Report Writing


Duration:
1 Day

Description

This intensive day course assumes that participants are already working with documents that contain some of the features covered.  The type of documents that are considered in this course are long documents containing table of contents, index and references across the document.  The course specifically explores the tools to manipulate, edit and review such documents with ease and confidence.
Prerequisites

· Word Intermediate

· Familiarity with long documents containing the features mentioned in the description

Who Should Take This Course?

Intermediate users of Microsoft Word who are required to quickly and efficiently create or maintain long documents or to co-ordinate the changes made to documents by several other people.

Objectives
· Review paragraph formatting.

· Use tools to view documents on the screen.

· Create and use templates.

· Create and manage headers and footers.

· Use and troubleshoot styles.

· Manage documents using track changes.

· Work with outline view.

· Create and manipulate table of contents.

· Use cross referencing in a document

· Create and manage a master document.

Course Outline

Review Paragraph Formatting

Identify formatting in a document
Control page breaks within and between paragraphs
Specify page breaks

Troubleshoot problems with page breaks
Viewing Documents
Opening a copy of a document
Arranging documents on the screen

Comparing documents side by side

Using Formatting Tools
Creating and using a template
Attaching a template to a document

Using columns
Working with sections
Creating cover pages, page borders and watermarks
Creating and using hyperlinks
Working with Headers and Footers

Creating headers and footers
Inserting page numbers
Creating different headers and footers
Using Styles

Creating and applying styles
Using and changing style sets

Troubleshooting problems with styles

Managing Documents

Adding comments to documents

Working with track changes
Comparing and combining documents

Working with outline view

Using Document References
Creating a table of contents
Creating a table of contents for part of a document
Multiple table of contents in a document

Creating a table of contents across several documents.
Using footnotes and end notes
Creating bookmarks

Using cross references

Master Documents

Creating a master document
Working with subdocuments
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