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CHAPTER 1- GETTING ACQUAINTED 

WITH WORD 

1.1- About Word 

1.2- The Word Environment 

1.3- The Title Bar 

1.4- The Ribbon 

1.5- The Microsoft Office Button 

1.6- The Quick Access Toolbar 

1.7- The Ruler 

1.8- The Scroll Bars 

1.9- The Document View Buttons  

1.10- The Zoom Slider 

1.11- The Status Bar  

1.12- The Mini Toolbar 

1.13- Keyboard Shortcuts 

 

CHAPTER 2- CREATING BASIC DOCU-

MENTS 

2.1- Opening Documents 

2.2- Closing Documents 

2.3- Creating New Documents 

2.4- Saving Documents 

2.5- Entering Text 

2.6- Moving Through Text 

2.7- Selecting Text 

2.8- Non-Printing Characters 

2.9- Managing Multiple Documents 

2.10- Working with Word File Formats 

 

CHAPTER 3- BASIC EDITING SKILLS 

3.1- Deleting Text 

3.2- Cutting, Copying, and Pasting 

3.3- Undoing and Redoing Actions 

3.4- Finding and Replacing Text 

 

CHAPTER 4- BASIC PROOFING 

TOOLS 

4.1- The Spelling and Grammar Tool 

4.2- Setting Default Proofing Options 

 

CHAPTER 5- FONT FORMATTING 

5.1- Formatting Fonts 

5.2- The Font Dialog Box 

5.3- The Format Painter 

 

CHAPTER 6- FORMATTING PARA-

GRAPHS 

6.1- Aligning Paragraphs 

6.2- Indenting Paragraphs 

6.3- Line Spacing and Paragraph Spacing 

 

CHAPTER 7- SETTING PAGE LAYOUT 

7.1- Setting Page and Section Breaks 

7.2- Using Headers and Footers 

7.3- Using Page Setup 

 

CHAPTER 8- USING TEMPLATES 

8.1- Using Templates 

 

CHAPTER 9- PRINTING DOCUMENTS 

9.1- Using Print Preview 

9.2- Printing Documents 

 

CHAPTER 10- HELPING YOURSELF 

10.1- Using Word Help 

Copyright TeachUcomp, Inc. 

All Rights Reserved 

CHAPTER 11- WORKING WITH TABS 

11.1- Using Tab Stops 

11.2- Using the Tabs Dialog Box 

 

CHAPTER 12- USING CLIP ART 

12.1- Using Clip Art 

12.2- Inserting Other Graphics 

12.3- Using Picture Tools 

12.4- The Format Picture Dialog Box 

 

CHAPTER 13- DRAWING OBJECTS 

13.1- Inserting Shapes 

13.2- Formatting Shapes 

13.3- The Format AutoShape Dialog Box 

13.4- WordArt 

13.5- Text Boxes 

 

CHAPTER 14- USING BUILDING 

BLOCKS 

14.1- Using Building Blocks 

 

CHAPTER 15- BULLETS AND NUM-

BERING 

15.1- Applying Bullets and Numbering 

15.2- Formatting Bullets and Numbering 

 

CHAPTER 16- TABLES 

16.1- Using Tables 

16.2- Creating Tables 

16.3- Selecting Table Objects 

16.4- Inserting and Deleting Columns and 

Rows 

16.5- Deleting Cells and Tables 

16.6- Merging and Splitting Cells 

16.7- Adjusting Cell Size 

16.8- Aligning Text in Table Cells 

16.9- Converting a Table into Text 

16.10- Sorting Tables 

16.11- Formatting Tables 

 

CHAPTER 17- TABLE FORMULAS 

17.1- Inserting Table Formulas 

17.2- Recalculating Word Formulas 

17.3- Viewing Formulas Vs. Formula Results 

CHAPTER 18- MAIL MERGE 

18.1- Mail Merge 

18.2- The Step by Step Mail Merge Wizard 

18.3- Creating a Data Source 

18.4- Selecting Recipients 

18.5- Inserting and Deleting Merge Fields 

18.6- Error Checking 

18.7- Detaching the Data Source 

18.8- Finishing a Mail Merge 

 

CHAPTER 19- CREATING A TABLE OF 

CONTENTS 

19.1- Creating a Table of Contents 

19.2- Customizing a Table of Contents 

19.3- Updating a Table of Contents 

 

CHAPTER 20- CREATING AN INDEX 

20.1- Creating an Index 

20.2- Customizing an Index 

20.3- Updating an Index 

 

CHAPTER 21- CREATING FORMS 

21.1- Displaying the Developer Tab 

21.2- Creating a Form 

21.3- Inserting Controls 

21.4- Adding Instructional Text 

21.5- Protecting a Form 

 

CHAPTER 22- MAKING MACROS 

22.1- Recording Macros 

22.2- Running and Deleting Recorded Mac-

ros 

22.3- Assigning Macros 

 

CHAPTER 23– WORD OPTIONS 

23.1- Setting Word Options 


