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WORD WIZARDRY: PROFESSIONAL DOCUMENTS, FAST
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Categories: Digital Literacy Venues: Dubai

Formats: In Person Instructors:

OVERVIEW

This course empowers professionals to master Microsoft Word for clean, branded, and efficient
document creation. From reports to proposals, participants will learn how to automate formatting
and streamline content development.

OBJECTIVES

By the end of this course, participants will be able to: – Use styles, templates, and formatting tools
to create polished documents. – Automate tables of contents, citations, and cross-references. –
Insert and manage graphics, tables, and SmartArt with precision. – Build templates and macros for
repetitive tasks. – Review, track, and finalize documents collaboratively.

COURSE OUTLINE

1- Advanced Formatting and Layout Tools 2- Styles, Templates, and Branding Consistency 3-
Mastering References, Citations, and Table of Contents 4- Graphics, SmartArt, and Table Integration
5- Reviewing, Tracking, and Template Automation

TARGET AUDIENCE

All Supervisory Levels, Admin professionals, coordinators, team leaders, writers, and anyone
producing professional reports, proposals, or branded documents.

METHODOLOGY

Live document creation, template building labs, formatting challenges, collaborative editing
simulations, and guided walkthroughs.

CONCLUSION

Participants will leave with a toolkit to create fast, clean, and professional documents using
Microsoft Word’s most powerful tools.

DAILY AGENDA



Day 1: Formatting That Works

Use styles, alignment tools, spacing, and consistency features for clean layout.

Day 2: Branded, Beautiful Templates

Set up reusable templates that reflect professional branding.

Day 3: References & Navigation

Create automated content, citations, bookmarks, and internal links.

Day 4: Graphics & Smart Visuals

Enhance text with charts, tables, and images for clarity and style.

Day 5: Review and Automate

Track changes, use comments, and build tools for recurring documents.
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