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	Duration
1 Day(s)

Overview
In this course, you'll learn how to use Word to create and edit simple documents, format documents, add tables and lists, add design elements and layout options and proof documents.
Who Should Attend
This course is intended for students who want to learn basic Word skills, such as creating, editing, and formatting documents; inserting simple tables and creating lists; and employing a variety of techniques for improving the appearance and accuracy of document content.
At Course Completion
Upon successful completion of this course, students will be able to:
 create a basic Word document by using Microsoft Office Word.- edit a document by using Word - format text in a Word document - format paragraphs in a Word document - insert special characters and graphical objects in a Word document - control the page setup and appearance of a Word document - proofread documents for accuracy. 
Suggested Next Steps
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	Outline
	Lesson 1 : Getting Started with Word

	Identify the Components of the Word Interface 
Create a Word Document 

	Lesson 2 : Editing a Document

	Document Navigation
Selection Techniques
Entering Text / Date / Time / Symbols
Find and Select Text 
Cutting, Copying and Pasting Text

	Lesson 3 : Formatting Text and Paragraphs

	Apply Character Formatting 
Apply Paragraph Formatting
Indents
Autocorrect with Formatting

	Lesson 4 : Adding Graphics

	 Insert Clip Art
 Size
 Rotate
 Crop
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	Lesson 5 : Managing Lists

	Insert a List 
Bulleted / Numbered Lists
Sorting a List

	







Lesson 6 : Controlling Page Appearance

	Drop Caps
Adding Themes
Apply a Page Border 
Add Headers and Footers 
Text Flow
Page Breaks

	Lesson 7 : Proofing a Document

	Check Spelling and Grammar 
Autocorrect with Formatting
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