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FUNDAMENTALS 

OF MICROSOFT 

WORD 2000


This one day course is designed to educate users in the basics of word processing within Word 2000.  The course will enable users to create, format, save and print Word documents quickly and efficiently.  This course also forms part of the Microsoft Office User Specialist curriculum. 

COURSE CONTENT

· Understanding the Word 2000 Screen (Tool and Menu Bars)

· Using the Office Assistant and Help (Contents, Index & Find)

· Navigating the Document

· Entering, Editing, Deleting & Selecting text within a Document

· Cut, Copy & Paste; Undo & Redo; Find & Replace

· Saving, Closing & Finding documents; Creating Folders

· Using Click and Type

· Formatting Text and Paragraphs

· Changing Case, using Drop Caps and Text Effects

· Using Indentations

· Setting Page Layout Options

· Inserting, Drawing and Formatting a simple Table and Columns

· Using Spell/Grammar Checker and Thesaurus

· Printing and Previewing Documents

· Creating Headers and Footers and Page Numbering

· Creating Bulleted and Numbered Lists 

WHO SHOULD ATTEND

Anyone wishing to familiarise themselves with the basics of creating, editing and printing Word 2000 documents.  Prior knowledge of Windows, ability to use a mouse and general keyboard skills required.  

DURATION

1 Day (9.30 – 4.30)  Refreshments included
AVAILABILITY
This is a scheduled course for groups (max. 8)

To book this course, or further information contact:

Lisa Shepherdson, Melisa Money or Kathryn Rogers

E-Mail : lshepherdson@hcctraining.co.uk
Tel : (01482) 325576    Fax : (01482) 586101







