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Overview and objectives
This intensive one-day course is designed to perfect users' knowledge of Word 2000. They will gain
practical knowledge of using fields to create online forms, customizing Word, sharing documents in
workgroups and using data from other Office 2000 applications. Being a workshop the participants
will be encouraged to discuss individual requirements relevant to their working environment. This
course also contains examples of Year 2000 best practice.

Who should attend?

Anyone who has been using Word for some time and who now wishes to get greater productivity
from the software.

Course prerequisites
Participants on this course should have a good working knowledge of Word, gained from prior
attendance on the “Word 2000 Advanced" course or from a user environment. An understanding of
word processing requirements from their work place would be beneficial.

Word 2000 Professional

] Year 2000 Best Practice » Review Exercise
Fields
L] Inserting fields « Toggling between field codes and results ¢« Updating field codes ¢ Locking, unlocking and unlinking a field code ¢

SpeedKeys associated with fields « Useful fields; The Fill-in field « Calculating in tables « Complex calculations

Forms
] Creating a form « Filling in a form

Master documents and subdocuments
L] Understanding master documents ¢ Creating master documents ¢ Working with master/subdocuments « Using other Word features with

master documents ¢ Printing master documents

Toolbars
] Displaying hidden Toolbars * Floating and docking Toolbars « Customising Toolbars ¢ Creating a Toolbar « The Menu Bar

Macros
L] What is a Macro? ¢ Planning a Macro ¢ Recording and running a Macro ¢ Editing a Macro * Assigning a Macro to a Toolbar, menu or
shortcut key ¢ Button Image Editor « Copying a Macro * Deleting and renaming a Macro « Macro virus protection

Sharing documents
] Adding comments « Tracking changes ¢ Protecting documents from unauthorised changes ¢ Versioning ¢ e-mailing documents for
review ¢ Using the Round Trip feature

Sharing data with other applications

L] Linking and embedding Microsoft Excel worksheets in a table « Modifying linked and embedded worksheets ¢ Updating and breaking
links ¢ Creating a chart » Modifying chart data « Modifying charts « Choosing a chart type ¢ Adding chart elements ¢ Importing data into a
chart » Working with the Equation Editor
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