Word 2000 Proficient Overview

Lesson 1:  Work With Tables

Create a New Table

Draw a Table

Enter and Edit Data in a Table

Change Column Widths and Row Heights

Add and Remove Rows, Columns, and Cells

Format a Table

Sort Table Contents

Use Math in Tables

Insert an Excel Worksheet in a Document

Lesson 2:  Work With Columns

Create a Multi-Column Layout

Work with Text in Columns

Change Column Width
Lesson 3:  Mail Merge

Understand Mail Merge

Perform a Basic Mail Merge

Work with Data Sources

Work with Main Documents

Preview Merged Letters One at a Time

Sort and Filter Merge Data

Create Merged Mailing Labels

Create Merged Envelopes

Create a Catalog

Lesson 4:  Styles

What Are Styles?

Modify Styles

Create Your Own Styles

Copy Styles from One Document to Another
Lesson 5:  Use Outlines

Create an Outline

Collapse and Expand Outline Levels

Reorganize an Outline

Outline Numbering

Set the Outline Level for a Paragraph or a Style

Lesson 6:  Multi-Section Documents

Create Section Breaks

Work with Headers and Footers

Restart Page Numbering at a Section Break

Lesson 7:  Desktop Publishing Features

Insert a Picture from a File

Insert Clip Art

Get Clips from the Internet

Add a Scanned Photo to the Clip Gallery

Draw Lines and Shapes

Modify a Drawn Shape's Appearance

Create Word Art

Manipulate Graphic Objects

Format Graphic Objects

Work with Text Boxes

Bullets and Numbered Lists

