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Introduction to the course and objectives 12:00 - 9:00
Advanced text formatting (enhancing text formatting, using

lists, adjusting fonts and spacing)

Advanced formatting techniqgues (automatic formatting,

paragraphs, columns, backgrounds)

Using ready-made templates (creating and modifying

templates, customizing them for professional needs)
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Envelope formatting and printing (inserting addresses, 12:00 - 9:00
adjusting margins, preparing documents for printing)

Inserting and designing structures (using tables, charts,

and automatic indexes)

Report security and password protection (security

settings, file encryption, editing permissions)
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