Word

Beginners

Lesson 1

A brief explanation of word processors

DTP V’s WP

Needs of student and orientation of study

Opening Word

Closing Word

Lesson 2

Section (a)

Templates

Opening a New File Paper Size and Orientation
Saving Files 

Opening an Existing File
Files & Folders navigation / hard drive / floppy drive

Section (b)

Inputting Text

Undo functions

Direct input, inserting a file including pictures, 

Copy, cut, paste and 

The Insertion Point

Navigating the document

Printing Documents


Lesson 3

Paper Size and Orientation (revisited)
Page Margins
Paragraph Indenting
Text Alignment
Text Attributes
 Setting Tabs


Lesson 4

Find
Find and Replace
Page Numbering
Headers and Footers
Page Breaks
Bullets and Numbering
Spell Checking

Lesson 5

Outlining
Outline Numbering 

Styles

Revisiting last 4 lessons

Intermediate

Lesson 6

Tables
Columns
Table of Contents
Forms

Lesson 7

Graphics
WordArt

Lesson 8

Mail merge
Mailing Labels
Macros
Automatic Formatting
Paste special
Lesson 9

Revisiting previous areas as needed

Lesson 10

Revisiting previous areas as needed
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