
Microsoft Word 2016 Intermediate 

 

Elements of this syllabus are subject to change. 

About this course 
This course aims to enhance existing skills by covering more specific 
documentation creation aspects such as working with multiple documents, 
formatting tables, tabs, lists, merging, section breaks, templates and more. 
 

At Course Completion 
After completing this course, students will be able to: 
 

• work with multiple documents 

• create and format columns 

• use formatting techniques to position text and paragraphs 

• modify Word options 

• work with document properties 

• create and apply styles 

• manage styles in a document or template 

• create and work effectively with themes 

• create and use templates 

• learn how to work with section breaks 

• insert headers and footers into a document 

• create and work with headers and footers in long and complex 
documents 

• create and edit recipient lists 

• perform a mail merge from scratch 

• produce address labels from a mailing list 

• customise mail merges 

• draw and format shapes 

• work extensively with shapes 

• insert and work with text boxes 

• manage and manipulate text boxes 

• use table features to improve the layout and format of tables 

• enhance and correct pictures 

Prerequisites 
Microsoft Word 2016 - Level 2 assumes a basic understanding of the 
software. It would also be beneficial to have a general understanding of 
personal computers and the Windows operating system environment. 
 
 

Course Details 

Course Code: INF1611 

Duration: 1 day 

Notes: 

• This course syllabus should be 
used to determine whether 
the course is appropriate for 
the students, based on their 
current skills and technical 
training needs.  

• Course content, prices, and 
availability are subject to 
change without notice. 

• Terms and Conditions apply 
 
Links: 

• View this course on our 
website 

• View the course schedule 

• Enquire about this course 
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