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Course Outline

Microsoft Word 2007
Expert

	Overview

This course is aimed at participants who have completed the Word 2007 Proficient course and want to manage large documents using reviewing tools such as track changes and macros.

	Objectives

By the end of this course participants will be able to:

· Utilise the advanced features of Word to produce large and intricate documents.
· Send documents to other users for review, and incorporate changes into a document.
· Add impact to a document through the use of the chart tools within Word.
· Use the automated features available within Word.
· Create user friendly forms that can be filled in electronically.


	Prerequisites

It is recommended that attendees have successfully completed the Word 2007 Proficient course, or have gained a similar level of knowledge within the work environment.

	

	Duration

1 Day

	


Course Content

	Inspect a document

· Find and remove hidden text, document properties, personal data and comments

Automation
· Using fill-in and other field codes

· Creating and using forms

· Password protection

· Inserting and using hyperlinks

Developing documents
· Creating and modifying charts

· Working with linked objects

Long Documents
· Inserting cross references

· Using outline view

· Creating master documents

· Generating a Table of Contents

· Generating an index

· Creating and referencing bookmarks

· Inserting footnotes and endnotes

· Insert caption


	Collaboration tools
· Tracking changes

· Sending a document for review

· Using comments

· Compare and merge documents

· Compare side by side

Macros
· Creating and running macros
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