Word 2000 Expert Overview

Lesson 1:  Develop Templates

Templates and Wizards: A Review

Template File Location

Modify a Word Template

Base a New Template on Word Template

Create a New Template

Add Features to Templates

Attach a Template to a Document

Lesson 2:  Work With Long Documents

Line and Page Break Options

Sort Information

Work with Bookmarks

Work with Cross-References

Use Hyperlinks

Work with a Master Document

Lesson 3:  Publishing Features

Use Footnotes and Endnotes

Create Numbered Captions

Create Numbered Headings

Create a Table of Contents

Create a Table of Figures

Create Indexes

Lesson 4:  Share Data With Others

Use Comments

Work with Multiple Document Versions

Edit Documents On-Screen

Protect Document

Lesson 5:  Microsoft Office Data Sharing

Connect Data Files

Share Data

Link Data

Embed Data

Work with Links

Data-Sharing with Excel Worksheets

Work with Charts

Position an Object

Lesson 6:  Create Web Pages

What is the Internet?

Create Web Documents

Work with Hyperlinks

Format a Web Page

Lesson 7:  Use Macros

Record a Macro

Advanced Find and Replace

Word 2000 Macros

Run a Macro

Edit a Macro

Organize Macro Projects

Lesson 8:  Customize Word 2000

Set Program and Document Options

Display and Position Toolbars

Customize Toolbars

Customize Menus

Lesson 9:  Use Forms

About Forms

Start a New Word Form

Insert Form Fields (Word Form)

Insert Form Fields (Web Form)

Format Forms

Format Form Results (Word Form)

Add Help Text (Word Form)

Protect Form (Word Form)

Fill Out Forms

Work with Collected Data

