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Course Overview 

Take your Word skills to a professional level – master document structure, automation, and advanced formatting 

techniques. 

Develop advanced Microsoft Word skills to create structured, professional, and efficient documents. This course 

focuses on layout control, reusable formatting, form creation, and document referencing. Participants will learn 

how to manage complex documents, improve consistency, and introduce automation through styles, fields, and 

form controls.

 

Who Should Attend? 

This course is suitable for: 

• Users who already work with Word and want greater control over document structure  

• Administrative professionals producing reports, templates, or forms  

• Anyone responsible for creating consistent, professional business documents  

• Users looking to reduce manual formatting and improve efficiency 

 

Required Knowledge: 

Participants should be familiar with: 

• Basic document creation and formatting  

• Paragraph and page layout fundamentals  

• Working with simple lists and tables  

• Confident navigation of the Word interface  

Recommended: Microsoft Word Level 2 – Intermediate 

 

What You Will Learn 

Advanced Document Layout & Structure 

• Apply consistent formatting using paragraph spacing and layout tools  

• Insert and manage page breaks and section breaks  
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• Mix portrait and landscape pages within the same document  

• Use indentation and spacing effectively to control document structure 

 

Working with Objects and Content 

• Insert and format images with text wrapping and positioning  

• Insert and manage OLE objects (e.g., embedding Excel data)  

• Create and manage hyperlinks within and outside documents  

• Build and format structured tables  

 

Styles and Numbering Systems 

• Understand, apply, and modify Styles for consistency  

• Create and manage custom Styles  

• Use bullet and numbered lists effectively  

• Create and control multilevel numbering systems  

• Use indentation tools to manage list hierarchy  

 

Forms and Developer Tools 

• Activate and use the Developer Tab  

• Create interactive forms using:  

o Check boxes  

o Combo boxes  

o Drop-down lists  

o Date pickers  

• Configure and protect forms for user input  
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References and Document Navigation 

• Insert and manage:  

o Bookmarks  

o Footnotes  

o Captions  

• Create and update cross-references  

• Generate and maintain a Table of Contents  

 

Fields and Automation 

• Understand and insert fields in Word  

• Use fields to prompt user input  

• Automate elements such as dates and document properties  

• Improve document efficiency through dynamic content 

 

Exclusions: 

This course does not cover: 

• Basic Word functions, simple formatting, or introductory printing options (covered in Level 1 & 2). 

• Macros, VBA, scripting, or advanced integration with other Office applications (covered in specialized 

courses). 

 

Key Learning Outcomes 

At the end of this training, you should know how to: 

• Create structured, professional documents using Styles and sections  

• Control complex layouts including mixed orientations  

• Build reusable templates and forms  
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• Implement consistent numbering and formatting systems  

• Insert and manage references for long documents  

• Use fields to introduce automation and reduce manual input 

 

Delivery Format 

This is a classroom-based course.  Each participant will have access to a fully equipped workstation with 

Microsoft Word installed. The instructor will guide the course using live demonstrations, practical exercises, and 

real-time feedback. 

Training Environment Includes: 

• Individual PCs with Microsoft Word 

• Course materials and online notes 

• Comfortable classroom setting conducive to learning 

Participants are not required to bring their own laptop. 

 

Recommended Progression Pathway 

After completing this course, learners should consider: 

• Advanced Word automation (Macros and VBA)  

• Microsoft Excel – Level 3 Advanced (for integrated reporting)  

• Microsoft Office Specialist (MOS) Certification for Word. 

 

Learner Support 

Participants will have indefinite online access to all practice files and notes at https://www.dti.ie.  Email support 

will also be offered on items covered during this course at support@dti.ie. 


