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Microsoft Office Upgrade - 1day

Microsoft Office Upgrade- This 1-day course covers Office Upgrading and provides
skills and knowledge in a wide range of new features, enhancements and changes
found in the latest Microsoft Office environment.

At the completion of this course you should be able to:
understand the latest Office interface

personalise and make changes to the ribbon

use the help system tools available to you in Office
work with the file formats found in Office

use the printing settings in Office

share your work with others using Office

insert and edit pictures
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