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Course Description 


This courseware demonstrates some advanced features of Word to produce professional documents, manage large files, work with web documents, collaborate with others, or merge data together. 
Basic Skills Checklist 


The following list summarizes skills that students should be comfortable with for this courseware.


	· formatting the table

· using autoformat

· modifying the borders and shading
· converting text to a table
· inserting clip art images or from a file
· sizing or moving a picture
· changing the properties for a picture

· using a datasheet

· changing the chart type

· modifying chart objects
· creating drawing objects 

· customizing, enhancing, arranging objects
· drawing diagrams

· saving documents as web pages
	· using hyperlinks

· viewing web documents
· sending a word document via e-mail

· reviewing documents

· comparing and merging documents

· inserting comments

· tracking revisions

· sending a document to others for review
· using watermarks

· apply, change, or remove background or theme 

· wrapping text around graphics

· rotating objects

· using WordArt

· understanding merge concepts

· creating and merging a Data Source and Main Document

· creating mailing labels and envelopes

· customizing Word options

· customizing toolbars, menus, shortcut keys


System Requirements 

According to the Microsoft Office System User’s Guide, you must have the following in place prior to using the program:

· a personal computer with a Pentium III or higher processor

· a hard disk drive with at least 245 Mb of free space, and a CD-ROM drive

· a minimum of 64 Mb RAM (add 8 Mb RAM for each additional program you may open in addition to this one)

· a monitor compatible with Windows and a SVGA graphics display adapter card or higher resolution capable of displaying minimum 256 colors 

· Microsoft Windows 2000 Service Pack 3 or higher, or Microsoft Windows XP (recommended)

· a mouse or other pointing device compatible with Windows
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