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MS Word 2003 – Module 4
Word 2003 Module IV: Customization, Long Documents and Macros is a course that presents skills training and assessment for some of the skill sets that form the Microsoft Office Word 2003 Specialist and Expert exams.  This course provides competency in customizing the Word environment, using Excel worksheets and XML documents, navigating long documents, summarizing document content, using endnotes and footnotes, tables of figures, tables of authorities, indexes and tables of contents, using master documents and working with macros.  
Guided, step by step labs provide opportunities to practice new skills.  You can challenge yourself and review your skills after each lesson in the Lesson Summary and Lesson Review sections.  Additional skill reinforcement is provided in Activities, Optional Labs, Lesson Quizzes and a Course Assessment that are available from your instructor.  
Course Length 
6 hours, 1 day

Audience 

This course targets individuals interested in learning the features of Microsoft Word 2003.  

Pre-requisites 

This course assumes a basic knowledge of the Microsoft Windows operating environment and the fundamental skills presented in Word 2003 Module 1, and Word 2003 Module 2.  
	Customizing the Word Environment 
	Creating Tables of Figures

	Introduction to Customizing Word
	Using Notes 

	Modifying Default Options 
	Creating Tables of Authorities 

	Customizing Menus and Toolbars 
	

	Customizing Document Properties 
	Creating Indexes and Tables of Contents 

	
	Creating and Modifying Indexes

	Using Excel Worksheets and XML Documents 
	Creating and Modifying Tables of Contents 

	Working with Microsoft Excel Worksheets
	

	Creating Excel Worksheets in Word Documents 
	Using Master Documents 

	Modifying Worksheets
	Overview of Master Documents and Subdocuments 

Creating a Master Document

	Inserting Existing Worksheets 
	

	Structuring Documents in XML
	Adding Subdocuments 

	
	Working with Master Documents and Subdocuments 

	Navigating Long Documents and Summarizing Document Content
	Creating Tables of Contents and Indexes for Master Documents 

	Introduction to Long Documents 
	

	Using Automated Navigation Features 
	

	Adding Navigational Aids
	Working with Macros 

	Summarizing Document Content 
	Overview of Macros

	
	Creating Macros

	Using Notes and Tables of Figures and Authorities 
	Running Macros

	Overview of Notes, Tables of Figures and Tables of Authorities 
	Editing Macros

	
	Copying, Renaming and Deleting Macros 
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�All classes are subject to confirmation one week before schedule. Classes are from Monday to Friday 9am to 5pm.  





Course fee includes the following: Course Notes, Lunch, Snacks and Certificate of Achievement.





dB Wizards Inc. 


28/F 88 Corporate Center


Sedeño Cor. Valero Sts.  Salcedo Village, Makati City





For inquiries, please contact Neri Castro (neri.castro@wizardsgroup.com) or Sai Laguitao (sai.laguitao@wizardsgroup.com) at Tel. (632) 757.4889.  




















