Microsoft Word Level 1
Part of the Workers in Transition Technology Program

Training Series - Transitioning to a New Job and Microsoft
Office 2007

Course Title: Word 2007 — Level 1 (A Review of Fundamentals and Correct Usage)
Course Description

Word documents appear among today’s defacto standards for conveying information in organizations of all types.
Word has become a ubiquitous instrument used across all departments and disciplines and within organizations of
all types. This is a 4 hour course that reviews in a “hands on” fashion fundamental application development with
Microsoft Word 2007.

Both novice and experienced users will establish or confirm a clear understanding of features, functions and
correct approaches to the use of this tool. The course is also designed to assist all users with the transition from
earlier versions of Word (97-2003) to the most current version (2007) and to prepare for both the continued
evolution of this product and for advancement into more sophisticated usage.

Who Should Attend?

This course is designed for both novice and experienced technology users, and specifically for those who need to
understand how to use Word to plan, create, edit, format, setup and print basic Microsoft Office Word 2007
documents.

Novice users should expect to get a correct foundation for use of this tool. Experienced users should see some
things they already know, but will also have the chance to both close up “gaps” in understanding, as well as any
“workarounds” they may have developed (if they haven’t taken formal training).

Prerequisites
Participants should have general computer experience and be comfortable using the mouse or track pad.
Session Goals

e  Explore the Microsoft® Office Word® 2007 environment (including how to transition to the new Fluent Users
Interface)

e  Plan, create and modify a basic document

e Review considerations in planning

e Review and analyze templates

e  Enter /edit content (both Text and Non-Text)

e Utilize common input methods, shortcuts, and proofing

e  Formatting

e Prepare a document for distribution

e  Set Saving and Printing options
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What You Will Learn - Course Outline

1  The Microsoft Word 2007 environment
1.1 What s the transition to Office 2007?

1.1.1 Pros
1.1.2 Cons
1.2 The Fluent User Interface
1.2.1 Office button
1.2.2 Quick Access Toolbar
1.2.3 Ribbon
1.2.4 Contextual Tabs
1.2.5 Live Preview
1.2.6 Mini Toolbar
1.2.7 Third-party licenses and implementations
1.3 Self Help
1.3.1 Microsoft Help
1.3.2 Microsoft Office Online
1.3.3 Microsoft Communities
1.3.4 Microsoft TechNet

2  Planning and Creating a Basic Document
2.1 Overview of Considerations

2.1.1 Purpose

2.1.2 Audience

2.1.3 Information Sources

2.1.4 Security

2.1.5 Privacy

2.1.6 Confidentiality

2.1.7 Auditing or Proofing

2.1.8 Method of Distribution

2.1.9 Documentation

2.1.10 Availability of Templates or Pre-Existing Examples

2.1.11and more ...
3 Templates / Example Analysis

3.1 Selection Techniques and Shortcuts

3.1.1 Clickand drag

3.1.2 Ctrl + Click

3.1.3 Shift + Click

3.1.4 The “selection channel”

3.1.5 Double click/Triple Click

3.1.6 Right Click

3.1.7 Dialog Boxes

3.1.8 F4

3.1.9 Ctrl + Home

3.1.10 Ctrl + End

3.1.11 Shift Ctrl + End

3.1.12 Shift Ctrl + Down/Up/Right
4 Inserting Content
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4.1 Text
4.2 Non Text (Objects)

Insertion / Editing Methods
5.1 Original typing

5.2 Copy/Paste (techniques + the clipboard and autofill)

5.3 Find/Replace
5.4 Smart Tags

Objects
6.1 Clip Art and Pictures

6.2 Smart Art

6.3 Shapes

6.4 WordArt

6.5 Charts

Formatting

7.1 Step by Step Incremental Formatting
7.2 Styles

7.3 Format Painter

Views

8.1 Document Views

8.2 Zoom

Page Setup Dialog Box

Proofing, Saving and Distribution Options
Additional Subjects (Time Permitting)
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