
SDCCD Classified Professionals 
Microsoft Skills Training 

Calendar 

Location: l\!liramar College 
Room: M-102 

Intermediate Excel Monday. 12/9/19. 8:00 AM - 12:00 PM 

Intermediate Outlook Monday, 12/9/19, l :OOPM - 5:00PM 

Advanced Excel Wednesday. 12/1 1/19 . 8 :00 AM - 12:00 PM 

Advanced Outlook Wednesday, 12/ 11 /19. 1:00 PM - 5:00 PM 

Location: Mesa College 
Room : BT-102 

Intermediate Outlook Tuesday. 12/10119. 8:00 AM - 12:00 PM 

Intermediate Excel Tuesday. 12/10119. l :OOPM - 5:00PM 

Advanced Outlook Thursday. 12/12/19, 8:00 AM- 12:00PM 

Advanced Excel Thursday. 12/12/19. l:OO PM - 5:00PM 

Location: City College 
Room : MS-161 

Intermediate Outlook -r-.fonday. 3/23/20, 8:00 ,\M - 12:00 PM 

Intermediate Excel Monday. 3/23120. 1:00PM - 5:00PM 

Advanced Outlook Tuesday. 3124/20, 8:00 AM - 12:00 PM 

Advanced Excel Tuesday. 3/24/20. , l :00 PM - 5:00 PM 

Location: CE-North City Cam pus 
Room : 112 

Intermediate Excel Friday, 4/17/20, 8 :00 AM - 12:00 PM 

Intermediate Outlook Friday, 4/ 17/20, l :00 PM - 5:00PM 

Advanced Excel Monday, 4/20/20, 8:00 AM - 12:00 PM 

Advanced Outlook Monday. 4/20/20, 1 :00 PM - 5:00 PM 

Location: D istrict O ffice 
Room : 245 

Intermediate Excel Monday, 4/27/20, 8:00 AM - 12:00 PM 

I ntermedlate Outlook Monday, 4/27/20, l :00 PM - 5:00 PM 

Advanced Excel Wednesday. 4/29/20, 8:00 AM - 12:00 PM 

Advanced Outlook Wednesday, 4/29/20, l :00 PM -5:00 PM 



Which SDCCD Classified Professionals 
Microsoft Skills Training 

is right for you? 

rntcnntdlate E:<.cl--i 

• Woffi with Ftmctions 
• won:: with List!:I 
• Analyze l)ala 

• Visualize Data wi01 Charts. 
• Create advanced fomutas. 

• Analyzt D~ with PivotTablcs & Pivot 
Chaiu. 

lntmnNJb•ts: Qutlgok 

• Modify mes~&. s.d global 01>tion5,. 

• Org;:snizc, search, & mm1a.gc messages. 
• Maoage)'Outmailbo.x. 

• Automate message- rnanagerntnt. 
• Work with c:.lcndarscctings. 

• .Maoage contam & groupt. 

• Manage acti\1ilics by us-ing tasks. 
• Share workspac(:S with oOtC1'$. 

Ad\'af1ctd £~~t'I 

• Work with mulljpfe work£11eets & workbooks. 
• Use Lookup fundioos &. fom-..ih1 ~1diting 

• Sha:rc & protm workbooks.. 

• AutomatcwC>Jkbook func:lionatity. 
• Create spal'k linC"S & ina1> data. 

• f orttast d ala 

Advsnctd Outlook 

• Modif}• messases & set global options. 
• Organize. search. & manage mesw&('ll, 

• Mana,gc-yoormailbox. 
• Automate message nucnago-nent. 

• Wmk with calendar tetti1lgs. 

• Manage conl.:tets & groups. 
• Manage actjvities b)' using tasks. 

• Share wo1'kspaces with others. 
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