
Overview
Welcome to the second part of our Microsoft Office Word training program.    

This intermediate-level course is designed to help users who are familiar with 
Word’s basic features to take their skills to the next level.  

By the end of this course, users should be comfortable with using tools like 
styles, macros, templates, mail merge, and building blocks to automate 
tasks. Learners will also understand how to create complex documents using 
tables, charts, and various types of illustrations.  

Features and Benefits
1. This is an authorised Microsoft Official Course (MOC), a preparation course  
 for MOS: Microsoft Office Word 77-725 certification exam. 

 
2. This course is accredited with MICT SETA upon successful completion of your  
 Portfolio of Evidence (PoE) for Unit Standard 116942 & 119078.  

 
3. Learnfast offers accredited courses for clients who choose the credit-bearing  
 option. An additional fee is payable for accredited courses & exam vouchers. 
4. Get 12 months access to your course via our myWay Learning Platform  
 that includes video lectures, extra resources, questionnaires and much more. 
5. Take full advantage of our new Hybrid Learning by attending on campus or  
 virtually. Have all your classes ready to be downloaded and watched,  
 anytime, anywhere.

 
6. Attendees will learn practical skills which can be applied in the work  
 environment. 
7. Complete all three levels of Word training and prepare to write the
 internationally recognized Microsoft Office Specialist (MOS) examination.

  

Duration
In Class/Virtual Class, Hybrid Learning 
1 Day (08:30 – 16:00) Classes are 
presented via our Hybrid Learning 
allowing  learners the flexibility to attend 
on campus or in the comfort of their 
home or workplace.

Online, Mentored Learning 
12 Months Self-paced, access 
anytime, anywhere via our myWay 
Learning Platform. 

   

Microsoft Office Word 
Intermediate

Course Prerequisites
It is assumed that the learner: 
• has completed Word Essentials or have equivalent experience  
• is comfortable using the keyboard, mouse, and Start menu 
• have an understanding and basic experience with MS Office Word 
• mathematical literacy and communication skills at least at NQF level 2. 
• ID 117902: Use generic functions in a Graphical User Interface (GUI)-environment,
 NQF level 1. 
• ID 117924: Use a Graphical User Interface (GUI)-based word processor to format 
 documents, NQF level 2.   

Accredited By
MICT SETA: ACC/2012/07/748
Microsoft Learning partner

Unit Standards
US116942, NQF3, Credits: 3 and 
US119078, NQF3, Credits: 5 

Microsoft Certification
Microsoft Office Specialist (MOS) 
Certification upon successful 
completion of the international 
exam 

Payment Options
Full course fee payable upfront or 
apply for our 3 Month Finance Option 
(Deposit R2000 upfront, 3 Months’ 
payment terms)

An additional fee is payable for 
accredited courses & exam vouchers.

   

Course Accreditations

JHB: 011 262 2054  |  CTN: 021 531 6803  

For more information, please contact a student advisor:
JHB: 012 262 2054  l  Cape Town: 021 531 6803  l  info@learnfast.co.za  l  www.learnfast.co.za



 

Course Outline
Module 1: Adding Tables
Tables are an excellent way to 
organize information in a document. 
In this topic, the learner will learn how 
to add tables in a few different ways.
• Insert a table 
• Modify a table 
• Format a table 
• Convert text to a table

Module 2: Working with 
Tables and Charts
Although Microsoft Word is primarily 
designed for word processing, it does 
provide tools for managing table-based 
data.  In this topic the learner will learn 
how to control data and cell layout, 
perform calculations and create charts.   
• Sort table data 
• Control cell layout 
• Perform calculations in a table 
• Create a chart  

Module 3: Using Images in a 
Document
Often, images that you add to your 
Microsoft Word documents will need to 
be resized and/or cropped. In this topic, 
you will learn some different techniques 
for resizing and reshaping images.    
• Resize an image 
• Adjust image appearance 
• Integrate pictures and text 
• Insert and format screenshots 
• Add videos to a document  

Module 4:  Creating Custom 
Graphic Elements 
Shapes are another type of illustration 
that you can add to a document. 
These objects can include arrows, 
callouts, mathematical symbols, and 
more. In this topic, you will learn how 
to insert, modify, and format all types 
of shapes.     
• Draw shapes 
• Add WordArt and drop caps to text 
• Create complex illustrations with 
 SmartArt

 

 

    

Module 5: Inserting Content 
Using Quick Parts 
You can save many types of elements 
as building blocks, which can then be 
combined to create the framework for 
a document. You can also create Quick 
Parts, which are pieces of content that 
are saved as building blocks and can 
be re-used over and over. In this topic, 
the learner will examine both of these 
useful tools.     
• Insert building blocks 
• Create and modify building blocks 
• Insert fields using Quick Parts

Module 6: Controlling Text 
Flow
When working with complex 
documents, you may need to fine-tune 
how text flows from one page to 
another. In this topic, the learner will 
learn how to set arious text flow 
options using the Paragraph dialog.        
• Control paragraph flow 
• Insert columns 
• Link text boxes to control text flow  

Module 7: Using Mail Merge 
When used properly, mail merge is 
one of the best time-saving tools in 
Word. However, it offers many 
complex options and can be confusing 
for new users. 
In this topic, you will take an in-depth 
look at the mail merge features and 
how to access them in Microsoft Word.        
• About the mail merge features, 
 including manual mail merge tools 
 and the Mail Merge Wizard 
• Merge envelopes and labels 
• Create a Data Source Using Word 
 
Module 8: Customizing the 
Word Environment  
One of the main design goals in every 
new version of Microsoft Office is to
enable you to do your work faster and 
more efficiently. In order to achieve this, 
you have the ability to customize just 
about everything in the program. 
In thistopic you will learn some different 
ways to customize the Microsoft Word 
interface.         
• Check spelling and grammar 
• Other proofing tools 
• Check accessibility 

    

Delivery Methods
• Campus-based  
• On-Site  
• Virtual Live  
• Online Self-paced  

   

What you get
On completion the learner will earn:
  
• Certificate of Completion from 
 Microsoft
• Certificate of Competency from 
 MICT SETA upon successful completion 
 of the PoE process (Moderated and 
 found competent)

Note: All certificates are electronically 
issued.     

   

Outcomes and 
Objectives
Upon completion of this course and 
successful assessment, learners will 
have acquired these skills
   
• Working with tables and charts 
• Create and edit a table 
• Format a table according to given 
 requirements 
• Using images in a document 
• Create custom graphic elements 
• Insert content using quick parts 
• Controlling paragraph flow 
• Create and edit columns in a document. 
• Link text boxes in columns to control text 
 flow 
• Describe the uses of merged documents 
• Using mail merge 
• The mail merge features 
• Customizing the Word environment   

   

 

For more information, please contact a student advisor:
JHB: 012 262 2054  l  Cape Town: 021 531 6803  l  info@learnfast.co.za  l  www.learnfast.co.za


