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COURSE LENGTH: 12  Hou rs   
   
  
FEE: $150 .00  + GST  
   

COURSE INFORMATION  

PREREQUISITES: 
Prior  experien ce u s in g Word  or  Microsoft  Word  Level 2 .  Con s u lta t ion  with  th e 
in s t ru ctor  ca n  be a rra n ged  to determ in e if you  sh ou ld  a t ten d  th is  cou rse. 
 

COURSE DESCRIPTION: 
A con t in u a t ion  cou rse des ign ed  to teach  th e s tu den t  a dvan ced  fea tu res  of 
Microsoft  Word . 
 

COURSE GOALS: 
Upon  com pletion  of th is  cou rse s tu den ts  will be a b le to: 
- Work  with  lon g docu m en ts  
 - crea te s u bdocu m en ts  a n d  m a s ter  docu m en ts  
- Crea te an d  ed it  footn otes  a n d  en dn otes  
- Bookm a rk  a n d  cros s -referen ce text  
- Gen era te in dex a n d  ta b le of con ten ts  
- Crea te an d  ru n  m a cros  
- Des ign  p r in ted  a n d  on -lin e form s  
- App ly des ign  fea tu res  - th em es , ba ckgrou n ds  a n d  s tyles  
- Work  with  text  boxes  
- In ser t  /  cu s tom ize gra ph ics  a n d  WordArt , crea te wa term a rks  
- Dra w ta b les  a n d  perform  m a th  ca lcu la t ion s  in  a  ta b le 
- Lin k  a n d  em bed  works h eets  
- Crea te an d  cu s tom ize ch a r ts  
- Sor t  pa ra gra ph s , s im ple lis ts , ta b les  a n d  da ta  records  for  m ergin g 
- In ser t  a n d  work  with  com m en ts  
- Tra ck  ch a n ges  in  a  docu m en t  
- Crea te m u ltip le vers ion s  of a  docu m en t  
- Use pa s swords  for  p rotect ion  
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MAJ OR COURSE OBJ ECTIVES: 
Th e object ive of th is  cou rse is  to review th e in term edia te su bject  a rea s  of Microsoft  
Word  2000  a n d  in t rodu ce th e s tu den t  to m ore a dva n ced  top ics . 
 

COURSE FORMAT: 
Lectu re, dem on s tra t ion  a n d  la b  t im e. 
 
 

COURSE REQUIREMENTS  

ATTENDANCE AND PARTICIPATION 
Stu den ts  a re requ ired  to be in  a t ten dan ce for th e du ra t ion  of th e cou rse to receive 
a  cer t ifica te. 
 

QUIZZES: 
N/ A 
 

ASSIGNMENTS: 
In  cla s s  exercis es . 
 

DETERMINATION OF FINAL MARK: 
N/ A 

 

TEXT AND MATERIALS: 
A cou rse m a n u a l with  s a m ple files  a n d  a  work in g d is k  a re p rovided . 
 

QUIZZES ,  TERM EXAMS ,  AND FINAL EXAM: 
N/ A 
 

GRADES ON TRANSCRIPT: 
N/ A 

 
 
 


