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Prerequisites
This course assumes the student to have 
[bookmark: _GoBack]Chapter 1 - Views and Master Documents
Course Prerequisite
Draft View vs Print Layout
Outline View
Promoting and Demoting Text
Demote to Body Text
Collapsing Text
Moving Text
Master Documents
Expanding Subdocuments
Chapter 2 - Section Breaks
Odd Page Section Break
View and Delete the Section Break
Even Page Section Break
Next Page Section Break
Format a Section
Change a Section Break
Continuous Section Breaks
Chapter 3 - Columns
Apply Columns
Add a Line Between Columns
Adjust the Column Width
Insert a Column Break
Balance the Columns
Chapter 4 - Headers and Footers
Insert a Header
The Filename and Path
Add Page Numbers
Format Page Numbers
Different First Page Headers/Footers
Different Odd and Even Headers/Footers
Different Headers/Footers for Sections
Link to Previous
Chapter 5 - Bookmarks and Cross Referencing
Location Bookmarks
Navigate using Bookmarks
Item Bookmarks
Cross referencing using the REF field
PAGEREF fields
ASK fields
REF the ASK field
Chapter 6 - Templates and Forms
Installed Templates
Save a file as a Template
Add Content Controls
Modify a Text Box control
Modify a Combo Box control
Modify a Date Picker control
Change the Workgroup Templates location
Use a Custom Template
Modify a Template
Chapter 7 - Mail Merge
What is Mail Merge?
Start the Mail Merge
Create a New List
Modify the Fields
Populate and Save the List
Edit the List
Add Merge Fields to the Document
Preview the Merge
Exclude a Record
Complete the Merge
Connect to an External Data Source
Filter A List
Edit the Filter
Add Fields, Preview and Merge Again
Merge Labels
Connect, Add Fields and Preview Again
Mail Merge Formatting Switches
Merge to Email
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