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ST 106 – Microsoft Word 
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Duration: 2 Days

Price: $350.00

Discounts Available for: Groups of Six or More – Save Up to 25%

Patuxent Partnership Members – Minimum of 5%

Individual Training Passes – Save Up to 50%
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Corporate Discounts (10 or More), Customized Training Courses and Specialized Training Up to 50% - Call For Details 

Description: This course covers basic word processing concepts and the skills required to pass the Microsoft Office Specialist exam.
Prerequisites: Windows 2000 

Course Outline: 

Exploring Word

Starting Word

Working with Word Windows

Using Menu Commands

Displaying and Hiding Toolbars

Displaying Hidden Toolbar Buttons

Moving and Resizing Toolbars

Changing Menu and Toolbar Options

Exiting Word

Working with the Office Assistant

Using the Office Assistant

Finding an Answer

Hiding/Displaying the Office Assistant

Changing Office Assistant Options

Using Basic Document Skills

Entering Text into a Document

Saving a New Document

Closing a Document

Creating a New Document

Opening an Existing Document

Scrolling using the Mouse

Moving using the Keyboard

Selecting Text

Using Insert Mode

Using Overtype Mode

Renaming an Existing Document

Working with Document Views

Switching Document Views

Changing Document Magnification

Displaying/Hiding the Horizontal Ruler

Viewing/Hiding Nonprinting Characters

Opening Multiple Documents

Switching between Documents

Displaying Documents in Full-screen Mode

Using Basic Text Editing

Removing Characters

Deleting Selected Text

Replacing Selected Text

Cutting/Copying and Pasting Text

Pasting Items from the Clipboard Toolbar

Using Drag-and-Drop Editing

Using Undo and Redo

Checking Spelling and Grammar

Checking Spelling/Grammar as You Type

Adding to the Custom Dictionary

Disabling Spelling and Grammar Options

Running the Spelling Checker

Selecting Grammar Options

Running the Grammar Checker

Checking Spelling and Grammar

Printing

Previewing a Document

Using Web Page Preview

Printing the Current Document

Printing the Current Page

Printing Multiple Copies

Printing Envelopes and Labels

Using Character Formatting

Formatting Characters

Changing an Existing Font

Modifying the Font Size

Changing the Font Format

Underlining Text

Using Font Effects

Highlighting Text

Copying Character Formatting

Changing Character Case

Using Paragraph Formatting

Formatting Paragraphs

Aligning Paragraphs

Using Click and Type to Align Text

Modifying Paragraph Spacing

Modifying Line Spacing

Copying Paragraph Formats

Using Styles

Applying a Paragraph Style

Creating a Paragraph Style

Editing an Existing Style

Deleting a Style

Setting Tabs

Using Tab Stops

Setting Tab Stops

Deleting and Moving Tab Stops

Clearing All Tabs

Creating a Leader Tab

Setting Tabs

Using Document Formatting

Formatting Documents

Inserting a Manual Page Break

Removing a Manual Page Break

Changing the Document Margins

Changing the Page Orientation

Changing the Paper Size

Changing the Vertical Alignment

Using Section Breaks

Working with Section Breaks

Inserting a Next Page Break

Formatting a Section

Inserting a Continuous Break

Inserting an Odd/Even Page Break

Removing a Section Break

Inserting Automatic Section Breaks

Modifying a Section Break

Indenting Paragraphs

Changing the Left Indent

Indenting the First Line

Creating a Hanging Indent

Creating a Right Indent

Working with Headers and Footers

Creating Headers and Footers

Inserting the Current Page Number

Inserting the Current Date

Creating a First Page Header/Footer

Alternating Odd and Even Headers/Footers

Setting the Starting Page Number

Working with Newspaper Columns

Creating Newspaper Columns

Navigating Columns

Changing the Number of Columns

Changing Column Width and Spacing

Adding a Vertical Line between Columns

Balancing Column Length

Using Numbers and Bullets

Creating a Numbered List

Creating a Bulleted List

Adding Numbers or Bullets to Text

Deleting a Numbered or Bulleted Item

Adding a Numbered or Bulleted Item

Removing Numbers or Bullets from Text

Changing a Bullet or Number Style

Inserting Graphics

Inserting a Clip Art Image

Inserting a Picture

Formatting Pictures

Creating WordArt Objects

Formatting WordArt Objects

Using Advanced Layout Options

Creating Watermarks

Using the Thesaurus

Looking up Synonyms

Using Synonyms

Using Antonyms

Using Templates and Wizards

Selecting an Existing Template

Creating a Template

Modifying a Template

Deleting a Template

Using Wizards

Creating a Memo

Creating a Fax
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