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Be Future Ready

MS Office & Advanced Excel Course - 3 Months



MS Word

 Data entry & forma�ng
    Basic formulas & func�ons
    Sor�ng & filtering data
    Charts & graphs
 Condi�onal forma�ng
 Pivot tables basics

 Prin�ng & page setup

 Lookup func�ons (VLOOKUP, HLOOKUP)
 INDEX & MATCH func�ons
 Nested IF & logical func�ons
 Text, date & �me func�ons
 Data valida�on rules
 What-if analysis tools

 Array formulas

MS Excel Basics

MS Excel Advanced

 A Job-Oriented Course to Shape Your Future

Duration:- 3 Months

 Introduc�on to Word
 Forma�ng text & paragraphs
 Page layout & design
 Tables, images & styles
 Proofing tools & templates
 Mail merge techniques
 Track changes & comments
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Data Management in Excel

   Data cleaning techniques
 Removing duplicates
 Consolida�ng data
 Impor�ng external data
 Sor�ng & advanced filtering
 Power Query basics

 Data transforma�on steps

Pivot Tables & Analysis

    Goal Seek & Scenario Manager
    Data Tables in Excel

    Solver for op�miza�on
    Forecas�ng techniques
    Regression analysis basics
 Correla�on techniques
 Descrip�ve sta�s�cs

Data Analysis Tools

 Crea�ng pivot tables
 Grouping & summarizing data
 Calculated fields & items
 Pivot charts & slicers

 Interac�ve dashboards
 KPI tracking in Excel
 Dynamic reports with slicers
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Data Visualiza�on

    Advanced chart types
    Combina�on charts
    Condi�onal forma�ng visuals
    Sparklines in Excel
    Dynamic charts with formulas

 Data storytelling methods
 Forma�ng reports clearly

PowerPoint, Outlook & Integra�on

 PowerPoint design & themes
 Transi�ons & anima�ons
 Presenter view & notes

 Sending & receiving emails in Outlook
 Calendar & task management
 Linking Word, Excel & PowerPoint
 Cloud sharing with OneDrive
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Discover More Learning Paths

Discover more learning paths designed to expand your skills, boost your career 

  opportunities and help you achieve your goals.

Learn online with our one-on-one training program. These classes are highly 

 customised to fulfil your needs for business growth and advanced career opportunities.

 Tally Prime - 2 to 4 Months

 Advanced Excel - 2 Months

 Busy Accoun�ng - 2 to 4 Months

 Business Analy�cs - 6 Months

 E-Accoun�ng - 12+2 Months

 E-Accoun�ng Banking & SAP - 18 Months

  MS Office with AI Power - 2 Months

  Ms Office and Advanced Excel - 3 Months

  Power BI - 1.5 Months

  Power BI and Advanced Excel - 3 Months

  SAP FICO - 3 Months

  Tax Return Filing - 5 Months

  Tally and Advanced Excel - 6 Months

  Tally-Advanced Excel and Power BI - 7 Months

 Advanced Excel Online
 Business Analy�cs Online Course
 Tally Prime Online Course
 Ms Office Online Course
 Busy Online Course
 Power BI Online Course
  Power BI and Advanced Excel Online Course
  SAP FICO Online Course
  Tax Return Filing Online Course

Online Programs: One-on-One
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EXCELLENCE THROUGH INNOVATION
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