
H.A IT Soft Technologies & 
Computer College

A QUALITY SOFTWARE HOUSE COMPLETE IT SOLUTIONS

THE BEST NEVER REST
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Microsoft Office Advanced
ADVANCED MICROSOFT WORD
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✓ ADVANCED FORMATTING 

✓ PAGE SETUP & LAYOUT 

✓ TABLES AND FORMS 

✓ HEADERS/FOOTERS 

✓ MAIL MERGE 

THE BEST NEVER REST



Microsoft Office Advanced
ADVANCED MICROSOFT WORD
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✓ BUSINESS LETTERS 

✓ REPORTS & DOCUMENTATION 

✓ RESUME DESIGN 

✓ TEMPLATES CREATION 

✓ PRACTICAL PROJECTS

THE BEST NEVER REST



Microsoft Office Advanced
ADVANCED MICROSOFT EXCEL
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✓ ADVANCED FORMULAS 

✓ CONDITIONAL FORMATTING 

✓ CHARTS AND GRAPHS 

✓ DATA VALIDATION 

✓ PIVOT TABLES 

THE BEST NEVER REST



Microsoft Office Advanced
ADVANCED MICROSOFT EXCEL
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✓ PAYROLL SYSTEM PROJECT 

✓ INVENTORY MANAGEMENT PROJECT 

✓ FINANCIAL SHEETS 

✓ DASHBOARD BASICS 

✓ INTRODUCTION TO VISUAL BASIC FOR APPLICATIONS 
(VBA) 

THE BEST NEVER REST



Microsoft Office Advanced
EXCEL VBA PROJECTS
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✓ VBA BASICS 

✓ MACROS RECORDING 

✓ VBA EDITOR INTRODUCTION 

✓ AUTOMATION SCRIPTS 

✓ USER FORMS 

THE BEST NEVER REST



Microsoft Office Advanced
EXCEL VBA PROJECTS
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✓ EXCEL AUTOMATION PROJECTS 

✓ INVOICE AUTOMATION PROJECT 

✓ ATTENDANCE SYSTEM PROJECT 

✓ MINI VBA FINAL PROJECT 

THE BEST NEVER REST



Microsoft Office Advanced
ADVANCED MICROSOFT POWERPOINT
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✓ PROFESSIONAL PRESENTATIONS 

✓ SLIDE MASTER 

✓ ANIMATIONS & TRANSITIONS 

✓ SMARTART & INFOGRAPHICS 

THE BEST NEVER REST



Microsoft Office Advanced
ADVANCED MICROSOFT POWERPOINT
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✓ BUSINESS PRESENTATIONS 

✓ PITCH DECK DESIGN 

✓ PRESENTATION PROJECTS 

✓ FINAL MICROSOFT OFFICE PROJECT 

THE BEST NEVER REST



Microsoft Office Advanced
FREELANCING FOUNDATION
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✓ INTRODUCTION TO FIVERR 

✓ ACCOUNT SETUP 

✓ PROFILE OPTIMIZATION 

✓ GIG CREATION 

THE BEST NEVER REST



Microsoft Office Advanced
FREELANCING FOUNDATION
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✓ KEYWORD RESEARCH FOR GIGS 

✓ GIG IMAGE DESIGN 

✓ CLIENT COMMUNICATION 

✓ BUYER REQUEST STRATEGY 

THE BEST NEVER REST



Microsoft Office Advanced
FIVERR PRACTICAL TRAINING
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✓ RANKING STRATEGIES 

✓ ORDER MANAGEMENT 

✓ PROPOSAL WRITING 

✓ CLIENT HANDLING 

THE BEST NEVER REST



Microsoft Office Advanced
FIVERR PRACTICAL TRAINING
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✓ FIRST ORDER STRATEGY 

✓ PORTFOLIO BUILDING 

✓ LIVE FREELANCING PRACTICE 

✓ FINAL FREELANCING PROJECT 

THE BEST NEVER REST
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