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Next Steps
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Course at a glance
•	� Recap on basic skills and concepts
•	 Creating templates for quotes
•	 Invoice concepts and contents
•	 Creating and using invoice templates
•	 Concepts of creating effective 

customer documents

•	 Creating and storing quotes  
using Microsoft Excel

•	 Using templates
•	 Creating and storing invoices
•	 Printing and saving
•	 Course assessment and review

IT Skills – 
Microsoft Excel Workshop 1 – 
Effective Invoices and Quotes
Course Code: CTO53

This workshop is ideal for the small business user who would like to use Microsoft 
Excel to create professional quotes and invoices. Delegates should have a basic 
understanding of the software, from which they can develop skills to create 
impressive, customer-focused documents. The workshop offers the opportunity  
to discuss needs specific to the delegate’s business.


