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Course Outline

Microsoft Word 2007

Proficient

	Overview

This course is aimed at individuals who have completed the Word 2007 Core course and wish to apply layout techniques, create consistency throughout documents and prepare mailshots.

	Objectives

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

· Control the layout of documents using features such as tabs, tables and columns.
· Create advanced page layouts using headers and footers, and section breaks.
· Use Mail Merge to create form letters, envelopes or mailing labels.


	Prerequisites

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

	

	Duration

1 Day

	


Course Content


	Working with other applications
· Copying and linking data

· Managing links
· Customising Word

· Creating headers and footers

· Creating watermarks

Mail Merge
· Creating a data source

· Inserting merge fields

· Manipulating records in the data source

· Merging data


	

	Next Step

In Microsoft Word 2007 Expert, learn to create complex documents, and automate

Word with forms and macros.
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