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Benefit

This course is designed to provide experienced Word
users with further knowledge of its advanced features.
This course will benefit attendees who deal with large
documents and perform repetitive tasks which could be
automated using macros.

Course Objectives

On completion of this course attendees will be able to
create document styles, insert tables of contacts and
indexes and create templates. Attendees will also be
able to build forms using form fields, protect documents
and record macros to automate tasks.

Skills Gained

This course will enable attendees to:
Create and edit document styles
Insert a table of Contents

Insert an Index table

Create and edit templates

Use the long document features

Insert form fields

Record macros
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Pre-requisites

A good level of Word experience is expected, in
particular formatting font and paragraphs, inserting and
formatting tables as well as navigating and selecting
text.
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Creating documents

Inserting and formatting tables
Formatting font

Formatting paragraphs

Using the pre-set document
styles

Adding, editing and deleting
styles

Using the organiser
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Inserting Tables of Contents
Inserting an Index table
Inserting Footnotes and
Endnotes

Using the Document Map
Advanced find and replace
Navigate documents using
Browse by type

Using Outline view

Using the document map

Creating a template
Editing templates
Template storage items
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Inserting form fields
Using field codes
Activating form fields with
document protection

Recording a simple macro
Running macros
Editing macros



