
This course is designed for attendees who wish to gain a 
basic understanding of Microsoft Word.  It will benefit 
new users who wish to create simple, yet professional 
looking documents. 

On completion of this course attendees will be able to 
create documents as well as insert, edit, format and 
proof read text.  Attendees will also be able to prepare 
their documents for printing and save files efficiently for 
later use. 

This course will enable attendees to:

¶ Create a new document 

¶ Save and open files 

¶ Insert, edit and delete text 

¶ Format text 

¶ Proof read documents 

¶ Create auto text and autocorrect entries 

¶ Prepare a document for print 

¶ Creating tables 

Attendees do not need any previous experience of Word 
but must have a basic understanding of PCôs, including 
familiarity with a keyboard and mouse. 



¶ ¶ 

¶ 

¶ The Word Interface 

¶ Using Help 
 

¶ Creating new documents 

¶ Using document templates 

¶ Saving documents and using 
Save As 

¶ Opening documents and using 
Open as Copy 

¶ Working with multiple 
documents 

¶ Views, rulers and zoom control 

¶ Change page margins 
 

¶ Inserting and editing text 

¶ Navigation techniques 

¶ Inserting dates and times 

¶ Inserting symbols 

¶ Using Find and Replace 

¶ Move and copy text 

¶ Using the Office Clipboard 

¶ Selection techniques 

¶ Applying font formatting 

¶ Using the format painter 

¶ Applying bullets and numbering 

¶ Using default tabs 
 

¶ Using the Spelling & Grammar 
Checker 

¶ Using the Thesaurus 

¶ Creating Auto complete entries 

¶ Creating Auto Text entries 

¶ Inserting page numbers 

¶ Inserting headers and footers 

¶ Using print preview 

¶ Print options 
 

¶ Inserting tables 

¶ Inserting rows and columns 

¶ Navigating through cells 

¶ Enter and edit text 

¶ Apply basic formatting 


