

 Created and Supplied by The Courseware Shop

IT Training

Training Course Specification

Course: 
Microsoft Word v2000 New Features
Duration:
One-Day
	COURSE OBJECTIVES:
	To examine the main new features and wizards in Microsoft Word version 2000.


	WHO SHOULD ATTEND:
	Users of previous versions of Word past introduction or intermediate stage.


	EXPERIENCE NEEDED:
	Regular Word users upgrading from versions earlier than 2000.


	COURSE CONTENTS:
	

	1: Appearance and Fundamentals

Office 2000
2

The 2000 Screen
4

Cosmetic Changes
8

The Help System in 2000
	3: Document Management Features

Proofing Tools
2

Automatic Proofing Features
5

The Letter Wizard
9

Find and Replace All Word Forms
10

Compatibility between v97 and v2000

	2: New Formatting and Editing Features

Click and Type
2

Collect and Paste
4

Tables in 2000
7

Clip Art and Graphics
8

Object Formatting Changes
	4: Miscellaneous New Features

Proofing Tools
2

Automatic Proofing Features
5

The Letter Wizard
9

Find and Replace All Word Forms
10

Compatibility between v97 and v2000

	
	

	
	

	
	


Related Courses: 

Word 2000 Introduction, Intermediate and Advanced.
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