MICROSOFT OFFICE TRAINING GUIDELINE

Microsoft Excel 2013
(Fundamental & Intermediate)
User Level

Must be completed within 3 to 4
months of else many modules
forgotten

A 4

Microsoft Excel 2013
(Advanced) — User Level

(User Level)

(Expert Level)

Optional of 3 courses

1) Data Analysis with Pivot with Chartings (2 days)
2) Daily Application with Functions & Formulas (2 days)
3) Mastering Excel Charts (2 days)

(Power User)

A 4

Automating Task Application with Excel VBA (Macro)
(Level 1) — (3 days)

\ 4

Automating Task Application with Excel VBA (Macro)
(Level 2) — (3 days)

A 4

Expert in Excel (In & Out) — You (Congratulations)




