MS Office (2000)

MS Word Level 2

Word Processing
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	Course Length:
	4-6 hours



	Who should attend?


	Personnel who need to use templates, tables, advanced formatting and macros.

	Prerequisites:


	Introduction to Windows NT

Introduction to Word / Intermediate Word  or equivalent word processing knowledge

	Knowledge Assumed:


	Common Windows NT terminology, basic / intermediate word processing functions

	Course Description:


	This course adds additional Word skills to the information learned in the Introduction /Level 2 Word Course.  Hands-on exercises will be utilized so that the student can gain experience using the advanced features of this software.



	Benefits:


	This course further enhances Word fundamentals to allow the student to make professional looking documents and introduces the student to Desktop publishing.



	Topics covered:
	· Tables

· Introduction to styles

· Introduction to templates

· Introduction to merging
	· Introduction to macros

· Newspaper columns

· Internet basics



	What's next?
	Any other Microsoft Office 97 Introductory application


