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MS Word Advanced

	Duration:

· One Day

Pre-Requisites:  

Delegates should have attended the MS Word Intermediate Course or be confident using the features covered.

Objectives:

· Use Advanced Mail Merge

· Work with Styles

· Generate Table of Contents and Index

· Insert Bookmarks, Cross References, Footnotes and Endnotes

· Track Changes and Compare Documents

· Work with Macros

· Create Forms

· Work with Graphics


	
	Core Topics:

Advanced Merge

Overview of Mail Merge; Creating a Main Document; Working with an Existing Data Source; Using External Data; Sorting and Selecting Records; Setting Query Options; Using If, Then, Else; Using Fill-In; Performing the Merge

Styles
Applying Styles; Modifying Styles; Creating Your Own Styles; Styles Organiser

Long Documents
Creating a Table of Contents; Generating a Table of Contents; Creating an Index Entry; Generating an Index; Using AutoMark; Inserting Bookmarks; Creating a Cross Reference; Footnotes and Endnotes; Tracking Changes; Comparing Documents; Versioning

Macros
Recording a Macro; Running a Macro; Assigning a Macro to a Toolbar; Customising the Toolbar Button; Assigning a Macro to a Keyboard Shortcut; Editing a Macro; Deleting a Macro

Forms
Creating an Online Form; Using Text Form Fields; Using Drop Down Boxes; Using Check Boxes; Saving the Form as a Template; Setting the Form Field Options; Protecting the Form; Sections in Forms; Calculations in Forms

Graphics
Inserting ClipArt; Moving and Sizing ClipArt; Inserting WordArt; Moving and Sizing WordArt; Drawing Toolbar; Moving and Sizing Objects ; Inserting Text Boxes; Colours and Formatting 













