Microsoft Office Solutions – 8-Hour Training Workshop
One-Day Training Outline

Workshop Overview
A full-day, hands-on workshop designed for participants needing foundational computer skills and an introduction to key Microsoft Office applications: Word, Excel, PowerPoint, and Outlook. Participants will practice essential tasks, build confidence, and leave with practical skills for everyday workplace use.

Learning Objectives
By the end of the workshop, participants will be able to:
· Navigate basic computer functions and file management
· Create, edit, and save documents across Microsoft Office applications
· Use essential tools in Word, Excel, PowerPoint, and Outlook
· Apply productivity tips and best practices for office workflows

Agenda (8 Hours)
1. Welcome & Setup (30 minutes)
· Introductions and workshop goals
· Logging in, adjusting display/settings
· Overview of Microsoft 365 environment

2. Computer Basics & File Management (1 hour)
· Using mouse, keyboard shortcuts, taskbar, windows
· Navigating File Explorer
· Creating, renaming, saving, and organizing files/folders
· Understanding cloud vs. local storage (OneDrive overview)

3. Microsoft Word – Foundations (1.5 hours)
· Creating and formatting a document
· Working with text, bullets, spacing, margins
· Inserting images, tables, and headers/footers
· Saving, exporting, and printing
· Short practice exercise

4. Microsoft Excel – Essentials (1.5 hours)
· Understanding workbooks vs. worksheets
· Entering and formatting data
· Basic formulas (SUM, AVERAGE, MIN/MAX)
· Sorting and filtering basics
· Creating simple charts
· Hands-on data exercise

5. Lunch Break (1 hour)

6. Outlook – Email & Calendar Basics (1 hour)
· Email composition best practices
· Organizing inbox (folders, search, flags)
· Managing contacts
· Calendar scheduling and meeting invites

7. PowerPoint – Intro to Presentations (1 hour)
· Creating a simple slide deck
· Using themes and layouts
· Adding images, charts, and transitions
· Tips for effective presentations
· Quick design activity

8. Wrap-Up & Q&A (30 minutes)
· Review key skills
· Additional resources and support
· Participant questions

