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MOS Word Expert 2013
1	Manage and share documents
1.1 	Manage multiple documents
Modifying existing templates
Merging multiple documents
Managing versions of documents
Using the style organizer
Copying styles from template to template
Copying macros from document to document
Linking to external data
Moving building blocks between documents
1.2  	Prepare documents for review
Setting tracking options
Limiting authors
Restricting editing
Deleting document draft versions
Removing document metadata
Marking as final
Protecting a document with a password
1.3  	Manage document changes
Tracking changes
Managing comments
Using markup options
Resolving a multidocument style conflict
Displaying all changes
2	Design advanced documents
Apply advanced formatting
Using wildcards in find and replace searches
Creating custom field formats
[bookmark: _GoBack]Setting advanced layout options
Setting character space options
Setting advanced character attributes
Creating and breaking section links
Linking text boxes 
Apply advanced styles
Creating custom styles
Customizing settings for existing styles
Creating character-specific styles
Assigning keyboard shortcuts to styles
Apply advanced ordering and grouping
Creating outlines
Promoting sections in outlines
Creating master documents
Inserting subdocuments
Linking document elements
3	Create advanced references
3.1 Create and manage indexes
Creating indexes
Updating indexes
Marking index entries
Using index auto-mark files
3.2 Create and manage reference tables
Creating a table of contents
Creating a table of figures
Formatting table of contents
Updating a table of authorities
Setting advanced reference options (captions, footnotes, citations)
3.3 Manage forms, fields, and mail merge operations
Adding custom fields
Modifying field properties
Adding controls
Modifying control properties
Performing mail merges
Managing recipient lists
Iserting merged fields
Previewing results
4	Create custom Word elements
4.1 Create and modify building blocks
Creating custom building blocks
Saving selections as Quick Parts
Editing building block properties
Deleting building blocks
4.2 Create custom style sets and templates
Creating custom color themes
Creating custom font themes
Creating custom templates
Creating and managing style sets
4.3 Prepare a document for internationalization and accessibility
Configuring language options in documents
Adding alt-text to document elements
Creating documents for use with accessibility tools
Managing multiple options for +Body and +Heading fonts
Utilizing global content standards
Modifying tab order in document elements and objects
