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small steps to greater success



Intermediate MS word – 5 week overview.

Contact us for more information about this course, and to discuss your needs and interests with our friendly staff.
Cost per session:  £7.50



Session duration: 1 hour

WEEK 1

Create a document.

Changing line spacing.

Using Enter key to arrange text.

Adding borders and shading.

Save/save as recap, creating a folder.

WEEK 2 

Recap session 1.

Some extra tools: thesaurus, word count, spelling and grammar, insert.

Adding headers and footers.

Getting to know Word Art.

Saving a folder within a folder.

WEEK 3

Recap session 2.

Renaming and deleting a file or folder.

Saving and opening files on a flash drive.

WEEK 4

Recap session 3.

Organising folder system.

Getting to know Clip Art and using it to make a poster.

Burning a CD.

WEEK 5

Recap session 4.

Self-directed work, with support from the tutor. 

Recaps and conclusions.

To book a place on this course the total course fee of £37.50 is required in advance.
