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Wﬁﬂijﬁl‘i‘l?‘l 3 Smart working with office 365
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n131991u Microsoft Office 365
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O Microsoft Word 365
* Insert and Layout
O Style, Tab, Page break, Voice Typing, Header-
Footer, Page Numbering
* Review
O Comment, Track Change, Accept/Reject
Changes
* Form with Legacy Control
O Add Content Component, Restrict Editing
O Microsoft Excel 365
* Basic Calculation
O Arithmetic Expression, Cell Reference
* Some Useful Function
O Sumif, Averageif, Countif, Unique, xlookup
* Table/Range
* Report/Database
o Pivot Table
* Review
o Add Comment, Set Edit Range, Protect, Sheet/Workbook
O Microsoft PowerPoint 365
* Create your own Template
O Master Slide Design
* Free items of MS365
o Insert Picture, lcon, Illustration
* Animation Tips
o Fly in(Bounce), Trigger, Morph Transition
* Slide Zoom
O Add Section, insert Zoom
* Review
O Add Comments
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