Taming Troublesome Reports


Duration:
½ Day

Description

If you have ever suffered the frustration of reports that seem to have a mind of their own, this course is for you!!
In this Microsoft Word course, participants will work with a document suffering many of the common issues encountered when finalising a medium to long document created with the input from several different users.  Beginning by recognising the issues, participants will use the tools in Word to correct the report and produce a well formatted document.
Prerequisites

Word Intermediate

Prior use of Styles in Word
An understanding of Table of Contents

Who Should Take This Course?

Anyone who at some time has asked one of the questions below:

Why are my headings not in the Table of Contents?

Why have I got extra details in the Table of Contents?

Why does my spreadsheet fall off the page?

Why won’t the text use the previous page?

Why can’t I delete my page numbers?

Personal Assistants producing medium to long reports for one or several different people, administrators required to co-ordinate monthly or annual reports with contributions from a number of different people and anyone who is faced with the frustration of a medium to long document that seems to have a mind of its own!  
Objectives

 To be able to recognise common issues in report formatting.

 Troubleshoot issues relating to Styles.
 Troubleshoot Table of Contents.

 Controlling where pages break.

 Troubleshoot Headers and Footers.

 Troubleshoot page numbering. 
 Working between applications

Course Outline

Recognising Common Issues in Formatting
Review a document and recognise formatting issues
Using the Show/Hide button
Troubleshoot Styles
Display the styles in the document
Update and apply styles. 
Inserting information from the Internet

Troubleshoot Table of Contents
Too much information in the Table of Contents
Not enough information in the Table of Contents

Changing the appearance of the Table of Contents

Include Chapter numbering in the Table of Contents

Controlling Where Pages Break

Apply Keep lines together

Apply Keep with next

Apply Page break before

Troubleshoot Headers and Footers
Using First Page headers and footers

Using Odd and Even page headers and footers

Getting a different Header on each page
Troubleshoot Page Numbering

Correcting page numbering issues 
Working Between Applications

Manipulating pictures

Inserting large spreadsheets

Creating a single landscape page 
Creating a portrait footer for a landscape page
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