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Microsoft Word 365 (2019) Advanced

A premier Microsoft Word training course from ZandaX

Course duration: 15 hours 45 minutes of comprehensive content (Revisit, review and revise as often as you want)

What you'll learn
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v/ Word Essential Skills
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v Graphics and Pictures

v/ Text Boxes

v Working with Sections and Pages
v Links

v Creating an Index and Table of Contents
v Templates

v/ Document Properties

v/ Bookmarks & Cross-referencing
v/ Themes

v/ Protection

v/ Trust Centre Settings

v/ Track Changes

v Comparing and Combining Documents
v/ Citations and Bibliography

v Footnotes and Endnotes

v/ Table of Authorities

v/ Forms

v/ Macros

v Sharing

v/ Course Close
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What does our Word Advanced course cover?

Work Smarter - and Better - With Word

Our Microsoft Word Advanced course is designed for people who want to take their word processing skills
to the highest level.

If you use Word on a regular basis, this course will speed up what you do, and extend your capabilities, so
you're not just working more quickly, but more powerfully too.

This course teaches you about automation, navigation, protection, tracking changes and so muc more. You'll
be able to add the elements that even the most demanding reader would expect to see. You'll amaze
yourself with the new level of quality in your documents!

This Microsoft Word skills training course, like all our courses, has been developed over many years of
classroom and online delivery. Content has been thoroughly researched and is constantly updated so it's
always leading edge. It's delivered by professional presenters and is full of practical knowledge and
solutions.

Still wondering whether to do the course?
Just think about this: how much would you benefit if you had better Microsoft word skills?

Course requirements

You should have a good understanding and working knowledge of the concepts covered in the Introduction
course.

Who's this course for?

This course has been designed for people with a good understanding of Microsoft Word who want to take
their abilities to the highest level.
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More about the ZandaX Microsoft Word 365 (2019) Advanced course

Create Truly Professional Documents

When you create documents, you're working for the reader, who will have expectations. Our Advanced Word
course teached you how to meet -- and exceed -- those expectations.

The course begins by teaching you about options for spelling, grammar and AutoCorrect, then shows you
how to use different views in Word.

Next, you'll see how to use formulas in tables, use text boxes and break documents, before learning about
masters, templates and themes.

We show you how to protect documents, and mark up and track changes. You'll then see how to add
reference tools like citations, tables of authority & bibliographies.

The final three sections deal with creating working forms, using macros for automation, and sharing
documents with others.

This course will teach you how to be a creator of truly professional documents!

Watch the modules, revisit them time and again ... and have fun with improving your skills!



Learning format
The course is offered as follows:

You'll learn using easy-to-follow on-screen videos which you can pause, re-run and revisit as often as you like,
and also through interactive content with short quizzes and questions appropriate to the course subject.

You also get accompanying exercises that you can use to reinforce your learning.

The course is arranged into modules, each with several lessons. Refer to the course content for more details
on what's covered. This combination of videos and interactive content will enable you to get a thorough
understanding of the subject.

View this course online

Visit our website at www.zandax.com/courses/word-365-advanced to view the latest details, including related
courses, prices and quantity discounts.
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