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Microsoft Word Foundation
TheEssentials-Shortdocuments

ThiscoursewillteachyouthefundamentalsofusingWord.Bytheendofthiscourse, youwillbeableto
produceandstoredocuments, letters, CVs, posters, leafletsand signs, editsimpletexttoarequiredformat
andlayout. Thiscourseissuitablefor people who want to learn how to use Microsoft Word to carry out
basicword processingtasksandforthosewhowishtofillinthegapsandunderstandhowWord really works..

Oncompletion of this course delegates will be able to:

4 Explore the Wordenvironment
v Create, save and navigate documents
4 Format characters andparagraphs
4 Use automatic bullets and numbering
4 Move and copy text to other locations
v Use tools to correct grammar and spelling
4 Preview and printa document
4 Work with headers and footers
4 Control page appearance with margins and breaks
v Create columns of data using Tables
Course content e Tab
e |Insert
e Delete
e Windows Basics e Home
e TheRibbon e End
e Quick AccessToolbar e Page Up /Down
e Minitoolbar e CursorKeys
e StatusBar e Backspace

e ViewsandZoomControls
e Rulers

e Scrollbars * Fontface(type)

e Fontsize

e Increase / decrease fontsize (4 points)

e ChangeCase

e Keyboardoverview e Clearformatting
e Capslock

e Shift

e Control
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