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Microsoft Word 2007 Advanced

1.0 Mail Merge

1.1 Creating a Mail Merge
1.2 Creating Labels

1.3 Chapter Review Test

2.0 Forms
2.1 Adding Form Fields
2.2 Chapter Review Test

3.0 Sharing and Securing Your Documents
3.1 Updating the Properties of a Document
3.2 Hiding Text

3.3 Modifying User Information

3.4 Removing Personal Information

3.5 Setting Restrictions on Formatting and
Editing

3.6 Adding Digital Signatures

3.7 Setting Password Protection

3.8 Creating and Merging Multiple Versions
3.9 Chapter Review Test

4.0 Macros

4.1 Recording and Running Macros
4.2 Modifying and Deleting Macros
4.3 Chapter Review Test

5.0 Toolbar and Keyboard Customization
5.1 Customize the Quick Access Toolbar
5.2 Customizing Keyboard Layout

5.3 Chapter Review Test

6.0 Working with Long Documents
6.1 Inserting Blank and Cover Pages
6.2 Adding Tables of Contents

6.3 Inserting Footnotes and Endnotes
6.4 Adding Captions

6.5 Chapter Review Test
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7.0 XML Features
7.1 Working with XML in Word
7.2 Chapter Review Test

8.0 Using Word 2007 with Other Programs
8.1 How to Link to an Excel 2007 Worksheet
8.2 Chapter Review Test



