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WORD FOUNDATION

Introduction

The majority of people within an organisation need to produce written documentation at some time or another. This may take the form of a letter, memo,
fax or something more complex. In order to do this efficiently and effectively, understanding the fundamental elements of Word as a word processor is
imperative.

This course introduces delegates to the skills required to create a simple professional looking short document. Gaining keyboard skills along with correcting
spelling and grammatical errors is vital, as is the ability to quickly move or copy text from one location to another. Various font and paragraph formatting
techniques will be applied to ensure the document looks professional.

. Documentation layout and appearance will be significantly improved
. Time-saving through the application of navigation and selection tricks
. The skills required to create, save and retrieve documents can be transferred to other Microsoft products
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Creating a Document

www.oaktree-training.co.uk

APPROVED BY MOD)
IN SUPPORT OF
THE ELC SCHEME

<&

nebosh

SC
3
>

]
Zn

AGEME Approved Approved
L Register LEARNING a1
Leas Centre training

001 PARTNER pravider

et 927



