
Introduction
· Every piece of written communication sent to customers or suppliers says something about an organisation. Well-presented, accurately written documents boost the credibility of a business – but poor grammar, spelling errors and poor presentation can make a company look unprofessional. This course will enable staff to take advantage of the advanced functions and features of Word 2007 in order to produce more professional and memorable business documents.
Who is the course for?

· Word 2007 Intermediate is suitable for experienced computer users who are already confident in the basics of using word processing software. This course is appropriate for any business sector and there are no formal entry requirements.

What will you get from this course?
When you have completed this course, you will be able to:

· Use automated formatting tools such as Theme and Style to change the look of a document

· Align text using tabs and organise text into columns

· Import templates using the Office online Template Gallery

· Record, run and edit a Macro

· Use graphic and text enhancement tools such as Borders, WordArt and Drop Caps

· • Use Word’s Drawing tools and SmartArt to create and edit pictures and graphics

· Insert a Watermark into a document

· Use Proofing tools to locate and correct errors

· Print documents, envelopes and labels
