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Most users in the computer labs are familiar with the basic functionality of the Ribbon in Microsoft Word and how to write documents, but we’ve received questions about working with long documents. What we’ve learned through surveys and in speaking with users is  that theses, research papers, or dissertations can be very lengthy and many users are not familiar with how to manage the formatting and organization of many pages in Word. This lesson plan focuses around features to effectively and efficiently write long documents. It is critical for Trainees as future TC’s to be confident in these features in Word in order to help users to the best of their ability in the labs. It’s also important for students to be able to master these tools to streamline writing their own papers. 

Objectives 

After completing this lesson plan, you will… 

	Learn the importance of styles 
	Navigate efficiently though longer documents 
	Insert and reference external objects and documents 
	Automate tedious actions to save time 
	Use built‐in tools to organize research and citations 
	Prepare a document for distribution 
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The site also offers courses in Microsoft Word 2007, 2010, 2013, 2016, libreOffice Writer and many other tutorials.
You have to come and see our Word. You will find your happiness without problem!










Download the file





List of courses


Microsoft Word 2013 Part 3: Advanced 


Download tutorial Microsoft Word 2013 Part 3 Advanced Word, free PDF course for advanced users. - type of file pdf and size 636.95 KB, tutorial for level
Advanced
.







Advanced Microsoft Word 2011 for MAC 


Download free Advanced Microsoft Word 2011 for MAC course material, tutorial training, PDF file by University of Queensland Library 2010 on 24 pages. - type of file pdf and size 4.49 MB, tutorial for level
Advanced
.







Advanced Microsoft Excel 2013 


Microsoft Excel is program designed to efficiently manage spreadsheets and analyze data. It contains both basic and advanced features that anyone can learn. - type of file pdf and size 2.28 MB, tutorial for level
Advanced
.







Access 2013: Intermediate to advanced queries 


This document shows you how to do things with queries that take you slightly ‘beyond the norm’. PDF file on 30 pages. - type of file pdf and size 590.82 KB, tutorial for level
Intermediate
.







Access 2013: Intermediate to advanced queries 


This document takes you through some intermediate to advanced queries. The assumption is that you are able to build simple one and multi-table queries using wildcards, and simple operators, such as equals, greater than and so on. - type of file pdf and size 590.35 KB, tutorial for level
Intermediate
.
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Download Course Microsoft Excel 2013 Part 3 - Advanced Excel, PDF tutorial on 25 pages. - type of file pdf and size 584.08 KB, tutorial for level
Advanced
.
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