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Subjects and Topics to be covered in each class are listed below:

Introduction to Word
What is Word? 
Starting Word
Getting to Know the Word Screen

Changing Views

Creating Documents

Working with Wizards

Using Templates

Saving Documents

Getting Help 

Exiting Word

Creating and Edit Text
Opening a Document

Entering Text

Moving and Copying Text

Using the Repeat and Undo Commands

Working with Smart Tags

Correcting and Spelling Grammar

Automating Typing and Using Auto Correct

Replacing Words Using the Thesaurus

Finding and Replacing Text

Formatting Text 
Font Formatting

Adding Effects to Text

Aligning Text

Working with Tabs

Indents and Spacing

Applying Styles

The Format Painter

Viewing Formatting Marks

Working with Layout and Design
Adding Sections and Page Breaks

Changing Page Setup

Creating Columns

Modifying Columns

Adding Bullets and Numbered Lists

Applying Borders and Shading

Inserting Headers and Footers

Modify Headers and Footers

Creating an Outline

Enhancing Documents 
Inserting Images

Moving and Resizing Images

Using Word Art

Inserting a Date Field

Creating and Modifying Diagrams

Adding comments

Comparing and Merging Documents

Tables, Printing and Web Pages

Creating a Table

Formatting Tables and Cells

Using Borders and Shading in Tables

Working with Table Rows and Column

Using Print Preview

Printing Documents

Printing Envelops and Labels

Saving Word Documents as Web Pages

Creating We Documents
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