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Previous Software Versions: MS Office 2003, XP, 2002, 2000 


Microsoft Certification exams

Upon completion of this course student can be tested and certified as an office specialist or expert.

Previous Software Versions: MS Office XP, 2002, 2000, 2003


Facilitator: 
Participants will be trained by the best instructors in the industry. As always, great teaching sets VITECH courses apart, and we ensure this by choosing instructors who have ranked highest competition among potential faculty.

Duration: 1 day Instructor-Led Course (8 hours)



Microsoft Word 2003 - Levels 1-3
Level 1 Course Outline:

Introduction to Microsoft Word 2003

What is Word 2003?

Create a New Document

Opening

Saving

Quitting and Closing

Review Questions

Word 2003 Interface

Word 2003 Workspace

Review Questions

Standard Toolbar

The Standard Toolbar

Review Questions

Formatting Toolbar

The Formatting Toolbar

Review Questions

Formats

Formatting

Font Formatting

Paragraph Formatting

Review Questions

Production

Page Setup Features

Headers and Footers

Bullet Lists

Numbered Lists

Borders and Shading

Review Questions

Edits

Editing

Review Questions

Find Replace and Go To

Finding Text

Replacing Text

Searching Items

Go To

Review Questions

Create an Email and a Web Page

Creating E-mail

E-mail Settings

Create a Web Page

Review Questions

Print

Previewing Documents

Printing the Document

Review Questions
 Level 2 Course Outline:

Templates

Create a Template

Styles

Review Questions

Tables

Edit Cells and Charts

Excel Tables

Review Questions

Graphics

Include Graphics

Review Questions

Text

Insert Text

Text Editing

Text Formatting

Review Questions

Envelopes and Labels

Envelopes

Labels

Review Questions

Web Page Creation

Create a Web Page

Hyperlinks

Review Questions

Managing Documents

Comments

Review Questions

Print

Page Display

Printing the Document

Review Questions

Level 3 Course Outline:

Forms

Create Forms

Form Template

Review Questions

Macros

Tasks

Toolbars and Menus

Review Questions

References

Document Information

Footnotes and Endnotes

Review Questions

Time Savers

Timesavers within Word

Languages

Review Questions

Advanced Managing Documents

Document Versions

Mail Merge

Review Questions

Advanced Web Creation

HTML Pages

Review Questions

Preparation

Margins

Review Questions
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COURSE OUTLINE
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