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From one-on-one to instructor led, our team of certified, sought after trainers deliver innovative 
training every time! Our courses include all levels of Microsoft Office and each can be  customized 
to meet your needs.  

This course is designed for students who 
wish to establish a foundational 
understanding of Microsoft Office   Access   
2016,   including   the skills necessary to 
create a new database, construct data tables, 
design  forms  and  reports,  and create 
queries.   By the end of this course,  
participants  will  be  able  to: 

Access 2016 Excel 2016 Office 365 w/Web Apps 

Introduction 2 Days Introduction 1 Day Overview 1 Day 

• Define the elements of a database 

• Create a basic database 

• Create and format tables 

• Work with tables and records 

• Create forms, reports, and queries 

• Manage a database 

Intermediate 2 Days 

Advanced 2 Days 

• Use advanced formulas with relative 
and absolute cell references, multiple 
cell references, and 3D references 

• Use advanced functions, including 
vlookup and hlookup 

• Organize worksheet and table data 

• Outline and group data 

• Use charts to present data 

• Analyze data using pivot tables, slicers, 
and pivot charts 

• Import and export data 
• Insert and use a slicer 
• Integrate Excel data with the web 
• Apply conditional formatting 
• Link and consolidate workbooks 
• Pivot consolidated data 

This  course  is  intended  for  students who 
wish to gain the foundational understanding 
of Microsoft Office Excel 2016 that is 
necessary to create and work with electronic 
spreadsheets. By the end of this course, 
participants will be able to: 

This course is designed for students who 
already have foundational knowledge and 
skills in Excel 2016 and who wish to begin 
taking advantage of some of the higher-
level functionality in Excel to analyze and 
present data.  By the end of this course, 
participants will be able to: 

This course is intended for students who are 
experienced Excel 2016 users and have a 
desire or need to advance their  skills  in  
working  with  some  of the more advanced 
Excel features. Students will likely need to 
troubleshoot large, complex  workbooks,  
automate repetitive tasks, engage in 
collaborative partnerships involving 
workbook data, construct   complex   Excel   
functions, and use those functions to 
perform rigorous analysis of extensive, 
complex datasets.   By the end of this 
course,  participants  will  be  able  to: 

Intermediate 1 Day 

This course is designed for students 
wishing to gain intermediate-level skills or 
individuals whose job responsibilities 
include constructing relational databases, 
performing database maintenance, or 
creating advanced queries and reports.  By 
the end of this course, participants will be 
able to: 

• Work with relationships and referential 
integrity 

• Use advanced table tasks 

• Manage data entry in tables 

• Create subforms and navigation forms 

• Create modal dialog boxes 

• Split a database 

Students taking this course are database 
administrators or prospective database ad-
ministrators who have experience working 
with Access 2016 and need to learn advanced 
skills. 
• Customize a form layout to improve 

usability and efficiency of data entry. 
• Share data across applications. 
• Use macros to improve user interface 

design. 
• Use VBA to enhance tasks. 
• Organize data into appropriate tables 

to ensure data dependency and 
minimize redundancy. 

• Lock down and prepare a database for 
distribution to multiple users. 

• Create and modify a database 
switchboard and set the start-up 
options. 

• Navigate the Excel 2013 environment 

• Create and enter data in a workbook 

• Format and modify data in a worksheet 

• Use basic formulas and functions 

• Sort and filter data 

• Insert objects 

• Print and share an Excel Workbook 

Advanced 1 Day 

This course is intended for business users 
and knowledge workers in a variety of roles 
and fields who have competence in a 
desktop-based installation of the 
Microsoft® Office 2010 or 2013 edition of 
the Microsoft Office productivity suite, and 
who are now extending Microsoft Office to a 
collaborative cloud-based Office 365 
environment.   By the end of this course, 
participants will be able to: 

• Sign in to and navigate in the Office 365 
environment 

• Create, edit, and share documents with 
team members using Office Web Apps 
and Microsoft SharePoint 

• Use email and manage contacts with 
the Outlook Web Apps 

• Use instant messaging and online meet-
ings with Skype for Business 

• Set up your mobile devices to work with 
Office 365 

Office Essentials 

Microsoft Office Course Descriptions 

Overview 1 Day 
This course is designed for individuals who 
already have foundational knowledge and 
skills in Office 2007 or Office 2010, and are 
interested in transitioning from an earlier 
Office version to Office 2016. It is also 
designed for those individuals who may be 
interested in some of the new features 
available in the Office 2016 suite of 
products. By the end of this course, 
participants will be able to: 

• Identify new and enhanced features 
that are common across all applications 
in Office 2016. 

• Modify documents using Microsoft 
Word 2016. 

• Enhance worksheet data using Mi-
crosoft Excel 2016. 

• Augment a presentation using Mi-
crosoft PowerPoint 2016. 

• Create a database using Microsoft Ac-
cess 2016. 

• Utilize mail, calendars, contacts, and 
tasks in Microsoft Outlook 2016 



 

 

Outlook 2016 

Introduction 1 Day 

Advanced 1 Day 
This course is intended for people who 
want to know how to use Outlook’s 
advanced features to manage their email 
communications, calendar events, contact 
information, search functions, and other 
communication tasks.  By the end of this 
course, participants will be able to: 

This course is designed for students who 
wish to gain a foundational understanding of 
Microsoft PowerPoint 2016 that is necessary 
to create and develop engaging multimedia 
presentations. By the end of this course,  
participants  will  be  able  to: 

PowerPoint 2016 

Introduction 1 Day 

Advanced 1 Day 

This course is intended for students who 
have a foundational working knowledge of 
PowerPoint 2016, who wish to take 
advantage of the application's higher-level 
usability, security, collaboration, and 
distribution functionality. By the end of this 
course, participants will be able to: 

Project 2016 

Introduction 1 Day 

Intermediate 1 Day 

Introduction 1 Day 

This course is intended for persons in a 
variety of job roles such as publishing 
specialists, layout specialists, graphic 
designers, or any other knowledge workers 
who need to use Microsoft Office Publisher 
2016 to create, lay out, edit, and share 
publications.  

• Perform basic tasks in the Microsoft 
Publisher interface. 

• Add content to a publication. 
• Format text and paragraphs in a 

publication. 
• Manage text in a publication. 
• Work with graphics in a publication. 
• Prepare a publication for printing and 

sharing. 

Publisher 2016 

All classes run from 9:00 am to 4:00 pm unless otherwise indicated. 
Trainings are either held on client site OR at one of our Training Partner venues.  

Microsoft Office Course Descriptions 

This course is designed for a person with an 
understanding of project management 
concepts and who is responsible for creating 
and maintaining project plans. The course 
will give the student a fundamental 
understanding of Microsoft Project 2016 
necessary to create and save project plans. 
By the end of this course,  participants  will:  

• Identify project management concepts 
and navigate the Project 2016 
environment 

• Create and define a new project plan 

• Create and organize tasks 

• Manage resources in a project plan 
• Finalize a project plan 

• Navigate Outlook 2016 to read and 
respond to email 

• Use the Address Book, and format and 
spell check new messages 

• Attach files and insert illustrations to 
messages. 

• Use flags, categories, and folders to 
organize messages 

• Create and work with Contacts 
• Create appointments and schedule 

meetings in Calendar 
• Create and work with Tasks and Notes 

• Modify messages and set global options 
• Organize, search, and manage messages 
• Manage your mailbox 
• Automate message management 
• Work with calendar settings 
• Manage contacts and groups 
• Manage activities by using tasks 
• Share workspaces with others 
• Manage Outlook data files 

• Identify the basic features and functions 
of PowerPoint 2016. 

• Develop a PowerPoint presentation. 
• Perform advanced text editing 

operations. 
• Add graphical elements to your 

presentation. 
• Modify objects in your presentation. 
• Add tables to your presentation. 
• Add charts to your presentation. 
• Prepare to deliver your presentation 

• Modify the PowerPoint environment 
• Customize design templates 
• Add SmartArt and math equations to a 

presentation 
• Work with media and animations 
• Collaborate on a presentation 
• Customize a slide show 
• Secure and distribute a presentation 

OneNote 2016 

This course is intended for people who need 
to know how to manage their email 
communications, calendar appointments, 
contact information, and other 
communication tasks. By the end of this 
course, participants will be able to: 

This course is designed for students with 
an understanding of project management 
concepts who are responsible for creating 
and maintaining project plans. Target 
students will be looking to acquire the 
advanced knowledge and skills a project 
manager needs to update a project plan in 
Project 2016 during the execution, 
monitoring, and controlling phases of a 
project. By the end of this course, 
participants will be able to: 

Overview 1 Day 

This course is intended for people in a 
variety of roles and fields and want to 
incorporate digital note-taking and note 
collaboration by using Microsoft OneNote 
2016. By the end of this course, 
p ar t i c i p ants  will  be  able  to: 

• Navigate in OneNote 2013 
• Create notebooks, sections, and pages 
• Format and edit text and notes 
• Insert spacing, tables, files, and images 
• Use the Send to OneNote tool 
• Use tags to organize a notebook 
• Email, export, and print a notebook 

• Update a project plan to reflect 
progress as you execute the project. 

• Monitor project progress in the project 
plan. 

• Adjust the project plan to control 
constraints. 

• Create project reports to share a 
project’s status. 

• Customize project settings and share 
customizations with other projects. 
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Our mission at Innovative Training, Events & Professional Solutions is to provide top-notch 
training, consulting and services to meet personal and business needs.    

Microsoft courses are just a part of the innovative training and solutions we offer.  We also 
facilitate courses in Leadership Development and Customer Service, as well as provide a 
wide range of Professional Solutions that are custom designed to each individual, small 
business, corporation or organization.  

Contact us today at info@itepsdc.com to discuss your needs and see for yourself why we are 
the preferred choice! 

This course is designed for existing 
Microsoft Windows and Microsoft Office 
users who are transitioning to a 
SharePoint environment, who will need to 
access information and collaborate with 
team members on a Microsoft SharePoint 
team site.  By the end of this course, 

SharePoint 365 

For End Users  1/2 Day 

For Admins  2 Days 

This course is designed for existing 
Microsoft SharePoint site collection 
administrators who will create and 
manage a group of SharePoint sites, add 
features at the site collection level, 
manage workflows, and implement 
records management features. By the 
end of this course, participants will be 
able to: 

This course is intended for students who 
want to learn basic Word 2016 skills, such as 
creating, editing, and formatting documents; 
inserting simple tables and creating lists; and 
employing a variety of techniques for 
improving the appearance and accuracy of 
document content.  By the end of this 
course, participants will be able to:  

Word 2016 

Introduction 1 Day 

Intermediate 1 Day 

Advanced 1 Day 
This course is intended for students who  
want to  use  advanced capabilities in Word, 
including image manipulation, collaboration 
and revision  tracking,  cross-referencing and 
linking,  document  security, forms, and pro-
cess automation through macros.   By the 
end of this course,  participants  will  be  
able  to: 

• Create a bibliography 

• Create Forms 

• Create and work with a master 
document and linked subdocuments 

• Embed objects in a Word document 

• Record/write, edit and run macros and 
assign a macro to a keystroke 

For End Users 1 Day 

This course is designed for end users who 
are familiar with computers and who need 
to use the features and functionality of the 
Windows 10 operating system for personal 
and/or professional reasons. By the end of 

• Access Windows 10 

• Use Windows apps and desktop 
applications to complete day-to-day 

tasks, including installing new apps 

and multitasking with multiple 

programs. 

• Work with files and folders by using 
File Explorer and OneDrive 

• Use Cortana as your virtual personal 

assistant and use Edge for web 

browsing 

• Customize the Windows 10 

environment 

• Install and remove printers and 

peripheral devices 

• Use Windows 10 security features to 

protect your device  

Windows 10 

• Edit text in a Word document 

• Modify the appearance of text 

• Insert special characters and objects 

• Organize data in tables 

• Use Microsoft tools to proofread 
document 

• Modify page layout 
• Print a document 

This  course  is  designed for  students  
who wish to use Microsoft Word to create 
and modify complex documents and use 
tools that allow them to customize those 
documents.   By the end of this course,  
participants  will  be  able  to: 

• Create customized styles and themes 

• Create, save, use and edit templates 

• Insert content using Quick Parts 

• Work with sections 

• Collaborate on document review using 
track changes 

• Perform a mail merge 

• Interact with SharePoint Team Sites 

• Open and edit existing documents 

• Create, upload, and download 
documents 

• Check documents out and in 

• Interact in SharePoint 

• Work with Lists 

• Integrate SharePoint with Microsoft 
Office 

• Create and configure a site collection 

• Administer site quotas, auditing, and 
backup 

• Configure the top-level site, including 
tag clouds, RSS viewers, and 
document sets 

• Configure site collection metadata 

• Manage archiving and compliance 
features 

• Create and test a workflow 

• Configure search options 
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