










 

 



Title: Power Up Your Productivity” (Excel and Word Workshop)  

Program Details:  

 Dates: 15 Dec, 2023 to 19 Dec,2023 

 Mode: Online  

 Time: 11:00 to 12:00 pm 

Date Time Topic 

15 Dec, 
2023 

11:00 AM - 12:00 
PM 

Introduction to Microsoft Word: Basic Features and Formatting 

16 Dec, 
2023 

11:00 AM - 12:00 
PM 

Advanced Microsoft Word: Mail Merge, Table of Contents, and 
Templates 

17 Dec, 
2023 

11:00 AM - 12:00 
PM 

Introduction to Microsoft Excel: Data Entry, Formatting, and Basic 
Formulas 

18 Dec, 
2023 

11:00 AM - 12:00 
PM 

Advanced Microsoft Excel: Pivot Tables, Charts, and Data Analysis 
Tools 

19 Dec, 
2023 

11:00 AM - 12:00 
PM 

Integrating Excel and Word for Enhanced Productivity 

 


