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Microsoft
®

 Office Word 2007 

 

Description 

Microsoft Office Word teaches how to  
work with different types of documents  
using a variety of features to create, modify,  
and format common business reports such as  
letters, reports, forms and newsletters. This  
course is designed for those people who require  
the skills necessary to use a word processing  
program on a daily basis in a business environment. 

Objectives 

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

 Create new documents 
 Manipulate Text  
 Format Content 
 Work with tabs 
 Format Documents 
 Use publishing Tools 
 Work with Illustrations 
 Insert Shapes and Smart Art 
 Use Tables 
 Customize Word Items 
 Build Content 
 Create Mass Mailings 
 Share Documents 
 Work with References 

Target Audience 

Students should have basic knowledge  
of computers, keyboarding skills and experience  
navigating around the Microsoft Office environment. 
 Prerequisite skills include the ability to launch  
programs and open and save documents.  For new  
users to the Microsoft Word program the Introduction  
to Microsoft Word Workshop is recommended.  

 

Content 

 Navigating & Saving Documents 
 Using cut, copy & Paste 
 Finding & Replacing Items 
 Formatting characters & 

Paragraphs  
 Line & Paragraph Spacing 
 Creating Tab stops 
 Creating Lists & Outlines 
 Setting up documents 

 Page Size 
 Orientation 
 Margins 
 Page Breaks 
 Cover Pages 

 Creating Headers & Footers 
 Formatting with Styles 
 Working with Columns 
 Documents Borders & Backgrounds 
 Working with Graphics 

 Pictures 
 ClipArt 
 Shapes 
 Smart Art 
 Text Boxes 
 WordArt 

 Creating & Manipulating Tables 
 Working with Formulas 
 Sorting & Filtering Lists 
 Changing Word Options 
 Working With Templates 
 Using Themes 
 Understanding Building Blocks 
 Envelopes, Labels and Mail Merge 
 Reviewing & Protecting Documents 
 Digital Signatures 
 Referencing Information Sources  
 Creating Bookmarks & Indexes   
 Creating Table of Contents 


