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Course Description

Microsoft® Office Specialist Word 2007 Certification Guide teaches the information worker how to work with different types of documents using a variety of intermediate and advanced features to create and format business reports such as long reports, forms, and newsletters. Some topics may appear to be basic skill sets but are discussed in more detail, exploring at a higher level different options that can be chosen or applied for that skill set.
Students who complete this course will have reviewed all of the exam objectives and be on their way to preparing for Microsoft Office Specialist Exam #77-601.
Course Length

The Microsoft Business Certification Series contains exercises that students can use to learn each of the features discussed. Additional exercises to practice and apply the skill sets can be downloaded from the CCI Web site. The Instructor Resources also provide further information on how this material can be adapted to your curriculum.

Course Prerequisites

This course is designed for students who are already familiar with the basic skill sets for Word 2007, having completed the Internet and Computing Core Certification (IC3) Key Applications, Microsoft Word Level 1 essential skills, or have equivalent Microsoft Windows and Word knowledge and experience. If you are unsure, review the topics listed in the following to ensure you have a solid working knowledge of these skills before proceeding with this courseware:

	· start and run Microsoft Office Word 2007

· use the Office 2007 ribbons

· use the Quick Access Toolbar

· access the Help feature

· create and edit documents
· save, open and close documents
· move efficiently between documents
	· change between different views and zoom levels 

· move and copy text using the Office Clipboard 

· apply formatting to text and paragraphs 

· create numbered lists and bulleted lists

· proofread and correct your documents

· understand file management techniques

· preview and print documents


Course Objectives
After completing this course, you will be able to: 

· use different options for saving documents

· change the view mode for specific types of editing tasks
· apply character and paragraph formatting options
· set tabs and indents for columnar types of information such as financial reports
· change the margins, paper size or orientation for a document
· control the text flow using appropriate page breaks 
· use headers and footers in a document 
· find and replace information in a document
· create, edit, and print envelopes or labels 
· use styles to consistently format text in documents

· use the Format Painter

· add and modify columns of text in a document

· apply different types of backgrounds to a document
· insert, modify and format clip art images, pictures, and shapes

· insert, modify and format SmartArt diagrams and text boxes

· create, edit, and format tables

· customize options in Word

· work with templates

· build content for use in other documents 

· understand what mail merge means
· merge documents using new or existing main documents and data sources
· sort lists or table contents
· create outlines and work with multi-level lists
· compare or combine documents
· insert, modify, or delete comments
· track revisions in a document made by one or more people
· accept or reject changes made in a document
· manage passwords or restrict types of access on a document
· reference research sources in a document

· generate a table of contents or index in a document
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