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Word Introduction
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Description

This comprehensive beginning course in Word teaches participants how to manage documents, get help, and make simple editing changes; edit, check, and format text; change the page layout and view, and use page numbers, headers and footers; change paragraph formatting; and preview and print documents.

Prerequisites

· Windows Introduction or equivalent knowledge

Who Should Take This Course?

New users of Microsoft Word.

Objectives

· Manage documents, get help, and make simple editing changes.

· Edit and check text.

· Format text.

· Change the page layout and view, and use page numbers, headers and footers.

· Change paragraph formatting.

· Preview and print your document.

Outline

Introduction to Word 

Fundamentals of Word


Introducing Word Processing


Introducing Word


Starting Word


Understanding the Word Screen


Creating a Document

Getting Help


Using the Office Assistant


Using Help Contents, Answer Wizard, and Index


Using Context-sensitive Help

Managing Documents


Saving, Opening, and Closing Document


Using Multiple Windows


Exiting Word

Making Simple Editing Changes


Moving Around in a Document


Selecting and Deleting Text


Inserting or Typing Over Text


Undoing and Redoing an Action


Inserting the Date and Time

Editing Documents

Copying and Moving Text


Pasting Multiple Items

Finding and Replacing Text

Using Writing Tools


Automatic Spelling and Grammar Checking


Correcting Spelling Errors


Correcting Grammar in a Document


Using Word’s Automatic Features


Using AutoComplete

Formatting Text

Formatting Text


Formatting Text Using the Formatting Toolbar


Formatting Text Using the Font Dialog Box


Highlighting Text in a Document

Copying Text Formatting

Formatting Pages

Changing the View

Changing the Page Layout

Using Page Numbers, Headers, and Footers

Formatting Paragraphs

Aligning and Indenting Paragraphs

Adding Bullets or Numbering to Text

Changing Spacing and Setting Tabs

Previewing and Printing a Document

