
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Information Technology Solutions 

W hy  L e a r n  M ic ro so f t  W o r d  
C o r e  &  I n t er m ed i a t e ?  

Learn to use Word 2019 / 365 
drawing tools, create and manage 
tables, and work with column 
layouts. 

 

Audience Profile : 

• Students who have little or no 
familiarity with Microsoft Word. 

 

Prerequisites: 

• Familiarity with using a personal 
computer, mouse, and 
keyboard. 

• Comfortable in the Windows 
environment. 

• Ability to launch and close 
programs; navigate to 
information stored on the 
computer; and manage files and 
folders. 

 

Microsoft Word Core & Intermediate 

Course Overview: 
 

• Microsoft Word is a powerful authoring program that 
allows you to create professional-looking documents as 
well as compose and publish blogsStudents will learn to 
create, edit, format, and print Microsoft Word 
documents. 

• In this Microsoft Word Core & Intermediate (Office 
2019 & Office 365 ) course, students will learn 
advanced formatting, use Word 2019 or Word 365 
drawing tools, create and manage tables, and work 
with column layouts. 

• Microsoft Word is a successful word-processing 
program primarily used for creating, polishing, and 
sharing documents like brochures, letters, learning 
activities, quizzes, and more. 

• Microsoft Word is a useful tool for making documents 
like letters, updates, reports, research projects, 
typesetting books and magazines, etc. 

• It provides powerful tools for designing documents in 
many different ways. 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Microsoft Word Core & Intermediate Outline: 

 

• Creating a Microsoft Word Document 

• Starting Microsoft Word 

• Creating a Document 

• Saving a Document 

• Importing a File 

• The Status Bar 

• Closing a Document 

• Lab : Create a Microsoft Word Document 

• The Ribbon 

• The Ribbon 

• Tabs 

• Groups 

• Commands 

• Lab : Exploring the Ribbon 

• The Backstage View 

• Introduction to the Backstage View 

• Opening a Document 

• New Documents and Word Templates 

• Configuring Documents to Print 

• Adding Your Name to Microsoft Word 

• Adding Values to Document Properties 

• Working with Autosaved Versions of Documents 

• Lab : Backstage View Exercises 

• The Quick Access Toolbar 

• Adding Common Commands 

• Adding Additional commands with the Customize Dialog Box 

• Adding Ribbon Commands or Groups 

• Placement 

• Lab : Customize the Quick Access Toolbar 

• Formatting Microsoft Word Documents 

• Selecting Text 

• Selecting Fonts 

• Working with Fonts 

• Working with Lists 

• Inserting a Hyperlink in a Document 

• Using Styles 

• Using Themes 

• Using the Ruler 

• Setting Margins 

• Lab : Formatting Exercises 

• Editing Documents 

• Find 

• Find and Replace 

• Find and Replace Tips 

• Appending Text to a Document 

• Using the Clipboard 

• Lab : Editing Documents Exercises 

www.c ls learn .com  

 

 

T r a i n i n g  S o l u t i o n s :  

√ Offline Classroom Instructor-Led Training in 
our labs or onsite Locations. 

√ Virtual Instructor-Led Training Via Virtual 
Video Conferencing Tools. 

 

 

 

 

 

W h y  L e a r n e r s  P r e f e r  C L S  a s  t h e i r  T r a i n in g  
S e r v i c e s  p r o v i d e r  ?  

◼ Premuim Training Services Accredited from 
Global Technology Vendors. 

◼ Best Rated Experts & Certified Trainers in 
Egypt. 

◼ Official Training Hours, Practice Labs, Hands-
on Learning. 

◼ CLS Training Classrooms are designed with 
High Edge PCs and Training Facilities. 

◼ Return on Training Investment is Guaranteed 
to boost performance. 

 

 

 


