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	PREREQUISITES 
· A working knowledge of Windows is required, or our Introduction to MS Windows course. No experience of Microsoft Word is required.

BENEFITS
· At the end of this training course you will have a good working knowledge of Word basics. You will feel more confident using Word and be able to create a document from scratch. Understanding and using some of the built in layout and text editing functionality will enable you to produce far more striking and effective documentation in your work and home Word environments. Documents that you create will be easier to read and look more presentable.

COURSE CONTENT


Apply Styles Using The Format Painter

	TABLES
· Create New

· Merge Cells

· Insert And Delete Rows/ Columns

· Apply Borders & Shading

· Adjust Column Width And Row Height

· Sort Rows

· Convert Paragraphs into Tables

ORGANISING THE DOCUMENT
· Changing Page Setup - Line Length, Orientation, Paper Size

· Inserting Headers And Footers

· Switch Between Open Documents

· Templates

MAIL MERGE
· Create Form Letter

· Create & Maintain Database

· Merge Letters To Printer/ Document

· Print Envelopes & Labels

CUSTOMISE WORD
· Prevent Word from Applying Styles/ Bullets & Numbering Automatically

· Disable AutoComplete for AutoText Entries

· Display Frequently Used Formatting Icons & AutoText Entries On The Toolbar/ Menu Bar
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