
Enrol now!

MICROSOFT OFFICE PACKAGE

+2782 696 7749
info@schoolofit.co.za

C O U R S E  I N F O

[ 5 - 1 0  D A Y S / 1 0  H O U R S ]

Click to EnrolClick to Enrol

Introduction to MS Office products

ABOUT

+-4 International exams -

additional in price

I n t r o  t o  M i c r o s o f t  W o r d

I n t r o  t o  M i c r o s o f t

P o w e r p o i n t  -  l e v e l  1

I n t r o  t o  M i c r o s o f t

A c c e s s  -  l e v e l  1

I n t r o  t o  M i c r o s o f t

E x c e l  -  l e v e l  1

Microsoft Office is a family of

client software, server software,

and services developed by

Microsoft - used for documents,

graphs, presentations and

database records...

PRICE: R12 900 / $850 / €720/ £700 
Full Payment before commencement

https://www.schoolofit.co.za/registration


Enrol now!

ADVANCED
MICROSOFT OFFICE PACKAGE

C O U R S E  I N F O

[ 5 - 1 0  D A Y S / 2 0  H O U R S ]

Click to EnrolClick to Enrol

Intro - Advanced MS Office products

ABOUT

+-4 International exams -

additional in price

Microsoft Office is a family of

client software, server software,

and services developed by

Microsoft - used for documents,

graphs, presentations and

database records...
I n t r o  &

A d v a n c e d   M i c r o s o f t  W o r d

I n t r o  &  A d v a n c e d

M i c r o s o f t  P o w e r P o i n t  -

l e v e l  1  &  2

I n t r o  &  A d v a n c e d  t o

M i c r o s o f t  A c c e s s  -  l e v e l

1  &  2

I n t r o  &  A d v a n c e d

M i c r o s o f t  E x c e l  -

l e v e l  1  &  2

PRICE: R22 800 / $1500 / €1290

[Full Payment before commencement ]

+2782 696 7749
info@schoolofit.co.za

https://www.schoolofit.co.za/registration


Enrol now!

INTRO TO
MICROSOFT WORD

C O U R S E  I N F O

[ 1 - 2  D A Y S / 4  H O U R S ]

Click to EnrolClick to Enrol

Introduction to MS Word

ABOUT

+-1 International exams -

additional in price

L e a r n  h o w  t o  u s e

i n n o v a t i v e  t o o l s  &  f e a t u r e s

t o  c r e a t e  d o c u m e n t s .

I n s e r t  O p t i o n ,  i . e

P i c t u r e s ,  t a b l e s ,  w o r d

a r t ,  f o o t e r s  &  h e a d e r s

A u t o m a t i n g  t h e  m a i l

m e r g e ,  u s i n g  m e r g e s

F o r m a t t i n g  t e x t

& d i s p l a y i n g  d a t a

g r a p h i c a l l y .  i . e  b a r  c h a r t s .

A d d i t i o n  s a v i n g  f o r m a t s ,

p d f  &  d i f f e r e n t  v e r s i o n s .

Microsoft Word is a word

processing software, created by

Microsoft - used to develop

documents, create tables, merge

mailing, display graphs and so

much more!

PRICE: R3250/ $200 / €180

[Full Payment before commencement]

+2782 696 7749
info@schoolofit.co.za

https://www.schoolofit.co.za/registration


Enrol now!

INTRO TO
MICROSOFT EXCEL

C O U R S E  I N F O

[ 1 - 2  D A Y S / 4  H O U R S ]

Click to EnrolClick to Enrol

Level 1

ABOUT

+-1 International exams -

additional in price

Microsoft Excel is a spreadsheet

developed by Microsoft for

Windows, macOS, Android and

iOS. It features calculation,

graphing tools, pivot tables, and

macro's for shortcuts...
C r e a t i n g  a  b a s i c

w o r k s h e e t .

I d e n t i f y  t h e  u s e r

i n t e r f a c e  a n d  c u s t o m i z e

t h e  i n t e r f a c e .

C a l c u l a t e  u s i n g  f u n c t i o n s ,

b a s i c  f o r m u l a e s

M a n i p u l a t e  w o r k s h e e t

d a t a ,  e l e m e n t s ,  r o w s  &

c o l u m n s

W o r k  w i t h  f o n t s ,  s t y l e s ,

p a g e  l a y o u t s ,  n u m b e r

f o r m a t s  &  c e l l  o p t i o n s .

PRICE: R3750 / $220 / €200

[Full Payment before commencement]

+2782 696 7749
info@schoolofit.co.za

https://www.schoolofit.co.za/registration


Enrol now!

INTERMEDIATE
MICROSOFT EXCEL

C O U R S E  I N F O

[ 2 - 3  D A Y S / 6  H O U R S ]

Click to EnrolClick to Enrol

Level 2

ABOUT

+-1 International exams -

additional in price

Microsoft Excel is a spreadsheet

developed by Microsoft for

Windows, macOS, Android and

iOS. It features calculation,

graphing tools, pivot tables, and

macro's for shortcuts...A p p l y  c e l l  &  r a n g e

n a m e s .
C a l c u l a t e  d a t a  a c r o s s

w o r k s h e e t s .

S p e c i a l i z e d  F u n c t i o n s  &

a n a l y z e  d a t a  w i t h  l o g i c a l

f u n c t i o n s .

P r e s e n t i n g  d a t a  u s i n g

c h a r t s  &  g r a p h i c s .

C r e a t e  p i v o t  t a b l e  r e p o r t .

I l l u s t r a t e  w o r k f l o w  u s i n g

s m a r t  a r t  g r a p h i c s .

F i l t e r  d a t a  u s i n g  s l i c e r s .

U s e  t h e  l a y e r  &  g r o u p

g r a p h i c  o b j e c t s .

PRICE: R4500 / $300 / €280

[Full Payment before commencement]

+2782 696 7749
info@schoolofit.co.za

https://www.schoolofit.co.za/registration


Enrol now!

ADVANCED
MICROSOFT EXCEL

C O U R S E  I N F O

[ 3 - 5  D A Y S / 8  H O U R S ]

Click to EnrolClick to Enrol

Level 3

ABOUT

+-1 International exams -

additional in price

Microsoft Excel is a spreadsheet

developed by Microsoft for

Windows, macOS, Android and

iOS. It features calculation,

graphing tools, pivot tables, and

macro's for shortcuts...C r e a t e  a  m a c r o s  &  e d i t

a  m a c r o s  u s i n g  v b a .

A p p l y  c o n d i t i o n a l

f o r m a t t i n g .

A d d  d a t a  v a l i d a t i o n

c r i t e r i a  &  l i s t  o u t l i n e .

T r a c e  c e l l s  &

t r o u b l e s h o o t  e r r o r s  i n

f o r m u l a s .

C r e a t e  a  t r e n d  l i n e .

C r e a t i n g  s p a r k l i n e s  &

c r e a t e  s c e n a r i o s

P e r f o r m  a n a l y s i s

& s t a t i s t i c a l  a n a l y s i s .

PRICE: R6 900 / $400 / €360/ £320
Full Payment before commencement

+2782 696 7749
info@schoolofit.co.za

https://www.schoolofit.co.za/registration


Enrol now!

INTRO TO 
VBA PROGRAMMING

C O U R S E  I N F O

[ 5 - 1 0  D A Y S / 2 0  H O U R S ]

Click to EnrolClick to Enrol

Introduction to VBA using Excel

ABOUT

+-1 International exams -

additional in price

L e a r n  V B A  s y n t a x

&   P r o g r a m m i n g

t e c h n i q u e s .

C r e a t e  a  b a s i c  t o

A d v a n c e d  U s e r F o r m .

M a n i p u l a t i n g  f i l e s  w i t h

V B A

D e v e l o p  e x c e l  u t i l i t i e s

w i t h  V B A  c o d e

W o r k  w i t h  V B A  s u b

p r o c e d u r e s  &  m o d u l e s

C r e a t e  y o u r  o w n  m a c r o s

&  e m b e d d e d

a p p l i c a t i o n s  u s i n g  v b a

VBA (Visual Basic for

Applications) is the programming

language of Excel and other

Office programs...

PRICE: R13 900 / $850 / €720/ £700 
Full Payment before commencement

+2782 696 7749
info@schoolofit.co.za

https://www.schoolofit.co.za/registration


Enrol now!

INTRO TO 
MICROSOFT ACCESS

C O U R S E  I N F O

[ 1 - 2  D A Y S / 4  H O U R S ]

Click to EnrolClick to Enrol

Level 1

ABOUT

+-1 International exams -

additional in price

Microsoft Access is a database

management system (DBMS)

from Microsoft that combines

the relational Microsoft Jet

Database Engine with a graphical

user interface and software-

development tools.

I d e n t i f y   e l e m e n t s  o f  t h e

a c c e s s  i n t e r f a c e  &

s t r u c t u r e s  o f  a  d a t a b a s e

R e l a t i o n a l  d a t a b a s e  d e s i g n

p r o c e s s  &  f e a t u r e s

C r e a t e  a  b a s i c  d a t a b a s e .

C r e a t e  t a b l e s  &  d e s i g n

v i e w ,  f i e l d s  &  d a t a t y p e s .

U s e  s q l  q u e r i e s ,  s y n t a x  &

u s e  s e v e r a l  j o i n s .

Q u e r y  a  d a t a b a s e  &  s u b

d a t a  s h e e t s  &  f o r m s .  

U s e  r e p o r t s :  p r o c e d u r e s ,

i m p o r t  &  e x p o r t  d a t a .

PRICE: R3750 / $200 / €200

[Full Payment before commencement]

+2782 696 7749
info@schoolofit.co.za

https://www.schoolofit.co.za/registration


Enrol now!

INTERMEDIATE
MICROSOFT ACCESS

C O U R S E  I N F O

[ 2 - 3  D A Y S / 6  H O U R S ]

Click to EnrolClick to Enrol

Level 2

ABOUT

+-1 International exams -

additional in price

Microsoft Access is a database

management system (DBMS)

from Microsoft that combines

the relational Microsoft Jet

Database Engine with a graphical

user interface and software-

development tools.

T a b l e  s t r u c t u r e  b y  c r e a t i n g

a  j u n c t i o n  t a b l e .

S u m m a r i z e  d a t a  u s i n g  a

c r o s s t a b  q u e r y .

C r e a t e  p i v o t  t a b l e / c h a r t s .

C r e a t e  m a c r o s  ( V B A )  &

m o d i f y  &  v a l i d a t e  d a t a .

C r e a t e  r e p o r t s  &  p u b l i s h

r e p o r t s .

L i n k  t a b l e s ,  c r e a t e

r e l a t i o n s h i p s  &

d o c u m e n t  d a t a b a s e s .

M a i n t a i n  a  d a t a b a s e  &

m o n i t o r  i t .

PRICE: R4250 / $250 / €220

[Full Payment before commencement]

+2782 696 7749
info@schoolofit.co.za

https://www.schoolofit.co.za/registration


Enrol now!

Microsoft Access is a database

management system (DBMS)

from Microsoft that combines

the relational Microsoft Jet

Database Engine with a graphical

user interface and software-

development tools.

ADVANCED
MICROSOFT ACCESS

C O U R S E  I N F O

[ 3 - 5  D A Y S / 8  H O U R S ]

Click to EnrolClick to Enrol

Level 3

ABOUT

+-1 International exams -

additional in price

I m p o r t  a n  e x p o r t  X M L

d a t a  i n t o  a n  a c c e s s

d a t a b a s e .

C o l l e c t  d a t a  &  e x p o r t  i t .

S p l i t  d a t a b a s e s  &

i m p l e m e n t  s e c u r i t y

t h r o u g h  p a s s w o r d s .

P a c k a g e  a  d a t a b a s e  &  u s e

t h e  A C C D E  F i l e  f o r m a t .

C r e a t e  &  m o d i f y  a

d a t a b a s e  s w i t c h b o a r d .

E x p o r t i n g  &  i m p o r t i n g

d a t a  t o  s h a r e p o i n t  l i s t  &

w o r k i n g  o f f l i n e .

PRICE: R4500/ $300 / €260

[Full Payment before commencement]

+2782 696 7749
info@schoolofit.co.za

https://www.schoolofit.co.za/registration


Enrol now!

INTRODUCTION
MICROSOFT PROJECT

C O U R S E  I N F O

[ 5  D A Y S / 1 0  H O U R S ]

Click to EnrolClick to Enrol

Level 1

ABOUT

+-1 International exams -

additional in price

Microsoft Project is a project

management software product,

developed and sold by Microsoft.

It is designed to assist a project

manager in developing a plan,

assigning resources to tasks,

tracking progress, managing the

budget, and analyzing workloads

E x p l o r e  t h e  p r o j e c t

e n v i r o n m e n t  &  t o o l s .

D i s p l a y  a n  e x i s t i n g

p r o j e c t  p l a n  i n  m u l t i p l e

v i e w s .

C r e a t e  a  P r o j e c t  P l a n

&   b a s i c  f o r m u l a s .

A d d  t a s k s , t a s k  d u r a t i o n

e s t i m a t e s  &  t a s k s

r e c u r r i n g .

A s s i g n  a  c a l e n d a r  d a t e s ,

t i m e s ,  o u t l i n e  t a s k s  &  l i n k

d e p e n d e n t  t a s k s .

S e t  a  B a s e l i n e ,  m i l e s t o n e s

&  p r i n t  s u m m a r y  r e p o r t s .

+2782 696 7749
info@schoolofit.co.za

PRICE: R8 900 / $850 / €720/ £700 
Full Payment before commencement

https://www.schoolofit.co.za/registration


Enrol now!

INTERMEDIATE TO ADVANCED
MICROSOFT PROJECT

C O U R S E  I N F O

[ 5  D A Y S / 1 2  H O U R S ]

Click to EnrolClick to Enrol

Level 2

ABOUT

+-1 International exams -

additional in price

Microsoft Project is a project

management software product,

developed and sold by Microsoft.

It is designed to assist a project

manager in developing a plan,

assigning resources to tasks,

tracking progress, managing the

budget, and analyzing workloads

I m p o r t  &  e x p o r t  d a t a  o r

I n f o r m a t i o n .

U p d a t e  &  m o d i f y  t a s k

p r o g r e s s . .

E n t e r  o v e r t i m e  w o r k .

R e s c h e d u l e  &  e d i t  t a s k s .

C r e a t e  a  c u s t o m  t a b l e ,

f i e l d  &  r e p o r t .

F i l t e r  d a t a  u s i n g  s l i c e r s . .

U p d a t e  c o s t  r a t e  t a b l e s  &

g r o u p  c o s t s .

L i n k  s e v e r a l  d o c u m e n t s  t o

a  p r o j e c t  p l a n .

C r e a t e  &  c u s t o m i z e  a

V i s u a l  R e p o r t  &   S y n c

P r o j e c t  I n f o r m a t i o n  w i t h

S h a r e P o i n t .
+2782 696 7749

info@schoolofit.co.zaPRICE: R12 900 / $850 / €720/ £700 
Full Payment before commencement

https://www.schoolofit.co.za/registration


Enrol now!

INTRODUCTION
MICROSOFT POWERPOINT

C O U R S E  I N F O

[ 1 - 2  D A Y S / 4  H O U R S ]

Click to EnrolClick to Enrol

Level 1

ABOUT

+-1 International exams -

additional in price

Microsoft PowerPoint (or simply

PowerPoint) is a presentation. It

offers users many ways to display

information from simple

presentations to complex

multimedia presentations.

I d e n t i f y  e l e m e n t s  o f  t h e

U s e r  I n t e r f a c e .  

V i e w  &  s a v e  a  P r e s e n t a t i o n

&  u s e  h e l p .

S e l e c t  a  P r e s e n t a t i o n

T y p e ,   T e x t ,  P l a c e h o l d e r s .  

A d d  S l i d e s ,  c h a r t s  t o  a

P r e s e n t a t i o n  &  w o r k  w i t h

d i f f e r n e t  t h e m e s .

I n s e r t  i m a g e s ,  s o u n d ,

s h a p e s  &  a n i m a t i o n .

I n s e r t ,  m o d i f y  &  i m p o r t

c h a r t s  f r o m  a p p l i c a t i o n s .

A d d  t r a n s i t i o n s ,  s p e a k e r

n o t e s  &  p r i n t / D e l i v e r  a

p r e s e n t a t i o n .

PRICE: R2750 / $180 / €160

[Full Payment before commencement]

+2782 696 7749
info@schoolofit.co.za

https://www.schoolofit.co.za/registration


Enrol now!

INTERMEDIATE TO ADVANCED
MICROSOFT POWERPOINT

C O U R S E  I N F O

[ 1 - 2  D A Y S / 8  H O U R S ]

Click to EnrolClick to Enrol

Level 2

ABOUT

+-1 International exams -

additional in price

Microsoft PowerPoint (or simply

PowerPoint) is a presentation. It

offers users many ways to display

information from simple

presentations to complex

multimedia presentations.

C u s t o m i z e  t h e  I n t e r f a c e

&  s e t  o p t i o n s .

S e t  U p  a  s l i d e  m a s t e r ,  

c u s t o m  s l i d e  l a y o u t s .  

A d d  h e a d e r s  &  f o o t e r s  

M o d i f y  n o t e s  m a s t e r  

&  h a n d o u t  m a s t e r .

A d d  m u l t i m e d i a  e l e m e n t s .

C u s t o m i z e  s l i d e

c o m p o n e n t  a n i m a t i o n s .

R e s t r i c t  a c c e s s ,

s h a r e  u s i n g  w e b  a p p .

C o n v e r t  i n t o  a

v i d e o , p u b l i s h  a s  a  p a c k a g e

&  s a v e  t o  O t h e r  f i l e

f o r m a t s .  

PRICE: R4500/ $300 / €260

[Full Payment before commencement]

+2782 696 7749
info@schoolofit.co.za

https://www.schoolofit.co.za/registration


Enrol now!

INTRODUCTION TO
MICROSOFT SHAREPOINT

C O U R S E  I N F O

[ 1 - 3  D A Y S / 1 0  H O U R S ]

ABOUT

+-1 International exams -

additional in price

SharePoint is a web-based collaborative

platform that integrates natively with

Microsoft Office. Launched in 2001,

SharePoint is primarily sold as a document

management and storage system, but the

product is highly configurable and its

usage varies substantially among

organizations.

L e a r n  t o  n a v i g a t e  a

S h a r e P o i n t  2 0 1 6  T e a m

S i t e .

C r e a t e  S h a r e P o i n t  l i s t s .

L e a r n  S h a r e P o i n t  l i s t  a n d

l i b r a r y  v i e w s .

O r g a n i z e  a n d  c r e a t e

S h a r e P o i n t  l i b r a r i e s .

C r e a t e  s u b  s i t e s  u s i n g

v a r i o u s  S h a r e P o i n t

t e m p l a t e s .

C r e a t e  I n f o P a t h  f o r m s  a n d

f o r m  l i b r a r i e s .

C r e a t e  s i t e  c o l u m n s  a n d

c o n t e n t  t y p e s

i n t e g r a t e  O f f i c e

a p p l i c a t i o n s  w i t h

S h a r e P o i n t .

PRICE: R12 900 / $850 / €720/ £700 
Full Payment before commencement

+2782 696 7749
info@schoolofit.co.za

Click to EnrolClick to Enrol

https://www.schoolofit.co.za/registration

