
    

  
 
 
 
 
 
 
 
 

 

 

  

Professional Learning Series 
 

Session Host: 

Mark Campbell 
Last Minute Training 

Microsoft Office Training for Windows and Mac 
For Administrative Assistants 
The First Nations Education Steering Committee and First Nations Schools Association are pleased to offer 
further training in Microsoft Office (Word, Excel & Outlook) designed for Administrative Assistants. 

Microsoft Word Level 2A & 2B Training for Windows 

and Mac  
 

Microsoft Word Level 2A 
This workshop has been designed for those who are already familiar with 
Microsoft Word. This session focuses on formatting features such as tables 
and styles while introducing the powerful mail merge function. 
 

Mac/Apple: Thursday, January 21st   10:00-12:00 REGISTER 
Windows/PC: Thursday, January 21st 1:00-3:00 REGISTER 

Microsoft Word Level 2B 
This workshop is intended for Admin Assistants who need to standardize 
documentation. Styles will be covered in greater detail as well as the use of 
document properties within a document. This session will also examine the 
use of document templates in providing an even greater degree of 
standardization. 
 

Mac/Apple: Thursday, January 28th    10:00-12:00 REGISTER 
Windows/PC: Thursday, January 28th 1:00-3:00 REGISTER 

 

 

 

 

 

 

 
 
 

 

 

Event Contact: 
Please contact Rod Perrault 

with questions: rodp@fnesc.ca  

Microsoft Excel Level 2A & 2B Training for Windows and Mac                                                        

 
Microsoft Excel Level 2A 
This workshop is designed for the office professional who is already familiar with Microsoft Excel. This 
session focuses on useful but sometimes complex techniques such as linking formulas and using the IF 
function. Participants will also cover formatting and protecting documents using templates and 
worksheet security. 
 

Mac/Apple: Thursday, February 4th  10:00-12:00 REGISTER 
Windows/PC: Thursday, February 4th 1:00-3:00   REGISTER 

 

https://zoom.us/meeting/register/tJcof-CurDorE9RRKD2Om8rRsBDoqF33y2Ia
https://zoom.us/meeting/register/tJYqcuuqpz4oEtHLW02DOba-Pj4cgV5Ymng2
https://zoom.us/meeting/register/tJwoduqsqT4uHdZg6wC1NsgOHlXY9IpoYtab
https://zoom.us/meeting/register/tJMtdeGprD4pG9PL2IKra1cB_Ha3JQflOwfj
mailto:rodp@fnesc.ca
https://zoom.us/meeting/register/tJYsceCsrTMtHtfvrWmCoeh_MekuekP1TcI6
https://zoom.us/meeting/register/tJEufuuorzkvEtIV8bni9fx8MhVGX0rUu_T4
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Microsoft Excel Level 2B 
This workshop is also designed for the office professional who is already familiar with Microsoft Excel. 
This session focuses on working with multiple workbooks and worksheets while consolidating data 
from different sources. Displaying this data visually is also covered as participants explore the use of 
sparklines and charts. 
 

Mac/Apple: Thursday, February 11th    10:00-12:00 REGISTER 
Windows/PC: Thursday, February 11th 1:00-3:00  REGISTER 

 

 

 

 

 

 

 

 

 

 

 
 
 

 

Particpants in all of the workshops will benefit from having access to either two monitors or two 
computers.  This will allow you to follow along with the Zoom presentation on one screen while practicing 
with the software on the other. 

The workshop will develop skills for users of Office 2016.  Users of on-line versions of Office might not 
have access to some of the features being presented.   

These sessions are limited to 15 participants and registration is on a first-come first-served basis. 

Microsoft Outlook Training for Windows and Mac 
 
Microsoft Outlook Level 1A 
This workshop is designed for users who are fairly new to Microsoft Outlook. The Outlook 
environment and interface are examined as participants explore creating, sending, forwarding and 
replying to messages. Participants will also work with contacts and contact lists. 
  

Mac/Apple: Thursday, February 18th    10:00-12:00 REGISTER 
Windows/PC: Thursday, February 18th 1:00-3:00 REGISTER 

 
Microsoft Outlook Level 1B 
This workshop is also created for users who are fairly new to Microsoft Outlook and want to use it for 
more than just email. Tasks, appointments, and meetings are very powerful but underused features 
of Microsoft Outlook that will be explored in this session. 
 

Mac/Apple: Thursday, February 25th    10:00-12:00 REGISTER 
Windows/PC: Thursday, February 25th 1:00-3:00 REGISTER 

 

 

 

 

 

 

 
 
 

 

https://zoom.us/meeting/register/tJIvd--vpjsuEteeIxblxv8M1VY2XvCmFKb2
https://zoom.us/meeting/register/tJwvf-CqrjMjGtIxOc-0XLQHvst65ZHT0f1U
https://zoom.us/meeting/register/tJIkcuqgqz0tG9fcz-_efUOnrFZ0u0acy03X
https://zoom.us/meeting/register/tJErfuqgpzIqE9Yj8J2gg4dW5pNt-bH5NHnk
https://zoom.us/meeting/register/tJ0lcO6gpz0vGt0Tv_IQNBoKKKN7z0a850v-
https://zoom.us/meeting/register/tJ0ocOyuqj4pGtS8op6Mb0dDkeiVBwf-WSsy

