Word 2000 Basics Overview

Lesson 1:  Create Simple Letters

Parts of a Letter

Start Word

Enter Text

Exit Word

Office Assistant

Save

Print, Save As, and Open

Lesson 2:  Understand Word Elements

Window

Toolbars

Use the Mouse

Use the Keyboard

Lesson 3:  Create, Open, and Save Documents

Create a New Document Using Templates and Wizards

Open Existing Documents

Start>Find>Files or Folders

Switch to Another Open Document

Save Documents

Close Documents

Lesson 4:  Edit Documents

Select Text

Insert and Delete Text

Move or Duplicate (Cut or Copy)

Undo and Redo

Automatic Entries

Lesson 5:  Change Document Appearance

Character Formatting

Special Formatting

Paragraph Formatting

Add Borders and Shading

Page Formatting

Headers and Footers

Lesson 6:  Introduction to Tabs, Tables, and Columns

Use Tabs

Create Tables

Create Newspaper Columns

Lesson 7:  Finish Your Work

Check Spelling and Grammar

Thesaurus

Find and Replace

Page Breaks

Print a Document

