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Quick Computer Classes

Performance-Based Objectives
Upon successful completion of this course, students will be able to:

Use Word with other programs.

Collaborate on documents.

Add reference marks and notes to a document.
Make long documents easier to use.

Secure documents and document information.
Create Web pages.

Create a form.

Use XML in Word.

About the CD

All practice files used in the exercises in this book are on the CD-ROM packaged with the
Level 1 course-book of this subject. To do the practice exercises and labs when outside of
the training facility you will need to place the CD-ROM into your drive and note that in the
book where it says Quick Classes (x): substitute the letter for your CD-ROM drive. On
most computers this will be the D:\ drive.

References

1 Indicates material obtained in part or completely from the Microsoft Word Help files.
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