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Training Schedule 

1st Day 

8.30 a.m – 
10.30 a.m 

Insert and modify diagrams  

10.30 a.m – 
10.45 a.m 

Break 

10.45 a.m – 
1.00 p.m 

Insert and Modify Charts 

1.00 p.m – 
2.00 p.m 

Lunch Break 

2.00 p.m – 
3.00 p.m 

Add Visual Element 

3.00 p.m – 
4.30 p.m 

Organize and Arrange Content 
Create Documents for Use 
Outside of Word  

4.30 p.m End Session 



Training Schedule 

2nd Day 

8.30 a.m – 
10.30 a.m 

Link to information and content  

10.30 a.m – 
10.45 a.m 

Break 

10.45 a.m – 
1.00 p.m 

Reference content and content 
sources  

1.00 p.m – 
2.00 p.m 

Lunch Break 

2.00 p.m – 
3.00 p.m 

Work with mail merge  

3.00 p.m – 
4.30 p.m 

Collaborate on documents  
Work in Word more efficiently  

4.30 p.m End Session 



























































































































































































































































































































































































































































































































































That’s All. 

Thank You 


