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Word
: 
Beyond the Basics
Effective Document Setup 
Introducing Word 2007
Margins and Paragraph Alignment
Using the Style Gallery
Quick Formatting with Style Sets
Managing Document Styles
Adding Headers and Footers
Document Design Features 
Creating a Custom List 
Introducing Themes
Adding a Page Border
Setting the Page Color
Including a Watermark
Automating with Building Blocks
Using Pull Quotes / Text Boxes
Custom Graphic Elements 
Adding Style to Graphics
Using Smart Art Diagrams
Wrapping Text 
Around
 Graphics
Drawing and Arranging Shapes
Organizing with Tables 
Creating a Table with Style
Performing Calculations in a Table
Controlling Headers and Footers
Document Management 
Review and Track Changes
Compare Two Versions
Removing Personal Information
Using a Digital Signature
Restricting Access
Proofing Tools
Using References 
Building an Index
Adding a Table of Contents
Inserting a Table of Figures
Creating a Bibliography
Mail Management Features  
Envelopes and Labels
Creating a Mail Merge
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