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MS Word Introduction

	Duration:

· One Day

Pre-Requisites:  

No previous experience of MS Word is necessary.  

A basic understanding of PCs, keyboard and a mouse along with knowledge of MS Windows is recommended.

Objectives:

· Start Using MS Word

· Create Documents

· Edit Documents

· Move and Copy Text

· Work with Fonts

· Work with Paragraph

· Use Productivity Tools

· Proof Documents

· Preview & Print Documents

· Apply Bullets & Numbering

· Create Basic Tables


	
	Core Topics:

Getting Started

Starting MS Word; Word Opening Screen; Title Bar; Menu Bar; Toolbars; Scroll Bars; Status Bar; Menus; Shortcut keys; Exiting Word; Using Online Help

Creating Documents

Creating a New Document; Entering Text; Spell and Grammar Checking; Print Preview and Printing; Saving and Closing Documents;

Editing Documents

Opening an Existing Document; Moving the Insertion Point; Selecting Text; Insert and Overtype; Deleting Text; Undo; Changing Case 

Moving and Copying Text

Cut and Paste; Copy and Paste; Drag and Drop 

Working with Fonts

The Formatting Toolbar; Format Painter; Removing Text Formats

Working with Paragraphs

Aligning Paragraphs; Indenting Text; Line Spacing; Paragraph Spacing; Removing Paragraph Formats

Productivity Tools

AutoFormat As You Type; AutoCorrect; AutoText

Proofing

Browsing, Go To; Finding and Replacing Text

Viewing and Printing Documents

Page Breaks; Margins and Paper Size; Landscape Printing; Section Breaks

Bullets and Numbering

Applying Bullets and Numbering; Changing Bullets and Numbering; Customising Bullets and Numbering

Introduction to Tables

Creating a Table; Navigating; Formatting in a Table; Borders in a Table; Inserting and Deleting Columns and Rows; Changing the Width of Columns and Rows; Merging Cells













