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Next Steps

Further Skills

Course at a glance
•	� Recap of basic and intermediate  

skills
•	 Creating and structuring  

long documents
•	 Creating watermarks
•	 Creating structure diagrams

•	 Working with Mail Merge to  
produce mailings

•	 Use footnotes, bookmarks  
and endnotes

•	 Introduction to the use of macros
•	 Course assessment and review

IT Skills – 
Advanced Word Processing 
using Microsoft Word
Course Code: CTO49

This hands-on course is for confident users of Microsoft Word. It introduces more 
advanced use of the software as a business tool and wll help delegates create more 
effective business documentation. Exercises involve realistic scenarios, as well as 
discussion of related themes. Delegates develop advanced skills that will optimise 
business documents and assist with mail shots and report writing.


