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Microsoft Word 2002 (XP) -  Intermediate

Overview: Microsoft Word 2002 is a full-featured word processor in which you can create and design documents such as letters, memos & reports. When creating documents, you can choose from a variety of type sizes and fonts. You can edit documents, as well as enhance their appearance. 

The intermediate module includes: AutoCorrect; AutoText; Tables; Drawing & Shading; Columns; Charts; Drawing techniques; Templates; HTML; Outline; Merging Documents & more.

Inserting Dates and Symbols
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	Inserting Date and Time 
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	Inserting Symbols
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	Inserting Special Characters


Working with AutoFormat
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	Using AutoFormat
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	Changing Templates
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	Using AutoFormat as You Type


Working with Tables
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	Creating & Navigating a Table
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	Using Table AutoFormat
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	Using the Draw Table Button

	[image: image10.png]



	Converting Existing Text into a Table


Editing a Table
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	Inserting Rows & Columns into a Table
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	Merging Cells 
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	Rotating Text in a Table
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	Changing Column Width and Row Height
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	Aligning Table Text 
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	Splitting Cells
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	Converting a Table into Text
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	Placing Headings on All Pages


Applying Borders and Shading
	[image: image19.png]



	Adding Borders and Shading to Text
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	Adding/Removing a Border from a Table


Drawing Objects
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	Creating a Drawing Object
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	Changing & Removing the Fill Color
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	Resizing an Object 
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	Adding a 3-D Effect
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	Layering Text & Objects 
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	Deleting an Object


Inserting Graphics
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	Inserting & Formatting Pictures/ClipArt
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	Creating & Formatting WordArt Objects


Using Charts and Diagrams
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	Creating a Chart from Table Data
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	Importing Data 
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	Adding a Chart Title
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	Inserting & Working with Diagrams


Using AutoCorrect
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	Setting AutoCorrect Options
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	Creating/Deleting an AutoCorrect Entry


Using AutoText
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	Creating an AutoText Entry
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	Inserting / Deleting an AutoText Entry


Using Find and Replace
Using the Thesaurus
Using Templates
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	Selecting an Existing Template
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	Creating, Modifying & Deleting a Template


Using Newsletter-style Columns
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	Creating Newsletter-style Columns
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	Balancing Column Length 
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	Adding a Line


Using Outline View
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	Creating Outlines 
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	Working in Outline View
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	Moving an Outline Heading or Body Text
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	Numbering the Outline Levels


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 / Pasting a Link
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	Editing a Hyperlink


Sharing Comments/Merging Documents
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	Inserting Comments / Managing Comments

	[image: image51.png]



	Viewing Comments / Printing Comments
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	Comparing and Merging Documents
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	Reviewing Merged Changes


Managing Files
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	Selecting File Views 
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	Sorting Word Files
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	Using the Basic Search Task Pane

	[image: image57.png]



	Assigning / Removing a Password


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