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	Description
	In this two-day introduction course, delegates are introduced to Office Word 2007.  Through hands on exercises they will become confident in the use of Office Word and will be able to create and produce highly presentable and professional looking documents.

	Duration
	2 Days
The course content can be customised to your requirements, please contact your co-ordinator or Pin-Point on 0116 289 4486 for further details.

	Course Content
	The course concentrates on, and covers the following areas:
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	Starting Word

· What is Windows?

· Accessing Word

· The Office Word Screen

· Office Fluent Ribbon

· Word Help
	Character Formatting

· Applying Attributes e.g. Bold, Italics 

· Changing the Font and Size of the Text

· The Undo Facility 

· Multiple Undo 

	
	

	Creating a Basic Document
· Typing and Editing Text

· Saving, Opening and Closing Documents

· File Format Types 

· Hints on Document Filing and Retrieval 


	Paragraph Formatting

· Setting tabs

· Creating Indents

· Alignment of Text

· Bullets List

· Numbering Lists

· Outline Numbering

	
	

	Document Manipulation

· Moving about the Document

· Selecting Text 
	Text Manipulation

· Cut and Paste Text

· Copy and Paste Text 

· Using the Find and Replace Facility

	
	

	Tables

· Adding a Table to a Document

· Formatting a Table

· Manipulating the Table
	Dictionary Functions

· Spell Check

· Thesaurus

· Grammar Check

· AutoCorrect and AutoText
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