
MICROSOFT  TRAINING

Advanced Microsoft Word 
Language Course
Master advanced Microsoft Word language tools. Create sophisticated, error-free documents 

efficiently.

DURATION

2 hours
LEVEL

Intermediate
FORMAT

Instructor-Led

-  Globally Recognized Certification -  Expert-Led Hands-On Training -  Flexible Scheduling
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COURSE OVERVIEW

The Advanced Microsoft Word Language Course is meticulously designed to elevate your proficiency from basic word 

processing to mastering the intricate linguistic and advanced document management features within Microsoft Word. This 

intensive 2-hour program delves into sophisticated tools that empower users to create, manage, and distribute 

professional, error-free documents, especially those requiring precise language control or multi-language support. You will 

explore advanced proofing tools, custom dictionaries, translation functionalities, and strategies for ensuring document 

consistency and accessibility across various linguistic contexts.This course focuses on harnessing Word's powerful 

linguistic engine to streamline workflows for complex document creation. Participants will learn to leverage styles, 

templates, and themes for consistent branding, manage long documents with automated tables of contents and indices, 

and apply advanced collaboration features effectively. Emphasis will be placed on understanding how to optimize 

documents for different audiences and languages, making your content not just accurate, but also universally intelligible 

and professional.Graduates of this course will emerge with an enhanced skill set crucial for roles demanding high precision 

in written communication and document control. You will be equipped to tackle challenging documentation tasks, ensure 

compliance with international language standards, and significantly boost your productivity in managing sophisticated text-

based projects, ultimately distinguishing yourself as an expert in professional document creation and linguistic integrity.

Duration 2 hours

Level Intermediate

Vendor Microsoft

COURSE CURRICULUM

01 Module 1: Mastering Advanced Proofing Tools

-  Custom Dictionaries and Exclusion Dictionaries

-  Advanced Grammar and Style Checking Options

-  Thesaurus and Research Pane for enhanced vocabulary

-  Configuring AutoCorrect and AutoFormat options for linguistic consistency

-  Utilizing the Accessibility Checker for inclusive document design

02 Module 2: Multilingual Document Creation and Management

-  Setting and changing document proofing languages

-  Working with multiple language packs and keyboard layouts

-  Utilizing Word's built-in translation features (Mini Translator, Translate Document)

-  Strategies for creating and managing multi-language documents

-  Understanding language-specific formatting nuances

03 Module 3: Advanced Document Structure and Control

-  Applying and managing advanced styles for linguistic standardization

-  Creating and utilizing custom templates for consistent document structure

-  Working with sections, headers, and footers for complex layouts

-  Automating Table of Contents, Figures, and Indexes for long documents

-  Cross-referencing and bookmarks for enhanced navigation

04 Module 4: Collaboration and Document Security

-  Advanced Track Changes options and customization

-  Comparing and combining multiple document versions

-  Restricting editing and formatting for content integrity
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-  Adding digital signatures for document authenticity

-  Inspecting documents for hidden metadata and personal information

CAREER PATHWAYS

Graduates of this program are prepared for the following roles:

>  Multilingual Technical Writer

>  International Content Editor

>  Legal Document Specialist (Paralegal Assistant)

FREQUENTLY ASKED QUESTIONS

Q:  What specific document standardization or automation skills will I gain that are applicable to roles like a 
Technical Editor or Documentation Specialist?

This course will equip you with the ability to create and enforce consistent document standards through custom templates, 
advanced styles, and AutoCorrect configurations. You'll learn to automate the generation of complex document elements 
like tables of contents and indexes, and streamline multi-language content creation. These skills are invaluable for 
maintaining accuracy and efficiency in technical documentation and editorial roles.

Q:  How does mastering advanced linguistic features in Word benefit a professional working with 
international clients or multi-language projects?

Mastering advanced linguistic features in this course provides crucial benefits for professionals engaged in international 
projects. You will gain proficiency in managing multiple proofing languages, utilizing translation tools effectively, and 
ensuring language-specific formatting accuracy. This enables the creation of culturally appropriate and grammatically 
precise documents, significantly enhancing communication and credibility with global audiences.

Q:  Are there any prerequisites for the Advanced Microsoft Word Language Course, or is it suitable for 
someone with basic Word knowledge looking to specialize?

This course is designed for individuals who have a foundational understanding of Microsoft Word's basic functionalities. 
While not strictly a beginner course, it is suitable for users looking to specialize and deepen their knowledge beyond 
everyday use. Familiarity with basic document creation, formatting, and saving operations will ensure you get the most out 
of the advanced linguistic and structural topics covered.

ABOUT COMPUTER PRIDE

East Africa's Premier IT Training Center

With over 15 years of excellence, Computer Pride delivers globally recognized certification programs from leading 
technology vendors. Located on Kenyatta Avenue in Nairobi's CBD, our state-of-the-art facilities and expert instructors 
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have empowered thousands of professionals across East Africa.

15+
Years of Excellence

10,000+
Professionals Trained

50+
Vendor Certifications

READY TO ENROL?
Take the next step in your technology career.

Location

1st Flr, ICEA Building
Kenyatta Ave, Nairobi

Email

info@computer-pride.co.ke

Phone

+254 705 900 900

www.computer-pride.co.ke
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