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Advanced Microsoft Word

Mastering any application allows you to take productivity to another level and take full
advantage of the powerful tools built into this office software. Take the strain out of handling
large documents and introduce automation to save time.

This course is designed for:

Competent Word users wishing to attain advanced skills to automate and control program
features, or acquire advanced qualifications. The topics suggested below are for guidance
purposes as we are happy to provide customised sessions to suit your needs. You are
expected to have a good understanding of Word and be able to perform skills listed on lower
level courses.

Training Objectives
How you and your organisation will benefit

Upon completion of this course you will be able to:

< Work effectively with large documents
< Employ index and referencing tools

% Control styles throughout documents
% Create and edit templates

% Share and review work with others

% Automate tasks with macros
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