

MICROSOFT IT ACADEMY COURSE OFFERINGS – 2011-2012
COLLECTION 5260:  Core Training for Microsoft Office PowerPoint 2007 – October 2011-January 2012
	Product Title
	Description
	Type

	Course 5431: Getting Started with Microsoft Office PowerPoint 2007
	This online course covers the basic skills and knowledge you will need to get started using Microsoft® Office PowerPoint® 2007. This includes working in the PowerPoint® 2007 environment, creating a presentation, and customizing PowerPoint® 2007.
	Self-paced Course

	Course 5432: Working with Slides in Microsoft Office PowerPoint 2007
	This online course covers the skills and knowledge you will need to work with slide presentations in Microsoft® Office PowerPoint® 2007. This includes working with slide text, proofreading the text, as well as changing the appearance of text.
	Self-paced Course

	Course 5433: Working with the Slide Layout and Themes in Microsoft Office PowerPoint 2007
	This online course covers the skills and knowledge you will need to change the appearance of slides using slide layout tools and Themes in Microsoft® Office PowerPoint® 2007. In addition to working with slide layout and Themes, this course will also cover customizing presentation elements including the Slide Master and creating a custom design template.
	Self-paced Course

	Course 5434: Working with Tables, Charts, and Diagrams in Microsoft Office PowerPoint 2007
	This online course covers the skills and knowledge you will need to work with graphical objects in Microsoft Office PowerPoint 2007.This includes inserting and formatting tables in a slide, as well as inserting Excel worksheets and charts. This course also covers inserting and formatting SmartArt graphic objects and converting bullet lists into graphics.
	Self-paced Course

	Course 5435: Enhancing the Slides with Multimedia Elements in Microsoft Office PowerPoint 2007
	This online course covers the skills and knowledge you will need to add multimedia elements to enhance your slides in Microsoft Office PowerPoint 2007. This includes inserting and formatting graphics, animations, audio and video components into PowerPoint slides. This course also covers inserting transition effects.
	Self-paced Course

	Course 5436: Delivering Presentations Using Microsoft Office PowerPoint 2007
	This online course covers the skills and knowledge you will need to print and deliver a presentation in Microsoft Office PowerPoint 2007. In addition to setting print preferences, this course also covers reviewing, sharing, and delivering presentations to different audiences.
	Self-paced Course


Microsoft Office PowerPoint 2003 Course – October 2011 - January 2012
	Product Title
	Description
	Type

	Course 4103: Core Training for Microsoft® Office PowerPoint® 2003
	This course introduces the basic features and tools of Microsoft® Office PowerPoint® 2003, including the following: creating presentations, working with slides, making presentations look consistent, working with shapes, working with graphics, working with tables, charts, and diagrams, creating multimedia presentations, reviewing and sharing presentations, preparing a presentation for printing or web publication, and setting up and delivering slide shows. 

This course has been certified as Microsoft Office Specialist Approved Courseware, and covers all exam skill standards. 
	Self-paced Course


COLLECTION 10351:  Skills Training in Microsoft PowerPoint 2010– October 2011 - January 2012

	Product Title
	Description
	Type

	Course 10282: What's New in Microsoft PowerPoint 2010
	This online course provides you with the skills and knowledge required for creating, accessing, enhancing, and sharing your presentations efficiently by using the new and improved features in PowerPoint 2010.
	Self-paced Course

	Course 10295: Beginner Skills in Microsoft PowerPoint 2010
	This online course is designed to help you use the Microsoft PowerPoint 2010 interface, commands, and features to create, enhance, and deliver presentations.
	Self-paced Course

	Course 10523: Intermediate Skills in Microsoft PowerPoint 2010
	This online course is designed to help you use the Microsoft PowerPoint 2010 interface, commands, and features to create, enhance, and deliver presentations.

	Self-paced Course

	Course 10386: Advanced Skills in Microsoft PowerPoint 2010
	This online course is designed to help you use advanced features of PowerPoint 2010 to create, customize, and deliver presentations that are rich in multimedia elements.
	Self-
paced Course

	
	
	


COLLECTION 5258:  Core Training for Microsoft Office Word 2007 – November 2011 - February 2012
	Product Title
	Description
	Type

	Course 5419: Getting Started with Microsoft Office Word 2007
	This online course covers the basic skills and knowledge you will need to get started using Microsoft® Office Word 2007. This includes working in the Word 2007 environment, basic file commands within a document, and displaying different views of a document. This course also covers creating and saving documents, as well as previewing and printing documents.
	Self-paced Course

	Course 5420: Editing and Proofreading Documents in Microsoft Office Word 2007
	This online course covers the skills and knowledge you will need to create and edit high-quality documents with Microsoft® Office Word 2007. This includes making changes to documents, inserting saved text into a document, as well as working with document outlines in the Word 2007 environment. This course also covers finding and replacing text, correcting spelling and grammatical errors, as well as finalizing documents for email, printing or publishing to a network location.
	Self-paced Course

	Course 5421: Formatting Documents in Microsoft Office Word 2007
	This online course covers the skills and knowledge you will need to format documents in Microsoft® Office Word 2007. This includes manually changing the look of characters and paragraphs, quickly formatting text and paragraphs, and creating and modifying lists in the Word 2007 environment. This course will also cover changing a document's background and theme, adding headers and footers, as well as working with templates. 
	Self-paced Course

	Course 5422: Working with Columns and Tables in Microsoft Office Word 2007
	This online course covers the skills and knowledge you will need to work with columns and tables using Microsoft® Office Word 2007. This includes presenting information in columns, as well as creating tabular lists in the Word 2007 environment. This course will also cover presenting information and performing calculations in a table, formatting table information, and using a table to control page layout.
	Self-paced Course

	Course 5423: Working with Graphical Elements in Microsoft Office Word 2007
	This online course covers the skills and knowledge you will need to work with graphical elements in Microsoft® Office Word 2007. This includes inserting and modifying pictures, creating fancy text, drawing and modifying shapes, inserting symbols and equations, and changing the relationship of elements on the page. This course will also cover inserting and modifying charts, as well as using existing data in charts. Additionally, you will learn how to create and modify diagrams.
	Self-paced Course

	Course 5424: Working with Longer Documents in Microsoft Office Word 2007
	This online course demonstrates the skills and knowledge you will need to work with the special features specific to long documents using Microsoft® Office Word 2007. This includes inserting ready-made document parts, as well as creating and modifying a table of contents and an index in the Word 2007 environment. This course will also cover adding bookmarks, cross-references, hyperlinks, and sources, and compile a bibliography. 
	Self-paced Course


Microsoft Office Word 2003 Courses  –  November 2011 - February 2012
	Product Title
	Description
	Type

	Course 4105: Core Training for Microsoft® Office Word 2003
	This course introduces the basic features and tools of Microsoft® Office Word 2003, including the following: working with documents, editing and proofreading documents, changing the appearance of documents, presenting information in tables and columns, working with graphics and charts, collaborating with others, previewing and printing a document, and previewing and creating web pages. 

This course has been certified as Microsoft Office Specialist Approved Courseware, and covers all exam skill standards. 
	Self-paced Course

	Course 4102: Advanced Training for Microsoft® Office Word 2003
	This course provides an overview of the advanced capabilities of Microsoft® Office Word 2003, including the following: working with existing documents, presenting information in tables and columns, working with graphics and charts, collaborating with others, creating documents for the web, creating forms and form letters, making information in longer documents accessible, and customizing and automating Word. 

This course has been certified as Microsoft Office Specialist Approved Courseware, and covers all exam skill standards. 
	Self-paced Course



COURSE COLLECTION:  Skills Training in Microsoft Word 2010 – November 2011 - February 2012
	Product Title
	Description
	Type

	Course 10281: What's New in Microsoft Word 2010

	This online course provides you with the skills and knowledge required for creating, accessing, enhancing, and sharing your documents by using the new and improved features in Word 2010.
	Self-
paced Course


	Course 10294: Beginner Skills in Microsoft Word 2010
	This online course is designed to help you use the Microsoft Word 2010 interface, commands, and features to create, enhance, and share documents.
	Self-
paced Course


	Course 10391: Intermediate Skills in Microsoft Word 2010
	This online course provides you with the skills and knowledge required to enhance, share, and customize Word 2010 documents.

	Self-paced Course


	Course 10392: Advanced Skills in Microsoft Word 2010
	This online course provides you with the skills and knowledge required to create complex documents and publish them by using Word 2010. 
	Self-paced Course

	
	

	

	

	


COLLECTION 5259:  Core Training for Microsoft Office Excel 2007 – February 2012-May 2012
	Product Title
	Description
	Type

	Course 5425: Getting Started with Microsoft® Office Excel® 2007
	This online course covers many of the new features and functionality in Microsoft® Office Excel® 2007, including the new user interface, the improved formatting capabilities provided by galleries and mini toolbars, the new capabilities offered by data tables, the new color management scheme, and the improved charting engine. It also covers core skills such as creating and modifying workbooks, moving data within a workbook, and organizing data using tables.
	Self-paced Course

	Course 5426: Performing Calculations on Data in Microsoft® Office Excel® 2007
	This online course covers the skills and knowledge you will need to perform calculations on data using Microsoft® Office Excel® 2007. This includes naming data ranges and creating tables, creating formulas to calculate values, and creating conditional formulas. It also covers the tools available to identify errors in calculations, as well as auditing worksheets.
	Self-paced Course

	Course 5427: Formatting and Printing Worksheets in Microsoft® Office Excel® 2007
	This online course covers the skills and knowledge you will need to format worksheets in Microsoft® Office Excel® 2007, as well as printing worksheets. This includes defining styles, applying themes to a workbook, and making workbooks easier to read. It also covers how to change the appearance of data based on its value, as well as adding graphics to an Excel document. In addition this course covers the printing of Excel workbooks.
	Self-paced Course

	Course 5428: Filtering and Summarizing Data in Microsoft® Office Excel® 2007
	This online course covers the skills and knowledge you will need to filter, reorder and validate data in a worksheet in Microsoft® Office Excel® 2007. This includes sorting data in lists and performing calculations on sorted data, as well as creating rules to validate your data.
	Self-paced Course

	Course 5429: Working with Pivot Tables and Charts in Microsoft® Office Excel® 2007
	This online course covers the skills and knowledge you will need to create and format PivotTable and PivotChart reports in Microsoft® Office Excel® 2007. This includes editing and formatting PivotTable reports, as well as inserting charts into your worksheets.
	Self-paced Course

	Course 5430: Collaborating with Others in Microsoft® Office Excel® 2007
	This online course demonstrates the skills and knowledge you will need to collaborate with others using Microsoft® Office Excel® 2007. This includes sharing Excel worksheets with others, as well as publishing worksheets as Web pages. It also covers applying passwords to protect worksheets and authenticate users.
	Self-paced Course



Microsoft Office Excel 2003 Courses – February 2012 - May 2012
	Product Title
	Description
	Type

	Course 4106: Core Training for Microsoft® Office Excel 2003
	This course introduces the basic features and tools of Microsoft® Office Excel 2003, including the following: getting to know Excel, setting up a workbook, performing calculations on data, changing document appearance, filtering and reordering data, combining data from multiple sources, creating charts, printing, and collaborating in Excel. 

This course has been certified as Microsoft Office Specialist Approved Courseware, and covers all exam skill standards. 
	Self-paced Course

	Course 4101: Advanced Training for Microsoft® Office Excel 2003
	This course provides an overview of the advanced capabilities of Microsoft® Office Excel 2003, including the following: working with Excel and other Office programs, organizing data, performing calculations on data, analyzing data, working with pivot tables, working with graphics and charts, working with database data and macros, publishing on the Web and using XML, and collaborating in Excel. 

This course has been certified as Microsoft Office Specialist Approved Courseware, and covers all exam skill standards.
	Self-paced Course


COURSE COLLECTION 10358:  Skills Training in Microsoft Excel 2010 – February 2012 - May 2012

	Course 10283: What's New in Microsoft Excel 2010
	This online course provides you with the skills and knowledge required for managing files effectively and controlling the data within the files in Excel 2010.
	Self-
paced Course

	Course 10296: Beginner Skills in Microsoft Excel 2010
	This online course is designed to help you use the Microsoft Excel 2010 interface, commands, and features to present, analyze, and manipulate various types of data.
	Self-
paced Course

	Course 10393: Intermediate Skills in Microsoft Excel 2010
	This online course is designed to help manage workbooks in Excel 2010.
	Self-
paced Course

	Course 10394: Advanced Skills in Microsoft Excel 2010
	This online course is designed to help you customize and manage the Excel 2010 interface as well as manage, manipulate, and format data.
	Self-
paced Course


