Word 2003—Advanced Tables

Advanced Tables in Word
This course takes your basic table knowledge and helps you create more complex tables using the
tables and borders toolbar and other functions found within the Tables menu. We'll take a complex

registration form and recreate it using the many table tools available in Word.
Word also provides for calculations and sorting features within tables. We’ll learn how to insert
formulas, format numbers within tables and sort information by fields.

Course Length

4 hours

Course Objectives
Know the tools in the tables and borders toolbar

Know the tools in the tables menu

Know how to apply and customize the table autoformats
Know how to convert text to a table and a table to text

Know how to Insert formulas in tables

Know how to sort information within tables
Create a registration form from scratch by splitting cells, splitting tables and merging cells
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Course Lessons

Explore the tables toolbar
Explore the tables menu

Apply autoformats to tables
Convert existing text to a table

Convert a table to text
Add calculations to tables

Sort information within tables
Create a medical registration form

Course Materials Supplied

@& Course Booklet
Every participant receives
a booklet that contains
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