MS Office (2000)

Intro to MS Word

Word Processing
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	Course Length:


	4-6 hours

	Who should attend?


	Personnel who need to type letters, reports, memos or other word processing documents.

	Prerequisites:


	Introduction to Windows NT



	Knowledge Assumed:


	A basic understanding of computer hardware and the Windows NT operating environment.

	Course Description:


	This course teaches basic word processing skills using Microsoft Word.  Hands-on exercises will be utilized so that the student will gain experience with word processing.



	Benefits:


	This course will familiarize students with preparing general letters, memos and reports.  It will help students become comfortable with MS Word’s editing capabilities.



	Topics covered:


	· Word basics

· Navigating in a document

· Additional editing techniques

· Character and paragraph formatting

· Introduction to tabs and tables

· Controlling page appearance

· Tools and printing



	What's Next???
	Intermediate Microsoft Word 


