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Word, Excel and PowerPoint
Essentials for Microsoft 365

ADAa1s 01SIVAIUIU uatviutintguatu Microsoft 365 tRiSauazualvvie

® 12 ¥luv ® 23U ® Wugu TBRoumWalnasua: Windows 1a ® s:Gu Beginner

@ stg:12an: 2 3u

) 7 12 $2luv (2 3u duas 6 Bu.) - 09:00-
Word, Excel and (365) : 16:00 u.

PowerPoint Essentials | ‘ AR ! .
for Microsoft 365 ~ ! @ sUuuu: Classroom / Hybrid

Onsite K30 Online WU Microsoft
Teams - Public / In-house
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Word, Excel ua: PowerPoint guidutndavijoranuavuiudiinuiu udkateaugulddosdsiiGeuuon Office Sutdt Saktnonans
d28nsIANEIUISSA AUDEUAdEIASOVAQIAULAIWUWADIAuaVa1s1Y uaialadia:kinlaslildsy veusA Office 2019 dugas:uzis
auuauuluudo Microsoft 365 apps sulloauuiinoviafyoutiviutadadoua:ualuvis Ny AutoSave uu OneDrive, Styles, gas
avelkodg1u XLOOKUP, Design Suggestions ua: Morph tu PowerPoint

Kangasiw1ts Word, Excel ua: PowerPoint tu Microsoft 365 agvgn3gduudwugiu (3uvnkinvaRidsouAu AMsuufnuasAAu
W& UgnissasUuuutonansdoe Styles a1sUsy a1s1v uasvarureBeulu Word astoudaya gas WuriduRiduow PivotTable ua:
aswlu Excel sufivansaanuuualad nwindaulko uasnisgoutnauatu PowerPoint Uamedos Workshop fgatonaislasuais
AsUNY 3 wau (ausw 2 3u duas 6 Faluv sou 12 Faluv s:du Beginner)

1A%oaviio @ Microsoft 365 apps @ Word ° Excel ° PowerPoint @ OneDrive

s1A1A19Usy - PUBLIC / IN-HOUSE

5'900 uln / AU avasiiudulsd aa 10%

s1mdvlsoundyariiy (VAT 7%) - soutanaisusznaunisausy (WddoagvaHsuila wax Certificate - i

1Bould Microsoft 365 apps yavaULDYKZDUDVARINIU - SUFa In-house valutauasiAnla tiuLiou
LINE
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andulondiloa COURSE OUTLINE
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01 5CIQUS::H\Jﬁ Objectives

3KU190 Ribbon, Quick Access Toolbar wazgovAukIA1&vYoY Microsoft 365 apps [dAdov
uufin uss uazAAulwados AutoSave, OneDrive ua: Version history

JasUuuutenais Word Gog Styles aswaisusy a1s wazaaruie3ould

Uoudoya Weugas ua:ldwurAguntduoslu Excel lagnday

asUdoyadoy PivotTable uazuniauadosunsiwiu Excel

oonuuualadasssy Design Suggestions ua:ls Morph Au Zoom Tu PowerPoint

BuayasouAus:H3IW Word, Excel ua: PowerPoint Tuviugdutdeo

02 A3ULWIKUIY Target Audience

wunvuaaWWARTS Word, Excel ua: PowerPoint 10uds:suazdovaisusuasrinviuliiusudoguu
Qﬁ'muié Office 2016 K30 2019 wasA1dvdreutd Microsoft 365 apps

ARAW AS Lazo191sIRABYIMIEAETS 01SAIUIEU LazvulnLEauD

=

1BudundavasWugiuasunv 3 uaUlukangasides

ey

03 ALAUYIVKANGQAS Highlights

Usuusvlkil 2026 Word, Excel ua: PowerPoint {u Microsoft 365
ASU 3 waUKaN 1oNaNs ANSIVAIUIE LazvulnLauD

waliikae AutoSave, OneDrive ua: Version history

gassulk XLOOKUP, SUMIFS ua: Excel Table

aladquluiiaandw Design Suggestions, Morph La: Zoom
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04 ﬂ:)‘lU%WUg"lU Prerequisites

o BRouwolnasuazs:uulauanis Windows [d wu asvlwataas Acaan uazovlwa

o WuWnInsuazn1wdvaguld

o WFdudoviiWugiu Word, Excel k30 PowerPoint u1fiau

o 1 Microsoft 365 apps aadvuutaZav k3aUryd Microsoft 365 AtELaUuu3uld

05 FvAdaviasSvuuatlASaviio Setup & Tools

s19Ms
auasai
Wsuasuy
UeyBts
wuRAulWg

waila

s19azldua

Notebook Windows 10 k3o Windows 11 i§auda3utnastiia

Word, Excel ua: PowerPoint 91a Microsoft 365 apps wuztin k3o Office 2024
Usyd Microsoft daudd KdaUeyd Microsoft 365 vovARIUKEoaAUANUD
OneDrive vaviisuu §18SU AutoSave Lax Version history

yaloAans Jayavaauy uazaladdoogtvdrsunn Lab

KWgIKQ: USuUsutkiuU 2026 91nkangas Microsoft Office 2019 gvduganisaduayutio 14 aarau 2025 Worudeulky
tRasvAu Microsoft 365 apps Liu Word, Excel ua: PowerPoint dafada Outlook 9on (1ISsudalalurdngas Using
Microsoft 365 Apps Alliu Outlook, OneDrive, Teams ua: SharePoint) darkodaUu1nnn Bluetooth uas Ink aon LA
AutoSave, Version history, XLOOKUP, Excel Table, Design Suggestions ua: Speaker Coach §isguls Microsoft 365
apps vavaulavKdauaviRriviu Wiwasuivagv wu Design Suggestions uulaariiou davis Microsoft 365 wuualns
auidn Copilot doviiansldviunen Kinvavavualdsuuoy 1ok1a1vav100$3uUaEa AU FUDUSY

06 ATNWSIUAISISYU 2 U Big Picture

u

Day 1
Section 1-6

Day 2
Section 7-12

KodaKan

KU19aRBSouAUYDY Microsoft 365 apps, AutoSave La: OneDrive, dasduuutonans Word, Styles ua:
asuey, 01519 SUAIW 1adag, AsodNIU LASIUAU Lasparu1g3gu

Uouﬁaqaua:amsvﬁugwu?u Excel, WurAguniduosua: Excel Table, asUuazinauadolya, aswaladdoy
PowerPoint, Morph, Zoom uaza1sgaudniaus ua: Workshop qmaﬂmsTﬂswms
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KU199sJulasvIuLdnNaIsass Word , Sou
(oK1n1sausy - Section 1-6 6 8oluv

o nTWsau Microsoft 365 apps ua:zklinoanissouau

Microsoft 365 apps cvon Office 2019 ua: Office 2024 wuuBounnaguls
Ribbon, A1suaav Ribbon wuuga, Status bar ua:zavAUKIAEY

USu Quick Access Toolbar ua: Ribbon TKikuizAUIU

Workshop: duAkinvaua:uduiuwaaiiduosuavautov

Lab: 9an1s(wa AutoSave ua: OneDrive

as Wa uazuuiinlwdav OneDrive w3aou AutoSave
Version history ua: Recover Unsaved Documents
Compatibility Mode Aulwdsutsn uaza1savoonidu PDF
Lab: uAlwamaudoAAuassunourin

Lab: wuwuasvasyuvutanais Word

FaUUI S:8:USSAQ StuAoULazkaVEaRUN LazSLEov
duwaudlnsuasavaguifuuratinAuuazaviduAiBudu
Bullets, Numbering, Tab Stop uwa: Format Painter
Lab: SasUuuuiuiindandiunielukuosiu

u Lab: Styles K2da uazaisusy

Bua:udlu Styles unuaisdasyuuuiasaa

Navigation pane, Section break uazsU1LUIUDUIAWIEUIVKUN
Header, Footer, laukuin uazaisusydalud

Lab: 9as19viukangsunwsauansuey

a Lab: a1s1v sUaw uaszdaqtutonans

asuazvasduuuaisiv Homswé’mﬂﬁm
unsasunaw Icons wa: SmartArt wéou Wrap Text
A1a5U1eAIW (Caption) ta:A1sd1vavAielulonans
Lab: mukudszsiaduwuswsauaisivuazsyaiw

a Lab: as29n1uU UASIUAU WasdaKu1yL13agu

as29ANa=nad2y Editor, Translate ua: Read Aloud

Comments, Track Changes, Compare ua:uflwdwsouAuuu OneDrive
Mail Merge 2akU18 UNg9KUN uassavdaKU1eNS18TalU Excel

Lab: d@voakuiudeyonsiodofsutu Excel
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A1S1VAUIQUA2Y Excel uasviuuitauadrsy PowerPoint

LoK1n1sausL - Section 7-12

Sou

6 5oluv

Lab: Uaudiayauazgasiwugiutu Excel

Workbook, Worksheet, sUadoya ua:gUuuucTotauﬁu:iuﬁ
AutoFill ua: Flash Fill &rsulaudayald

gas A1sdvdvluuawnsuazauysad SUM, AVERAGE ua: IF
Lab: rirtutauasiAniAudeugoasoudalula

XLOOKUP unu VLOOKUP dxsudivdoyadiuaisiv
SUMIFS, COUNTIFS, IFS ua: TEXTJOIN

Excel Table, Sort, Filter ua:mso‘omsﬂauaﬁuﬁuﬁu
Lab: asygaauigaiuduAiuazwuanviu

a Lab: asUuaztinauadayatu Excel

PivotTable drsuasudoyaltulinnan

Recommended Charts, A1sUsuldvasiw a: Conditional Formatting
duATKUNAS:aY WuWiRwodrUN wasUovauda

Lab: shgviugaauigsigiliouwsaunsiw

n Lab: asivaladdass PowerPoint

U Layout, Slide Master (0ovdu ua:A1suuv Section
Design Suggestions (Designer) dksudakinalad
sUnaw Icons, SVG, a1s1v Laznswon Excel

Lab: aswaladunaualasunisannlasvsiuiu Word

n Lab: Morph, Zoom uazaisgautinlaud

Transition wwu Morph ua: Animation AlUsudURWY

Summary Zoom uas Slide Zoom dxsutnauauuuliiuvaidu
Presenter View lla: Speaker Coach (Rehearse with Coach)
Lab: tiy Morph ua: Zoom udsdauuiiauafu Speaker Coach

Workshop: gatonaislasvaisasu 3 uau

Workshop: s1eviulasunisiu Word wauaisuey

ans1vuUszuneulu Excel waanvasiwuuuavAaviu Word ua: PowerPoint
dladasulasvans dvoon PDF wa:lusavsonn OneDrive

A wsau Copilot Tu Word, Excel wa: PowerPoint dksugidansidviu
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07 18gudUuAaldasls outcomes
» tuadldnadov Ribbon, ovAUKT La: Quick Access Toolbar
« [wWauaaasu AutoSave, OneDrive La:A1sAAU

o @aaistlussiou Styles, aisusy UaspakUIYB38U

AudILUET gas XLOOKUP ua: Excel Table
asudayatunw PivotTable uaznsiw

traualduaauts s5u Morph, Zoom ua: Speaker Coach

08 r?iuﬁ@lé'uuo:ms?u Deliverables
o 10AEISUSEADUAISOUSUASUNY 2 U a: Lab Guide Razduaau
» yalwd Word, Excel ua: PowerPoint daguwsaulwdiaay
« ganaislasunisain Workshop drsuinludsuigauvuiuvavautoy

o UsznAtisuasoukangas (Certificate of Completion) wazgovnivaauniudng1nsKavIURANGas

09 ziau“awzaau Instructor

—— -

a.a1iias lagw Snensvovanivulonditoaaou Word, Excel ua: PowerPoint AVIUAEISAEITAVIUTEDSY 05U83N
flu38Rgndavdvus:rdganarlumsunluniordy udsiRgiBeuaviarnnduaauuulaiovyavauloy Jidsudviiinadallls
AULDAENS 0NSV LazvuUEUDYavVKLdEIUIGAURA

s1A1A19USU 5,900 uan/riau - aulos IN-HOUSE walutauasinn

5,900 UN /i (@vlusou VAT 7%)

Q, 02-570-8449 (J 088-807-9770

Wutiiau

@ @itgenius &5 contact@itgenius.co.th LINE
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