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Microsoft Word Level 3: Imagery, Markups,

and References

Price: 295
Duration: 1 days

Delivery Methods: Virtual

Overview

Microsoft® Word enables you to do far more than simple word processing. Word includes
advanced image manipulation tools, collaboration features, cross-referencing and linking tools,
entry forms and data collection, security features, and tools to automate document production. This
level 3 course is intended for students who want to use advanced capabilities in Word, including
image manipulation, collaboration and revision tracking, cross-referencing and linking, document
security, forms, and process automation through macros.

Audience Profile

This course is intended for students who want to use advanced capabilities in Word, including
image manipulation, collaboration and revision tracking, cross-referencing and linking, document
security, forms, and process automation through macros.

At Course Completion

In this course, you will:

Use images in a document.

Create custom graphic elements.
Collaborate on documents.

Add reference marks and notes.

Secure a document.
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¢ Create and manipulate forms.
e Create macros to automate tasks.

Outline

Lesson 1: Manipulating Images

¢ Integrate Pictures and Text
¢ Adjust Image Appearance
¢ Insert Other Media Elements

Lesson 2: Using Custom Graphic Elements

e Create Text Boxes and Pull Quotes

e Add WordArt and Other Text Effects

e Draw Shapes

e Create Complex lllustrations with SmartArt

Lesson 3: Collaborating on Documents

Prepare a Document for Collaboration

Mark Up a Document

Review Markups

Merge Changes from Other Documents
Lesson 4: Adding Document References and Links

e Add Captions

¢ Add Cross-References

Add Bookmarks

Add Hyperlinks

Insert Footnotes and Endnotes

¢ Add Citations and a Bibliography
Lesson 5: Securing a Document

e Suppress Information

e Set Formatting and Editing Restrictions
¢ Restrict Document Access

¢ Add a Digital Signature to a Document

Lesson 6: Using Forms to Manage Content



e Create Forms
e Modify Forms

Lesson 7: Automating Repetitive Tasks with Macros

e Automate Tasks by Using Macros
e Create a Macro

Prerequisites

To ensure success, you should be comfortable in the Windows® 10 environment, and be able to
use Windows 10 to manage information on your computer. Specific tasks you should be able to
perform include opening and closing applications, navigating basic file structures, and managing
files and folders.

Course Schedule

Date Time Price Options

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.

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?

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?
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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.



