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Word
Further Use Of


This hands-on course is suitable for users that have a good working knowledge of Word XP. Delegates will further develop their Word skills by working with topics that focus on real world work rather than purely on product features.

Target Audience… users who have attended Word XP Core Course or who have been using Word for some time who need to expand their knowledge. Please phone a Training Adviser if you are not sure which course is best for you.

Prerequisites… to fully benefit from this course, delegates are expected to be familiar with Windows and should have attended or be familiar with the topics covered on the Word XP Core Course.

Objective… at the end of this course delegates will feel confident in working with longer documents and enhancing the look of their documents.
Further Use Of Topics…
	· Fill-in Gaps from the Core training

· Add borders & shading to paragraphs and pages

· Create multi-level numbers

· Create Headers & Footers with page numbering

· Use the Drawing Toolbar and ClipArt to illustrate your document 
	· Work with long and complex Tables

· Produce Quick Labels and Envelopes

· Inserting and linking Word Tables

· Discover Touch I.T. Top Ten Tips

· Questions & Answers


Duration and Times… one-day course from 9:30am to 4:30pm.

Location… can be based in London, Herts and Essex. However, most of our clients prefer us to come to their premises.

Also included… 

· pre & post course questionnaires

· unlimited post course support on the topics covered in any course you attend

· course documentation and summary sheets of A-Z keyboard shortcuts with helpful tips & tricks

· certificates can be included for your Continued Professional Development portfolio

· lunch will be provided if course attended is at one of our training locations.

What course next… after attending the Word XP Further Use Of Course, we recommend that you practice what you have learnt so far and then attend the Word XP Expert Course.

Customised courses… any of our courses can be customised to meet your exact requirements. Please phone a Training Adviser for further information.
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