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Microsoft Word 97 -  Advanced

Overview: Microsoft Word 97 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 and address information can be printed on envelopes, if your printer has envelope-printing capability. The documents you create are limited solely by your imagination.
You are not limited to creating just letters and memos, however. With Word, you can also create documents such as sales reports and price lists. In addition, you can enhance a document (such as a sales report) by creating and adding graphics and tables - all within Word. You can also use graphics and tables for newsletters and sales brochures.
This course focuses on providing a more in-depth knowledge on the advanced features of Word 97. Students will learn about saving files in HTML format for use on the Internet, how to create hyperlinks, working with long-documents iuncluding the creation of a master document and inserting sub-documents, creating a table of contents, footnotes, endnotes, bookmarks, index, comments and more.

Working with Global Templates
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	Loading / Removing Global Templates
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	Using the Organiser Dialog Box
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	Opening/Copying/Deleting a File in Organiser


Formatting Long Documents
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	Inserting a Section Break
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	Using Alternate Headers/Footers
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	Storing Text-Flow Options in a Style
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	Inserting Summary Information (details about author, category, file name etc)


Creating a Table of Contents
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	Generating a Table of Contents
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	Inserting & Viewing the {TOC} Field Codes
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	Updating a Table of Contents (after changes to document have taken place)


Creating an Index
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	Creating Main Entries / Index Subentries
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	Cross Referencing Index Entries


Using Bookmarks
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	Creating & Deleting Bookmarks
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	Viewing Bookmarks
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	Cross Referencing to Bookmarks


Using Notes
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	Setting Note Options
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	Inserting & Viewing Notes
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	Moving/Copying/Deleting Notes

	[image: image19.png]



	Converting Footnotes to Endnotes


Using Comments
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	Inserting a comment
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	Printing Comments

	[image: image22.png]



	Deleting a Comment


Creating Master Documents
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	Using Master Document View
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	Inserting Subdocuments
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	Collapsing/Expanding Subdocuments
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	Opening Subdocuments from Master Document


Enhancing Text
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	Adding Lines as You Type
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	Applying Borders/Shading to Text
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	Highlighting Text using The Highlighter Tool
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	Finding Highlighted Text
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	Removing Highlighting from Text


Tracking Revisions
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	Versions – enables comparison of the original document with changes made whilst editing
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	Comparing versions – using versions to compare two documents for changes

	[image: image34.png]



	Review and incorporate revisions

	[image: image35.png]



	Creating versions as separate documents
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	Accepting/Rejecting Changes to a Document


Creating a Table of Authorities
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	Using a Table of Authorities
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	Marking Citations / Finding the Next Citation
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	Creating a Table of Authorities
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	Viewing the {TOA} Field Code
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	Updating a Table of Authorities


Using Word HTML Features
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	Saving files in HTML File Format
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	Using Hyperlink Automatic Formatting
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	Linking to a Page / File
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	Browsing Pages and Locations
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	Editing Hyperlinks


Using WordArt
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	Creating a WordArt Object
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	Resizing a WordArt Object
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	Using the WordArt Toolbar


Drawing
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	Layering Text and Objects
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	Changing the Stacking Order
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	Grouping & Ungrouping Drawing Objects
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	Aligning & Rotating Drawing Objects
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	Drawing & Formatting a Text Box
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	Adding Graphics to a Text Box


Inserting Graphic Files
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	Inserting Pictures & Clip Art

	[image: image57.png]



	Linking a Graphic File
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	Adjusting Contrast and Brightness
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	Making a Colour Transparent
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	Adding a Border to a Picture


Using Other Effects
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	Storing a Graphic in AutoCorrect
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	Adding Borders to Text
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	Adding a 3D Effect to an Object
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	Adding a Page Border
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	Creating a Watermark (image/logo)
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	Inserting AutoShapes


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