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MS WORD - ADVANCED 
 

1 Consistent Formatting Using Style 

a. What are Styles?  

b. Predefined Heading Styles  

c. Defining and modifying your own styles  

d. Replacing one style with another  

e. Heading Numbering Using Styles  

f. Using the Style Organizer  

2 Summarising with Outline View 

a. Connecting outline levels to styles  

b. Promoting and demoting levels  

c. Showing and hiding outline levels  

d. Printing your outline  

e. The Document Map   

3 Working with Long Documents 

a. Tables of Contents & Indexes  

b. Tables of Figures  

c. Footnotes and Endnotes  

d. Cross references  

e. Bookmarks  

4 Mail Merge 

a. Using the Mail Merge Wizard  

b. Creating a data source  

c. Using an existing data source  

d. Filtering and Sorting a Data Source  

e. Creating letters & Labels  

f. Predefined merge field blocks  

g. Inserting other merge fields  

h. Word fields: Fill-in, If Then Else  

5 Tracking and Merging Document Change 

a. Using Compare and Merge Documents  

b. Mark Up  

c. Sending for Review  

d. Tracking, Accepting and rejecting changes  

e. Features of the reviewing toolbar  

f. Saving versions and Adding Comments  

6 Constructing Templates 

a. Predefined Word templates  

b. What can a template contain?  

c. Saving a document as a template  

d. Editing and modifying a template  

7 Introduction to Macros 

a. Recording and Storing Macros  

b. Running with Keyboard Shortcuts  

c. Running with Custom Buttons  

 

 

 


