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	Description
	This two day introduction course develops the delegate’s current knowledge of Microsoft Word by introducing new topics that will enable the delegate to speed up the production of their documents as well as discover new ways to add impact to their documents.  No previous knowledge of Microsoft Word is required prior to attending this course.

	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:


[image: image7.jpg]



	Formatting Text
· Changing the Font and the Size of Text

· Applying Attributes e.g. Bold, Italic etc

· Drop Cap
	Tabs
· Setting Tabs

· Working with Tabs

· Modifying & Deleting Tabs

	
	

	Formatting Paragraphs
· Alignments

· Paragraph Spacing

· Line Spacing
	Indents
· Setting Indents

· Working With Indents

· Modifying & Deleting Indents

	
	

	Bullets and Numbering
· Creating a Bulleted List

· Formatting Bullets

· Creating a Number List

· Formatting Numbers
	Tables 
· Inserting a New Table

· Adding and Deleting Rows and Columns

· Merging Cells

· Formatting Tables

	
	

	Outline Numbering
· Creating an Outline Numbered list

· Formatting an Outline Numbered list
	Text Boxes

· Inserting Text Boxes

· Formatting text Boxes 

	
	

	
	


	Graphics & Drawing
· Inserting WordArt, ClipArt and Pictures

· Formatting WordArt, ClipArt and Pictures
	Page setup
· Margins

· Orientation

· Headers and Footers

· Page Numbering

	
	

	Dictionary Functions

· Spelling and Grammar Check

· Thesaurus

· AutoCorrect
	Printing

· Using Print Preview

· Printing Documents
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