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Overview

After you master the basics of using Microsoft® Word (creating, editing, and saving documents;
navigating through a document; and printing), you're ready to move on to tackling the more
advanced features. These features enable you to create complex and professional documents with
a consistent look and feel. They also enable you to automate tedious tasks such as preparing a
letter to send to every customer of your organization.

Creating professional-looking documents can help you give your organization a competitive edge.
Implementing time-saving features such as document templates and automated mailings helps
your organization reduce expenses. Mastering these techniques through this level 2 course will
make you a valued employee in your organization.

Audience Profile

This course is designed for students who wish to use Microsoft Word to create and modify complex
documents and use tools that allow them to customize those documents.

At Course Completion

In this course, you will learn to create and modify complex documents and use tools that allow you
to customize those documents.

You will;


https://toptalentlearning.com/

Organize content using tables and charts.

Customize formats using styles and themes.

Insert content using quick parts.

Use templates to automate document formatting.

Control the flow of a document.

Simplify and manage long documents.

Use mail merge to create letters, envelopes, and labels.

Outline

Lesson 1: Organizing Content Using Tables and Charts

e Sort Table Data

e Control Cell Layout

e Perform Calculations in a Table

e Create a Chart

e Add an Excel Table to a Word Document (Optional)

Lesson 2: Customizing Formats Using Styles and Themes

e Create and Modify Text Styles
e Create Custom List or Table Styles
e Apply Document Themes

Lesson 3: Inserting Content Using Quick Parts

¢ Insert Building Blocks
e Create and Modify Building Blocks
e Insert Fields Using Quick Parts

Lesson 4: Using Templates to Automate Document Formatting

e Create a Document Using a Template
¢ Create and Modify a Template
e Manage Templates with the Template Organizer

Lesson 5: Controlling the Flow of a Document

e Control Paragraph Flow
¢ Insert Section Breaks
e |nsert Columns



e Link Text Boxes to Control Text Flow
Lesson 6: Simplifying and Managing Long Documents

¢ Insert Blank and Cover Pages
Insert an Index

Insert a Table of Contents

Insert an Ancillary Table

Manage Outlines
e Create a Master Document

Lesson 7: Using Mail Merge to Create Letters, Envelopes, and Labels

e The Mail Merge Feature
¢ Merge Envelopes and Labels

Prerequisites

To ensure your success in this course, you should have end-user skills with any current version of
Windows®, including being able to start programs, switch between programs, locate saved files,
close programs, and access websites using a web browser. In addition, you should be able to
navigate and perform common tasks in Word, such as opening, viewing, editing, and saving
documents; formatting text and paragraphs; format the overall appearance of a page; and create
lists and tables.

Course Schedule

Date Time Price Options
04/23/2026 08:00 AM - 04:00 PM CT 295.00 Buy Now Enroll
06/30/2026 08:00 AM - 04:00 PM CT 295.00 Buy Now Enroll

Why Professional Choose TOPTALENT?

Dedicated Texas-Based Support

Get assistance every step of the way from our Texas-based team, ensuring your training

experience is hassle-free and aligned with your goals.
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3000+ Curated Professional Courses

Access an extensive portfolio of over 3000 courses across IT, Business Application and Leadership -

Designed to meet evolving Industry demands

95% Client Approval Rating

Trusted by professionals nationwide our 95% approval rating reflects consistent quality,

measurable impact and exceptional service.

Certified Industry Instructor

Learn from professionaly certified experts with real world experience and a proven commitment to

learner success.

For questions

call:

(469) 721-6100

Email:

info@toptalentlearning.com

Find More Training

FAQ

What if | have to reschedule my class due to conflict?

Ten (10) business days’ notice is required to reschedule a class with no additional fees. Notify
TOPTALENT LEARNING as soon as possible at 469-721-6100 or by written notification to

info@toptalentlearning.com to avoid rescheduling penalties.

How do | enroll for this class?
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Please contact our team at 469-721-6100; we will gladly guide you through the online purchasing

process.

What happens once | purchase a class?

You will receive a receipt and an enrollment confirmation sent to the email you submitted at
purchase. Your enrollment email will have instructions on how to access the class. Any additional

questions our team is here to support you. Please call us at 469-721-6100.

What is your late policy?

If a student is 15 minutes late, they risk losing their seat to a standby student. If a student is 30
minutes late or more, they will need to reschedule. A no-show fee will apply. Retakes are enrolled

on a stand-by basis. The student must supply previously issued courseware. Additional fees may

apply.

What happens when | finish my class?

You will receive a ‘Certificate of Completion” once you complete the class. If you purchased an
exam voucher for the class, a team member from TOPTALENT LEARNING will reach out to discuss

your readiness for the voucher and make arrangements to send it.



