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Word 2003 Level 2 - Interm ediate 
Lesson 1: Managing Lists __________________________________________ 4 

Topic 1A: Sort a List __________________________________________________4 

Topic 1B: Restart a List ________________________________________________4 

Topic 1C: Create an Outline Numbered List _______________________________4 

Topic 1D: Customize List Appearance ____________________________________5 

Lesson 2: Customizing Tables and Charts _____________________________ 6 

Topic 2A: Sort a Table _________________________________________________6 

Topic 2B: Modify Table Structure _______________________________________6 

Topic 2C: Merge or Split Cells __________________________________________7 

Topic 2D: Position Text in a Table Cell ___________________________________7 

Topic 2E: Apply Borders and Shading ____________________________________7 
Exercise 2E _______________________________________________________________ 8 

Topic 2F: Perform Calculations in a Table ________________________________8 
Exercise 2F _______________________________________________________________ 8 

Topic 2G: Create a Chart from a Word Table _____________________________9 

Topic 2H: Modify a Chart ______________________________________________9 

Lesson 3: Customizing Formatting __________________________________ 10 

Topic 3A: Modify Character Spacing ____________________________________10 

Topic 3B: Add Text Effects ____________________________________________11 

Topic 3C: Control Paragraph Flow _____________________________________12 

Lesson 4: Working with Custom Styles _______________________________ 13 

Topic 4A: Create a Character or Paragraph Style _________________________13 

Topic 4B: Modify an Existing Style ______________________________________14 

Topic 4C: Create a List Style ___________________________________________14 

Topic 4D: Create a Table Style _________________________________________14 

Lesson 5: Modifying Pictures ______________________________________ 15 

Topic 5A: Set Picture Contrast or Brightness _____________________________15 

Topic 5B: Crop a Picture ______________________________________________15 

Topic 5C: Wrap Text Around a Picture __________________________________15 

Lesson 6: Creating Customized Graphic Elements _____________________ 16 

Topic 6A: Draw Shapes and Lines ______________________________________16 

Topic 6B: Insert WordArt _____________________________________________16 
Exercise 6B ______________________________________________________________ 16 

Topic 6C: Insert Text Boxes ___________________________________________17 
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Exercise 6C ______________________________________________________________ 17 

Topic 6D: Create Diagrams ___________________________________________ 18 
Exercise 6D: Organizational Chart ____________________________________________ 18 

Lab 1: Billy Goat Lab_____________________________________________ 19 

Lab 2: Welcome Letter QCS Lab 2 __________________________________ 20 

Lesson 7: Controlling Text Flow ____________________________________ 21 

Topic 7A: Insert Section Breaks ________________________________________ 21 

Topic 7B: Insert Columns _____________________________________________ 21 
Exercise 7B ______________________________________________________________ 21 

Topic 7C: Link Text Boxes ____________________________________________ 22 

Lab 3: Quick Classes Office 2003 ___________________________________ 23 

Lesson 8: Automating Common Tasks _______________________________ 24 

Topic 8A: Run a Macro _______________________________________________ 24 

Exercise 8A _________________________________________________________ 24 

Topic 8B: Create a Macro _____________________________________________ 25 

Topic 8C: Edit a Macro _______________________________________________ 26 

Topic 8D: Customize Toolbars and Menus _______________________________ 27 

Exercise 8D: ________________________________________________________ 28 

Topic 8E: Add Menu Items ____________________________________________ 29 
Exercise 8E: Create, Run and Delete a Macro ____________________________________ 29 

Lesson 9: Automating Document Creation ___________________________ 30 

Topic 9A: Create a Document Based on a Template _______________________ 30 

Topic 9B: Create a Document by Using a Wizard _________________________ 30 

Topic 9C: Create or Modify a Template _________________________________ 30 
Exercise 9C ______________________________________________________________ 31 

Topic 9D: Change the Default Template Location _________________________ 32 

Topic 9E: Insert a Macro Button Field in a Template ______________________ 32 

Lesson 10: Performing Mail Merges_________________________________ 33 

Topic 10A: The Mail Merge Process ____________________________________ 33 
Exercise 10A: Letter Merge __________________________________________________ 34 

Topic 10B: Perform a Merge on Existing Documents and Create a Data Source 34 

Topic 10C: Merge Envelopes and Labels ________________________________ 35 
Exercise 10C _____________________________________________________________ 35 

Lab 4 Reagan Speech _____________________________________________ 36 

Lab 5: Email Merge ______________________________________________ 37 
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Perform ance-Based Object ives 
 

Upon successful completion of this course, students will be able to:  
 

 

 Manage data in lists.  

 Customize tables and charts.  

 Customize formatting.  

 Work with custom styles.  

 Modify pictures in a document.  

 Create customized graphic elements.  

 Control text flow.  

 Automate common tasks.  

 Automate document creation.  

 Perform mail merges. 

 

About the CD 

All practice files used in the exercises in this book are on the CD-ROM packaged with the 

Level 1 course-book of this subject. To do the practice exercises and labs when outside of 

the training facility you will need to place the CD-ROM into your drive and note that in the 

book where it says Quick Classes (x): substitute the letter for your CD-ROM drive. On 

most computers this will be the D:\ drive. 

 


