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1130 ABC Company Blvd
ABC Town, MN 55555

September 1, 2010

John Smith
123 Main Street 
Any Town, MN 55555

Dear John:
	This letter is to inform you of training opportunities available to you. As a new user to Microsoft Word, a computer class teaching you about this application would be valuable. Enclosed with this letter is a listing of the first few classes in the Word curriculum, as well as the topics included in each of those sessions. Register today for the 90 Minute Workout® called Microsoft Word 2010 Getting Started.

Sincerely,

Mary Jones
Account Representative
ABC Company



Microsoft Word 2010

Getting Started
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What Is Microsoft Word?
Starting Microsoft Word
Exploring the Word Window
Using the Ribbon
· Working with Ribbon Commands
· Understanding the File Tab and Backstage View
· Using the Quick Access Toolbar
Opening an Existing Document
· Opening a Recently Access Document
· Opening a Document from the Open Dialog Box
· Opening Multiple Documents
Viewing Documents in Word 2010
· Zooming In or Out within a View
Navigating and Editing a Document
· Navigating a Document Using the Keyboard
· Navigating a Document Using the Mouse
Viewing Non-Printing Characters
Inserting Text in Your Document
Understanding Word Processing Features
Selecting Text 
Formatting Text
Formatting Paragraphs
Formatting with the Mini Toolbar
Saving Documents
· Saving Changes
· Understanding File Types
· Understanding Word’s AutoRecovery Feature
Closing a Document
Creating a New Document
Inserting the Current Date
· Updating the Date Content Control
Finding and Replacing Text
· Finding Text
· Replacing Text
· Browsing to Recently Located Text
Moving and Copying Text
· Using Cut and Paste
· Using Copy and Paste
· Understanding the Paste Options Button


Using Spell Check and Grammar Check
· Automatically Checking a Document for Errors
· Manually Checking a Document for Errors
Previewing and Printing a Document

Getting Help in Word
· Using ScreenTips
· Searching in Word’s Online Help System
· Getting Help in Dialog Boxes
Exiting Microsoft Word


Microsoft Word 2010

Document Formatting

What Is Document Formatting?
What Is Character Formatting?
Formatting Characters 
· Using the Ribbon
· Using the Mini Toolbar
· Using the Font Dialog Box
· Working with Themes
· Changing the Default Font and Size
What Is Paragraph Formatting?
Understanding Non-Printing Characters and Selecting Text
Formatting Paragraphs
· Using the Ribbon
· Using the Mini Toolbar
Adjusting Line and Paragraph Spacing
· Adjusting Line Spacing Only
· Removing Paragraph Spacing Only
· Adjusting Line and Paragraph Spacing 
Working with Paragraph Indents
· Using Buttons to Increase or Decrease Indents
· Using the Ruler to Change Indents

Working with Tabs
· Identifying Tab Types
· Setting a Tab on the Ruler
· Deleting Tabs
· Moving Tabs
· Changing the Tab Type
· Inserting Leader Lines before Tabs
Working with Borders
· Inserting a Horizontal Line
· Applying a Quick Outside Border
· Removing Borders
Working with Shading
· Applying Shading 
· Removing Shading
Using the Format Painter Button
Working with Numbered and Bulleted Lists
· Creating a Numbered List
· Continuing or Restarting a List
· Creating a Bulleted List
· Removing Numbers or Bullets
What Is Page Formatting?
Changing the Margins


Changing the Page Orientation
Selecting a Paper Size
Working with Page Breaks
· Inserting a Page Break
· Inserting a Blank Page
· Deleting Page Breaks

Microsoft Word 2010

Document Layout
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What tools Will Improve the Layout of My Document?
Working with Page Numbers
· Inserting Page Numbers
· Changing the Page Number Format
· Removing Page Numbers
Working with Built-in Headers and Footers
· Inserting Built-in Headers and Footers
· Editing Headers and Footers
· Removing Headers and Footers
Navigating in the Header and Footer
Working with Custom Headers and Footers
· Inserting Custom Headers and Footers
· Inserting Fields in the Header or Footer
· Updating fields and Content Controls
Creating Different Headers and Footers for Odd and Even Pages
Saving a Customized Header or Footer
· Deleting Saved Headers and Footers

Working with Section Breaks
· Inserting Section Breaks
· Setting Different Margins and Page Orientations in Each Section
· Creating Different Headers and Footers in Each Section
Understanding Other Pagination Controls
· Understanding Widow/Orphan Control
· Understanding Keep with Next
· Understanding Keep Lines Together
· Understanding Page Break Before
Working with Columns
· Creating Columns in a New Document
· Creating Columns in an Existing Document
· Using Column Breaks and Continuous Section Breaks
· Changing the Number of Columns
· Changing the Width of Columns
· Changing the Spacing Between Columns
Creating Watermarks
· Inserting a Built-in Watermark
· Creating a Custom Watermark
· Repositioning a Watermark
· Copying a Watermark to Other Sections
· Removing a Watermark
Adding a Page Border
Working with Cover Pages
Inserting a Cover Page
Editing a Cover Page
Deleting a Cover Page Content Control
Deleting or Changing Cover Page Pictures
Removing the Header and Footer Text from the Cover Page
Saving a Customized Cover Page
Removing a Cover Page
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