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Introduction to Microsoft
® 

Word 

 

Description 

Are you new to Microsoft Word? Through this  
introductory 3 hour workshop, learn to create  
documents, work with text, format your document,  
add pictures, and proof and print your project. The  
uses for this popular word processing program are  
endless. Learn the basics to get you started in  
using the program so that you are ready to explore  
the rest. 

Objectives 

By the end of this workshop you will be able to: 

 Create New Documents 
 Save your Documents 
 Print Your Document 
 Use the Ribbon 
 Navigate The Home Tab 
 Create and Edit Text  
 Navigate The Insert Tab 
 Insert Graphics 
 Navigate the Page Layout Tab 
 Change Your Page Setup 
 Use the Review Tab 
 Use Templates 

 

Target Audience 

This workshop is intended for persons that  
may be new to the computer world or office  
professionals who need to learn the basics of  
the word program.  Students need to have a  
basic understanding of computers as well as basic 
home computing skills.  

 

 

Content 

 The Microsoft Office Button 
o Creating a New Document 
o Saving Your Work 
o File Formats 
o Printing Your Documents 

 The Quick Access Toolbar 
o Customizing 
o Undo/Redo Feature 

 Introducing the Ribbon 
 Using the Scroll Bars 
 The Home Tab 

o Clipboard Group 
o Font Group 
o Paragraph Group 
o Styles 

 The Insert Tab 
o Pages Group 
o Illustrations Group 

 Picture Tools  
 Drawing Tools 

o Headers and Footers 
o Text Group 

 The Page Layout Tab 
o The Page Setup Group 
o Backgrounds 
o Borders 

 The Review Tab 
o Proofing 

 Using Templates 

 

 
 
 
 

 

 


