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Course: 

Microsoft Word 2016: Advanced 
 

Course Details    
Duration: 1.00 day  
 
Summary: 
This course builds on the skills and concepts taught in Word Intermediate. Students will perform mail 
merges, create and use forms, and create master documents that include a table of contents, a table of 
figures, footnotes, endnotes, an index, bookmarks, cross-references, and Web frames. They will also 
create macros, customize the ribbon and Quick Access toolbar, and work with XML documents. 
 

Prerequisites: 
Word: Intermediate or equivalent experience 
 

Outline: 
 
Unit 1: Using Mail Merge  

Topic A: Form letters  
Topic B: Data sources for the recipient list  
Topic C: Mailing labels and envelopes  

 
Unit 2: Objects and backgrounds  

Topic A: Inserting content from other applications  
Topic B: Changing the document background  

 
Unit 3: Using macros  

Topic A: Recording and running macros  
Topic B: Modifying and deleting macros  

 
Unit 4: Working with forms  

Topic A: Creating forms  
Topic B: Protecting forms  
Topic C: Sharing and securing documents 

 
Unit 5: Customizing Word  

Topic A: Customizing the Ribbon  
Topic B: Customizing the Quick Access toolbar  
Topic C: Customizing keyboard shortcuts  
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Unit 6: Long documents  
Topic A: Master documents  
Topic B: Tables of contents and figures  
Topic C: Indexes, bibliographies, and other references  
Topic D: Bookmarks and cross-references  
Topic E: Web frames  

 
Unit 7: XML features  

Topic A: Working with XML 
 
 
 

Why Boston Network? 
 

• World Class Curriculum - our course curriculums incorporate best-in-business thinking and 
practices and are designed for all organizational levels.   

• Renowned Trainers - all our seminars, conferences are led by senior executives, managers, 
authors, educators, consultants, even CEOs. They’re not only skilled speakers, but top business 
practitioners who have been in the trenches 

• Satisfaction Guarantee - we are totally focused on customer satisfaction. Our 100% customer 
satisfaction guarantee is the factor that will distinct us from others.   

• Experienced Training Specialist - with more than five years of experiences, we bring in latest 
business know-how, world-class cutting edge management knowledge, and valuable insights to 
Thai society. We held over 200 seminar events each year with more than 10,000 executive 
participants countrywide.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

100% Satisfaction Guarantee 
After attending Boston Network seminar or event, if you are not fully satisfied that we 
have delivered everything promised. Simply notify the seminar administrator by the lunch 
break and we will refund the entire registration fee. 
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