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Courseware 6273
Microsoft® Office Word 2007 Level 3
Courseware 6264
Microsoft® Office Excel 2007 Level 2

Course Description

Microsoft® Office Word 2007 – Level 3 teaches students some intermediate to advanced skills to create a variety of complex documents. Students will look at features such as automating tasks using merge features, referencing sources used in a document, organizing information by sorting or outlining, protecting documents, or collaborating on documents with others.

Students who complete this course can be on their way to preparing for a Microsoft Certified Application Specialist exam. By completing the other levels available for this application students will have reviewed all of the exam objectives.
Course Length

The Microsoft Business Certification Series can adapt to meet various course length requirements. There are two types of exercises in this book: Learn the Skill and Practice the Skill (refer to the Conventions and Graphics section to identify the different icons used for each type). 

For the shortest course lengths, students can perform just the Learn the Skill exercises.
For longer course lengths, students can complete both the Learn the Skill and Practice the Skill exercises.

Instructors should refer to the Instructor Resources for this book to learn more about how the material can be adapted.

Course Prerequisites

This course is a continuation of the Microsoft Office Word 2007 – Level 2 courseware, in which you were introduced to some intermediate skill sets such as applying styles, inserting different illustrations, creating tables, or creating Quick Parts.
Students who wish to become proficient using some of the advanced features of Microsoft Office Word 2007 will benefit from taking this course.
Course Objectives

After completing this course, you will be able to: 

· understand what mail merge means

· merge documents using new or existing main documents and data sources

· sort lists or table contents

· create outlines and work with multi-level lists

· compare or combine documents

· insert, modify, or delete comments

· track revisions in a document made by one or more people

· accept or reject changes made in a document

· manage passwords or restrict types of access on a document

· reference research sources in a document

· insert, modify, or delete footnotes and endnotes

· generate a table of contents or index in a document 
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