
Word Advanced Course Outline 

 

Day 1 Day 2 

Module 1 – Collaborate in Word 

• Use tracking changes 

• Compare and combine documents 

• Share documents 
 

Module 4 – Create Forms 

• Create and modify forms 

• Protect the forms 

Module 2 – Add Reference Marks with Notes to 

help Navigate 

• Add captions to illustrations and tables 

• Add cross-references 

• Insert bookmarks 

• Add hyperlinks 

• Insert footnotes and endnotes 

Module 5 – Intro to Macros 

• Set up Word for macros 

• Keyboard shortcuts 

• Create macros 

• Edit Macros in VBA 

Module 3 – Manage Long Documents 

• Insert blank and cover pages 

• Insert an index 

• Insert a Table of Contents 

• Manage outlines 

• Create a Master Document 

Module 6 –Tips and Tricks 

• Selection techniques 

• Default document options 

• Reveal Formatting 

• Use the Ruler for Tabs and 
indenting 

Appendix A-Mail Merge 

• Merge Documents 

• Merge Envelopes 

• Merge Labels. 

Appendix B – Work with Styles 

• Create and modify styles 

• Work with the Style Box 
Adding a Table of 
Contents field 

 

 


