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Office 2021

Courses Outlines
Windows 10 Topics

Computer Environment

e First Steps with the Computer
e Basic Information and Operations
o Text Editing

Desktop

e Work with Icons
e Work with Windows



Managing Files

Concepts

Files and Folders
Working with Files
Copy, Move
Delete, Restore
Searching
Compressing Files

Viruses

e Concepts
e Handling Viruses

Print Management

e Setup
e Print Outputs

Microsoft Word 2021 Topics

Working with Documents

Open, close a word processing application
Open, close documents

Save & Save as

Use available Help functions

Use magnification/zoom tools

Main Operations

Switch between page views modes

Insert symbols or special characters
Display, hide non-printing formatting marks
Copy, move and delete text

Use the undo, redo



Formatting

Text Formatting
Paragraph Formatting
Document Formatting
Styles

Objects

Table Creation

Table Formatting

Pictures & Images

Chart

Copy, move, resize and delete objects

Mail Merge

Understanding Mail Merge

Open & Prepare a Main Document
Open & Prepare a Mailing List
Merge a Mailing List with a Letter

Prepare Outputs

Page Setup

Spell check

Preview a document
Print

Microsoft Word 2021 Topics

Working with Spreadsheets

Open, close a spreadsheet application
Create a new spreadsheet

Save and Save as

Use available Help functions

Use magnification/zoom tools



Cells

¢ Insert Data

e Select Cells

e Rows and Columns

e Edit Data

e Duplicate, Move and Delete

e Search and Replace

e SortData

e Use the undo, redo command
e Use the Auto fill tool

Managing Worksheets

Insert, delete rows and columns
Modify column widths & row heights
Freeze, unfreeze row and column
Insert & Delete Worksheets

Rename Worksheet

Move & Duplicate Worksheet

Formulas and Functions

e Arithmetic Formulas

e Create formulas using cell references

e Understand standard error values
associated with using formulas

e Functions

e Use the logical function

Formatting

e Numbers/Dates
e Text Formatting
e Alignment and Border Effects



Charts

Create Different Types of Charts/Graphs
Add & Removing Titles & Labels

Change the Background

Change Chart/Graph Type

Resize Charts/Graphs

Delete Charts/Graphs

Prepare Outputs

e Worksheet Setup
e Checkand correct
e Preview and Printing

Microsoft PowerPoint 2021 Topics:

Working with Presentations

Open, close a presentation application
Create a new presentation

Save and Save as

Use available Help functions

Use magnification/zoom tools

Developing a Presentation

e Presentation Views

e Slides

e Using Design Templates

e Master Slide
Text and Images
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Charts/Graphs Drawn Objects

Using Charts/Graphs
Organization Chart
Drawn Objects
Duplicate, Move, Delete

Slide Show Effects

RN

e Preset Animation
e Transitions

AR

Prepare Output

e Preparation

e Printing

e Deliver a Presentation
Web Browsing and Communication Topics

The Internet

Concepts/ Terms

Security Considerations

First Steps with the Web Browser
Adjust Settings

Web Navigation

e Accessing Web Pages
e Using Bookmarks
e Organizing Bookmarks

Forms

e Complete a web-based form using
e Submit, reset a web-based form

Web Searching

e Using Search Engines
e Preparation



Saving Files

e Save aweb page

e Download files from a web page.

e Copy text, image, URL from a web page to
a document

Printing

e Prepare a web page for printing
e Preview a web page
e Choose web page print output options

Electronic Communication

Concepts/ Terms
Security Considerations
First Steps with e-mail
Adjust Settings

Electronic Mail Messaqging

Read a Message

Reply to a Message
Send a Message
Duplicate, Move, Delete

Mail Management

Techniques

Using Address Books
Organizing Messages
Prepare to Print
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