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Microsoft Word 2007 - Basic

Course Outline
	Course Description:
	Designed for those who want to gain basic knowledge of working with Word. Participants will create, revise, and save documents for printing and future retrieval. Topics include formatting text and paragraphs, adding tables to documents, controlling a document’s page setup and overall appearance, and proofing documents.

	
	

	Textbook:

Prerequisites:
	Microsoft Office Word 2007: Basic (Second Edition)

None

	
	

	Course Length:
	6 hours

	
	

	Course Outline:
	


· Lesson 1: Creating a Basic Document

· Explore the user interface

· Open and view a document

· Customize the Word environment

· Obtain help

· Enter text

· Save a document

· Preview and print a document
· Lesson 2: Editing a Document

· Navigate and select text in a document

· Insert, delete, and rearrange text

· Undo changes

· Search and replace text
· Lesson 3: Formatting Text

· Change font appearance

· Highlight text
· Lesson 4: Formatting Paragraphs

· Set tabs to align text

· Control paragraph layout

· Add borders and shading

· Apply styles

· Create lists

· Manage formatting
· Lesson 5: Adding Tables

· Create a table

· Modify the table structure

· Format a table

· Convert text to a table or tables to text
· Lesson 6: Inserting Graphic Objects

· Add visual effects using symbols and special characters

· Insert illustrations
· Lesson 7: Controlling Page Appearance

· Control page layout

· Apply a page border and color

· Add watermarks

· Add headers and footers
· Lesson 8: Proofing a Document

· Check spelling, grammar, and word count

· Enhance textual meaning using the thesaurus

· Customize AutoCorrect options[image: image1.png]
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