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Overview and objectives 
This course is designed to help you to develop document solutions for longer format document 
types, such as a report, thesis, book, or manual. You will learn to use templates, styles, and fields 
to format and cross-reference long documents consistently. 

You will learn more advanced page layout techniques, allowing you to create documents such as a 
newsletter or simple magazine. You will also learn to merge a document with a data source to 
create mail merge letters and to manage linked objects. 

Target audience 
Those wanting to develop their skills in using Word to design document solutions and use tools for 
creating and formatting longer and more complex documents. 

Course prerequisites 
Ideally, you will have completed the courses "Microsoft Word 2003 Level 1 & 2". 

Word 2003 - Creating a Style 
 C reate and m odify a style • A pply a style • A ssign a style to a shortcut key 

Word 2002 - Creating a Template 
 C reate and m odify a tem plate • A ttach a different tem plate to a docum ent • Load a global tem plate • M odify the location of w orkgroup 

templates 

Word 2003 - Tables of Contents 
 C reate and m odify a table of contents, table of authorities, and table of figures • C reate and m odify an index • A utom atically 

summarise a document 

Word 2003 - References 
 B ookm ark selected text • C reate cross-references • C reate and revise footnotes and endnotes • A dd captions to objects m anually and 

automatically 

Word 2003 - Formatting an Outline List 
 C reate an outline num bered list • P rom ote and dem ote outline levels • R e start and continue numbering from another list 

Word 2003 - Managing Styles 
 C reate bulleted and num bered list styles • C reate outline list styles • C reate table styles • M anage styles using the O rganizer • S w itch 

styles using the S tyle G allery • A pply and rem ove direct form atting • R eveal styles and check form atting  

Word 2003 - Object Linking and Embedding 
 Link or em bed an O LE  object (E xcel w orksheet or chart) • Im port E xcel data as a W ord table • M odify an O LE  object • U pdate or unlink 

a linked data object • C reate a chart from  existing data (w orksheet, table, delim ited text) • A ppend text from  another docum ent • 
C onvert existing text into a table • B uild and edit an equation  

Word 2003 - Mail Merge Wizard 
 C reate a M ain D ocum ent • C reate and edit a R ecipient List • P rint a m erged docum ent • M erge to a new  docum ent • U se an altern ate 

data source • P repare and print m ail m erge envelopes and labels 

Office 2003 - WordArt 
 Insert and format WordArt text 
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Word 2003 - Modifying a Table 
 U se a table for page layout • S pecify table properties • A lign and position a table • M erge and split cells and tables • S et cell margins 

and spacing • A lign and orient cell contents 

Word 2003 –  Working with Long Documents 
 Text flow on large documents. Formatting Paragraphs •. Headers and footers in large and complex documents.  •Manage large 

documents using the Outlining facility. • Use a master documents• Insert bookmarks and cross-references •Insert footnotes and 
endnotes. • Creating Tables of contents & indexes. 
 

Word 2003 - Desktop Publishing 
 Use linked text boxes • E dit and form at text boxes • P osition and align text around objects • C reate a w aterm ark • C reate and m od ify a 

page border • P rint a book fold docum ent • S cale docum ents to print on different paper or print m ultiple pages on a single sh eet 
 


