TRAINING COURSE

MICROSOFT OFFICE

INTERMEDIATE WORD

ONE DAY COURSE

Course Objective

This course assumes knowledge of all the items covered in the Basic Word course. 

To be able to use more advanced features such as:

· Creating tables within a document, sorting tables and editing the contents within

· Using autotext, autocorrect and the use of styles. 

· Customising The Workplace

· Mailmerge with data sources such as databases or spreadsheets

· Managing documents, creating simple macro’s, inserting objects

