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Certificate Program
We offer 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 GES879 Microsoft Word 2016 Certification Training (Vouchers Included), students must complete 70 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:	$1350
Training Status:	Choose a Training Status.
POC Name:             January Rowe
Phone Number:     303-755-6885
[bookmark: _GoBack]Email:                       january@absrschool.com
Address:                  5420 S. Quebec St. Suite 100 
                                  Greenwood Village, CO 80111

Microsoft Word 2016 Certification Training (Vouchers Included)
I. Introduction to Microsoft Word 2016
A. Creating a Microsoft Word Document
B. The Ribbon
C. The File Tab
D. The Quick Access Toolbar
E. Formatting Microsoft Word Documents
F. Editing Documents
G. Finalizing Microsoft Word Documents
H. Introduction to Microsoft Word 2016 Exam
II. Intermediate Microsoft Word 2016
A. Advanced Formatting
B. Working with Tables
C. Working with Images
D. Page Layout
E. Working with Illustrations
F. Viewing Your Document(s)
G. Intermediate Microsoft Word 2016 Exam
III. Advanced Microsoft Word 2016
A. Working with Long Documents
B. Reviewing and Collaborating on Documents
C. Comparing and Combining Documents
D. Managing Mailings
E. Protecting Documents
F. Random Useful Items
G. Advanced Microsoft Word 2016 Exam
IV. Microsoft Word 2016 Final Exam
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