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ADVANCED

MICROSOFT 

WORD 2000


This one day course is designed to teach the more advanced features of Word 2000 to those who already possess Word 2000 knowledge.  The course concentrates on customising and automating Word 2000 and the more sophisticated aspects of Document Management.  This course also forms part of the Microsoft Office User Specialist curriculum. 

COURSE CONTENT 

· Creating, Applying and Modifying Styles

· Creating Templates

· Formatting Text Boxes, Clipart, Word Art and Watermarks 

· Creating and Managing Master and Sub Documents

· Inserting and formatting Sections

· Creating and Modifying Indexes, Table of Contents, Bookmarks, Cross References and End/Foot Notes

· Using Document Map and Special Find and Replace Features

· Tracking changes and Accepting and Rejecting changes

· Saving and Using Multiple Versions of a Document

· Creating, Running, Editing and Deleting Macros

· Inserting Hyperlinks

· Creating Forms, Controls and Field Types

WHO SHOULD ATTEND

Anyone wishing to learn about the more powerful features within Word 2000.  The emphasis is on advanced document structures, customising and automating Word 2000.  Previous attendance on our Intermediate Word 2000 course or equivalent knowledge is recommended.

DURATION

1 Day (9.30 – 4.30)  Refreshments included

AVAILABILITY
This is a scheduled course for groups (max. 8)

To book this course, or further information contact:

Lisa Shepherdson, Melisa Money or Kathryn Rogers

E-Mail : lshepherdson@hcctraining.co.uk
Tel : (01482) 325576    Fax : (01482) 586101







