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Microsoft Word 2000 -  Intermediate

Overview: Microsoft Word 2000 is a full-featured word processor in which you can create and design documents such as letters and memos. When creating documents, you can choose from a variety of type sizes and fonts. You can edit documents, as well as enhance their appearance. Finished documents can be printed in a variety of formats. The documents you create are limited solely by your imagination. 
This module includes managing files; AutoCorrect; AutoText; searching; creating and applying paragraph styles; table design; graphics and drawing techniques; watermarks; columns; creating templates; using HTML features.
  

Managing & Finding Files 
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	Selecting File Views 
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	Finding Files based on Criteria 
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	Searching by File Name 
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	Sorting Word Files (by Date, Name, Size) 
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	Assigning & Removing a Password   


Using Find and Replace 
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	Setting the Find Options 

	[image: image7.png]



	Finding Special Characters, Format 
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	Using Search & Replace 


Using AutoCorrect 
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	Setting AutoCorrect Options 
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	Creating & Deleting an AutoCorrect Entry 

	[image: image11.png]



	Creating a Plain Text Entry 
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	Creating a Formatted/Plain Text Entry 


 Using AutoText 
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	Creating, Inserting & Deleting an AutoText Entry 


 Editing a Table 
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	Selecting Table Components 
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	Inserting/Deleting Rows and Columns 
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	Merging Cells 
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	Splitting Cells 

	[image: image18.png]



	Aligning/Rotating Text in a Table 
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	Changing Column Width and Row Height 
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	Distributing Rows and Columns Evenly 
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	Converting a Table into Text 
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	Placing Headings on All Pages


Applying Borders and Shading 
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	Adding Borders and Shading to Text 
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	Adding a Border to a Page 
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	Adding a Border to a Table 


Using Styles 
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	Creating/Applying a Paragraph Style 
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	Editing/Deleting an Existing Style 


Working with Newspaper Columns 
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	Creating Newspaper Columns 
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	Changing the Number of Columns 
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	Changing Column Width and Spacing 
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	Adding a Vertical Line between Columns 
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	Balancing Column Length 


Working with Drawing Objects 
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	Creating a Drawing Object 
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	Selecting Filled and Unfilled Objects 
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	Formatting Lines; Changing the Fill Colour 

	[image: image36.png]



	Moving/Resizing an Object 
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	Adding a 3-D Effect 
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	Layering Text and Objects 


 Inserting Graphics 
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	Inserting a Clip Art Image/Picture 
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	Formatting Pictures 
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	Creating & Formatting WordArt Objects 
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	Formatting WordArt Objects 
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	Using Advanced Layout Options 
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	Creating Watermarks


Creating Templates and Using Wizards 
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	Selecting an Existing Template 
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	Creating/Modifying/Deleting a Template 
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	Using Wizards to Create a Memo 


 Using Word HTML Features 
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	Saving Files in the HTML File Format 
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	Using Hyperlink Automatic Formatting 
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	Linking to a Page or a Location in a Page 
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	Browsing Linked Pages and Locations 
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	Editing a Hyperlink


If you have other questions, please contact us at ma@marda.com.
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