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The MS Word Add-on Course equips participants with advanced tools and techniques to enhance 

document creation and management efficiency. Throughout the course, learners delve into the 

customization of templates, automation of repetitive tasks through macros, and integration of third-party 

add-ins for specialized functionalities. Practical exercises reinforce skills in optimizing workflow and 

collaborating effectively using features like Track Changes and Comments. By mastering these tools, 

participants can streamline document formatting, improve accuracy with automated proofreading tools, 

and leverage add-ins for data visualization and analysis. Ultimately, this course empowers users to 



transform their document processing capabilities, making them more proficient in handling complex 

tasks and achieving higher productivity levels in professional environments.  

 

The objective of the Program: 
  Advanced Document Customization: Learn to create and customize templates for consistent 

formatting across documents. Participants will understand how to tailor styles, headers, footers, and 

themes to meet specific organizational or personal preferences. 

  Automation with Macros: Master the creation and application of macros to automate repetitive 

tasks such as formatting, data entry, and document assembly. Participants will gain skills in recording 

and editing macros to increase efficiency in document processing. 

  Integration of Third-Party Add-ins: Explore the integration of third-party add-ins to extend MS 

Word's functionality. 

Report  

The MS Word Add-on Course offers students numerous benefits tailored to enhance their document 

processing skills and overall productivity. Participants gain proficiency in advanced features such as 

template customization, enabling them to create professional-looking documents efficiently. By 

mastering macros, students automate repetitive tasks, saving time and reducing errors in document 

creation and formatting. The course also introduces students to a variety of third-party add-ins, equipping 

them with tools for specialized tasks like data analysis, collaborative editing, and enhanced document 

management. These skills not only streamline workflow but also empower students to handle complex 

document requirements with ease, making them more competitive in both academic and professional 

settings. Ultimately, participants emerge from the course with heightened proficiency in MS Word, 

equipped to produce high-quality documents swiftly and effectively. 

The outcome of the program: 
  Enhanced Efficiency: Students acquire advanced skills in template customization and macro 

automation, significantly speeding up document creation and formatting processes. 

  Improved Productivity: Mastery of third-party add-ins enables students to leverage specialized 

tools for tasks such as data analysis, collaborative editing, and document management, boosting overall 

productivity. 

  Professional Documentation: Participants learn to create polished, consistent documents with 

refined formatting and style through template customization, ensuring a professional presentation of 

their work. 

  Competitive Advantage: By mastering these advanced features, students gain a competitive edge 

in both academic and professional environments, demonstrating proficiency in sophisticated document 

management techniques. 

  Skill Development: The course fosters continuous learning and skill development, empowering 

students to adapt to evolving document processing demands and stay current with MS Word's latest 

capabilities 
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This is to certify that  Mr/Ms.  …………………………………………………………………..

 of St Francis de Sales (SFS) College, has successfully completed the Certificate / 

Add-On Course entitled “Microsoft Word, Excel and Powerpoint presentation”   

Organized by the Department of Business Administration  from  April 1, 2024  to  June 

26, 2024.
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