Word : Level 1

Course Content

Lesson 1: Word Basics
Topic 1A: Introduction to Word
Topic 1B: Creating a New Blank Document and the Basics of Entering Text
Topic 1C: The Save As Command
Topic 1D: Opening and Editing a Document
Topic 1E: Getting Help in Word

Lesson 2: Navigating in a Document
Topic 2A: Scrolling within a Document
Topic 2B: Searching a Document

Lesson 3: Additional Editing Techniques
Topic 3A: Using AutoCorrect
Topic 3B: Techniques for Selecting Text
Topic 3C: Moving Text

Lesson 4: Character and Paragraph Formatting
Topic 4A: Basic Character Formatting Techniques
Topic 4B: Additional Character Formatting Techniques
Topic 4C: Paragraph Formatting
Topic 4D: Working with Indents, Numbered Lists, and Bulleted Lists Indents
Topic 4E: Line Breaks and Line Spacing

Lesson 5: Introduction to Tabs and Tables
Topic 5A: Working with Tabs
Topic 5B: Creating a Table
Topic 5C: Editing Tables

Lesson 6: Controlling Page Appearance
Topic 6A: Headers and Footers
Topic 6B: Modifying Margins
Topic 6C: Page Breaks

Lesson 7: Tools and Printing
Topic 7A: Using Proofing Tools
Topic 7B: Printing a Document
Topic 7C: Envelopes and Labels

Lesson 8: Creating a Web Page

Topic 8A: Creating a Web Page
Topic 8B: Using Themes and Exiting Word
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