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Course Outline

Microsoft Word 2007 
Core

	Overview

This course is aimed at individual who want to manage, create and edit Microsoft Word documents.

	Objectives

By the end of this course participants will be able to:

· Understand and utilise the key components of Word to increase productivity

· Create and print professional documents using page setup and proofing tools


	Prerequisites

It is recommended that attendees have successfully completed a Windows Introductory course, or have gained a similar level of knowledge within the work environment.

	

	Duration

1 Day

	


Course Content


	Managing Documents
· Inserting page numbers

· Page breaks

· Full screen

· Zoom

Printing and Page Setup
· Margins and orientation

· Print preview

· Print options

Drawing Tools
· Using the drawing canvas
· Drawing object techniques

· WordArt


	

	Next Step

In Microsoft Word 2007 Proficient, learn to enhance documents using styles and templates.
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