B¥ Datanamics

Microsoft Office Word 2007/: Levels |- 3

Instructor-Led (Classroom) - One Day Per Level

Level | - Course Description

Word processing is the use of computers to create, revise, and save documents for printing and future retrieval. This course is
the first in a series of three Microsoft Office Word 2007 courses. It will provide you with the basic concepts required to pro-
duce basic business documents.

Who Needs To Attend

This course is intended for individuals who want to gain basic knowledge of working on Word. Individuals who want to pursue
Microsoft Certified Application Specialist certification in Microsoft Office VWord 2007 can also take this course.

Prerequisites

Students should be familiar with using personal computers and have used a mouse and keyboard. You should be comfortable
in the Windows environment and be able to use Windows to manage information on your computer. Specifically, you should
be able to launch and close programs; navigate to information stored on the computer; and manage files and folders. Students
should have completed the following courses or possess equivalent knowledge before starting with this course:

e Windows XP Professional: Level |

e Windows XP Professional: Level 2

e Windows XP: Introduction

e Windows 2000: Introduction

Course Fee
$245

Level 2 - Course Description

In the first course in this series, Microsoft Office Word 2007: Level |, you gained all the basic skills that you need to create a
wide range of standardized business documents. If you use Microsoft Word 2007 on a regular basis, then once you have mas-
tered the basic skills, the next step is to improve your proficiency. To do so, you can customize and automate the way Micro-
soft Word 2007 works for you. You can also improve the quality of your work by enhancing your documents with customized
Microsoft Word 2007 elements. In this course, you will create complex documents in Microsoft Word 2007 by adding com-
ponents such as, customized lists, tables, charts, and graphics. You will also create personalized Microsoft Word 2007 efficiency
tools.

Who Needs To Attend

This course was designed for persons who can create and modify standard business documents in Microsoft Word 2007, and
who need to learn how to use Microsoft Word 2007 to create or modify complex business documents as well as customized
Word efficiency tools. It will be helpful for persons preparing for the Microsoft Certified Application Specialist exams for Mi-
crosoft Word 2007.
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Level 2 - Course Description (Continued)

Prerequisites

Students should be able to use Microsoft Word 2007 to create, edit, format, save, and print basic business documents that
contain text, basic tables, and simple graphics. Students can obtain this level of skill by taking the following course:
Microsoft Office Word 2007: Level |

Course Fee
$245

Level 3 - Course Description

You know to use Microsoft Office Word 2007 to create and format typical business documents. Now, you may need to work
on more complex documents. In this course, you will use Word to create, manage, revise, and distribute long documents and
forms.

Who Needs To Attend

This course is designed for persons who want to gain skills necessary to manage long documents, collaborate with others, and
secure documents. In addition, it will be helpful for persons preparing for the Microsoft Certified Application Specialist exams
for Microsoft Office Word 2007.

Prerequisites

Students should be able to use Microsoft Office Word 2007 to create, edit, format, save, and print business documents that
contain text, tables, and graphics. Students should also be able to use a web browser and an email program. A basic under-
standing of XML would also be helpful. In order to understand how Word interacts with other applications in the Microsoft
Office System, students should have a basic understanding of how worksheets and presentations work. To ensure success, you
need to first take the following courses or have equivalent knowledge:

e Microsoft Office Word 2007: Level |

e Microsoft Office Word 2007: Level 2

Course Fee
$245

For more information contact Karen Stewart at (702) 697-2242 or KStewart@Datanamicsinc.com.
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