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Word Processing (Microsoft Word)  
 

 

CHAPTER 1  

Advanced Editing Techniques and Task Automation 

 

Section 1 Text 

 Advanced Text Processing Techniques 

 Editing Text 

 Text Autocorrection 

 

Section 2 Paragraphs 

 Editing Paragraphs 

 Use Paragraph Border Options 

 Paragraph Shading Options 

 Paragraph shading example with a pattern 

 Working with Character or paragraph Styles 

 Create New Style 

 Modify existing Character or paragraph styles 

 

Section 3 Templates 

 Using Templates 

 Creating a new template 

 Modifying a Template Format 
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CHAPTER 2  

Applying Technical Desktop Versions 

 

Section 1 Working with Graphics 

 Working with Graphics 

 Inserting Images 

 Handling Images and graphics 

 Modifying Image 

 Use Design Options 

 Drawing Canvas 

 Design of AutoShapes 

 Text Wrapping 

 Arranging Objects 

 Add a Watermark 

 Using WordArt 

 Grouping Objects 

 Modify object properties 

 Working with text boxes 

 Apply a border and shading to text box 

 Customizing colors 

 

Section 2 Sections and Layout 

 Sections and page layout 

 Sections and document layout 

 Document Layout 

 Headers and Footers 

 

Section 3 Working with Multicolumns 

 Working with Multicolumns 

 Create a Column Structure 
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 Modifying Columns 

 

 

CHAPTER 3  

Working with large documents 

 

Section 1 Master document, subdocument 

 Use outline options 

 Reorganizing document 

 Working with master documents 

 Add subdocuments in master document 

 Removing subdocuments from master document 

 Print master document 

 

Section 2 Teamwork 

 Ομαδική εργασία στο Word 

 Working with comments 

 Tracking changes in a document 

 Accept or reject changes in a document 

 Print List of Markup 

 

Section 3 References and tables of contents 

 Tables of Contents 

 Use Footnotes and Endnotes 

 Modifying footnotes/endnotes 

 Working with bookmarks 

 Using References 

 Indexing 
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CHAPTER 4  

Advanced Techniques for Tables and Charts 

 

Section 1 Tables 

 Working with Tables 

 Merge Cells 

 Split cells 

 Sort Table 

 Convert text to table and vice versa 

 Calculating sum of a table arithmetical list 

 

Section 2 Spreadsheet Objects and Charts 

 Object linking and embedding (OLE) 

 Linking and embedding of MS Excel 

 Modifying linked and embedded worksheets 

 Create a chart 

 The Microsoft Graph Window 

 Modify chart 

 Set chart position 

 

Section 3 Captions 

 Using Captions 

 Add Caption 

 Modify Caption 

 Update Caption 

 Captions with reference to chapters of the document 

 Modify Caption style 

 

 

  



GlobaLCert Master In Office - Microsoft Word Syllabus 

 

 

CHAPTER 5  

Advanced Mail Merge Techniques 

 

Section 1 Mail Merge 

 Create main document 

 Create Data Document 

 Edit data source file 

 Mail merge recipient selection 

 Main document syntax 

 Complete mail merge 

 Create Other Types of Documents 

 

 

 

CHAPTER 6  

Working with Macros 

 

Section 1 Macros 

 Create a Macro 

 Assign macro to the toolbar menu 

 Run macro 

 Organise Macros 
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CHAPTER 7  

Creating Forms 

 

Section 1 Forms and Fields 

 Using fields in the document 

 Show field codes 

 Working with forms 

 Create and edit form 

 Create form 

 Edit form 

 Form automation 

 Delete form objects 

 Protect Form 

 

 

 

CHAPTER 8  

Completing the Editing of the document 

 

Section 1 Document protection 

 Document protection 

 Security Codes 

 

Section 2 Print Preparation 

 Print Preparation 

 Print a document 

 


