
Learn specific features of Microsoft WordWord

O f f i c e  To o l s

Sections
Fields
Templates
Macros
Reviewing 

L a y o u t  &  P u b l i s h i n g

Borders & Shading
Formatting Tables 
Columns & WordArt
Text Boxes
Graphics & Drawing

A d v a n c e d  F u n c t i o n s             

Mail Merge
Form Fields
Cross-References                  
Bookmarks
Linking & Embedding              

L o n g  D o c u m e n t s             

Styles & Outlines
Chapter numbering
Table of Contents
Captions & Figures
Indexes

We have made it easy to learn the features in Word that suit your needs.  After completing our Introduction course, it is possible 
to go straight on to either Intermediate, or Advanced.  Any of the individual days can also be booked, as detailed below.

Create a more efficient workplace 
Large productivity gains can be made by automating repetitive tasks or streamlining complex 
processes. This can be done by using Visual Basic for Word to create customised features. You 
can learn VBA for Word in one of our courses, do a "Kickstart" where you learn and develop at 
the same time, or one of our developers can create a solution for you. Call 1300 366 118 for a 
free recommendation.

L a y o u t  &
P u b l i s h i n g

day 4

I N T R O D U C T I O N
day 1 & 2

Ad va n ce d
Fu n c t i o n

day 5

L o n g
D o c u m e n t s

day 6

O f f i ce  To o l s

day 3

VBA for Word

I N T E R M E D I AT E A DVA N C E D


