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WORD PROCESSING ADVANCED SKILLS

FETAC level 6

This training is aimed at participants who already have a good working knowledge of MS WORD, and who now wish to learn more advanced skills including how to create a master document, track changes, create tables and perform a mail merge.  This course is open to Union members both in employment and unemployed but it is not suitable for beginners.
WHAT YOU WILL LEARN:

· Customise options e.g. toolbars, window display, spelling and grammar
· Create and use password options.
· Apply border and shading options e.g. to word, paragraphs, page
· Apply header and footer options
· Create a master document
· Track changes
· Create and modify templates
· Create and edit a form
· Create tables
· Draw and manipulate objects e.g. basic and AutoShape
· Create and edit main document
· Create and edit mail merge data source
· Merge document and data source
· Create and customise labels.
Certification:
FETAC Level 6 Word Processing (B30032)
Where: 

Mandate Training Centre, Distillery House, Distillery Road, Dublin 3.

Dates:
Tues Sept 28, Oct, 5, 12, 19, 26, Nov 2 9 16 23 30

Dec Mon 6 Tue 7, Mon 13, Tues 14
Time:
18.30 until 21.30

Contact: 
Women at Work Skillnets.  alacoque@womenatworkskillnets.ie 

While the primary aim of the Skillnet is to upskill women , please note that men are welcome to attend.  This training course is free of charge to Union members.  Nevertheless there are considerable tutor costs and other costs associated with running the course and places are limited.  So please do not apply for a place unless you are sure that you will attend.

[image: image3.emf]
_1275817421.pdf





