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Course 137 – Microsoft Word Advanced  

Duration: 2 days 

 

Course Benefits 

This advanced Microsoft Word course is 

designed to help users who are familiar 

with Word’s basic features take their skills 

to the next level.  The topics covered 

include using tools like styles, macros, 

templates, mail merge, and building blocks 

to automate tasks. Students will also learn 

how to create complex documents using 

tables, charts, and various types of 

illustrations. 

 

Course Content 

Working with Tables and Charts 

• Sort table data 

• Control Cell layout 

• Perform calculations in a table 

• Create a chart 

 

Customizing Formats Using Styles and 

Themes 

• Create and modify text styles 

• Create styles for lists 

• Create styles for tables 

• Apply and customize document themes 

 

Using Images in a Document 

• Resize an image 

• Adjust image appearance 

• Integrate pictures and text 

• Insert and format screenshots 

• Add videos to a document 

 

Creating Custom Graphic Elements 

• Create text boxes and pull quotes 

• Draw shapes 

• Add WordArt and drop caps to text 

• Create complex illustrations with 

SmartArt 

 

Inserting Content Using Quick Parts 

• Insert building blocks 

• Create and modify building blocks 

• Insert fields using Quick Parts 

 

Controlling Text Flow 

• Control paragraph flow 

• Insert section breaks 

• Insert columns 

• Link text boxes to control text flow 

 

Using Templates 

• Create a document using a template 

• Create and manage templates 

 

Using Mail Merge 

• About the mail merge features, 

including manual mail merge tools and 

the Mail Merge Wizard 

• How to use mail merge to create 

envelopes and labels 

• How to create a data source using 

Microsoft Word 
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Using Macros 

• Automate tasks using macros 

• Create a macro 

 

About ActiveLearning, Inc. 

ActiveLearning is a trusted provider of IT 
training and certifications. It has helped 
thousands of organizations by equipping 
their teams with the IT skills necessary to 
implement their digital transformation 
initiatives. 

Founded in 2006, ActiveLearning now 
offers a comprehensive training portfolio, 
including ITIL, agile, cybersecurity, web 
development, UX, cloud computing, and 
more. ActiveLearning’s courses are taught 
by expert instructors. Attendees enjoy 
learning through a combination of 
comprehensive instructor-led lectures and 
hands-on exercises. With ActiveLearning’s 
Virtual Labs, attendees can remotely 
access a virtual machine that’s already 
preconfigured with all the software tools 
that they will use throughout the course. 

 


