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This one day course is designed to teach the more sophisticated features of Word 2000 to those who are already familiar with the basics.  The course will enable delegates to create advanced tables, outline and summarise documents and perform involved mailmerges. This course also forms part of the Microsoft Office User Specialist curriculum
COURSE CONTENT

· Reviewing the basics of Word 2000

· Setting Tabs and Indentations (First Line & Hanging)

· Customising Bullets and Numbered Lists

· Using Outline Numbering

· Creating advanced Tables including Draw, Table Properties, Formulas, Cell Formatting, Sorting and Wrap Options

· Using Auto Correct and Auto Text

· Formatting Multiple Columns and balancing Column Lengths

· Creating and Formatting Text Boxes, Graphics and Word Art

· Further File Management within Word 2000 

· Using Mail Merge, Envelopes and Labels

WHO SHOULD ATTEND

Anyone wishing to further their basic knowledge of Word 2000.  The emphasis is on using the package to handle many different types of documents and to utilise common features such as Tables and Mail Merge. Previous attendance on our Fundamentals of 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







