
Bay Software Consultancy Ltd


Course Outline

Word Intermediate

1 Day

Description

This in-depth course goes beyond Word’s basic features. In-class activities will include use of Word’s automation features including AutoCorrect, AutoComplete, AutoText, and AutoFormat. Participants will learn how to create, modify, and format tables and columns. To enhance existing documents, students will discover how to use styles and templates; format sections; and use Headers and Footers. The course also covers creation and manipulation of outlines and Word’s mail merge features.

Prerequisites

· Word Introduction

Who Should Take This Course?

Users of Microsoft Word who want to expertly enhance their documents and utilize the software’s built-in automatic features.

Objectives

· Use AutoCorrect, AutoComplete, AutoText, and AutoFormat.

· Create, modify, and format tables.

· Create and modify columns.

· Use styles and templates.

· Format sections.

· Create, view, and edit outlines.

· Merge documents and create envelopes and labels.

Outline

Using Word’s Automatic Features

Using AutoCorrect and AutoFormat

Using AutoComplete and AutoText

Formatting Sections

Working with Section Breaks

Modifying the Page Setup for a Section

Working with Headers and Footers

Working with Tables

Creating and Deleting a Table

Modifying Rows and Columns

Changing the Table Structure

Formatting a Table

Working with Columns

Creating and Modifying Columns

Inserting Column Breaks

Using Styles and Templates

Using Styles

Creating Documents Using Templates

Working with Outlines

Creating an Outline

Viewing and Editing an Outline

Working with Hyperlinks

Merging Documents and Creating Envelopes and Labels

Merging Documents


Introduction to Merging


Using the Mail Merge Helper


Specifying a Main Document


Creating a Data Source


Inserting Merge Fields


Working with the Main Document


Performing the Merge


Merging Using Alternate Data Sources

Creating Envelopes and Labels

