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Microsoft’

Knowledge Of the Microsoft Office is the most established productivity platform in business.

most important
functions in everyday

Tools such as Outlook, Word, Excel and PowerPoint are now part of our
everyday vocabulary.

However, employees of organizations are unaware of the potential of these

tOO[S guarantees an tools and their new functions, which considerably reduces their productivity.

Immediate increase
(n productivity

Moreover, employees' needs are often different and hence, courses which
are aimed at heterogeneous groups usually fail.

Knowledge of your employees’ needs within each position and of the

applications suited for that position, then enrolling them into customized
training guarantees immediately increased productivity. Some examples
of the most common positions are commercial functions, managers,
secretaries, and financial positions...

Training Oriented towards Positions

Preliminary study of the roles within your
organization and their use of the productivity
tools.

Training which is completely practical and applies
real examples to your company or administration.
Firsthand, because it is the most personalized and
dynamic method, more effe ctive than online
training.

Performed in the form of "concentrated pills" of
3 hours, because we value the time of your
employees.

3h per group

20

Office 2007 o Office 2010

As a personalized training, each agenda is defined
as agreed upon with the organization

Eliminate interruptions
Actions in email

Rapid understanding of rules
Formatting emails by color
Email search

Email search folders
Creation of tasks from email
Managing the agenda
Shared calendars

Personal calendars

Outlook categories

Best practices for email
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Not all the applications of the tools

have the same impact for all the
positions within the organization

This training, designed by the % Learn Tips and Tricks which
Productivity Innovation Center, permit using the tools with more
among other things, allows one agility
to:
% Reduce the number of incidents
% Improve email and time and interruptions due to lack of
management skills while using the tools
-‘. - % Learn about the features that * Reduce the time needed to create
o il most impact your employees presentations and to improve
according to their positions their appearance and impact
T
i % Influence the way your users % Improve the generation of
\ - W ‘ utilize the tools to extract the spreadsheets and their
maximum benefits accessibility to users
o -
‘\ ‘) J % Learn the advanced functions on

the tools used daily

The interaction in the sessions can answer important questions about the use
the productivity tools
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