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Word 2003 Advanced Course Content

Forms

Form fields

Protecting files
Unprotecting documents
Form fields in tables

Table of Contents

Using heading styles
Creating a Table of Contents using styles

Indexing

What is an index?

Creating index entries using a concordance
file

Inserting an index

Table of Figures

What is a Table of Figures?
Creating a Table of Figures using captions
Inserting a Table of Figures
Updating a Table of Figures

Cross-references

Using cross-references
Creating bookmarks
Creating captions

The PageRef field
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Outline

What is Outline?

Using Outline view

Collapsing and expanding headings
Reorganising an outlined document
Numbering an outlined document
Assigning styles to level headings

Footnotes and Endnotes

Creating footnotes and endnotes
Viewing footnotes and endnotes
Modifying footnotes and endnotes

Tracking Changes

Tracking changes

Protecting a document for tracked changes
Reviewing a document

Comparing documents

Inserting comments

Graphs

Creating a graph
Changing the graph type
Modifying a graph



