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Advanced Word 2007 — Contents

contextual tabs

live preview

mini toolbar

office button

quick access toolbar
ribbons & tabs

Formatting & Font

formatting options
bullets & numbering
changing case
creating a drop cap
indenting text

line spacing
paragraph spacing &
alignment

adding a cover page
insert a blank page
insert a page break
delete a page break

e creating a tab

» different types of
tab

changing a tab type
leader options
spacing options
removing a tab

« inserting a table

« inserting a table
using a template

e inserting rows &
columns

o deleting rows,
columns & table

« changing cell
measurements

email hyperlink

web hyperlink

» split tables/cells

o merge cells

» repeating header
rows

« sorting data

» calculating values

« table tools

quick parts creation

inserted created
block

saving building
blocks

o drawing a table
e insert an excel

Graphics & Pictures

toolbar

« insert a custom
header/footer

« insert a predefined
header/footer

« different header first

page

Mail Merge

» using the wizard

o letters

» labels

o email merge

« setting up recipients

e using outlook
contacts

« filtering & sorting

« match records

« merge fields

Hyperlink

o insert a bookmark
» insert a hyperlink
o the cntrl key

spreadsheet « Inserting

» Modifying

- Moving
o header & footer » Formatting

Printing & Layout

columns

views

print preview

margins &
orientation

printing an envelope

printing labels

side by side viewing

creating a PDF
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