TRAINING COURSE

MICROSOFT OFFICE

BASIC WORD

FULL DAY COURSE

Course Objective

 This course assumes no knowledge of  Word.

 To be able to create, save and print simple word processing documents by utilising the following functions:

· Understanding the normal and page layout views

· Formatting text including the use of justification, alignments and Tabs

· Use of the Cut, Copy and Paste commands

· Manipulating the Page layout modes for printing

· Headers & Footers

· Introducing bullets 

· Multi column documents

· Some tools like spell check and word count

Customising the workplace
