
 

 

Intermediate Word 2007 – Contents 
 

More Tables 
 convert text to 

tables 
 more formulas 
 excel tables 

 
Design 
 borders & shading 
 page background 
 quick lines 
 watermarks 

 
Styles 
 applying heading 

styles 
 outline view 
 customised styles 
 style options 

 
Table Of Contents 
 creating T.O.C 
 creating from 

heading styles 
 tag entries 
 inserting T.O.C 
 updating entries 

 
Proofing 
 word count 
 translator 

 

Charts 

 creating charts in 
word 

 chart data 

 chart tools 

 editing data 

 save as template 

 

 

 

Index 

 creating an index 

 marking entries 

 inserting an index 

 updating index 

 

Forms 

 creating a tick box 

 developer tab 

 legacy tools 

 saving a template 

 using a form 

 

Hyperlink 

 insert a bookmark 

 insert a hyperlink 

 the cntrl key 

 email hyperlink 

 web hyperlink 

 

Building Blocks 

 quick parts creation 

 inserted created 
block 

 saving building 
blocks 

 

Track Changes 

 track options 

 balloon options 

 views of documents 

 review pane 

 reviewers 

 reviewing the 
changes 

 approve/reject 

 customised 
shortcuts 

 

Sharing 

 emailing 

 comments 

 compare documents 

 


