
	FUNDAMENTALS

OF MICROSOFT 

PUBLISHER XP


This one day course is designed to teach the more advanced features of Publisher XP to those who already possess Publisher XP knowledge.  The course concentrates strongly on the use and manipulation of Address Lists.
COURSE CONTENT

· Advanced Text Formating such as tabs and line spacing  etc

· Creating, Modifying and applying Text Styles

· Web page creation from Publisher; Text, Images, Hyperlinks and Tables

· Saving Publisher document as a web page

· Mailing Lists

· Address List creation and connection to existing lists

· Merging Address List field codes

· Sorting and Filtering Address List data

· Creating Design Gallery Objects

· Creating your own Templates

· Printing Options

· Commercial Printing 

WHO SHOULD ATTEND

Anyone wishing to learn about the more powerful features within Publisher XP. Previous attendance on our Introduction to Publisher 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 or Melisa Money
E-Mail : lshepherdson@hcctraining.co.uk
Tel : (01482) 325576    Fax : (01482) 586101







