
MICROSOFT OFFICE BUSINESS SUITE CERTIFICATE PROGRAM  
 
This course will present beginning through intermediate functions of MS Office Word, Excel, and 
PowerPoint. Students will have the opportunity to work with documents in Word, spreadsheets in 
Excel, and make slide presentations in PowerPoint. Students will also Students will also learn MS 
Office Word, Excel, PowerPoint, and Access database software and the functions in Word, Excel, 
PowerPoint, and Access. Prerequisites: Basic computer skills. 
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