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The objectives of this courseware are to provide you with a brief review of Word for Windows basics.
This courseware will also introduce you (as an experienced user) to the intermediate features of
Word 2000. Upon successful completion of this courseware, you should be able to do the following:

• customize Word 2000
• customize toolbars, menus and shortcut keys
• work with document templates
• add headers and footers
• work with columns
• use Outline view
• save documents as HTML (web pages)
• work with tables
• use borders and shading
• insert graphics
• work with the drawing tools
• perform mail merges
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This Level 2 courseware is intended for people who have completed the Word 2000 � Level 1
courseware. It is not intended as an introduction for people who have little or no experience with
Word.
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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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