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Excel 2016 – Part 1 
Instructor Led Training 
$195 for CFC ABC Members 
 
Overview 
Are you looking to become a proficient user? Professional Excel training from 
New Horizons can get you on the patch to mastering this popular data 
spreadsheet software. 
 
Through completing the introductory Excel 2016 training course, you’ll 
develop fundamental data manipulation knowledge and skills that you can 
build upon through additional training and use. With the Excel 2016 – Part 1 
course under your belt, you’ll feel confident using one of the world’s most 
powerful applications. 
 
Course Objectives 
 Once you complete this course, you’ll be able to create and develop Excel 
worksheets and workbooks so you can begin to analyze critical business data. 

 
This course empowers you to: 

• Write a range of fundamental Excel commands 
• Perform worksheet calculations 
• Build custom formulas 
• Amend elements in a worksheet 
• Apply formatting changes to cells 
• Manage workbook properties 

 
Course Outline 

• Getting Started with Microsoft Office Excel 2016 
o Learn your way around the Excel menu 
o Understand and apply Excel formulas 
o Create and save a basic workbook 
o Enter data into cells 
o Access Excel help 

• Performing Calculations 
o Build custom worksheet formulas 
o Insert built-in functions to your data 
o Save and reuse formulas 

• Modifying a Worksheet 
o Insert, delete and resize cells, columns and rows 
o Search for and replace data 
o Use proofing and research tools 

• Formatting a Worksheet 
o Format text and numbers 
o Align cell data 
o Apply styles, themes and basic conditional formatting 
o Create and select worksheet templates 

• Printing Workbooks 
o Preview and print a workbook 
o Set up the page layout 
o Configure headers and footers 

• Managing Workbooks 
o Manage worksheets and workbook properties 
o Create, apply or delete workbook and worksheet views 

 

Excel 2016 – Part 2 
Instructor Led Training 
$195 for CFC ABC Members 
 
Overview 
You’ve mastered the basics in Excel. In Excel 2016 – Part 2 training, you’ll 
build upon your data manipulation skills and unlock more capabilities within 
the platform.  
 
Deepen you understanding of Excel by learning how to create advanced 
workbooks and worksheets. With Part 2 training from New Horizons under 
your belt, you’ll be ready to create custom formulas, apply built-in Excel 
functions and manipulate data to extract the insights you need. 
 
Course Objectives 
Once you complete Excel 2016 – Part 2, you’ll be able to apply custom 
formulas and present data to make informed business decisions 
 
This course empowers you to: 

• Perform calculations using functions and formulas 
• Sort, filter and query data 
• Create and format tables 
• Visualize data with charts 
• Create advanced formulas 
• Analyze data with PivotTables and PivotCharts 

 
Course Outline 

• Working with Functions 
o Define cell ranges and reference them in formulas 
o Perform conditional calculations 
o Carry out logical and specialized functions 
o Work with date and time functions 
o Understand and execute text functions 

• Working with Lists 
o Sort and filter data 
o Learn the capabilities of database functions 
o Query data with database functions 
o Outline and subtotal data 

• Analyzing Data 
o Build and modify tables 
o Create formatting rules 
o Apply conditional formatting alter groups of cells 

• Visualizing Data with Charts 
o Organize and represent data with charts 
o Modify and format charts 
o Discover and implement advanced chart features 

• Analyzing Data with PivotTables and PivotCharts 
o Create a PivotTable 
o Analyze PivotTable data 
o Present data with PivotCharts 
o Filter data using timelines and slicers 

 
 
 
 
 



 
 

 

New Horizons of Orlando 

 

Excel 2016 – Part 3 
Instructor Led Training 
$195 for CFC ABC Members 
 
Overview 
Excel is a powerhouse spreadsheet software used by companies small and 
large. Master this popular platform by completing the Excel 2016 – Part 3 
course from New Horizons. 
 
This advanced Excel course builds off learning from Excel 2016 – Parts 1 & 2 
and prepares you to complete difficult Excel tasks such as LOOKUPS, macros 
and more. The course also covers Microsoft Office Specialists exam 
objectives to help you prep for the certification exam. 
 
Course Objectives 
Once you complete Excel 2016 – Part 3, you’ll be able to perform advanced 
data analysis, collaborate on workbooks and automate workbook 
functionality. 

 
This course empowers you to:  

• Refer to internal and external worksheets 
• Perform LOOKUPs and audit formulas 
• Share and protect workbooks 
• Automate workbook functionality using validation rules and 

macros 
• Create sparklines and map data 
• Forecast data 

 
Course Outline 

• Working with Multiple Worksheets & 
Workbooks 

o Reference cells and groups of cells across worksheets 
o Link cells to external worksheets 
o Consolidate data across worksheets 

• Using LOOKUP Formulas and Formula Auditing 
o Search rows and columns using LOOKUP functions 
o Display relationships between cells and formulas with 

the trace command 
o Watch cells and formulas from the watch tool 

• Sharing and Protecting Workbooks 
o Collaborate on workbooks 
o Apply varying levels of workbook access and 

protections 

• Automating Workbook Functionality 
o Create and manage validation rules and lists 
o Search for invalid data and formulas with errors 
o Record macros and automate tasks 

• Creating Sparklines and Mapping Data 
o Create sparklines to show trends and map data 

• Forecasting Data 
o Determine potential outcomes using data tables and 

scenarios 
o Solve for desired outputs with the goal seek feature 
o Forecast data trends 

 

Microsoft Word 2016 – Part 1 
Instructor Led Training 
$195 for CFC ABC Members 
 
Overview 
In this course, students learn how to use Word 2016 to create and edit 
simple documents; format documents; add tables and lists; add design 
elements and layout options; and proof documents. 
 

Course Objectives 
In this course, you will learn fundamental Word 2016 skills. 
 
You will: 

• Navigate and perform common tasks in Word, such as opening, 
viewing, editing, saving, and printing documents, and configuring 
the application. 

• Format text and paragraphs 
• Perform repetitive operations efficiently using tools such as Find 

and Replace, Format Painter, and Styles. 
• Enhance lists by sorting, renumbering, and customizing list styles. 
• Create and format tables. 
• Insert graphic objects into a document, including symbols, special 

characters, illustrations, pictures, and clip art. 
• Format the overall appearance of a page through page borders 

and colors, watermarks, headers and footers, and page layout. 
• Use Word features to help identify and correct problems with 

spelling, grammar, readability, and accessibility. 
 
Course Outline 

• Getting Started with Word 
o Topic A: Navigate in Microsoft Word 
o Topic B: Create and save Word documents 
o Topic C: Manage your workspace 
o Topic D: Edit documents 
o Topic E: Preview and print documents 
o Topic F: Customize the Word environment 

• Formatting Text and Paragraphs 
o Topic A: Apply character formatting 
o Topic B: Control paragraph layout 
o Topic C: Align text using tabs 
o Topic D: Display text in bulleted or numbered lists 
o Topic E: Apply borders and shading 

• Working More Efficiently 
o Topic A: Make repetitive edits 
o Topic B: Apply repetitive formatting 
o Topic C: Use styles to streamline repetitive formatting 

tasks 

• Managing Lists 
o Topic A: Sort a list 
o Topic B: Format a list 
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Microsoft Word 2016 – Part 2 
Instructor Led Training 
$195 for CFC ABC Members 
 
Overview 
In this course, students learn the features which enable them to create 
complex documents with a consistent look and feel. Students will also learn 
how to automate tedious tasks such as preparing a letter to send out every 
customer of your organization. 
 
Course Objectives 
In this course, you will learn to create and modify complex documents and 
use tools that allow you to customize those documents. 
 
You will: 

• Organize content using tables and charts 
• Customize formats using styles and themes 
• Insert content using quick parts 
• Use templates to automate document formatting 
• Control the flow of a document 
• Simplify and manage long documents 

• Use mail merge to create letters, envelopes, and labels  
 

Course Outline 
• Organizing Content Using Tables and Charts 

o Topic A: Sort table data 
o Topic B: Control cell layout 
o Topic C: Perform calculations in a table 
o Topic D: Create a chart 
o Topic E: Add and Excel table to a Word document 

• Customizing Formats Using Styles and Themes 
o Topic A: Create and modify text styles 
o Topic B: Create custom list or table styles 
o Topic C: Apply document themes 

• Inserting Content Using Quick Parts 
o Topic A: Inset building blocks 
o Topic B: Create and modify building blocks 
o Topic C: Inset fields using quick parts 

• Using Templates to Automate Document Formatting 
o Topic A: Create a document using a template 
o Topic B: Create a template 
o Topic C: Manage templates with the Template 

Organizer 

• Controlling the Flow of a Document 
o Topic A: Control paragraph flow 
o Topic B: Insert section breaks 
o Topic C: Insert columns 
o Topic D: Link text boxes to control text flow 

• Simplifying and Managing Long Documents 
o Topic A: Inset blank and cover pages 
o Topic B: Insert an index and table of contents 
o Topic: Manage outlines 
o Create a master document 

• Using Mail Merge Feature 
o Topic A: The mail merge feature 
o Topic B: Merge envelopes and labels 

 

Microsoft Word 2016 – Part 3 
Instructor Led Training 
$195 for CFC ABC Members 
 
Overview 
Microsoft® Word 2016 enables you to do far more than simple word 
professing. This course covers Microsoft Office Specialist exam objectives to 
help students prepare for the Word 2016 Exam and the Word 2016 Expert 
Exam.  

 
Course Objectives 
In this course you will: 

• Use images in a document 
• Create custom graphic elements 
• Collaborate on documents 
• Add reference marks and notes 
• Secure a document 
• Create and manipulate forms 
• Create macros to automate tasks 

 
Course Outline 

• Manipulating Images 
o Topic A: Integrate pictures and text 
o Topic B: Adjust image appearance 
o Topic C: Insert over media elements 

• Using Custom Graphic Elements 
o Topic A: Create text boxes and pull quotes 
o Topic B: Add WordArt and other text effects 
o Topic C: Draw shapes 
o Topic D: Create complex illustrations with SmartArt 

• Collaborating on Documents 
o Topic A: Prepare a document for collaboration 
o Topic B: Mark up a document 
o Topic C: Review markups 
o Topic D: Merge changes from other documents 

• Adding Document References & Links 
o Topic A: Add captions 
o Topic B: Add cross-references 
o Topic C: Add bookmarks 
o Topic D: Add hyperlinks 
o Topic E: Insert footnotes and endnotes 
o Topic F: Add citations and a bibliography 

• Securing a Document 
o Topic A: Suppress information 
o Topic B: Set formatting and editing restrictions 
o Topic C: Restrict document access 
o Topic D: Add a digital signature to a document 

• Using Forms to Manage Content 
o Topic A: Create Forms 
o Topic B: Modify Forms 

• Automating Repetitive Tasks with Macros 
o Topic A: Automate tasks by using Macros 
o Topic B: Create a Macro 
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Outlook 2016 – Part 1 
Instructor Led Training 
$195 for CFC ABC Members 
 
Overview 
In this course, you will use Outlook to send, receive, and manage email 
messages, manage your contact information, schedule appointments and 
meetings, create Tasks and Notes for yourself, and customize the Outlook 
interface to suite your working style. 
 
Course Objectives 
In this course you will use Outlook to manage your email communications; 
manage contact information; schedule tasks and create notes; customize 
message response options and organize your mail. 
You will: 

• Navigate Outlook 2016 to read and respond to email 
• Use the address book, format and spell check new messages 
• Attach files and insert illustrations to messages 
• Customize read and response options 
• Use flags, categories, and folders to organize messages 
• Create and work with contacts 
• Create appointments and schedule meetings in calendar 
• Create and work with tasks and notes 
 

Course Outline 
• Getting Started with Outlook 2016 

o Topic A: Navigate the Outlook interface 
o Topic B: Work with messages 
o Topic C: Access Outlook help 

• Formatting Messages 
o Topic A: Add message recipients 
o Topic B: Check spelling and grammar 
o Topic C: Format message content 

• Working with Attachments and Illustrations 
o Topic A: Attach files and messages 
o Topic B: Add illustrations to messages 
o Topic C: Manage automatic message content 

• Customizing Message Options 
o Topic A: Customize reading options 
o Topic B: Track messages 
o Topic C: Recall and resend messages 

• Organizing Messages 
o Topic A: Mark Messages 
o Topic B: Organize messages using folders 

• Managing Your Contacts 
o Topic A: Create and edit contacts 
o Topic B: View and print contacts 

• Working with the Calendar 
o Topic A: View the calendar 
o Topic B: Create appointments 
o Topic C: Schedule meetings 
o Topic D: Print the calendar 

• Working with Tasks and Notes 
o Topic A: Create tasks 
o Topic B: Create notes 

 

Outlook 2016 – Part 2 
Instructor Led Training 
$195 for CFC ABC Members 
 
Overview 
This course builds upon the foundational knowledge presented in the 
Outlook® 2016: Part 1 course and will help students customize a 
communication system well-sited to your work styles. 
 
Course Objectives 
In this course, you will use Outlook’s advanced features to customize and 
manage your email communications, calendar settings and options, etc.  
You will: 

• Modify messages and set global options 
• Organize, search, and manage messages 
• Manage your mailbox 
• Automate message management 
• Work with calendar settings 
• Manage contacts, groups, and tasks 
• Share workspaces with others 
• Manage Outlook data files 

 
Course Outline 

• Modifying Messages and Setting Global Options 
o Topic A: Insert advanced characters and objects 
o Topic B: Modify messages setting and options 
o Topic C: Configure global Outlook options 
o Topic D: Customize the Outlook interface 

• Organizing, Searching, and Managing Messages 
o Topic A: Group and sort messages 
o Topic B: Filter and search messages 

• Managing Your Mailbox 
o Topic A: Use the junk e-amil filter to manage messages 
o Topic B: Manage your mailbox 

• Automating Message Management 
o Topic A: Use automatic replies 
o Topic B: Use the rules wizard to organize messages 

• Working with Calendar Settings 
o Topic A: Set advanced calendar options 
o Topic B: Create and manage additional calendars 
o Topic C: Manage meeting responses 

• Managing Contacts 
o Topic A: Import and export contacts 
o Topic B: Use electronic business cards 
o Topic C: Forward Contacts 

• Managing Activities by Using Tasks 
o Topic A: Assign and manage tasks 

• Sharing Workspaces with Others 
o Topic A: Delegate access to outlook folders 

o Topic B: Share your calendar and contacts 
• Managing Outlook Data Files 

o Topic A: Use archiving to manage mailbox size 
o Topic B: Back up Outlook items 
o Topic C: Change data file settings 
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Project 2016 – Part 1 
Instructor Led Training 
$195 for CFC ABC Members 
 
Overview 
This course is designed to familiarize students with the basic features and 
functions of Microsoft Professional 2016 so they can use it effectively and 
efficiently in a real-world environment. 

 
Course Objectives 
In this course, you will learn to create and engage in basic management of a 
project using Microsoft Project Professional 2016. 
 
You will: 

• Identify project management concepts and navigate the Project 
2016 environment 

• Create and define a new project plan 
• Create and organize tasks 
• Manage resources in a project plan 
• Finalize a project plan 

 
Course Outline 

• Getting Started with Microsoft Project 
o Topic A: Identify project management concepts 
o Topic B: Navigate the Microsoft Project 2016 

environment 

• Defining a Project 
o Topic A: Create a new project plan 
o Topic B: Define a project 
o Topic C: Assign a project calendar 

• Creating and Organizing Tasks 
o Topic A: Add tasks to a project plan 
o Topic B: Import tasks from other programs 
o Topic C: Create a work breakdown structure 
o Topic D: Define task relationships 
o Topic E: Schedule tasks 

• Managing Project Plan Resources 
o Topic A: Add resources to a project plan 
o Topic B: Create a resource calendar 
o Topic C: Enter costs of resources 

• Finalizing a Project Plan 
o Topic A: Optimize a project plan 
o Topic B: Set a baseline 
o Topic C: Share a project plan 

 
 
 
 
 
 
 
 
 
 
 
 

 

Project 2016 – Part 2 
Instructor Led Training 
$195 for CFC ABC Members 
 
Overview 
This course covers the skills a project manager needs to update a project 
plan during the execution, monitoring, and controlling phases of a project. 
This course will enable students to manage the project so that it is completed 
on time and within budget. 
 
Course Objectives 
Upon successful completion of this course, you will be able to manage an 
existing Microsoft Project 2016 project plan.  

You will: 
• Update a project plan to reflect progress as you execute the 

project 
• Monitor project progress in the project plan 
• Adjust the project plan to control constraints 
• Create project reports to share a project’s status 
• Customize project settings and share customizations with other 

projects 
 
Course Outline 

• Executing a Project 
o Topic A: Enter task progress 
o Topic B: Update task progress with SharePoint 
o Topic C: Update work 
o Topic D: Update costs 

• Monitoring Project Progress 
o Topic A: View project progress 
o Topic B: Add custom fields 
o Topic C: Create custom views 
o Topic D: Create a network diagram 
o Topic E: Analyze a project plan 

• Controlling a Project Plan 
o Topic A: Edit the task list 
o Topic B: Reschedule tasks 
o Topic C: Update a baseline 

• Reporting on Progress 
o Topic A: Format and share a chart view 
o Topic B: View existing reports 
o Topic C: Create custom reports 
o Topic D: Create a visual report 

• Customizing the Applications 
o Topic A: Change project options 
o Topic B: Create a project plan template 
o Topic C: Share resources 
o Topic D: Link project plans 
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PowerPoint 2016 – Part 1 
Instructor Led Training 
$195 for CFC ABC Members 
 
Overview 
In this course, students will use PowerPoint 2016 to begin creating engaging, 
dynamic multimedia presentations. 

 

Course Objectives 
Upon completing this course, you will be able to create and deliver engaging 
multimedia presentations that convey the key points of your message 
through use of text, graphics, and animations. 

You will: 
• Identify the basic features and functions of PowerPoint 2016 
• Develop a PowerPoint presentation 
• Perform advanced text editing operations 
• Add graphical elements to your presentation 
• Modify objects in your presentation 
• Add tables and charts to your presentation 

• Prepare to delivery your presentation 
 

Course Outline 
• Getting Started with PowerPoint 

o Topic A: Navigate the PowerPoint environment 
o Topic B: View and navigate a presentation 
o Topic C: Create and save a PowerPoint presentation 
o Topic D: Use PowerPoint Help 

• Developing a PowerPoint Presentation 
o Topic A: Select a presentation type 
o Topic B: Edit text 
o Topic C: Build a presentation 

• Performing Advanced Text Editing Operations 
o Topic A: Format characters 
o Topic B: Format paragraphs 
o Topic C: Format text boxes 

• Adding Graphical Elements to Your Presentation 
o Topic A: Insert pages 
o Topic B: Insert shapes 

• Modifying Objects in Your Presentation 
o Topic A: Edit and format objects 
o Topic B: Group and arrange objects 
o Topic C: Animate objects 

• Adding Tables to Your Presentation 
o Topic A: Create and format a table 
o Topic B: Insert table from other Microsoft applications 

• Adding Charts to your Presentation 
o Topic A: Create and format a chart 
o Topic B: Insert a chart from Microsoft Excel 

• Preparing to Delivery your presentation 
o Topic A: review your presentation 
o Topic B: Apply transitions 
o Topic C: Deliver your presentation 

 

PowerPoint 2016 – Part 2 
Instructor Led Training 
$195 for CFC ABC Members 
 
Overview 
In this course, students learn different tools & features within PowerPoint 
that will help them delivery content in an informative & memorable manner. 
Students will create presentations that not only stand out, but also don’t 
consume all their time. 

 
Course Objectives 
Upon completing this course, you will be able to customize the PowerPoint 
2016 application and effectively create, collaborate on, secure, and distribute 
complex multimedia presentations for a variety of situations 

You will: 
• Modify the PowerPoint environment 
• Customize design templates 
• Add SmartArt and math equations to a presentation 
• Work with media and animations 
• Collaborate on a presentation 
• Customize a slide show 
• Secure and distribute a presentation 

Course Outline 
• Modifying the PowerPoint Environment 

o Topic A: Customize the user interface 
o Topic B: Set PowerPoint 2016 options 

• Customizing Design Templates 
o Topic A: Modify slide masters and slide layouts 
o Topic B: Add headers and footers 
o Topic C: Modify the notes master and the handout 

master 

• Adding SmartArt and Math Equations to a 
Presentation 

o Topic A: create and modify Smart Art 
o Topic B: Write math equations 

• Working with Media and Animations 
o Topic A: Add audio and video to a presentation 
o Topic B: Customize animations and transitions 

• Collaborating on a Presentation 
o Topic A: Review a presentation 
o Topic B: Store and share presentations on the Web 

• Customizing a Slide Show 
o Topic A: Annotate a presentation 
o Topic B: Set up a slide show 
o Topic C: Create a custom slide show 
o Topic D: Add hyperlinks and action buttons 

• Securing and Distributing a Presentation 
o Topic A: Secure a presentation 
o Topic B: Broadcast a slide show 
o Topic C: Create a video or CD 
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2020 Course Schedule 
 
Excel 2016 – Part 1 
January 10 | February 5 | March 5 | April 2 | May 6 | June 5 
 
Excel 2016 – Part 2 
January 16 | February 13 | March 18 | April 14 | May 19 | 
June 17 
 
Excel 2016 – Part 3 
January 29 | February 18 | March 31 | April 23 | May 28 | 
June 23 
 
Word 2016 – Part 1 
January 8 | February 10 | March 4 | April 9 | May 7 |  
June 10 
 
Word 2016 – Part 2 
January 21 | February 19 | March 20 | April 28 | June 24 
 
Word 2016 – Part 3 
January 31 | February 27 | May 21 | June 30 
 
Outlook 2016 – Part 1 
January 9 | February 7| March 6| April 10 | May 20 | June 18 
 
Outlook 2016 – Part 2 
February 25 | April 29 | July 1 
 
Project 2016 – Part 1 
January 14 | January 21 | March 24 | April 21 | June 2 
 
Project 2016 – Part 2 
January 15 | January 22 | March 25 | April 22 | June 3 
 
PowerPoint 2016 – Part 1 
January 14 | February 12 | March 17 | April 17 | May 15 | 
June 12 
 
PowerPoint 2016 – Part 2 
February 24 | April 30 | June 26 
 
All courses are instructor led in computer labs 
located at the New Horizons Learning Center 
1221 Lee Rd., Orlando, FL 32810 
 
Class times: 9:00 a.m. to 5:00 p.m. 
 

 

Course Registration 
 
Course Name: __________________________________ 
Course Date: ___________________________________ 
Attendee Name(s): ______________________________ 
  _____________________________________________ 
  _____________________________________________ 
QTY ___ @ $195.00 = $__________________________ 
 
Course Name: __________________________________ 
Course Date: ___________________________________ 
Attendee Name(s): ______________________________ 
  _____________________________________________ 
  _____________________________________________ 
QTY ___ @ $195.00 = $__________________________ 
 
Course Name: __________________________________ 
Course Date: ___________________________________ 
Attendee Name(s): ______________________________ 
  _____________________________________________ 
  _____________________________________________ 
QTY ___ @ $195.00 = $__________________________ 
 
 
Payment Information: 
 CFC ABC Member | Date: ________ 
Company: _____________________________________ 
Contact: ______________________________________ 
Phone: _______________________________________ 
Email: ________________________________________ 
Total Amount: $ ________________________________ 
 
Method of Payment: 
 Check enclosed     Bill us    P.O. # _______________ 
 Visa     MC     AMEX     Discover 

Name on Card: _________________________________ 
Card #: _______________________________________ 
Exp. Date: __________________ CVC Code: _________ 
Credit Card Billing Address: _______________________ 

___________________________ Zip Code: __________ 
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