Microsoft Word: Basics 

Description: Learn the basics: how to use the ribbon, enter and delete text, basic formatting, cut, copy and paste, save and save as.
Instructor notes: At locations where training rooms are also used as public labs, the programs are launched from the computer lab homepage. 
Time: 2 hours

Introduction

Welcome and orientation to building and room (bathrooms, water fountains, beverages with lids, etc.)

Handouts 

To be revamped 

How to launch the program

Understanding the Word Screen

Using the Ribbon 
· Explain role and function of the items of the ribbon
· Explain Office Button 

· Explain the tabs on the ribbon
· All Controls of Word are done With the Mouse and Keyboard!!

  Formatting Explain how to do basic formatting from the ribbon 

· have students practice selecting text and changing size, color, style 

· Explain page alignment and line spacing 
Entering and Deleting Text

Selecting Text and Basic Formatting

Saving a document 

· Explain process of saving a document
· Two important pieces of information needed when saving 
· Save v. Save as
Printing

· Explain where to find print command at (office button, or keyboard shortcut

· Explain the Print dialogue box and its options 

· Number of pages

· Page ranges 

Get help 

· Give brief description/demo of Microsoft help on the Ribbon,or keyboard shortcut
· Show students where to locate online tutorials on our homepage demonstrate Customguide tutorials
· Suggest books from our catalog on the topic of MS Word
Last 15 minutes: 

Ask class to fill out Survey (on Classes page http://www.hclib.org/pub/events/Classes.cfm under More Resources)

Other resources 

· CustomGuide

· Suggested Reading

· Other classes and workshops (ours and others) 

· Registration process- 3 options 
