data Consolidation
Consolidate Data

Link Consolidated Data
Consolidate Data from
Multiple

Workbooks

PivotTables & Pivot Charts
Using PivotTables & Pivot
Charts

Create a PivotTable
Modifying a PivotTable
Create a PivotChart
FORMAT a WORKSHEET
Conditional Formatting
What Is Conditional
Formatting?

Use Conditional
Formatting

Styles

What Is A Style?

Create & Apply a Style
USE MACROS

Create Macros

What Is A Macro?
Record a Macro

Absolute vs. Relative
Recording

Work With Macros
Assign a Macro

Edit a Macro

“Step Into” A Macro
Macro Security
RKBOOKS

Link & Consolidate Data
Data Consolidation
Consolidate Data

Link Consolidated Data
Consolidate Data from
Multiple

Workbooks

Import & Export Data
Use the Office Clipboard
Import Data from Text
Files

Import Data from Other
Applications

Import Data from the Web
Export Data to Other
Applications
COLLABORATE WITH
OTHERS

Share Workbooks
Create a Shared Workbook
Resolve Conflicts

Track Changes in A Shared
Workbook

Track Changes

View the Change History
Workbook Protection &
Properties

Worksheet Protection
Protect Cells in a
Worksheet

Apply Workbook
Protection

Apply Password Protection
Workbook Properties
Change Workbook
Properties

EXCEL & THE WEB
Create Web Pages
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Microsoft Access 2003 — Level 1

Access 2003 Basics
Introducing Access 2003
Office 2003 Overview
Access 2003 Overview
Screen Layout

Title Bar, Menus &
Toolbars

The Task Pane

The Database Window
Display Objects & Views
Create & Open a
Database

What Is A Database?
Creating a New Database
Open an Existing
Database

Help in Access 2003
Microsoft Office Online
Type a Question for Help
Access Help Task Pane
Detect and Repair
Design a Database

Plan a Database
Planning Basics

What Is A Table?

Define a Table

Define Fields

Identify Primary Keys
Define Relationships
What Is A Relationship?
One-To-Many
Relationships
Many-To-Many
Relationships
One-To-One Relationships
Review the Design

Refining the Design
Queries, Forms & Reports
Build a Database
Database Wizards
What Is A Database
Wizard?

Use a Database Wizard
Create a Table

Create a Blank Database
Work With Table Data
Enter Data

Edit Data s

Modify a Table

Modify Table Structure
Modify Table Format
Work With Field
Properties

Use the Lookup Wizard
Build a Relational
Database

Use Table Wizard to
Create

Relationships

Create Relationships
Manually

Work With Forms
Access Forms

What Is A Form?

What Is A Sub-Form?
Create a Form
Automatically

Use Auto Form

Use the Form Wizard
Sort, Retrieve & Analyze
Data

Sort Data

Sorting Records

Perform an Advanced Sort
Find Data

Find a Record

Use Filters

What Is A Filter?

Apply & Remove Filters
Use Queries

What Is A Query?
Create a Select Query
Add a Calculated Field to
a Query

Work With Reports
Access Reports

What Is A Report?
Create Reports
Automatically

Use Auto Report

Use the Report Wizard
Integration with Other
Applications

Import Data into Access
Importing Data

Import Data into a New
Table

Link to External Data
Linking To External Data
Link to another Access
Database

Table

Work With Linked Tables
Export Data from Access
Exporting Access Data
Export Data
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Customize Access 2003
Advanced Features
Customizing Access 2003
Customize Menus

The Menu Bar

Creating Custom Menus
Customize Toolbars
Toolbars

Customize a Toolbar
Create a New Toolbar
Set Custom Options
The Options Dialog Box
Build & Work with
Databases

Build a Relational
Database

Relationships
Referential Integrity &
Cascade

Options

Create a One-To-Many
Relationship

Create a Many-To-Many
Relationship

Control Data Entry in
Tables

Validation Rules

Create a Validation Rule
Create a Validation Rule
Error Message

Input Masks

Create an Input Mask
Create Lookup Fields
Lookup Fields

Create a Lookup Field
Import & Export Access
Data

Importing Data

Import Data into a New
Table

Exporting Data

Link to External Data
Linking To External Data
Link to another Access
Database

Table

Work With Linked Tables
XML Format

Import an XML File into
Access
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Work With Forms

Create Forms in Design
View

Creating Forms

Form Controls

Bound & Unbound
Controls

Error-Checking In Forms
Create a Form in Design
View

Create a Calculated
Control

Modify Control Properties
Control Properties
Modify the Format of a
Control

Add Data Validation to a
Control

Create a Sub form

Work With Filters &
Queries

Retrieve Database Data
Using Filters & Queries
Creating & Saving Queries
Filter Data

Use Advanced Filters

Use Select Queries
Summarizing Data

Create a Select Query
Use Multi-Table Queries
Multi-Table Queries
Query

Use Complex-Criteria
Queries

Complex-Criteria Queries
Create a Complex-Criteria
Query

Use Parameter Queries
Parameter Queries
Create a Parameter Query
Use Action Queries
Action Queries

Create a Delete Query
Create an Update Query
Create an Append Query
Work With Reports
Creating Reports

Report Controls
Error-Checking In Reports
Report Sections

Create a Report in Design
View

Add a Calculated Control
to a Report

Modify Reports

Report Element
Properties

Modify Control Properties
Modify Section Properties
Modify Report Properties
Sort & Group Report Data
Set Sorting & Grouping
Options

Use Sub reports

Manage an Access
Database

Database Security
Database Security

Create a Database
Password

Encoding Databases
Encode a Database
Decode a Database
User-Level Security

Set User Permissions
Database Replication
Replicate a Database
Database Splitter
Splitting Databases

Split a Database

Visual Basic Modules
Using Visual Basic
Modules

Create a Visual Basic
Module

MDE Files

Optimize a Database

Use Performance
Analyzer

Compact a Database
Switchboards & Startup
Options

Switchboards

Create a Switchboard

Set Startup Options
Operate Access on the
Web

Use Data Access Pages
Data Access Pages
Create a Page
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Microsoft PowerPoint 2003 - Comprehensive

PowerPoint 2003 Basics
PowerPoint 2003 Overview
Screen Layout

The PowerPoint Window
Screen Layout

The Task Pane
Presentation Views
Changing Views

Normal View

Slide Sorter View

Slide Show View

Manage Presentation Files
Saving a Presentation
Save a Copy of a
Presentation

Open a Presentation
Microsoft Office Online
Type a Question for Help
PowerPoint Help Task
Pane

Detect and Repair

Create Presentations
Create a New Presentation
The New Presentation Task
Pane

Use the AutoContent
Wizard

Use a Design Template
Use Multiple Design
Templates

Using an Existing
Presentation

Use a Microsoft Word
Outline

Modify a Presentation
Design

Modifying Presentation
Designs

Add Slides & Modify
Layouts

Apply & Edit Color
Schemes

Modifying the Background
Work With Slides

Insert Slides from Another
Presentation

Rearranging & Deleting
Slides

Work With Slide Masters

Slide Masters

Work With a Slide Master
Insert & Modify Text
Add Text to Slides
Using Text in a
Presentation

Add Text to Slides

Add Text from another
Program

Use Editing Tools

The Spelling Checker
Find & Replace Text
Format Text

Text Formatting

Format Text

Format Painter

Change Text Alignment
Embed Fonts

Work With Lists

Using Numbered Lists
Formatting Bulleted Lists
Work With Outlines
Edit Outlines

Graphics, Media,
Animations &
Hyperlinks

Add Drawing Objects
The Drawing Toolbar
Add & Modify a Drawing
Object

Add Images

Using Images

Add & Modify an Image
Add Charts & Tables
Charts & Tables

Create a Chart
Modifying a PowerPoint
Chart

Insert an Excel Chart
Creating & Formatting
Tables

Insert a Word Table
Add Sound & Video
Sound & Video

Add a Sound Clip

Add a Video Clip

Add Animations &
Transitions

Slide Animations &
Transitions

Apply an Animation
Scheme

Create a Custom
Animation

Modifying Animations
Apply a Slide Transition
Add Hyperlinks

Create & Use a Hyperlink
Final Preparations

Send a Presentation for
Review

Presentation Reviews
Protecting Your
Presentation

E-mail a Presentation for
Review

Merging Presentation
Reviews

View Comments & Apply
Changes

Create a Custom Show
Custom Slide Shows
Hide Slides

Create a Custom Show
Prepare Support Materials
Support Materials
Create Speaker Notes
Deliver Presentations
Delivering Your
Presentation

Delivering Presentations
Package a Presentation for
cD

Packaging a Presentation
Package a Presentation for
ACD

Unpacking A CD
Presentation

Deliver a Speaker-Led
Presentation

Delivering a Speaker-Led
Presentation

Use the Slide Show
Controls

Create a Self-Running
Presentation
Self-Running Presentations
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Microsoft Outlook 2003 —Level 1

OUTLOOK 2003 BASICS
Introducing Outlook 2003
Office 2003 Overview
Outlook 2003 Overview
Screen Layout

Title Bar, Menus & Toolbars
The Outlook Panes

Use Outlook Today
Navigate & View Folders
Navigating Folders

Views

Categories

The Office Clipboard
Using the Office Clipboard
Move & Copy Text

Help In Outlook 2003
Microsoft Office Online
Type a Question for Help
Outlook Help Task Pane
Detect and Repair
E-MAIL

E-Mail Overview
Introduction to E-Mail
E-Mail Addresses

Use Address Books

What Is An Address Book?
Outlook Address Books
Create an Address Book
Entry

Create a Distribution List
Send E-Mail

Send an E-Mail Message
Netiquette

Format a Message

Send an Attachment
E-Mail Options

Use Signatures

Themes & Stationery

Set E-Mail Options
Receive E-Mail

Retrieving Messages
Open an E-Mail Message
Open an E-Mail Attachment
Reply to a Message
Forward a Message
E-Mail Notification
E-Mail Viruses

What Is A Virus?
Protecting Your System

Manage & Organize E-Mail
Flag a Message

Print a Message

Save a Message

Save an Attachment
Message Drafts

Move & Delete Messages
Organize Messages by
Category

Sort Messages

Find a Message
CALENDAR

Calendar Overview
What Is The Calendar?
Calendar Items
Calendar Views

Work With the Calendar
The Calendar Window
Appointments Area
Date Navigator

Use the Date Navigator
Use the Go Menu &
Automate

Print Your Calendar
Schedule Appointments
Make an Appointment
Make a Recurring
Appointment

Assign Categories to
Appointments
Appointment Labels
Format Appointments
Automatically
Schedule Meetings
Schedule a Meeting
Schedule a Resource
Adding & Removing
Attendees

Respond To a Meeting
Request

Schedule Events
Schedule an Event
CONTACTS

Contacts Overview

The Contacts Folder
Contact Views
Navigate Contact Items
Create Contacts

Create a New Contact

Create a Contact from an E-
Mail

Message

The Contact Form

The General Tab

The Details Tab

The Activities Tab

The Certificates Tab

The All Fields Tab

Manage Contacts

Edit Contact ltems

Print Contact Items

Assign Categories to
Contacts

Organize Contacts

Sort Contacts

Finding Contacts
Communicate With Contacts
E-Mail a Contact

Send Contact Information
Link Items to Contacts
Linking Items to Contacts
Track Activities for a Contact
TASKS & NOTES

Work With Tasks

The Tasks Folder

Task Views

Create & Update Tasks
Organize Tasks by Category
Assign Tasks

Assigning Tasks

Assign a Task

Accept, Decline or Delegate
Tasks

Work With Notes

The Notes Folder

Create & Edit a Note
Assign Contacts &
Categories To

Notes

Organize Notes

Advanced features
Integration

Outlook Integration

Office Integration

Open Office Documents
From

Outlook

Search for Outlook Items

Focus4 Training Ltd | 9 High Street | Lutterworth | LE17 4AT | T:01455 550622

www.focus4training.com | info@focus4training.com 12 | Page


http://www.focus4training.com/
mailto:info@focus4training.com

Focus4 Training - Online Courses

Microsoft Outlook 2003 — Level 2

Customize Outlook 2003
Advanced Features
Advanced Features in
Outlook 2003

Customize Toolbars &
Menus

Menus

Creating Custom Menus
Outlook Toolbars
Customize Outlook
Toolbars

Outlook Today

Outlook Today
Customize Outlook Today
Configure Outlook
Outlook & Mobile
Computing

Configure Dial-Up
Connections

Security Zones

E-Mail Security Options
Set E-Mail Security
Options

Junk E-Mail Filtering
Junk E-Mail Lists

E-Mail

Organize E-Mail Messages
E-Mail Views

Create a Custom View
Filter Messages

Arrange By Conversation
Apply Conditional
Formatting

Specify Mail Options
Use Personal Folders
Use Favorite & Search
Folders

Favorite Folders

Adding & Removing
Favorite Folders

Search Folders

Specify Message Formats
Change Your Default Mail
Editor

Customize Address Books
Personal Address Books
Create a Personal Address
Book

Create a Distribution List
Create & Use Rules

Rules

Create a Rule

Offline Folders & Remote
Mail

Remote Access
Synchronization

Create an Offline Folder
File

Synchronize Folders
Check Offline Folder
Status

Set Up Remote Mail

Use Remote Mail
Calendar

Customize the Calendar
Calendar Options
Customize Calendar Views
Share Calendar
Information

Permissions

Open Another User’s
Calendar

Share Your Calendar

Set Private Appointments
Use Multiple Calendars
Creating Additional
Calendars

Side-By-Side Calendars
Manage Meetings
Update a Meeting
Cancel a Meeting

Tasks

Manage Tasks
Assigning Tasks

Assign a Task

Create & Update a Task
Change Task Details
Track Assigned Tasks
View Another User’s Task
List

Send Task Information
Manage Outlook
Information

Import & Export Data
Import Data into Outlook
Export Data from Outlook
Archive ltems

Archiving Outlook Items
Use Auto Archive
Archive ltems Manually
Create & Use Forms
What Is A Form?

Create a Form

Using a Custom Form
Use the Journal

Using the Journal
Create a Journal Entry
Modify a Journal Entry
Share Outlook Folders
Set Sharing Permissions
View Web Pages in
Outlook

What Is A Folder Home
Page?

Set a Folder Home Page
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Course Outlines — Microsoft Word 2007

Word 2007 Basics

9 Introducing Word 2007: The Title Bar & Quick Access Toolbar, Office 2007
Overview, Word 2007 Overview, The Ribbon, The Title Bar & Quick Access Toolbar,
The Office Button.

91 Create, Open And Navigate Documents: Creating A New Document, Use A
Template, Open An Existing Document, Navigating With The Mouse, Navigating
With The Keyboard.

I View Documents: Views In Word 2007, Print Layout View, Full Screen Reading, Web
Layout, Outline View, Draft View, Show/Hide, Zoom, Window Commands, Viewing
Multiple Documents.

I save Documents: New Word 2007 File Format, Use The Save & Save As Commands,
Save A Document In An Earlier Version, Closing A Document.

9 Version Compatibility & File Converters: Check Compatibility Between Word
Versions, File Converters.

I Print Documents: Previewing & Printing A Document, Modify Print Settings, Print
An Envelope, Printing Labels.

I Customize Word: Word Options, Customizing The Quick Access Toolbar, Change
Word Options.

I Help in Word 2007: Microsoft Office Word Help, Working In The Word Help
Window, Context Specific Help, Office Diagnostics.

Work With Text

I Edit Text: Enter Text, Selecting Text, Deleting Text, Move & Copy Text, Using Drag &
Drop.

I Editing Tools: Use The Find Command, Use The Replace Command, Check Spelling
& Grammar, Use The Thesaurus, Use The Undo & Redo Commands.

I Use Autocorrect: Autocorrect, AutoCorrect Settings, Add AutoCorrect Entries,
Create An AutoCorrect Exception.

Format Documents

I Format Text: Formatting In Word 2007, Formatting Text, Change Font Face, Size,
Colour & Style, Highlight Text, Format Painter.

I Format Text [Expert]: Use Text Formatting Tools, Use The Font Dialog Box,
Character Spacing.

I Format Paragraphs: Formatting Paragraphs, Align Paragraphs, Indenting
Paragraphs, Change Line & Paragraph Spacing.

I Bullets & Numbering: Bullets & Numbering, Insert Bullets & Numbering, Sort Text In

A List, Create A Multilevel List.
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Change Page Layout: Page Layout & Page Setup, Set Page Size & Orientation, Set
Page Margins, Align Text Vertically, Page Breaks, Line Numbering.

Work With Columns: Create Columns, Modify Column Layout, Insert A Column
Break, Balance Column Length.

Use Sections: Sections, Insert & Use Section Breaks.

Add Borders And Backgrounds: Borders, Colours & Shading, Add Paragraph

Borders, Colours & Shading, Add Page Borders & Backgrounds, Create A
Watermark.

= = =4 =2

I Use Themes And Styles: Using Themes, Working With Themes And Quick Styles,
Quick Style Sets, Customize A Theme.

Work With References

I Tables Of Contents: Create & Modify A Table Of Contents.

I Indexes: Creating Indexes, Mark Index Entries, Create An Index.

I Footnotes and Endnotes: Footnotes & Endnotes, Insert Footnotes & Endnotes,
Format & Modify A Note.

I Other References: Using Other References.
Work With Text Objects

9 Insert Headers And Footers: Headers & Footers, Create A Header & Footer, Header
& Footer Options, Insert Page Numbers.

9 Insert Date And Time: Insert The Date & Time.

9 Insert Text Objects: Inserting Text, Adding A Text Box, Document Building Blocks,
Create & Insert A Building Block, WordArt & Drop Cap, Signature Lines, Insert An
Embedded Object.

I Insert Links: Insert A Hyperlink, Insert A Bookmark, Cross-references, Create A
Cross-reference.

I Use Tables: Create A Table, Navigating A Table, Modifying Table Structure, Sizing
Rows & Columns, Merging & Splitting Cells.

Format Tables: Format A Table, Format A Table Manually.
Use Word Tables As Worksheets: Perform Calculations In A Table.
Sort Tables And Text: Sort A Table, Sort Text.

= =4 -8 =4

Equations And Symbols: Inserting Equations, Inserting Symbols.

Work With lllustrations

I Add ClipArt And Pictures: lllustrations In Word, Inserting Pictures, Insert Clip Art.

| Add Charts And SmartArt: Adding Charts, Modify A Chart, Importing An Excel Chart,
Inserting Shapes, Insert SmartArt.

Specialised Documents

I oOutlines: Using Outlines, Create An Outline.

ﬂ Master Documents: Using Master Documents, Create A Master Document.
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I Mail Merge: Mail Merge, Use Mail Merge To Create Letters, The Mail Merge
Wizard.

ﬂ Online Forms: Using Forms, Create A Form.

ﬂ Macros: Create A Macro, Edit A Macro, Macro Security.

Collaborate With Others

9 Collaborate On Shared Documents: Sharing Your Documents, Distributing
Documents For Review.

I Review Shared Documents: The Review Tab, Insert A Comment, Track & Review

Changes

I Compare And Combine Documents: Combine Documents.

I Document Security: Protecting A Document.

I Publish A Document: Document Management Server, Create A Document
Workspace.

Web Pages

I Word And The Web: Web Pages, Open A Web Page In Word, Save A Document As A
Web Page.
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Course Outlines - PowerPoint 2007

PowerPoint 2007 Basics

9 Introducing PowerPoint 2007: Office 2007 Overview, PowerPoint 2007 Overview.

I Screen Layout: Screen Layout, The Title Bar And Quick Access Toolbar, The Office

I Button, The Ribbon, PowerPoint Ribbon Tabs, Using the Keyboard.

I Presentation Views: Changing Views, Normal View, Slide Sorter View, Slide Show

View, Notes Page View.

I Customize PowerPoint: PowerPoint Options, Customize Your Work Environment.

I Manage Presentation Files: Open A Presentation, Saving A Presentation, Save A
Copy Of A Presentation, Closing a Presentation, Working With Multiple

Presentations

9 File Compatibility: New PowerPoint 2007 File Format, File Compatibility Checker,
About File Converters, Other File Formats.

i Help in PowerPoint 2007: Microsoft Office PowerPoint Help, Working In The
PowerPoint Help Window, Context Specific Help, Office Diagnostics.

Create Presentations

I Create A New Presentation: Creating A Presentation, Creating A Blank Presentation,
Using Themes, Use a Template, Use Multiple Themes, Use An Existing Presentation,

Use An Existing Outline.

I Modify Presentation Themes: Themes, Change Theme Colours, Change Theme
Font, Theme Effects, Background Styles, Background Formats.

I Work With Slides: Slide Layout, Add New Slides, Copy & Delete Slides, Changing
Slide Order.

I Work With Slide Masters: Slide Masters, Change A Slide Master, Handout & Notes,
Master.

Insert And Modify Text

I Add Text To Slides: Using Text In A Presentation, Add Text To Slides, Add Text From
Another Program, Text Boxes, Headers And Footers.

I Format Text: Text Formatting, Format Text, Format Painter, AutoFit, Change Text

Alignment.

Work With Lists: Bulleted Lists, Numbered Lists, Using The Ruler.

Work With Graphics, Media And Animations

SmartArt: Using SmartArt, Add SmartArt Graphics, Modify SmartArt Graphics.

ClipArt, Pictures And Shapes: Using Images, Add And Modify ClipArt, Add And
Modify A Picture, Adding Shapes, Photo Albums.

I Tables: Tables In PowerPoint, Creating Tables, Formatting Tables, Modify A Table,
Importing A Word Table.

=a =4 A
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I Charts: Charts, Create A Chart, Formatting Charts, Modify A PowerPoint Chart,
Insert Sound And Video: Sound And Video, Add A Sound Clip, Add A Video Clip.

Final Preparations

I Animations And Transitions: Slide Animations & Transitions, Apply An Animation,
Create A Custom Animation, Apply A Slide Transition.

9 Hyperlinks: Hyperlinks To Websites, Add Hyperlinks.

I send A Presentation For Review: Presentation Reviews, Protecting A Presentation,

Circulate A Presentation For Review, Presentation Comments, Print Comments
Pages.

Prepare Support Materials: About Support Materials, Prepare Speaker Notes,
Prepare Handouts, Print A Presentation.

1

I Create A Custom Show: Custom Slide Shows, Hide Presentation Slides, Create A
Custom Show.
1
1

Rehearse A Presentation: Rehearse Presentation Timing.

Prepare For Remote Delivery: Final Preparations For Remote Delivery, Embed
Fonts, Copying A Presentation, Package for CD, Viewing a Packaged Presentation.

Deliver A Presentation

i Delivering Your Presentation: Presentation Delivery Options.

I Speaker-Led Presentations: Speaker-Led Presentations, Use The Slide Show
Controls, Presenter View.

I self-Running Presentations: Self-Running Presentations, Create A Self-Running
Presentation.

I Web Presentations: Web Presentations, Web Page File Formats, Convert A
Presentation To Web Format.
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Course Outlines — Excel 2007

Excel 2007 Basics

f
f
f

= == =4

=

f

Introducing Excel 2007: Office 2007 Overview, Excel 2007 Overview.
Screen Layout: The Ribbon, The Title Bar & Quick Access Toolbar, The Office Button.

Create & Open A Workbook: What Is A Workbook? Creating A New Workbook, Use
A Template, Open An Existing Workbook.

View A Workbook: What Is A View? Use Page Layout View, Page Break Preview,
Custom Views, Show/Hide Options, Zoom Command, Splitting A Worksheet, Freeze

Rows & Columns, View Workbooks Side By Side, More Window Display Commands.

Save A Workbook: New Excel 2007 File Format, Use The Save & Save As Commands,
Save A Workbook To Use In Earlier Versions Of Excel.

File Compatibility: Check Compatibility Between Excel Versions, About File
Converters.

Print Workbooks: Print Worksheets & Workbooks, Modify Page Setup.

Customize Excel: Excel Options, Customize The Quick Access Toolbar, Change Excel
Options.

Help in Excel 2007: Microsoft Office Excel Help, Working In The Excel Help Window,
Context Specific Help, Office Diagnostics.

Work With Cells & Worksheets

1

f
f
il

|

il
il

Cell Basics: What Is A Cell Reference? Select Cells, Navigating A Worksheet.
Enter Data: Entering Data, What Is A Value? What Is A Label?
Edit Data: Edit Worksheet Data, Find & Replace Data.

Copy & Move Data: Copying & Moving Data, Copy & Move Data, Use The Office
Clipboard.

Insert & Delete Cells: Insert & Delete Cells.

Modify A Worksheet: Insert/Delete Rows & Columns, About Resizing Rows &
Columns, Resize Rows & Columns, Hide Rows & Columns.

Modify A Workbook: Insert & Delete A Worksheet, Move/Copy A Worksheet To
Another Workbook, Rename A Worksheet, Format Worksheet Tabs.

Calculate Your Data

il
il

Formulas: What Is A Formula? Create A Formula, Edit A Formula.

Cell References: Types Of Cell References, Using Relative References, Mixed
references.

Functions: What Is A Function? Enter A Function Manually, Insert A Function, Use A
Date Function, Financial Functions, Use A Financial Function, Logical Functions, Use
A Logical Function.
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f
f

Work With Named Ranges: Using Named Ranges, Range Naming Rules, Define A
Range Name Using Labels, Define Range Names For Data Without Labels, Use A
Named Range In A Formula.

Use Lookup Functions: What Is A Lookup Function? The VLOOKUP Function, Use
The VLOOKUP Function.

Find & Correct Errors: Auditing Worksheets, Trace Errors, Show Formulas, Evaluate
A Formula, Use The Watch Window.

Format Your Workbook

f
f

1

Format Characters: Formatting Text & Numbers, Format Text, Formatting Numbers,
Format Numbers, Use A Custom Number Format.

Format Cells: Formatting Cells, Aligning Cell Content, Align Cell Content, Merge
Cells, Apply Borders & Patterns, Apply Colour, Format Painter, Clear Cell
Formatting, Find & Replace Cell Formatting, Cell Styles.

Conditional Formatting: Conditional Formatting, Apply Conditional Formatting

Add Charts & Graphics

f
f

Work With Charts: Adding Charts, Create A Chart, Modify A Chart, Chart Templates,
Analyzing Chart Data.

Work With Graphics: Graphics In Excel 2007, Inserting Pictures, Insert Clip Art,
Adding Shapes & Text Effects, Insert SmartArt.

Collaborate With Others

f
f

|

Share Excel Data: Overview.

Distribute Workbooks: Proofing Your Workbook, Add Comments To A Worksheet,
Emailing Or Faxing A Workbook.

Share Workbooks: Create A Shared Workbook, Resolve Conflicts, Track Changes.
Workbook Protection: Protecting Your Workbook, Allowing Users To Edit Ranges.

Publish A Workbook: Excel Services, Document Manager Server, Create A
Document Workspace.

Analyse Your Data

1

il
il

Work With Tables: Tables In Excel 2007, Create & Modify A Table, Apply Table
Styles.

Filter & Sort Table Data: Filter Data, Advanced Filtering.

PivotTable & PivotChart Reports: Using PivotTable & PivotChart Reports, Create A
PivotTable, Modifying A PivotTable, Apply PivotTable Styles, Create A PivotChart
Report, Modify A PivotChart Report.

Outline A Worksheet: Using Outlines, Add & Remove An Outline, Outline A
Worksheet Manually.

Data Validation: Use Data Validation, Circle Invalid Data.
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I  What-If Analysis: Scenarios, Create & View Scenarios, Use Goal Seek, Use Data
Tables, Solver, Use Solver.

Manage & Import Data
I Link & Consolidate Data: Data Consolidation, Consolidate Data, Link Consolidated
Data, Consolidate Data From Multiple Workbooks.

I Import Data: The Office Clipboard, Import Data From Access With Clipboard, Get
External Data, Import Data From The Web, Import Data From Text Files, Import
Data Using Microsoft Query.

Work With Macros & The Web

I Use Macros: What Is A Macro? The Developer Tab, Macro Security, Record A
Macro, Absolute Vs. Relative Recording, Edit A Macro, Stepping Into A Macro.

I Create Web Pages: Publish A Worksheet, Insert A Hyperlink.
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Course Outlines - Access 2007

Introducing Access 2007
I Access 2007 Basics: Office 2007 Overview, Access 2007 Overview.
I Screen Layout: Getting Started, The Ribbon, The Title Bar & Quick Access Toolbar,

The Office Button, The Navigation Pane, Database Objects, Display & View
Database Objects.

I Create And Open A Database: What Is A Database? Creating A New Database,
Open An Existing Database.

I Customize Access: Access Options, Customizing The Quick Access Toolbar.

I Help in Access 2007:Microsoft Office Access Help, Working In The Access Help
Window, Context Specific Help, Office Diagnostics.

Design A Database

il Planning A Database: Planning Basics, What Is A Table? Define A Table, Define
Fields, Identify Primary Keys.

i Define Relationships: One-To-Many Relationships, Many-To-Many Relationships,
One-To-One Relationships.

I Review The Design: Refining The Design, Queries, Forms & Reports.

Build A Database

I Database Templates: database Templates, Use A Database Template.

9§ Create A Table: Create A Blank Database.

I Work With Table Data: Enter Data.

I  Modify A Table: Modify Table Structure, Modify Table Format, Create A Lookup
Field.

91 Build A Relational Database [Expert]: Referential Integrity & Cascade Options,
Create A One-To-Many Relationship, Create A Many-To-Many Relationship.

9 cControl Data Entry In Tables [Expert]: Validation Rules, Create A Validation Rule,
Create A Validation Rule Error Message.

Work With Forms

9| Form Basics: What Is A Form? What Is A Sub-Form? Form Views.

I Create A Form Automatically: Create & Use A Form, Use The Form Wizard, Split
Forms.

I Create Forms In Design View: Creating Forms, Form Controls, Bound & Unbound
Controls, Create A Form In Design View, Create A Calculated Control.

I Modify Control Properties: Control Properties, Modify The Format Of A Control,
Add Data Validation To A Control.

I Create Subforms: Subforms, Create A Subform Using The Form Wizard.

Sort, Retrieve And Analyze Data
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f
f
f
f
f
f
f

Find And Sort Data: Find A Record, Sorting Records, Perform An Advanced Sort.
Work With Filters: What Is A Filter? Apply & Remove Filters.

Use Queries To Retrieve Data: Creating & Saving Queries, Multi-Table Queries,
Create A Select Query, Add A Calculated Field To A Query.

Summarize Data With Select Queries: Summarizing Data, Create A Query To
Summarize Data.

Create Complex-Criteria Queries: Complex-Criteria Queries, Create A Complex-
Criteria Query.

Create Parameter Queries: Parameter Queries, Create A Parameter Query.

Create Action Queries To Modify Data: Action Queries words/min, Create A Delete
Query, Create An Update Query, Create An Append Query.

Work With Reports

I Report Basics: What Is A Report?

91 Create Reports Using The Report Wizard: Use The Report Wizard.

I Create Reports In Design View: Creating Reports, Report Controls, Error-Checking In
Reports, Report Sections, Create A Report In Design View, Add A Calculated Control
To A Report.

I Modify Reports: Report Element Properties, Modify Control Properties, Modify
section Properties, Modify Report Properties.

9 Sort And Group Report Data: Set Sorting & Grouping Options.

T Use Sub reports :Use Sub reports, Create A Sub report.

T Integrate Access With Other Applications Import Data Into Access: Importing Data,
Import Data Into A New Table.

I Link To External Data: Link To Another Access Database Table, Working With Linked

Tables

I Export Data From Access: Exporting Data, Export Data (Exercise).

I Manage An Access Database File Formats & Compatibility: New PowerPoint 2007
File Format, Saving An Access 2007 Database In An Earlier Version, Converting A
Database to Access 2007 Format.

I Database Security: Database Security In Access 2007, Encrypt A Database With A
Password.

I Database Splitter: Splitting Databases, Split A Database.

I Improve Database Performance: Use Performance Analyzer, The Compact & Repair

I Tool.

I share A Database: Publishing A Database, Exporting Data To A SharePoint List.

I Collect Database Data: Collecting Data Via E-mail.
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Course Outlines — Microsoft Outlook 2007

Outlook 2007 Basics
Introducing Outlook 2007: Office 2007 Overview, Outlook 2007 Overview.

Screen Layout: Title Bar, Menus & Toolbars, Outlook Panes, Outlook Today, The
Outlook Ribbon, The Microsoft Office Button.

il

il

9 Customize Outlook: Outlook Options, Customize The Quick Access Toolbar.

I Outlook Navigation: Navigating Folders, Views, Colour Categories.

9 Help in Outlook 2007: Microsoft Office Outlook Help, Working In The Outlook Help
Window, Context Specific Help, Office Diagnostics.

E-Mail Basics

I E-Mail Overview: Introduction To Email, E-mail Addresses.

I Create & Send E-Mail Messages: Send An E-Mail Message, Netiquette, Format A
Message, Add & Send An Attachment.

I Email Options: Email Signatures, Spell-checking, Grammar, & Auto Correction,
Email Themes & Stationery, Use Email Themes, Message Sending Options, Specify
Email

Options.

I Receive E-mail Messages: Retrieve Messages, E-Mail Notification, View An E-Mail
Message, Open An E-Mail Attachment, Reply To A Message, Forward E-mail

Messages.

I Work With Your E-mail Information Organize E-mail Messages: Flag A Message,
Print A Message, Save A Message, Save An Attachment, Save A Draft Message,
3Move Or Delete A Message, Use Colour Categories, Sort Messages, Search For
Messages, Search Folders.

I Manage & Use Address Books: What Is An Address Book? Outlook Address Books,
Create An Address Book Entry.

I Manage E-mail: Message Rules, Create & Use Rules, Junk E-mail Filtering, Junk E-
mail Options, Junk E-mail Lists, Phishing Messages, E-mail Postmarking.

Advanced E-mail Management

I E-mail Security: What Is A Virus? Protect Your Computer, The Trust Center,

Advanced E-Mail Security.

1 E-mail Voting: Create An E-mail Vote, Track Vote Responses, Vote Process Options.

I Manage Messages: Message Filters, Message Threads, Use Conditional Formatting.

I Advanced Mail Options: Create A Folder, Create & Use A Distribution List.

Work With Calendars

9§ calendar Overview: The Outlook Calendar, Calendar Items, Calendar Views.
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Work With Your Calendar: The Calendar Window, Appointments, The Date
Navigator, The Go Menu, Print A Calendar.

Schedule Appointments: Make An Appointment.

il

il

I schedule Meetings: Schedule A Meeting, Schedule A Resource, Changing Attendees
& Resources, Responding To A Meeting Request.

I Manage A Meeting: Update A Meeting, Cancel A Meeting.

9 use Calendar With E-mail: Create A Calendar Entry From A Message.

Advanced Calendar Management

91 Share Calendar Information [Expert]: Permissions, Use Another Person’s Calendar,
Allow Another Person To Use Your Calendar.

9 Customize A Calendar [Expert]: Custom Calendar Views, Advanced Calendar
Options.
Work With Contacts

I Contacts Overview: The Contacts Folder, Contact Views, Navigate The Contacts
Folder.

Create Contacts: Create A Contact, Creating A Contact From A Mail Message.
The Contact Form: The General Page, The Details Page, The Activities Page.

Manage Contacts: Edit Contact Information, Sort Contacts, Finding Contacts.

= =4 -4 =4

Communicate With Contacts: E-Mail A Contact, Send Contact Information, Create &
Use Electronic Business Cards.

Work With Tasks & Notes

I Daily Tasks: The Daily Task List, Task Views, Create A Task, Assigning Tasks, Assign A
Task, Accept, Decline, or Delegate A Task.

I Update Tasks: Update A Task.
I Work With Notes: The Notes Folder, Create & Edit A Note.

I TheToDoBar

Manage Your Outlook Information

Advanced Folder Features [Expert]: Share Outlook Folders, Use Public Folders.
The Out Of Office Assistant [Expert]: Use The Out Of Office Assistant.

Outlook Integration Features [Expert]: Outlook Integration, Office Integration.
Search For Outlook Items [Expert]: Instant Search.

Use Flags & Reminders [Expert]: Set & Update A Flag or Reminder.

il
il
il
il
il
f

Import & Export Information [Expert]: Import Information Into Outlook, Export
Information From Outlook.

=

Archive Information [Expert]: Archive Items, Use AutoArchive.

=

The Outlook Journal [Expert]: Use The Journal, Create A Journal Entry.
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