Word Placement Self Assessment

Do you want to know: [Check each item that applies to you]
[Word Level 1]

· The Basics Of Word
· How to Manage Toolbars In Word
· How to Use Autocomplete and Autoformat
· How to Format Text
· How to Save Documents
· How to Copy Or Move Text
· How to Center Text On a Page
· How to Insert Symbols
· How to Use Find and Replace
· How to Use Bulleted Lists
· How to Use Tabs
· How to Add Clip Art to a Document
· How to Create and Use Tables 
· How to Create Borders and Shading For Tables In Word
[Word Level 2]

· How to Add Drawings, Word Art or Pictures to a Word Document

· How to Add Drop Caps In Word

· How to Edit And Control Pictures Or Drawings In Word

· How to Work With Section Breaks

· How to Work With Newspaper Style Columns

· How to Work With Styles

· How to Use Outlines

· How to Work With Margins

· How to Add Bookmarks

· How to Create A Table Of Contents

· How to Add Page Numbers In Word

· How to Create An Index

· How to Create Cross References 

[Word Level 3]

· How to Do Mail Merge (Like Ed McMahon)
· How to Work With Advanced Tables –Merging And Splitting Cells, Sorting, and Calculations.
· How to Link Excel Charts.
· Working On a Document with a Team – Comments, Revisions, and Tracking Changes.
· How to Create and Use Macros in A Document
· How to Create and Use Forms in Word.
· How to Create and Use Templates in Word.
