	MICROSOFT WORD 2003

Microsoft Office Word 2003 Specialist

	Reference No.
	Skill
	

	Unit 1
	Day 1
	

	1-1-1
	Creating, Printing, editing Word Documents
Creating/Opening a document


Scroll within a document

Move insertion point within a document

Insert and delete text
	

	1-1-2
	Formatting Characters and using Help
Change font, font style, font size

Highlight text


Apply text effects

Insert hidden text

Reveal hidden text


Adjust character spacing

Insert special symbols and characters


Change case of text

Insert date and time
	

	1-1-3
	Formatting Paragraphs
Change alignment of text 

Indent text 

Create numbered and bulleted paragraphs


Change line spacing

Reveal formatting


Comparing formatting

Apply borders and shading


Set, move, delete, and clear tabs
	

	1-1-4
	Formatting Documents
Change documents views

Show/hide white space

Change margins


Change page orientation
Insert and delete a hard page break

Preview a document


Insert and delete a hard section break

Change document zoom


Display full screen

View and navigate in a document in Reading layout

Create and format text in columns

Check spelling in a document

Check grammar in a document


Display word, paragraph, and character counts

Add words to and delete words from AutoCorrect

Use Thesaurus to find synonyms and antonyms for specific words
	

	1-1 Comp
	Work in Progress
Complete Assessment 1-9

Complete Activity 1 & 2
	

	
	Lunch Break 60 Min  1200-1300
	

	Unit 2
	Day 1
	

	1-2-5
	Maintaining Documents
Create, rename, and delete folders


Select documents

Delete, copy, move, rename, open, and close documents

Save a document in a different format

Delete text


Cut and paste text


Copy and paste text


Use the Office Clipboard


Use the Paste Special dialog box

Split and arrange windows


Compare documents side by side

Print documents


Print envelopes


Print labels
Review and modify document properties
	

	1-2-6
	Customizing Documents

Use AutoText


Create, save, edit, and delete AutoText entries

Insert, format, edit, delete, and position headers and footers


Create header/footer for first page and odd/even pages


Insert and format page numbering

Find and replace text


Find and replace formatting


Navigate in a document using Go To and Document Map

Create new document using a template


Create new document using a wizard

Insert, view and edit comments

Circulate documents for review


Track changes


Accept and/or reject changes

Compare and merge document versions
	

	Unit 2
	Day 2
	

	2-2-7
	Creating Tables and Charts

Create, edit, delete, format, size, move, and modify tables


Add borders and shading to cells


Insert and delete rows and columns; split and merge cells


Apply auto formats to a table

Convert text to table

Create, size, move, and format modify charts
	

	2-2-8
	Enhancing Documents with Special Features

Create and modify organizational charts and diagrams

Insert, size, format, and move images


Draw, size, format, and move shapes, lines, and text boxes

Apply styles to text, lists, and tables


Clear style formatting

Create an outline

Preview a document in Web Page Preview

Insert hyperlinks to Web pages


Insert and modify hyperlinks to a Word document 

Research and request information


Insert research information


Use Research task pane to translate text
	

	2-2 Comp
	Work Ready

Complete Assessment 1-14

Complete Activity 1 & 2

Complete Job Study 1
	


