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- Erasmus+

Microsoft Office

Duracion maxima: 180 dias
Temario del curso

Version: Espafiol

. Microsoft Word Bésico

. Microsoft Word. Creando y gestionando tablas
. Microsoft Word. Funciones avanzadas

. Microsoft Word. Diagramas

. Microsoft Excel Bésico

. Microsoft Excel. Introducir y cambiar datos

. Microsoft Excel. Formulas

Microsoft Excel. Crear tabla

Microsoft Excel Avanzado

10. Microsoft Power Point Bésico

11. Microsoft Power Point. Modificar las diapositivas

12. Power Point. Objetos

13. Power Point. Trabajar con Graficos

14. Power Point. Opcidnes de disefio

15. Microsoft Power Point. Avanzado

16. Practicas formativas

17. Proyecto final

Matriculate aqui:

https://www.htlescueladeempresaonline.com/matricula/

8.

9.

HT | ONLINE BUSINESS SCHOOL
L, ESCUELA DE EMPRESA ONLINE

Microsoft Office Basic

Maximum duration: 180 days
Course contents

Version: English

. Introduction to Word

. Word. Edit and proofread the text

. Word. Change the look of the text

. Word. Organize information in columns and tables
. Word. Add simple graphic elements

. Excel. Setting up a workbook

. Excel. Working with data and Exel tables

Excel. Performing calculation on Data

Excel. Changing workbook appearence

10. Excel. Creating charts and graphics

11. Introduction to Power Point

12. Power Point. Work with slides

13. Power point. Work with slide text

14. Power Point. Format slides

15. Power Point. Add simple visual enhancements

16. Professional Internship

17. Final project

Register here:

https://www.htlescueladeempresaonline.com/en/enrollment/



