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Advanced Word
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1.
Microsoft Word Advanced: Action Step 1


Open a new blank document.


Type: Status Report
 FORMCHECKBOX 

2.
Microsoft Word Advanced: Action Step 2


Select the text and format it with the Heading 1 Style
 FORMCHECKBOX 

3.
Microsoft Word Advanced: Action Step 3


Add a blank line after the Status Report headline
 FORMCHECKBOX 

4.
Microsoft Word Advanced: Action Step 4


Insert a Table with three columns and four rows
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5.
Microsoft Word Advanced: Action Step 5


Add the following labels:

Cell A1: Name


Cell B1: Location


Cell C1: Date


Cell A2: Applications
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6.
Microsoft Word Advanced: Action Step 6


Use the Office Word Options to show the Developer’s Toolbar
 FORMCHECKBOX 

7.
Microsoft Word Advanced: Action Step 7


Add a Text form field Control in Cell A1 
 FORMCHECKBOX 

8.
Microsoft Word Advanced: Action Step 8


Add a Drop-Down Control in Cell B1


Include the following locations: Red Room, Gold Room, Library, Conservatory, Hall
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9.
Microsoft Word Advanced: Action Step 9


Arrange the Drop-Down list alphabetically
 FORMCHECKBOX 

10.
Microsoft Word Advanced: Action Step 10


Add a Date Picker Control in Cell C1
 FORMCHECKBOX 

11.
Microsoft Word Advanced: Action Step 11


Create a Drop-Down list in Cell A2

Include the following applications: Word, Excel, PowerPoint, Outlook, and Visio


Add Help Text to the Control: Select your application from the list


Copy and Paste this Control to Cells B2 and C2
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12.
Microsoft Word Advanced: Action Step 12


Format the Table: No Borders and do not show the Gridlines
 FORMCHECKBOX 

13.
Microsoft Word Advanced: Action Step 13

Save the file as Your Name Word Advanced Form Design.

Please submit the document to your instructor.
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