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	Description
	This two day combined intermediate and advanced course, develops the delegate’s current knowledge of Office Word 2007 by introducing new topics that will enable the delegate to speed up the production of their documents as well as discover new ways to add impact to their documents.  Delegates should have a good basic knowledge of Office Word 2007 before attending the course.

	Duration
	2 Days
The course content can be customised to your requirements, please contact your co-ordinator or Pin-Point on 0116 289 4486 for further details.

	Course Content
	The course concentrates on, and covers the following areas:
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	Show Hide Button

· What is the Show/Hide Button?

· Turning On Show/Hide

· Using Show/Hide
	Tabs

· What are Tabs?

· Tab Types

· Setting Tabs

· Modifying Tabs

	
	

	Indents

· What are Indents?

· Indent types

· Setting Indents

· Modifying Indents


	Templates 
· What are Templates?

· Creating a Template from Scratch

· Creating a Template from an existing document 

· Adding Fill In Fields

· Modifying a template

	
	

	Styles
· What are Styles?

· Applying a Style

· Creating a Style from Scratch

· Creating a Style from an Example

· Modifying a Style

· Deleting a Style
	Customising

· Toolbars

· Creating custom toolbars




	Table of contents
· Creating a Table of Contents

· Navigating Using a Table of Contents


	Mail merge
· Introduction to Mail Merge

· Creating the mail document

· Filtering Records

· Appling more than one query

	
	

	Breaks 
· What are Breaks

· Different Break types available

· Inserting Breaks

· Viewing and Removing Breaks
	Sections

· What are sections

· Section Breaks

· Inserting and Removing Section Breaks

	
	

	Editing a Document
· Revising a document

· Accepting and Rejecting revisions

· Comments

· Adding, Editing and Deleting Comments
	Columns
· Creating Columns

· Viewing Columns
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