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Microsoft Word 2002 (XP) -  Advanced

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. 

This advanced module includes Mailmerge; Tables (sorting data & formulas); Working with Lists; Importing Excel Spreadsheets; Macros; Creating Forms; Tracking Revisions; Creating a Table of Contents; Bookmarks; Master Documents; Customising Word Preferences & more.

Using Mail Merge
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	Working with Mail Merge
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	Starting the Mail Merge Wizard
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	Identifying the Main Document
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	Creating a Data Source
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	Adding Fields to a Data Source
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	Removing Fields from a Data Source
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	Rearranging Fields in a Data Source
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	Saving a Data Source
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	Entering Records into a Data Source
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	Setting View Options for Merging
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	Inserting Merge Fields into a Document
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	Previewing Merged Data
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	Merging to a New Document
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	Sorting Records to be Merged
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	Merging to the Printer


Merging Mailing Labels and Directories
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	Using Mailing Labels
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	Creating Mailing Labels
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	Selecting Label Options
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	Attaching a Data Source

	[image: image20.png]



	Inserting Label Merge Fields
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	Merging Labels to a New Document
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	Creating a Directory
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	Merging with an Outlook Data Source


Sorting Table Data
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	Designing a Table to be Sorted
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	Sorting a Table Alphabetically
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	Sorting a Table Numerically
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	Sorting a Table by Date
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	Sorting a Table by Multiple Columns


Using Formulas in Tables
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	Creating a Formula in a Table Cell
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	Using a Function in a Table Cell
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	Formatting the Result of a Formula
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	Displaying Field Codes
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	Recalculating Formulas in a Table


Importing Excel Worksheets
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	Importing an Excel Worksheet
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	Linking an Excel Worksheet
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	Creating an Excel Worksheet Object
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	Editing an Excel Worksheet Object
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	Inserting an Excel Worksheet Object


Working with Lists
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	Customising Numbered/Bulleted Lists
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	Resetting Bullet/Number Styles
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	Bulleting/Numbering a Multilevel List
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	Using List Styles
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	Sorting a List Alphabetically


Using Macros
	[image: image44.png]



	Recording a Macro
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	Running a Macro
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	Editing a Macro
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	Adding a Macro Button to a Toolbar
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	Organising Macro Projects
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	Deleting a Macro


Using Forms
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	Creating a Form
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	Defining a Text Form Field

	[image: image52.png]



	Defining a Check Box Form Field
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	Defining a Drop-Down Form Field
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	Calculating a Text Form Field
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	Creating Help Messages
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	Protecting a Form
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	Saving a Form as a Template
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	Unprotecting a Form Template
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	Creating Forms from a Form Template
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	Printing a Form
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	Deleting a Form Template


Tracking Revisions
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	Enabling Change Tracking
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	Setting Change Tracking Options
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	Disabling Change Tracking
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	Routing Documents
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	Merging Documents
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	Reviewing Tracked Changes
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	Accepting/Rejecting All Changes
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	Saving Versions of a File
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	Opening Versions


Formatting Long Documents
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	Using Text Flow Options
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	Entering Summary Information
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	Inserting Summary Information
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	Creating Section Headers and Footers
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	Viewing the Document Map
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	Using AutoSummarize


Creating a Table of Contents
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	Using a Table of Contents
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	Generating a Table of Contents
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	Using Custom Styles

	[image: image80.png]



	Viewing the {TOC} Field Code
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	Updating a Table of Contents
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	Inserting {TC} Field Codes
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	Using {TC} Fields
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	Using Outline Levels


Creating an Index
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	Using an Index
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	Creating Main Index Entries
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	Creating Index Subentries
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	Typing Index Entries
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	Cross-referencing Index Entries
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	Generating an Index
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	Viewing the {INDEX} Field Code
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	Updating an Index


Using Bookmarks
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	Working with Bookmarks
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	Creating Bookmarks
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	Viewing Bookmarks
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	Going to a Bookmark
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	Cross-referencing to a Bookmark
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	Deleting a Bookmark


Using Footnotes and Endnotes
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	Using Notes

	[image: image100.png]



	Inserting Notes
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	Setting Note Options
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	Viewing Notes
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	Browsing Notes
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	Moving and Copying Notes
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	Deleting a Note


Creating Master Documents
	[image: image106.png]



	Using a Master Document
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	Inserting Subdocuments
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	Collapsing/Expanding Subdocuments
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	Opening Subdocuments


Customising Word Preferences
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	Changing the Default Font Attributes
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	Changing the Default Page Settings
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	Setting View Options
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	Setting Save Options
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	Modifying Default File Locations
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	Adding/Removing Toolbar Buttons
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	Creating Custom Menus
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	Adding Commands to a Custom Menu
 


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

Course Outline – Microsoft Word 2002 (XP) Advanced

Marda Associates Limited – 2002

Email: ma@marda.com

Course Outline – Microsoft Word 2002 (XP) Advanced

Marda Associates Limited – 2002

Email: ma@marda.com


[image: image118.wmf]