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Compatibility Mode

· What is Compatibility Mode?

· Using the Convert button

Paragraph Formatting.

· Line spacing formatting options.

· Using the Widow/Orphan control.

· Using ‘Keep lines together’.

· Using the 'keep with next' option.

· Using ‘page break before’.

· Applying and modifying multilevel list formatting.

Pictures

· Compatibility Mode & picture editing

· Screen shot of complete application window

· Clipping Screen shots

· Screen shot s using the keyboard

· Picture Tools

· Removing a background

· Picture Corrections

· Picture Colour

· Picture Artistic Effects

· Compressing pictures

· Resetting pictures

· Picture Styles

· Picture Borders

· Cropping a picture

Sections.

· What are section breaks?

· Inserting 'next page' section breaks.

· Inserting 'odd page' section breaks.

· Changing the section break type.

· Deleting section breaks.

· Changing page orientation within sections.

· Changing page vertical alignment within sections.

· Changing margins within sections.

Headers & Footers

· Applying different headers and footers to sections.

· Applying different headers and footers to the first page.

· Applying different headers and footers to odd and even pages.

Watermarks

· Adding a pre-defined watermark.

· Adding a custom text watermark.

· Removing a watermark.

· Modifying a text watermark.

· Adding a picture watermark.

Tables.

· Table styles.

· Merging cells within a table.

· Splitting cells within a table.

· Modifying cell alignment.

· Modifying cell margins.

· Modifying text direction within cells.

· Repeating the table heading row for multi-page tables.

· Controlling row breaking across pages.

· Performing a single column sort.

· Multilevel sorting.

· Converting delimited text to a table.

· Converting a table to text.

Styles.

· Applying styles.

· Types of styles.

· Creating a paragraph style.

· Creating a character style.

· Modifying a style.

· Enabling automatic style updating.

· Deleting a style.

· Text Wrapping.

· Picture 'In line' text wrapping
· Picture 'Square' wrapping.

· Picture 'Tight' wrapping
· Picture 'Behind text' wrapping 
· Picture 'In front of text' wrapping .

· AutoShape Applying wrapping
· Chart wrapping .

· Diagram wrapping.

· Word table text wrapping options 

Columns.

· Applying column formatting 

· Changing number of columns within a column layout.

· Changing column widths and spacing.

· Using pre-set column formatting.

· Inserting and removing lines between columns.

· Inserting column breaks.

· Deleting column breaks.


AutoCorrect

· Creating, modifying and deleting an AutoCorrect entry.

Building Blocks (formerly called AutoText)

· Creating and inserting Building Block items.

· Modifying a Building Block (AutoText) item.

· Deleting a Building Block (AutoText) item.

Advanced Find and Replace

· Advanced find and replace options using font formatting.

· Advanced find and replace options using paragraph formatting.

· Advanced find and replace options using paragraph marks.

· Advanced find and replace options using page breaks.

· 'Paste Special' options using formatted and unformatted text.

Captions.

· Manually adding a caption to an object.

· Adding and removing caption labels.

· Changing the caption number formatting.

Footnotes and Endnotes

· Inserting footnotes.

· Editing and formatting footnotes.

· Inserting endnotes.

· Editing and formatting endnotes.

· Converting footnotes to endnotes.

· Converting endnotes to footnotes.

Bookmarks and Cross-References.

· Adding a bookmark.

· Creating a cross-reference to a bookmark.

· Creating a cross-reference to a numbered item.

· Inserting a cross-reference to a heading.

· Inserting a cross-reference to a figure.

· Inserting a cross-reference to a table.

· Adding a cross-reference to an index entry.

· Deleting cross-references.

· Deleting a bookmark.

Master Documents.

· What are Master Documents?

· Creating a new master document by creating sub-documents from headings.

· Inserting sub-documents into a master document.

· Unlinking or removing a sub-document from a master document.

· Using text outline options.

Tracking and Comments.

· Tracking changes.

· Accepting or rejecting changes.

· Inserting comments.

· Displaying and editing comments.

· Deleting comments.

· Showing or hiding comments.

Comparing and Combining Documents

· Comparing documents.

· Combining revisions from multiple authors.

Tables of Contents & Indexes.

· Creating a table of contents.

· Updating a table of contents.

· Creating and updating a table of figures.

· Marking an index entry.

· Marking an index sub-entry.

· Compiling and updating an index.

Linking & Embedding

· What is object linking?

· Linking data from a document as an icon.

· Updating a linked document.

· Breaking the link to a document.

· Linking and displaying the linked object as an icon.

· Linking and displaying the actual linked data.

· Updating or breaking an application link.

· What is object embedding?

· Embedding data into a document as an object.

· Editing embedded data.

Hyperlinks

· Inserting hyperlinks.

· Editing a hyperlink.

· Removing a hyperlink.

Macros

· Macro to change page set-up.

· Macro to insert a table with a repeating heading row.

· Macro to insert fields into a header or footer.

· Assigning a macro to a button on a toolbar.

Fields.

· Inserting fields into a Word document.

· Inserting fill-in fields.

· Deleting fields.

· Changing the number formatting used by a field.

· Updating, locking and unlocking fields.

· Using the sum formula within a table.

Forms.

· Creating and protecting form text fields.

· Creating and protecting form check boxes.

· Inserting and protecting form drop-down menus.

· Modifying form fields and displaying help.

· Protecting a form.

· Password protecting a form.


Templates

· What are Word templates?

· Creating and using a Word template.

· Modifying a Word template.

Mail Merging.

· Editing and sorting a mail merge recipient list.

· Sorting and editing a mail merge recipient list (within the mail merge process).

· Ask fields and bookmarks.

· Inserting Ask fields.

· Inserting if…then…else… fields.

· Using merge criteria in a mail merge.

Passwords & Editing Restrictions.

· Adding 'opening' password document protection.

· Removing 'open' password document protection.

· Adding 'No Modifications' document password protection.

· Removing a 'no modification' document password.

· Allowing only tracked changes or comments.

· Marking a document as a Final Version.
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