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Course Description

According to the data provided by an authoritative institution, only 20% of Office application functionality was used by a
common end user. However, 25% productivity will be improved by execute an application skill training effectively, which equals
to nearly 2000% rate of return on investment. Our Office Elite training service will save hours of your work and increase your
organization productivity with instant results.

Even the brightest Office users often have skill gaps that prevent them from effectively using the full potential of the tools
readily available to them. Our courses are designed to target those skill gaps and help intermediate to advanced Office users
take the next step in their learning. The topics presented in our training modules will sharpen skills and introduce users to

advanced techniques that will save hours of work and increase productivity.

SZAFEE: BRI L 0L, BURRGRE, R, 43, Target Student:

H/RAH P TREHAEH office HIE B LIEH. Data Analysts, Decision Maker, Executor, Manager,
Desktop/End User, Specialist, Information Worker.

BRTA: Delivery Method:

PR, ZRFER. Instructor led, group-paced, classroom-delivery learning model
with structured hands-on activities.

KFIES: About Language

BAEFRBE: Microsoft Office 97 LA 1 i A op S /3 3L #4m] SOFTWARE ENVIROMNMENT:

BHIES: RIET R, RIGM AP IESCHE TR Microsoft Office 97 and above English/Chinese version
TEACHING LANGAUGE: Bilingual in Chinese and English.
Mainly in Chinese, switch to English based on customer’s

requirement flexibly.

KTV About Instructor

x# ( Adam Liu) Adam Liu has a wealth of personal and professional experience
MCSE,MCDBA,MCP,MCT, WH#BEMEER(MVP) with the Microsoft Office Suite.
RETWHEREWSNEREEEER (PMP) He has the ability to draw on his experiences to make his

training more personal and real-world in its approach.
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