Word! More than just a text-editing tool...

Word: Introduction

= leam to create new dosuments and the basics of

Hew io move and copy text
entering text

[ ]

*  How io format characters and paragraphs
* Howto create tables
»

= Learn to use save, and the save as comimands
= Lear to open and edit documents Learn how fo print documents, envalopes, and
®  Leam how to use headers and fonters labsls .
* Leam to use page breaks *  Learn how to create a web page using
*  How o use the AutoCorrect feature thelrnas in word (applies to word 2000
only

¢ Leamn to create sections newspaper columns using
sectlons to change page ordentation

» [Orawing a table

» Leam to Create and format tables, Insert data

»  Laam ta work with mail merge

*» Learn to apply; create and modify styles
* learnto usa and create templates

» Learn to run, edit, and test macros
L]

Learn to create new wab pages and how
to add hyperlinks and graphles to your

weh page
Word: Advanced
= Learn to AutoFormat features and how to * Leam to create footnoles and endnotes,
linl styles bookmarks, cross-referances
*»  |earm io create forms and fields *  Leam to use highlights and comments
«  Learn to insert and edit WordArt drawings * Leam to crate hyperlinks, and view and
in a document insert multimedia elements Into your we
panges (Word 2000 only)

Interested??? Have Quastions? Call PCS for more information or for our course outlina

Seating is limited so call todayll

Word XP Introduction 11-04 or 12-04
Word XP Intermediate 1110 or 1212
Word XP Advaneced 1022 or 11-25
Word 2000 Introduction 1107 or 12-04
Word 2000 Intermediate 1117 or 12-16
Word 2000 Advanced 10-27 or 11-26

All classes are instructor-led, and include a FREE training textbook. Class times starting at 8:30 am
***PCB provides training in a variety of programs, please call or fax us for a full schedule, ***
: PCS International
1340 Remington Road, Suite W

Cohmmahurg, Tt 201772
847-310-0080 x 382 voice
847-310-9106 fax
register@pesintl.com
httpi/iwww.pesintl.com

To register call at (847) 310-0080, fax (847) 310-9106, or email register@pesintl.com
Visit us at http://iwww,.pesintl.com
To be removed oall 847-310-0080%390 or fax 847-310-9108




