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Word Beginner using Word 2002 / 2003
	One Day Course
The course will start precisely on time and it may not be possible to go back over material missed by late arrivals. If you arrive over 30 minutes late you may be asked to leave and attend another day.

	Who should attend
	Anyone who has never used Word before (or any other word processing package) and who prefers to learn at a more gentle pace. This course is especially useful if you are unfamiliar with using a keyboard. 

	Requirements
	Delegates must be able to switch on and switch off the computer, and have experience of using the mouse.

	Aim
	By the end of the course, you will be confident in using the essential features of Word to create and alter simple documents. For example, letters, memos and reports.

	What you will learn
	In particular you will be able to:
· Create, save, close, open and print documents
· Change the way your text looks, to make headings and other important information stand out
· Get Word to spell check your document
· Move and copy sections of text around the document or into other documents.
· Create a list with bullet points (just like this list) or numbers
· Alter the layout of the page, change margins and use page breaks
· Add standard text and page numbers to the top and bottom of each page of your document

	Time-Table Session 1 
	Intro into Word: Creating a document; Entering and deleting text; Familiarity with the keyboard; Moving around your document; Saving and Closing Documents.

	Session 2
	Opening documents; Printing; Selecting Text; Bold, Italic and Underline; Font and Font size; Text Alignment; Undo and Redo

	Session 3
	Spell check; Cut, Copy and Paste; Working with more than one Document; Selective Printing. Bulleted and Numbered Lists.

	Session 4
	Normal and Page Layout View; Zoom Control; Page Margins; Headers and Footers; Page Breaks. Page Numbering.

	Other courses
	If you don’t feel you fit the requirements for this course, please ask about other courses that might be closer to your needs:
· You have never used Windows: Ask about our Windows courses
· You have never used a keyboard: Ask about our Touch Typing courses
· You are already confident in using the above features: Ask about our other Word courses or other IT Courses.

	Next step
	Once you have attended this course and are confident with all of the things covered, you can move straight onto our Word Intermediate Level Course.
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Call Now To Book Your Place	0845 0 58 57 56









