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Microsoft Word Advanced

Complex documents,collaboration and
Mail merge

Forthose who need to create and edit complex documents with indexes, cross references and field codes.
Track document edits, compare documents andcollaborate with others. Set up and manage mailmerges.
Create and editcomplex tables,applytimesaversandlearnquicktips.

Oncompletion of this course delegates will be able to:

\

Create complexTables

Work with Excel datain Word

Use MailMerge

Find and replacetext

Manage files withinWord

Mark specific parts of a document with bookmarks and cross references

Inserta footnote and endnoteinto a document

Create adocumentindex

Insert Field codes for document automation

Usercontentcontrolstopromptthe userfordataandrestricteditingand formatting
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Track document changes and compare documents

Course Contents
e UsingFormulasinTables

e  ExcelTablesinWord
e C(Creating & Selecting Table

e Components
® Inserting & Deleting Rows &

e ColumnsintoaTable

e  FormattingColumns&Textina * Generating& Updatingan Index

e Table

e  Merging &Splitting Cells
.g 5P 8 . e  Enabling, Setting &Disabling
e  Setting TableProperties h
ange
e  Applying TableStyles . Trackging

e ConvertingaTableintoText e Sending & MergingDocuments

e ConvertingTexttoaDiagram e Reviewing TrackedChanges

e  PlacingHeadings on All Pages

e Sorting TableData
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Managing Comments
Accepting/Rejecting All Changes

Understanding Word Field Codes
Inserting and modifying field codes
Calculation in fieldcodes

Identifying the Main Document

Creating a DataSource

Adding Merge Fieldsto a

Document

Previewing and Completing aMail Merge
Sorting&FilteringRecordstobe

Merged

CreatinglLabelsandaCatalogue

Setting ViewOptions
Setting SaveOptions

Modifying Default File Locations
Adding/Removing commands onthe
QAT andRibbon

Creating & Protectinga Form
Content Controls

Legacy Controls

Defininga Text, a Check Box,

a Drop-Down Form Field
Calculating a Text Form Field
Savinga FormasaTemplate
Unprotectinga Form Template
Printing aForm

Deletinga FormTemplate

Selecting FileViews
Sorting WordFiles
Assigning aPassword
Removing aPassword
Version control
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