Sandbach U3A Computing Course (Improvers)

Topics List: Microsoft Word

Basics

· Starting Word

· The screen elements 

· Creating, opening and saving documents
· Working on multiple documents
· Document views

· Typing (insert/overtype, delete, space, tab and return)

· Navigating

· Undo/Redo

· Printing

Editing

· Find & Replace

· Selecting, copying, moving and deleting
· Spelling & Grammar

· Bookmarks

· Reviewing & commenting

Styles & Formatting

· Formatting

· Characters
· Paragraphs
· Tabs

· Pages

· Documents
· Format painter
· Unusual characters

· Hyphens, non-breaking spaces and hyphenation

· Boarders, boxes & shading

· Working with Styles

· Working with Outlines


Layout, Design & Construction

· Columns

· Tables

· Table of Contents

· Inserting:

· Objects (Documents & spreadsheets etc.)

· Pictures

· Text boxes

· WordArt

· Fields inc. date & time etc.

· Templates

· Using

· Creating

· Headers & Footers

· Letters and Envelopes

· Labels & Mail Merge

· Brochures, pamphlets and greeting cards

Options & Customising

· Settings and preferences

And Finally

· What to do when things go wrong.
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