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Intermediate Microsoft Word 2007

Document Length: 74 pages

Finding Commands in Office 2007
Using the Microsoft Office 2007 Compatibility Checker
Recap on Introductory Topics
Line Spacing
Page Breaks
Deleting a Page Break
Changing the Case of Text
Extra Formatting Effects
Underline Styles
Text Animation
Highlighting Text
Changing Text Colour
Changing Default Font
Changing Default Margins
Landscape Printing
Working with Tabs
Hanging Indents
Left and Right Paragraph Indents
Format Painter
Numbered and Bulleted Lists
Bullet Icon,  Number Icon
Thesaurus
Using AutoText
Creating a Reusable Content Building Block
Inserting a Building Block
Setting up Customised Text Borders
Horizontal Line
Applying Shading to Text
Creating a Booklet
Headers and Footers
Adding Page Numbers Option 1. 

Adding Page Numbers Option 2. 

Search and Replace
Working with Tables
Inserting a Quick Table
Inserting a Normal Table Option 
Inserting a Normal Table Option 2
Varying the Table Column Size
How to Select the Entire Table
Inserting a Row or Column
Deleting a Row or Column
Changing Table Borders
Applying Table Shading
Merge Cells
Split Cells
Aligning Text in Cells
Changing Text Direction in Cells
Sorting Information in a Table
Built In Table Styles
Controlling Where a Table is Divided
Copying a Table
Numbering Cells in a Table
Multiple Open Documents
Working with Charts
Charting Toolbar
Deleting a Chart
Changing Chart Type Compatible with Lower Versions of Word
Chart Tools Compatibility Mode 2007 only
Working with ClipArt
Inserting a Picture from File
Inserting a Picture from the ClipArt Gallery
Resizing a Picture
Deleting a Picture
The Picture Format Ribbon
Cropping a Picture
Contrast
Brightness
The Recolor Button
Wrapping Text around a Picture
Drawing Autoshapes
Moving a Shape
Adding Text to a Shape
Changing the Size of the Shape
To Fill a Shape with Colour Option 1
To Fill a Shape with Colour Option 2
Changing Line Colour, Width or Style
Changing or Adding Arrowheads to Lines
Adding Shadows to a Shape
Adding 3D Effects to a Shape
Smart Art Diagramming Tools
Add More Shapes to the Diagram. 

Change Layouts, Colour and Shading of Diagrams
WordArt
Changing the Format of WordArt. 

Counting Words in a Document
Deleting Documents
Short Cut Keys


