
A S C E N T  T R A I N I N G  W A L E S

Office 365
The Microsoft Office 365 Masterclass — a five-day programme in Excel, Word, PowerPoint 
and Outlook, fully funded through REACT+ if you have been made redundant

www.ascenttrainingwales.co.uk
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Fully funded

If you have been made redundant, your place on this 

£1,500 masterclass can be fully funded through REACT+ 

— at no cost to you. We handle the paperwork with 

you, so you can focus on building the skills that get you 

back into work quickly.

Q U E S T I O N S  B E F O R E  Y O U  B O O K ?
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Course overview

Across five days you will work through each Office 365 

application in a practical, real-world way: professional 

documents in Word, clear presentations in PowerPoint, 

organised email and calendars in Outlook, and 

confident data analysis in Excel.
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Course at a glance
Duration Five-day intensive programme

Cost £1,500 — fully funded via REACT+

Location Bridgend, Wales

Delivery Classroom or live online

Class size Small, hands-on cohorts

Level Beginner to experienced users
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Word & Excel

Build the essential document and data skills every employer 

expects. In Word you will create, format and structure 

professional documents using styles and layout tools. In Excel 

you will cover data entry, formatting, formulas, simple functions 

and clear ways to organise information.

I N  T H I S  M O D U L E
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Excel & PowerPoint

Move up to intermediate Excel — advanced functions, 

everyday data analysis and charts that make numbers easy to 

read. Then build professional presentations in PowerPoint: slide 

design, structure, visual layout and effective use of images, so 

you can present your findings with confidence.
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Outlook & email
Email Manage a busy inbox efficiently

Calendars Organise diaries and meetings

Productivity Tasks, rules and daily workflow

Integration The four apps working together

Collaboration Share, co-author and comment

Scenarios Real workplace tasks, start to finish
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Daily timetable
9:00 am Welcome and session start

9:30 – 10:45 am Guided practice

10:45 – 11:00 am Morning break

11:00 am – 12:00 pm Hands-on exercises

12:00 – 1:00 pm Lunch break

1:00 – 3:30 pm Workplace scenarios



0 8  ·  W H O  I T ' S  F O R

Is this course for you?

1
I D E A L  I F  Y O U  A R E

R e t u r n i n g  t o  w o r k  a f t e r  r e d u n d a n c y ,  o r  

m o v i n g  i n t o  a d m i n i s t r a t i o n ,  t e a m  

l e a d e r s h i p  o r  a n y  o f f i c e - b a s e d  r o l e  t h a t  

n e e d s  s t r o n g  d i g i t a l  s k i l l s .

2
N O  E X P E R I E N C E  N E E D E D

B e g i n n e r s  a r e  w e l c o m e  —  n o  a d v a n c e d  

t e c h n i c a l  k n o w l e d g e  i s  r e q u i r e d ,  a n d  

e x p e r i e n c e d  u s e r s  s t i l l  g a i n  p l e n t y  f r o m  

t h e  m o r e  a d v a n c e d  f e a t u r e s .



R E A D Y  W H E N  Y O U  A R E

Get funded
Talk to us about your REACT+ place today

www.ascenttrainingwales.co.uk

01656 737349   ·   hello@ascenttrainingwales.co.uk
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