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Pick and mix topics for MS Word 2000, 2002 & 2003

Pick and mix sessions allow delegates to choose which topics they need to learn irrespective
of skill level. It couldn’t be easier - simply tick the box next to the topic if you need to learn

more about it.

QScreen Geography
QdChanging Views
QUser Preferences

QdChoosing a Template
QInserting text

QdSaving Templates
dSaving Documents
QClosing Documents
dDocument Descriptions
QPassword Protection
QlInserting a File into Another
UPreview a Document
QOpening Document(s)
QUsing Recent File Listing

ONavigation and Selecting Text
OHyphenation

dUndo/Redo Command

QFind & Replace Text

QSpell Checking and Thesaurus
OAutoText and AutoCorrect
QCopying and Moving Text
OlInserting a Date automatically

QdChanging Fonts

QApplying Basic Text Attributes
QdChanging Alignment
QdChanging Line Spacing
QChanging Paragraph Spacing
OdChanging Text Case

QUsing 'Numbered List'
QUsing Bullet Style

UFormat Painter

QlInserting Special Characters
QPagination Options

QPreviewing a Document
QdChoosing a Printer
dSending a Document to Print

OHeaders and footers
OManipulating page numbers
OlInserting the date and time
QApplying shading

OAdding a border

QUsing Auto correct
OExecuting spelling
OGrammar features

OCreating/formatting a table

OAdding borders and shading
OResizing a table

OMerging cells

OModifying rows and columns
ORotating text in a table

OCreating newspaper columns
OModifying columns
OlInserting a drawing object
OModifying a drawing object
QUsing and editing WordArt
QCreating charts

OCreating a watermark

OModifying Bullets
QApplying text flow options
QlInserting footnotes
QlInserting endnotes
OAuto correct exceptions

QCreating master documents
QAttaching a sub document
OManaging sub documents

QCreating a template
QCreating character style
QCreating paragraph style

dChanging Paper Orientation
dChanging Margins
dChanging Paper Size
dPage Numbering

QBasic Headers and Footers
dPage Breaks

QTabs & Indents

QCreating a table of contents
dModifying a table of contents
UdAdding a bookmark
QCreating an index

dLinking Excel data to a table
dEmbedding a worksheet
dSorting data in a data table
QCalculations in a table

dRevision marking
dComparing documents
UInserting comments
UManaging comments
QWorkgroup templates
QCreating multiple versions

QCreating forms
dModifying forms
QEntering data into forms

QUnderstanding mail merge
QCreating a main document
QCreating a data source
QEditing the main document
dModifying the data records
QCreating a merged document
QSorting records

QCreating tables from records
QCreating labels
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If you would like to know more about any of the topics please contact Marie on 01689
877117 or marie@refine-it.co.uk

Many more courses are available including MS Outlook, Internet, Excel, Project, Access,
PowerPoint, VBA and Lotus Notes at all levels and versions. We also run Personal
Development courses such as Professional Selling Skills and Presenting Professional
Presentations with PowerPoint
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