Word 2003 Level 1: Basics

LESSON 1: CREATING A BASIC DOCUMENT

Topric 1A: THE WORD ENVIRONMENT
Exercise 1A
Topric 1B: GET HELP USING WORD
Exercise 1F:
Topric 1C: ENTER TEXT
Exercise 1C
Exercise 1Ca
Toric 1D: SAVE A NEW DOCUMENT
Toric 1E: PREVIEW A DOCUMENT
Toric 1F: PRINT A DOCUMENT

LESSON 2: EDITING A DOCUMENT

Topric 2A: NAVIGATE IN A DOCUMENT
TopriC 2B: INSERT TEXT
Topric 2C: SELECT TEXT
Topric 2D: CREATE AN AUTOTEXT ENTRY
Topric 2E: MOVE AND CoPY TEXT

Exercise 2E
ToriC 2F: DELETE BLOCKS OF TEXT
Toric 2G: UNDO CHANGES
Topric 2H: FIND AND REPLACE TEXT

LESSON 3: FORMATTING TEXT

Topric 3A: CHANGE FONT AND SIZE

Exercise 3A
Topric 3B: APPLY FONT STYLES AND EFFECTS
Topric 3C: CHANGE TEXT COLOR
Topric 3D: HIGHLIGHT TEXT
Toric 3E: CoPY FORMATS
Topric 3F: CLEAR FORMATTING
Toric 3G: FIND AND REPLACE TEXT FORMATTING

LESSON 4: FORMATTING PARAGRAPHS
TopriCc 4A: SET TABS
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Exercise 4A
Topic 4B: Change Paragraph Alignment 10
Exercise 4B 10
Topric 4C: INDENT PARAGRAPHS 10
Exercise 4C 10
Topric 4D: ADD BORDERS AND SHADING 10
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Topric 4F: CREATE LISTS 10
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Exercise 4F 11
LESSON 5: PROOFING A DOCUMENT 11
Topric 5A: USE THE THESAURUS 11
Topric 5B: CHECK SPELLING AND GRAMMAR 11
Exercise 5B 11
Topric 5C: CREATE A NEW DEFAULT DICTIONARY 11
Topric 5D: CHECK WORD COUNT 11

Quick Computer Classes Word 2003 Level 1



Topric 5E: MODIFY A DOCUMENT IN PRINT PREVIEW 11
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LESSON 7: INSERTING GRAPHIC ELEMENTS 13
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Performance-Based Objectives

Upon successful completion of this course, students will be able to:

Create a basic document.

Edit documents by locating and modifying text.

Format text.

Format paragraphs.

Use word tools to make your documents more accurate.
Add tables to a document.

Add graphic elements to a document.

Control a document's page setup and its overall appearance.
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