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	Description
	This one day advanced course is designed for delegates who wish to learn the more advanced features of Microsoft Word. A good knowledge and level of experience in using Microsoft Word is essential for attending this course.

	Duration
	1 Day
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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	Complex Headers and Footers

· Working with sections

· Headers and Footers in different sections

· Different page numbering for different sections
	Forms

· How to Create Forms

· How to Edit Forms

· How to Use Forms

· How to Print Forms

	
	

	Advanced Mail Merge 

· Printing Specific Record Numbers
· Merging Data Created in Microsoft Excel
· Selecting Records on Criteria
· Using an “If” Statement
	Using Larger Documents

· What are Master Documents

· How to use Master Documents

· How to use Footnotes and Endnotes

· How to use Bookmarks and Hyperlinks

	
	

	Macros

· What is a Macro

· Creating Macros

· Creating Macros with Keyboard Shortcuts

· Assigning Macros to a Toolbar

· Using Macros

· Adding Macros to a Menu

· Deleting a Macro
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