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Basic knowledge assumed except Word Session One

	Word One:

Getting Started

Starting Word 2000, Word 2000 Opening Screen

Title Bar,  Menu Bar, Toolbars

Scroll Bars, Status Bar

Office Assistant

Menus

Shortcut keys

Dialogue Boxes

Exiting Word

Getting Assistance

Using the Office Assistant

Contents and Index

Manipulating the Help Window

Finding Out What is on the Screen

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

Typing Replaces Selection

Deleting Text

Undo

Changing Case 

Moving and Copying Text

Cut and Paste, Copy and Paste

	
	Word Two:

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

AutoCorrect, AutoFormat As You Type

AutoText

Proofing
Browsing, Go To

Finding and Replacing Text

Viewing and Printing Documents

Page Breaks 

Margins and Paper Size

Landscape Printing

Section Breaks

Working with Multiple Documents

Opening a second document

Switching between documents

Working with Panes


	Word Three:

Bullets and Numbering

Automatic Bullets and Numbering

Applying Bullets and Numbering to Text

Changing Bullets and Numbering

Introduction to Tables

Creating a Table

Moving the Insertion Point

Inserting and Deleting Columns and Rows

Changing the Width of Columns and Rows

Merging Cells

Advanced Tables

Inserting a Table

Drawing a Table

Formatting in a Table

Adding Table Borders and Shading

AutoSum

Merging and Splitting Cells

Horizontal and Vertical Text Alignment


	
	Word Four:

Introduction to Mail Merge

Creating a Data Document 

Editing the Data Document 

Creating a Main Document

Performing the Merge

Editing the Merged Documents

Printing Mail Merge Documents

Setting Query Options

Advanced Merging

Overview of Mail Merge

Creating a Main Document

Working with an Existing Data Source

Using External Data

Sorting and Selecting Records

Setting Query Options

Using If, Then, Else

Using Fill-In

Performing the Merge

Tabs
Tab types

Setting tabs

Moving and deleting tabs

Dot leader tabs

Resetting tabs


	Word Five:

Section and Document Formatting

Creating a New Section

Creating Headers and Footers

Using Headers and Footers in Sections

Editing Headers and Footers

Columns
Creating Columns

Formatting Columns

Column Breaks

Templates
Creating a Template

Creating Documents from Templates

Modifying Templates
Fields
Inserting Fields

Toggling between Field Codes and Results

Updating Field Codes

Useful Fields: The Fill-in Field

Forms
Creating an Online Form

Using Text Form Fields

Using Drop Down Boxes

Using Check Boxes

Saving the Form as a Template

Setting the Form Field Options

Protecting the Form

Sections in Forms

Calculations in Forms


	
	Word Six:

Styles
Applying Styles

Modifying Styles

Creating Your Own Styles

Styles Organiser

Long Documents

Creating a Table of Contents

Generating a Table of Contents

Creating an Index Entry

Generating an Index

Using AutoMark

Inserting Bookmarks

Creating a Cross Reference

Footnotes and Endnotes

Tracking Changes

Comparing Documents

Versioning

Macros
Recording a Macro

Running a Macro

Assigning a Macro to a Toolbar

Customising the Toolbar Button

Assigning a Macro to a Keyboard Shortcut

Editing a Macro

Deleting a Macro

Graphics
Inserting ClipArt

Moving and Sizing ClipArt

Inserting WordArt

Moving and Sizing WordArt

Drawing Toolbar

Moving and Sizing Objects 

Inserting Text Boxes

Colours and Formatting













