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Word 2010 Level 3
Days of Training: 1
Course Description
Word 2010 Level 3 is an instructor-led course manual that covers advanced skills for Microsoft Word 2010 power users: advanced formatting features, document management, references, data fields and sources, macros, and forms. This course, and the two that precede it, maps to the Microsoft Office Specialist and Expert exams for Word 2010. Objective coverage is marked throughout the course, and you can download an objective map for the series from http://www.30bird.com.
Students will benefit most from this course if they want to build on fundamental Word skills to become a power user, or if they want to have a solid foundation in Word's advanced features before continuing on to more complex document management or VBA programming topics. If they intend to take a MOS Expert 77-887 exam for Word, this course will teach them the necessary skills, but they will need to complete the first two courses in this series to successfully complete the Microsoft Office Specialist 77-881 exam.
This course assumes that students have completed Word 2010 Level 2 or have equivalent knowledge in the core skills of using Microsoft Word 2010.
Other Courses in the Series
Word 2010 Level 1
Word 2010 Level 2
Outline
Chapter 1: Advanced formatting
Module A: Advanced text formatting
Module B: Tables and charts
Module CA: Creating building blocks
Module D: Linking text
Chapter 2: Advanced document management
Module A: Configuring Word options
Module B: Working with templates
Module C: Tracking and reviewing changes
Chapter 3: Using references
Module A: Internal references
Module B: Indexing
Module C: Citing external sources
Chapter 4: Creating mailings
Module A: Recipient lists
Module B: Performing mail merges
Module C: Envelopes and labels
Chapter 5: Macros and forms
Module A: Macros
Module B: Forms
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