Course Title: Microsoft Office Essentials: Mastering Productivity Tools
Course Duration: 4 weeks
Schedule: 
Week 1: Microsoft Word Essentials
Day 1: Introduction to Microsoft Word (Interface overview, basic formatting)
Day 2: Document Creation and Formatting (Text formatting, paragraph formatting)
Day 3: Working with Graphics and Tables (Inserting images, creating tables)
Day 4: Advanced Features (Headers and footers, page layout options)

Week 2: Excel Fundamentals
Day 1: Introduction to Microsoft Excel (Interface overview, basic data entry)
Day 2: Formulas and Functions (Basic formulas, using functions for calculations)
Day 3: Data Management (Sorting, filtering, basic data analysis)
Day 4: Advanced Excel Techniques (Charts, conditional formatting)

Week 3: Creating Dynamic Presentations with PowerPoint
Day 1: Introduction to PowerPoint (Interface overview, slide layout)
Day 2: Designing Slides (Formatting text, adding images)
Day 3: Enhancing Presentations (Slide transitions, animation effects)
Day 4: Advanced Features (SmartArt, audio and video integration)
Week 4: Collaborating with Microsoft Teams
Day 1: Introduction to Microsoft Teams (Overview of features, setting up teams)
Day 2: Communication, Collaboration, and File Sharing (Chat, calls, meetings)
Day 3: Basic computer literacy and familiarity with the Windows operating system
Day 4: keyboard shortcuts

Working on project.
· Create a professional resume or CV using advanced formatting techniques.
· Develop a business proposal or project report with custom headers, footers, and cover pages.
· Build a personal budget tracker with formulas for calculating expenses, income, and savings.
· Design an interactive multimedia presentation on a topic of interest, incorporating animations and transitions to enhance engagement.
Weekly sessions will be held every [Mon, Wed, Thur, Fri] from 9:00 am – 12:00 pm for 4 weeks. Basic computer literacy and familiarity with the Windows operating system

