
Word 2003—Advanced Tools in Word 

Advanced Tools in Word 

Word has many tools that can make office work more manageable. Here are some of the tools: 

 Track changes as you make them in a document and others can accept or reject those 
changes using the reviewing toolbar 

 Create a table of contents by applying styles to text and then inserting an automated table of 
contents that can easily be updated with the press of a function key 

 Sort text by multiple fields whether it is in paragraph or table form 

 Break a document into sections and customize headers or footers for each section 

 Create a macro which records keystrokes and run the macro to play the keystrokes 
 

Course Length 

8 hours 

Course Objectives  

1. Know how to utilize the reviewing toolbar to track changes in a document 
2. Know how to create character and paragraph styles to automate text formatting  
3. Know how to create and insert a table of contents 
4. Know how to sort text in paragraphs, text with tabs, and tables 
5. Know how to insert and customize page borders 
6. Know how to create and run a macro 

Course Lessons 

 Track Changes in a Document 

 Compare and Merge Documents 

 Apply Styles in a Document 

 Create a Table of Contents 

 Sort Text in Paragraphs and Tables 

 Break a Document into Sections 

 Apply Page Borders 

 Create a Macro 

 

 

Course Materials Supplied 
 Course Booklet 

Every participant receives a booklet that contains course notes and a listing of Internet 
resources, 
 

 Free CD  
Contains Word resources such as  
Templates and Word documents  
containing links to Free Tutorials 
and Tips & Tricks Websites. 

 


