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The main objective of this courseware is to introduce you to the advanced features of Word. The
purpose of this book is to introduce the experienced user to features that make working with long
documents simpler, and to provide tools for increasing their productivity while enhancing their
document's design. On successful completion of this courseware, you will be able to:

• work with long documents-creating subdocuments and master documents
• create and edit footnotes and endnotes
• bookmark and cross-reference text
• mark and generate an index
• generate a table of contents
• create and run macros
• design printed and online forms
• apply document design features, such as: themes, backgrounds and styles
• work with text boxes
• insert and customize graphics
• create watermarks
• insert WordArt
• draw tables and perform math calculations in the table
• link and embed worksheets
• create and customize charts
• sort paragraphs, simple lists, tables and data records to be merged
• insert and work with comments
• track changes to a document
• create multiple document versions
• use passwords for protection
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Skills learned in Word 2000 - Level 1 and Level 2.
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Course Length:
6 – 8 Hours

Approximate Page Count:
180 – 200 Pages

Number of Sections:
Six Sections Plus Preface

and Appendices

Average Number of Exercises:
100
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