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Texas A&M University - Corpus Christi offers online education programs designed to provide the workforce skills necessary to enter a new field or advance your current career. Our Online Career Training Programs in the Allied Health, Computer-Internet, Business, Technical and Construction industries provide the most effective online training.
The amount of time to complete our programs varies from student to student.  Students are assigned a Career Counselor who assists the students with setting an achievable study/completion schedule, within the given 3 to 12 month completion window (per program).
To earn a certificate in GES 842 Administrative Professional with Microsoft Office 2013 Master, students must complete 445 hours of training.
Student Name:	Click here to enter text.
Start Date:	Click here to enter a date.
End Date:	Click here to enter a date.
Program Fee:	$1,995
Training Status:	Choose a Training Status.
POC Name:	Danell Reilly
Phone Number:	361-825-5751
Email:		continuing.education@tamucc.edu
Address:		Texas A&M University-Corpus Christi, Office of Community Outreach
                                   6300 Ocean Drive, Corpus Christi, TX 78412		


Administrative Professional with Microsoft Office 2013 Master:

Introduction to Microsoft Excel 2013
I. Creating a Microsoft Excel Workbook 
II. The Ribbon 
III. The Backstage View (The File Menu) 
IV. The Quick Access Toolbar 
V. Entering Data in Microsoft Excel Worksheets 
VI. Formatting Microsoft Excel Worksheets 
VII. Using Formulas in Microsoft Excel 
VIII. Working with Rows and Columns 
IX. Editing Worksheets 
X. Finalizing Microsoft Excel Worksheets 
XI. Microsoft Excel (2013) New Features 
XII. Introduction to Microsoft Excel 2013 Exam

Intermediate Microsoft Excel 2013
I. Advanced Formulas 
II. Working with Lists 
III. Working with Illustrations 
IV. Visualizing Your Data 
V. Working with Tables 
VI. Advanced Formatting 
VII. Microsoft Excel (2013) New Features 
VIII. Intermediate Microsoft Excel 2013 Exam

Advanced Microsoft Excel 2013
I. Using Pivot Tables 
II. Auditing Worksheets 
III. Data Tools 
IV. Working with Others 
V. Recording and Using Macros 
VI. Random Useful Items 
VII. Microsoft Excel (2013) New Features 
VIII. Advanced Microsoft Excel 2013 Exam
Microsoft Excel 2013 Final Exam
 
Introduction to Microsoft Word 2013
I. Creating a Microsoft Word Document 
II. The Ribbon 
III. The File Tab 
IV. The Quick Access Toolbar 
V. Formatting Microsoft Word Documents 
VI. Editing Documents 
VII. Finalizing Microsoft Word Documents 
VIII. Introduction to Microsoft Word 2013 Exam
Intermediate Microsoft Word 2013
I. Advanced Formatting 
II. Working with Tables 
III. Working with Images 
IV. Page Layout 
V. Working with Illustrations 
VI. Viewing Your Document(s) 
VII. Intermediate Microsoft Word 2013 Exam

Advanced Microsoft Word 2013
I. Working with Long Documents 
II. Reviewing and Collaborating on Documents 
III. Comparing and Combining Documents 
IV. Managing Mailings 
V. Protecting Documents 
VI. Random Useful Items 
VII. Advanced Microsoft Word 2013 Exam
Microsoft Word 2013 Final Exam
 
Introduction to Microsoft PowerPoint 2013
I. Creating a PowerPoint Presentation 
II. The Ribbon 
III. The Quick Access Toolbar 
IV. The File Tab 
V. Formatting Microsoft PowerPoint Presentations 
VI. Working with Images 
VII. Working with Tables and Charts 
VIII. Finalizing Microsoft PowerPoint Presentations 
IX. Introduction to PowerPoint 2013 Exam



Advanced Microsoft PowerPoint 2013
I. Customizing Presentations 
II. Presentation Masters 
III. Working with Special Effects 
IV. Using SmartArt 
V. Multimedia 
VI. Setting up the Slide Show 
VII. Outlines and Slides 
VIII. Sharing and Securing a Presentation 
IX. Advanced PowerPoint 2013 Exam
PowerPoint 2013 (MOS) Final Exam
 
Introduction to Microsoft Outlook 2013
I. The Outlook Interface 
II. Performing Popular Tasks in Outlook 
III. Working with Messages 
IV. Working with the Calendar 
V. Organizing Contacts 
VI. Introduction to Microsoft Outlook 2013 Exam

Advanced Microsoft Outlook 2013
I. Working with Tasks and Notes 
II. Using Signature and Themes 
III. Managing Your Inbox 
IV. Working with Multiple Email Accounts 
V. Advanced Microsoft Outlook 2013 Exam
Microsoft Outlook 2013 Final Exam
 
Administrative Professional
I. The Dynamic Workplace
II. Workplace Behaviors
III. Communication Essentials
IV. Technology Basics
V. Records and Financial Management
VI. Meetings and Travel
VII. Career Advancement
VIII. Administrative Professional Exam
IX. Customer Service Basics 
X. Developing Responsible Customer Service Skills 
XI. Developing Verbal and Nonverbal Communication 
XII. Customer Service Best Practices 
XIII. Attracting Loyal Customers 
XIV. Customer Service Exam
XV. Become an Expert in Time Management 
XVI. Microsoft Outlook and Time Management 
XVII. Understanding the Importance of Goal Setting 
XVIII. Creating a Strategy to Achieve Smart Goals 
XIX. Implementing by Building a Support System 
XX. Sustaining Goal Setting for Success 
XXI. Goal Setting and Time Management Exam
XXII. The Impact of Unhealthy Personalities 
XXIII. Understanding People 
XXIV. Communication 
XXV. Setting Boundaries 
XXVI. Handling Conflict 
XXVII. Working with Difficult People Exam
XXVIII. Major Functions and Forms of Business Writing 
XXIX. Writing and Communication Guidelines 
XXX. Email and Instant Messenger 
XXXI. Letters, Documents, and Proposals 
XXXII. More Writing Tips 
XXXIII. Business Writing Exam
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